PREREQUISITE KNOWLEDGE
We realize that you are fully engaged in your current job and that your free time is truly precious.  However, as the Army-Baylor program is both rigorous and very intense, taking time to do some advance work now will save you an immense amount of midnight oil in the year to come.

Every year our students highlight five areas that consume a disproportionate amount of their time.  Of these, three are enabling skills that many students do not possess at the requisite level upon arrival, and two are specific quantitative courses.  A deficit in foundational skills contributes to student stress as well as detracting from the time available for both academics and any semblance of a personal or family life.   This document therefore serves as a resource to assist in your advance preparations.  Please take it seriously and use it to conduct an objective self-assessment.  Spending a few hours a week between now and June shoring up weaknesses will pay tremendous dividends once you begin the program. 

Enabling Skill 1: Graduate level writing and critical reading

This is often a sore spot, but the truth is many officers do not write well.  Few of them though, have had to confront the problem as many colleges have given up (and now accept poor work) and the military emphasizes brevity over grammar and composition.  As a result, it is increasingly common for students to complete an undergraduate (or graduate) degree without anyone pointing out that they are poor writers.  In recent years we’ve found that 30% or more of each incoming class writes in awkward and disjointed sentence fragments.  Our philosophy, however, is that leaders must be able to communicate their ideas effectively.  Well-written products are therefore required throughout the program and advance preparation is definitely worth your consideration.  A useful tool toward that end is Write for College: A Student's Handbook, by Sebranek, Kemper and Meyer.  The text is available from Amazon.com for $17.75 plus shipping.  You may also find the following web site valuable: http://webster.commnet.edu/grammar/index.htm 

Reading proficiency is another vital skill in graduate education.  Many students who struggle in our program do so because of difficulty with the volume and complexity of reading assignments.  Many also read without full comprehension, failing to “weigh evidence, evaluate arguments and make sound judgments” concerning the limitations of an author’s position.  Instead, they accept whatever they see in print and fail to make key linkages to other academic material and life experiences.  An excellent article detailing this issue is available at http://www.bookmagazine.com/issue24/literacy.shtml.  In preparation for classes here we suggest you aggressively “ramp up” your professional reading.  At a minimum, you should select several involved journal articles a week and practice critical reading.  What are the author's main points?  Are they substantiated with fact rather than opinion?  Are there logic flaws in the author's argument or a bias evident in his or her position?  Is the article consistent with the work of others? 
 

Specific language arts skills to concentrate on over the next few months include:

1.
Proper spelling and rules of grammar (number, tense, person, mood, parts of speech), sentence structure, capitaliza​tion, punctuation, abbreviations and contractions, paragraph structure (topic sentence, unity, coherence, transition), and rules of general composition and syntax.

2.
Rules of speech, pronunciation, and diction for oral presentations.

3. Efficient study habits, i.e., backward planning from due dates of major course requirements, time

      management, organization of material, and concentration.
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4. Logical thought process - the scientific method.

5.   Reading speed of 600 - 800 words per minute with a comprehension level of 90% for non-technical

      material.

6.
Library skills to include: familiarity with library systems of cataloging material, use of periodical indi​ces, Federal Repository library systems, reference card catalogs, and computer search services (e.g. use of Medline).

7.
Ability to plan, organize and conduct a thorough literature review on a selected topic (for exam​ple, review articles in journals such as Journal of Hospital and Health Services Administration). 

Enabling Skill 2: EXCEL
In today's environment leaders often lack the support staff their predecessors relied upon.  That means managerial analysis and problem solving often takes place on the administrator's (or resident's) desk.  Spreadsheets are a powerful tool in conducting such analysis, and the use of EXCEL will be emphasized during your quantitative courses. 


Enabling Skill 3: American Psychological Association (APA) format

Most of your written assignments will be submitted in APA format as required by many professional journals.  Until you have become familiar with APA, formatting papers will add multiple hours to the time required for each of them. There are multiple web sites with free APA reference material.  Two that you might begin with are: http://www.wooster.edu/psychology/apa-crib.html (general rules) and http://www.lib.usm.edu/~instruct/guides/apa.html (citing references).

