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Capstone course on the theory and practice of leadership. The focus of the course will be on examination of 
leadership and the process of achieving excellence in organizations. 
Prerequisites: MAN 3046 (May be taken concurrently) 
 
 
This is a core course for Management majors. Content in this course will be utilized in your capstone 
GEB 4890 Business Strategy course, among other courses.   

Required Texts 1. Daft, R. (2011), The Leadership Experience,  5th Edition, ISBN-13: 978-1-4390-4211-3  
2. Covey, S. (2004), The Seven Habits of Highly Effective People, ISBN-13: 978-0-7432-6951-3 
 
Recommended additional readings 
1. Covey, S. (2003), The Seven Habits of Highly Effective People: Personal Workbook, ISBN -13: 978-

0-7432-5079-9 
2. Parrish, B. & Aujla, D. (2012), Making Good, Rodale, ISBN 978-1-60529-078-2 
3. http://www.apastyle.org/apa-style-help.aspx for guidance by the APA on citing and using 

electronic and other reference formats. 
 

Subject Area Management – College of Business  

Credit Hours 3 (Prerequisites: MAN 3046 (May be taken concurrently) 

Syllabus  Complete  syllabus available on ANGEL 

Meeting 
Information 

Start Date End Date Days Time Room 
1/7/20/2013 4/24/2013 Mondays 

& 
Wednesdays 

12:30 to 1:45PM Lutgert Hall 1204 

 

Instructor Information 

Instructor Dr. Darlene Andert  CMC CFM - dandert@fgcu.edu 
Office location: 3349 Lutgert Hall 
Open Office Hours:  3:3- to 6:00 PM on Mondays and Wednesdays. Schedule ending April 30 
Other hours by appointment  (590-7322) 
 
Dr. Andert’ s doctoral research explores corporate governance for Fortune 1000 Boards of Directors, and 
provided the first understanding of Human Resource Development (HRD) as a Board oversight mandate.  Dr. 
Andert’s has extensive experience on various Boards and audit committee. She is an Arbitrator for the National 
Association of Securities Dealers (NASD), a Certified Financial Manager (CFM), a Certified Management 
Consultant (CMC); and Florida Supreme Certified Court Mediator.  Dr. Andert’s education includes a BA from 
Alverno College with a dual major in Business Management and Professional Communications, a master’s 
degree from Central Michigan University in Administration, and a doctoral degree from The George Washington 
University Executive Leadership Program in Human Resource Development, Graduate School of Organizational 
and Human Development.  Dr. Andert has authored books and numerous articles; designed and delivered 
certification programs; and provided over a decade of service to organizational development projects for 
national and local client organizations. She currently serves as the Director for the Institute for  Responsible 
Corporate Governance at FGCU. 
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University Statements 
Academic Behavior Standards and Academic Dishonesty 
All students are expected to demonstrate honesty in their academic pursuits. The university policies regarding issues of 
honesty can be found in the FGCU Student Guidebook under the Student Code of Conduct and Policies and Procedures 
sections.  All students are expected to study this document which outlines their responsibilities and consequences for 
violations of the policy.   The FGCU Student Guidebook is available online at 
http://studentservices.fgcu.edu/judicialaffairs/new.html  
 
Disability Accommodations Services 
Florida Gulf Coast University, in accordance with the Americans with Disabilities Act and the university’s guiding 
principles, will provide classroom and academic accommodations to students with documented disabilities. If you need 
to request an accommodation in this class due to a disability, or you suspect that your academic performance is 
affected by a disability, please contact the Office of Adaptive Services. The Office of Adaptive Services is located in 
Howard Hall 137. The phone number is 239-590-7956 or TTY 239-590-7930 
 
Student Observance of Religious Holidays 
All students at Florida Gulf Coast University have a right to expect that the University will reasonably accommodate 
their religious observances, practices, and beliefs.  Students, upon prior notification to their instructors, shall be 
excused from class or other scheduled academic activity to observe a religious holy day of their faith. Students shall be 
permitted a reasonable amount of time to make up the material or activities covered in their absence. Students shall 
not be penalized due to absence from class or other scheduled academic activity because of religious observances. 
Where practicable, major examinations, major assignments, and University ceremonies will not be scheduled on a 
major religious holy day. A student who is to be excused from class for a religious observance is not required to 
provide a second party certification of the reason for the absence. 
 
