
BA 324 – Business Communication
Spring 2011 – Holmes


Instructor								Sections
Dr. Cole Holmes (cole.holmes@mccombs.utexas.edu)			01935  MWF  2-3
   Office: GSB 4.126F/Phone: 471- 3187					01945  MWF  3-4
   Office hours: T 10:30-12 & 1:30-2:30; F 11-12			01955  MWF  4-5
									
Teaching Assistants							
Danny Little (dannylittle@mail.utexas.edu)
	Office hours: TBA
Jonathan Evans (Jonathan.Evans@bba08.mccombs.utexas.edu)
Office hours: TBA
Jacob Garfield (Jacob.Garfield@bba08.mccombs.utexas.edu)
	Office hours: TBA
  


General overview:
BA 324 – Business Communication - was originally designed in response to industry feedback about the communication skills needed for business graduates to enter successfully into today's competitive marketplace. Preparation for a career in any area of business education would be incomplete without an in-depth study of business communication.  We have seen the evolution of a work environment that is characterized by much greater emphasis on communication, both internal and external.  Good communication skills are not only important in every type of work setting, but in every aspect of our personal lives as well.  In the minds of most employers, good business communication skills represent “basic” and “transferable” skills a worker is expected to bring to the job. 

This course is grounded in concepts and theories of communication.  It is demanding, just like the professional environment you will enter in a few months or years, but it is also very practical.  The curriculum is structured for simultaneous advancement of your proficiency in writing, speaking, and professional interaction.  Multiple practice assignments are essential to the development of these skills. Your sustained effort will be required to complete individual and group assignments and to apply principles and strategies discussed in the texts and in class.  

Course goals:
This course is designed to help you
· Understand and demonstrate knowledge of the theory and concepts of the communication process, especially as they apply to business situations 
· Use logical, ethical approaches through communication to achieve solutions to business problems
· Develop the basic communication skills you need to write, make oral presentations, communicate interpersonally, and work effectively in teams
· Value the differences between yourself and others and apply that understanding to improve the quality of your communication
· Gain an understanding of your writing and presentation skills and how those skills compare to those of your peers
· Recognize and value the diverse contributions of all members of an organization
· Develop basic reading, writing, listening, and speaking skills in addition to the ability to follow complex written and oral instructions
· Prepare for communication in the workplace and in your business classes	

Required reading:
· Mary Ellen Guffey's (2011) Business Communication: Process & Product, 7th Edition.  The content of this text is thorough and easy to understand.
· Ellen Morrison’s (2011) The Bare Essentials.  This is a handy reference guide that addresses common grammar and mechanics rules that apply to academic and professional writing. This document will be provided to you in class at no cost.  

Additional articles will be assigned in professional publications or business periodicals during the semester. Supplemental reading will be posted on Blackboard and/or distributed in class.  Students are also required to complete the MBTI, Grammar Diagnostic, and other online tests and tutorials.  

IMPORTANT: You will be responsible for knowing the material covered in all assigned readings, whether the material is discussed in class or not.  

Recommended reading:
I strongly suggest you purchase a grammar guide for use in this course and beyond.  Shop around and find one that meets your needs and matches your learning style.  As a starting point, you may consider one of the three I often recommend to students.  You can find these on Amazon.Com, Half.Com, or any online bookstore.
· Fogarty, M. (2008). Grammar Girl’s Quick and Dirty Tips for Better Writing. 
 New York: Holt.
· Thurman, S. (2003).  The Only Grammar Book You’ll Ever Need.  Avon, MA: F+W Media.
· Corder, J. W. & Ruszkiewicz, J. J. (1989). Handbook of Current English. Glenview, Il: Scott, 	Foresman & Co. 

Necessary supplies:
· Three-ring loose-leaf binder.  You should keep your syllabus, all handouts, assignment sheets, supplemental reading and graded work in a 2-inch or 3-inch binder. You may also wish to purchase section dividers,  a sturdy three-hole punch, and a small stapler  
· A large Composition Book to be used for in-class writing assignments
· A pocket dictionary for in-class assignments

Syllabus:  
Bring your copy of the syllabus to class daily.  It is your responsibility to read and understand this document and to monitor any changes that occur.  I reserve the right to modify the syllabus, including assignments and exams, and/or alter the schedule as the semester progresses if I feel changes or additions are necessary to maintain the flow and the integrity of the course. I will notify you of any changes during class and via Blackboard.

The terms, conditions, policies, procedures, rules, schedule and the like, contained in this syllabus and any supporting documents or messages, constitute an agreement between you and me.  Supporting documents or messages include, but are not limited to, assignment instructions and grading tools, electronic messages, and classroom announcements.  
 (
Class Policies
)


The instructor and the student are bound by these class policies just as a supervisor and employee are bound by corporate policies.  Please review the BA 324 Master Syllabus for additional departmental policies. 


Professional courtesy:
Professional courtesy includes respecting others’ opinions, working together in a spirit of cooperation, and listening actively to those who are speaking.  In order to make the best use of class time, please avoid behaviors that make it difficult for us to accomplish our mutual objectives.

