April 5, 2005
RE: Common Errors on CEO/Director Interview research and Questions
FR: Professor Dave Jaye michiganfish2@yahoo.com 019-807-9024 www.davejaye.com
You must spend more time on carefully drafting your questions to the CEOs/Directors. Your failure to use spell and grammar check will make you look incompetent in the eyes of any business person and reflect badly on this university and our class. Intelligent, interesting and current event questions will impress business people. Common errors are: 

1. No spell and grammar check on the page that has questions to CEOs! How many times must I tell you to always use spell and grammar check? This error of laziness is an automatic -5 and should be an automatic zero for your assignment.
2. No cover pages use the University Logo or target business logo.
3. No footnotes at the bottom of each page with you English and Korean name, email and contact number.
4. No source name not internet link of your news stories.
5. No page numbers, write by hand if necessary, some pages were printed on both sides, some stories were out of order

6. Forgot to put University name and Major on cover letter.
7. Questions were too general: what are your plans for the future, rather than specific: what are your plans for a certain product, certain country, research, marketing etc.

8. No dates on your cover letters nor your questions page, your question page does not have your names and contact information.
9. Questions were too short. Since English is your second language take some extra time to ask your questions in three or four sentences. Best if you can link one or two questions to a recent news article you printed out.

10. Too many abbreviations or Acronyms that are not spelled out company names and all other major nouns and concepts must be first spelled out Cost Per Click (CPC).

11. You must use your English name in quotes, then Korean given and family names.

12. Some team members submitted identical news stories. Each team member must select different news stories by company name and or business function: finance, marketing, Human Resources, Information technology. News stories should be about one page. You may want to email your stories to the executive before the interview and a long story may take too much time for them to read. I wonder how much of the English business concepts and English business Idioms in the stories you actually understood. 
