Communication 332_092
Business Communication 

Fall 2009
General Information:

Instructor: 

Myra Whittemore

Office:


Suite 208 Randolph Hall
Office Hours:

2:00 – 5:00 Monday and Wednesday, or by appointment

Office Phone:

953-7526
E-mail:


whittemorem@cofc.edu 
Required Materials:

Ober, S.. Contemporary Business Communication (7th ed.). Boston: Houghton Mifflin.

The Career Center’s Guide for Career Planning.
Folder for portfolio materials.
Additional resources as provided via Web CT, email or in-class handouts. 

Course Description

Busines Communication is designed to meet the essential communication needs of students and working professionals in business fields. The course covers issues of purpose and style while allowing students plenty of focused practice with short writing exercises. 

Business writing is a form of communication, a type of conversation, an interactive process that involves writers and readers who respond to one another. In fact, business writings are documents that use description and explanation in order to persuade readers to take action. Consequently, effective writers in the business world must have:

· a clear understanding of the subject matter 

· a thorough awareness of the intended audience(s) 

· a strong mastery of the required business writing forms 

The course is organized to cover the purposes and styles of business writing and to offer students a variety of focused writing exercises structured around scenarios or actual work situations. The class gives students an opportunity to learn and apply both writing and critical thinking skills. Students will develop resumes; write memos, letters, and electronic messages; work collaboratively on class projects and assignments; prepare and present a business proposal; and engage in editing, revising, and evaluating business writings. Work will be graded on a portfolio system where revision will be rewarded. Because this class meets once a week and large amounts of material will be covered in each session, attendance is absolutely mandatory. 
Your work in this class should be professional in every sense of the word.  In other words, spelling, grammar, overall presentation, on-time delivery, etc., etc. is of the utmost importance.
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All assignments should be saved extensively (I would recommend saving it in two ways just to be safe—e.g., a jump drive and email it to yourself).  This class and its assignments should be treated as a "real job."  "Real Managers" don't have time to hear excuses about your printer not working, or your disk mysteriously losing your work.  Further, saving the assignments will make for much easier work when you hand in your final portfolio, which is a compilation of all your work in the course.

Some assignments require you to turn in a rough draft of your work.  It is very important that you treat this as a true rough draft and not something thrown together at the last moment.  Shoddy rough drafts will negatively affect your grade.  This requirement is in your best interest as neither your peers nor I can help you improve if your rough draft is not well-thought out work.
Honor Code and Academic Integrity
Lying, cheating, attempted cheating, and plagiarism are violations of our Honor Code that, when identified, are investigated.  Each incident will be examined to determine the degree of deception involved.

Incidents where the instructor determines the student’s actions are clearly related more to a misunderstanding will handled by the instructor.  A written intervention designed to help prevent the student from repeating the error will be given to the student.  The intervention, submitted by form and signed by both the instructor and the student will be forwarded to the Dean of Students and placed in the student’s file.   

Cases of suspected academic dishonesty will be reported directly by the instructor and/or others having knowledge of the incident to the Dean of Students.  A student found responsible by the Honor Board for academic dishonesty will receive a XF in the course, indicating failure of the course due to academic dishonesty.  This grade will appear on the student’s transcript for two years after which the student may petition for the X to be expunged.  The student may also be placed on disciplinary probation, suspended (temporary removal) or expelled (permanent removal) from the College by the Honor Board. 

Students should be aware that unauthorized collaboration--working together without permission-- is a form of cheating.  Unless the instructor specifies that students can work together on an assignment and/or test, no collaboration is permitted.   Other forms of cheating include possessing or using an unauthorized study aid (such as a PDA), copying from others’ exams, fabricating data, and giving unauthorized assistance.

Research conducted and/or papers written for other classes cannot be used in whole or in part for any assignment in this class without obtaining prior permission from the instructor.  