Distance‐Learning  
Information on distance learning courses is available online at http://itech.fgcu.edu/distance/  
 
Online Tutorials  
Information on online tutorials to assist students is available online at http://www.fgcu.edu/support/    
 
ANGEL Learning Management System and Demonstration Site  
Information on ANGEL is available online at http://elearning.fgcu.edu/frames.aspx and  
http://elearning.fgcu.edu/section/default.asp?id=xxxDemoonlinecoursestudent  

Library Resources: Main page: http://library.fgcu.edu/ 

 
Learning Objectives 

Lutgert College of Business Mission Statement 
The Lutgert College of Business provides a high quality, student-centered learning environment to prepare students with the 
knowledge and skills needed to contribute to and take leading positions in business and society.   Our faculties are devoted to 
teaching excellence, scholarship, and service that enhances our academic and business communities and we are dedicated to 
building partnerships that foster the economic growth of the southwest Florida region and beyond.  
 
Management Department Mission Statement 
We believe that great leaders effectively deal with both people and problems.  Therefore, the department of management provides 
managerial knowledge and skills that enable students, both individually and collaboratively, to: (1) recognize, evaluate, and cultivate 
business opportunities;  and (2) identify, understand, and implement successful solutions to complex organizational issues in today’s 
dynamic global environment. 
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MAN3301 STUDENT LEARNING OBJECTIVES 
Evaluation Methods, Assessment and Relevant Due Dates, and Evaluation breakdown: 

A) Final exam     20 %  
B) In class quizzes     20 % 
C) Individual project and report    25 % 
D) Team presentation    15 %  
E) Class participation     20 %  
_______________________________________________________________ 
Total       100% 

 
Course Policies 

 

TEACHING PHILOSOPHY: Four primary elements define my teaching philosophy: (1) designing courses to offer applied, group-based student 
experiences that develop management AND leaderships skills while students learn the business theories, models, and course topics; (2) challenging 
students to value and proactively learn to manage and maximize the human workforce and their energies as the most valuable business resource; 
(3) setting course standards that mirror the atmosphere and closely replicates the entrepreneurial nature of current business settings; and (4) 
treating students as autonomous adults by transferring the consequence for learning and meeting [or not meeting] the course expectations to my 
students and student groups, with a caring learning environment. Taken collectively, my desire is for my students to use the classroom as a mini-
business laboratory. My goal every semester is for students to leave my course with the requisite business knowledge AND management skill, PLUS 
an awareness of the inherent abilities needed to become proactive, thoughtful, business people. I am mindful that students are the managers and 
leaders of tomorrow. 
 
TEACHING METHODS:  Students are expected to be familiar with the textbook material as assigned and to keep up with the schedule of 
readings. Due to time limitations, not all topics in each textbook chapter will be covered in class lectures or discussions. Students are individually 
responsible for becoming familiar with all assigned materials.   
 
The class discussions and individual/group course activities expand the course constructs. The assigned group experiences are there as action 
learning labs covering: group leadership and management; project management; group dynamics; peer evaluations skills, and control techniques.  
 
CREDIT HOURS/WEEKLY WORKLOAD. For each credit of a class, you should expect to spend one hour in class and an average of 3 
hours preparing outside of class each week.  Therefore, since this is a 3 credit class, you should plan to devote an average of nine hours a week to 
this class. Please read all course materials prior to attending class. 
 

Learning Goal & Learning Objective. BBA 
Graduates will: 

Learning Objective 
MAN graduates will: 

Course Learning 
Objectives (Measureable) 

Assessments Used to 
Measure Outcomes: 

Understand the business environment                    (E) 
 
• Demonstrate knowledge of ethical Issues.  
• Demonstrate knowledge of global factors 

influencing business.   
• Explain the importance of environmental 

responsibility.  

• Analyze ethical issues as they 
apply to management.  

• Demonstrate knowledge of 
business problems in a global 
environment.  

• Explain the importance of 
environmental responsibilities. 

• Develop a perspective of the diverse 
demographics and environmental 
complexities and challenges of leading in 
the global environment of business. 

• Identify stakeholder positions and make 
sound ethical, legal, social and 
environmental business decisions. 

A, B, C  and E below 

Be effective problem solvers                                      (P) 
• Solve business problems using analytical tools.  

• Propose solutions to  
organizational issues  

• Analyze leadership, global and strategic 
issues using a systems perspective. 

A, B and E below 

Be effective communicators                                      (C) 
• Deliver effective oral presentations.  
• Prepare effective written reports. 
 

• Demonstrate effective oral 
communication skills.  

• Prepare effective written 
materials. 

• Work effectively in diverse Teams 

• Write and deliver effective professional 
presentations. 

• Demonstrate effective leadership and 
team skills. 

C, D and E below 

Have interdisciplinary business knowledge            (K) 
                              
• Understand main concepts & definitions in 

accounting, economics, finance, information 
systems, management, marketing, and 
operations management.  

• Integrate knowledge across disciplines. 

• Explain key Management theories 
and practices. 

 
 

• Develop and apply the concepts, 
framework & techniques of leadership 
and strategic decision making to analyze 
and evaluate and propose solutions to 
organizational challenges. 

