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The Executive Development Cente86 W. Pine Street Downtown Orlando

Welcome to UCF's Executive Development Center! You have made a wise decision regarding your
education and career gining our program. Our mission is to provide the highest quality professional
and executive education to working professionals who waritrtprove their career options and meet
the evolving needs of the business community.

We believe this missiowill be made possibléhrough excellent educational experiences for our
students and our faculty. Our program is based on{actacecoursework, a limitegsize cohort using a
student team approach to developing leadership, and incredibly diverse and accomplished faculty.
Although UCF is one of the largest universities in the country, yofingilihe EDC to ba boutique
experience gien our location, facility and our staff.

I am confidenthat your time invested with the Executive Development Center and faculty will enable
you to achieve your career and personal goBkel free to reach to our team if you have questions,
concerns, antbr feedback to enhance our service delivefjhank you again for making this wise choice
and joining outeam!

Sincerely,

R L s

Darrell JohnsonPh.D.LPC
Assistant Dean of Undergraduate Studies, College of Business Administration
Executive Director, UKExecutive Development Center/Graduate Programs
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PREFACE

All UCF students are expected to follow university polidye UCF Executive Development Center (EB®loped
this supplementaktudenthandbookas a reference todbr you to refer to as you progress through your program.
You willfind helpful howto information as well as policies, procedures and contact information.

OVERVIEW OHE EDC

TheBEDCis a part of thdJCFCollege of Business Administration (CBA). ThevE@stablished in 1992 to provide
executive and professional mas@idegree programs, as well as specialized executive education programs for
individuals and organizations in the local, state, national, and international business communities.

The EDC offers a variety of academic programsiteto meet student needsThe MBA offerghree track options:
TheExecutiveMBA the Part Time Professional MBA atite FullTime FPofessionaMBA. he ED@lsooffers

ASOSNIt aLISOAFTfAT SR YIaidSNRa LINkHdHeyrde wkhaneghéB TS a a A 2y | f
certain industry or function area includifyisiness analytichiuman resourcesntrepreneurshipandreal estate

EDC ACADEMIC MISSIONIQGNSAND VALUES

MISSION
Provide high qualityprofessionabraduatedegree programs to meghe evolving needs of the business
community.

EDCVISION
Gontinuousimprovementand pursuitof excellence in graduate business education. Excellence means the highest
quality inclass curriculum and instruction, atition to studentneeds, and curricula thatrepares students for
successful and innovative careers in business

EDCVALUES

The valueshe EDQholds as an organizaticandteachesstudentsare that of MERIT.

1 Masteryof learning 1 Innovativelearning experiences
1 Bvidencebasedoutcomes 1 Teamfocusedenvironment
1 Reliableinformation
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GETTING STARTED

Many of thetools to get startedn your programas well asools that you will continue tasethroughout your
program can be accessed frothe UCF Home Pageww.ucf.ed); namelymyUCEKnightsEmailand
Webcourses Below you will find information on how to access each area.

I 1 1

&, UNIVERSITY OF CENTRAL FLORIDA myUCF & KnightsEmail Ll Webcourses

Academics  Admissions Research  Locations Campus Life =~ Alumni & Giving  Athletics Apply Now.

SPOTLIGHT NEWS UPCOMING EVENTS
Connect with UCF on - UCF’s Sport and Exercise .
= N Date Description
Your Phone =r's Science Doctoral Program
From events to videos and | = b3 Ranks 6th Nationally Oct 06 Networking Strategies

news to maps, UCF Mobile 11:00 AM CAREER SERVICES AND EXPERIENTIAL

UCE NID & UCF ID

As a UCF student you are assighed unique identifiers, your NID and your UICFK It is important to understand
the difference between these two identities and when each is to be used.

NID (Network I1D) Your NID is formed from combining the first thedters of your first name with unique random
numbersand is assigned when you are first entered into the UCF sysYear NID is yours for life and will never
be assigned to another individua¥our NID is used for logging on and gaining access to n@hRgystems such as:

9 Themy.ucf.eduportal
9 The UCF_WPA2 wireless network

Your NID serves no other purpose than to authenticate you into UCF systmasver, it is VERY important that
your NID not be shared and that the password be kept secure as anyone that gains access using your NID will have
access to your data within thdCF system.
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To lookup your NID go tatps:/my.ucf.edu/nid.html The box below will appear. Follow the instructions.

\kgq, UNIVERSITY OF CENTRAL FLORIDA UCF SIGN IN + Search UCF Q

To retrieve your Metwark ID (MDY, enteryour First Mame, Last Mame, and any valid on file email address as it appears in the myUCF portal, then click the Continue button.
*First Name
*Last Name

*Email Address

| Continue | Return to myUCF

NID Password Once you have your NID, gmmy.ucf.eduand click ordiNIDPASSWORD RE$SHRNe box below will
appear. Follow the instructionsthis is also where you go to reset your NID password.

1 There is no default NID password. You set it for the first time with a password reset.

1 Always use a strong password (8 or morarelecters, mix of letters, numbers, special charadters

1 Your NID password expires 60 days after the last reset and can't be used to access UCF services until it is
reset.

If you have difficulty using the sed&rvice tools or have additionglestions, you can contact the UCF Service Desk
at 4078235117 or email aservicedesk@ucf.edu

GETTING LOCKED OBg&€:sure to log off of all secondary devices (smartphones, iPads, laptopsind sign out
of all services (@nail, wirelessetc.) that areusing your NID and NID password before you changétihose
devices or services keep trying the old password, your NID account will become Itfckealr: NID is locked,
change thegpasswordon devices that stor& and then sign out of atlevices and services. W&i® minutes and
then attempt tosign back in. If you find the account is still locking up, contact the UCF Service DesB28-407
5117 for further assistance.

UCF ID:Your UCFID is a unique random number that is assigned when you first enter the UCF dykéetine
NID, your UCFID is yours for life and will never be assigned to another individual.

Your UCFID is your primary identification number within the UCF systhis.number is associated with your
student record that contains your personal information as welhésgs likegradesand classchedule Your UCFID
IS NOT used to log on to the portal or any other system at UCF, it is used only to identify yotheiflyistem.

Your UCFID number is printed on the front of your newly assigned UCF student 1Df gana .do not know your
UCFID, please follow these steps:

1. Go tomy.ucf.edu
2. Sign on using your NID and NID password.

3. Go toStudent Self ServiceRPersonal Information > UCFID Info
4. Your UCFID, NID and UCF ID Card # information will be displayed.
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Home Page

1> Academic Resources
I Staff Applications
= Student Self Service
< Personal Information;
— Names
— Ethnicity
— Addresses
— Email Addresses
— Phone Numbers
— Emergency Contacts
— FERPA/Directory
Restrictions
UCFID Info
— UCF Alert
1> Holds & To Dos
1> Student Records
1> Graduate Students
1> International Students
1> Undergraduate Admissions
1> Student Accounts
1> Financial Aid
[ Housing
— Student Center
|- Employee Self Service
[ Manager Self Service
|» Faculty/Advisor Self Service
I Reporting Tools
- Knights Access Login

- Change my NID Password

- Update my Challenge
Questions

- Knights Email

Student Message Center

_ENTRA

Online Course Tools Dashboards

Student Center

Informational Resources

Search UCF

Plan ‘ @ You are not enrolled in classes. ‘
Enroll
My Academic:

|

enroliment shopping carp

other academic... VG

I

My Account
Eee Invoice

Stat t of Ch: @ ‘You have no outstanding charges at this
Statement of Charges

Student Direct Deposit time.

Tuition Payment Plan

1098-T Tax Management Due Charges / ePay
To View:

Finandcial Aid

View Financial Aid
Accept/Decline Awards
View Financial Aid Bulletin
View Financial Aid Status

Report Other Finandial Aid
Disbursement Details

Charges use the View Your Account link.
Tuition, Due Date, Deferments use Fee Invoice link.

UCF Textbook Purchase Program
Textbook Purchase Program Opt In

SEARCH FOR CLASSES

No Holds.

No To Do's.

~ Enroliment Dates

details P

Program Advisor
MNone Assigned

- UCF Home Page

Textbook Purchase Program Status
- UCF COM Home Page

KNIGHTS EMAIL

To communicate in a more expedient manner, UCF usemikas the official means of notifying students of

important university business and information concerning registration, deadlines, financial assistance, scholarships,

tuition and fees, and many otharitical items for satisfactory completion of the program. The university sends all
businessNBf I i SR ' yR | OF RSYA O Y Siail adarésato éndurelthatdhérezRoBe/réipOsitoryY y A 3 K
for that information;it is very important to checkour Knights email frequently.

Every student must register for, and maintain, a Knightsa#l account ahttp://www.knightsemail.ucf.eduand

check it regularly to avoid missing important and critical information from the universitydingofficial
announcements and notifications. Communications sent to the Knightaieaddress on record will be deemed
adequate notice for all university communications. The university does not accept responsibility if official
communication is rejected dails to reach a student who has not registered for, or maintained and checked on a
regular basis, their Knightsmaail account. It is not advisable to forward the Knightsail account automatically

to another email account, as this may lead to delay®aeiving or delivery failure of messages.

