Final Exam Study Guide Video/Slide Show 
Purpose
This assignment will help you prepare for the Final Exam by explaining an important business writing principle or skill in a brief video or slide show. Additionally, you will gain access to a library of others’ videos/slide shows to help you review and study. 
Tasks
· Working with your assigned team, select an available topic. 
· Review the topic using the course handouts, class slides, textbook, etc. 
· Brainstorm a creative and memorable way to demonstrate this principle or skill in a brief video or slide show. You can narrate, illustrate, photograph, act out, dance, rap, create a parody, draw a cartoon, animate, manipulate text, or do anything else that is appropriate for class. Feel free to use simple props. 
· Follow these guidelines:
· Must be no longer than 1.5 minutes (90 seconds)
· Must be based on a Topic from the list below (or your own idea—with advance instructor approval)
· Only one team per class can choose the same topic
· Must clearly identify (in large print and/or spoken word) the topic 
· Must show (not tell) the topic’s significance for business writing using original examples
· Name the file: Topic [yours]_Team # [yours]
· Submit  to LMS
· Upload to the following shared resource: 
Tips for videos: Avoid standing in front of windows or filming into the light. Turn up the volume. Project your voice. Film several versions and submit the best one. 
Tips for slide shows: Use high quality photos or images. No clip art. Slides must automatically advance and finish within 90 seconds (PPT—Transitions—Timing—Advance Slide—After—[minutes: seconds]—Apply to All). Test by opening in presentation mode.
· Stuck? Try developing a scenario or short, live-action story: who, what, when, where, and/or why might this topic be important? What could the stakes be? 
· For broad inspiration, see the New York Times' Vocabulary Video Contest. Note: The NYT’s Contest varies from this assignment in topic, length, and rules.

Grading Guidelines 

	Trait
	Very Good
(Satisfactory +)
	Satisfactory 
	Needs Improvement

	Content
	-insightful
-creative
-original examples
-demonstrates the topic (shows instead of tells)
	-on topic/relevant
-accurate
-clear
	-off topic
-inaccurate
-confusing 
-uses examples from class materials
-lectures about the topic (tells instead of shows)

	Guidelines
	-follows all guidelines
	-does not follow all guidelines


	Effectiveness
	-unforgettable
-original, unique
-engaging, funny, thought-provoking  
	-memorable
-helpful for review
	-less memorable or helpful for review

	Time (<1:30 min.):
	Grade:                                            / 20




[bookmark: _GoBack]Topics

Dana Cattani (dcattani@indiana.edu) and Miranda Rodak (rodak@indiana.edu)
· Recommended Writing Process 
· Business Writing Style: Clear
· Business Writing Style: Concise
· Business Writing Style: Constructive 
· Audience and Tone/Business Writing 
Style: Courteous 
· Professional Email
· Argument: Claims
· Argument: Evidence and Credible Content
· Argument: Analysis  
· Quotations: Select and/or Edit
· Quotations: Integrate and/or Punctuate
· Direct and Indirect Approaches
· Apologies
· Active and Passive Voice 
· S-V-O Order 
· Parallel Structure
· Verbs (preferred tense, buried verbs)
· Grammar and Punctuation
· Confusing Words (SBW Supplemental)
· Write Numbers Correctly (SBW Supplemental) 
· Biased Language
· Document Design: Headings, Fonts, Emphasis techniques, etc. 

· Extreme Language 