A, B, C and E below 



ATTENDANCE:  Habitual absences will have an adverse impact on your performance in this course.  In addition, there will be 
quizzes throughout the semester, and no make-ups will be given.  
 
Additionally, I do not intend to review all of the assigned textbook readings for the corresponding class session, and some of what I 
discuss in class will not be covered in the text. To do well in this course, students will have to know both the text material and class 
lectures, including the class discussions and exercises. See additional provisions under “Grading Percentages.” 
 
Students who are dropped from this course by the University for Non-payment of tuition and/or fees are still responsible for timely 
completing all course activities and assignments by the stated deadlines in the course syllabus (or as announced in class) and 
gathering all associated handouts while working on reinstatement to this course. 
 
If and when the instructor is late for any class students are required to work on Group Projects for at least 30 minutes before leaving 
the classroom. 

 
PARTICIPATION REQUIREMENTS 
Students are responsible for the following: 
► All material in the text and on the syllabus. ► All readings and/or written assignments. 
► Class participation. ► Presenting assignments at the beginning of class, when due. 
► All work assigned in class whether in the syllabus or not. ► Clearly labeled homework that includes a signed cover sheet. 
► Information disseminated in class whether in the syllabus or not. ► Follow-up with fellow students to seek missed information. 
 
USE OF TECHNOLOGY IN THE CLASSROOM POLICY  
Technology is an essential part of today’s learning environment. With the increasing use of technology, the need for the responsible 
use of such technology has likewise increased.    Most FGCU students have, at some point, sat next to students who used their 
laptops or PDAs in class to check e-mail, talk to friends, text message, search the internet or play on-line games. Unfortunately, 
every person sitting around such students is distracted by this behavior and classroom learning decreases. As a result of these 
distractions, we will implement the following policy: Using laptops or PDAs in class to legitimately take notes or work on class 
projects is allowed, but all other use of laptops or PDAs in class is prohibited. Please respect your fellow students and professors 
and abide by this technology policy.  
 
CELL PHONE POLICY  
Students are not allowed to use cell phones in class. Please turn them off as you enter the classroom and keep them stored out of 
sight in your backpack or pocket. 
 

GRADING 
NO EXTRA CREDIT is offered in this course or make‐up assignments for missed work.  Please place ALL effort in the assigned class 
work outlined in this syllabus. 
 
Course grades will be translated into a letter grade as listed below with NO ROUND UP. 
A 93.00+ 4.0 C 73.00 - 76.99 2.0 
A‐ 90.00 - 92.99 3.67 C‐ 70.00 - 72.99 1.67 
B+ 87.00 - 89.99 3.33 D+ 67.00 - 69.99 1.33 
B 83.00 - 86.99 3.0 D 63.00 - 66.99 1.00 
B‐ 80.00 -82.99 2.67 D‐ 60.00 - 62.99 0.67 
C+ 77.00 - 79.99 2.33 F Below 60.00 0.00 
Course grades are posted on Angel throughout the semester and GRADE CORRECTIONS ARE DUE WITHIN TWO WEEKS of the date 
the grade was posted.  Bring your original document as proof.  
 
The final course grade is available via Gulfline at: http://gufline.fgcu.edu. A grade of “Incomplete” will be given by exception only in 
accordance with University policy. An Incomplete Grade Contract Form must be completed prior to receiving the Incomplete. 
Incompletes not timely corrected as stated in the Grade Contract automatically become a final course grade of “F.” 
 
 
 

http://gufline.fgcu.edu/


GRADING PERCENTAGES 
Evaluation Methods, Assessment and Relevant Due Dates, and Evaluation breakdown: 
A) Final exam    20 %  
B) In class exams (10% each)  20 % 
C) Individual project and report  25 % 
D) Team presentation   15 %  
 Self-Evaluation (5% of the 15%)    
E) Class participation    20 %  
_______________________________________________________________ 
Total      100% 

 
Final Exam (Worth 20%) 
The final exam will consist of multiple choice and True/False questions. The exam will be closed book. Students are expected to 
demonstrate an understanding of all the textbook material covered in the course plus material from the class lectures, discussions 
and exercises.  
 
Make-ups will NOT be given because the date of exam happen to clash with student’s travel plans, non-FGCU sports activities, or 
regular work schedules. ALL requests for make-up exams will need to be thoroughly documented and may need to be confirmed by 
independent third party. 
 
Quizzes (Worth 20%)  
There will be two in-class quizzes on chapters of the Daft text as indicated in the class schedule above. Format will be multiple-
choice. Each quiz will be worth 10 % of the final course mark. 
 