· Come to class prepared for scheduled activities.  Bring your textbook(s), syllabus, assignment guidelines, loose-leaf binder, pocket dictionary, and Composition Book.  In class discussions and activities, I will assume you have read the text and that my comments are supplemental and focused on applying the information.  In assessing the participation portion of your grade, I pay particular attention to the questions, discoveries, ideas, and insights you share with us about what you have read.

· Do not use electronic devices (notebooks/laptops, cell phones, iPhones, iPods, etc.) in the   classroom.  We may use laptops for several presentations and a few in-class workshops and assignments, but I will announce the dates when you need to bring a laptop.  Leave your cell phone in your purse or backpack and make sure it is turned off (including the vibrating feature).

· Treat your professor and fellow students with the respect and courtesy you would extend to any other professional.



Attendance:
Reliable and punctual attendance is critical in the workplace, just as it is critical to your success in this course. Our attendance policy is simple: You are expected to attend each class session. This class is highly participatory and its success (and yours) depends on your active engagement in the learning process.  You cannot learn if you are not here. 

· Attendance is tracked using a sign-in sheet for each class day.  Please make sure you sign in to receive credit for attendance.  I will collect the sign-in sheet shortly after class begins.  If you arrive late to class, request to sign in at the end of class. Three late arrivals constitute one absence. If you are more than 10 minutes late for a MWF class, do not interrupt the class by entering the classroom.  I will record an absence for the day, regardless of the reason for your tardiness.  

· Each student is allowed three absences in a MWF class (two absences in a TTH or MW class) without grade consequences, but you are responsible for emailing me within 24 hours concerning all absences (before the absence if possible). In this policy, the reason for your absence does not matter. Therefore, please save your allowed absences for times when you truly cannot come to class.  After three absences (MWF class) or two absences (TTH; MW class) 10 points per absence will be deducted from your final grade.

· In my experience, many students feel that if they inform the professor that they will not be in class, it is then “OK.”  It is not OK to miss class for any reason.  Important things happen in every class, and if you are not here, you miss the opportunity to learn. Naturally, legitimate conflicts occur. Genuine emergencies, documented medical issues, court appearances, or deaths in the family will be handled with understanding, but may not be excused.  

· In business, as in this course, effective time management is expected.  If you know in advance that you are going to miss class, hand in assignments due in advance of your departure.  If you miss a class you will need to contact a classmate to find out what happened in class while you were away.  I will expect you to get notes from a colleague and master on your own what we have covered.  Do not ask me, “What did I miss?”  

·  I reserve the right to assign an F to students who miss five classes (TTH; MW) or eight classes (MWF) and/or scheduled meetings.  My flexibility in allowing a student to continue in the class will be determined, in part, by his or her standing in the class in terms of participation, attendance, and work quality.  While a grade penalty for missed classes over the three allowed will be assessed, students may be allowed to continue in class as long as they complete work on time and participate appropriately in team assignments.

· Attendance is required on the days scheduled for oral presentations.  Since there are no opportunities to make up a missed oral presentation in this class, your attendance on an assigned presentation day is mandatory.  The presentation skills students learn as part of an audience are also invaluable; therefore, your attendance and active participation on class days when others are speaking is critical.  Absences on presentation days will count double.

· If you are going to miss a team meeting it is essential that you notify all members of your team immediately.  It is your responsibility to keep up with team assignments and to provide your contributions to team efforts in advance of any absence.  


Assignments:
Written work in this class consists of out-of-class assignments, in-class assignments, and major writing assignments. Please review the ‘Assignment Guidelines’ document for specific information about requirements, deadlines, grading criteria, etc.  

· For out-of-class and major writing assignments: You must provide me a hard copy of all assignments and/or an electronic version when requested. Assignments are due at the beginning of class on the due date and will be collected when class begins.  Assignments turned in after class begins will be counted as late and receive a 10% deduction; assignments received after class but by the end of the day (5:00 p.m.) on the due date will receive a 20% deduction.  I will not accept late assignments after 5:00 p.m. on the due date.  NO extensions for written assignments will be made unless you have a verifiable medical emergency.  Students with a documented medical emergency must appeal in writing within 24 hours for reconsideration for a missed individual written assignment. 

· In-class writing assignments are designed to complement the lecture/discussion of a particular topic and allow you an opportunity to apply the concepts covered in class and in the readings.  These are typically brief and will be completed in class, though I will occasionally allow you to complete an assignment for homework if time constraints prevent you from finishing the assignment in class.  Some in-class activities will be graded, while others may not be graded at all. In-class assignments cannot be made up.  If you miss class on a day when I collect in-class assignments for grading OR if you miss class on a day when an assignment was given and you did not complete it in your composition book, you will receive a zero (0) for that particular assignment.


