COURSE SYLLABUS

BA 5

Business Communications

3 credit hours

Instructor:  Gary T. Ward, Ph.D. 

Class Meets TTH from 8 am to 9:15 am, room BUS 43

Office Hours:  MWF  11 to 11:50 am; or by appointment; Office BE 48B

Phone: 638-3641, ext. 3266  email:  gary.ward@reedleycollege.edu

Web Site:  http://host.cvc4.org/reedley/ba

Course Description:

Composing and preparing business letters, reports, memos, and oral communications with emphasis on organization, correct grammar, conciseness, and tone.

Library Use:
Extensive library use may be required for some assignments.

Prerequisites:  None, but recommended preparation is English 125, English 126, English 1A, and OT 49.  Students must be able to type using a computer (all written assignments must be typed) and have good English writing skills (grammar, sentence construction, etc.).  Without these skills, students will not be able to successfully complete the course.

Learning Objectives and Outcomes:

1.
Students will understand the process of effective business writing.

2.
Students will be able to write effective business and sales letters/memos.

3.
Students will be able to write effective business reports.

4.
Students will be able to give effective individual and group oral presentations.

Learning Methods:

1.
Lecture - guides to shape our learning environment.

2.
In-class writing – practicing writing skills

3.
Business writing assignments – good writing is rewriting.

Outcomes Assessment:
Students will have achieved course objectives if they complete all exams with a cumulative average grade of C or better.

Required Texts:
Basic Business Communication, Tenth Edition, Raymond Lesikar and Marie Flatley.  Irwin McGraw-Hill publishers

Evaluation and Grading:





Dates

Weight
Writing assignments
Various
4,900 (100 pts each)

Report
Dec 7

500

Presentation
Dec 7, 9
300

Total Points Possible








5,700 Points

Course grades will be based on the total number of points obtained by an individual as a percent of total points possible.  Additional points (up to 300) may be awarded at the end of the semester based on class participation.  There is no extra credit work.  Percentages:  90-100 A; 80-89 B; 70-79 C; 55-69 D; <55 F.

Policies and Procedures:

Failure to attend class on a regular basis will adversely affect your performance in this course.  Cheating or plagiarism of any kind may result in a grade of “F” for the course. THERE ARE NO MAKEUP ASSIGNMENTS OF ANY KIND FOR THIS COURSE!  If you miss an assignment, for whatever reason, there is no makeup assignment.  There is NO exception to this rule.  Last day to drop a course at Reedley College is Friday, October 15.

Required reading should be completed before the corresponding lecture/discussion.  All grades are final unless an error in math has been made by the instructor.  The instructor reserves the right to adjust the course outline, scoring, grading, and content as needed.

All writing assignments are due the class meeting following the assignment (except where noted).  For example, writing Assignment 1 is given on Tuesday, August 24.  That assignment is due on Thursday, August 26.  All writing assignments must be typed and submitted on the date due.  Late assignments will not be accepted nor be credited with any points.

COURSE OUTLINE

Week 1

Aug 17  Introduction, Syllabus

Assignment:  Read chapters 1-3 & 17 of Lesikar



Aug 19  Adaptation

Assignment:  Read Chapters 4-6

Week 2

Aug 24  Construction & Format



Assignment 1



Aug 26  The Writing Process



Assignment 2

Week 3

Aug 31  Directness/ Good News



Assignment 3



Sep 2  Good News continued



Assignment 4

Week 4

Sep 7  Adjustment Grants



Assignment 5



Sep 9  Claims


Assignment 6; Read Chapter 7

Week 5

Sep 14  Bad News/Refused Requests



Assignment 7

Sep 16  Refused Requests continued



Assignment 8

Week 6

Sep 21  Adjustment Refusals



Assignment 9

Sep 23  Adjustment Refusals  continued



Assignment 10

Week 7

Sep 28  Credit Refusals



Assignment 11

Oct 30  Credit Refusals continued



Assignment 12; Read Chapter 8

Week 8

Oct 5  Persuasive Requests


Assignment 13



Oct 7  Persuasive Requests continued



Assignment 14

Week 9

Oct 12  Sales Letters



Assignment 15; Read Chapter 9;



Group Discussion



Oct 14 Resumes



Assignment 16; Group Discussion

Week 10
Oct 19  Cover Letters



Assignment 17; Group Formation



Oct 21  Cover Letters continued



Assignment:  Draft Resume due



Read Chapters 10-12

Week 11
Oct 26  Report Writing


Assignment:  Draft Cover Letter due



Read Chapter 19



Oct 28  Report Writing continued

Assignment:  TBA

Week 12
Nov 2  Report Writing continued



Assignment:  Read Chapters 13-15



Nov 4  Report Writing continued



Assignment:  Final copies of Resumes and Cover Letters due

Week 13
Nov 9  Report Writing continued



Assignment:  TBA

Nov 11 Veterans’ Day Holiday

Week 14
Nov 16  Report writing continued



Assignment:  Report Draft due



Nov 18 Report writing continued



Assignment:  TBA

Week 15
Nov 23  Report writing continued



Assignment:  TBA



Nov 25  Thanksgiving Holiday

Week 16
Nov 30  Report writing continued



Assignment:  TBA



Dec 2  Report writing continued



Assignment:  TBA

Week 17
Dec 7  Presentations



Assignment:  Reports Due



Dec 9  Presentations continued



Assignment:  None

Assignments

Assignment 1

P. 146, Routine Inquires 2 & 3

Assignment 2

P. 150-151, Inquires about People 17 & 21

Assignment 3

P. 152-153, Favorable Responses 22, 25, 27

Assignment 4

P. 156-157, Personnel Evaluations 33, 34, 35

Assignment 5

P. 157-159, Adjustment Grants & Order Problems 38, 40, 44, 46

Assignment 6

P. 160-161, Claims, 51, 52, 53, 54

Assignment 7

P. 182-184, Refused Requests 1, 2, 4, 5

Assignment 8

P. 184-185 , Refused Requests 6, 7, 9

Assignment 9

P. 186-187, Adjustment Refusals 11, 13, 14, 15 

Assignment 10

P. 187-188, Adjustment Refusals 16, 17, 18

Assignment 11

P. 189-190, Credit Refusals 20, 21, 23

Assignment 12

P. 190, Credit Refusals 24 & 26

Assignment 13

P. 216-17, Persuasive Requests 2, 4, 5, 7

Assignment 14

P. 218-219, Persuasive Requests 8, 11, 13, 14

Assignment 15

P. 220-221, Sales 18 & 20

Assignment 16

Resumes

Assignment 17

Cover Letters

Assignment 18

Group Report

Assignment 19

Presentation

