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PRR 351, RECREATION & NATURAL RESOURCES COMMUNICATION
Vander Stoep, Fall 2004
3 credit hours (2 hours lecture plus 2 hours lab)
Dept. of Community, Agriculture, Recreation & Resource Studies, Michigan State University

(formerly Department of Park, Recreation & Tourism Resources)
                                                                   

CLASS: Lecture Tu 10:20 -12:10 PROFESSOR: Dr. Gail A. Vander Stoep
Lab 1 Th 10:20 -12:10 OFFICE: Natural Resources Bldg. 143
Lab 2 Th 12:40 -2:30 PHONE: 517-353-5190, ext. 117

MAILBOX: Natural Resources Bldg. 151
Natural Resources Bldg. 19 E-MAIL: VANDERS1@MSU.EDU
(lecture and lab) OFFICE HRS: by appointment (see schedule
Sometimes in computer labs, hi tech rooms on my office door)

                                                                   

INTRODUCTION

Communication is a set of skills critically needed by everyone, particularly those working in the
fields of recreation, tourism and natural resources management (park management, forestry, wildlife
and fisheries, public and private sector recreation and tourism management) . . . because these
professionals are managing people as much as, or more than, the resource.  As a professional, you
will work with colleagues daily, often in active teams.  In fact, competence in communication (both
oral and written) is one of the major attributes that employers look for when interviewing job
applicants . . . in almost any field.  Computer skills also are critical.  Effective communication is
important in presenting and gaining support for program ideas, for marketing services, for creating
customer/visitor satisfaction, for acquiring funding and other support for projects, for building
constituencies, and for promoting a positive work environment within the agency, business or other
organization.  Communication is an integral part of any marketing strategy, of human resource
management, of service delivery, and organizational image and operations.

The purpose of this course in communications methods is to expose students to underlying
principles and types of communication, and to provide opportunities to plan, develop and implement
various messages and/or projects using a variety of oral, print and electronic media.  Additionally,
this course is designated as a university WRITING course, so you will be doing a lot of writing, and
critique will be made on writing (by you, peers, and instructors) as well as other elements of your
projects.

COURSE OBJECTIVES

At the end of this course, you should be able to:
1. explain principles of communications and public relations as they apply to recreation, park

and other leisure/tourism/resource management settings, and to apply them to course
assignments;

2. plan and execute various types of communications messages and public relations projects,
working individually and in small groups (created from your "base team" members, which
you will choose; groupings can be based upon your academic emphasis/interest area,
schedule, course/grade goals), using topics and resources appropriate to your field of interest;

3. evaluate the application and effectiveness of communication and public relations programs
and projects;

4. practice developing and presenting oral and non-personal messages appropriate to your field
of study via oral, print, and electronic media;

5. gain additional experience with computers and apply their use in communication strategies;
6. appreciate and apply the use of communications and public relations (using a variety of

electronic, print and face-to-face media) within an "information system" framework to help
achieve park, recreation, tourism, and resource management objectives;
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7. be able to plan your communication strategies to accommodate persons with disabilities and
to incorporate information about programs relevant to such persons in your information
pieces;

8. gain experience productively critiquing your peers' work (both those in your "base team" and
in the rest of the class) as well as your own; and

9. contribute to your PRTR professional portfolio with your edited, polished work (to be used
in the future for internship and job applications).

WRITING COURSE

Because PRR 351 is a university-designated writing course, much attention will be paid to the actual
writing components of all your projects.  Most projects, however, will involve writing components
different in style from typical term papers.  Nevertheless, all written work is to be professional, with
attention paid to structure, clarity, grammar, spelling, etc.  Statements should be explicit, opinions
and choices clearly justified, and ideas should be logically presented.  One of the requirements of a
writing course is that you have opportunities to revise your work.  Major projects are done in
phases or stages, which will allow you this critique and revision opportunity.  Part of your grade
will be based on the writing component of your projects.

Grade Components: In addition to "writing quality" components embedded in projects (e.g.,
quality of writing in text blocks and headings for the brochure, and quality of writing in your video
script), you will receive a writing grade for each draft and final planning document for the major
projects within the overall grade.  For partner and group projects, each group member is responsible
for proofreading group planning documents and making corrections prior to its submission.
Points will be taken off separately for mistakes made on items written on the class OOOOOPS
board and in your list of "common mistakes" (on course web site, under “writing workshop”).

Ooooops Board:  Located in the classroom (room 19, NR) is an "OOOOPS" section of the
bulletin board.  This is where we will post "writing mistakes" that appear in print.  You may
contribute to this board (for extra credit @ .25/item, for a maximum of 2 points, to be added to final
grade average) by bringing in mistakes you find in print to be posted on this board.  Either cut out
or make a photocopy of article (or other print source) where the mistake is identified.  Write on the
article your name, lab section, date and source of the piece.  Highlight the mistake, identify its type
(spelling, punctuation, grammar, etc.) and write (at bottom of page) what it SHOULD BE.
Participation in this activity has moved several students’ borderline grades to the next higher grade.
When more than one person finds the same “oooops,” only the first person to submit the
“oooops” will receive the credit.

REQUIRED READING MATERIALS
Text:  Nelson, C. (ed.)  1999.  The Communicator's Handbook: Tools, Techniques and
Technology (4th edition).  Gainesville, FL: Maupin House.

