BU 362:  BUSINESS LAW AND ETHICS

SYLLABUS   (Subject to change)                    _							 
Wayne M. Tanna, J.D., LL.M.              Office: Kieffer 20 TR 08:30-10:00am  
                                                                                                   WF   1:30 - 3:00pm        
CLASS TIMES: TR 10:00-11:20pm     K-9                  and by appointment
Email wtanna@chaminade.edu                  

FALL 2019  _                     ______                 ____         739-4606 (CHAMINADE X-606)____

	Textbook:	Business Law Today, the Essentials, 12th Ed., Miller and Jentz, Cengage Unlimited
			
				
	Summary:
				BU 362 is an introductory course to business law and ethics.  The course is designed to provide students with an understanding of the legal and ethical issues business decision-makers face in determining appropriate policies and actions.  Focus is given to effect of decisions on stakeholders, including employees, customers, investors, and society.  Topics include the application of moral philosophies to common business dilemmas, professional codes of ethics, and elements of business law including contracts, the uniform commercial code and agency, partnerships and corporations.  As part of this class students will have an option to participate in activities that integrate meaningful business-related services to the community with course learning.     This course is a service-learning course.  We all have the responsibility to return something to society.  It is especially important that people in business have a social conscience.  In this class you will have the option to participate in a service project that relates to the field of law during this semester.  You will learn ethics by doing things that can help you to develop your own personal ethics policy.


	Course Objectives and Student Responsibilities

		To learn and refine methods of legal reasoning and analysis, and apply these to problems arising in the commercial world, using the following steps:

			a) Applying the rules of law to specific facts, either real-life or hypothetical;

			b) Discerning the range of possible outcomes or results;
			
			c) Recommending appropriate courses of actions for business managers in similar 
                                               situations; and

			d) Identifying general management rules or policies that might be established from the
			    law and the facts.


	Study methods of statutory analysis and interpretation (of the UCC) and apply them to commercial problems.

	Understand the basic principles of law that relate to commercial transactions, and learn how to apply these principles to problems that arise in commercial transactions and consumer transactions in the U.S. and internationally.

	Learn the nature of law, how laws are made, and the complex interactions between law and social, moral, political, and economic forces.

	To explain legal terms in simple, plain, and yet accurate English so that such terms will be of use to you as a future business manager.

	To develop an increased awareness of legal, governmental, and ethical restraints facing business managers.

	To raise and discuss issues in regard to actions which may be legal but not ethical or moral.
	
	To be better able to relate to issues related to diversity in the workplace and in society.

	To increase skills in making management decisions which have legal and ethical ramifications.

	To increase your awareness of when legal counsel is necessary or appropriate and how to seek such counsel.    

Course Competencies:  Upon satisfactory completion of the course the student should be able to:


General:			Demonstrate a broad understanding of the American system of jurisprudence—its evolvement and procedures.

			Recognize broad principles of law relating to contracts, the UCC, agency, partnership, corporations and government regulations.

Develop an understanding of applied ethics in the context of business and develop an increased awareness of the issue of diversity in the workplace and throughout life in society.  Become more aware of the social and community responsibilities of business managers and owners though the practice of activities that center on civic engagement.

Specific:			Demonstrate an understanding of basic concepts in the areas of tort law, property law, comparative law, and the law of intellectual property. 	

			Identify the nature and types of contracts and identify the basic elements of valid contracts.

			Demonstrate and understanding of the concepts of mutual assent and identify basic elements of valid offers and acceptances.

			Explain the various circumstances constituting termination of contracts and indicate the legal remedies available for non-performance.

			Compare the advantages and disadvantages of the three basic forms of business organizations.

			Demonstrate an understanding of the nature of agency and describe the basic duties, rights, and liabilities of agents, principals, and third parties.

			Describe the nature of partnerships--their formation, termination, rights, powers, and liabilities of general and limited partners.

			Describe the formation and characteristics of a corporation and the nature of capital stock and securities.

			Describe the rights, duties, and responsibilities of corporate directors and officers.

			Identify the basic rights and liabilities of shareholders.

			Demonstrate an understanding of the purposes and functions of government regulations and other related laws that govern economic competition.

	To achieve the above objectives and competencies, students are expected to attend all classes; complete all written and reading assignments as advance class preparation; take an active part in class discussions; organize and participate in a study group (optional); brief all the assigned cases; and write critical analyses for all assigned problems.