 (
Did you know?
Over 90% of mid-career professionals identified the ‘need to write effectively’ as a skill of great 
importance in their daily work.
Light, Richard J., (2001)
Making the Most of College
.
  Cambridge, MA: Harvard University Press.
)







Oral presentations required include one individual presentation, one presentation with two or three classmates, and a formal group presentation. Please review the ‘Assignment Guidelines’ document for specific information about requirements, deadlines, grading criteria, etc.  
Presentations will be timed and videotaped for your review and mine. You will also critique your peers’ presentation skills, offering feedback based on the objectives we discuss in class.

Remember: There are no opportunities to make up a missed oral presentation in this class; attendance is mandatory on the assigned presentation day. 

Tests will be given twice during the semester.  Each quiz will test your understanding of the readings assigned to date and the information covered in class, as well as the basics of grammar, and the mechanics of writing.  It will be important for you to keep up with the assigned reading, take good notes in class, and keep all handouts distributed in class and on Blackboard.  

You are responsible for knowing the traditional rules of grammar and mechanics. However, I realize that we sometimes become “rusty” when we don’t apply these rules consistently to our everyday writing.  Therefore, in addition to the grammar exercises in the textbook, I will provide practice modules to help you polish your skills.  These modules will be available on Blackboard.

 Professional conduct and class participation are essential to your success in this course.  I will   assess the role you play in class, the quality of your interactions with me and the TAs, and your cooperative contributions to your team.  In BA 324 you will be expected to
· Participate actively in class to learn and to contribute to the learning of others  
· Be prepared for class and complete assignments by the established deadline
· Be reliable in your class and team meeting attendance
· Honor your commitments to your teammates.  Your attendance/ participation grade may be lowered based on peer feedback on your team participation
· Be polite, respectful, considerate, and professional with me, peers, teaching assistants, and department staff. Demonstrate integrity and maturity
· Encourage others by asking questions, by allowing others to complete their ideas, and by responding to what others have said
· Offer supportive feedback 
· Provide honest responses (i.e., if you do not know something or have not yet completed an assignment, say so!)
· Take responsibility for your choices. Employers value employees who offer results rather than excuses. The employee who “always has an excuse” as to why a deadline has not been met is not a welcome addition to any company

These behaviors will be considered evidence of your professional conduct.  To determine your final participation grade, I will consider the following variables: my assessment of your participation based on my records from class; your peers’ assessments based on written peer evaluations at the conclusion of a major project; and your own (honest and accurate) assessment  of your participation.  

If you come to class regularly, miss no more than three classes, complete the required online tutorials and tests, behave professionally, but rarely speak in class you can expect to receive 35 of 50 points (70% - a passing grade) for professional conduct and participation. If you volunteer to lead a class activity, serve as videographer or time keeper on presentation days, collect attendance sheets for me, and regularly and thoughtfully contribute to class discussion, you will receive additional points for professional conduct and participation.  

You also have the opportunity to boost your class participation grade by volunteering to assume additional speaking responsibilities.   Students groups may “team teach” a lesson related to a topic covered in class.  I will provide additional information later this semester.

 (
Grading
)Class Policies
Class Policies

McCombs grading policies reserve ‘A’ grades for students with truly exceptional performance.  This means that instructors award ‘A’ grades only when students demonstrate insight and creativity that exceed the stated requirements.  You should expect to work diligently.  Like all business courses, this is a rigorous class. Your work must conform to high standards of academic excellence and workplace professionalism.  Your written work, presentation skills, and professional conduct will be judged according to whether they are university-caliber and workplace-acceptable.

· I personally grade all assignments (written and oral).  In addition, one of the teaching assistants may read and offer feedback on your written work.  I do not edit papers before they are turned in to be graded; however, if you wish to discuss general content or specific concepts before an assignment is due, I am happy to do that.  Please proofread your work!  Word-processing functions (spell check and grammar check) are often unreliable.  Proofreading a printout is the most effective way to catch mistakes.  

· If you have questions about your grade on an assignment, please see me during office hours within one week of receiving the grade (e.g. Monday to Monday).  After one week, a graded assignment is not eligible for review. Please do not bring papers over a week old to me at any other time during the semester in an effort to receive more points. No phone calls or e-mails, please -- stop by during my office hours. Absolutely no class time will be spent on grading questions.  Please note that graded assignments submitted for review will be re-graded in their entirety.  When I review a paper, it is only fair that points can be deducted as well as added (it is always possible that I may find additional errors when I review the paper).  

· You should record your own grades in the table provided in this packet.  Keep all graded papers and assignments until you have your final course grade.   Without the original documents that have my handwritten score on them, you will not be able to argue your case if we disagree.  

· Completed assignments that are full of errors or have little eye-appeal cannot receive an average or above-average grade, no matter how hard anyone “tries.”  Remember, your boss will not reward you for an unprofessional, poorly-constructed document or presentation, regardless of knowing how much effort you put into the project.  You will earn your reward by producing work that meets your employer’s standards of excellence.  The same philosophy applies to this course.  You will not receive an “A for effort” in this course.  However, I will reward effort by working with you during office hours, providing guidance to help you improve the quality of your work.


