Course Reader (Packet I): available at Budget Printing Center, 974 Trowbridge; (orders for
“assignments/worksheets” (Packet II) will be taken on day 1; we’ll let you know when it is ready).  (IF
YOU ORDER the Packet II, you have committed to purchasing it.  Not doing so is irresponsible to
Budget Printing.)  Consider carefully whether you want assignments in hard copy (Packet II), or
whether you accept the responsibility of printing all appropriate assignments, worksheets, critique
sheets and having them in class on the appropriate days, and submitting critique sheets with
assignments when turning them in.  Bring reader (Packet I) and Worksheets (Packet II) to class
every day.

Course Assignments, Worksheets, Critique Sheets, etc.:  You will find these on the PRR 351 web
site.  Print and bring all relevant materials to class with you on appropriate days.  Check “course
schedule” for dates.  (This is the alternative to purchasing Packet II.

Professional Presentations: Oral and Written guidebook: This guidebook (to include information
about electronic media) is available on the web from the PRTR Dept. homepage.
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You are encouraged to access this publication for use throughout your work in the
PRTR Dept. and for reference as you begin your career.

LECTURE/LAB STRUCTURE OF COURSE

This course is structured in a lecture/lab format.  All students will be together for lecture on
Tuesdays, then will participate in one of the Thursday labs.  (At this printing, 25 students are
enrolled in the class. For efficiency and improved student interaction, we will try to have ALL
students meet together for lab during the Lab I period on most days.  However, for presentation of
projects, we will occasionally split the class on Thursdays.)  Lecture covers broad concepts, theory,
and use of communication strategies and techniques, particularly as applied in the park, recreation
and tourism field.  Note that labs and lecture are conducted separately.  Therefore, it may seem
that there is not always a direct linear progression of course content from lecture to lab.
We may work on a single project several times throughout the semester even though the lecture
portion related to that topic may occur just once or twice.  Also, some lecture sessions are not
directly related to the projects; rather, they are self-standing topics.  Use your "base team" members
to help keep on track and to confirm project due dates.  Also use the class schedule to help you
keep track of assignment due dates.

CLASS BASE TEAMS  (your corporate or agency  “management team”)

The class (within each lab section) will be organized into teams, based on similarity of academic
emphasis or interest areas, preferred out-of-class meeting availability, and other characteristics of
similarity you feel are important.  Students will have access to this information in order to self-select
teams.  Team members will be responsible to and for each other throughout the semester.  You
should remind each other of due dates, critique each other's work honestly and openly, pick up
materials or provide class summaries to team members should they have to miss a class, and openly
invite ideas from all members. You will use this group as a work team throughout the course.

As stated previously, some of your projects will be developed by yourself, others will be completed
with base team members.  Partners and project group members will be selected from within your
"base team."  It is recommended that each team select a specific organization, business or agency
related to their interest area so that you can address projects to this group throughout the semester.
Using a real entity, you will be able to more easily and effectively research possible target audience
characteristics and will be able to contribute real projects based on real needs of the organizations.

COURSE EXPECTATIONS and STUDENT RESPONSIBILITIES

The instructor and students share responsibilities in a course.  As the instructor, GVS’s
responsibilities include providing interesting, relevant and effective learning opportunities for
students; allowing and encouraging open discussion and diversity of opinions during the course;
challenging you as students to do your best--and even stretch your skills and thinking; being fair in
assessment and evaluation; returning papers and projects in a timely manner; and providing critique
in a timely manner to enable you to revise and improve your work.

The basic assumption of this course is that you will learn from a continuing process of rational
conversation with your peers, and from actual participation in and production of real products.
Within the course there are both opportunities and responsibilities.  In this course you have the
opportunity to learn.  Your responsibilities are to maximize your learning from the course (i.e.,
improve your intellectual understanding as well as your applied skills), to maximize and assist in the
learning of your classmates (especially your team members), and to apply what you learn to your
work.  To take advantage of the opportunity and to meet your responsibilities, students are to:

1. Master the basic concepts, theories and methods.  You are expected to know a great deal
more after taking this course than you did before, and you should be able to apply your
knowledge and skills in practical settings.  This includes reading and thinking done beyond
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what is actually covered specifically during the in-class portion of the course.  (We will not
directly discuss and present everything in the course readings.  You are to read them and then
apply that knowledge to your projects.)

2. Think critically about the course content to gain understanding and insights.
Additionally, as you plan and develop your projects, you should think critically as you match
message content and approaches to specific target audiences to meet specific needs.  During
each new phase of a project's development, you should think critically about further focusing,
improving and refining your projects -- based on your and your peers' critical thinking, not
solely in response to the instructors' comments.  Increasingly sophisticated levels of
development and polish are expected for each successive stage of project development.

3. Explain precisely to several classmates your learning, insights, and conclusions.
Your learning is not complete until you teach what you know to someone else and can
describe precisely what you have learned and what you now understand.

4. Ask others to share their knowledge, conclusions, and insights with you.  The course
is structured to provide some opportunities for this.  However, you should make additional
opportunities throughout the semester.  When others do share with you, listen carefully,
elaborate by explaining how what you learned from them fits in with previous knowledge you
have learned . . . and be sure to thank them.  Peer commentary and critique may be relatively
new to you (as it most likely will be to others).  So we are all learning together.  Honest, open
sharing and peer critique (both positive comments and suggestions for improvement) can
provide positive learning experiences.

5. Engage in intellectual controversy by taking positions counter to those of your classmates
(and instructors), developing clear rationale for your positions, challenging their reasoning
and conclusions, and arguing (in a positive way, not a negative, attacking way) the issues until
you or they are logically persuaded.  (This does not mean butting heads just for the sake of
butting heads.  This should be used as an opportunity to develop skills in justifying and
clearly presenting your ideas and perspectives.)

INSTRUCTOR RESPONSIBILITIES

1. Provide learning opportunities and environment for exploration and creativity by students
(no spoon feeding in this course) through structured, guided course approach.