	Grades:

	There will be three (3) examinations [two midterms and one final] given throughout the semester.  These exams will be cumulative.  This comprehensive nature is to assist the student in discerning the interrelationships among legal and managerial concepts in the course.  The format of these exams will be a combination multiple choice, definitions, and essay questions.  These three examinations, six reaction papers and a research paper will determine your grade for this course. All The midterms will be returned no earlier than one week after they are taken. The paper and the final will not be returned unless you come to claim them after no sooner than three and no later than 5 weeks after the semester ends.  Further, except for good cause, in compliance with privacy laws, final grades will not be given out prior to the distribution of report cards. 

     In respect of students privacy rights (FERPA/Buckley Act) final course grades will be distributed only through official university channels (i.e. report cards or through your web portal).  I will not post final grades.  If you desire to know your grade before official grades are posted you may schedule an in person review of your final and your paper or project write-ups.  This review will be conducted after December  15, 2016 at my offices at Chaminade University. I will not be returning final exams or papers and will keep them on file one year from the end of the class.
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	ATTENDANCE AND PARTICIPATION:  Attendance and participation are required.  If you are absent, you must check with the instructor or a fellow student to learn of any changes in assignments or exam schedules, and you will be responsible for any information provided in the missed class. The instructor reserves the right to issue a grade of "F" or to otherwise adjust the grade of any student that misses more than 20% of the scheduled class sessions in any month or who fails to respond to in class problems.  

	THE THIRTY MINUTE RULE:  THERE MAY BE TIMES WHERE DUE TO CIRCUMSTANCES THAT ARE BEYOND MY CONTROL I WILL NOT BE ABLE TO START THIS CLASS ON TIME.  IF THIS SHOULD OCCUR YOU ARE TO WAIT FOR THIRTY MINUTES BEFORE LEAVING CLASS.  IF YOU CHOOSE NOT TO WAIT YOU WILL STILL BE RESPONSIBLE FOR ANY MATERIAL THAT IS DISCUSSED IN CLASS.

Plan to arrive in class on time.  As a courtesy to the instructor and other students please finish your lunch before coming to class and turn off all pagers and cell phones.  Return pages and phone calls only during scheduled breaks.  
	
Any student who believes that he or she is disabled under the criteria of the Americans with Disabilities Act are encouraged to contact the instructor to determine whether any special arrangements should be made to assist with course content and course requirements during the semester.  You are also encouraged to consult with Chaminade University’s Counseling Services for Students with Disabilities located in the Henry Hall Annex Building.

A Service Learning Project is a required part of this course.  In order to earn an “A” in this class you must do the service learning project (a 20-page term paper and oral video presentation is an option).  If you do not do the service learning project (or 20-paper and presentation) the highest grade you can earn will be a “B.” 

As an alternative to the Palolo Stock Market Project (Orientation, online mentoring program and Monday group meeting with the kids during the afternoons as scheduled). You may do another service-learning project in which you commit a minimum of 20 hours, not including training of volunteer work (this option is not as easy as it seems).  First it will be your responsibility to find a suitable placement (The Instructor will determine the suitability of the project as related to the course content, i.e. law and ethics—no busy work no matter how nice the work may be) and further you must fulfill all of the organization's requirements.  I will provide a verification and evaluation form for completion by the volunteer organization's supervisor to fill out).  Additionally, there will be a number (5) of short written assignments that must be done while performing any service-learning project.  The service learning project must be initiated within the first three weeks of class to be valid.  Further information on this option will be given in class.  Please note that if you are not able to complete this option within the time limits of this semester a grade of "I" will be assigned.  No late papers WILL BE ACCEPTED.  Failure to complete the service learning project result in not being able to earn an “A” grade for this course (thus the maximum grade you can earn will be a “B” if you do “A” level work on all your exams and timely submit acceptable reactions/research papers on the “Big Mac” cases.  Also poor quality reflection papers or poor service-learning project participation (project supervisors do assign grades based on your performance, just like a job evaluation) may result in a grade further reduction.

 	
 			
	SERVICE LEARNING is a method by which students learn through active participation in thoughtfully organized service conducted in and meeting the needs of the community.  Service learning is integrated into and enhances the curriculum.  It includes structured time for reflection and helps to foster civic and corporate responsibility.  As a pedagogy, service learning emerges from experiential learning theory and encourages active student involvement in the learning process. 


