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Prerequisites
BUS 6600 Survey of Business Concepts
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MGT 6615 Ethical Leadership and Management
MSM 6610 Theories of Organizational Behavior
MSM 6630 Management Information Systems for Leaders
MSM 6635 Leadership of Innovation and Change
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Description
This course introduces students to the thought process of leaders who seek to bring about pattern-breaking change in their organizations, their industries, the general economy, and society.  Students will conduct considerable independent research, both primary and secondary, in order to develop a proposal for value creating innovation in an area that is of personal interest to them.
Student Learning Outcomes
On completion of the course, the student should be able to:
1) Demonstrate an understanding of the processes involved in strategy creation. 
2) Create and evaluate strategic solutions to organizational challenges.  
3) Anticipate and analyze challenges to implementing strategic change.  
4) Synthesize previous learning to create a reasonable and flexible implementation plan that empowers and motivates key players within the organization. 

Purpose
This course serves as the capstone experience for the MSM program.  As such, it is designed to allow students to integrate learning from their entire program of study, as well as job and life experience in order to produce a strategic initiative that is both rigorous and unique to the individual.
Approved Texts
Mastering Strategic Management by D. Ketchen and J. Short.  Digital All Access Pass available through Flatworld Knowledge.com 
Additional Readings  
The Capstone Committee has provided in a separate document entitled ‘Instructor Guidelines for MSM 6650’ a list of readings that committee members believe would serve well to augment the basic teachings of the text.  This list is comprised of suggestions.  It is the intention of the committee that the individual instructor will choose which readings best suit his or her methods for meeting the learning objectives of the course and the MSM Program.  Individual instructors may also exercise individual discretion to include materials not listed in the Instructor Guidelines.
The Instructor Guidelines also identify a recommended course assignment.  The assignment will require significant individual research by students into an organization and/or industry.  It is important that instructors assign additional readings with these additional research requirements in mind.
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Appendix C:  Strategic Plan Rubric
	Strategic Plan  Rubric
Criteria
	1
Does not meet Expectations
	2
Meets Expectations
	3
Exceeds Expectations

	1) Diagnosis/
Analysis 
(SLO 1.1)
	Uses models incorrectly or incompletely. Underdeveloped  narrative provides little support or rationale for the models.
	Uses models to guide analytics, but makes errors that do not substantively impact the overall quality of the data. Models or data may be somewhat underdeveloped, but useable. Rationale may be missing or incomplete
	Correctly uses models to guide analytics. Well-developed,  provides narrative and rationale to support results. 

	2) Formulation 
(SLO 1.2)

NOTE: demonstrate a clear mastery of ethics and sustainability toward creating a framework for strategic planning is required to meet expectations.
	Recommendations meet less than three of the four criteria for “Exceeds Expectations” and/or do not demonstrate a clear mastery of ethics and sustainability as framework for strategic planning.
	Recommendations meet three of the four criteria for “Exceeds Expectations” and demonstrate a clear mastery of ethics and sustainability as framework for strategic planning.

	Recommendations 
1) arise from the analytics,
2) are concise,
3) are meaningful ,
4) are innovative and
5) demonstrate a clear mastery of ethics and sustainability toward creating a framework for strategic planning. 

	3) Implementation (SLO 1.1)
	Implementation plan meets less than three of the four criteria for “Exceeds Expectations”
	Implementation plan meets three of the four criteria for “Exceeds Expectations”
	Implementation plan meets all of the following criteria:
1) comprehensive
2) a direct reflection of recommendations
3) straightforward and easily understood by a reasonable business person
4) Uses appropriate support/literature

	4) Evaluation
 (SLO 1.1)
	Evaluation plans meets less than four of the five criteria for “Exceeds Expectations”
	Evaluation plan meets four of the five criteria for “Exceeds Expectations” and must include expectation “1) Sets goals and objectives that are measureable”
	Evaluation plan meets all of the following criteria:
1) Sets goals and objectives that are measureable
2) Sets goals and objectives that align with the implementation plan and recommendations
3) Specifies the responsible party
4) Creates a timeline
5) Achievable within the timeline

	5) HR foundation for Plan 
(SLO 1.2)