2. Return assignments in a timely manner and provide appropriate feedback for student
consideration for project improvement and enhanced learning.

3. Be accessible (in person, through email and phone).

4. Actively listen to students and respect their ideas, yet challenge thinking to broaden ideas
and perspectives.

5. Challenge students to be successful and to develop projects of higher quality and creativity
than they think possible.
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COURSE REQUIREMENTS

1. Assigned readings from the course reader, text, course web site, handouts and other sources
as assigned.  Additional readings will be handed or checked out to you.
You must be prepared to discuss and apply readings in class.  Occasionally we will
engage in short, one- to five-minute papers addressing the reading or other course
content (part of "class participation").

2. Active participation in classroom activities and in discussion based on the assigned
readings.  It is suggested that you come prepared with questions or specific discussion issues
related to the readings.  This will help you analyze and synthesize what you are reading.
Additionally, you will be participating in hands-on in-class activities, interacting with guest
speakers, and developing and presenting projects.  Active class participation assumes on-
time attendance in all class sessions, including both lecture and lab.  This is one of
your responsibilities, both to the class and to your "base team" members.  You are responsible
for attending class (AND other meetings, as scheduled with team members), especially when
you are working with team members on a project.

Each of you will be given one "Get Out of Jail Free" card, which you can use at any time
for an unexcused absence from lecture OR lab (not one of each) (except when projects are
due in class; you may not use GOJF card on project due-dates to avoid presentation).  If you
miss a class, fill out your card with name/date and turn in to instructor.  This absence is not
counted against you (or your grade).  (If you lose your card, you will still receive the "free" absence.)
Otherwise, impacts on “participation grade” are –1 for late, -2 for very late, -3 for absent.

3. Completion of laboratory assignments/projects (some individual, some with team members;
some are relatively small projects, some are in-class projects, and some are major projects that
involve several planning phases). For multi-phase projects, each phase requires increasing
sophistication, detail and clarity of thought.  You will receive feedback on earlier phases to
use as a basis for revising and further developing your projects.  However, these
comments should simply provide a starting point for revisions; they should not be
assumed to be comprehensive (in other words, do some of your own analysis and work
with team or other class members to clarify issues and improve your projects).  All papers
and projects must be professionally written and presented.  (See guidelines in the
Professional Presentations booklet.)  The standards are excellence and professionalism!
Remember, a "writing" assessment is included in grades for projects.

4. Mini-graded assignments and quizzes: A series of several types of exercises will receive
either "credit" for submitting them, or a mini-grade indicating general quality of assignment.
If these project components and exercises are not turned in on time, you will receive no credit
for the project.  Points will be subtracted from “participation” grade.  Quizzes will be given
to assure reading and understanding of course content; together, this is 10% of your grade.
Not all assigned readings will be directly discussed in class.

POLICY ON LATE and MISSED ASSIGNMENTS

• Assignments are due during class on the scheduled due date, unless otherwise specified.  Late
assignments, as general policy, will not be accepted.  Therefore, start work on projects early
(including contacting resource people, ordering resource materials, allowing time for photos to be
developed, allowing time for correcting mistakes or taking care of computer/equipment problems,
etc.).  You and your team members should continue to make progress on project development
even when you are waiting for a critique on an earlier phase of the project.

• In-class assignments and presentations that are due and scheduled to be presented during a
specified class period may not be made up (except under special circumstances, such as
conference attendance, when arrangements are made ahead of time with the instructor) . . . or
with the following "emergency" exception.

• Emergency situations or serious illness, if presented to the instructor prior to the day of the
presentation or in-class project [if possible], are the only exceptions to the above.
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NO PAPERS or PROJECTS (including extra credit Oooops Board items and the radio version of
the news release) will be accepted after Tuesday, December ,7 2004 (unless specified0.

MISCELLANEOUS INFORMATION

Time Management:
Throughout the semester you will be working on more than one project at a time.  Plan early,
budget your time wisely and do not to get behind.  Falling behind is the faaaastest way to feel
as if you're drowning!  Doing all the work for major projects at the end of the semester, when you
have other projects and exams in other courses IS NOT FUN, nor conducive to QUALITY
LEARNING.

NOTE: Based on comments from the previous classes, major assignments are all introduced early
in the semester so that you can develop your own schedule (in concert with team members)
throughout the semester.  However, this means YOU are responsible for keeping up with work..

Protecting Yourself:
Most assignments and readings are found in your course reader, text, or on the course web site.
However, you may be given additional handouts and assignment sheets...once.  You are responsible
for all material, so should have a notebook or folder in which you keep all materials.

Be sure that you print out your own copies of assignments, worksheets, and critique sheets from the
course web site (and bring to class on appropriate days).  Many of the worksheets and critique
sheets should be completed and turned in with your projects.

The course schedule clearly spells out daily class content, in-class assignments, project team work
time, and project due dates.  It is your responsibility to keep track of these dates.  Work with
your team members to stay clear about the schedule, especially due dates and in-class work time.
Remember, you are responsible to your team members just as they are responsible to you.

You may want to develop your own PERT or GANT chart
to plan a detailed schedule of work.

It is a good idea to keep a photocopy of any assignment you turn in – just in case of loss or
miscommunication.  This helps protect you and your work.  (Computer disks or using your AFS
space help you keep file copies.  Be sure to make back-up copies of your computer files in case a
disk crashes or becomes infected with a virus.  You may choose to store your back-up files on your
AFS space.)

