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CATALOG COURSE DESCRIPTION:  The student examines the methods, protocol, and appropriateness of various forms of communication for business decision making, which include written, oral, networking, teleconferencing, e-mail, and other modern methods of communication that are required in today’s business world.  The course should include all types of communications the student needs to operate in the national and international aspects of business, including sales promotion and financial promotions, as well as computer networking within the business structure.

REQUIRED TEXTS:   Business Communication, Process & Product, 4th edition, Mary Ellen Guffey; South Western Publishing, 2000, ISBN# 0-324-11452-4.

INCOMING COMPETENCY OF STUDENTS EXPECTED BY INSTRUCTOR: 

A student participating in this course is expected to write, conceptualize, and verbalize at a level commensurate with graduate level education; to explore, and challenge the basic assumptions about business management; have the initiative to participate in a wide range of experiential and practical exercises in communication.

COURSE STATEMENT OF OBJECTIVES:  

After completing this course the student will be able to:
· Prepare various forms (written or oral) of communication for decision-making.

· Prepare and present effective Presentations using PowerPoint or equivalent.

· Understand when to use teleconferencing and video conferencing.

· Understand how to use the Internet and Intranet for communication.

· Determine the most effective method in specific business situations

· Demonstrate understanding and skill in the choice of electronic communication resources.

SUGGESTED SUPPLEMENTAL READINGS: 

· Current information in business communication and technology.
· Students are expected to keep abreast of the current trends in articles that pertain to this course and report orally and in writing.  Specific assigned may be made in class by the Instructor  
SCHEDULE OF REQUIRED READINGS, CLASS PREPARATIONS AND ASSIGNMENTS, LECTURES, DISCUSSIONS, STUDENT PRESENTATIONS, AND EXAMS:

All cases and problems should be completed before class and handed in at the end of the class period they are due.  Late submissions after the class discussion will lose 15 points for each class they are late.  

	WEEK 1 
	PREPARATION FOR CLASS:  Read Chapter 1. 
CLASSROOM DISCUSSION TOPICS:  Introduction; course overview; communicating at work  

	WEEK 2 
	PREPARATION FOR CLASS:  Read Chapters 2-4. 
CLASSROOM DISCUSSION TOPICS:  Group-team communication; non-verbal communication; cross-cultural communication; reports  

	WEEK 3 
	PREPARATION FOR CLASS:  Read Chapters 5-7  
CLASSROOM DISCUSSION TOPICS:  Routine business message writing and revising; reports  

	WEEK 4 
	PREPARATION FOR CLASS:  Read Chapters 8 & 9 
CLASSROOM DISCUSSION TOPICS:  Routine e-mail, letters, and good-will messages; reports  

	WEEK 5
	PREPARATION FOR CLASS:  Midterm; Chapters 10 & 11 
CLASSROOM DISCUSSION TOPICS:  Midterm; persuasive, sales, and negative messages; reports  

	WEEK 6
	PREPARATION FOR CLASS:  Read Chapters 12 & 13   
CLASSROOM DISCUSSION TOPICS:  Preparing, organizing, and writing business reports; reports  

	WEEK 7
	PREPARATION FOR CLASS:  Read Chapter 14  
CLASSROOM DISCUSSION TOPICS: Proposals and Formal Reports; reports  

	WEEK 8
	PREPARATION FOR CLASS:  Read Chapters 15 & 16   
CLASSROOM DISCUSSION TOPICS:  Speaking Skills and Employment Communication; reports  

	WEEK 9
	PREPARATION FOR CLASS:  Complete Executive Presentations    
CLASSROOM DISCUSSION TOPICS:  Final exam; presentations  


RESEARCH REQUIREMENTS:  

Short research reports: You will give two reports on current topics relating to business communication and technology. Information sources include newspaper, internet, and periodicals.  Each report will include a written summary of the information and your reaction to/opinion of the information and its relevance. You will also lead a 10-15 minute class discussion on the information. 
Power point presentation: You will prepare and deliver a 15-20 minute power point presentation on a business topic of your choice. A copy of your slides and other support material must be submitted at the time of your presentation. Your presentation will be video taped. Bring a VHS tape to class.
Participation: Your participation grade is based on attendance, completion of class exercises and contribution to class discussion. Since participation cannot be made up, attendance is key to your grade.