Individual Project and Report (Worth 25%):  
Students must identify a small set of individual leadership challenges to work on during the course. This is an exercise in individual 
self-assessment, reflection and leadership development. You should make intensive (but not exclusive) use of the Covey 7 Habits 
book as well as the self-assessment exercises in the Daft textbook and other materials to be provided by the instructor. Research will 
culminate in the submission of a written report of no less than 10 pages double spaced, 12 point Times New Roman font APA 
format. Reports must be submitted in electronic form on Angel through Turnitin.com. Further instructions will follow in class. 
 
Team Presentation (Worth in Total 10%):  
Student groups of 4 or 5 members will select a historically relevant business and review the rise and fall of the organization based on 
the CEO. Groups will conduct research into the CEO’s background, history, characteristics, rise and fall from leadership.   
 
Teams will submit a two-page written summary of their selected organization and proposed presentation (worth 3% of the 15% 
mark) identifying the selected firm and a review of the CEOs and rational for selection. Please consider selecting a firm with ample 
history (i.e., not a new firm with a single leader or excessively long-standing CEO). All selections are subject to instructor approval.  
 
Students will develop and deliver a 30-40 minute presentation reflecting the essential findings of the research and analysis. The 
groups should also prepare a 1,000 word written summary of their research and findings (including bibliography). Presentation 
slides (two slides per page format) and written summary paper must be submitted to the instructor on presentation day - in advance 
of the presentation. 
 
Self‐Evaluation (worth 5%) 
Self-evaluation means that team members will formally evaluate their teammates’ participation in the team process over the course 
of the semester. This will be achieved through the submission of a formal written evaluation by each team member of his/her 
teammates at the end of the semester. Failure by any student to submit appropriate written evaluations is equivalent to not 
submitting a required work assignment and may result in the student receiving a grade of zero for all team activities. Please note, 
however, unlike other assignments, there will not be an opportunity to submit a late evaluation, as it would entail a delay in the 
processing of team grades. 
 
Teams must remember that it is their responsibility to manage internal dynamics: from workload assignment, coordination of 
activities, to general team operations. If a team is unable to manage itself or a member, there exists a formal policy for removing a 
member from the team (see the self-management paragraph below); however, teams that are having internal management 
problems are strongly encouraged to solve them within the team and in informal discussions with the instructor before beginning 
the formal process of removing a member from the team. 
 
 
 



Self‐Management  
Self-management means that teams have the right to drop team members that are not performing satisfactorily within the team. 
This will occur through a two-step process. First, the entire team must formally meet with the instructor to discuss and attempt to 
overcome the problem (please note: it is not necessary to hold a formal if the team member cannot or will not informally meet or 
discuss his/her perceived problems within the team).  
 

If termination from the group is warranted, the group should complete the TERMINATION FOR FREE RIDING FORM (See Angel).   

The terminated party will: (1) set an appointment to meet with the Professor to select a new presentation topic, (2) Set a date for 
delivery of the presentation the week of final exams or as determined by the Professor, (3) Prepare and present an individual project 
during the week of exams in a one-on-one session (or date determined by the Professor); and (4) complete an individual final report 
using that examines the project management process and outcomes from the non-terminated group members’ point of view. The 
final report is due at the time of the presentation. Terminated group members receive a zero for the semester Peer Review Grade.  

 
Participation (Worth 20% ‐ throughout semester): 
This class involves interactive and experiential exercises in class in addition to lectures, videos and presentations. On occasions the 
class will discuss short articles from current news and magazines. The class will also be engaged in critical debates and team-based 
exercises. 
 
Full attendance for the first two weeks of class is considered mandatory. Further regular attendance is expected and will be 
monitored.  
 
Please Note: Attendance accounts for only a fraction of the marks given for participation. Participation points will be assigned for 
each class. It is expected that students actively contribute to classroom discussions and offer a positive learning environment in the 
classroom. Students should be aware that a perfect attendance record is not sufficient to obtain a high mark for the 20 % of the 
evaluation given to participation. 
 
Examples of behaviors that contribute to a high mark in class participation are: 
• Active and interested involvement in classroom case discussions 
• Helpful and effective responses to questions and issues raised in class   
• Contributions that help the learning of other students and the class as a whole 
• Contributions that demonstrate good preparation for class and mastery of course material  
• Assistance to the instructor in class activities when requested 
 
Behaviors that will result in significant loss of participation marks include (but are not limited to): 
• Obvious lack of preparation for class and classroom activities 
• Regularly arriving late to class (and/or leaving early) 
• Consistently failing to be involved in classroom discussions and activities 
• Needless surfing of the Internet, instant or text messaging 
• Disrespect for contributions made by other students  
• Disruptive and distractive behaviors (e.g. side conversations and rudeness) 
• Failing to assist the instructor in maintaining a positive learning atmosphere in class 
● Needless surfing of the Internet, social networking, instant and text messaging in this class is distracting from your learning 

as well as potentially disrespectful and discourteous to the classroom setting. 
 