	 Written Assignments (55% of the grade)
	 Possible Points
	 Your Score

	Out-of-class assignments:
	265
	

	   Introduction (on Blackboard)
	15
	

	   Formal business letter
	50
	

	   Business blog review
	30
	

	   Executive Summary
	50
	

	   Self-evaluation following Presentation #1 (E-mail)
	30
	

	   Peer/Self-eval following Presentation #2 (Memo)
	40
	

	   Peer/Self-eval following Presentation #3 (Letter)
	50
	

	
	
	

	Major assignments:
	220
	

	   Polished draft of group report
	completion
	

	   Team agreement & work plan; meeting agenda
	40
	

	   Library research assignment
	30
	

	   Formal group report
	150
	

	 
	 
	

	In-class assignments:
	65
	

	
	
	

	Total
	550
	




	Public Speaking Assignments (30% of the grade)
	Possible Points
	Your Score

	Presentation #1
	50
	

	   Individual personal snapshot presentation
	 
	

	 
	 
	

	Presentation #2
	100
	

	   Triad presentation
	
	

	    
	 
	

	Presentation #3
	150
	

	   Team presentation
	 
	

	    
	 
	

	Total
	300
	



	Professional Development (15% of the grade)
	Possible Points
	Your Score

	Tests (2)
	100
	

	    
	 
	

	Professional conduct and class participation 
	 50
	

	
	
	

	Total
	150
	

	    
	 
	

	Grand total
	1000
	



Rewriting an assignment:
After an original document is graded and returned you may be given the option to rewrite to improve the quality of the document, with the possibility of improving your grade.  Normally, you will receive only the minimum number of opportunities to submit rewrites for a grade that all business communication instructors must offer.  I will decide which assignments you will have the opportunity to rewrite and submit for a grade.  Always prepare your original documents for submission with the belief that you will not receive an opportunity to rewrite them and submit them for a grade.  The rewriting option is not a substitute for good faith effort on the first draft of an assignment.  

I may assign a new grade for the revised version only if the first draft demonstrates honest effort by the writer and the second draft shows significant improvement.  If a second grade is assigned, the maximum increase in score will be 10 percent.  

Major work is required before the rewritten document will be accepted for re-grading.  Assignments with major content or writing problems will not accepted if only spelling, grammar, and punctuation errors are corrected.  An acceptable rewrite requires more than merely changing items marked by the grader; you are responsible for additional corrections/improvements as needed.

When a rewritten assignment it submitted for my review, the original graded document should be stapled to the back of the rewritten version and submitted on the date due.  Due date will be announced ONCE in class and will be strictly enforced!  I will not grade a rewrite that is turned in any time other than the beginning of class on the due date and/or is not submitted with the original version attached.  

Rewriting is a privilege given to you to learn the methods more thoroughly. The option to rewrite is awarded by the instructor, assignment by assignment; do not assume you have that option automatically!

 (
Communicating with your Instructor
)



I encourage students to visit during office hours to introduce themselves, to seek guidance, and to discuss class activities. Office hour visits are the preferred means to discuss individual concerns, dilemmas, and grading. Quick clarifying questions can be addressed via e-mail, which is the best way to reach me outside of scheduled office hours.  However, please follow the guidelines below when contacting me by e-mail. 

· You need a personal UT Austin or McCombs Business School e-mail account to complete assignments in BA 324 in order to send and receive messages from your team members, grader, and instructor. Other e-mail addresses are less reliable and often are not compatible with the McCombs School of Business or UT Austin e-mail servers. Please check your e-mail frequently.  

· Your e-mail messages should follow the guidelines in your textbook for content, organization, style, format and mechanics (grammar, spelling, and punctuation) and must follow the rules of netiquette.  Please include the words “BA 324:…” in the subject line.  This will help me distinguish important e-mail messages from general ones. 

· Although I’m happy to respond to your questions and concerns by e-mail, please remember that such responses are a courtesy to you.  Messages that are demanding, rude, or otherwise inappropriate will not receive a response.

· Please e-mail questions and concerns early enough to allow me time to respond to you (e.g., don’t e-mail questions at 11:00 p.m. about an assignment that is due the next day).  I do my best to respond to your e-mail a soon as possible, but with 120+ students it is not always possible to reply within 24 hours.  Please allow two business days for a response.  I do not read e-mail during the weekend.

· Appropriate questions: Clarification of an assignment or concept covered in class, concerns with group work or teammates, requests for appointments, and other relatively brief questions and requests that elicit a quick response.

· Inappropriate questions: Please do not ask what was covered in a class you missed, or for information that is detailed in the course syllabus or assignment sheets (e.g., “What’s the page limit for the group paper?”)  Please also avoid asking questions that clearly cannot be answered in a brief paragraph – those questions are better addressed in person before or after class, or during office hours.

· This course utilizes Blackboard, a Web-based course management system in which a password protected site is created for each course.  I will use Blackboard to distribute course materials and assignments, post lecture notes, and announce changes to the syllabus or schedule. One or more of your assignments will also be submitted on the course’s Blackboard site.   You will be responsible for checking the Blackboard course site regularly for class work and announcements.  Blackboard is available at http://courses.utexas.edu.   Support is provided by the ITS Help Desk at 475-9400 Monday through Friday 8 am to 6 pm. 

