BCOM 2285: Business Communications and Reports

The J. Whitney Bunting School of Business

Georgia College & State University

Fall Semester, 2011
(Change 1, Aug 29, 2011 @ 0955)
Professor:  David Wells


BCOM2285-01: 9:30-10:45am, T&Th, ATK 110
Office: TBD, 451-7839



BCOM 2285-02: 11:00-12:15pm, T&Th, ATK110
Email:  Senion@windstream.net 

Web: http://hercules.gcsu.edu/~dwells/


Office Hours: 0900-0930 and 1230-1300 Tuesdays and Thursdays


Other times available by appointment

Catalog Description: Prerequisite: ENGL 1102.  The study and application of external and internal communications within business organizations.  This course provides an analysis of and practical experience with written and oral communications involving word and information processing systems, telecommunications, multimedia, mail systems, and computer-generated graphics.  Business ethical, cross-cultural, and international issues associated with communications are explored and analyzed.

Required Text:

Guffey, M.E. (2008).  Business Communication: Process and Product (7th Ed.).  Cengage Learning.
Objectives:  The student upon completion of this course will be able to:

1. Employ clear, concise, correct and coherent English in the writing of business reports, letters and memoranda.

2. Apply basic communication theory to everyday situations.

3. Clearly demonstrate an understanding of ethical issues in business communications.

4. Clearly demonstrate an understanding of cross-cultural issues in business communications.

5. Demonstrate the ability to use information technology to create, store, retrieve and display forms of business communications.

6. Demonstrate an understanding of international issues associated with business communications.

7. Give oral presentations and reports typical of those in modern business organizations.

8. Explain the importance of communication skills for knowledge workers.

9. Describe the communication process and its central objective.

10. Recognize barriers to interpersonal communication and devise methods for overcoming them.

11. Identify the functions of business communications.

12. Contrast oral and written communications.

13. Distinguish between formal and informal channels of communication.

14. Explain the listening process and identify four elements of good listening.

15. Specify and apply ten specific techniques that improve listening skills.

16. Recognize the significance of nonverbal messages.

Course Requirements:

1. Attendance/Participation.  All of the assignments listed below will be discussed in detail in class. You will need to be in class in order to hear the instructions related to each assignment.  These instructions, and all other course material, will not be repeated on an individual basis because you chose not to come to class.
2. Exams.  Exams will consist of multiple-choice items.  There will be three (3) exams during the course (see calendar for dates) at 100 points each.  There will be an optional comprehensive final that may be taken to replace a low or missed exam score.  This optional final will be worth eighty (80) points.  Refer to class discussion for complete description of this option.

3. Formal Reports: One report in formal report style, 5-7 pages each.  See attached description. 

4. Aplia Component:  The online Aplia product must be purchased and used throughout the semester.  Due dates for each chapter/activity are specified on the Aplia website.
5. Resume: Students will develop a resume.  This document will be free of typographical errors.  Every typographical/grammatical error will lower points earned by 10.  Requirements will be discussed in class.
6. Interview Panel: Students will be grouped by major interest.  Each group will invite a representative from business/industry who is in a position of interviewing or hiring college graduates to serve on a panel.  The members of the panel will share specifics of what they look for in individuals entering the workforce today.  In addition to obtaining a guest, you will also note and evaluate the contributions of each panel member, and assess the contribution of each of your group members to this effort.  Requirements will be discussed in class.
7. Oral Persuasive Presentation: Your task is to present a 5-7 minute persuasive presentation on the topic of your choice.  In addition, you will be expected to provide feedback for your fellow presenters.
8. Written Communication Exercises: You will have the opportunity to compose and to correct different types of written business communications.  
9. Office of Career Services Component:  You will be required to attend 2 functions provided by Career Services during the semester.  You will write, in memo format, a short summary of the event.  Memos are due no later than two weeks after the event, or by the last day of classes, whichever comes first.  You may attend and write-up 2 additional events for up to 5 points extra credit for each (total of 10 points).
Course Grade Calculation:

Exams – 3 @ 100 points


300


(Optional final – 80 points)