The link to register for service learning programs is at:

http://www.chaminade.edu/service_learning/instructions.php
 
HAVE QUESTIONS ABOUT FORMS, ETC.? CLICK HERE 
Make sure you completely read the information on the page before you register.
The due date for signed forms is September 13, 2019.

Service-learning project information.
I. Overview of the Palolo Stock Market Simulation Project (GROUP Project) 

The Palolo Pipeline Project is a joint venture between Chaminade, UH Manoa and Kapiolani CC.  Chaminade has also chosen to help the Palolo Homes community and Palolo Elementary School though various service-learning and community service programs.  The Stock Market Project will be used as the main vehicle for the service learning in this class as it connects a number of critical class areas (most notably financial statement analysis and ethics) to this course’s academic objectives.  
To participate in this service-learning project, students will have to first attend an orientation session and a training program covering the stock market simulation and the required activities and certifications.  These training sessions will occur outside of scheduled class times.
Students must pass a test where they must demonstrate a basic understanding of the accounting concepts used in stock analysis at the end of the training program.   All students will be expected to have a prior knowledge of algebra and expository writing in order to participate in this project.
 The program is expected to provide the following benefits to participating students:
•Provides a review of the basics of financial statement analysis concepts as introduced in AC 202, as well as supplementing that learning with various technical and ethical aspects related to investing and analyzing today’s equity markets. 

•Provides introduction and overview of the rules that govern the operation of and the investment in publicly traded companies (Sarbanes Oxley, Financial Regulation, Security and Exchange Commission, and so forth). 

•Increases your communication skills through the experience of teaching Palolo Elementary students the basic mathematical processes of stock analysis.  You will be required to keep a written journal of your experiences.  You will have to do 4 additional reflection papers and share some of your thoughts and insights in class.

•Provides exposure to a broad cross-section of the population. Students will gain knowledge about the general population's understanding of how the markets operate and how the relative strength of companies is analyzed.

The program is also a service to the community. This may be some people’s first one-on-one encounter with Chaminade in general and its students so with all the things that are being said about the value of higher education - try to represent your campus well and give the community one more reason why Chaminade is a public good and thus good for the state! 

II. CLASS REQUIREMENTS

The project starts in September and will be held on Tuesdays 2:30-4:00 pm at Palolo Elementary school through December 6, 2019. If you have a time conflict you cannot do this project and  you cannot get an “A” in this class (I will only make accommodations to this requirement for documented disabilities or criminal histories that relate to working with children).

Students must attend an orientation (date and time to be announced)

Students must complete a pretest covering the basic formulas used in financial statement and individual stock analysis by September 13, 2019.  

Students will also need to register with the Stock Market Simulation and have regular access to the internet either at school and or at home.

Students must perform teaching activities that show how to perform basic financial statement analysis (your choice with evidence of the efforts submitted to me). 

Work at least 2 hours a week over the semester the after school program at Palolo Elementary School (the time must be spent over a minimum of ten weeks, not made up all at the end of the semester, I reserve the right to not accept hours in excess of two per week) during the fall semester (transportation will NOT be provided to and from Palolo Elementary and Chaminade on a scheduled basis, so make sure you have access to transportation). 

Maintain an activity time log that confirms your activities and the Palolo Elementary students you worked with. 

Keep a folder with your time log, a record of your teaching activities, investment rationale and a daily journal of your experiences at the Palolo Elementary site.
 
Based on the journal, you will electronically (canvas) submit reflection papers on your experiences (2-5 pages) pursuant to the schedule that will be established by your instructor. This log and the reflection papers are meant to be not just a summary of the number of students you interacted with (you have to keep separate records of that) but comments and thoughts on new things learned, problems encountered, things you would do differently in retrospect, mistakes you realized you may have made, insights about people's knowledge of how companies are valued and how investment decisions are made   You will receive further guidance on the form and substance of the papers as they are assigned.  

