	GALEN UNIVERSITY

COURSE SYLLABUS

Semester 2, 2005 - 2006


Course Number:

COMM-200  




Course Title:
Business and Professional Communication
Instructor:


Dr. Eve Aird
Time:



Monday-Friday 8:30-10:00 
Location:


Large Lecture Hall 

Office Hours:


Monday 10:00 – 11:00 a.m.
Contact Numbers:

824-3226
Email:



eaird@galen.edu.bz
COURSE DESCRIPTION:

This course will stress the writing of clear and concise business memos, letters, reports and other correspondence, and the application of correct grammar, punctuation, and standard document formats. Students will be encouraged to use Microsoft Word to prepare their business correspondence, and to evaluate their work using its grammar, spell check and research tools. 
COURSE OBJECTIVES: 

Upon successful completion of this course, the students should be able to:

1. Use a variety of business communication strategies and principles to prepare effective communication for local and international business situations.

2. Identify ethical, legal, cultural and global issues affecting business communication. 

3. Use analytical and problem solving skills appropriate to business communication.

4. Develop and present business messages choosing appropriate organizational channels and formats. 

5. Write clear business letters and memos for positive and neutral messages, negative messages, and persuasive messages. 

6. Compose an effective short report using information generated by a research method. 

7. Compose and revise accurate business documents using computer technology. 

8. Proofread messages for common errors in grammar, punctuation, style, and format. 

9. Make an oral presentation using the following criteria. 
· An introduction that gets attention and makes the topic clear. 
· A body that develops ideas adequately, makes the message clear, and uses transitional words, phrases, etc. 
· A conclusion that includes a summary or a statement of motivation and that clarifies the speaker’s position. 
· Quality audio-visual aids that are used appropriately. 
· Posture, gestures, eye contacts, and emphasis that are appropriate. 
TEXT: 

Satterwaite, Marilyn and Olson-Sutton, Judith (2003). Business Communication at Work (Second Edition). Columbus: McGraw Hill/Glencoe. 
REFERENCES:
Guffey, Mary Ellen (2003). Business Communication Process and Product (4th Edition). Ohio: Thompson-Southwestern. 

CLASS POLICIES:

1. Attendance: It is Galen University’s policy that students attend no less than 80% of lectures. In case of excused an excused absence please notify the lecturer before the class begins. You may do this by leaving a message at the office, or by email.  When you are absent, it is your responsibility to cover the material you missed, and complete all assigned work. Attendance counts towards your participation grade.
2. Punctuality: Students are expected to be present and on time for all classes.  If you take a bus to school, and your bus habitually gets to Galen after class has begun, then take an earlier bus. “The bus was late” is not an acceptable excuse!  
3. Class Participation:  Students are expected to be actively involved in classes, doing all readings ahead of time, and sharing in class discussions. Students are expected to be attentive and not to be engaged in their own personal discussions. 
4. Assignments: Students are expected to hand in assignments on time. All assignments should be neatly word processed. They should be dated, printed and stapled. I WILL NOT REMIND YOU WHEN ASSIGNMENTS ARE DUE. DUE DATES ARE NOTED BELOW IN SECTION VII. 
5. ALL CELL PHONES SHOULD BE TURNED OFF IN CLASS. 
6. EACH STUDENT IS ASKED TO ACTIVITATE THEIR GALEN UNIVERSITY ACCOUNTS, AND TO USE THOSE ACCOUNTS FOR THE PURPOSES OF THIS CLASS. FROM TIME TO TIME I WILL SEND MATERIAL TO YOU ELECTRONICALLY, AND YOU WILL EMAIL WEEKLY JOURNAL ENTRIES TO ME. I WILL NOT ACCEPT MAIL FROM  AND SEND MAIL TO non-GU ACCOUNTS. (You can access your Galen mail of campus via the web.)
7. ACADEMIC HONESTY:
	Intellectual Integrity

	Intellectual Integrity is one of the ideals for which Galen University stands. Students are expected to adhere to high standards of intellectual integrity and honesty. Cheating and plagiarism are contrary to the ideals of Galen University. Cheating is defined as dishonesty of any kind in connection with assignments and examinations. It applies to both giving and receiving unauthorized help. Plagiarism is defined as presenting the work of someone else as one’s own. Cheating and plagiarism include, but are not limited to, the following:

	· Using any unauthorized aids on an exam or test

	· Representing someone else’s work as your own

	· Falsifying documents or grades

	· Submitting someone else’s work as your own

	· Submitting the same essay or report in more than one course (without permission)

	· Looking at someone else’s answers during an examination or test

	· Impersonating another person at an examination or test or having someone impersonate you

	· Making up sources or facts for an essay or report

	

	Cheating and plagiarism will be treated as a disciplinary offence in addition to failure on that particular assignment or examination where it is committed. 