675 – 750 points = A
Formal Reports




75


600 – 674 points = B
Resume




75


525 – 599 points = C
Interview Panel Memo



50


450 – 524 points = D
Oral Presentation



50


< 450 points = F
Aplia Component



100
Career Services Events (2 @ 12.5pts)

25

Attendance and Exercises


75
TOTAL possible points


750
Course Calendar: (Tentative, dates and assignments may change)
	Tues 
	Topic/Assignment
	Thurs
	Topic/Assignment

	8/16
	Introduction
	8/18
	Chapter 1: Communication at Work

	8/23
	Chapter 1
	8/25
	Chapter 2: Teams, Listening, & Etiquette 

	8/30
	Chapter 2
	9/1
	Chapter 4: Writing Process – Phase 1

	9/6
	Chapter 4
	9/8
	Chapter 5: Phase 2

	9/13
	Chapter 5:  WP – Phase 2
	9/15
	Chapter 6: WP – Phase 3

	9/20
	EXAM 1 (Chapters 1,2,4,5,6)
	9/22
	Chapter 11: Business Report Basics

	9/27
	Chapter 12: Informal Reports
	9/29
	Chapter 13: Proposals and Formal Reports 

	10/4
	Chapter 3:  Communicating Across Cultures
	10/5
	Chapter 3, 

	10/11
	Fall Break
	10/13
	Chapter 7:  Electronic Messages

	10/18
	Chapter 8: Positive Messages
	10/20
	EXAM 2 (Chapters 11,12,13,3,7,8)

	10/25
	Chapter 9: Negative Messages, Panel Assignments
	10/27
	Chapter 10: Persuasive & Sales Messages,  Report Due

	11/1
	Chapter 15: Job Search, Resumes, Cover letters
	11/3
	Chapter 15

	11/8
	Chapter 16: Interviewing and Follow up
	11/10
	Panel Presentation

	11/15
	Chapter 14: Presentations, Resumes Due, Panel Memos Due
	11/17
	EXAM 3 (Chapters 9,10,15,16,14)



	11/28
	Oral Presentations
	11/25
	Thanksgiving Break

	11/29
	Oral Presentations
	12/1
	Oral Presentations


Finals:  2285-01: TBD .  2285-02: TBD.
Rules of the Course:

1. The exam dates posted in the course calendar are non-negotiable.  All students are expected to arrange their schedules around these dates.  The optional final exam may be used to substitute for a missed exam score.  
2. Assignments and projects are due at the beginning of the class period due date.  Late assignments will be deducted the equivalent of one letter grade for each week day late, beginning 15 minutes into the class period they were due.

3. The content of this course will be covered on the senior pre-qualifier or exit exam. It is suggested that you retain your notes and/or textbooks.

4. Feedback on academic performance will be provided by mid-semester.

5. Cell phones are distracting, rude, and inappropriate in class.  Incoming calls and text messaging during class are incredibly disrespectful.  Ear buds are to be removed during class.
6. Religious Observance Policy:  Students are permitted to miss class in observance of religious holidays and other activities observed by a religious group of which the student is a member without academic penalty. Exercising of one’s rights under this policy is subject to the GC Honor Code. Students who miss class in observance of a religious holiday or event are required to make up the coursework missed as a result from the absence. The nature of the make-up assignments and the deadline for completion of such assignments are at the sole discretion of the instructor. Failure to follow the prescribed procedures voids all student rights under this policy. 

7. Assistance for Student Needs Related to Disability:  If you have a disability as described by the Americans with Disabilities Act (ADA) and the Rehabilitation Act of 1973, Section 504, you may be eligible to receive accommodations to assist in programmatic and physical accessibility. Disability Services, a unit of the GCSU Office of Institutional Equity and Diversity, can assist you in formulating a reasonable accommodation plan and in providing support in developing appropriate accommodations to ensure equal access to all GCSU programs and facilities. Course requirements will not be waived, but accommodations may assist you in meeting the requirements. For documentation requirements and for additional information, we recommend that you contact Disability Services located in Maxwell Student Union at 478-445-5931 or 478-445-4233.