III. DETERMINATION OF GRADE for the SERVICE-LEARNING OPTION (Pass/Fail) 

Complete a pre-test and a post-test 
Show up at the site and work with your team of students 
Document your methods of teaching how to analyze financial statements and stock selection criteria 
Journal and Reflection papers submitted to canvas
Supervisor’s evaluations 

IV. HOURS WORKED (Hey a standard workweek used to be 40 hours).

It is your responsibility to keep track of your hours and you must have them verified after each activity by an authorized person. You need to attend both the Tuesday and Friday sessions in order to complete the required number of contact hours.  You are responsible for fulfilling all your commitments. Last, but not least, you are going to have FUN because you will be doing good. I almost guarantee it (see the chapters on contracts and UCC)!

CRITERIA FOR A SERVICE-LEARNING COURSE: 
(1) NEEDED SERVICE: Students provide a needed service.
(2) SERVICE-SUBJECT MATTER RELATION: Through the process students gain first-hand exposure to critical legal and ethics concepts. 
(3) CLASS CONTEMPLATES LEARNING THROUGH SERVICE: Throughout the course, class sessions are set-aside as "Workshops" for reflecting on the service experience. 
(4) CREDIT/ASSESSMENT OF LEARNING FROM SERVICE: Students are evaluated on the quality and accurateness of the services they provide. 
(5) SERVICE RECIPIENTS EVALUATE SERVICE: The completed output will be evaluated by the clients, site supervisors and by your instructor.

(6) SERVICE DEVELOPS CIVIC EDUCATION: To provide the service, students must learn about the legal system and its specific effects on those of low income in our society and how the agencies they are assisting serve the community. 
(7) KNOWLEDGE ENHANCES SERVICE: Students acquire both functional knowledge of the tax system and civic knowledge of disadvantaged populations within the community. The course is intended to raise the consciousness of students in applying their business knowledge to social problems. 
(8) LEARNING FROM OTHER CLASS MEMBERS: Interactive settings provide substantive and frequent opportunities for learning from collaborative experience.


Exam 1 						50 points
Exam 2						50 points
Exam 3						50 points

5 papers @ 10 points each	50 points



Grades
A     85%		(170 + service-learning or paper)
B     70%			(140 – 170)
C     60%			(120 – 139)
D     50%			(100 – 119)
F     Below 50%    (99 and below)
  


	Further, please note that a rule in my class is the primacy of the TEXTBOOK.  If for some odd reason there happens to be a conflict between what I say in the lecture and what is written in the textbook; the textbook will control.  This means that the correct answer for the exam will be that which is found in the textbook and not that given in class.  Generally, there is no conflict between the lecture and the textbook.      

		MAKE-UP EXAMINATIONS will be given only at the option of the instructor; immediate arrangements must be personally made by any student that misses an exam, and there must be a showing of good cause before any make-up test will be allowed.  If a make-up is not possible a greater weight will be given to the final examination.  There will be NO make-ups for the final exam. 

		EXTRA CREDIT IN THIS CLASS.  There will be no extra credit in this class.  To do well in this course, all that is required is to study hard and to do your best on the exams.  



	HOW WILL THE SUBJECT OF LAW BE PRESENTED BY YOUR INSTRUCTOR?


				Lecture and group discussions of legal cases will be the main method:  This is where the law will be discussed and analyzed.  However, students will be engaged to participate in class discussions on a daily basis.  At the same time, please remember that, in class, the encouragement and allowance of student views are structured so the learning process is maximized for all students and class discussions are not monopolized or dominated by only a few students.     

				Reading is supplemental to the lecture and advanced preparation of the assigned reading and problems will greatly enhance the student's understanding of the materials presented in the lecture.

				Case law will be used to make the law meaningful.  These cases will be found in your textbook.

		There will be times when you may not understand the material being covered in class.  If this occurs, please do not be afraid to interrupt the instructor and ask the instructor to repeat or explain the part that you did not understand.  If you are not comfortable with interrupting your instructor during the class session, please feel free to see your instructor after class or at the instructor's office.  Depending on how you feel about working with others in your class, it may be a good idea to form a study group of three to five of your fellow students to review the subject matter every two weeks or a few days before each examination; you may find that this type of study or support group is a good way to learn from and with one another.  You may also find that you study and learn better on your own.

		I also encourage the expression of student views in my classes.  If you have any suggestions on how to improve the course, even as the course progresses, please feel free to raise those suggestions with me. MAHALO. 

	A NOTE ON ENGLISH--Whether we like it or not, English is the language of communication in this course.  Thus, it is important that correct English Grammar and spelling is used.  In our class discussions, informal English may be used so long as it is designated and recognized as such.  However, on exams and papers, formal and correct English will be expected to be used.