 (
I
mportant 
Resources 
)



Writing assistance: 
Please seek writing feedback from the instructor and/or TA.  If you need further help with your basic writing skills, please visit

The UT Learning Center (located in JES A115)   http://lifelearning.utexas.edu/

 The Undergraduate Writing Center (located in FAC 211)   http://uwc.utexas.edu/

There are also many helpful online websites such as the one at Purdue University, which may be accessed by visiting Purdue’s site									http://owl.english.purdue.edu/
                                                                                                                                                       
Viewing oral presentations:
Students view their presentations a few days after presenting in class in the Millennium Lab, CBA 5th floor or at 					https://acsprod.mccombs.utexas.edu/ClassVideos/  

 (
Policies Related to Working in Teams 
)


Teamwork is a core component of this class.  Teamwork requires you to contribute substantially on team assignments and requires you to encourage your teammates to contribute substantially.  Teamwork also requires you to conduct yourself in a way that makes the interaction with your teammates mutually beneficial and productive.

· Fulfilling your responsibilities to your team is critical to your final course grade. Negligence in this area can result in a substantial reduction in your final grade. 

· Peer evaluation helps you to understand your strengths and weaknesses as a team member.  Accordingly, following the triad presentation and at the completion of your team presentation and paper, you will complete a peer/self-evaluation that assesses the contributions and conduct of each member in your team.  Your grade on the peer evaluation is usually the result of your own honest assessment of your contribution and the outcome of your efforts and the feedback your teammates provide about your work.  

· Firing a team member for just cause is an option students rarely exercise; nonetheless, it IS an option. Teams may “fire” a team member for performance issues and/or conduct that is harming the team, or one or more of its members significantly.  Examples of grounds for firing include significant lack of contribution, missed meetings, extreme lack of flexibility in incorporating the suggestions of others, rudeness, plagiarism, unauthorized revising of work the team has completed, poor quality work, incomplete work and work not completed on time.  Because of the severity of the consequences of this action, this option should not be taken lightly.  At my discretion, a firing may result in the errant team member receiving an F for all team assignments that have not yet been graded and a lower grade for any assignment already completed in which the errant team member did not contribute equally.
In the business world, when a person is fired from a team or job, that firing should never come as a surprise. The person is generally notified in writing at least twice before formal firing procedures are started. In addition, help is usually provided to assist that person in his/her performance. People are often times not aware of how their work style, attitude, and performance are affecting the team and it is only fair to discuss these issues with the person before launching                           a formal procedure. 
In order to fire a team member the following must occur and be documented: 

1. The team must address its concerns/dissatisfactions with the team member by talking with him/her and putting in writing the behaviors and actions that are detrimental to the team progress. The team should indicate what must be done within a realistic and specified time frame. A copy of this documentation must be forwarded to me the same time it is given to the team member in question. 

2. In addition to presenting the written document, the team members must hold a meeting to allow the member in question to ask for clarification, to respond to the notification, and to give him/her a chance to rectify the situation. The minutes from this meeting must be forwarded to me. The team member in question must make a written response and submit a copy to the professor within 24 hours of the meeting. 

3. If the situation is not rectified within the specified time frame, and the team members want to pursue the firing, a meeting with the professor must be scheduled.

At this point, I will meet with the team and then the errant team member.  I will weigh the evidence and either (a) approve the request to fire the errant team member or (b) summon all team members to a meeting to hear opposing arguments.  Without strong evidence to the contrary, I will approve the team’s request to fire its errant team member.

If the errant team member misses any meetings or deadlines outlined in this procedure, fails to produce letters responding to the complaint, or fails to follow the letter or spirit of this procedure, then this noncompliance will carry the automatic presumption of guilt and intent not to 
correct the problem.

Please note: Regardless of whether the team complains about an individual student on the team or starts the firing process, at my discretion, I may remove a student from a team for cause.  The grounds for removal and the result of the removal are the same as the grounds for firing and the result of the firing as paragraph 1 of Firing a team member describes.

 (
Final Thoughts 
)

Please take advantage of the opportunities in this course. I am here to help you. Research has shown that students who engage in one-on-one discussions with the instructor about their course work receive better grades. There are many ways you can communicate your ideas and or needs with me and the teaching assistants. Visit us during office hours, e-mail us, or engage in a class discussion. The important thing is to communicate with us!   Relationships are vital in the business world; your relationship with your boss (in this case me) is key to your success. 
Evaluate your contacts with me – do you only talk to me to complain about an assignment or to give me an excuse for an absence?  Is this the way you want me to remember you?  By participating actively in class, asking thoughtful questions, and demonstrating your commitment to success, you will make a much better impression.  
The educational process is a partnership. I expect a level of commitment from you and you should expect the same from me. I commit to being prepared for class each day, to make the class as interesting and valuable an experience as possible.  I commit to designing meaningful assignments that advance the learning objectives of the course, and I promise to provide a great deal of specific, meaningful feedback on your performance on each assignment.  Students who have taken my courses in the past will likely tell you that I am honest (at times, frank) and thorough.  Though my critique may be exhaustive, I will never insult you, belittle you, or question your abilities. 
Please put feedback and grades in the proper perspective. I am committed to providing honest and fair feedback according to business environment criteria. My evaluations of course work and participation do not reflect my feelings or attitude toward a student. It is my intention to offer feedback useful for learning and mastery.
I will also ask you for feedback during the course, allowing you to let me know if I am holding up my end of the bargain.  Importantly, however, this class is interactive.  While it is my responsibility to lead the discussion and create an environment in which students are willing and able to contribute, I cannot achieve this goal on my own.  Your participation is essential!  