NOTE: 
Ethical HR applications are required to meet expectations
	Plan meets less than three of the following criteria:
1) Is formatted to be reader friendly
2) Includes well developed components including analytics, formulation, implementation, and evaluation
3) Shows extra effort on the part of the student to produce professional work
4) Reflects appropriate theory and /or models
	Plan meets three of the four criteria:
1) Is formatted to be reader friendly
2) Includes well developed components including analytics, formulation, implementation, and evaluation
3) Shows extra effort on the part of the student to produce professional work
4) Reflects appropriate theory and /or models
5) Demonstrates ethical HR applications toward maintaining organizational capacity
	Plan meets all of the following criteria:
1) Is formatted to be reader friendly
2)  Includes well developed components including analytics, formulation, implementation, and evaluation
3) Shows extra effort on the part of the student to produce professional work
4) Reflects appropriate theory and /or models and 
5) Demonstrates ethical HR applications toward maintaining organizational capacity

	Comments
	
	
	















Appendix D
Capstone Exam
Instructor Version (KEY)
Instructions:  Using the “Expansion of Metro Cycles” case, students should answer the following questions by selecting the ONE option that best addresses each question.

SP 1.  Based on the details provided in the case, the current trend in revenues would be regarded as a _______________.

a. Strength
b. Weakness*
c. Opportunity
d. Threat

SP 2. Based on the details provided in the case, potential for market growth through expansion is best classified as a____________________.

a. Strength
b. Weakness
c. Opportunity*
d. Threat

SP 3.  Which stage of a company life cycle best describes the current situation reflected in the case?

a. Introduction
b. Growth
c. Maturity*
d. Decline

SP 4.  Which of Porter’s generic strategies most closely reflects the company described in the case?

a. Low cost
b. Differentiation
c. Focus*
d. None of the above


SP 5.  The preliminary work that will be required to develop a strategic plan addressing the situation in the case is best classified as which stage of the strategic management process?

a. Formulation*
b. Implementation
c. Evaluation
d. None of the above


HR 1. Recommending an HR staffing solution using the utilitarian perspective of ethics, based on the information in the case, would best be summarized as?

a. Proposing an HR plan that minimizes company costs by recruiting new, inexperienced employees in new locations, since the wage levels would be lower.
b. Proposing an HR plan that has the least negative impact on existing employees.*
c. Proposing an HR plan that is solely focused on complying with applicable laws and regulations.
d. All of the above

HR 2.  Recommending an HR training plan that includes job rotation is best described in which of the following scenarios?

a. Employees being asked to provide exceptional customer service regardless of whether or not the customer makes a purchase
b. Employees attending special training related to their specific job duties in an effort to become more proficient
c. Employees being allowed to spend 2-5 hours per month involved in some type of community volunteer work
d. Employees being allowed to work in other jobs within the company*

HR 3.  Recommending an HR plan that promotes Corporate Social Responsibility is best described in which of the following scenarios?

a. Employees being asked to provide exceptional customer service regardless of whether or not the customer makes a purchase
b. Employees attending special training related to their specific job duties in an effort to become more proficient
c. Employees being allowed to spend 2-5 hours, of paid time, per month involved in some type of community volunteer work*
d. Employees being allowed to work in other jobs within the company

HR 4.  An HR plan that includes outsourcing of select HR functions is most clearly reflected in which of the following recommendations?

a. Hiring a firm to complete payroll and benefits administration*
b. Hiring employees on a temporary basis from a staffing agency prior to hiring them as full-time employees
c. Promoting employees to store manager within the company rather than hiring management outside the company
d. Hiring store managers outside the company rather than promoting them within the organization

HR 5.  Which of the following best describes a method for the company to “sustain” current employees?

a. Benchmarking employee job descriptions with other companies
b. Allowing employees to text and use the internet during work hours
c. Providing employees with company paid training and tuition reimbursement for courses related to their jobs*
d. Insuring that the company does background checks and details reference checks on all new employees hired for the company

OD 1. Which of the following best describes gap analysis as an approach in the assigned case?

a. Developing goals and objectives that better align the company with major competitors in the industry
b. Comparing the company’s current performance and status against established goals and objectives*
c. Revising existing goals to better reflect the current competitive environment
d. Aligning goals with the mission and vision statements of the company

OD 2.  In the case provided, identifying and defining the problem would include which of the following?

a. Asking employees, customers, and other stakeholders for feedback regarding the current situation of the company*
b. Hiring new employees with the hope that they bring in new ideas and energy
c. Empowering current employees to take on additional responsibilities and play a more active role in decisions that impact the future of the company
d. Outsourcing potential problem areas in an effort to focus more narrowly on the company’s primary business.