	Caveat:  ALL DISCUSSIONS AND EXAMPLES IN THIS CLASS ARE TO BE USED FOR ACADEMIC PURPOSES ONLY.  THE EXPLANATIONS GIVEN BY YOUR INSTRUCTOR ARE NOT TO BE CONSTRUED AS LEGAL ADVISE.  AS INDIVIDUAL SITUATIONS ARE UNIQUE, A SOUND LEGAL OPINION WOULD REQUIRE INTENSIVE INVESTIGATION AND RESEARCH.  ACCORDINGLY A SOUND LEGAL OPINION CAN NOT BE RENDERED WITHIN THE TIME LIMITATIONS OF A CLASS DISCUSSION.  IF YOU HAVE A LEGAL PROBLEM, CONSULT AN ATTORNEY THAT PRACTICES IN THE AREA OF LAW IN WHICH YOU ARE EXPERIENCING DIFFICULTIES.  I WILL BE HAPPY TO REFER YOU AN ATTORNEY THAT PRACTICES IN A SPECIFIC AREA SHOULD YOU NEED PERSONAL LEGAL ASSISTANCE.  

THE ACADEMIC DISHONESTY POLICY OF THE UNIVERSITY WILL BE STRICTLY ENFORCED IN THIS CLASS.

	The sequence that the subject matter will be discussed in class will be as follows unless a change is announced in class (midterm dates are subject to change so for now figure that there will be a midterm roughly every 5 weeks):

Chapters 1, 2, 4, 5, 23, 24, 25

              MIDTERM 1		

Chapters 8, 9, 10, 11, 12, 13, 14

              MIDTERM 2		 

Chapters 17-21                                                                                          

              FINAL EXAM --- SEE FINAL EXAMINATION SCHEDULE.


Chapters referred to above are in Business Law Today, the Essentials, 12th Edition  (hereafter referred to as "the textbook").  Chapters in the “ethics text” None of us is as good as all of us will be assigned in class.  The required written ethics assignments are listed below.   All ethics assignments must be submitted according to the instructor that are listed below.


Service Learning training sessions for the Palolo Stock Market Project:
To be announced in class. 

If you cannot make the sessions then you cannot choose this option and must find/do another service learning project or you cannot get a grade higher than a “B.”. 
[image: Unknown]


The Big Mac Experience

Recall that in BU 200 Introduction to Business, you were introduced to The Big Mac Experience.  The purpose of the “experience” is to help you understand not only what each function in a business contributes to the overall effectiveness of the business but also how all of those necessary functions must fit together to be successful.  Therefore, you learn what the function of marketing contributes to the effectiveness of an organization AND how marketing has to work together with the other business functions (HR, IT, Accounting, Finance, Operations, etc) to be successful.  McDonald’s Corporation is the example that is being used throughout your business curriculum to help you understand both the individual functions in a business and how those functions must be integrated for overall effectiveness.
To help you remember the basic functions in a business, pictures of different parts of the McDonald’s dining experience are used as logos for each of the various business functions you study in your business curriculum.  The logo for this class is:


[image: ]



The five (5) activities you will be working on for this class (Legal and Ethical Issues in Business) are:
[image: ]
One of the more visible lawsuits McDonald’s faced in the recent past is the one about the customer who spilled hot coffee and was burned.  Research three (one page per case) other negligence/product liability cases against McDonald’s and present one-page summaries for each (assignment is thus three pages long).  Due noon 09/13/2019  Use ethics 1  

[image: ]

Ethics cases 2 – 5 will be assigned on canvas and will be from current ethical issues that are being confronted by businesses.



If you have not figured it out, I have given Fridays as the due dates for all of these Big Mac assignments.  It really does not matter that they are not due on days when we have this class.  Just respect and meet the deadlines.  It just like going to work, just do it when you are told to.  Remember in the real world when your boss says jump the only questions you get to ask is “how high” and “can I come down.”

Characteristics of Marianist Education
•   Educate for formation in faith
•   Provide an integral quality education
•   Educate in family spirit
•   Educate for service, justice and peace
•   Educate for adaptation and change
[bookmark: _GoBack]




SERVICE LEARNING 
ASSIGNMENT ONE

	Your first service learning assignment will require you to investigate possible placements, choose one that you will be willing to stay with for the duration of the semester or the project's required time commitment (whichever is longer) and to make your first visit or orientation meeting.  