My goal is to provide for a positive, relevant learning experience.  I sincerely hope you enjoy participating in this course as much as I enjoy teaching it.  









































BA 324                                    Business Communication                             Spring 2011
Master Syllabus
Applies to All BA 324 Sections
Prerequisites
Required classes:                         English 603A, Rhetoric and Writing 306, 306Q, 309K, or 
Tutorial Course 603A, and credit or registration for BA 101H (or 102H), 101S, or 101T

Expected skills: 		Basic writing skills, including grammar and mechanics
 	Computer skills, including the ability to create PowerPoint presentations, communicate via email, and use the Internet/Web
 
Primary Textbook
The primary required textbook for all BA 324 sections is Business Communication: Process & Product, 7th edition, by Mary Ellen Guffey and Dana Loewy.  Individual lecturers may require additional texts and/or reading packets. The textbook is available in two versions: bound and loose leaf.

Mission Statement
The mission of BA 324 is to provide McCombs School of Business undergraduates with a conceptual framework and specific tools for communicating in complex environments and accomplishing strategic academic and professional business goals.  This core course provides writing, oral, and collaborative skills necessary for future business courses, internships, and professional positions.

Course Objectives: Preparing Students for Business Environments
BA 324 focuses on writing, speaking, and interpersonal communication. Although differences in instructors’ presentation styles are a natural and valuable part of a multi-section course, all sections of BA 324 have the same objectives. These objectives specify that business students, at the conclusion of the course, should be able to
· Analyze communication situations and audiences to make choices about the most effective and efficient way to communicate and deliver messages
· Conduct research that includes the use of electronic library resources and the Internet; use the results of that research to complete written and oral reports
· Deliver effective business presentations in contexts that may require either extemporaneous or impromptu oral presentations
· Provide feedback, accept feedback, and use feedback to improve communication skills
· Write business documents that are grammatically correct and use appropriate business style
· Develop effective interpersonal communication skills
· Use communication technology appropriately and effectively

Core Communication Skills and Required Assignments
BA 324 focuses on a core set of communication skills and requires assignments that support students in their learning of these skills. Students can expect to work on this core set of skills in all sections of BA 324, although individual sections may add or substitute specific assignments that teach the same skills and fulfill the same course objectives. These communication skills and the types of assignments that teach those skills are described below.

Written Communication:  Students write letters, memos, proposals, formal and informal reports, work plans, and progress reports.

Oral Communication: Oral presentations from 2-30 minutes long address informative, persuasive, and extemporaneous methods of delivery.  Some oral presentations require the use of visual aids such as handouts, overhead transparencies, and presentation software such as PowerPoint.
 
Time Management: Assignments are varied, integrated, and overlapping, and students focus on multiple issues, projects, and demands. Students must, therefore, take responsibility for planning and pacing their own work as well as developing time management skills.

Project Development: Groups of approximately four to six students develop projects, complete research, schedule meetings, write team papers and reports, and deliver a 20-30 minute oral presentation using visual aids. These projects build on and use the skills developed in other class assignments.

Evaluation/feedback: Assignments that require students to learn and develop evaluation and feedback skills are included throughout the course. These assignments may involve editing one’s own writing and doing self-critiques, self-evaluations, or analyses of one’s own presentations, interpersonal communication, and other class activities. These assignments may also involve peer-editing as well as providing evaluations and critiques of the work of other class members.

Group Management: Students work on group projects to practice interpersonal skills by communicating with group members and peers outside the group.

Meeting Management: As part of the projects, groups meet on a regular basis, develop meeting goals, make agendas, facilitate meetings, provide feedback, and submit meeting summaries.

Grading, Key Content Areas, and Required Assignments
Grades in BA 324 are based on a student’s work in three key content areas. These content areas reflect the mission of the course, the course objectives, and the core communication skills that students are expected to learn. Each of these content areas represents a fixed percentage of the course’s content. In two of these areas, there is a minimum number of specific assignments required for all sections of the course. Students should review the required assignments for their particular BA 324 section.

