Business Mathematics II
Project 2:  Auction Project
Guidelines for Final Oral Report 


Preparedness: 

· All team members must be present at the start of class.
· You need to bring a copy of your PowerPoint slides printed as a handout for your instructor.
· Your presentation should appear rehearsed
· Your presentation should be 8-10 minutes in length. 

Organization: 

· All team members must have approximately equal and well-defined roles in the presentation.
· Your introduction should immediately capture the audience’s attention and inspire the audience to listen to your presentation.   It should convey the overall purpose of your presentation and provide a forecast (preview) of its content and organization.
· You should present your ideas in a clear and logical manner with appropriate transitions (words or phrases that link your ideas).
· Your closing should summarize the information presented.  At the conclusion, you should invite questions from the audience. 

Main Content:

· You must provide appropriate background information.
· You must clearly state the objective of the project.
· You must clearly state all project assumptions.
· You must define all variables and functions.
· You must plot all relevant data and functions.
· Your computations (mathematical and Excel) must be correct, complete, and clearly explained.
· Your results must be correct, expressed in the appropriate units, and interpreted in the proper context. 
· You must clearly identify and provide sufficient grounds for your recommendations.

Further Analysis:

· You must explore the project beyond the level of the Class Project.








Questions:

· All team members must be able to answer questions about any part of the project.
· You should answer questions appropriately (not defensively).
· You should give your answer to each question within 45 seconds.
· If you do not know the answer to a question, then you should admit that you are unable to answer the question.
· If one member of your team gives an incorrect or incomplete answer, then another member of the team should correct or elaborate on the initial response.

Delivery:

· All team members must be dressed in appropriate business attire.
· You should use an appropriate volume, rate, and pitch.  The volume of your speech should be loud enough to be heard, but not so loud as to be overwhelming.  For serious material, the rate should be slower and more deliberate; for lighter material, the rate should be faster.  The optimum pitch is the level at which you can produce the strongest voice with minimal effort.
· You should use appropriate language (no jargon, clichés, and slang) and articulate words clearly.
· You should avoid verbal distracters – stammers, stutters, double starts, and other empty fillers (e.g., “um”, “uh”, “OK”, “like”, “and”).
· You should maintain eye contact with the audience and avoid using notes or reading from the slides.
· You should use natural gestures and avoid crossing your arms, putting your hands in your pockets, and folding your hands together.
· You should avoid non-verbal distracters – chewing gum, playing with your hair or jewelry, clearing your throat excessively, pacing, and leaning on the teaching station or against the wall.
· When any member of your team is speaking, your attention should be on him or her.  You should not be staring at the floor or ceiling or out the window.

Visual Aids:

· You must use PowerPoint for your presentation.
· You should use an appropriate number of slides (approximately one per minute).
· You should use a simple white (or light) background.
· You should use a common font (Times New Roman, Arial), a large font size (24 point), and a dark font color.
· You should use graphics whenever possible, and reduce the number of words on your slides.  There should be no more than six lines of text per slide and six words per line, and you should use bullets rather than complete sentences.
· You should limit or avoid the use of special effects (clip art, sounds, hyperlinks, animation, and slide transitions).
· Your slides should be free of spelling and grammatical errors, and you must use proper mathematical notation and typesetting.
· You should interact with your slides in an effective manner.  (Gesture to the slides with the hand closest to the projector screen, and avoid the use of a laser pointer.)