OD 3.  Considering the current case, identifying the root cause of the problem is an important part of organizational diagnosis because……?

a. Identifying the root cause of the problem minimizes the need to take corrective action
b. Identifying the root cause of the problem takes less time that identifying symptoms of the problem
c. Identifying the root cause of the problem will prevent any other problems in the future
d. Identifying the root cause of the problem allows for corrective actions to be developed that reduces the likelihood that the problem will occur again in the future*

OD 4. When is the most appropriate time for organizations to engage in organizational diagnostic practices?

a. Only after problems are evident, since the diagnostic process can be costly and time consuming
b. Should be an ongoing function in organizations to help identify problems, as well as opportunities for improvement*
c. Should be avoided unless pressures from stakeholders necessitate the process
d. Should only be done during the evaluation stage of the strategic management process

OD 5.  Considering the current case, which of the following guidelines is most advisable regarding organizational diagnosis?

a. Organizational diagnosis should be based solely on facts and data.  Hunches, opinions, and other approaches not based on fact are not appropriate for the diagnostic process.
b. Since facts and data are important to guide the diagnostic process, more data/facts typically translate to better decisions
c. Organizational diagnosis should consider facts/data, as well as hunches and opinions since some elements of the “problem” may be difficult to measure*
d. It is best to have an outside source collect and summarize data that will be used for diagnosing organizational problems since data/facts generated internally may have errors

CI 1.  What is the problem that is most likely to be encountered in the current case if current employees are asked to make changes to accommodate new company plans?

a. Employees will most likely be more interested in helping make the changes than they are in fulfilling their current job duties
b. Employees will most likely support the changes without question since the decisions were made by the company
c. Employees will most likely not care about the changes
d. Employees will most likely exhibit some degree of resistance to the changes depending on how they perceive the changes*

CI 2.  Which of the following strategies would likely be the most effective in promoting employee buy-in or commitment to any company changes outlined in the case?

a. Coercing employees by telling them the potential consequences they will experience if the changes are not supported
b. Telling the employees how the owner(s) of the company will benefit from the change
c. Allowing the employees to actively participate in planning and implementing any of the proposed changes*
d. Providing the employees with a complete, well developed plan for implementing the change that requires no thought, input or energy on their part

CI 3.  Which of the following approaches would likely be the least effective in promoting buy-in or commitment to any company changes outlined in the case? 

a. Coercing employees by telling them the potential consequences they will experience if the changes are not supported*
b. Telling the employees how the owner(s) of the company will benefit from the change
c. Allowing the employees to actively participate in planning and implementing any of the proposed changes
d. Providing the employees with a complete, well developed plan for implementing the change that requires no thought, input or energy on their part

CI 4.  Which of the following actions best describes efforts to formalize or institutionalize the changes addressed in the case, once they have been implemented?

a. Modifying job descriptions, policies and procedures, and employee evaluations to reflect the changes*
b. Sending a memo to employees informing them that the changes have occurred
c. Providing training to employees on elements of the change they will be expected to adopt
d. Addressing the changes in future strategic plans

CI 5. When is the most appropriate time to evaluate the effectiveness of the change implementation?

a. Only after the change is officially implemented
b. Throughout the entire implementation process*
c. Only if problems or setbacks are experienced in the implementation process
d. Only when the strategic plan is updated
 


LA 1.  If the owner of the company summarized in the case views employees as capable and motivated, rather than lazy, uncaring, and needing direct supervision, this leader likely has leadership values that are consistent with?

a. Transactional leadership
b. McGregor’s Theory X
c. McGregor’s Theory Y*
d. Machiavellian leadership

LA 2.  In the current case, if the owner wanted to make changes and lead the company in a way that was driven by vision, as well as a desire to promote long-term, sustainable change, this leader would be exhibiting traits that are embodied in which of the following theories?

a. Transactional leadership
b. Transformational leadership*
c. Authoritarian leadership
d. Machiavellian leadership

LA 3.  If the company outlined in the case believed the behavioral school of thought regarding leaders, which of the following strategies would they most likely use to promote effective leadership within the organization?

a. Using extensive personality tests and assessments as the basis selecting individuals for leadership positions
b. Using an external company to help recruit and hire key leaders
c. Promoting individuals within the company to leadership positions
d. Providing leadership training to employees interested in future leadership opportunities*