Students should be prepared to discuss course topics, cases and other subject matter on the dates indicated in this syllabus. Grading 
of participation will be discussed further in an early class, however general principles to be noted include: 
1. Pay attention to what you are told. Photographs may be taken in an early class to ensure the instructor knows who you are. 

Attend the early classes when participation is discussed. Pay attention to what is said in class and READ the information in 
this syllabus and in other handouts you will be given in class or on ANGEL. 

2. Ask for help if you need it. If you are unsure about the effectiveness of your classroom participation then you should consult 
the instructor early and often. 

3. Come to class prepared – READ in advance. All students are expected to come to class prepared for class topics and 
activities as shown on the syllabus.   

 
Additional Statement Regarding the Level of Technology Usage and Policies Regarding use of Cell Phones, Laptops, and other 
Personal electronic devices: You should not text, instant message or email during class. If you have any urgent situation that 
requires cell-phone, text or email use, then step out of the class for a few minutes. Don’t waste time in-class.  
IF YOU OF CONTINUE TO DISREGARD THESE POLICIES DESPITE WARNINGS YOU MAY LOSE ALL PARTICIPATION MARKS IN THIS CLASS. 



 
Teams and Team‐Working 
Fifteen percent of your course grade is determined through materials that you produce as part of a team. Teammates are expected 
to contribute fully to the process of team activities. To support this goal, teams will practice self-evaluation and self-management. 
 
 

Homework Requirements 
 

Homework is due at the beginning of each class session. Please do not attempt to complete homework during class as it is 
already late. Take the week to do the homework completely and successfully. Late homework must be received by the beginning of 
the next class session (allowing a ONE WEEK GRACE PERIOD) and will loss one grade from the earned grade. Homework received 
past the one‐week grace period receives a zero. 
 
Submitting Homework When Missing the Beginning of Class or NOT attending Class:  Any student who may miss class 
must submit homework BEFORE the beginning of the class period. Please follow these steps: (1) EMAIL a copy of the assignment 
BEFORE the start of the missed class using Angel, (2) BRING A HARD COPY of the assignment to the next class, (3) ATTACH a copy of 
the email to verify the timely submission of the paper. Failure to follow these three steps will result in a late paper. This 
instructor does NOT download emailed homework. 
 

Communication with the Instructor. Please contact me via dandert@fgcu.edu and NOT ANGEL. Expect emails responses to occur 
within three business days and during the hours of 8-5 (not on week-ends). For immediate needs please stop by my office during 
normal office hours (other times are available by appointment). 
 

Homework Overview 
List of Relevant Course Topics 

• What is leadership? 
• Leadership styles 
• Leadership skills 
• The process of leadership development 
• Leadership and decision-making 
• Communication skills for leadership 
• Leading teams 
• Leadership and change management 
• International leadership 
• Leadership, ethics, social responsibility and sustainability 
• Corporate culture and leadership 
• Current issues in leadership 

 
The following outline indicates the topics to be covered and assigned readings for the semester.  While an effort has been made to 
balance the workload throughout the course, as in the real world, there will be periods of time during the semester when the 
workload is greater.  Therefore, it is recommended that you review this syllabus carefully and plan your time accordingly.  Please 
note that the schedule may vary and I may make modifications as the term progresses.  
 
Submitting Homework When NOT in Class:  Any student missing a class may timely submit the homework due following these 
procedures: (1) Send to Angel (when Drop Box available), OR (2) send an ANGEL EMAIL attaching the assignment BEFORE the start of 
the missed class and BRING A HARD COPY of the assignment to the next class session, (3) ATTACH a copy the time stamped email to 
verify timely submission. Failure to follow these procedures will result in a late paper. 
 
Homework is due at the beginning of each class session or as outlined on Angel. Once late, homework has a ONE WEEK GRACE 
PERIOD and must be submitted at the beginning of that class session. Homework received past the one-week grace period receives a 
zero. Written homework completed during a class session is considered LATE. 
 

      MAN 4143 Leadership SYLLABUS  
SYLLABUS MAY BE REVISED WSITHOUT NOTICE Students are responsible for ALL information disseminated in class and in the syllabus.  