Additionally, each student must have an-tqpdate emergency €nail address and cell phone number by which to

be reached in case of a crisis on campus. This contact information will be used only for emergposgg

Students must also ensure that permanent and mailing (local) addresses and telephone numbers are current with
the university at all times. Students can update their contact information onliftgs://my.ucf.edu
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HONOR YOURNIGHTHOOD

la  yS¢ |/ C adGdzRSydG @&2dz I NB NI ljéddandyeur KnighthGo?l i bXfokcéps da | 2 v ;
in regard tonew UCF students developing an understanding of the importance UCF places on subject matters

related to Academic IntegrityAlcohol Awareness, Sexual Assault, and Hazing Prevention. Through the completion

of four individual odine modules, UCF students will begin to demonstrate tenets associated with the UCF Creed of
Integrity, Scholarship, Community, Creativity, and ExeceleUCF is committed to student safety and success both

inside and outside the classroom.

Each module has a unique access date (when the module is available to take) and a unique deadline date for

completion. We encourage the completion of these fourifdividual modules prior to the designated deadlines

T2NJ S OK Y2Rdzf S® CIFAfdzNBE G2 02YLX SGS SIOK 2F GKS&aS Y2R
accountmid-semester which will prevent registration for future semesters. Access agatitines dates for the

current term are located at honor.sdes.ucf.edu/integrity.

Please visit the Honor Your Knighthood website honor.sdes.ucf.edu/ for more information.

STUDENT ACCESSIBILITY SERVICES

Studenswho are requesting accommodations for disabilities or other learning differences need to register with
the UCF Office of Student Accessibility Services. More information about the services offered and how to register
can be found on their websitettp://sas.sdes.ucf.edubr by calling 40823-2371. Their office is locatesh the

main campust 4000 Central Florida Blvd., Ferrell CommonsRoem 185, Orlando, F328160161.
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MY UCFnd the STUDENT CENTER

myUCHs an online personalized portahat is accessed with your NID and NID passwdiussecure site allows

you to view youtJCF account as well apdate some personal informatioriThrough theStudentCenter, you can
viewyour class schedulandgrades view HOLDS and TO DO LISTS (necessary items that require action), update
personal ifiormation, pull a fee invoicggay your tuitionview your Financial Aid status, accept/decline Financial
Aid awards, apply for graduation and request official transcripts

To access myUCF, go to the UCF home pageucf.eduy >UCF SIGN INmyUCFnd sign in using your NID and
NID passworar go tomy.ucf.edu

UCF STUDENT CENTER

Search UCF

Home Page Student Message Center Online Course Tools

» Academic Resources s Stndent Center

 Staff Applications
= Student Seif Sarvice

i Persenal Information .
* Holds & To Dos

i Student Records SEARCH FOR Cuasses |

G';:J‘f::lsc“::':'s a::‘r:n | @ You are not enrolled in classes. |
~ Application Status ol . ~ Holds
~ Geaduste Buletin Hhy Acagermicy cmoRnant sonsteg cb
- Graduate Catalog ! a Mo Holds.
- .;E’?Dﬁma" other sesdemic... ()
_ Graduate Studies Wehsite =bo{CIst
— Request Graduate . Mo To Do's.
Inematy
— Research Week
> International Students :7'?':“'"‘ ~ Enroliment Dates
Bl Admissi == Vs @ You have no outstanding charges at this

" Student Accounts Statement of Charges Erne.

" Financial Aid Tuition Payment Flan
b Housing 098 Te: Mansgement Due i P
— Student Center To View:
» Employee Seff Service Financial Aid
» Manager Self Service jal A Charges us= the View Your Account link.
 Faculty/Advisor Self Service Accept/Dedline Awards Tuition, Due Date, Deferments ws= Fee Invoice lnk.
i Repasting Tools Wimw Financial &id Bulletin
- Change my NID Password Wimw Financial Aid Status
- Update my Challenge Report Other Finandial Aid
Quesfions Dizbursement Details
- m=toome tage UCF Testhook Purchase Program
- LICF COM Home Pape Textbook Purchase Program Ogt In

contact Infarmation

Dermoarahic Data
Emergency Contact il
Narces Mailing Adress Permanent Address
FERPA/D Reestriction '
LICF Alert
Phone Numbers Emaill Addreszes
ather personal . |(3) 7 Nare

~ Undergraduate Admissions

Undergraduate Application Status

=t Information [ choose Graduate Form ~] @)
Aoply For Admizsmn Pattweys to Sucoess
Application Status My Scadermic=s
Feecord Chienge Reguest Status
Bulletin Board

Gragusts Funding
Thesis and Dissertation Stabus
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PARKING

Downtown OrlandoParking Parking is available in the 55 West Garage located nexttdabe EDC and is

available during your class hourgp to five hours forfour hour classes, and all day passes for all day courses)
Each class sessionlpa ticket as you drive fo the garage andhave it \alidated at the front deslbefore you leave
the building. You are responsible fowalidating your parkingeachclass day The ED@ availablefor study
sessions or other meetings but parking on those days will NOT be provided.

Since the Amway Centenisry close to the EDGome days/evenings the 55 West Garage may be full due to
ospecial everetparking On those days/nights, you maged to park in the Cearal Parking Garage, located at 55
W. Central Blvd. just a short block awayarking validation works the same way the 55 West Garage.

We willalert you todspecial everit days/evenings in advance each mosthyou carplan ahedl.

T T

53 West
Central

Parking
Garage

Open-
aired
etered

=2

Walkway

arking lot ::

City of
Orlando
Fire Dept.

Street | H

Hughey Ave.
Garland Ave.

Amway
Center

=2

Church| 4

55West  UCF

- " Parking
Station| H-

Garage

Orange Ave.

Washington Street

Lake Eola
Wall Street Plaza

Central Blvd.

Pine Street

Magnolia Ave
Rosalind Ave.
Lake Ave

Church Street
Jackson Street

South Street

Regional Campus ParkindgRegional campus parking rules vary by campus. For more information please contact

Mireya Cortes at Mireya.cortes@ucf.edu
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LAPTOPAPP&NdWIRELESS NETWORK/PRINTING

YOURAPTOP

New laptops will bgivento all students athe start of theprogram. These laptops are provided for your
coursework and meet the requirements of software and simulations used during the progsamnsoftware
required for a course will be provided, as needed, by the EDC artubWwil/Windows baseddease keep ts in

mind should you choose to use an alternate computer.

Once the laptop is handed over to you, it becomes your propéertyis means, students are responsible for any
repairs and replacement parts-or the protection of your laptop andoftware, we strongly encourage you to
download an antivirus program. The EDC is not liable for any damage, viruses, or malfunction of your computer
once you take ownershipWe also encourage you to review your rights and responsibilities concerninggdper

and ethical use of technology on campus by reading the UCF IT policies found here:

https://infosec.ucf.edu/policiesand-standards/

UCE APPS

After signing up on Knights Email ywill have an active ID. It will give you access to a sAppE including

Microsoft Word, Microsoft Excel and Microsoft PowerPaint.

To use UCF Apps on a computer running Windows or Mac OS:
1. Visithttp://my.apps.ucf.edu
2. Enter your NID and NID password
3. Install the Citrix Receiver client when prompted
4.

2 KSy G(KS Ayadlrtf Aa FAYAEKSRE

of the browser window
5. Start using your apps!
To use UCF Apps on your Android or iOS device:
1. Go to your device app store

2. Search for, download, and install the free Citrix Receiver app

3. Click add account and fill out the following information:
A Addressmy.apps.ucf.edu
A Username:Your NID
A PasswordYour NID Password
A Domain:net
4. Add the applications you need
5. Start using your apps!

puf
puj

0 K-Band-sid#t J A OF G A

Still having issues®urknowledge basavailable onvww.it.ucf.edu has all the information you need as well as
detailed instructions.Additionally, you can sit the Student Support Desk in Technology Comnuor®ntact the

UCF IT Support Center at 4823-5117.
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CONNECTING TO UCEF_ WPA2 WIRELESS NETWORK

First Time Setup
1 Sign on to UCF_WPA2 with your NID and NID password

Credentials:
Select thdUJCF_WPAZ2 network and sign on with your credentials.
f YourUsernameYourNID5 2 Vv Qi 1y 29 @2dzNJ bL5K
f Your Passwordrour NID Passwo@ 2 vV Qi 1 v 24 &29zN) bL5 LI aagz2NRK
1 Domain:NET
I OO0SLIi GKS a! RR
S adaNB (2 a

QEGSNYyLHE /1! w22ié YR GKS aLy/ 2YY;

ad o] I
Ge2N] Gl Ia atdzofAOéd

Tips:

Remove cached Credentiala shared computers.

Be sure your computer has the latest updates installed.
Removecredenials on shared computers.