Typing of Assignments:
All assignments (except those done in class) must be typed (word-processed).  You are expected to
know how to use a computer; it is suggested that you use it for your assignments.  This will give
you an additional back-up copy of your work.  Plan ahead so you have time for this final step . . .
and to edit.  Sometimes computer labs get full, printers run out of ink, or other computer gremlins
(including major invasions of worms and viruses) pose challenges to your work.  So plan for the
gremlins.  Also, you will be completing a computer assessment exercise to help you (and us)
determine potential needs for additional outside computer training or experience to be able to
complete the course effectively.
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Project References:
When you conduct research for your projects, you should use a variety of resources, including
traditional library resources (books, journals, newspapers, etc.), internet resources, and personal
interviews.  Sometimes even personal experience can provide one source of information.  However,
you are expected to include AT LEAST BOTH traditional library resources and WWWeb
resources.  Personal interviews and personal experience can be used as additional resources when
appropriate (but should not be used as sole references).  Neither should the web be used as the only
reference source.

See readings in your reader/workbook that provide guidelines for assessing quality and validity of
web sources.  Also see information about citing electronic sources in the Professional
Presentations Guidebook (on course web site) and the APA Style Guide web site.

Expenses:
During this course you will incur expenses in addition to those for the course reader and text.  You
will need to purchase supplies to help you appropriately and professionally present your projects
(such as providing visual aids to support you talk, developing your camera-ready copy of the
brochure, and purchasing blank video disks).  You should consider placing your textbook in your
personal professional library after the course, and refer to it in the future; it is much more expensive
to buy a lot of books when you begin your first professional job.  Team security deposits (total of
$90) will be required for digital video tapes and JAZ disks.  These will be returned upon return of
the tapes and disks to instructor.  You may make a digital or VHS copy of your video for your own
use (you provide the blank tape).

Academic Honesty:
"Academic honesty is central to the educational process and acts of academic dishonesty are
serious offenses within the University community.  Suspension from the University could be the
consequence for acts of academic dishonesty."  (Spartan Life: Student Handbook and Resource
Guide, 2004-05, p. 76-77, see Academic Honesty section in box and section 1.00, Protection of
Scholarship and Grades).  Such violations will not be tolerated.  Any student in this class found to
be in violation of University academic honesty regulations automatically will receive, at a minimum,
a failing grade on the project or in the course.

Academic dishonesty includes, but is not limited to:
plagiarism (any time you use ideas or information from another source, even if not directly

quoted, you must cite the source)
cheating
fabrication
facilitating or allowing dishonesty (of or by someone else)

For further information regarding University academic honesty policies and appeal procedures,
please consult Article 2 (Academic Freedom for Students: Academic Rights and Responsibilities)
of the Spartan Life handbook for 2004-05, pp. 45-48.  To find this publication, see web site:

http://www.vps.msu.edu/SpLife/index.htm

Communication:
Communication (a major part of any group process, which is what this course is all about) is a two-
way street.  You are being evaluated frequently -- by yourself, your peers, and your instructors.
We'd like to know how we’re doing, too.  Suggestions or support, we'd like to know how the
course is going.  We are trying several new strategies this semester, so we'd like to know how they
are working.  You will have a formal opportunity to provide a mid-course critique.  In the meantime,
if you have questions or suggestions, please express those.  Remember that I will schedule an
appointment with you if you want to talk with me outside of class.  THANKS.

Take advantage of e-mail to ask questions or share opinions.  If more than three students ask the
same question, I will send the question and answer to the entire class.  Check your e-mail regularly
because I will send announcements, reminders, answers to questions, and job announcements.
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Communication also is a major part of effective group work.  Stay in touch with each other --
during class, outside of class, via e-mail, via telephone, whatever works for you and team members.
This is not always easy, but each team member should take partial responsibility.

STUDENT EVALUATION

The majority of class members are PRTR majors who are committing themselves to a people- and
communication-oriented profession.  Non-PRTR majors are assumed to have similar or related
interests.  Therefore, it is also assumed that each class member is interested in and concerned with
improving personal communication skills and will commit to the necessary study and participation
involved (which means attending and participating in all classes as well as being an active,
cooperative partner and group member for non-individual projects, and an active, cooperative
member of your "base team").  All work is to be submitted ON TIME and to be done
professionally (see Professional Presentations booklet/web site for guidelines).

You are expected to attend all classes and to arrive on time.  (See information in "Course
Requirements" section about your one "Get Out of Jail Free" card.)

During the semester, your "base team" should select an organization, agency or business related to
your emphasis area that you can use for the context and "information system" for your major
(Assmt. 3) project.  This should reduce the amount of time you will need to spend researching your
topic, audience and information system components so you can focus on development of the project
components.  Be sure to select a topic and organization that is of interest to you and your group
members.  The major project must be applicable to your field of study/future career choice, and
contribute to the community (organization, agency, or business selected).  When working with your
team, identify a project in which all members are interested; this increases the likelihood of mutual
cooperation in project development.  Before selecting any specific project or topic, brainstorm and
research the real needs.  Then you may analyze and discuss the pros and cons of various project
ideas.

Your work will be critically evaluated in addition to traditionally "graded."  This means that much of
the critique will be in the form of written and verbal comments, including questions to challenge
you.  The intent of this course is to help you learn, to provide opportunities for oral and written
communications practice, and to allow you opportunities for self- and peer-assessment.

To meet the minimum expectations of the class, all of the following must be met:
• attend all classes and labs (if you must miss a class for a legitimate reason, or when you use

you "get out of jail free" card, make arrangements with other team members for a summary and
review of class content and discussion);

• read all assigned readings prior to class and be prepared to discuss and/or write about them,
and take daily quizzes based on readings;

• arrive at class ON TIME (by the time roll is checked -- and quiz a/o “minute writings, if given -
- to get credit for it);

• participate actively during class, including completing in-class assignments;
• work as an effective team member throughout the semester;
• complete all assignments, including all stages of major projects (participate and contribute

equitably to partner/group projects);
• turn in all assignments on time (and/or present on scheduled date); and
• complete and submit course evaluations.