Week / Date Topic, Readings and Case Assignments Class and Team Activities 

Week 1 
January 7 

• What Does it Mean to be a Leader? Class discussions 

January 9 
 

• Daft – Chapter 1 Hand-in Dimensions of Leadership 
Profile and text page 11. 
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Week 2 
January 14  

• Leadership Traits, Behaviors and Relationships 
• Select Groups  

Class discussions 
Class speaker: Mike Ensor 

January 16 • Daft - Chapter 2  
• Covey – Paradigms and Principles 

 

Week 3 
January 21  

• Contingency Approaches to Leadership  

January 23 • Daft - Chapter 3 
• Covey – Habit 1 
• The Leader as an Individual 

Class discussions 

Week 4 
January 28 

• Daft - Chapter 4 
• Covey – Habit 2 

Team proposal due 

January 30 
 

• Leadership Mind and Heart  

Week 5 
February 4 

• Daft - Chapter 5 
• Covey – Habit 3 

Class discussions 

February 6 
 

• Courage and Moral Leadership  

Week 6 
February 11  

• Daft - Chapter 6 
• Covey – Habit 4 

EXAM ONE  

February 13 
 

• Followership  

Week 7 
February 18 

• Daft – Chapter 7 
• Covey – Habit 5 

Team ONE presentation GE 

February 20 
 

• Motivation and Empowerment  

Week 8 
February 25 

• Daft – Chapter 8 
• Covey – Habit 6  

Team TWO presentation 

February 27 
 

• Leadership Communication Team THREE presentation 

Week 9 
March 4-9  
 

 
SPRING BREAK 

 

Week 10 
March 11 

• Daft – Chapter 9 
• Covey – Habit 7 

Team FOUR presentation 

March 13 
 

• Leading Teams Team FIVE presentation 

Week 11 
March 18 

• Daft - Chapter 10 Team SIX presentation 

March 20 
 

• Developing Leadership Diversity  

Week 12 
March 25 

• Daft - Chapter 11 Team SEVEN presentation 

March 27 
 

• Leadership Power and Influence  

Week 13 
April 1 

●    Daft - Chapter 12 Team EIGHT presentation 

April 3 
 

• Creating Vision and Strategic Direction Team NINE presentation 

Week 14 
April 8 

• Daft - Chapter 13 
• Shaping Culture and Values  

EXAM TWO  

April 10 
 

•   

Week 15 
April 15 

●     Daft - Chapter 14 
• Leading Change 

Class discussions 



April 16 
 

• Daft - Chapter 15  

Week 16 
April 22 

• Current issues in leadership Individual Report Due 

April 24 
 

• Exam review  

Week 17 
Monday, April 29 

FINAL EXAM  
April 29, 2013 

10:30 am – 1:15 pm 
Room: Lutgert Hall 1204 



FORMS 
Please down load template and place copy on the top of the presentation cover sheet 

MAN3025 GROUP PRESENTATION GRADING CRITIERIA 

               

Points 1** 2 3       
Characteristic/criteri

a Below Expectations  Meets Expectations Exceeds Expectations        

Presentation Skills 

Enthusiasm  
Unvaried or erratic 

volume & pace. Speaker 
seemed uninterested or 

uncomfortable. 

Volume & pace were 
satisfactory, but did little to 

engage listeners. 

Volume & pace showed the 
speaker’s enthusiasm for 

the topic & engaged 
audience. 

 
     

Delivery 
Reads report with little 

or no eye contact; 
unprofessional manner 

Sometimes reads from 
notes or slides; usually 

professional. 

Professional manner; 
maintains eye contact; does 

not read notes or slides 
 

     

Voice  

Student mumbles or 
incorrectly pronounces 
term.  Frequent use of 
filler words (such as 

“like” or “uh”). 

Student's voice is usually 
clear. Most words 

pronounced correctly.  
Occasional use of filler 

words. 

Student uses a clear voice 
and correct pronunciation; 

audience can hear & 
understand; few or no filler 

words (such as “uh” or 
“like”). 

 

     

Organization 

Clarity 
Presentation or section is 
unorganized & the logic 
of arguments is not made 

clear. Confusing. 

Presentation or section is 
generally clear & well 

organized. A few minor 
points may be confusing. 

Presentation or section is 
logical & organized. 

Audience can follow line of 
reasoning. 

 

     

Structure 
Presentation or section 

ended abruptly without a 
conclusion or summary 

of key points 

Conclusion was satisfying, 
but summary of main 
points was unclear. 

Presentation or section 
came to suitable conclusion 

with main points clearly 
summarized. 

 

     

Subject 
Knowledge*  

Speaker gave vague, no 
response, or nonspecific 
responses to questions 

Speaker responded 
hesitantly, but 

knowledgeably to 
questions. 

Speaker responded to 
questions fully, 

knowledgeably, & without 
hesitation. 

 

     

Additional Criteria 
 
Presentation 
Materials 
 

Typos and formatting 
problems throughout. 

Some typos and formatting 
problems and  

Professionally formatted 
and offered presentation 
material.  

     

 
Cited Support  
for Presentation  
Content 
 

No citations offered. Some citations missing or 
improperly formatted.  

Appropriate citations 
throughout.  

     

 
Professional 
Appearance  
 

Attire to casual for 
business presentation.  

