
	Course
	BUSN 6150 Business Communication and Technology

	Term
	Fall 2, 2007

	Instructor
	Jayne Proesel            email:  proeselj@webster.edu  or jayne@cfl.rr.com
Phone: h 455-6694  w  449-4515 or 868-5194

	Catalog

Description
	The students 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.

	Prerequisites
	None

	Course Level Learning Outcomes
	· 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. 

	Materials
	REQUIRED TEXTS:  Business Communication, Process & Product, 5th edition, Mary Ellen Guffey; Thompson/South Western Publishing, 2006, ISBN# 0-324-31190-7.

SUGGESTED SUPPLEMENTAL READINGS: Current relevant articles.

	Grading
	COURSE REQUIREMENTS:
% OF GRADE
a. exams
35%
c. paper
25%

d. power point presentation
15%

e. participation & assignments
25%
Convert the numerical score from the formula above to the appropriate letter grade from the chart to determine your letter grade.

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



	Activities
	Group discussions;  exercises in effective business writing
 

	Policy Statements:

University Policies
	University policies are provided in the current course catalog and course schedules.   They are also available on the university website. This class is governed by the university’s published policies. The following policies are of particular interest: 

Academic Honesty

The university is committed to high standards of academic honesty. Students will be held responsible for violations of these standards. Please refer to the university’s academic honesty policies for a definition of academic dishonesty and potential disciplinary actions associated with it. 

Drops and Withdrawals

Please be aware that, should you choose to drop or withdraw from this course, the date on which you notify the university of your decision will determine the amount of tuition refund you receive. Please refer to the university policies on drops and withdrawals (published elsewhere) to find out what the deadlines are for dropping a course with a full refund and for withdrawing from a course with a partial refund.
Special Services   

If you have registered as a student with a documented disability and are entitled to classroom or testing accommodations, please inform the instructor at the beginning of the course of the accommodations you will require in this class so that these can be provided. 

Disturbances

Since every student is entitled to full participation in class without interruption, disruption of class by inconsiderate behavior is not acceptable. Students are expected to treat the instructor and other students with dignity and respect, especially in cases where a diversity of opinion arises. Students who engage in disruptive behavior are subject to disciplinary action, including removal from the course



	Course Policies
	Attendance at all class sessions is expected.

Late assignments will be accepted, but may result in reduced grades.

	Week 1 
	PREPARATION FOR CLASS: read chapter 1
DISCUSSION TOPICS: introductions, course overview, communicating at work 
 

	Week 2 
	PREPARATION FOR CLASS:  read chapters 5-7
DISCUSSION TOPICS:  writing process


	Week 3 
	PREPARATION FOR CLASS:  read chapters 8-10
DISCUSSION TOPICS:  email, routine and persuasive messages ;criteria for midterm exam


	Week 4
	PREPARATION FOR CLASS:  read chapters 11-13
DISCUSSION TOPICS:  negative messages, business reports


	Week 5 
	PREPARATION FOR CLASS:  negative messages, business reports
DISCUSSION TOPICS:  interim reports on papers; proposals, formal reports


	Week 6 
	PREPARATION FOR CLASS:  read chapters 2-3
DISCUSSION TOPICS:  group/team communication; listening, nonverbal communication


	Week 7 
	PREPARATION FOR CLASS:   read chapter 15 and 4
DISCUSSION TOPICS: speaking skills, culture; criteria for final exam


	Week 8 Schedule
	PREPARATION FOR CLASS:   presentations; read chapter 16
DISCUSSION TOPICS:  employment communication; individual presentations.


	Week 9 Schedule
	PREPARATION FOR CLASS:   presentations, final exam, reports
DISCUSSION TOPICS:  individual presentations; final exam and papers due


PURCHASING TEXTBOOKS--Most textbooks can be purchased through MBS Direct. Check the syllabus for textbook information. Give MBS Direct the campus location (for the purpose of ordering books the campus is Space Coast Campus, course name, number and section number (i.e. Space Coast Campus, COMP5000/64) and most important, the title, author, edition, and ISBN of the book you are ordering. MBS Direct will buy back your book at the end of the term should you elect not to retain it as a reference book. Order by phone or online. Orders should be placed no earlier than 4 weeks prior to the start of the term.

MBS Direct: 1-800-325-3252


MBS Direct Website is www.mbsdirect.net/webster
Monday-Thursday 7am-10pm(Central Time)
Friday 7am-6pm (Central Time)
Saturday 8am-5pm (Central Time)
Sunday noon-4pm (Central Time) 

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, January 18, 2006
 Copyright © 2005 – 2006, School of Business & Technology, Webster University Space Coast Region.  All rights reserved. 
Webster
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