The NID password expires every 60 days

=A =4 -4 =4

.S &dzNB (2 aSid ySidie2N] GeLsS a atdzofAiAdéd

UCF IT Support Center Main:
Hours: MF 7 a.m. to 1.m.
Phone: 4078235117
Email:itsupport@ucf.edu

Self Servicat.ucf.edu

WIRELESS PRINTING (Downtown Center Only)

Only Microsoft Word, Excel, PowerPoint and Adobe PDF files are accepted by this win@lesssystem
PrintersNames Executive Developmentis Lexmark MS81(5econd Floor)
Executive Developmer is Lexmark T652DRFirst Floor)

We recommend usinthternet Explorer 11 or Chrome browser
Always use UCF_WPA2 wireless network for printing. UCF_GUEST wireless w#itwotlkvork.
LT &2dz ySSR (2 NBaSikOKFIy3aS &2dz2NJ bL5 LI adag2NRE asSsS LI

1. Connect to WPA®ireless network.
2. Open a browser and go tatps:/print.ucf.edu.
3. Follow the prompt to enter your NID (Network ID) and NID password
4, { St SOG 42S06 tNAYyilGés GKSy a{dzomYAl | W205¢
5. Ly (KS a/2ftS3S 2yé. dzd D Bxacitivel DRVSIApH &ndr Exdcuitivie
Development Zorinter.
6. Enter number of copies and select LJ 2+ R 52 OdzySy iiaé
7. Drag and drop or browse to select the file for printing
8. StSOG a!LX2FR YR /2YLX SGS¢ 6220 LINPINBaa gAifft oS
9. When finished submitting print jobs, log out

Color printing i®nly available in the lobbffom the computer directly, not via wireless printing
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ACADEMI@ND CONDUMOLICIES

GRADNG POLICIES AND EXPECTATIONS

The university uses an alphabesigstem to identify student grades and other actions regarding student progress
The use of the plus/minus grading system is optional for profes3bis.system, with a grade point equivalent per
semester hour, is as follows:

Grade Points Per Grade Points Per
Grades Semester Hour of Cred Grades Semester Hour of Credit
A 4.00 C 2.00
A 3.75 G 1.75
B+ 3.25 D+ 1.25
B 3.00 D 1.00
B- 2.75 D- 0.75
C+ 2.25 F 0.00

Grades will be available onyUCFapproximately 12 weeksafter eachterm ends. The eact dateggradeswill be
availablecan be foundn the UCF Academic Calenttép://calendar.ucf.edu/ Please note thathe EDGwill not
have access to grades before they are availablengbCF

GPA honors such as Magna Cum Laude, Summa Cum Laude, and Cum Laude are not awarded at the graduate level
at UCF

Eacha i dzZRSy i Qa | OFRSYAO LINRPINBaa A4 NBOPASHGSR o6& 06020K GKS
each semester. Students who have not met conditions or restrictions of their admission may be prohibited from

further study in the program. Additi@lly, students who have not performed to academic standards of the program

or university will be placed on Probationary Status or Dismissed from the program. In accordance with the College

2F DN} Rdzr S {GdzRASaQ t 2t A OA SdardsiHor satistackoty ferforiafice ¥ koftinedzY  dzy A
graduate study, the College of Business graduate programs maintain the following requirements for all business
graduate students:

1 Students must maintain a GPA* of at least 3.0 or higher in order to mairggirar graduate student

status,receive financial assistance, and qualify for graduation.

{GdzRSyG&a FINB y20 LISNYAGGSR (2. 3SG Y2NB GKIy (62 al ¢

A course in which a student has received an unsatisfactory grade may be repeated; howévgrauiats

will be used in computing the GPA. The opportunity taalee courses is at the discretion of the College of

Businesslf approved, the student will pay their current credit hour graduate tuition rate which is based

on their current program of saly. They will also pay for any course materials.

1 A minimum grade of Bs required in the capstone course, MAN 6721 Applied Business Strategy and
Policy.

1 Students admitted on Restricted Admission due to earning <70% on admission modules must earn a
grade ofB or higher in all courses in their initial semester.

= =
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Grade Policy comparison Chart

GPA 3.0 minimum GPA<3.0 will be put 3.0 minimum GPA,; <3.0 will be put
on Academic Probation on Academic Probation

Academic Probation 9 credit hours of Academic Probatioc 9 credit hours of Academic Probatio

“D” and " I Unsatisfactory grade; Course may k Unsatisfactory grade; Cause for
repeated dismissal

“C” gradecsal EAYdzZY 2F ¢ ONB alEAYdzZY 2F ¢ ONB
usable towards degree program usable towards degree program;
more than 6 credit hours is cause fc

dismissal
Capstone Course A minimum grade of Bs required in
Grade the capstone course, MAN 6721
Restricted Admission B grades or higher in all courses in

the initial semester for students whc
earned <70% on admission module

ACADEMIC PERFORMANCE CONCERNS
For any academic performance concerns always speak with your professor. It is best to bring your concerns to
yourLINE FSadaz2NRa FdaGSydAaz2y a az22y +a LkaaiofSo

For grade disputes, students must follow the UCF Golden RuleeRailsdf grounds for an appeahd timeline
requirementsare outlined in the UCF Golden Rule student handbook, availablgoat/ goldenrule.sdes.ucf.eduy/
sectionUCF5.016 Student Academic Appeals

PROFESSIONAL CONDPQGIICY

Students are expected to adhere to the rules and regulations as stipulated by the University of Central Florida and
the College of Business Gradu@®egram handbook. Professionalism encompasses behaviors and qualities that
are expected of graduate busirestudents in both the academic setting and in the business wertafessional

conduct is expected and assessed from the time of program application forward.

Attendance, timeliness, and attire are all reflections of professionalism. In the assessmeofesspnalism,
AYAOaNHzZOG2NAE FYyR LINPINIY FRYAYAAGNI G2NR gAff O2yaARSNI S|
oral and written communication; language; meaningful engagement in all aspects of the program; and substantive
contribution toclass discussions. Students who are in violation of these behaviors will be counseled and reminded

of UCFCollege of Businegxpectationslf faculty or program administrators conclude that the student is not able

or willing to demonstrate an acceptabd¢andard of professionalisior if there is a epeated disregard or violation

of these behaviorsitg A f £ f SIR (G2 RAaYAdaalft FNRBY (KS LINPINIYD {2YS
professional demeanor is measured are below.

1 Civility:Students are expeted to behave in a respectful and courteous manner to instructors, fellow students,
guest speakers, college and university administrators, EDC staff, and othstati(Fxamples of respectful
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behavior includebut are not limited tg modulated tone of wice; professional language that avoids
inappropriate, vulgar, or foul expressions; maintaining control of emotions and avoiding threatening or
odzf f @Ay3 O0SKIFGA2NRT NBALISOG F2N) 20KSNEQ LISNBR2YFf &LJ C
distracting and disruptive behaviors while on campus (EDC or other UCF campuses), in hallways and in
classrooms; and a generally civil demeanor.
f Attendance:Students arerequired 2 I GG Sy R SI OK f SO0Gdz2NE yR O2YLX & gAGK
as statedn the course syllabus.
f TimelinessStudents are expected to regularly arrivceOf | a4 2y GAYS IyR (2 O02YLX @& 6A
tardiness policy as stated in the course syllabus.
1 Use of Technologyhe use of computers, cell phones, or electraiggices during class that are unrelated to
course activities oare not permitted by instructors (i.e., web searches, IMs, etc.)
1 Use of Electronic Medid&s per Florida Lavg ©34.03) it is illegal to audio or video record any interaction with
another indvidual without their explicit consent. This includes lectures, meetings with instructors, meetings
with fellow students, or any situation involving EDC staff or UCF personnel.
1 Professional AttireBusiness casualressthat include pants, khakis, dressidh, skirts, dresses, and jeans free
of rips/tears/fraying that are neat and clea8tudents should avoidothes that are revealing (plunging
necklines, tank tops, open midriffs, short skirts/shorts, sheer fabrics); offensih@ts; sweatpants, leggys,
workout clothes; thongs/fligflops/Croelike sandals; and overpowering perfumes/cologtiest can be
distracting or annoying to others.
1 Guest Speakers / Presentatiofograns at the EDGften invites guest speakers from the local business
community.Students in the program must demonstrate professional conduct, respect, and appreciation for
GKSaS LINPTSaaArz2ylfaQ R2ylIGA2y 2F GKSANJI GAYS G2 SyNROFf
to arrive to class on time and be attentive as ansdfjappreciation for their time. Professional business attire
is required when guest speakers are present.

PROBATION AND DISMISSAL POLICY AND PROCESS

Probationary Status igraduate businesgrograms means that the student is at risk (academic, priadess, or
ethical) within the program. A student cannot graduate frargraduate businegzrogram while on probationary
status.

A student may be placed gwobation if any of the following occur:

f  Academic Probatior: SNJ / 2f £ S3S 2F DN} RdzZl 6S {GdzRASEAQ LRtAOET A
required 3.00, the student will have 9 credit hours to bring the GPA above a 3.00 in order to have the
Academic Probation removed. Students will receive notice in writorg the College of Graduate
Studies.
1 Conduct ProbationAny minor violation of the aforementioned professional conduct expectations. The
severity of violation will be determined by the procedures outlined in the following section.