Students can find the complete Honor Code and all related processes in the Student Handbook at http://www.cofc.edu/studentaffairs/general_info/studenthandbook.html.
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Written Work

 Grammar, spelling, format, punctuation, etc. all count toward your grade (especially in this class!).  Please follow the format instructions for all assignments.  In general, please type, double-space, and staple all out-of-class assignments. 
All written assignments will be turned in as a portfolio of work at the end of the semester. If all graded assignments lower than an A are submitted with revised, corrected versions, 20 points will be added to your final grade.
Email – use your Edisto account 

Class announcements will be posted via students’ Edisto email accounts. Some course materials such as Powerpoints and supplemental reading will be provided by email as well. 
Late Work

 Late work is not accepted unless under what I deem to be extreme circumstances.  A letter grade will be subtracted for each business day an assignment is late. 

This class is about Business Communication.  Treat this class accordingly and meet your deadlines.

Class Atmosphere

 The classroom must be a safe and supportive environment for people of various levels of experience and knowledge of business communication, and each individual contributes to that atmosphere.  

Please be courteous of your instructor and classmates. All computer monitors or electronic devices are to remain OFF until you are instructed to use them.

You are encouraged to ask questions when you have them, or talk to me after class or during office hours.  Please do not hesitate to make an appointment if you have a class during my office hours.
Special Needs

 Students with disabilities and other special needs should feel free to contact me privately if there are services or adaptations which can be made to accommodate specific needs. 

	Assignment 
	Possible Points
	My Points

	Grammar Quiz 
	50
	

	Writing Quiz
	50
	

	Presentations Quiz
	50
	

	Cover letter 
	60
	

	Resume
	60
	

	Oral presentation 1: Interview
	50
	

	Business Proposal Memo
	50
	

	Graphs
	60
	

	Bad news Email + Memo
	50
	

	Audience analysis email
	50
	

	Routine claim letter
	50
	

	Persuasive letter
	50
	

	Press Release
	50
	

	Business Proposal
	100
	

	Short report: memo
	40
	

	Short report: oral presentation 2,  
pseudo-impromptu
	40
	

	Oral presentation 3: 
Business Proposal
	100
	

	Class participation
	20
	

	Portfolio revisions
	20
	

	
	
	

	
	
	

	Total:
	1000
	

	
	
	

	
	
	


Grading Scale:

A

950 - 1000 points

A-

900- 940

B+

870 - 890

B

820 - 860 

B-

800 - 810

C+

790 - 770 

C

720 - 760 

C-

700 - 710 

D+

670 - 690 

D

630 - 660 

D-

610 - 620 

F

600 and Below 
***Please Note:  Your final points earned will translate into your FINAL GRADE.  I feel that I give you the benefit of the doubt throughout the semester; therefore, where the final points place you is the grade you earn, e.g., 857 is a B, not a B+ (don't forget that portfolio revisions = 20 points--it is easy to see how those points could swing a grade in your favor!)
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	DATE
	Class
	Homework

	
9/3
	
Conceptual Overview

Business Ethics
How would you respond?

Collaborative Work
Groups discuss Ethical Dilemmas on p 70: Prepare a response and share with the class. 

Critical Thinking
	

Chapters 1 and 2 for quiz. 

Review Language Arts Basics, pp. 477-513 for Grammar Quiz on the 17th.

Read Chapter 12.

Develop resume rough draft. (See Collaborative section of next week’s class.)


	
9/10
	
Quiz on homework reading.

 Discussion Ch. 12 – Career Planning/ Resume, Cover Letter, 



Collaborative Work
Exchange resumes. Offer suggestions for revision according to the checklist on p. 446 and in the Career Planning Guide.

Select interview partners and identify interviewee’s prospective workplace.
	
Finish resume and cover letter. Submit no later than start of next class.

Application Letter project. 
See text p. 468, #3. Use pp. 447-451 for guidelines. Go online for research.


 Review Language Arts Basics, pp. 477-513 for Grammar Quiz

	
9/17
	
Resume and cover letter due in hard copy – no later than start of class.

Grammar Quiz


Conduct Interviews (Oral presentation 1) 
Group A

	
Read Chapters 3 and 4.


