Math 115A 

Guidelines for Oral and Written Reports

 

· For an overview of what is expected read Bus Math 1.ppt pages 31-37. 

· Also, you should reread the Focus on the Projects sections in Project 1.ppt. 

· Another place to get an overview is in Bus Math 1.ppt pages 53-66. 

· All written reports are due on the day after to do your presentation. For example, if you present on Monday, your written report is due on Wednesday. 

· The written report should have a cover sheet listing all team members.  On the first page after the cover sheet you must list each member and each member must sign next to his or her name, indicating that they played an equal role in the final paper.  If one member did not participate fully, their name should not be included on the final report.

· Your report must be bound. 

· For Presentations: Bring me two copies of the slides, put 6 slides per page on the ones you will turn in. Also bring a copy of your slides in case of computer problems (one slide per page). You will not be excused from your presentation due to technology problems. You will be expected to proceed regardless.

· Every member must be able to answer questions.  I will call on individuals to answer questions.  If the person I call on cannot or does not answer the question the entire team will be penalized.  If a teammate tries to answer the question instead of whomever I called upon, the team will be penalized.  Remember: You are only as strong as your weakest member.  Make sure that everyone on your team understands the problem and the conclusion.
· I will grade the oral presentation on 

· Correctness and completeness 

· The ability of team members to answer questions and explain what they have done 

· The organization, style, and business-like manner of the presentation 

· You should treat this presentation and written report as something you would present and give to your boss.  You should assume that I, your boss, have some knowledge of business, but I am not knowledgeable of all the details concerning your particular loan customer. 

· The presentation and the written report should be professional looking.  Remember, I am your boss and your promotion will be based on your presentation and written report. 

· The dress is professional.  It does not matter what you think is professional dress; it only matters whether I think you are dressed professionally. If you aren’t sure, wear something else.

· One last thing to remember, originality counts!  I have to listen to seven reports.  You would like me to remember yours because it was interesting and mathematically correct.  (It is probably not in your best interest to make your report look like everyone else’s, or the book’s for that matter.) 

· The following is a sample guideline for your 15-minute presentation.  (Remember, you want to make your report distinct.  So use this as a guideline and then add your own creativity!) 

· Introduce your Team Members. 

· Introduce your loan customer (This part is similar to your preliminary report, which you guys did great on.)
· Give Background Information (You need to tell me what the problem is.  Give an overview of the project.  Don’t put details here!) 

·  State your result. (Before you get too far into the report, I would like to know what your conclusion is.)
· Explain the Mathematics behind your decision.  (Your peers will also be listening to this.  If you are boring yourself, you are probably boring your classmates and me also.  You don’t want you boss to be bored!)
· Conclusion.  (This is a wrap-up.  You need to tie everything together.  You may or may not want to bring up your preliminary report and compare/contrast that with your final decision.)
· Here are some suggestions

· In general, try to keep it simple.  Do not add any distracting graphics or sound effects.  If something does not help support your decision, then I most likely don’t want to see it. 

· Do not put too much in your slides.  You want to be simple on the slides and heavy on the explanation.

· Do not read from your slides.  You could lose a lot of points for doing this.  I will not allow you to stand next to the computer like you did on your preliminary reports. You will stand away from the computer and I expect that you will not need your slides to do the presentation. They are for your audience not for you.  It might help if you made note cards or printed out your portion of the slides (print them out 6 to a page and they will be like note cards)

· One last thing, you want to make sure that you stress the big picture first.  After you have clearly convinced me that you understand what is happening, and THEN you may explain the details.  Each person in your group should practice giving their version of the Project.  This way you will find out who needs more help. 

· Please make an appointment for your entire team to meet with me and go over your presentation. I will make sure that you have the correct answer and that you are on the right track with your explanations.  Do not wait until the last minute to do this, as you may have to make changes.  I will only discuss the project if your entire team meets with me.

· If you have any questions, please contact me. 