LA 4. If the CEO/Owner of the company had a leadership philosophy that embodied care and concern for employees rather than a focus on themselves, as well as a commitment to creating a positive organizational climate, which of the following leadership philosophies would they be demonstrating?

a. Transactional leadership
b. Servant leadership*
c. Bureaucratic leadership
d. Contingency leadership



LA 5. In the current case, if the company leaders adjusted their leadership approach and methodologies based on the nature of the specific situation, problem, or context, they would be demonstrating which approach to leadership?

a. A transactional approach
b. A bureaucratic approach
c. An autocratic approach
d. A contingency approach*

CV 1.  In current case, which of the following methods best describes “socializing” new employees to the culture of the company?

a. Asking behavioral based questions during the interview
b. Using personality tests as a part of the selection process to insure that new employees had personality traits consistent with the culture of the company
c. Providing culture training and assigning a mentor to help the new employee learn about the company culture*
d. Requiring new employees to read policy and procedure manuals to familiarize them with company practices

CV 2.  In the current case, the values, beliefs and norms that comprise the company culture are widely held and supported by employees.  This situation is best described by which of the following terms?

a. Weak culture
b. Strong culture*
c. Subculture
d. Counter culture

CV 3.  In the current case, which of the following has likely had the greatest impact on the culture of the company?

a. The level of competition in the locations where the company operates
b. Revenue and profitability trends in recent years
c. The company’s strategic plan
d. The values, beliefs and actions of the company owner/founder*




CV 4.  In the current case, if the company expands and the new division develops a somewhat unique set of norms and values that ARE still consistent with the overall norms and values of the company, which of the following terms best describes the unique culture of the new division?

a. Weak culture
b. Strong culture
c. Subculture*
d. Counter culture

CV 5.  In the current case, if the company expands and the new division develops a somewhat unique set of norms and values that ARE NOT consistent with the overall norms and values of the company, which of the following terms best describes the unique culture of the new division?

a. Weak culture
b. Strong culture
c. Subculture
d. Counter culture*



Capstone Exam
Student Version
Instructions:  Using the “Expansion of Metro Cycles” case, students should answer the following questions by selecting the ONE option that best addresses each question.

SP 1.  Based on the details provided in the case, the current trend in revenues would be regarded as a _______________.

a. Strength
b. Weakness
c. Opportunity
d. Threat

SP 2. Based on the details provided in the case, potential for market growth through expansion is best classified as a____________________.

a. Strength
b. Weakness
c. Opportunity
d. Threat

SP 3.  Which stage of a company life cycle best describes the current situation reflected in the case?

a. Introduction
b. Growth
c. Maturity
d. Decline

SP 4.  Which of Porter’s generic strategies most closely reflects the company described in the case?

a. Low cost
b. Differentiation
c. Focus
d. None of the above




SP 5.  The preliminary work that will be required to develop a strategic plan addressing the situation in the case is best classified as which stage of the strategic management process?

a. Formulation
b. Implementation
c. Evaluation
d. None of the above


HR 1. Recommending an HR staffing solution using the utilitarian perspective of ethics, based on the information in the case, would best be summarized as?

a. Proposing an HR plan that minimizes company costs by recruiting new, inexperienced employees in new locations, since the wage levels would be lower.
b. Proposing an HR plan that has the least negative impact on existing employees.
c. Proposing an HR plan that is solely focused on complying with applicable laws and regulations.
d. All of the above

HR 2.  Recommending an HR training plan that includes job rotation is best described in which of the following scenarios?

a. Employees being asked to provide exceptional customer service regardless of whether or not the customer makes a purchase
b. Employees attending special training related to their specific job duties in an effort to become more proficient
c. Employees being allowed to spend 2-5 hours per month involved in some type of community volunteer work
d. Employees being allowed to work in other jobs within the company

HR 3.  Recommending an HR plan that promotes Corporate Social Responsibility is best described in which of the following scenarios?

a. Employees being asked to provide exceptional customer service regardless of whether or not the customer makes a purchase
b. Employees attending special training related to their specific job duties in an effort to become more proficient
c. Employees being allowed to spend 2-5 hours, of paid time, per month involved in some type of community volunteer work
d. Employees being allowed to work in other jobs within the company

HR 4.  An HR plan that includes outsourcing of select HR functions is most clearly reflected in which of the following recommendations?

