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Instructor: Dr. Shelly M. Dorn
shelly.dorn@fresnocitycollege.edu   


Message:  278-4969
Course Title & Code #:  BA 5 – BUSINESS COMMUNICATIONS – # 72368
Meeting Day, Time & Location:  Thursdays -  6:00 – 8:50 PM – Sanger High School











Room 605
· Course Description

The course is intended to develop the student’s knowledge in the area of composing and preparing business letters, reports, memos and oral communications with an emphasis on organization, clarity, correct grammar, conciseness, and tone.

· Prerequisites

None (Eligibility for English 25 & English 26 recommended)

· Learning Objectives & Outcomes
· Compose business letters that persuade, inform, evaluate or deliver good/bad news with at least 70% accuracy

· Organize an outline

· Research a famous business person and write a term paper summarizing the business success of that person

· Conduct secondary research in the library

· Organize, outline and deliver an oral presentation

· Create both written and oral communications that are complete, concise and use standard English construction in assignments & exams with at least 70% accuracy

· Learning Methods & Course Activities:

· Lectures based on information provided in the textbook, outside publications, and research.

· Required readings and classroom discussions, activities, and presentations.  Please note: all readings must be completed prior to class meetings.

· Case analyses and problem solving exercises, Internet research, written reports, and oral presentations.

· Tests, quizzes, study guides, and classroom discussions.

· Assessment

Students completing all exams, assignments, and activities with a cumulative, average grade of "C" or better will be deemed as having achieved the course objectives previously stated.

· Required Textbook
Business Communication: Process and Product, 5th Ed, 2006, by Mary Ellen Guffey, published by Thomson/South-Western
· Paper & Supplies

· NON-SPIRAL edge paper, lined (8.5 x 11 in.) paper. Please note: spiral edged paper will not be accepted. 

· Scantron Quiz strips (15 questions – 815-E)
· Scantron answer sheets for tests (100 questions – 882-E)

· Email & Internet

An email address and Internet access are required of all students.

· Grading
Your course grade will be based on the percentage of points (total earned / total possible).  
Earned Percentage of Possible Points - Grade:

90 - 100%





A

80 -   89%





B

70 -   79%





C

60 -   69%





D

Less than 60%




F
These points are approximate. If they change significantly, I will let you know:

Participation



100
Homework




200
In Class/Other



100
Tests





400
Quizzes




200
Project




150
Term Paper




300
Final Exam




200

TOTAL



1650
You will have one (1) opportunity to earn extra credit.  That opportunity must be exercised within the first week of class and it WILL NOT be repeated later in the term.  This “use it or lose it” extra credit opportunity is worth 25 points and it must meet the very specific guidelines that follow.

Extra Credit BIO CARD guidelines are very specific and are as follows:

· NO LARGER THAN 4” by 6” card
· Must be typed
· A current picture of yourself

· Your correct, current email address

· Your major

· A brief bio (description) of yourself.

The bio card project gives me a chance to get to know each of you better, and helps me learn your names faster. Due:  Thursday, August 24 at the beginning of class.
· Attendance & Participation
Your attendance and participation are important.  Attendance will be taken at the beginning of each class period.  You will be given a “free ride” for up to three (3) class hours (50 minutes each); students missing six (6) or more hours may be dropped from the course for non-attendance. 
Unless you regularly prepare for and attend class you can not participate fully in the course.  Your success in this course depends on your active participation. There will be NO OPPORTUNITY to MAKE UP missed participation points.  Participation points will be earned for activities such as:

· Participating in group discussions

· Participating in group projects

· Demonstration of skills at the board

· Oral presentations

· In class projects and work papers

· And many other activities

· Disruptive Behavior

Students entering or leaving the classroom at times other than the scheduled start/end of class is disruptive to the learning process, and is inconsiderate to students and instructors.  Class begins on the hour, not 10 minutes past the hour.  In an effort to be courteous to your fellow students and the instructor, please make sure that you are in your regular seat (a seating chart will be created and used to take attendance) and ready to “get to work” on time.  Students who are habitually tardy (3 or more times per term) will lose points, as will those who leave class early – without making prior arrangements.  

Students attending less than 30 of the normal 50 minutes of class per hour will be counted as absent and subject to the drop policy. You should be aware that participation points and quiz points are often earned at the beginning or end of the class session and there will be no opportunity to make up those points once they are missed.

· Drop Policy:

If you decide to drop the course, and I hope you don’t, please do not simply stop attending.  In order to officially drop a class you must fill out a program change card, available in the admissions and records office.  For more details on dropping a class, please read the Reedley College Catalog (2004-2006 catalog, page 18) or the Fall 2006 Class Schedule.  Drop dates are listed in your Reedley College Class Schedule.  If you simply stop attending you may be saddened by the grade that is issued.  

· Homework, Quizzes & Exams
Homework assignments are a way for you to dig deeper into the course materials and prepare for the tests and exams. On scheduled HW due dates, answer keys will be provided for students to self-grade their HW assignments.  Homework WILL NOT BE ACCEPTED LATE.  You are welcome to turn in your homework early if you think you might miss class.  

If you are participating in school-sanctioned activities (sports, field trips, etc.) and find it necessary to miss class, it is YOUR RESPONSIBILITY to make sure that all your work is turned in and tests/quizzes are taken PRIOR to your departure.  There will be no special dispensation for absences, homework & tests/quizzes missed.