	1.	You may get assistance from others on campus to locate an agency to serve with.  However, please remember that I must approve both the agency and the kind of work that is to be done at that agency.

	2.	Investigate each of the possible projects that interest you with respect to:

		a.	Practical issues--can you get there and back at the times the agency requires your time and service (do you have transportation, does the time fit into your schedule)?

		b.	Personal issues--will you be working with a population or in a situation that is comfortable for you?  Can you work there effectively or will this whole situation get you stressed out?

		c.	Course related issues--is the agency and the service to be performed the type of activity that relates to this course or generally to law or accounting; will the project meet with my approval?

	You may be able to talk with other students that have volunteered with the agency you are thinking about working with.  You may want to interview the volunteer coordinator at the site you are thinking about working at.  You may also try to talk with other instructors or administrators at our school that are involved with service learning in order to find out more about possible opportunities that may work for you. 

	3.	Set up your first visit and plan a regular schedule when you are ready to proceed with you service learning project.

	Your first written report (1-2 typed pages) is DUE: September 13, 2019 and should include:

		a.	A discussion of the place you have selected and your rationale for choosing the one you did.  How does this fit in with the subject you are studying?

		b.	A discussion of the things you did to check out the agency that you are thinking about working with.   


					August 27, 2019
Dear Student,

Teaching classes in business administration and law is my vocation.  Both business administration and my students are important to me.  I work hard at teaching and expect my students to work hard at learning.  I am a parent, a professor, an attorney, an accountant, a tax and business consultant, an author, financial planner and a cancer survivor.  As a part of my community engagement, I serve on the Hawaii State Advisory Committee to the U. S. Civil Rights Commission and have served on the NCAA’s Minority Opportunities and Interest Committee and the National IRS Taxpayer Advocacy Panel.

My office phone number is 739-4606 (Chaminade).  Please use this number or Email me at wtanna@chaminade.edu if you wish to reach me or if you have problems with the homework.  I read email daily, I do not respond to them daily but I do return phone calls unless I am away.  No cell phone use in class.

It is your responsibility to learn the material.  It is my responsibility to make the learning process as productive as possible.  If you miss a class, check the course outline to determine what you must do, read the material in the text, do the homework, and call if you need help.

Tests are like job interviews scheduled weeks in advance: treat them as such. Do not miss a test.  If you do miss a test, be sure that I know about it as soon as you do or I will have to assume that you are no longer interested in passing this class.  

Being a student is not an easy job.  It is work.  Plan time to attend class, as well as time to work on the material outside of class.  If I can be of help, call me or see me in my office or just after class.   Additionally, please keep in mind that knowledge of the law is cumulative.  Do not fall behind in your reading.  Work all assignments.  And while you are in class please set all of your cell phones and pagers to a non-audible mode.  I will penalize students who disrupt class (especially during exams, you can get an F for that test) with their pagers and cell phones.

I have one additional thought for you as we start this semester: If you have something to do, in the words of Nike "JUST DO IT", if not, relax and have some fun.  HAVE A GOOD SEMESTER.

Very truly yours, 

Wayne M. Tanna

Wayne, your instructor

P.S.  I have a teaching assistant that usually accompanies me to class.  His name is R.P. Orange, the Reasonably Prudent (a term of great legal significance) Orangutan.  You may have previously seem or heard of him.  In reality, he is a stuffed animal.  However, it is what he stands for that is important.  There are three things that he is in class to promote: First, there is more to life than what is in any single class or classroom (priorities); Second, grades are not everything (it is what you learn or the knowledge that is gained that really matters); and Third, if you need a hug or something to make you take yourself (instructor included) less seriously, R.P. Orange is there for you. 



Now, write a letter to me, Wayne, your instructor, telling me who you are.  Tell me of your strengths, weaknesses, fears, and goals.  Discuss your world and how your roles in this world might affect your performance in this class. Speak of your business background.  Discuss how this class might play a role in your future.

Tell me what I might do to help you achieve your goals for this class.  Include in your letter a statement that you have read and understood the grading for this class and the academic dishonesty policy of the university.  This letter must be typed. Due 09/06/2019 in the assignment for intro letter (this will count for your first two weeks of attendance.  Please note the potential for an administrative withdrawal if you are marked absent for the first two weeks). 
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