You will be able to drop the grade for one of your 5% projects (as long as the assignment was
completed and turned in on time).  Probably this will be one of the early-version planning
documents, written when you are still learning what is expected from project research.
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The following scale will be used for grades:*

4.0 = 93.0% - 100.0% Much Above Average
3.5 = 88.0% - 92.9%
3.0 = 83.0% - 87.9% Above Average
2.5 = 78.0% - 82.9%
2.0 = 72.0% - 77.9% Average (meets min. course requirements)
1.5 = 66.0% - 71.9%
1.0 = 60.0% - 65.9% Below Average
0.0 = below 60% Much Below Average

*NOTE: This means: "just because you complete the work, you are not guaranteed an automatic
'4.0'".  Grades of 3.0 and above indicate levels of quality, clarity of thought and writing -- not
simple completion of basic requirements.  Also note that, while it is challenging to get a 3.5 or 4.0
in this course, it is also extremely difficult to do poorly (grades below 2.0 usually indicate late,
incomplete assignments [often due to last minute completion of assignments] or failure to turn them
in; lack of attention to details of assignments; failure to start projects early enough to allow time for
proper research [e.g., time to visit a site, conduct an interview, or wait for resource materials to arrive
in the mail]; or failure to ask for help when a student does not understand a concept).

Failing to turn in even the SMALL, 5%-weighted assignments can greatly affect your grade
(i.e., it can drop your final grade by a full grade).

Class attendance and participation:
You are expected to attend all classes and to be on time.  This includes class sessions reserved for
teamwork on projects.  Students regularly ask for more in-class time to work on projects, so take
advantage of the time provided.  Participation is crucial, partly because the course is heavily hands-
on and involves in-class projects, partly because other team members with whom you will be
working on projects will rely on you just as you will rely on them to be in class.  (Remember that
you do have one "Get Out of Jail Free" card.  However, if you plan to miss, be sure to inform team
members, or be sure that any materials you are responsible for providing for in-class work get to
class even if you don't.)
Reminder:  –1 for late, -2 for very late, -3 for absent for “participation grade”.

Participation in in-class activities & discussions, work with your team members and other peers (in
and out of class), and active participation in self- and peer-critique are expected.

NOTE: Always bring your Course Reader & relevant
course web site materials/Packet II (assignments,
worksheets, critique sheets) to class.  They contain
background material, assignments, worksheets and other
information that we will use regularly during class.  Be
sure to turn in peer-, instructor- and self-critiques at the
appropriate times (see course schedule due dates).
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A
U

G
 31

Introduction;  E
X

 1;  Syllabus review
 (grps);

-----
-----

-----
T

U
E

S
C

lass Structure/M
edia types: oral, print, electronic

H
ello &

 schedule form
s;

Introduce "base team
s" &

 com
plete form

s;
Introduce A

SSM
T

 1 (intro self)--due 9/2;
T

hink about T
A

L
K

 topic (idea due 9/9);
(E

ven out #s in labs or com
bine labs except for presentations)

“O
rder” course pack form

at (w
/ or w

/out assm
ts)

                                                                                                                                                                                                                                                                                                                                                                        

SE
P 2

m
Present self-introductions;

m
 Self-introduction

T
H

 L
A

B
o
n

Introduce A
SSM

T
 2, overview

 of steps,
C

W
 A

ssm
t 2

A
ssm

t 2: T
alks

   required parts; T
A

L
K

 idea due 9/9
Stuck for an idea???

R
 ix-xi

                                                                                                                                                                                                                                                                                                                                                                        

SE
P 7

R
eview

 daily syllabus, as needed;
R

e-read syllabus carefully
T

U
E

S
D

ebrief E
X

 1, A
SSM

T
 1, com

m
unic. m

odel;  
R

 3-10
C

om
m

. process; strategic com
m

unication  
T

xt C
h 1, 16

o
n

Introduce A
SSM

T
 2: T

alks  (draft PD
 due 9/21)

T
xt C

h 12, 14
A

ssm
t 2: T

alks
A

natom
y of talks; planning oral presenta-

C
W

 A
ssm

t 2
B

loom
’s T

axonom
y

tions; giving introductions; A
V

 support,
C

W
 Prof Present B

k
M

ethods of T
alk

show
 exam

ples; focus on research process
C

W
 M

ethods of T
alk

        D
elivery (incl.

(discuss issues re: using W
W

W
; see U

 of
        D

elivery (incl.
        types of speeches)

W
aterloo info, R

 pp 195-206)
        types of speeches)

Professional Presentations
R

 195-206;T
xt 226-228

T
alk P

D
 draft peer crit form

D
A

ssessm
ents (com

puter/w
riting): due 9/14

A
ssessm

ents: (com
puter &

                                                                                                                                                                                                              w
riting skills)             



T
xt:  T

extbook
C

W
: C

ourse W
eb Site

R
: R

eader (from
 B

udget Printing)
P

D
: Planning D

ocum
ent

A
V

: A
udio-V

isual
C

h
: C

hapter
P

P
: Professional Presentations G

uidebook (find on the w
eb)

V
IS

: V
isitor Inform

ation System
H

O
: H

andout

                                                                                                                                                                                                                                                                                                                                                                        