Conduct Violation Rocess:

1. If aviolation of a conduct policy occurs, it will be reported to the Associate Dean. This will be submitted in
writing and shared with the Director of the EDC.
2. Graduate Busined@rogram Director (currently Associate Dean of Faculty, Researcigraddate
Programs) will evaluate the matter and determine an appropriate course of action ranging froitten
waningli 2 O2y @SyAy3 (GKS aladSNRa t NRPINIYimmEdakeSs / 2YYAl
dismissal based on the egregiousness of théatimn.
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conduct and recommend appropriate action based on the severity of violation up to and including
program dismissal.

A student may be dismissed if grof the following occur:

The following may be grounds for dismissal from éimy graduate busineggograms.

T wSOSA@GAY3a | a5¢ 2NJ aCé¢ 3INIRS Ay I O2dzNAS tAaiSR
summarily dismissed from the prograamthat time.
T CFEAtdzZNBE (2 | OKAS@®S xodn Dt! FFGSNI ¢ ONBRAG K2 dz2NA

a

27

T wSOSA@GAY3I Y2NB GKIYy ¢ ONBRAG K2dz2NE 2F a/ ¢ 3IANI RSaod 9

program.

1 Students on Restricted Admission due to earning <70% on admission modules that do not achieve a grade
of B or higher in all courses in thetial semester will be dismissed.

1 CheatingThisincludes plagiarizing of materials from previously published sources or previously
submitted course assignments. Students will not discuss the content of written or oral examinations until

clearedtodoso® G KS O2dzNAS AyadNHzOG2 N { SSRulbshferflyct. wdzf S

1 Unprofessional behavior: Behavior that is inconsistent withékpectedprofessionalism or failure to
correct unprofessional behavior as defined by @BA Graduate Pragmshandbook is grounds for
dismissal from therogram. This includes failure to attend classes or excessive unexcused absences, or
repeated lateness.

*all references to GPA refers Graduate Status Grade Point Average. A graduate status GPA wilatexdzdsed
on the graduate courses taken at UCF since admission into each degree or certificate program. See UCF Graduate
Catalog for more informatiorhttp://catalog.ucf.edu/content.php?catoid=4&navoid=201#gradgstem

TRANSFER COURSE POLICY

Any credits taken prior to the term of admission to a graduate program and used to satisfy specific program
requirements are considered graduate transfer credits. The decisiagdept transfer credit is based in part on
the type of degree program a student is enrolled in avitktherthe courses are deemed equivalent to what is
being offered at UCF.

All transfer credit should be finalized by the end of the first term of progeanoliment. The University and the

College of Business allow a maximum of 9 credits hours for transfer. Only grdelugter higher courses may be
accepted as transfer credits. Only courses with a grade-tfotehighercanbe transferred into a prograrof

study. Only courses that are no more than seven years old at the time the degree is conferred may be transferred,
unless part of an earned graduate or professional degree.

To have a course considered for transfer credit the student must first pravid# course syllabus and official
transcripts showing the grade earned. The course syllabus is sent to the appropriate academic department for
review and determination if the course is equivalent to the level taught at UCF.

If approved, the request iat to the Director of Admissions for the Graduate Programs Office for final
consideration.
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GENERAL POLICIES

CLASS ATTENDANCE

It is up to the discretion of each faculty member to set class attendance pol\tiesxpect that all of our

students will attendon timeand actively participate in every clagdowever, if you do need to miss a class, please
be sure to:

1 Email your faulty members letting them know of your absence, in advance when possible.
1 Let your study team members know as well, asking them to share notes and get handouts for you.
i Strive not to miss more than 2 classes in any given course in a semester.

Ifanabse®S &K2dzZ R 200dzNJ 2y |y SEFY RFGST AdG A& GKS addRSyld
makeup exam.Please be advised that not all faculty allow maigeexamsEDC staff are available to administer
and proctor makeup exams duringthe®/ Qa NXB I dzf | NJ 2 LISNF GAy 3 K2 dzZNR

Excessive absences may impact final grades and attendance policies are often included on a courselgyllabus.
work relocation, family emergencies, or other significant life changes occur during enroliment thatpréitlude
your regular attendance in class, please contact Mireya Cortdsdya.cortes@ucf.edy or Becky Wagoner
(rebecca.wagoner@ucf.eduas soon as possible to discuss possible options for alternate program or course
completion.

RELIGIOUS OBSERVANCES

It is the policy of the University of Central Florida to reasopalscommodate the religious observances, practices
and beliefs of individualsegardingadmissions, class attendance and the scheduling of examinations and work
assignments. A student who desires to observe a religious holy day of his or her religlonsustinotify all of his

or her instructors and will be excused from classes to observe the religious holy day.

The student will be held responsible for any material covered during the exalmsahce butvill be permitted a
reasonable amount of time toomplete any missed work. Where practicable, major examinations, major
assignments and university ceremonies will not be scheduled on a major religious holy day.

Students who are absent from academic activities because of religious observances wéllpsoistized. A
student who believes that he or she has been unreasonably denied an educational benefit due to his or her
religious belief or practices may seek redress under the Student Grievance Procedure, locatedatddreRule

USE OF PORTABLE IDE®

The use of portable devices in classltgnately at the discretion of the faculty or instructor. The EDC supports

SFOK FI Odztf 18Qa RSOA&AA2Y F2N 6KIFIiG Aa o06Said Ay GKSANI 26y
portable devices in the classroom.

1 Laptops are acceptable forkimg notes and participating in course simulations or research. The faculty
retains the right to request, at any time, that you close your laptop and refrain from use.

1 Cellphones should be turned off or put on silent during class time. If you are exgpactiurgent phone
call during class, alert the professor in advance that you may need to step outside the classroom to accept
the call.

1 Voice recording devices should not be used unless permission is obtained in advance from the faculty or
instructor. All lectures and course informaticare considered the intellectual property of the faculty
presenting.

i Cellphone, arbud, or headphone use during exais not allowed.

9 Video recording is not allowed unless permission is obtained in advance from the faculty
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WITHDRAWL FROMYOUR PROGRAM

Because of the cohort nature of our programs, withdrawing from your program will have an impact on the class as
a whole andyour individual team.It is a serious decision that should be made only after caosmsideration of

all presented options. If you find yourself in this situation,reguire that you meet Mireya Cortes
(mireya.cortes@ucf.eduto discuss your optionsThere may be alternatives to simply withdrawing from the

program and you need to know all available alternatives before making a final dedisiafter reviewing all your
options you decide to withdraw, wequire a written notification of your withdrawal before the withdrawal can be
processed. The formal notification of withdrawal should be sent to Becky Wagoner at
(Rebecca.wagoner@ucf.efu

WEATHERLERTS and CAMPUS CLOSURE ALERTS

The EDC follows the lead of the UCF Main campuadfiliated regional campus partnarhen deciding to cancel a
class due to campus closurd.the UCF Main campus is closed for any reason, an announcement will be posted o
the UCF homepag&ww.ucf.edu For regional campus closures, please check with the affiliated regional campus
partner@ website.

You can sign up to receive alerts from UCF on MyW@g://my.ucf.edu via text message or email.

1 UCF Downtown students:
Follows UCF Main Campus/ UCF Downtown (when officially open)
http://www.ucf.edu
407-235-3901

1 Sanford/Lake Mary students:
Follows Seminole State College
https://www.seminolestate.edu/
407-708-2471

I Valencia West Students:
Follows Valencia College, West Campus
http://valenciacollege.edu/west/
407-299500

ACADEMIC SUPPORND TEAMS

COURSE REGISTRATION

All course registration is handled by the EDC staff. If you ever need to drop or withdraw from a course, please
contact Becky Wagonétebecca.wagoner@ucf.edor Mireya Cortes allireya.cortes@ucf.edBEFORE doing so
We follow the university deadline for drops and withdraws (foundvetw.calendar.ucf.edy and the related
university tuition policies related (found attp://studentaccounts.ucf.edu/registratiofuition-assessment).
Dropping or withdrawing from a course can negatively affect your financial aid or status in the program.

COURSE SYLLABI, SOFTWARE and CASES

Course syllabisoftwareand caseswill be provided no later than the first day of each coursgé the request of
some professors, cases and readings are distributed as needed during the course.
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TEAMS

Students are asghed to new teams each term. (An exception to this might be reattiester projects which require
teams to remain the same for more than one term). The teams are the same for all courses within that term. The
EDC will assign the teams each term andnwilify students one approximately week before classes begin.

The size of the teamaaries depending on the overall class siz¢/ R G KS LINR F S aTeanblddeés LINBFSNBy
established usingeveralcriteria includingbut not limited to,undergraduate majarob function,years of

experience, faculty specific requests, and past team formatibeams change each sesstorgiveeach student

the opportunityto work withas manyclassmate as possibldy the end of the program. This addsthe program
learningexperience and broadening networking possibilities.

We encourage students to draw upon the strengthshafir team members to function effectively as a team.
Individual teammemberrequestsare notnormallyaccommodatedIf you discwer any effectiveness issues in your
team, bring thsup to your faculty members as early as possiid refer to the course syllabus for teamwork
related information Your facultyare the appropriate personto help your teams seek resolutisto any issie,
referring issues to the EDEXecutive Directoonly ifnecessary.In the rare case that a team switch is made, the
switch will be made across classes.