Three key content areas for BA 324:
Written Communication (55%)
	Including a minimum of
· Eight 1- to 3-page assignments or exercises (e.g., memos, emails, letters, blogs, summaries, etc.). 
· One business research report or proposal
· Agendas, work plans, PowerPoint slides, outlines, etc.
Oral Communication (30%)
Including a minimum of
· One group research presentation
· One  interpersonal assignment


Professional Development (15%)
	Including
· Exams (essay or multiple choice), quizzes, and worksheets
· Class participation 
· Professional conduct
· Other assignments (written or oral) requiring analysis and integration of course concepts

BA 324 : Writing Flag Designation (Substantial Writing Component Course)
Courses that carry a writing flag are intended to offer students significant opportunities to
 hone their writing skills as they progress through their core curricula and major coursework.
A writing flag course fulfills the following criteria:
· Requires students to write regularly—several times during the semester—and to complete writing projects that are substantial. It is only through the practice of writing that students learn to improve their writing.
· Is structured around the principle that good writing requires rewriting. Students must receive meaningful feedback from the instructor (or teaching assistant) so they can improve successive drafts.
· Includes writing assignments that constitute at least one-third of the final grade in the course. These assignments must be graded on writing quality as well as content.
· Provides an opportunity for students to read each other’s work and offer constructive criticism. Careful reading and analysis of the writing of others is a valuable part of the learning process.
Written assignments comprise 55% of the grade for this course.  Of that 55%, half of the grade is based on the quality of your writing, and the other half is based on evidence of your understanding of the material and fulfillment of other criteria.

Revision/Rewrite Policy
One writing project, chosen at the instructor’s discretion, will involve revision.  “Rewriting” goes beyond the correction of grammar, mechanics, and usage.  It typically involves the re-thinking of major arguments, organizational elements, perspectives, or stylistic choices in the project. 

Attendance /Punctuality Policy
Since BA 324 teaches both conceptual knowledge and skills, daily attendance and active participation in the class are required. Students should view class attendance as they would work attendance and communicate to their peers and instructor in an appropriate manner. 

If your absences exceed three days for a MWF course or two days for a TTh course, your final grade is impacted by a minimum of a 1% deduction of your final grade per absence. Instructors reserve the right to fail students whose absences exceed eight MWF classes or five TTh classes.

Please review carefully the additional attendance requirements specified by your instructor.

Grading Policy for All BA 324 and BA 324H Sections
The following plus/minus scale will be used to determine final course grades in all 
BA 324 and BA 324H sections:
                                                                                                                                 
A 	93 and above
A -	90-92.9
B+	87-89.9
B	83-86.9
B-	80-82.9
C+	77-79.9
C	73-76.9
C-	70-72.9
D+	67-69.9
D	63-66.9
D-	60-62.9
F           59.9 and below

University Policies Relevant to BA 324 Students
Academic Integrity (Please read very carefully)
The responsibilities of both students and faculty with regard to scholastic dishonesty are described in detail in the Policy Statement on Scholastic Dishonesty for the McCombs School of Business, available online at http://www.mccombs.utexas.edu/udean/Scholastic_Responsibility.asp  

One of the provisions of this statement reads as follows:
   “The McCombs School of Business has no tolerance for acts of scholastic dishonesty.    The responsibilities of both students and faculty with regard to scholastic dishonesty are described in detail in the Policy Statement on Scholastic Dishonesty for the McCombs School of Business. By teaching this course, I have agreed to observe all of the faculty responsibilities described in that document. By enrolling in this class, you have agreed to observe all of the student responsibilities described in that document. If the application of that Policy Statement to this class and its assignments is unclear in any way, it is your responsibility to ask me for clarification. Policy on Scholastic Dishonesty: Students who violate University rules on scholastic dishonesty are subject to disciplinary penalties, including the possibility of failure in the course and/or dismissal from the University. Since dishonesty harms the individual, all students, and the integrity of the University, policies on scholastic dishonesty will be strictly enforced. You should refer to the Student Judicial Services website (http://deanofstudents.utexas.edu/sjs/) or the General Information Catalog to access the official University policies and procedures on scholastic dishonesty as well as further elaboration on what constitutes scholastic dishonesty.”

BA 324 instructors will follow and enforce the provisions of the Policy Statement on Scholastic Dishonesty for the McCombs School of Business.  You are responsible for reading, understanding and following the Policy Statement on Scholastic Dishonesty for the McCombs School of Business and the policies and procedures regarding scholastic dishonesty on the Student Judicial Services website.  Included in these responsibilities is the responsibility for understanding what actions constitute scholastic dishonesty.

You may not use any resources, including, but not limited to books, computers, databases, etc. for out-of-class assignments if using such resources constitutes one or more acts of scholastic dishonesty, as defined in the General Information Catalog or as described in the Policy Statement on Scholastic Dishonesty for the McCombs School of Business.  By way of example and not by limitation, you may not consult or submit work (in whole or in part) that has been completed by other students in this or previous years for the same or substantially the same assignment.
 
Students should be aware that all required writing assignments may be submitted through a software program called SafeAssign on Blackboard. The software is designed to help faculty and students organize and improve the writing process by encouraging original submissions and proper citation practices.