T
O

 H
A

V
E

 R
E

A
D

A
SSIG

N
M

E
N

T
W

E
B

 D
O

C
U

M
E

N
T

S T
O

D
A

T
E

P
R

O
JE

C
T

T
O

P
IC

S to be D
ISC

U
SSE

D
(by class today)

  D
U

E
B

R
IN

G
 T

O
 C

L
A

SS
                                                                                                                                                                                                                                                                                                                                                                        

SE
P 9

R
eview

 T
alk PD

 w
riting, com

ponents
o
n

  T
alk idea ¶

T
H

 L
A

B
D

ivide into base team
s; in-class E

X
 (T

.T
.)

  discuss team
 com

m
unication system

, 
-
-
-
-
-

W
ork on team

 SO
P

M
ajor Project T

eam
 C

ontrac
  develop "SO

P" for cooperation/com
m

un.
   (due 9/14)

   (in A
ssm

t 3 section)
D

ivide into base team
s for w

ork on V
isitor

Inform
ation System

 (V
IS)

    Inform
ation System

 (V
IS) activity

-
-
-
-
-

 
    in-class E

xercise
                                                                                                                                                                                                                                                                                                                                                                        

SE
P 14

C
ont. team

 V
IS activity; present to class

✆
  C

om
puter &

V
IS  E

xercise (see 9/9)
T

U
E

S
M

edia selection &
 inform

ation cam
paigns 

T
xt C

h 16, 24, 25
  W

riting assessm
ents

   (esp. as relates to V
IS)

R
 49-62, 64-70

T
eam

 SO
P guidelines M

ajor Project T
eam

 C
ontract

   w
ritten, signed

o
n

R
eview

 T
alk Planning D

ocum
ent (PD

)
A

ssm
t 2: T

alks
Focus on A

V
 for T

alks (exam
ples);

Professional Presentations
   dem

onstrate Pow
erPoint capabilities; H

O
C

W
 Prof. Present. bk

R
vw

 com
m

. m
odel; language developm

ent;
R

 9
   barriers to com

m
unication; 

                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                

SE
P 16

R
vw

. sym
bols &

 perceptions; 
R

 vii, xii, 12-18, 21-46
T

H
 L

A
B

   verbal/non-verbal com
m

unication; para- 
   &

 silent language; levels of attending 
   (m

ultiple in-class activities)

D
R

elate m
edia ID

 to A
SSM

T
 3 (B

+
V

/W
)

C
W

 A
ssm

t 3
A

ssm
t 3: M

ajor Project
O

verview
 print m

edia (new
spapers; new

s 
[R

vw
 T

xt C
h 11, 12 for 

   release, brochures &
 other publications)

   PD
, A

V
 planning]

                                                                                                                                                                                                                                                                                                                                                                        

SE
P 21

o
n

Peer rvw
 T

alk PD
; rvw

 research/info needs;
C

W
 A

ssm
t 2, peer crit

o
n

  D
raft T

alk 
A

ssm
t 2: T

alks
T

U
E

S
  (choose talk present. dates);

   sheets
     PD

 for in-class
T

alk PD
 draft peer crit form

R
vw

. T
alk introductions (info due 9/23)

     peer review
                                                                                                                                                                                                                                                                                                                                                                        



T
xt:  T

extbook
C

W
: C

ourse W
eb Site

R
: R

eader (from
 B

udget Printing)
P

D
: Planning D

ocum
ent

A
V

: A
udio-V

isual
C

h
: C

hapter
P

P
: Professional Presentations G

uidebook (find on the w
eb)

V
IS

: V
isitor Inform

ation System
H

O
: H

andout

                                                                                                                                                                                                                                                 
T

O
 H

A
V

E
 R

E
A

D
A

SSIG
N

M
E

N
T

W
E

B
 D

O
C

U
M

E
N

T
S T

O
D

A
T

E
P

R
O

JE
C

T
T

O
P

IC
S to be D

ISC
U

SSE
D

(by class today)
  D

U
E

B
R

IN
G

 T
O

 C
L

A
SS

                                                                                                                                                                                                                                                                                                                                                                        

SE
P 23

o
n

R
eview

 planning docum
ent (talk) issues

R
 97-107, 131-168

o
n

  R
evised draft

T
alk PD

 Ph I (draft)
T

H
 L

A
B

  T
alk Planning D

oc.
   instructor crit form

  (for instructor crit)

R
vw

 T
alk introductions w

/ peer introducer
o
n

 W
ritten talk

   intro. info (4 parts)

D
Introduce A

SSM
T

 3 -- M
A

JO
R

 P
R

O
JE

C
T

T
xt C

h 5, 8
A

ssm
t 3 O

verall:
 

O
verview

 project structure, V
IS &

 m
edia

C
W

 A
ssm

t 3
   Instructions; D

ue date sum
-

   cam
paigns; brochure uses, form

ats
   m

ary; Ph I (draft) PD
 peer &

[M
ajor Proj’t: each person bring 5 project topic ideas

   instructor crit form
;

    9/30 – in w
riting for instructor; idea ¶ due 10/5; draft plan doc. due 10/19]

B
rochure: C

onsiderations
A

ssign video/w
eb assessm

ents  (due 10/14)
D

iscuss photo releases (all m
edia form

ats)
Photo R

eleases:in A
ssm

t 3-O
verall

                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                

SE
P 28

T
E

A
M

S: M
eet on ow

n, read A
ssm

t 3;
T

U
E

S
   begin discussing topics/client org; each

N
E

T
 conf

   person bring 5 project topic ideas 9/30
IN

D
IV

ID
U

A
L

L
Y

: w
ork on talk, talk intro

                                                                                                                                                                                                                                                                                                                                                                        