Attire appropriate for 
business presentation. 

Group appearance 
coordinated and appropriate 
for business presentation.  

     

Individual Totals     
     

Group Grade     

 



College of Business Writing Criteria 
Please down load template and place copy on the top of the assignment cover sheet 

 
Name:           Date:  

Criteria 1 2 3 4  

Context of & 
Purpose for 
Writing 
Includes 
considerations of 
audience, 
purpose... 

Little attention to context, 
audience, purpose, or 
assigned tasks(s) (e.g., expects 
instructor or self as 

Shows awareness of context, 
audience, purpose, & to the 
assigned tasks(s). 

Shows adequate consideration of 
context, audience, & purpose & a 
clear focus on the assigned task(s). 

Shows a thorough 
understanding of context, 
audience, & purpose that is 
responsive to the assigned 
task(s). 

 

Content 
Development 

Uses appropriate & relevant 
content to develop simple 
ideas in some parts of the 
work 

Uses appropriate & relevant 
content to develop ideas 
through most of the work.  

Uses appropriate, relevant, & 
compelling content to explore 
ideas within the context of the 
discipline. 

Uses appropriate, relevant, & 
compelling content showing 
mastery of the subject. 

 

Genre & 
Disciplinary 
Conventions 
Formal & informal 
rules expected for 
writing in 
particular forms or 
fields. 

Attempts to use a consistent 
system for basic organization 
& presentation 

Follows expectations 
appropriate to a specific 
discipline and/or writing 
task(s) for basic organization, 
content, & presentation 

Shows consistent use of important 
conventions particular to a specific 
discipline and/or writing task(s), 
including organization, content, 
presentation, & style 

Detailed attention to, & 
successful execution of, most 
conventions particular to a 
specific discipline &/or task(s) 
including: organization, 
content, presentation, 
formatting, & style 

 

Sources & 
Evidence 

Attempts to use sources to 
support ideas in the writing.
  

Attempts to use credible &/or 
relevant sources to support 
ideas that are appropriate for 
the discipline & genre. 

Consistent use of credible, 
relevant sources to support ideas 
that are situated within the 
discipline & genre. 

 
Skillful use of high‐quality, 
credible, relevant sources to 
develop ideas that are 
appropriate for the discipline & 
genre 
 

 

Control of Syntax 
& Mechanics 

Uses language that sometimes 
impedes meaning because of 
errors in usage. 

 
Uses language that generally 
conveys meaning to readers 
with clarity, although writing 
may include some errors. 

Uses straightforward language 
that generally conveys meaning to 
readers & has few errors. 

Uses graceful language that 
skillfully communicates 
meaning to readers with clarity 
& fluency, & is virtually error-
free. 

 

      

LCOB Writing Guidelines  
 

In the workplace you are expected to write clearly and understandably. The Lutgert College of Business faculty expects college level writing on all assignments.  In addition 
to content, your written work in the LCOB will often be graded on writing.  Please read this completely to understand our writing expectations and use this as a guide for 
your assignments.  Individual faculty may have different or more extensive requirements. 
 
It is assumed that you now have a sound grasp of English grammar, syntax, spelling and writing conventions.  If you need a refresher, please refer to: W. Strunk & E.B. 
White, The Elements of Style (4th ed.), ISBN 978-0205313426. 
 
Generally, in a well-written paper you should:  
 Provide a clear introduction & background  
 Demonstrate your knowledge & understanding of the concepts & issues  
 Use internally consistent arguments  
 Organize arguments in a logical manner  
 Draw conclusions that are consistent with the arguments & analysis  
 Use an acceptable writing style & grammar  
 Demonstrate effective literature search skills  
 Document sources effectively & correctly (using APA style)  
 Follow the assignment format 
 
 
FATAL ERRORS POLICY 
Many LCOB faculty adhere to the Fatal Error Policy and will stop grading a paper if it exhibits 3 or more of the 10 fatal errors below on a 
single page or 9 errors in total (whichever comes first). At that time, the paper will be returned to you ungraded and you will have until the 
next class to fix it (go to the writing center, have someone knowledgeable  proofread your paper, etc.).  The paper will then be graded and 
you will receive whatever grade you earn, minus one letter grade. If you don’t make the corrections, you receive a “0” on the assignment.   
NOTE:  Some instructors have stricter or more lenient policies.  Be sure you know what your teacher expects. Each instance of the 
following is a fatal error: 
 



Fatal Error List  
1.    Misspelled word  
2. Sentence fragment  
3. Run-on sentence or comma splice  
4. Mistake in capitalization  
5.  Serious mistake in punctuation  
6.  Error in verb tense or subject/verb agreement  
7.  Sentence ending with a preposition  
8.  Improper citation, or lack of a citation, where one is needed  
9.  Serious grammar error that obscures meaning  
10.  Misuse of terminology 
  
  
Suggestions for Writing  
 
1. Know Your Subject.  Whether you are writing a letter, a memorandum, a research paper, or an essay, you must know your subject.  Often, students write poorly because they 
have not gathered enough information about the subject.  Additionally, believe in what you write.  Be honest.  Do not apologize.  Students sometimes write poorly  because they are not 
sufficiently interested in their topics and lack a sense of commitment to develop their thesis statement. 
 