Faculty membersnayincorporate individual performance grades withgams Students grade eadbther on their
O2yNROGdziA2ya (2 LINRP2SOGKkGSEHYKINRIzZLI LISNF 2 N IPe&3Er 6 KA OK
NBFSNI G2 GSIFOK FIOdzAf GeQa aetftlodza F2NJ Y2NB AYyF2NXIGAZ2Y.

WEBCOURSES

Some of your faculty will us&/ebcoursesan online course platform that organizes class communications, allows
for collecting, storing, and grading assignmenritsallows students to tractheir performance and offers a shortcut
G2 !/ CcQa 2Wdbdoyfseds HsbrafétledNBadW / | &/4&hd can beaccessd throughmy.ucf.eduunder
0KS WhytAyS / 2ndeNBEISJUT 2R 6 a@2 09! ACJ { LDb LbQ odziG2y

If you are new tdNebcourseswe recommend you view this short video on usiigbcourses:
https://online.ucf.edu/support/webcourses/other/studentour/

To acces§Vebcourses

Goto https://webcourses.ucf.edu

Log in using your NID amnlDPassword.

Hover overCoursesor Courses & Groupat the top of the window.
Select the course or group you wish to access.

e N .

If you have difficulty accessing Webcourses, conBartky Wagoner atbecca.wagoner@ucf.egior go to
http://online.ucf.edu/support/webcairses/other/login/.

LIBRARY
http://library.ucf.edu/

The UCF Library offers a tremendous amount of resources for research and |learctingsacademic journals,
magazines, and database®l/e encourage you to explore and utilize its offerings when doing assignments for
courses.The library can be accessedlioe when on a UCF campusremotely by using your NID and NID
password. Access your UCF library account lete/library.ucf.edu/my-account/.
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A listing of popular business databases and resources can be fointigh:dtyuides.ucf.edu/BusinessEach

database holds different tymof information. For example, Business Source Premier contains mostly articles,
journals, and periodicals while NetAdvantage contains current industry and business summaries. Be sure to try
different options when doing research.

Students have free acce$o the UCF library as long as they are an active student.

BLOOMBERG TERMINALS (Downtown Center Only)

Bloomberg is an dime database that provides retime historic trading data, analytics and research, and s1éav
global financial marketd’he markés include but are not limited tQ government securities, corporate securities,
mortgage, moneymarket, indices, currency, commodities and equitiBsoomberg is a proprietary database that
offers students the experience to analyze réaie data andbuild quantitative and qualitative skills for making
strategic financial decisions.

The UCF EDC Hasir Bloomberg terminals providing our students with the most widely used stétbe-art
global financial databaséncorporating Bloomberg research inthe course syllabus and the level of Bloomberg
terminal use will be at the discretion of each faculty member.

Logging in and logging out of the Bloomberg Terminals
1. Login to the computer using your NID and NID password.
2. Click on the Bloomberg icon (two black and green computer screens) to open the Bloomberg terminal
access
3. Logging into the Bloomberg terminal:
a. NEW USERS:
i. Tocreate alogin, clickonthe link tretys, W/ NBI S | bS¢ [23TAYyQ | yR 1
prompts. This login will be your permanent Bloomberg login used to log into any
Bloomberg terminal.
1. Question: Who are you creating this for? Answer: myself
2. Question: Have you ever been a Bloomberg terminal bsésre? Answer: no
3. Username: create a unique usernarniéafter you enter it the square turns
red, then that username is already in use and you need to pick another
one. The square will stay gold if the username is available.
4. Company phone: use your cpamy or personal phone number
5. Personal phone: use your personal phone
6. Company email: use your knights email account
b. RETURNING USER: use your previously created/existing username and login.
4. Logging out of the Bloomberg termindNDthe computer:

a. Step 1:Double click anywhere on the screen, which will pull up several small Bloomberg
windows./ f 248 2dzi 60t AO01 GUKS a-¢ Ay GKS dzLILISNI NRA3IK
all the Bloomberg windows.

Step 2: Click on the start menu and log outhef computer.

Bloomberg Certification

Bloomberg Market Concept8MC) is an eigHtour selfpaced elearning course that provides a visual

introduction to the financial markets. BMC consistSour modulesc Economics, Currencies, Fixed Income and
Equites¢ woven together from Bloomberg data, news, analytics and television. By taking BMC, learners familiarize
themselves with the industry standard service through four heavily interconnected modules.
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FINANCIALS

DEPOSIT

1. PayYour DepositStudentsmaypay theirinitial program deposit, also referred to as a grayment,to
hold their seain theirprogram ¢ KA & RSL}2aAd Aa RSRdzO(G SARtufaNB Y GKS TFAN
payments are paid directly to UCF.

Tuition for each session is due by the UCF Payment Deadline for eachwvtaai,is always the second
Friday after classes begin (see/w.calendar.ucf.edyy UCF accepts checks, MasterCard, Discover and
AmericanExpress. UCF doest accept VISA. Students paying with a credit card will be charged a 2%
convenience fee. Payments made after the UCF Payment Deadline will be assessed a $100.00 late
payment fee. Payments can be made througiucf.edu.

For more iflormation onacceptable UCF payment methods,tgo
http://www.studentaccounts.ucf.edu/Pymt _Method.cfm

2. Deferring Your Deposit

To defer your program deposit follow the steps below. ¥wst have 100% financial support from one of
the following to receive a deposit deferral. You will receive email confirmation of a deposit deferral once
you submit all required documents. For questions regarding deposit deferrals contact Becky Wdgoner a
Rebecca.wagoner@ucf.edu

VA Benefits
1. Provide a copy of your Certificate of Eligibility to Becky Wagoner at
Rebecca.wagoner@ucf.ediResources to obtain Certificate of Eligibility and VA assistance:
a. Go tohttps://benefits.va.gov/gibill/for more information on benefits and eligibility
requirements.
b. UCF Veterans Academic Resource Center (VARE323@707 or
http://varc.sdes.ucf.edu/benefits

Company Sponsorship/Third Party Billing
1. Submit a Third party sponsorship lettexs an attachment in an emad tpbilling@ucf.edu or fax
to 407823c n T c P { S SProcédires@®KCoMgfaie Sponsorskip F2 NI g KI (v
included in your letter.
2. If you are approved for Third Party billing, you will receive a confirmation efrailvard this
confirmation emailto Becky Wagoner aRebecca.wagoner@ucf.edu

w
w»
¢
QX

Financial Aid*
Financial Aid can be a cumbersome, timely process. To allow for time to process your deposit
deferral, complete ALL Financial Atéps by the dates listed belovAll deposit deferrals for
Financial Aid will be considered ‘pending’ unti/l
account. If Financial Aid is not posted to your student account by the deposit due date, you must
pay your deposit or forfeit your seat in the program.

1 For summer program starts (classes start in May), complete deferral procédayly.

91 For fall program starts (classes start in August), complete deferral procéssgiongt15.
1 For spring program starts (classes start in January) complete deferral process by December 1
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Referto attachment Fi nanci ng and toRcamplete alrequi@gpRinancial Aid
steps.

Receive yolLoan Award NotificationLoan Award Notifications amailedto first-time UCF
students ande-mailedto continuing UCF students via their UCF Knights Email account.
Accept your loan award Log into MyUCF >Student Self Service > Financial Aid> Accept/Decline
Awards> click on the appropriate aid year to view it> read instructions and click on the
Accept/Decline boxes as needed> click Submit when complete. Go to
www.finaid.ucf.edu/loans/adrfor more details and a picture watkrough of this process.

Email Becky Wagoner &ebecca.wagoner@ucf.edo notify her you have accepted your aid
so shecan verify it on your account.Your loan award amount will be posted on your student
account and show as estimated financial aid. You will receive a confirmation email that your
deposit has been deferred.

*PMBA FULITIME STUDENTS also requireRirect PLUS Loan for Graduatedgnts, which is a

credit based loan, to cover 100% of their tuition. A deposit deferral will not be awarded unless you
have both a Federal Stafford Loan and a AND a Direct PLUSHailaw the additional steps below

to complete your deposit deferral requestMore information about Grad PLUS Loans can be found
at www.finaid.ucf.edu/typesof-aid/gradplus

1. Apply for a Direct PLUS Loan for Graduate studentsiat.studentloans.gov
2. Once you apply, you will receive notification if you qualify. Screen shot/print/email/photograph

your approval and send Becky Wagoiat Rebecca.wagoner@ucf.edu

FELFPAY OPTIN
1. Pay in full by the payment deadline. Pay online with a credit cardcbeek through my.ucf.edu >

Student Self Service > Student Accounts > Fee Invoicemafoalso mail a check or money orders to:
UCF Student Account Services, Attn: Payment Processing, P.O. Box 160115, Orlando,-61132816

Students not receiving Financial Aid, VA benefitthiod-party payments can sign up for the UCF Payment
Plan. The UCF Payment Plan is-pa®ment plan in which students pay $15e&noroll andpay only 50% of

their total tuition bill by the regular payment deadline, thereby avoiding the $100 late payment fee and
being dropped from classes. The student pays the remaining 50% by the Payment Plan deadline shown
on their Fee Invoice. For more dnfation, go to

http://www.studentaccounts.ucf.edu/Payment_Plan.pdf.

