

OIS 101 Agreement Letter – Summer 2008


MEMORANDUM

TO:

OIS 101 WWW Students

FROM:
Dr. Betty Kleen
DATE:

June 2, 2008

SUBJECT:
OIS 101 AGREEMENT LETTER – Summer 2008 Term
By printing and then signing my name at the bottom of this memorandum I am certifying that I have read this letter and understand and agree to the following rules and conditions of OIS 101 www for the summer 2008 term:

1. I understand that I need the following software and hardware for the class –


Keyboarding Pro Deluxe Software (sold with textbook)

Office 2007 (Word)   (Word 2003 WILL NOT WORK FOR THIS COURSE)

DSL or Cable Internet Connection


Student CD-ROM to accompany Keyboarding & Formatting Essentials (this CD 


also accompanies textbook but is separate from Keyboarding Pro Deluxe)

2. I understand that assignments are due by midnight on the dates listed on the course schedule of activities (unless otherwise specified). LATE ASSIGNMENTS WILL NOT EARN CREDIT, BUT WILL STILL NEED TO BE COMPLETED IN ORDER TO BE SUCCESSFUL ON THE FINAL EXAM.

3. I understand that all work will be my own. (If I share a computer with another student taking this class, I will let the professor know immediately. When the professor checks the Properties of your documents and finds someone else’s name listed, it is considered “cheating” and the person will receive an “F” for the class).

4. I understand that having someone else complete and submit my lessons is called “cheating.” I understand that I will receive an “F” for the class if I have others complete my lessons, take my timed writings, or take my production tests.
5. I understand that I should check the Blackboard site approximately every 48 hours for announcements and any other materials posted.  

6. I promise to read the directions of each assignment carefully. (Especially file names on the assignments and the due dates!)

7. I understand that I may expect a response to e-mail messages within 48 hours during the week. If you do not receive a response within 48 hours, you should inquire whether your e-mail has arrived, unless your instructor notifies you in advance that she will be unavailable. This 48-hour period does not include weekends and university holidays.

8. I understand that I should check my Nicholls e-mail account daily. This account is the one to which the Blackboard system sends e-mail. Checking this account is my responsibility; since this is an online course, your instructor will communicate typically through e-mail. 

9. On each email I send, I will include a subject line that includes my course name and number (OIS 101) with a descriptive topic. I understand that I must type my full name at the bottom of the message, so that my professor will know who sent the message. This is called a signature line.

10.  I understand that I should post questions about course material under the appropriate Discussion Board area. For example, questions about Module 3 should be posted under Module 3 Questions and Answers. Sometimes more than one student has the same question and this saves everybody time and effort.

11. I will send a digital photo of myself to my instructor by sending it through the digital dropbox of the Blackboard site for the course.  This will allow my instructor to organize a chart of photos with all students enrolled (instructor will NOT post for others in the class to see).  

Please print your name, sign your name, and date this letter on the line below. You are to return this document to Dr. Kleen.  If you have a scanner, you can scan this document after you have signed it.  Please send it to Dr. Kleen as an e-mail attachment to Betty.Kleen@Nicholls.edu and keep a copy for your records.  If you prefer to drop off the document in person, please stop by Dr. Kleen’s office in 101 White Hall.  Or, if you prefer, mail it by June 10 using the following address: Dr. Betty Kleen, Nicholls State University, College of Business Administration, P.O. Box 2015, Thibodaux, LA 70310.  If you have any questions, you can contact me at (985) 448-4191 or e-mail me at Betty.Kleen@Nicholls.edu
________________________________________________________________________

Print Your Name

           Sign Your Name


      Date

2