Quantitative Course 1: Statistics

Many students find statistics to be the most challenging course in the first semester.  Contributing factors include learning a new language, dealing with notation to represent concepts, and learning the Statistical Package for the Social Sciences (SPSS) program.  Much of that work is best left until you are enrolled in the course.  There is however, an excellent online resource to help you with the basic concepts and language of statistics.  We strongly recommend you visit http://www.statsoftinc.com.  Once there, click on the Electronic Statistics Textbook and work through the Elementary Concepts and Basic Statistics.  These instructive modules use interesting healthcare examples and will ease your transition into statistics considerably.  Two cautionary notes:  (1) work beyond the first two modules is less applicable to course material, and (2) do not purchase the StatSoft software available through the site, as you will not use it during the program.

Specific statistical skills to concentrate on over the next few months include:

1.
Statistical Notation

 
a.  Subscripted Variables (X1, X2, . . . Xn)

 
b.  Summation Operations (( )

2.
Populations versus Samples

3.
Measures of Central Tendency (mean, median, mode)

4.
Measures of Dispersion (range, variance, standard deviation)

5.
Tabular Data Displays (frequency distribution, relative frequency distribution, cumulative frequency  distribution)

6.  Graphical Data Displays (bar or line graph, histogram)

7. Normal Probability Curve (z-scores, normal probability calculations involving the standard normal probability distribution)

Students should have a conceptual knowledge (possibly requiring considerable reinforcement during the early portion of the course) of:

1.
Sampling Distributions

2.
Standard Error of the Mean

3.
Central Limit Theorem

4.
Interval Estimates (confidence intervals) of a Single Population Mean

5.
Null and Alternate Hypotheses

6.
Type I and Type II Error, Level of Significance (alpha)

7.
Hypothesis Test for a Single Population Mean (t-test)

Quantitative Course 2: Accounting

For many students Financial and Managerial Accounting are the most demanding courses during the year.  Any advance work you do in EXCEL will pay big dividends in this spreadsheet-based course.  Your homework and (more importantly) exams may be accomplished longhand or using a calculator.  However, the difference in demands on your time is profound.  In dealing with problems of real-world complexity, 4-12 hours is not unusual using manual modes.  In contrast, the same analysis can be accomplished in 1-3 hours using EXCEL.

Mastering the language of accounting is a second stumbling block that can be removed through a little advance work. For a very readable yet instructive reference we recommend A Review of the Essentials of Accounting, 7th ed., edited by David Schwarzkopf.  This text is available through Amazon.com for $26.40 plus approximately $9 in shipping.  This will also be a supplemental text for the course so your purchase will serve two purposes.

Minimizing these challenges will free you to concentrate on the tools and mechanics of accounting, thereby resulting in a more valuable (and lower stress) experience.   

Optional Preparation: 

Some students may feel overwhelmed when pursuing numerous topics and skills simultaneously; all of which may be new to the student, but not necessarily to his or her peers.  For students without recent academic exposure, a review of the following disciplines is encouraged:

Mathematics
1.
Operations with fractions and decimal equivalents, positive and negative exponents, scientific notation, basic algebra, functions and equations.

2.
Sets, set symbols, set operations (intersections, unions, complemen​tary sets), and Venn Diagrams.

3.
Independent and dependent variables, linear functions, slope, inter​cept, and graphing techniques.

Economics
The student should be comfortable with basic economic terms and concept such as:

1.  Supply and Demand

2.  Market Equilibrium

 
3.  Law of Diminishing Returns

4.  Marginal Utility

5.  Economy of Scale

6.  Competition

Computers and Calculators:

A portable laptop computer will be provided to each student (on a hand receipt) during the didactic year.  Students may use them in the class​room and at home.  Computers will be turned back to the program at the end of the didactic year.  The following software will be loaded on the laptops: Windows, MS Office (Word/ Excel/ Power Point), SPSS, Outlook, and Netscape.  Students should arrive with proficiency in these programs and basic computer applications such as e-mail. 

Students will be required to use a calculator during several of the quantita​tively oriented courses.  However, students should wait until arrival to purchase a calculator so that instruction can be geared to the same calculator for all students.
Please Note: The program is far more difficult for students who attempt to learn EXCEL while taking five demanding courses.  Your year will be much less stressful if you arrive competent in basic skills such as formatting cells, manipulating sheets, inputting equations, graphing and using Function Wizard.  We strongly encourage you to work through the basic and intermediate tutorials available online through computer-based training.  Equivalent CD-ROM tutorials are readily available from a number of sources.  A copy of the EXCEL 2000 CD runs about $50 plus postage.
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