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TEXTBOOK:


Guffey, M. E. (2003).  Business Communication. 4th Edition.  Mason, OH:  Thomson South-Western. 
CATALOG ENTRY:

A study of business reporting, both written and oral – includes proposal writing, feasibility studies, progress reports, formal analytical reports, and other types of managerial reports.  Major emphasis in this course will be placed on: (1) written business correspondence (memos, letters, reports, e-mail, and resumes); (2) analysis and interpretation of business problems; (3) basic writing, editing, and presentation skills; (4) interpersonal communication; and (5) ethical, legal, and intercultural considerations in the communication process.

PROGRAM THEME: 
“Educational excellence in a personal environment.” 

COURSE OBJECTIVES:
Based on our belief that teaching is a continual learning process as stated in the UWG’s Mission Statement, this course has the following objectives:

· Focus on the communication skills essential for career advancement (RCOB Goal # 1 – assessed in group presentations and written papers).

· Emphasize writing and reporting as a problem-solving activity (RCOB Goals # 1, 3, & 6 – assessed in group presentations and written papers).

· Develop critical skills of brainstorming, researching, drafting, revising, editing, proofreading, and formatting various business and technical documents (RCOB Goals # 1, 3, & 6 – assessed in group presentations and written papers).

· Stress the importance of oral communication in a business setting (RCOB Goal # 1– assessed in group presentations).

· Gain hands-on experience of communication and reporting (RCOB Goals # 1 & 3 – assessed in group presentations and written papers).

· Analyze the communication process, including interpersonal, intrapersonal, and intercultural communications, in relation to managerial communication (RCOB Goals # 1 & 5 – assessed in group presentations and written papers).

· Develop an awareness of ethical and legal aspects in reporting information (RCOB Goals # 1 & 5 – assessed in group presentations and written papers).

· Analyze and interpret business problems through primary and secondary research techniques and skills (RCOB Goals # 4 & 6 – assessed in written papers).

· Provide experience in group process and evaluation (RCOB Goals # 5 & 6 – assessed in group presentations).

METHODS USED:

Discussion, collaborative group work, demonstration of computer software, modeling, student presentations, and computer projects.

EVALUATION:

Grades will be determined as follows:

Exams & Presentations (7 teams*):
50%

Resume:




10%

Online Inventories (2 print outs):

10%

Two Critiques: 



20%

Attendance:




10%

TOTAL:
100%
*Please see Rules for Presentations and Presentation Grade Sheet found on following pages.  Work turned in late is penalized.

Letter grades will be based upon the following distribution of points:

92   - 100% 
 = 
  A






80  -   91%
 = 
B






70  -   79%
 = 
C






60  -   69%
 = 
D






Below 60% 
 =
F

WITHDRAWAL:

Please read the "Withdrawal Policy" section found in your registration bulletin.

ATTENDANCE:

Student is expected to arrive on time for class and to participate in activities and discussion during each class session.  Being absent from class will have a detrimental effect on final grade (one (1) letter grade).

RULES FOR 

CRITIQUES:


A.
Select a published article related to a subject area of interest to you.

B.
Prepare a 2-3 page critique of article. 

C. It must be double spaced, left-justified, and APA style format.

D. Begin by summarizing the article using 50 words or less.  Summary must be blocked and single-spaced.  

E. Rest of critique is up to you.  However, APA writing style must be used.

F. Staple article to your critique.

G. Do not miss lectures on APA style and critical thinking.

H. Keep in mind the following page.

CRITICAL THINKING:
In the past, the focus on feelings went too far.  The result is the neglect of thinking.  We must answer that neglect.
A student needs to be taught how to sort out his feelings, decide to what extent they have been shaped by external influences, and evaluate them carefully when they conflict among themselves or with the feelings of others.  In short, he needs to be taught to think critically.

Feeling and thought are complementary.  Feeling is an excellent beginning to the development of a conclusion.  Thought, provides a way to identify the best and most appropriate feeling.