8. Student Opinion Surveys statement:  Given the technological sophistication of Georgia College students, the student opinion survey is being delivered through an online process. Your constructive feedback plays an indispensable role in shaping quality education at Georgia College. All responses are completely confidential and your name is not stored with your responses in any way. In addition, instructors will not see any results of the opinion survey until after final grades are submitted to the University. An invitation to complete the online opinion survey is distributed to students near the end of the semester. Your participation in this very important process is greatly appreciated.

9. Academic Honesty:  The integrity of students and their written and oral work is a critical component of the academic process.  The submission of another’s work as one’s own is plagiarism and will be dealt with using the procedures outlined in the GC Catalog.  Remember that allowing another student to copy one’s own work violates standards of academic integrity. 

10. Fire Drills:  Fire drills will be conducted annually. In the event of a fire alarm, students will exit the building in a quick and orderly manner through the nearest hallway exit. Learn the floor plan and exits of the building. Do not use elevators. If you encounter heavy smoke, crawl on the floor so as to gain fresh air. Assist disabled persons and others if possible without endangering your own life. Assemble for a head count on the front lawn of main campus or other designated assembly area. 
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	Student Registration and Payment Instructions

	


	Course Name: Wells, BCOM 2285 (Guffey 7e) Fall 2011
Start Date: 08/16/2010

Instructor: David Wells
Course Key: RNE5-PRNZ-AKC9
 

You can begin working on your homework as soon as you register!
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• 

In this course, you will use a textbook and Aplia's website.

• 

In most cases, you can save money if you buy Aplia and your textbook together. See payment options below.

• 

You will have access to a digital version of your textbook using Aplia.




	Registration
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	If you have never used Aplia before...
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	1. 

	Connect to http://login.cengagebrain.com
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	2. 

	Click the Create a New Account link and choose Student Account. You will then enter your course key: RNE5-PRNZ-AKC9. Continue following the instructions to complete your registration.
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	If you have used Aplia before...
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	1. 

	Connect to http:// http://login.cengagebrain.com
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	2. 

	Sign in with your usual e-mail address and password and enter your Course Key when prompted: APWP-BB7A-2HED. If you are not prompted for a new Course Key, click the Enroll in a New Course button at the top of your My Courses page to enroll in a new Aplia course. Enter your Course Key when you are prompted.
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	* You will have different payment options after you register for your course. If you choose to pay later, you can use Aplia without paying until 11:59 PM on 09/04/2011.



	

	Payment
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Option 1: Digital Textbook with Aplia Access
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• 

From Aplia: Purchase access to your course from Aplia's website for $80.00 USD.
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Option 2: Physical Textbook with Aplia Access (also includes digital textbook)
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• 

From Aplia: Purchase access to your course for $80.00 USD and a physical book for (unknown) from Aplia's website.
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• 

From Bookstore: Purchase an Aplia Access Card and a physical book together as a bundle from your campus bookstore.
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* If you purchased an Aplia Access Card from a bookstore, enter the Access Card's payment code on Aplia's website as payment for your Aplia course.
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* You will have access to your digital textbook up until the end of this course.




Formal Report Format and Instructions

You will watch an episode of “Shark Tank.”  Using the guidelines below, you will describe each of these shows and their outcomes in a formal report format. Both reports will have:

· Title Page,

· Executive Summary,

· Table of Contents,

· Introduction and Methods Section(s),

· Results Section, and 

· Conclusions and Recommendations Section(s).

“Shark Tank” Formal Report

Chose and watch an episode of “Shark Tank”

Introduction/Methods Sections:

· Identify the “Sharks” and describe the general premise of the show

Results Section:

· Provide a brief description of the product, its history, and the involvement of the entrepreneur

· How much money is being sought for what percentage of the company?

· Critique in some detail the presentation skills of the entrepreneur:

· How prepared were they?

· How were they dressed? Did they bring along models, samples, testimonies?

· How knowledgeable were they about business matters? Did they price their company appropriately? Were they able to answer the Sharks’ questions?

· What was the result? If a deal was made, who was involved at what price and percentage?

· You will have a subsection for each product.

Conclusions and Recommendations Section(s):

· Do you think presentation skills had an influence on the outcome?

· What did you learn from this assignment?

Additional Instructions:

· You may complete this assignment as an individual or a group of 2.

· Matters not what season or episode you chose or in what order you complete these assignments.

· These reports should be about 6-10 pages, each.

