March 7, 2005

Course Title: Introduction to Business Administration
Professor Dave Jaye www.davejaye.com 019-807-9024 mapodave@yahoo.com
Team Project Information: Interviewing a CEO/Director

Selection of A Company: I prefer that you select one of Forbes Magazine’s top 400 International companies (which include Korean companies) listed on www.davejaye.com. The Instructor must approve of the company and the target department.  I am seeking a mix of business functional areas, marketing, personnel, finance, manufacturing etc.
Team Project 1 (25 points): Team formation and target company: The first Team report must include: 1. the team members’ information (name, major, class, contact numbers) 2. The team name 3. Specific rules and norms that will govern team members’ activities throughout the project. 4. The Target business and target business function (CEO specialty: management, marketing, finance, personnel, engineering etc. 5. A specific plan for selecting a company. 6. The tentative schedule of key dates in the completion of the project. 7. The process by which 2, 3, 4, 5 and 6 were determined. 8. Problems that occurred during the process. 9. Solutions for the problems for future team work. 

Rules and norms must be specific and clear enough.  Rules may include items on members’ roles, work assignment, work load, communication, team decision making process, behavior norms, penalties, extra rewards and incentives and the process for a member separation or recruitment if absolutely necessary. Once the rules and norms are prepared, all team members must read and sign the team contract for agreement.

The Team Project 1 report must be prepared in accordance with the guidelines for written assignment format described in this paragraph and turned in on an assigned due date both in hard copy and MS Word file format. A project proposal will be evaluated based on the following criteria. No late papers will be accepted and no make up for papers.

· The extent to which the elements were clearly specified (specificity)

· The extent to which the elements were well organized and clear (organization).

· The extent to which the elements were comprehensively presented (comprehensiveness).

· The extent to which the elements were creatively presented (creativity).

· The degree to which the paper is in accordance with business writing style and format (format).
Team Project 2 (25 points) Market place research on selected company, Interview preparation. The second team project report must include 1. The selected company, 2. A brief literature review on the targeted company and the business function you selected from that company 3. The company’s basic information, 4. The overall discussion on the target business function of the target company 5. The process in which the team members’ efforts were coordinated to select the company and to initiate the literature review 6. The problems that occurred during the process and the solutions for future coordination. The second team report will be evaluated using the same criteria used to evaluate the first Team Project.  The literature review shall not be limited to the text book. Team members must search for additional theoretical and practical sources, including but not limited to Harvard Business Review, Academy of Management Executives, Business Week, Forbes, MSNBC, Washington Post, New York Times, Journal of Marketing, Personnel Psychology, Human Relations, Business Horizon, Journal of Management and Fortune Magazine. All team member students are expected to read the Industry review, team members must review different news articles, books etc. Your interview company appointment confirmed, company profile, annual report, recent newspaper search and questions and business cards submitted in class on April 12, 2005. 
Team Project 3 Mock Interview of 15 minutes (40 points): April 21 or April 26. One of the four team members will pretend to be the Business CEO, the other students the interviewers.
Team Project 4: Power Point Presentation (80 Points) of 20 minutes due starting May 17, 2005. Final Power point Team Presentation order will be randomly assigned.  Each team is required to make a 20 minute presentation in class by utilizing Microsoft Power Point. Each team must turn in a presentation file both in a hard copy and in a MS-Power Point file format by the due date. The presentation will be evaluated according to the following criteria: 

· Team member participation (as shown in the presentation and peer evaluation

· Creativity of the presentation format

· Professionalism of Presentation

· How interesting and informative the presentation was to business students

· Class involvement and feed back

· The degree to which the presentation is written in accordance with the guidelines for written assignment format. 

Special Attention to Cheating and Plagiarism: “Cheating is the actual or attempted practice of fraudulent or deceptive acts for the purpose of improving one’s grade or obtaining course credit.” These acts also include assisting another student to Cheat or Plagiarize. Typically such acts occur in relation to examinations.  For this class the definition cheating will not be limited to examinations. Cheating shall include any and all actions by a student that are intended to gain an unearned academic advantage by fraudulent or deceptive means. “Plagiarism is a specific form of cheating which consists of the misuse of the published and/or unpublished works of others by misrepresenting the material (i.e., their intellectual property) so used as one’s own work.”  Penalties for cheating and plagiarism range from a 0 or F on a particular assignment through a F for the course, to expulsion from the University.

Peer Evaluation (40 points): Using an individual peer evaluation form provided by the instructor, each team member and study group member will anonymously evaluate his/her team members five times through the term.  Each evaluation form is for evaluating a team member’s contribution to the 1st Team Project, 2nd Team Project, 3rd Team Project (Mock Interview), 4th Team Project the Final Power point presentation. The sum of these peer evaluation forms will be the team member’s peer evaluation score. In order to receive points for the peer evaluation, a student must turn in an evaluation for his/her team by the due dates of each Team Project. No late peer evaluations will be accepted.  There will be four Study Group evaluations are due March 17, April 14, May 12 and June 14.

Guidelines for the Format of Written Assignments:

· Assignment format: The presentation files must be submitted in a MS- Power Point file format plus a hard copy.  All other team project reports must be submitted in a MS Word file format with printed copies according to the following format guidelines: 

· A4 size paper

· 1 1/2 line spacing, one-inch all around.

· 12 point font size for body

· The first page must include the course number, title of your assignment, your name, team name, team email and contact phone number, team member list for team project assignments, submission date and instructor’s name. All other written pages must contain team name and contact email and phone number.

· The source for all information should be written in APA (American Psychological Association) format. Detailed information about APA style can be obtained through a Google or other internet search. 

· All file names must be clearly identifiable to readers. Therefore Team Projects file name must include the team name and assignment type. (e.g. Tiger Team 1st Project Report).

· You must check for typos (especially numbers and names), misspellings and grammar errors.

Submission Rule: All assignments must be turned in both in a hard copy and appropriate file format.  All hard copies of the assignments must be submitted in the class by the due date. All corresponding files must be submitted through email by class time on the due date. While utilizing computer technology is usually beneficial to users, its effectiveness and efficiency are subject to the stability of computer infrastructure. You must get into a habit of regularly backing up your files and team’s master files.  To prevent an unintentional late submission due to any technical infrastructure problem, you must NOT assume that your assignment was successfully delivered to the instructor until you get the instructor’s confirmation.  Also, it is strongly recommended that you submit your assignment at least one day before the due date.  Early submission means you have a chance to resubmit your material without penalty in case it was not successfully delivered to the instructor.  No late assignments will be accepted. No technical problem (e.g. computer or network) is an acceptable excuse.
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