a. Hiring a firm to complete payroll and benefits administration
b. Hiring employees on a temporary basis from a staffing agency prior to hiring them as full-time employees
c. Promoting employees to store manager within the company rather than hiring management outside the company
d. Hiring store managers outside the company rather than promoting them within the organization

HR 5.  Which of the following best describes a method for the company to “sustain” current employees?

a. Benchmarking employee job descriptions with other companies
b. Allowing employees to text and use the internet during work hours
c. Providing employees with company paid training and tuition reimbursement for courses related to their jobs
d. Insuring that the company does background checks and details reference checks on all new employees hired for the company

OD 1. Which of the following best describes gap analysis as an approach in the assigned case?

a. Developing goals and objectives that better align the company with major competitors in the industry
b. Comparing the company’s current performance and status against established goals and objectives
c. Revising existing goals to better reflect the current competitive environment
d. Aligning goals with the mission and vision statements of the company

OD 2.  In the case provided, identifying and defining the problem would include which of the following?

a. Asking employees, customers, and other stakeholders for feedback regarding the current situation of the company
b. Hiring new employees with the hope that they bring in new ideas and energy
c. Empowering current employees to take on additional responsibilities and play a more active role in decisions that impact the future of the company
d. Outsourcing potential problem areas in an effort to focus more narrowly on the company’s primary business.

OD 3.  Considering the current case, identifying the root cause of the problem is an important part of organizational diagnosis because……?

a. Identifying the root cause of the problem minimizes the need to take corrective action
b. Identifying the root cause of the problem takes less time that identifying symptoms of the problem
c. Identifying the root cause of the problem will prevent any other problems in the future
d. Identifying the root cause of the problem allows for corrective actions to be developed that reduces the likelihood that the problem will occur again in the future

OD 4. When is the most appropriate time for organizations to engage in organizational diagnostic practices?

a. Only after problems are evident, since the diagnostic process can be costly and time consuming
b. Should be an ongoing function in organizations to help identify problems, as well as opportunities for improvement
c. Should be avoided unless pressures from stakeholders necessitate the process
d. Should only be done during the evaluation stage of the strategic management process

OD 5.  Considering the current case, which of the following guidelines is most advisable regarding organizational diagnosis?

a. Organizational diagnosis should be based solely on facts and data.  Hunches, opinions, and other approaches not based on fact are not appropriate for the diagnostic process.
b. Since facts and data are important to guide the diagnostic process, more data/facts typically translate to better decisions
c. Organizational diagnosis should consider facts/data, as well as hunches and opinions since some elements of the “problem” may be difficult to measure
d. It is best to have an outside source collect and summarize data that will be used for diagnosing organizational problems since data/facts generated internally may have errors

CI 1.  What is the problem that is most likely to be encountered in the current case if current employees are asked to make changes to accommodate new company plans?

a. Employees will most likely be more interested in helping make the changes than they are in fulfilling their current job duties
b. Employees will most likely support the changes without question since the decisions were made by the company
c. Employees will most likely not care about the changes
d. Employees will most likely exhibit some degree of resistance to the changes depending on how they perceive the changes

CI 2.  Which of the following strategies would likely be the most effective in promoting employee buy-in or commitment to any company changes outlined in the case?

a. Coercing employees by telling them the potential consequences they will experience if the changes are not supported
b. Telling the employees how the owner(s) of the company will benefit from the change
c. Allowing the employees to actively participate in planning and implementing any of the proposed changes
d. Providing the employees with a complete, well developed plan for implementing the change that requires no thought, input or energy on their part

CI 3.  Which of the following approaches would likely be the least effective in promoting buy-in or commitment to any company changes outlined in the case? 

a. Coercing employees by telling them the potential consequences they will experience if the changes are not supported
b. Telling the employees how the owner(s) of the company will benefit from the change
c. Allowing the employees to actively participate in planning and implementing any of the proposed changes
d. Providing the employees with a complete, well developed plan for implementing the change that requires no thought, input or energy on their part

CI 4.  Which of the following actions best describes efforts to formalize or institutionalize the changes addressed in the case, once they have been implemented?

a. Modifying job descriptions, policies and procedures, and employee evaluations to reflect the changes
b. Sending a memo to employees informing them that the changes have occurred
c. Providing training to employees on elements of the change they will be expected to adopt
d. Addressing the changes in future strategic plans