Class Websites and Student Privacy
Students who do not want their names included in these electronic class rosters must restrict their directory information in the Office of the Registrar, Main Building, Room 1. For more information visit the Registrar’s website at:  http://www.utexas.edu/student/registrar/faq.html#directory

Services for Students with Disabilities
 Upon request, The University of Texas at Austin provides appropriate academic accommodations for qualified students with disabilities. For more information, contact the Office of the Dean of Students at 471-6259, 471-6441 TTY.
 
Religious Holidays
A student who is absent from a class or examination for the observance of a religious holy day may complete the work missed within a reasonable time after the absence, if proper notice has been given. Review this policy at  
http://www.utexas.edu/student/registrar/catalogs/gi03-04/ch4/ch4g.html#religion



Writing Rubric
BA 324 - Business Communication


Criteria	Poor	Satisfactory	Strong

Organization	Writing is not concise	Focus and direction of	Writing is concise and
	and tends to ramble; lack	writing is acceptable and	clear; information is easy
	of direction interferes with	does not interfere with	to understand; focus and
	audience understanding;	audience understanding;	and direction of the writing
	lacks clear topic sentences.	minor errors in cohesion	are obvious to audience

Introduction and	Main idea or purpose is not	Main idea or purpose is	Introduction not only
Conclusion	established in the appropriate	established in the appropriate	establishes main idea or
	paragraph; conclusion does 	paragraph; conclusion is	purpose as appropriate, but
	not include contact information	satisfactory but lacks at least	also has an interesting hook;
	end date, goodwill, or future	one important statement	conclusion includes every
	relationship		necessary action or statement

Punctuation and	Writing contains numerous	Writing contains occasional	Writing is nearly error free
Spelling	and/or significant errors which	errors which do not distract	with no item that distracts 
	distract from the message	from the message	from the message

Sentence Structure	Sentence structure lacks	Most sentences build within	Sentences are clear, well
and Transitions	readability and/or is awkward;	paragraphs for readability;	developed, and express 
	connections between topics, 	a few sentences lack transition	concise ideas; transitions
	ideas, or arguments lack clear		create strong readability
	transition

Background and	Ideas lack support or are 	Ideas are supported with	Arguments are supported
Critical Thinking	expressed with personal views;	occasional citations or class	with cited references or
	no original thoughts 	lessons; some individual, 	relevant facts; strong use of
	demonstrate critical thinking	original ideas are expressed	originality is shown
			throughout the message

Professional Format	Document is not professionally	Document follows most of the	Professional format style is
and Tone	formatted; tone and language	traditional format guidelines but	obvious; all aspects of the
	are inappropriate	has at least one distracting error;	tone and language lend to
		tone and language use are fair	audience’s verbal and non-
			verbal understanding




Adapted from the Association to Advance Collegiate Schools of Business (AACSB) Assessment Writing Rubric









Oral Presentation Criteria
Criteria for Grading Speeches*

To receive a C on your speech, you must meet the following standards:
1.	The speech must be original.
2.	The type of speech presented must be appropriate to the assignment.
3.	The topic must be appropriate for the audience and sufficiently focused.
4.	The speech must fit the time requirements of the assignment.
5.	The speech must be presented on the day assigned.
6.	Main ideas must be supported with facts and figures, appropriate testimony, 			examples, or narratives.
7.	The speech must have a clear sense of purpose.
8.	The speech must have a clearly identifiable and appropriate design, complete with an introduction and a conclusion.
9.	The speech must be presented extemporaneously.
10.	The speech must satisfy any specific requirements of the assignment, such as number of references, formal outline, or use of visual aids.
11.	The speaker must use language correctly.

To receive a B on your speech, you must meet the following standards:
1.	Satisfy all requirements for a C speech.
2.	Select a challenging topic and adapt it appropriately to your audience.
3.	Reflect a greater depth of research. 
4.	Clearly identify sources of information and ideas.
5.	Create and sustain attention throughout the speech.
6.	Make effective use of transitions, previews, and summaries.
7.	Use good oral style.
8.	Present the speech with poise and confidence.

To receive an A on your speech, you must meet the following standards:
1.	Satisfy all requirements for a B speech.
2.	Demonstrate imagination and creativity in topic selection and development.
3.	Develop and sustain strong bonds of identification among the speaker, audience, and topic.
4.	Consistently adapt information and supporting material to the experiential world of your audience.
5.	Reflect an even greater depth of research (Refer to your assignment sheet for each presentation).
6.	Demonstrate artful use of language and stylistic techniques.
1. Make a polished presentation that integrates verbal and nonverbal  communication skills.

A D speech does not meet one or more of the standards for a C speech or:
1.	Is obviously unrehearsed.
2.	Is based entirely on biased information or unsupported opinions.

An F speech does not meet three or more of the standards for a C speech, reflects either of the problems associated with a D speech, or:
1.	Uses fabricated supporting material.
2.	Deliberately distorts evidence.
3.	Is plagiarized.

				
*Reprinted by permission of the Speech Communication Association.

These criteria apply to all oral presentations in this course. 
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