	
9/24
 
	
Discussion on homework reading. 
(Writing Process, Style and Readability) 
Conduct Interviews  (Oral presentation 1)
Group B 

Business Proposal assignment will be explained.

Discussion: Routine Communication:
 Rhetorical Approaches for Business


Collaborative Work: In groups of 2 or 3, do exercises 8 and 9, p. 132. Submit with all names included.

	
Submit Audience Analysis Email. Includes Exercises 1 and 2, p. 130

Read Chapter 5 and 6.

Submit memo (Email attachment as a Word document) discussing your Business Proposal topic.

	
10/1
 
	(Audience Analysis Email and Business proposal memos due by start of class.)
Rhetorical Approach and Readability

Collaborative Work:
Exercise #10, p. 209.

Work in groups of 3 or 4. Submit via email with all names included.
	
Submit via email:
 
1 - Routine Claim letter, 
Ex. 12 OR 13, p. 210.
2- Critical Thinking: Compose memo describing the decision process for how and why you said what you did in the message.

Read Chapters 7 and 8.


	
10/8
 
	Group Discussion

Oral Presentation assignment will be explained. 

Video and Discussion: Methods of Persuasion, Bad News Messages


Individual Work:
1. Bad News, Exercise 2, p. 284.  and 
2. Persuasive letter, Ex. 11, p. 249.


	Group work: 
1-Develop ideas for business proposal. 

2-Discuss presentation strategies. 
3-Create action schedule for completing the tasks.

Submit via email :
Bad News, Ex. 20, p. 290. 
1- Compose bad news message. 

2- Critical Thinking: Compose memo describing the decision process for how and why you said what you did in the message.

Email these as an attachment.

Read Chapter 9.

	
10/15
 
	
Discussion: A thousand words
Graphic Expression of Data: Tables, charts, graphs, images

Individual Task*
Exercise 12, p. 331 

*Amendment to text instructions: Use 3 bags; develop 2 graphic displays. Submit assignments via email.
	Read Chapter 10.

Tables/Graphs:
1- Construct tables and graphs that pertain to your business proposal. 
2-Critical Thinking: Write a paragraph for each graphic describing why you chose it and what it demonstrates.

Submit hard copy of drafts beginning of class on 10/22.

	
10/22
 
	
Discussion
Types of Reports and Writing the Report – components and organization

Collaborative Work: Short Report
Exercise #7, p.379: 
Presentations in last hour of class.

Submit memo via email. All names included. 
	
*Ex. 12, p.381 re: Career Choices. Submit as email attachment.

*10  points EXTRA CREDIT: Revise and submit your resume suited to the assignment.



	
10/29
 
	
Video & Discussion: Making Business Presentations
Collaborative Work
Develop organization and content of Business Proposals
	
Read Ch.11. 

Outline oral presentation of your business proposal.
Submit hard copy of outline at beginning of class on 11/5.

Review for Presentations Quiz


	
11/5
 
	
Presentations Quiz


Group Discussion: 
Organizing Presentations and Preparing Visual Aids 

Collaborative Work
Work on visual components of presentation. (Graphs, Charts, Slides, Headings sequences)
	
Prepare for Oral presentation; Bring Portfolio materials.
Those who have yet to present need to continue to practice.

Everyone needs to be finalizing Business Proposals with your group and Portfolios on your own.

Bring copies or your written assignments to class for peer-editing on 12/3.

	
11/12
 
	
Oral Presentations
Wear appropriate business attire.
	

	
11/19
 
	
Oral Presentations 
Wear appropriate business attire.
	

	
12/3
 
	
Discussion: Post-mortems and Portfolios

 Portfolio peer revision workshop
-bring all prior assignments to class.
	    Complete your final revisions on   
    your portfolios.  

	
12/10
 
	 
 Business Proposals and Portfolios due
	   Congratulations, you’re finished!


*Depending upon the size of the class, interviews may be scheduled during two class periods, thus requiring an adjustment to the class schedule.

Note: This syllabus is subject to change at the discretion of the instructor.