CI 5. When is the most appropriate time to evaluate the effectiveness of the change implementation?

a. Only after the change is officially implemented
b. Throughout the entire implementation process
c. Only if problems or setbacks are experienced in the implementation process
d. Only when the strategic plan is updated
 


LA 1.  If the owner of the company summarized in the case views employees as capable and motivated, rather than lazy, uncaring, and needing direct supervision, this leader likely has leadership values that are consistent with?

a. Transactional leadership
b. McGregor’s Theory X
c. McGregor’s Theory Y
d. Machiavellian leadership

LA 2.  In the current case, if the owner wanted to make changes and lead the company in a way that was driven by vision, as well as a desire to promote long-term, sustainable change, this leader would be exhibiting traits that are embodied in which of the following theories?

a. Transactional leadership
b. Transformational leadership
c. Authoritarian leadership
d. Machiavellian leadership

LA 3.  If the company outlined in the case believed the behavioral school of thought regarding leaders, which of the following strategies would they most likely use to promote effective leadership within the organization?

a. Using extensive personality tests and assessments as the basis selecting individuals for leadership positions
b. Using an external company to help recruit and hire key leaders
c. Promoting individuals within the company to leadership positions
d. Providing leadership training to employees interested in future leadership opportunities

LA 4. If the CEO/Owner of the company had a leadership philosophy that embodied care and concern for employees rather than a focus on themselves, as well as a commitment to creating a positive organizational climate, which of the following leadership philosophies would they be demonstrating?

a. Transactional leadership
b. Servant leadership
c. Bureaucratic leadership
d. Contingency leadership



LA 5. In the current case, if the company leaders adjusted their leadership approach and methodologies based on the nature of the specific situation, problem, or context, they would be demonstrating which approach to leadership?

a. A transactional approach
b. A bureaucratic approach
c. An autocratic approach
d. A contingency approach

CV 1.  In current case, which of the following methods best describes “socializing” new employees to the culture of the company?

a. Asking behavioral based questions during the interview
b. Using personality tests as a part of the selection process to insure that new employees had personality traits consistent with the culture of the company
c. Providing culture training and assigning a mentor to help the new employee learn about the company culture
d. Requiring new employees to read policy and procedure manuals to familiarize them with company practices

CV 2.  In the current case, the values, beliefs and norms that comprise the company culture are widely held and supported by employees.  This situation is best described by which of the following terms?

a. Weak culture
b. Strong culture
c. Subculture
d. Counter culture

CV 3.  In the current case, which of the following has likely had the greatest impact on the culture of the company?

a. The level of competition in the locations where the company operates
b. Revenue and profitability trends in recent years
c. The company’s strategic plan
d. The values, beliefs and actions of the company owner/founder




CV 4.  In the current case, if the company expands and the new division develops a somewhat unique set of norms and values that ARE still consistent with the overall norms and values of the company, which of the following terms best describes the unique culture of the new division?

a. Weak culture
b. Strong culture
c. Subculture
d. Counter culture

CV 5.  In the current case, if the company expands and the new division develops a somewhat unique set of norms and values that ARE NOT consistent with the overall norms and values of the company, which of the following terms best describes the unique culture of the new division?

a. Weak culture
b. Strong culture
c. Subculture
d. Counter culture
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Capstone Exam Scoring Guidelines
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Master Syllabi are developed by the senior faculty in each business discipline. This Master Syllabus must be used as the basis for developing the instructor syllabus for this course, which must also comply with the content specifications outlined in the Troy University Faculty Handbook.
The objectives included on this Master Syllabus must be included among the objectives on the instructor’s syllabus, which may expand upon the same as the instructor sees fit. The statement of purpose seeks to position the course properly within the curriculum and should be consulted by faculty as a source of advisement guidance. Specific choice of text and other details are further subject to Program Coordinator guidance.
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Troy University Faculty Handbook (2010): Section 3.9.2.8 [extract] — essential elements of the syllabus (somewhat modified for space):
	1. Course title
2. Course number + section
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11. Course description, objectives
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13. Other materials
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15. Procedure, course requirements
	16. General supports (computer works, writing center)
17. Daily assignments, holidays, add/drop & open dates, dead day, final exam
	18. ADA statement
19. Electronic device statement
20. Additional services, statements
21. Absence policy
22. Incomplete-work policy
	23. Cheating policy
24. Specialization requirements (certification, licensure, teacher competencies)
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