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1. You will write a number of memos and reports and make several oral presentations in some of the business core courses and electives.  These written assignments and oral presentations will be evaluated for both content and presentation quality.

2. For written assignments, the evaluation team will provide feedback on content, organization/structure, clarity, precision and conciseness (choice of words/phrases), mechanics (grammar, spelling and punctuation), and professional appearance (format, visual appeal).  They will use the symbols described in the handout ‘Correction symbols for written assignments’ and also provide other comments.   

3. For oral presentations, the evaluation team will provide feedback on content, structure, use of visual aids and delivery (voice, eye contact, naturalness, posture, gestures, use of fillers).  

4. For all written assignments and oral presentations, follow the instructions for content, format and length provided by your course instructor.  Use judgment as you apply the hints provided in the various handouts.  You are responsible for making sure that the content meets the requirements of the assignment, the structure is coherent, and the presentation style meets the criteria of effective writing/oral presentation.

5. All written assignments should be typed;  use a computer to generate the documents and print them on a laser printer. Use the grammar checker and spell checker features of the software while editing and proofreading the documents.   Understand the advantages and limitations of these features; these features cannot replace careful editing and proofreading on your part.  Do not hesitate to flip the pages of a dictionary or thesaurus when in doubt.

6. All written assignments should be double-spaced.  We are aware of the convention of single space within paragraphs and double-space between paragraphs.  We find it easier to evaluate assignments that use double space.  Indent to indicate the beginning of paragraphs.

7. Use 1” margin on all four sides of the page;  use at least a 12-pitch font;  staple the pages; do not use paper clips or report covers.  Include your name and section on the title page or on the first page of the assignment.

8. If you are submitting a ‘revision’ of a graded assignment, make sure you include the original assignment too.

9. In order to become a good writer, you should write regularly; you should also develop the habit of reading good writing.  It is never too late to develop the habit of reading well-written books and articles in newspapers and magazines.  Seeing words, phrases and sentences in their contexts will enable you to develop an appreciation of the rhythms of good writing.

10.  Read, revise, edit and proofread your papers before you submit them.

11. Practice and rehearse your oral presentations.  Master the content and learn to relax before you make the presentation.

12.  Get yourself videotaped while preparing for oral presentations.  Watching a videotape of your presentation will enable you to enhance the quality of your delivery.