Questions? Contact Becky Wagoner at-28%-3914 or rebecca.wagoner@ucf.edu.
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FINANCIAL Al@inaid.ucf.edu)

Tuition deferment is automatic when receiving Financial Aid, up to gamount of your financial aid awardThe
amount of estimated financial aid available for deferment can be found on the fee involestiagated Financial
Aid Defermenbr on your student account asnticipated Aid

Apply for Financial Aid each academicry@ee more details below iectionl).
Check Student Account for amountAiticipated Aiceach term
Accept, reduce or decline your loan award through my.ucfealch term
Accepting financial aid will automatically defer your paymentdlie® until funds are dispersed
UCF will deduct tuition balan@kiefrom Financial Aid. Any remaining Financiall?&gond the balance
duewill be refunded to student
a. You can select either a check refund or direct deposit through my.ucf.edu
b. Make sure your miing address is current if you are receiving a check refund
6. Pay any tuition balance not covered by Financial Aid by the UCF Payment Deadline
a. Payments made past the deadline will be assessed a $100.00 late fee
b. Deadline can be found atww.calendar.ucf.edu
7. Disbursement of financial aid begins th¥ @eek of the term and continues throughout the termfter
your tuition is paid, any remaining financial aid will be processed as a refund.
8. Monitor youraccount to make sure the disbursement occurs and there are nRD®waiting to be
completed.

oM

Financial Aid questions€ontact Amethyst (Amy) Castro at 4823-5392 oramethyst.castro@ucf.edu

How to apply for Financial Aid
If you plan to use Financial Aid we strongly recommend yooptete a FAFSA application at the same time
you complete an admissions applicatiofhe online FAFSA is availabd@uary leach year and can be found
at www.finaid.ucf.edu/applyingUse UCF school co883954 and complete a new FAFSA application each
academic year. The academic yegaludesfall, spring and summerOnce you have completed your FAFSA
application and it has been processed please do the following:

1. Complete your UCFo-Do Listimy.ucf.edi). Monitor yourTo Do Listor any new items that need to be
completed, as an incomplefeo Do Listan hold up loan award processingoan Award Notifications
are mailed tdfirst-time UCF students=mail Award Notifications are sent teontinuing UCF students
via their UCF Knights Email account only, as are all other notificatiorisur loan award amount will
be posted on your student account.

2. You mustaccept, reduce or declin®ur loan award befie it can be disbursed. Go to
www.finaid.ucf.edu/loans/adr.htmfor details.

3. Firsttime award recipients must complete the required onlidaster Promissory Notéorm and the
online Loan Entrance Counselirigformation session Check youifo Do Lisshortly after you accept
your loan for these items.

Financial Aid questions€ontact Amethyst (Amy) Castro at 4823-5392 oramethyst.castro@ucf.edu

Financial Aid Satisfactory Academic Progr&sgicy
UCH-inancial Aidequiresstudents to complete 70% of all credit hawattempted including accepted transfer
hours and students musheet a 3.0 cumulative GPA with graduateurs.Studentswho do not earn 70% of
all credit hours attempted will be placed on financial aid warning for the next term/semeétehe end of
the following semester, the student must meet the 70% standard or aid will be canceled for future terms until
the studenteither meets the standards or the student has an appeal approved putting them on academic
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probation with an academic plan on file demonstrating the requirements for the student to get back on track
towards graduation.

1  Successful completion is defined asréag a grade of A, B, C, D or S. (A grade of "D" is accefdable
financial aidonly).

1

1 Please note that all unsuccessful grades will count towards gtbeimpted hours and will not count

towards your completion ratio.

1 Students on probation must meet standards each term as assigned by the Satisfactory Academic
Progress Probation Policy

Withdrawing from a Course and it&ffect on Future Financial Aid

Per the policy irsectionll, withdrawal from a course could affect your ability to get financial aid in future
terms, even if you transfer to a different cohort or program at UCF. Please consulméthyst (Amy)
Castro at 408235392 oramethyst.castro@ucf.edfor exact details on your eligibility after withdrawal.

VETERANS BENEFITS

1.
2.

3.

Apply for Veterans éhefits at beginning of program.

At least e month prior to start of program visit the UCF Veteranad&mic Resource Center (VARC) in
person to complete funding proces$his must be done evergemester

Certify credit hours with VARC office by the end of the first week of classbstermto receive benefits.
This must be done by the end of the first week of classes to receive benefits and for tuition deferment
to be applied.

Receiving VA benefits wadlitomatically defer your payment deadline until funds are dispersed.
Disbursement of benefits begins after the term begins in order of the date of Certification, so CERTIFY
your hours early!

UCF will deduct tuition balance from Veterans Benefits award

Chek Student Account for any balance due and pay by the VA Deferral Payment Deadline (payments
made past the deadline will be assessed a $100.00 late fee).

Questions? Contact VARC at-@23-2707 orhttp://varc.sdes.ucf.edu/benefits

Contact the UCF Veterans Academic Resource Center (VARCB2BARYD7 orhttp://varc.sdes.ucf.edu/benefits
for UCF requirements. Go ltp://gibill.va.govfor more information on benefits and eligibility requirements and
complete needed paperwork to apply.
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COMPANY REIMBURSMENT

Sincemostcompany reimbursementormally takes place after a term is completed, and tuition is due at the
beginning of the term, we strongly recommend students apply for Financial Aid if you are unablepayskeif the
UCF Payment Deadline.
The procedure outlined below is a sample gedurefor company reimbursementCheck with your company to
reviewthe company reimbursement policy and speak witsur companyHR representative if you have questions.

1. Pay UCF tuition by the payment deadline.

2. Obtain necessary documents required by yoampany for reimbursement (for example: payment

receipt, grades, proof of enrollment)
3.  Submit requireddocumentsaccording to your company reimbursement procedures.
4. Receive reimbursement from your company.

Questions to keep in mind when usi@@mpany Reimbursement/Corporate Sponsorship:

1 How much of my program will be covered, or what is &maual dollar limit?
1 Are text books included as part of your total tuition allotment?
91 Isthere a deadline to turn in paperwork before a class beginster iifends, to receive reimbursement?
1  Will the company pay for a course, or reimburse you, before or after you complete a course?
1 What grade must you earn to be reimbursed?
1 Are there financial repercussions if you drop out of the program before you ketenip; or you drop out
of a class before you complete it?
1 Do you have to remain employed with your company for a period of time after completing your degree?
1 Ca you claim any education expenses on your taxes?
1 Are any of your benefits considered taxable fringe benefits? For more tax information go to:

www.irs.gov/uac/TaxBenefitsfor-Education:information-Center

Questions?Contact Becky Wagoner at 42353914 orrebecca.wagoner@ucf.edu

COMPANYSPONSORSHIP/THIRD PARTY BILLING

If an employer is paying00%of tuition, the employer may contact UCF Students Accounts to set up direct
payment or Third Party Billintp the university. The university will only allow company direct pay if 100% of the
tuition is paid by the employer

1. The student must submit ahird Party Sponsorship lettexach termspecific to that ternprior to the
payment deadlineto set up direct payments to the university through UCF Student Accolagment
deadlines can be found on the Academic Calendaittat//calendar.ucf.edu/ The Third Party Sponsorship
letter serves as a promissory note between the sponsor and UCK. reserves the sole right to accept or
reject any ThirdParty Sponsor request.

What needs to be included in a Third Party Sponsorship letter?
a. hNBFYyAT FdA2ykall2yazNnRa ylYSE | RRNBS&aaz LK2yS
b. Billing department information
c. {GdzRSyiQa ylIrYS FyR !/ C L5 ydzyoSNJ
d. The academic term
e. List of authorized/approved courses fitrat term
f.  Sponsorship amount (tuition and fees for that term)
g
h

{LRyaz2NRa NBFdzyR LRfAOASE aKdspzZ R GKS aGdzRSy
u K

{LRy&da2NDa NBadNROGA2YEAS AT lyes 2y gKI

2. Submit a letter as an attachment in an emaikpdilling@ucf.edwr fax to 407823-6476.
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3. Upon receiving the lettetlUCF Student Accounts will submit an invoice to the Third Party Sponsor for the
authorized tuitionamount and defer the tuition payment for up to 60 days to allow time for the Third Party
sponsor to remit payment. When a Thikdirty Sponsorship has been approved, payment for courses by
the sponsor is required regardless of whether or not the studembgietes the course and without
consideration of the grade.

Questions?Contact Student Accounts Third Party Billingpailling@ucf.edu

The student is ultimately responsible for payment of any tuition and feggaid by the Third Party Sponsor and
may be placed on Financial Hold until paid. TRiesity Sponsored students are subject to late payment penalties
if the ThirdParty Sponsor does not pay within the allotted time, and will be responsible for the¢atimn tuition

if the ThirdParty Sponsor does not paif.a student receives financial aid or other sources of funding, the student
may be eligible for a refund of any excess funding.