Students must acquire the intellectual skills necessary to solve the exciting problems of today and tomorrow.

THE CRITICAL THINKER 

STRATEGY MAY BE 

SUMMARIZED AS 

FOLLOWS:  


1.
Knows himself/herself and remains mindful of the ways in which his/her habits of mind undermine his/her treatment of issues.

2. Is observant and reflects on what she/he sees and hears.

3. When an issue is identified, he/she clarifies it by listing its subheadings and raising probing questions about each.

4. Conducts a thorough inquiry, obtaining all relevant facts and informed opinions.

5. Evaluates her/his findings, and then forms and expresses her/his judgment.

GENERIC GUIDE 

FOR FACILITATING 

CRITICAL THINKING: 
A.
What do I think about this matter?

B. What line of reasoning led me to that conclusion?

C.
What evidence supports my position?

C. Can I give an example?

D. How typical is that example?

E. In what way does my experience support or challenge the author’s idea?

F. What additional information might help me reach a conclusion?  Where might I find that information?

G. What objections could be raised to my idea?

H. Are any of these objections wholly or partially valid?  Explain.

J.
What other views of this issue are possible?  Which of those is most reasonable?
Ruggiero, V. (1998).  Beyond Feelings.  A Guide to Critical Thinking. Mountain View, CA: Mayfield Publishing Company.

ON-LINE INVENTORIES:
1) Complete the Character Sorter Inventory by following these simple directions:

· Using the Internet, connect to http://www.advisorteam.com/temperament_sorter/register.asp?partid=1 
· Read the instructions and review the sample question.

· Complete the Background Information

· Click on Start

· Answer all of the questions

· When you see the Results, choose File – Print

2) Complete the Communication Skills Inventory by following these simple directions:

· Using the Internet, connect to http://www.queendom.com/tests/relationships/communication_skills_r_access.html 
· Read the instructions

· Answer the 34 questions and then click on Score

· When you see your Score, choose File – Print

Attach the 2 print outs to a word processed memo (make sure you use memo format) explaining what you learned and whether or not the inventories were correct.
RULES FOR

PRESENTATIONS:

Grade is determined based upon the following:

1. All team members must participate (5 points).
2. No reading (10 points). 

3. Content of presentation (i.e., was the presentation effective? (15 points).
4. Presentation skills (i.e., good eye contact, good voice level, good oral and written communication skills) (10 points).

5. Interactivity (i.e., get learners involved in your presentation) (50 points).
6. Students must use 5 of the following (10 points):
a. A computer

b. An LCD projector

c. Presentation software (i.e., PowerPoint)

d. Photography

e. Internet/Web pages

f. Audio

g. Document camera

h. VCR

i. Smart Board

TENTATIVE COURSE
SCHEDULE

Spring 2006:


January 
10
First meeting: Presentation, syllabus, and introduction.  

12
Learn how to think critically.  Learn how to write in APA style.  






17
Chapter 15
19
Chapter 15
24
Chapter 1
26
Chapter 1
31
Chapter 2

February
  2
Chapter 2
  7
Chapter 3








  9
Chapter 3







14
Chapter 4





  

16
Chapter 4
21
Chapter 5

23
Chapter 5. First Critique Due.
28
Chapters 6 - 7
March

  2
Chapters 6 - 7
  7
Chapter 8






  9
Chapter 8






14
Chapter 9






16
Chapter 9 Online Inventories Due.
21
Spring Break.  No classes!  
23
Spring Break.  No classes!  
28
Chapter 10  

30
Chapter 10




April
  4
Chapter 11   







  6
Chapter 11






11
Chapter 12






13
Chapter 12
18
Chapter 13 -14.  Resume Due.

20
Chapter 13 -14.  Second Critique Due.
25
Chapter 16  
27
Chapter 16.  Last Day of Classes!





May
  2
Reading Day.  No classes!

  4 
Final Exam:  11:00 a.m. – 1:00 p.m.
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