Exam dates and chapters to be covered are clearly identified in the Course Activities handout that you will receive soon.  Each test is worth approximately 100 points (depending on the number of chapters covered) and may consist of true/false, multiple choice, and completion questions, as well as problems and case study questions.  In most instances, you will need to provide a Scantron form and a #2 pencil for tests and exams.  In some cases you will be asked to write your answers directly on the test form provided.  All written answers must be neat and legible in order for you to receive full credit for your correct answers. Accommodations will be made for students with disabilities.

· Final Exam

Thursday, December14, 2006   –   6 to 8 PM
Grades are final unless an error in math is found in the computation of your grade

· Important Note
If you carry a cell phone or pager, please turn off the ringer so the rest of the class is not disrupted by a ring or beep. If your cell phone/pager rings, beeps or makes any other audible sounds in class, you can expect to be asked to leave the class for the day – impacting your attendance/participation credit.  A ringing cell phone or pager may initiate a pop quiz for the entire class.
· Food and drink are not permitted in the classroom.

· Ethics in the classroom (in person or on-line)
You will notice that we will often discuss ethical issues, as such you should understand that cheating and plagiarism are not acceptable in this class (or any other).

· Accommodations for students with disabilities
If you have a verified need for an academic accommodation or materials in alternate media (i.e.: Braille, large print, electronic text, etc.) per the Americans with Disabilities Act (ADA) or Section 504 of the Rehabilitation Act, please contact me, or the DSPS office - ext 3332  as soon as possible

Please see the Reedley College catalog for clarification of issues and additional guidelines.This syllabus, points, and the course activities schedule are subject to change as deemed necessary by the instructor.
SEMESTER PROJECT:  BA 5
Pick one of the following three activities:

1. Read “A Higher Standard of Leadership: Lessons from the Life of Gandhi 
written by Keshavan Nair   ISBN 1-57675-011-6  Amazon.Com  - cost = $13.27 (new)

http://www.amazon.com/exec/obidos/tg/detail/-/1576750116/104-6815565-9279152?v=glance                             One copy is on-reserve in the RC Library

2. Read one (1) of Stephen Covey’s books on leadership/management (please submit title for approval)   -   Available at most libraries

3. Volunteer 15 hours at an area NON-PROFIT organization – not your child’s school (please submit organization name for approval).

If you decided to read a book – you will need to read the book thoroughly and then:

1. Write a 3 to 5 page report on the information provided.  This report must discuss how the information provided in the book is related to this course. . For information regarding acceptable document formatting, please see the Standards for Documents posted on the link for this class on the Blackboard site for this class.
2. Prepare a 5 minute presentation based on the book – your presentation should include

a. some sort of visual display (PowerPoint, Story Board etc)

b. hand out materials for audience

If you opted for the volunteer project – once you have completed your 15 hours you will need to:

1. Obtain a letter from the organization stating the number of hours you worked and what you did.

2. Write a 3 to 5 page report on the organization, your experiences and how this activity relates to some (or all) of the issues discussed in this class. For information regarding acceptable document formatting, please see the Standards for Documents posted on the Blackboard site for this class.   

3. Prepare a 5 minute presentation based on the organization and your experiences – your presentation should include:

a. some sort of visual display (PowerPoint, Story Board etc)

b. hand out materials for audience

TIMELINE:


Week 1 
Project Assigned

  25 points        
Week 3
Project PROPOSAL DUE – 1 page – the where, when  and why of what you are doing

100 points


Week 14
Project PAPER DUE

  25 points


Week 18
Project PRESENTATION DUE
150 Points for the project

BA – 5  Business Communications - Term Paper Requirements

This assignment requires that you research and write about a famous business person, either living or “formerly living.”  If you would like, you may research an American firm doing business in Asia instead.

To successfully complete this project, you will need to do the following:

1) Prepare a one-page project proposal detailing who or what you are going to research and why.  Please note that all selections must be approved by the instructor and duplications will not be permitted.

2) Use the library and/or on-line resources and research the person or organization and his/her/it’s impact on the business world.

3) Write a 10 to 20-page paper following the guidelines provided in the “Standards for Documents” handout found on the Blackboard site for this class..  Your paper must be a MINIMUM of 10 pages.  Likely the hardest part will be keeping your paper within the 20-page limit.  Please do not exceed the 20-page limit, as anything beyond the 20 page maximum WILL NOT BE READ.

4) Your paper must include a bibliography (works cited/reference) page and it must include AT LEAST 10 DIFFERENT RESOURCES.  Make sure that you lay out your bibliography properly so that, if I so choose, I can find your resource and read more about the person you are discussing.

5) The citations within the body of your paper should be in the form of endnotes instead of footnotes.  

6) You may use an APA format for laying out your paper.  

7) You will have to prepare and present a 10-minute presentation based on your report.  Presentations will be scheduled beginning the 16th week of school. Your presentation day and time will be randomly assigned.

8) Finally, each of you will be provided a scoring sheet and you will be asked to “grade” your classmates’ presentations.  

This project (the written document, your presentation, and the peer grading portion) will satisfy the research project and final exam portion of this course.  

TIMELINE:

Point value
Week


2 Research Project Assigned

   25

5
Project Proposal DUE

   25
7
Outline and Preliminary Bibliography (min of 7 references) DUE

   25

12
Rough Draft DUE (min of 5 pages at this point)

 150

14
Final Draft of Research Project DUE – NO EXCEPTIONS

   75

16
Project Presentations DUE

 300 Points for this Project
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