If your employer pays more than $5,250 for educational benefitydorduring the year, you must generally pay

tax on the amount over $5,250. Your employer should include in your wages (F@ba¥ 1) the amount that

82dz Ydzaald AyOftdzRS Ay AyO2YSo C2NJ AYIljdZANRSEa LI SIF&asS O2y il
department.

REFUND POLICY

The EDC follows university policy regarding re&ind
1 FULL REFUND: Last dagrtup for full term refund is 5 business days after the first day of classes

1 25% REFUND: Last day to withdraw for 25% term rafhaveeksafter the first day of classes
1 0% REFUND: 100% of term tuition is owed for withdrawals beyond 4 weeks after the first day of
classes
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LHOLARSHIPS

Scholarships are awarddxdised oracademic criteria and/or any combination of academics, financial need,
campus/community activities, leadership positions and work experies@folarships are designed to reward,
encourage and assist students in pursuing academic excellence and lepdeishi

Students can find a list of general scholarships through the UCF Office of Student Financial Assistance at
http://finaid.ucf.edu/scholarships/index.html Click on the scholarship fopglication instructions.

Students can also find scholarships through the Colle@sinesspecific to an area of specialization.
If a student meets the basic criteria for a College of Business scholarship, the schalppdicition linkwill
automaticallyshowup in the Student Center on myUCF

| o pid cshehom x

€ 0 A Bhte myufedupon P RO EMILTNES IR D A M

© ALadamic Resources

 Slalf Agalicalions f -

= SidenLSel Serce Add Scholarship Application
- Persanal Inormation
: ::'g:ﬁ;;g”;s Step 1ol 2 AJd Scaolership Apalizaben- Ch
b Graduate Students The stholarships sfed below relude onlyhas
 Intemnafonal Sudenls oKy A (21073 Ents 30 88 i
& Undergratusie Admissions
© Stufenmaccaunts
b Financial 419 ¥au° sehularstin eligibi %
= Sehelarship Appiicaton

- Hrs Page
Housing
Cenlr
494 Salf Saniice

ager Salr Sanicg
& FacultiAduisor Self Service:
> REpORNNTo0ls

ohic o ane ual e becedd
13,04 sraderric I2sel and 0ve1s 1G24 Please
eorlctan aeademic 324sorngourcol232 ¢ 2dgreSs rpauestons cr toneetns regaiting

To learn more about each scholarshgo,to the College of Business home pagev(v.business.ucf.edu> About
Our College > Scholarships. Search under the individual departments to locate more details on the scholarship.
Details provided include award valuetigibility criteria and requied application information.

Toview available scholarshé@ndapply forthem, you must log intany.ucf.eduusing your NID and NID password.
Go to the Student Self Service Portebcholarship ApplicatiomHome Page > Add Scholarship Applicatidn
personal statement (500 word max) and resume is required for all scholarship submissions

DISCOUNTS

Early Application Discount

The earlyapplicationdiscount is a ondime tuition discount given to students who appb a programwith a
complete applicatiorby the early application deadlineThis discount cannot be combined with any other discount
offered by the EDC includinigut not limited to, the alumni referral discount and the state or UCF employee
discount.The value of the discount is $1400 for EMBA,GRL#r PMBA, and $1000 for PMSM or PMR#E will be

R20dzYSyd SR Ay GKS & iR Gistaud will He Sppled foi theystOd Cf S (FiASKLition & SY S & G S

costs

Early Application Deadlines

Fall program start: April 1

Sping program start: September 1
Summer program startJanuary 1
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Alumni Referral Discount

The alumni referral discount is a ofiee tuition discount given to students who are referred by EDC program

alumni. This discount cannot be combined with any other discount offered by the EDC including but not limited to

the earlyapplicationdiscount ad the state or UCF employee discouittie value of the discount is $1400 for

EMBA, $100 for PMBA, and $1000 for PMSMorPMIRER gAff 0SS R20dzYSyGdSR Ay (GKS af
The discount is applied to the final session of the program

A referral or recommendation for an applicant must be received from the alumni in writing befodefhesit due
date. Emails are the preferred method for the referral and can b& $& Robin Hofler atobin.hdfler@ucf.edu

UCF or State Employee Discount Policy

The EDC will offer a flat discount to UCF or State employees at the rate of $2000 for aacim #2000 for each
spring term, and $1,250 for each summer term. This discount will be oféereld tem as long as the student
remains employed by the state or UGet in one lump sunirhis discount cannot be combined with any other
discount available includingut not limited to, the early admission discount or the alumni referral discount.

Toreceive the discounttadents mustfill out the EDC Employee Discount form astitain asupervisof) sigrature
every semester.The form is returned to Becky Wagonerrabecca.wagoner@ucf.edwefore the firstday of class
each and every sessiao qualify for that semester's tuition discount

We will accept up to two students who qualify for an employee discount per camatthose students identified
as receiving the discount will be notified in their acceptance letter

The EDC will report the discount, a reash fringe benefit, to Student Accounts and payroll services each
semester. The current tax free educationakhefits for graduate level coursework (section 127, IRS code) is

$5,250. The values of the benefits in excess of $5,250 will be taxed at the supplemental tax rate of 25% for federal
withholding plus the appropriate social security and Medicare tax rate.

For more information on tax implications, please contact your tax consultant.

EVALUATIONS

COURSE EVALUATIONS

Course Evaluations are conducted ha#fy through each session and at the conclusion of each course via
anonymous and confidential online sungeyThese survey results are compiled and relayed to the EDC, faculty
members teaching the course, and department Chairpersons as a means to provide constructive feedback
regarding the instruction of the coursdll endof-course evaluation feedback is hprovided to faculty members
and their DepartmentChairs until after final grades are submitted.

PROGRAM EVALUATIONS

Program surveys are conducted at the beginning and end of your program by our Executive MBA Council partner,
Percept Research. These surveys evaluate and collect data regarding all elements of your experience including
your program selection processespgram administration, coursework, job promotions and projections, and

much more. These online surveys aremnymous and confidential. The EDC will alert you when to expect these
survey requests in your Knights email inbox. We appreciate all feedbac&nwreceive as we strive to

continuously improve.
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Student Concerns

The EDGsupports arespectful and proactive approach to conflict resolution. Informal, open communication with
students, faculty and EDC administration fostersusture of courtesy, mutual understanding, compromise, and
tolerance.

| HAVE A PROBLEM, WHERE DO | GO?

Student Support

Team

Executive

Director

STUDBT SUPPORIEAM

The EDC is committed to providing the best customer service to our students. Our administrative staff understand
the unique requirements of busy, fully employed profession&i&e provideadditionalservices to help you keep
your focus on your coursework.

Student Support Serviced the EDC means the administrative burden from registration to graduation is shifted
from the student to the EDC as much as possible. Our staff will:

1 Register you for ckses, purchase and deliver yoon-textbook course materials, and provide

incoming students with a laptop computer.

Have a staff member osite during classes for logistical, safety and parking support.

Listen to insights andonicerns regarding EDC prograrg,appointment only.
Note: This does not mean the EDBan find a solution foall concernsDecisions are based on
f23Aa0A0Ff YR FAYIYyOALf O2yaAiARSNIGA2ya FyR 6KS
Vision and Valug page 5 of this handbook.

f
f

Guide you through graduation logistics
Guide you through International Residency logistiesIBA only)
Cater your breakfast and snacks (EMBA only)

= =4 =4
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Student Support Team Sphere of Influence

Mireya Cortes Rebecca (Becky) Wagoner:

ProgramLiaison Officer Associate Director, Operations

mireya.cortes@ucf.edu rebecca.wagoner@ucf.edu

407-2353912 407-235-3914

w IBi§e Course Materials, Copié Catering w / 2dz2NBES wSIAAGNI GAZ2Y
Assistance w 9 @I f dzl -fEddBhBémesien) A R

w DNIRdzZE GA2YKLYUGSNYFGA2Y|w CAYyLFYyOAFf vdzSadAazya
Assistance w .dZAfRAY3I hLISNI A2y a

w /flaa { OKSRdzZ Sa w CAylFf DNIRS wSLR2NIAYS3
wClass Materials w ! OFRSYAO ! RRK5NRLIE 2 A(K
Student SupporfTeam Frequently Asked Questions

1.1 don’'t want/need par king v alCndgetaitwtiondiscaumtNgh€ i ssued

EDC is unable to offer tuition discounts.

2. My parking validation, EDC issued computer, textbook, etc., was lost, stolen or abducted by aliens, can |
get a replacement?No, the EDC is unable to offer replacements for incurred expenses.

3. When wil | get my course syllabiPaculty are generally the masters of their course. While the EDC
encourages faculty to have syllabi prepared at least a week prior to the start of class, the requirement is
that it be prepared by the first day of class.

4. When will I get mynon-textbook course materialsThe EDC provides course materials on or by the first
day of class. Faculty requesting peading are to provide that material to students at least ameek
prior to the first class (e.g. PDF, email link, etc.)

5. When will | know my team for next semesterPeam assignments are shared with student approximately
one (1) week before the semester begins.

6. When will | get my gradesPaculty have until the university deadline noted on the UCF academic
calendar to sulnit grades. The EDC encourages faculty to report grades within two (2) weeks of the end
of classGrades will be posted on my.ucf.edu.