2. Avoid faulty generalizations.  Faulty generalizations are statements made without examining enough examples.  For example:  All professors are absent minded.  Be careful 
using absolute or all inclusive terms such as: all, every, everyone, always, never, no, none, no one, and nobody. 
 
3. Instructor Expectations.  There are many kinds of writing assignments: know the expectations of the Instructor in terms of the kind of writing that is required before you begin. 
  
4. References Expected.  If references are required, be sure that you understand what the Instructor expects in both the quantity and the quality of articles required (specific 
authors, specific books or commentaries, specific subjects, specific time frames, academic vs. non-academic sources). 
 
5. Thesis Sentence.  Each paper or essay must have a central or controlling subject and a central or controlling idea, that is, a thesis statement.  Ideally, a thesis statement 
contains at least one subject, a predicate-verb, and one object.  A thesis statement makes an assertion about a subject.  For example:  The boy bit the dog.  One reason why students 
sometimes write poor essays is that they are unable to write a clear thesis statement. 
 
6. Organization:  Is there some type of logical progression of thought?  Organize your material so that it is coherent.  Does your introductory paragraph, for the paper and for 
each section of the paper, tell the reader what is coming?  Are ending paragraphs concise and clear – do they summarize the major points of the previous section?  Do individual 
paragraphs flow smoothly from one thought into another?   
  
CHECK YOUR WORK  
Before you submit written work, be sure to check it for the following.   
 
TITLE – Does your title accurately describe the paper?  Is it interesting? 
 
HEADINGS -- If the paper is longer than a page or two are major divisions of the paper clearly identified with headings and subheadings?  Do they accurately describe that section of the 
paper?   
 
ORGANIZATION – Is there some type of logical progression of thought and material?  Are there significant gaps or missing parts?  Do paragraphs flow coherently?   
 
TRANSITIONS – Does your introductory paragraph, for the paper and for each section of the paper, tell the reader what is coming?  Are ending paragraphs concise and clear – do they 
summarize the major points of the previous section?  Do individual paragraphs flow smoothly from one thought into another?   
 
SPELLING – No excuses.  Use a dictionary, thesaurus and spell checker. 
 
WORD CHOICE – Words are important!  Are technical terms used or abused?  Is your vocabulary varied or boring?  Are you using correct terminology?   
 
GRAMMAR – Subject-Verb-Object agreement; fragments; run-ons; punctuation; it’s/its; complete sentences; capitalization.  Are you following the rules of good grammar?  Can the reader 
understand you?  See the Fatal Error List. 
 
COVERAGE – Have you accomplished your objective?  Is there evidence that you have read both widely and deeply?  Do you discuss all sides of controversial issues?  Is the relevant 
theory used as a framework for your analysis?   
 
CONTENT –Are the ideas you present, develop, or discuss in the paper rooted in the subject material of the course or are they vacuous? Is the content correct and is that content 
incorporated well? 
 
FOOTNOTES/CITATIONS – Do you clearly tie statements to its attributed source?  NO PLAGIARISM ALLOWED (no copying); when in doubt, reference something [see FGCU Student 
Handbook http://studentservices.fgcu.edu/StudentConduct/behavior.html] 
 
WORKS CITED – Did you include appropriate references?  Put everything in the bibliography unless you are sure you did not use it.  Recent references are much better than dated ones 
(except classics). 
 
APA STYLE – Are you following the style as required?   (See http://www.apastyle.org.) 
 
WRITING STYLE – Is your paper a pleasure to read or a pain to endure?  Do your thoughts flow well?  Is the writing choppy or smooth?  Does the paper hold the interest of the reader? 
 


	Evaluation Methods, Assessment and Relevant Due Dates, and Evaluation breakdown:
	A) Final exam     20 %
	B) In class quizzes     20 %
	C) Individual project and report    25 %
	D) Team presentation    15 %
	E) Class participation     20 %
	_______________________________________________________________
	Total       100%
	Evaluation Methods, Assessment and Relevant Due Dates, and Evaluation breakdown:
	A) Final exam    20 %
	B) In class exams (10% each)  20 %
	C) Individual project and report  25 %
	D) Team presentation   15 %
	E) Class participation    20 %
	_______________________________________________________________
	Total      100%