Additional assignments: weekly writing assignments will be discussed in class.  Since effective and correct communication is the focus of this course, grammatical errors will result in a reduced grade on all assignments. 

A formal paper is required which will use secondary (literature) research, and the development of an actionable proposal related to the student’s principal work area.  Students should use the term paper guidelines on the Webster Space Coast home page under student services.  The term paper will be graded using the Guidelines for grading a paper on the home page.

The student will select one appropriate dimension and, building on appropriate research fully supported by the relevant literature, develop and actionable plan for improving work group performance regarding that dimension.  The paper should use at least one of the topics studied in the course.

The paper will indicate references using the APA style.  The term paper guideline demonstrates common type references.  If you have a reference type not covered in the term paper guidelines then the student should refer to the APA home page for assistance.

References must be from refereed journals similar to those found in Webster’s Passport electronic library.  References from newspapers and periodical magazines written for the general public are unacceptable for graduate research work.  The student must justify that a homepage is a creditable source before it can be used.  

The final student paper is due in Week 9 unless otherwise specified by the instructor.

Each student will also prepare an Executive Presentation for oral delivery to the class in Week 8 or 9 as determined by the instructor.  A single spaced, single sheet Executive Summary summarizing the research for distribution to each class member in Week 8 is suggested.
DETERMINATION OF GRADES STATEMENT:

 Determination of grades is based on the following requirements and criteria.

Work that is barely adequate for Graduate work, Minimum Grades: 70-77 or "C": 
Products (papers, case studies, projects, presentations) must be on time, in the correct format, corrected for spelling and grammar, appropriate materials included and referenced, to-the-point and on topic, and conclusions must be supported. 

Examinations (in-class and take home) must be complete, accurate, neat, evidence clear thought, and exhibit concise and to-the-point responses.

Classroom behavior in class discussions and group activities should be responsible, exhibit open communication, constructive and helpful.

Satisfactory Graduate Work, Grades of 78-90, or "B-, B, and B+":  
Products must meet the requirements stated above for minimum requirements and additionally meet professional criteria. For example, documentation should be included to support research papers, the APA format should be used consistently throughout the paper, and substantially more than the minimum number of references should be included. Presentations should be logical, organized and comprehensive.

Examinations (in-class and take home) should be organized, in-depth, comprehensive, logical and complete, and evidence thorough understanding of the subject/topic through application of principles.

Classroom behavior should exhibit very focused activity and thought on the subject/topic of discussion, be motivated, and assist in discovery of new insights and relationships concerning the subject/topic of discussion.

Superior Graduate Work, Grades of 91-100 or "A- and A": 
Products must meet all requirements stated above and additionally meet creative criteria. These criteria include unique topic or subject selection, synthesis of ideas, and evaluation of subject matter and positions found in the literature, be creative in approach, establish new relationships with ideas and provide new insights. 

Examination responses indicate insightfulness of understanding, a synthesis of information and unique ideas, and rationale for application of principles following careful analysis. 

Classroom behavior should exhibit very focused activity and thought on the subject at hand, be motivated, and assist in discovery of new insights and relationships concerning the subject/topic of discussion. An earned grade of "A" represents the best work of students accomplished in a unique and professional manner.
	COURSE REQUIREMENTS:
	% OF GRADE

	a.  Participation and assignments
	15

	b.   Midterm and final exam
	30

	c.  Short research reports 
	20

	d.   Report/proposal
	20

	e.   Power Point presentation
	15


Taking the numerical score from the formula above and converting it to the appropriate letter grade from the chart determine the student’s letter grading for the course.

	Letter Grade
	Numerical Score

	A
	96-100% (4.0) 

	A-
	91-95% (3.67)

	B+
	87-90% (3.33)

	B
	82-86% (3.0)

	B-
	78-81% (2.67)

	C
	70-77% (2.0)

	F
	69 & below (0)

	I
	Incomplete (0) 

	W
	Withdrew


In order to meet the course objectives this syllabus may be modified at the discretion of the instructor without approval of the students.


Original approved by:


Dr. Calvin D. Fowler, Academic Dean, Space Coast Region, December 3, 2004