7.  Will | bedismissedfrom my programfor academic reasordThe College of Graduate Studjgaces
studentson academic mbationwhen their GPA drops below a 3.0. The student then has the next 9
hours to raise their GPA to a 3.0 or they can be dismissed. The College of Busipdssnissa student
if they receive more than gradesbelowa B;. Students are still expecteto pay student loans for
unfinished programs.

8. Where and when can | get my 1098T for taxedl8T information is available on the UCF Student
Accounts Websitenttp://www.studentaccounts.ucf.edu/

9. When will | receive my diploma® will be mailed & to ten weeks after commencement.

10. How do | get my official transcriptsRequest official transcripts herkttp://registrar.ucf.edu/transcript
request
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FACULTY

Faculty Sphere of Influence

1 Course structure, teaching style, grading system, grades, etc. (Academic Freedom)
1 In-Class Student Condugrofessionalism, group relations, academic integrity concerns)

Contact Information:Consultyou¥ I Odzf G Q& &aeffl oA
Faculty Frequently Asked Questions

1. What do I do if | have a team member who is not contributintf3ou discover any effectiveness issues in
your team, bring this up to your faculty member as early as possible and refer to the course syllabus for
teamwork related information.Your facultyis authorized by the EDC to help your teams seek resolutions
to any issue, referring issues to the EDC Executive Director only if necessary.

2. lam going to miss a test or exam, can | take a malp® It is up to your faculty whether a makg exam
is allowal. In all attendance circumstances, contact you faculty as soon as possible and ask for available
options. If permitted, the EDC will proctor makg exams during regular business hours.

3. Whatdo I do if | think | will miss more than 2 classes in anyegi semesterFirst, review you faculty
syllabi for attendance rules and discuss with your professoFagulty do have discretion regarding
FGGSYRFYOS LR2tAOASE YR Al A& GKS addzRRSyiQa NBalLRya
classes/tests W their faculty.

If work relocation, family emergencies, or other significant life changes occur during enrollment that
will preclude your regular attendance in class and impact your final grade, please contact Becky
Wagoner (ebecca.wagoner@ucf.eduor Mireya Cortes flireya.cortes@ucf.ed)) as soon as possible
to discuss possible options for alternate program or course completion.

4. What do | do if | disagree with my gradePleaserefer to Page 2bf this handbook, Academic
Performance Concerns.

EXECUTIVE DIRECTOR

Executive Academic DirectarSphere of Influence
w t SNBIFaA@GS addzRSy il 02y GtédNdfteamcdhdua ibsuesISNE A 2GSy G dzy
w CI OdzAf Gé 'aardyySyiaackcCl Odz e ! OFRSYAO vdzSadtAazya
w LYF2NN¥If | DRdSion§ & 2F CIF Odz (@&

Contact Information

Dr.Darrell Johnson

Assistant Dean Undergraduate Studies

Executive DirectQrEDC College of Businégiministration
darrell.johnson@ucf.edu

407-235-3904
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Executive Director Frequently Asked Questions

1. 1would prefer to have a different faculty member, is there anything | can d¥8, faculty assignments
are atthe discretion of theEDCExecutive Directoand Academic Department Chaif®nce a faculty
assignment is made, little to no schedule leeway exists for adjustmdiits.Executive Director is happy
to hear feedback on whether a faculty member is a gabdd adjustments can be made for subsequent
semesters.

2. What do | do if | have a team member who is not contributindf?you discover any effectiveness issues
in your team, bring this up to your faculty member as early as possible and refer to the course syllabus for
teamwork related information.Your faculty is authorized by the EDC to help your teams seek resolutions
to any issue, referring issues to the EDC Executive Director only if necessary.

Once referred tahe EDC Executive Directdine Executive Directowill look closely to see whether
students fulfilled their duty to:

Behave ira manner that fosters effective team functioning.

9YO NI OS SIOK aSaaizyQa tdarhshldteNsSinilaizéang yetweeh sefeszR Sy (1 a 6
is a random coincidence)

1 Avoid requesting tearmember changes after teams have been announdeayisticdl this is

challenging as the EDC typically servd® &ohorts at any one time, representing hundreds of

students in multiple locationsMoreover, requests to change team members in your workplaces are

rarely granted.Cohortmates should strive to motate study teams to high performance.

f
f

NOTEThe Dean of the College of Business does not hear EDC complaints or grievances made directly from
students Sending such complaints to the Dean can create a potential conflict of interest for the Dean, who is
charged with hearing CF Golden Rutgievances on appeal. Instead, students should avail themselves of the
options listed in this procedure.
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COMMENCEMENT

A Commencemen€eremonyis held on the main UCF campus at the end of each term. Commencement is
considered an optional event.

Intent to Graduate: The Intent to Graduate Form serves as your confirmatibcommencement attendance and
as arequest to issue your diploma at the completion of your program. The EDC will send out a reminder when this
form is due.

Rental of CommencemerRegalia The University requirgthat eachstudent order theirrented commencement
regalia online Commencement Regalia fees are not included in your program fees, so plan to pay this separately.
Students complete a release form allowidgetED Qo pick up regalia from the main campus prior to

commencement and deliver to the EDC for distributidfter commencement, tsidents will be required to return

their rented regalia to the UCF Main Campus Bookstore

ProfessionaPortraits: During the final session tffie program, the EDC makes arrangementsaphotographer
to take complimentaryrofessionabortraits of each student, as well as a grqumto. We hold these
photoshootsat the site whereclassesneet, during free time before or between classes.

Graduation Dinner:Just prior to graduationthe EDQiostsa complimentarygraduationdinner for thestudent
and a guest.The EDC will send out a formal invitation at that time.

GPA honors such as Magna Cum Laude, Summa Cum Laude, and Cum Laude are not awarded at¢heghdua
of study at UCF.
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EMBA INTERNATIONAL RESIDENCY (EMBA only)

GEB 6365 International Business Analysis EMBA Residency

The Executive MBA includes a mandatory International Residency (IR) thatlfstiays as part of the

International Business Analysis courgeis trip occurs in the second fall semester of the program, and is typically
scheduled sometime late Septemhtermid-October. Each UCEMBAcohort selectgheir internationalresidency
destinationfrom alistof i K I (i s&tBp-in&kationalresidencyprograms/locations.During thesecondterm in

the program,the cohortwill narrowthe optionsto their final locationchoiceby participatingin a seriesof
discussiongand surveysegardingprosand consf eachtrip locationspecificto internationalbusiness,sample
itineraries,and courseobjectives. The exact dates of the trip are determinagproximately 6 months in advance.

Excused absences from the IR are only permitted by theEEBEuUtiveDirector and GEB 6365 faculty member if
extremely extenuating circumstances arise such as VISA prohibitions or impending childhhinbse eventsan
alternative assignment will be required.

Includedwith the UCFEMBAInternational Residency

Extensive business visits

Companytours

Hotelstayduringresidency

Culturalexcursions

Welcomeandfarewellreceptions

Cohortdinners

Localtransportation

Most mealsor per diem

Internaltravel/airfare (if travelingto a different city/country withinthe residency)

Theinternational residencydoesnot includeinternational airfare from the USo and from residency
destination, extendedpersonalhotel stay or hotel amenities Optional excursions or extended stays can be
F NN y3ISR G GKS aGdzRRSyidQa SELSyaSo

The IR is designddr EMBA students and is &ducational experiencech in company visits and associated
discussions Stucents may choose to bringne guest/spouse at an additional expensé&.guestshould be age1

or older and may not be able to participate in all the tours or company site visits with the studemsefore,a
guestshould be comfortable being on their omin a foreign country for periods of time during the tridultiple
guests and minors are not permitted during the dates of the International Residency and will not be facilitated
through the EDC.
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FACULTY

Faculty Teaching in the 202820 SchooYear

Allen, Darryl
Bennett, Rebecca
Crossley, Craig
Hebeler, Robert
Hofler, Richard
Kozlowski, Keri
Resch, Peter
White, Ken
Whiting, Steve
Whyte, Ann Marie
Yayla Kullu, Muge

*subject to change
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CONTACT INFORMATION

Dr. Darrell Johnson
Assistant DeatUndergraduate Studies

Executive Director, EDC College of Business Administration

darrell.johnson@ucf.edu
407-235-3904

Rebecca (Becky) Wagoner
EDCAssociate Director, Operations
rebecca.wagoner@ucf.edu
407-2353914

Amy Castro

UCF Financial Aid
amethyst.castro@ucf.edu
407-8235392

Robin Hofler

EDCAssociate DirectoDegreePrograms
Robin.hofler@ucf.edu

407-235-3913

Facebook.com/UCFExecutiveDevelopmentCeante

Mireya Cortes

EDCProgram Liaison Officer
mireya.cortes@ucf.edu
edcliaison@ucf.edu
407-235-3912

Bethany Glassbrenner

UCF Veterans Academic Resource Center
Bethany.glassbrenner@ucf.edu
407-823-2392

EDCFront Desk:407-235-3901
Fax: 4074317-7717

LinkedIn Group: UCF Executive Development Center

Twitter: @UCFExecEd
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