SE
P 30

D
O

verview
 to electronic m

edia: A
SSM

T
 3

T
xt C

h 21, 20
D

  5 w
ritten

A
ssm

t 3 overall: Instructions;
T

H
 L

A
B

  V
ideos (b): use of; local access; exam

ples;
A

A
R

P booklet; 
    m

ajor project ideas
W

eb Site: Instructions
  W

eb sites (c): use of; challenges; m
apping;R

 171-206
    (for instructor rvw

)
V

ideo: Instructions; H
ints;

       N
avigation

C
W

 A
ssm

t 3
   Student recom

m
endations

                                                                                                                                                                                                                                                                                                                                                                        

O
C

T
 5

A
SSM

T
 3, focus on brochure com

ponent
"D

esign" X
C

 publication
D

 A
ssm

t 3: 
B

rochure: Instructions;
T

U
E

S
G

raphic D
esign: color use, design elem

ents,
R

vw
 T

xt C
h 8, 12

   Idea paragraph
   C

onsiderations
 text levels; sam

ples; bubble diagram
s;

T
eam

 assess ideas, decide on project topic
C

W
 A

ssm
t 3

                                                                                                                                                                                                                                                                                                                                                                        

O
C

T
 7

o
n

Present talks; peer critiques (group 1)
-----

o
n

 T
alks (group 1)

Final talk in-class peer crit
T

H
 L

A
B

(self critique on video of talk due by 10/19)
  

   (split labs)
   (instructions)

 (split labs)
                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                

O
C

T
 12

D
V

ideo: m
ore exam

ples; dem
o edit features

R
 171-206 (R

vw
)

T
alks-Phase II (PD

)
A

ssm
t 3 O

verall: In-class
T

U
E

S
Intro./practice use of video equipm

ent (V
H

S,     R
 ix

   (for everyone)
digital), (T

V
 new

s broadcast – rotate team
s)

C
W

 W
PR

R
 assm

t
V

ideo lab (everyone)
C

W
 W

PR
R

 assm
t/form

W
hen not broadcast, team

w
ork A

sst 3 PD
   (in class)

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 



T
xt:  T

extbook
C

W
: C

ourse W
eb Site

R
: R

eader (from
 B

udget Printing)
P

D
: Planning D

ocum
ent

A
V

: A
udio-V

isual
C

h
: C

hapter
P

P
: Professional Presentations G

uidebook (find on the w
eb)

V
IS

: V
isitor Inform

ation System
H

O
: H

andout

                                                                                                                                                                                                                                                 
T

O
 H

A
V

E
 R

E
A

D
A

SSIG
N

M
E

N
T

W
E

B
 D

O
C

U
M

E
N

T
S T

O
D

A
T

E
P

R
O

JE
C

T
T

O
P

IC
S to be D

ISC
U

SSE
D

(by class today)
 D

U
E

B
R

IN
G

 T
O

 C
L

A
SS

                                                                                                                                                                                                                                                                                                                                                                        

O
C

T
 14

o
n

Present talks; peer critiques (group 2)
-----

o
n

 T
alks (group 2);Final talk in-class peer crit

T
H

 L
A

B
(self critique on video of talk due by 10/21)

   (split labs)
   (instructions)

 (split labs)
T

alk self-crit for 10/7 
  

   presenters

D
 V

ideo/
  W

eb assessm
ents

                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                

O
C

T
 19

D
Peer critique of team

 PD
s for A

ssm
t 3

D
raft PD

 A
ssm

t 3
A

ssm
t 3, peer crit form

s
T

U
E

S
   for peer crit

D
R

eview
 details, elem

ents of video, w
eb

B
ring ideas, research

A
s needed to do your w

ork
   planning and design; 

m
aterials to w

ork w
ith

G
roup w

ork: R
vw

 PE
R

T
 chart; V

ideo
   editing instructions

                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                

O
C

T
 21

o
n

Present talks; peer critiques (group 3)
-----

o
n

 T
alks (group 3);Final talk in-class peer crit

T
H

 L
A

B
   (self critique on talk due by 10/28)

   (one lab)
   (instructions)

 (one lab)
T

alk self-crits for
M

M
A

 p.m
.

   10/14 presenters
                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                

O
C

T
 26

V
erbal Judo; dealing w

ith hostile audiences; T
xt C

h 24
-----

V
erbal Judo info

T
U

E
S

   handling com
plaints

C
W

 V
erbal Judo

R
eview

 details storyboarding instr for
M

ajor project Ph I PD
 crit

   video and w
eb (draft for peer crit due 11/9)

  form
 (instructor); A

ssm
t 3

                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                

O
C

T
 28

D
o
n

 T
alk self-crits 

T
H

 L
A

B
   for 10/21 presenters

M
aritim

e C
onf

   (put in G
V

S m
ailbox)

T
eam

 project w
ork – w

ork on your ow
n:

D
 A

SSM
T

 3 
   A

ssm
t 3 PD

 (due Fri), then start on 
   Plan D

oc (for instr)
   storyboarding for w

eb or video
   (put in G

V
S m

ailbox no later than 5:00 Friday 10/29)
                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                

N
O

V
 2

✍
A

SSM
T

 4 -- N
ew

s R
eleases (in-class)

T
xt C

h 3, 4
✍

 N
ew

s R
elease

A
ssm

t 4: N
ew

s R
elease

T
U

E
S

Structure of new
s release; w

orking w
ith

R
 78-92

(due no later than 11/9,
m

edia; w
rite N

.R
. in class, com

puter L
ab

C
W

 A
ssm

t 4
but can turn in today)