EVALUATION: The course will be evaluated in the following manner. 


1. Quizzes (4)




10 %

2. Academic Journal


 
10 %

3. Memos and Letters



20 %

4. Business Report and Oral Presentation
25%

5 Exam





35 %

METHODS OF ASSESSMENT
1. Quizzes: Four quizzes will be given throughout the semester. These will be unscheduled, and will take the form of exercises on content covered both n class as well as in scheduled reading assignments, as well as writing exercises such as memos, business letters, and other types of correspondence. 
2. Academic Journal: You will keep a weekly academic journal in which you may respond to your text readings, ideas raised and discussed in class, writing and speaking assignments etc. Your entries should be word-processed and sent to me by email no later that Tuesday mid-day of each week. Each entry should be dated and labeled Journal entry 1,  etc.. There should be 15 entries. Entries should stored in an electronic folder which is to be sent as an attachment to me, each week (thus, at the eighth week, for example, your folder will contain 8 entries.) I will read them, comment, and return them to you. Each entry should be approximately 1 ½ typed double spaced pages. The purpose of the journal is to enhance your development as a professional communicators.

3. Memos and Letters: 
· Memos: Write three memos, one giving Information, one requesting information, and one explaining procedure. (I will provide you with scenarios for these memos.)
· Letters: Write five letters with the following purposes:
i. Information request
ii. Order 
iii. Direct claim
iv. Direct reply
v. Claim response
Again, I will provide you with the scenarios for each of these. 
4. Business Report and Oral Presentation:  Belizean businesses are expanding (use you imagination here) into foreign markets with manufacturing plants, sales offices, and branch offices abroad. Unfortunately most Belizeans have little knowledge or experience with people from other cultures. To prepare for participation in the global marketplace, in groups (approved by the instructor) you are to collect information or a report focused on a Pacific Rim, Latin American or European country where English is not regularly spoken. 
Collect information from your target country from the library, internet and other sources. Then seek an interview from one or two natives of your target country. As you conduct your primary and secondary research, consider the topics appended to this course outline. Confirm what you learn in your secondary research by talking with your interviewee. When you complete your research, write a report for the CEO of your company (please make up a name and business). Assume that your company planes to expand its operations abroad. Your report should advise the company’s executives of social customs, family life, attitudes, religions, education, and values in the target country. Remember, that your company’s interests are business- oriented, so do not dwell on tourist information. Write your report as a team.  (Each individual member of groups should submit their individual contribution to the group research to the instructor when the report is submitted.) 

Your group will make a ½ hour oral presentation of your findings to your company’s governing Board of Directors. Your group, collectively, is an expert on the target country, and individuals are experts in particular aspects of the target country. Since your time is limited, prepare a concise yet forceful presentation with effective visual aids.

5. Examination:  This will be cumulative.

COURSE CONTENT
Unit 1 Foundations of Communications


Communicating at work (chap 1)


Communicating in small groups and teams


Workplace listening and nonverbal communication (chap 4)

Communicating across cultures (chap 4)
Unit 2
The Writing Process (chaps 2, 3, 5, 6, 7)

Preparing to write business messages 

Organizing and writing business messages


Revising business messages

Unit 3
Business Communication 


Routine email messages and memos (chap 13)

Routine letters and goodwill messages (chap 8)

Persuasive and sales messages (Chap 11)

Negative messages (chap 12)

Press Releases (chap 14)


Preparing meeting communications (chap 16)
Unit 4
Reports (Chap 15)

Preparing to write business reports 

Organizing and writing typical business reports


Proposals and formal reports 
Unit 5
Presentations


Speaking skills 
COURSE CALENDAR

January 9 and 13

Communicating at work



Read Chapter 1


Barriers to interpersonal communication

Journal entry 1

Communicating in small groups and teams
Exercises, pgs 41-43

January 16 and 20


Workplace listening and nonverbal com-

Read Chapter 4


munication




Journal entry 2


Cross-cultural communication 




January 23, 27, 30; February 6

Planning, organizing and revising business
Read Chapters 5, 6, 7

messages




Journal entries 3 and 4








Practice worksheets
February 6, 10, 13, 17, 20, 24, 27 and March 3

Business Correspondence


Read Chapters 8, 9, 10, 11, 12, 13


Memos




Journal entries 5, 6, 7, 8, 9



Business Letters
March 6, and 10


Catching up 




Journal 10


Speaking skills
March 13 and 17


Press Releases and Newsletters

Read Chapter 14
Journal 11

March 20, 24, 27, 31

The Business Report



Read Chapter 15







Journal entries 12 and 13
April 3 and 7


Preparing meeting communication

Journal entry 14
April 24 and 28 


Wrapping up




Journal entry 15
May 5
Examination Week
PAGE  
5