                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                



T
xt:  T

extbook
C

W
: C

ourse W
eb Site

R
: R

eader (from
 B

udget Printing)
P

D
: Planning D

ocum
ent

A
V

: A
udio-V

isual
C

h
: C

hapter
P

P
: Professional Presentations G

uidebook (find on the w
eb)

V
IS

: V
isitor Inform

ation System
H

O
: H

andout

                                                                                                                                                                                                                                                                                                                                                                         
T

O
 H

A
V

E
 R

E
A

D
A

SSIG
N

M
E

N
T

W
E

B
 D

O
C

U
M

E
N

T
S T

O
D

A
T

E
P

R
O

JE
C

T
T

O
P

IC
S to be D

ISC
U

SSE
D

(by class today)
 D

U
E

B
R

IN
G

 T
O

 C
L

A
SS

                                                                                                                                                                                                                                                                                                                                                                        

N
O

V
 4

R
vw

 brochure design details; design E
X

s;
R

 131-168 (R
vw

)
A

ll brochure inform
ation

T
H

 L
A

B
   T

ext layout exercise (brochure);
"D

esign" publication;
   O

ther in-class brochure activities;
T

xt C
h 8, 12

R
eview

 details script/film
ing instr for

M
ajor project Ph I PD

   video and w
eb (draft for peer crit due 11/9)

   instructor crit form
                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                

N
O

V
 9

D
In-class peer review

 of w
eb/video script/

R
vw

 A
A

R
P booklet,

B
ring V

ideo or W
eb

V
ideo or W

eb Ph II peer crit
T

U
E

S
   film

ing instructions, concept m
odels, 

   w
eb design notes

storyboarding
 (script/

   form
s

   draft designs (storyboarding)
film

ing instructions) for
T

eam
 w

ork; edit instructions/dem
onstrations 

in-class peer review
   for video groups

                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                

N
O

V
 11

D
W

ork w
/ team

 to revise video/w
eb script

R
vw

 A
A

R
P booklet,

D
 B

ring project 
V

ideo or W
eb Ph II instructor

T
H

 L
A

B
   (and film

ing instructions for video);
   w

eb design notes
m

aterials to w
ork on     crit form

s
   O

K
 to use com

puter lab if available
T

xt C
h 18, 19

R
evised w

eb/video
(Ph II) due by 5:00

 p.m
.

FR
ID

A
Y

 11/12 (G
V

S box)
                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                

N
O

V
 16

D
C

ont. project team
 w

ork (com
puter lab O

K
)

C
W

 w
eb, video info

-----
as needed to do your w

ork
T

U
E

S N
A

I
(pick up critiqued PD

/storyboards from
 office N

R
 131)

                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                

N
O

V
 18

C
ont. team

 w
ork;  review

 team
 progress

-----
-----

as needed to do your w
ork

T
H

 N
A

I
against PE

R
T

/G
A

N
T

 chart tim
eline

                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                

N
O

V
 23

✆
Public involvem

ent; conducting public 
-----

-----
-----

T
U

E
S

   m
eetings; involving stakeholders

C
ont. public relations; phone/em

ail etiquette  R
 93, 199-226

                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                

N
O

V
 25

D
N

O
 C

L
A

SS -- T
H

A
N

K
SG

IV
IN

G
-----

-----
as needed to do your w

ork;
T

hanksg’g 
                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                

N
O

V
 30

M
edia relations, w

ork w
ith m

edia; public
T

xt C
h 15, 16, 25, 27

-----
 T

U
E

S
   relations (internal, external); prepare Q

s
R

 49-75
   for interview

s; C
om

m
. in crisis

T
eam

 project w
ork (as rotate in lab)

C
om

puter lab for w
eb* if needed

C
om

puter disk
                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                

*N
O

T
E

: W
ill schedule additional optional w

eb design lab for those w
ho are interested.



T
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extbook
C

W
: C
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eb Site

R
: R

eader (from
 B

udget Printing)
P

D
: Planning D

ocum
ent

A
V

: A
udio-V

isual
C

h
: C

hapter
P

P
: Professional Presentations G

uidebook (find on the w
eb)

V
IS

: V
isitor Inform

ation System
H

O
: H

andout

                                                                                                                                                                                                                                                                                                                                                                         
T

O
 H

A
V

E
 R

E
A

D
A

SSIG
N

M
E

N
T

W
E

B
 D

O
C

U
M

E
N

T
S T

O
D

A
T

E
P

R
O

JE
C

T
T

O
P

IC
S to be D

ISC
U

SSE
D

(by class today)
 D

U
E

B
R

IN
G

 T
O

 C
L

A
SS

                                                                                                                                                                                                                                                                                                                                                                        

D
E

C
 2

D
T

eam
 Project w

ork, as needed
-----

-----
as needed to do your w

ork

T
H

 L
A

B
✆

Introduce team
 V

IS synthesis essay
Final A

ssess: V
IS end of term
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Final A
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H
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W
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F
IN

A
L

 E
X

A
M

S
:  D

ecem
ber 13-17, 2004;  Scheduled exam
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R
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ber 17, 10:00 a.m
. - 12:00 noon    A

pplication
E

ssay (personal—
see C

W
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ent: Final A
ssessm

ents: A
pplication E

ssay); final review
 of grades (individually);

course evaluations.
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R

 351 FIN
A

L
 C
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U

R
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T
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E
SIS:

G
roup "V
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ation System

 (V
IS) D

esign" (D
ecem

ber 9) and personal "A
pplication E

ssay"
(w

ritten before or during final exam
 period, D

ecem
ber 17).
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R
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at the end of the F

all 2004 sem
ester or the beginning of the Spring 2005 sem

ester.


