The University of Texas at Austin - McCombs School of Business
BA 324 BUSINESS COMMUNICATION 
Master Syllabus - Spring 2009
Instructor Information                                                                 Sections

Dr. Cynthia J. Cone (cynthia.cone@mccombs.utexas.edu)                      BA 324. 01915  MWF 1:00 / CBA 4.322
Office:  CBA 6.326 / Phone: (512) 471-2181                                      Office Hrs:  MW 12 Noon & by appointment
Grader: Katherine Kang (Katherine.Kang@bba06.mccombs.utexas.edu) Office Hrs:   MW 11–12, TTH 11–12:30
Prerequisites

Required classes: 
( RHE or E 306, MIS 310 or passing score on the Computer Literacy Test, and credit or registration for BA 101S, 101T, 101H, or 101

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 Mary Ellen Guffey’s Business Communication: Process and Product, 6/e. Additional texts may be required by your instructor.

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

Attendance 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. Please review carefully the additional attendance requirements at your instructor’s discretion.

Grading Policy for all BA 324 and BA 324H Sections                                                                                                                                   

To receive an A, a student must have a 91% or better average overall and a 90% or better average in both Written Communication and Oral Communication, ( no percentage requirement for Professional Development is specified); to receive a B, a student must have an 81% or better average overall and an 80% or better average in both Written Communication and Oral Communication  (no percentage requirement for Professional Development is specified); to receive a C, a student must have a 71% or better average overall and a 70% or better average in both Written Communication and Oral Communication ( no percentage requirement for Professional Development is specified).

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 must 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, other groups, 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:

· 4 memos / emails / letters

· 1 business research report

· Agendas, work plans, PowerPoint, outlines, etc.

Oral Communication (30%)

Including a minimum of:

· 1 group research presentation

· 1 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 is a Substantial Writing Component Course

The University’s official policy statement is:  “Each course certified as having a substantial writing component must include at least three writing activities per semester, exclusive of in-class quizzes and examinations.  These three or more writing activities must total approximately 16 type-written double-spaced pages (4,000 words).  A major rewriting of a paper (requiring additional original writing, not merely editing) can be considered a separate writing activity.  The quality of the student’s written expression must be an important component in determining the student’s course grade.”

Written assignments in BA 324 that fit the substantial writing component criteria 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.
University Policies Relevant to BA 324 Student

Academic Integrity
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 is:
 
“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 at 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.”
 
I 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 on 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.
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

 "The University of Austin provides upon request 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:  Oral and Written


	Criteria
	Poor
	Satisfactory
	Strong

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

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

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

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

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

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


	General Criteria Used to Grade All Oral Presentations



	

	1
	The speech is original.

	2
	The type of speech presented is appropriate to the assignment.

	3
	The topic is appropriate for the audience and sufficiently focused.

	4
	The speech fits the time requirements of the assignment.

	5
	The speech must be presented on the day assigned.

	6
	Main ideas are supported with facts and figures, appropriate testimony, examples, or narratives.

	7
	The speech has a clear sense of purpose.

	8
	The speech has a clearly identifiable and appropriate design, complete with an introduction and a conclusion.

	9
	The speech is presented extemporaneously.

	10
	The speech satisfies any specific requirements of the assignment, such as number of references, formal outline, or use of visual aids.

	11
	The speaker uses language correctly.

	Oral presentations with the above 11 Standards Exhibit 70 - 79% Proficiency

	12
	Selects a challenging topic and adapts it appropriately to the audience

	13
	Reflects a greater depth of research

	14
	Clearly identifies sources of information and ideas

	15
	Creates and sustains attention throughout the speech

	16
	Makes effective use of transitions, previews, and summaries

	17
	Uses good oral style

	18
	Presents the speech with poise

	Oral Presentations with the above 18 Standards Exhibit 80 - 89% Proficiency

	19
	Demonstrates imagination and creativity in topic selection and development

	20
	Develops and sustains strong bonds of identification among the speaker, audience, and topic

	21
	Consistently adapts information and supporting material to the experiential world of your audience

	22
	Reflects an even greater depth of research (Refer to your assignment sheet for each presentation)

	23
	Demonstrates artful use of language and stylistic techniques

	24
	Makes a polished presentation that artfully integrates verbal and nonverbal communication skills

	Oral Presentations with the above 24 Standards Exhibit 90–100% Proficiency

	
	

	Oral Presentations that Exhibit 60 - 69% Proficiency

	-
	Do not meet one of the 1st eleven standards

	-
	Is obviously unrehearsed

	-
	Is based entirely on biased information or unsupported opinions

	Oral Presentations that Exhibit 50 - 59% Proficiency

	-
	Do not meet three or less of the 1st eleven standards

	-
	Uses fabricated supporting material

	-
	Deliberately distorts evidence

	-
	Is plagiarized

	
	*Reprinted by permission of the Speech Communication Association.


	The University of Texas at Austin – McCombs School of Business
Business Communication BA324. 01915
Cynthia Cone, Ph. D. - Spring 2009

Dr. Cynthia J. Cone (cynthia.cone@mccombs.utexas.edu)                               BA 324. 01915  / MWF 1:00 / CBA 4.322

Office:  CBA 6.326 / Phone: (512) 471-2181                                                   Office Hrs:  MW 12 Noon & by appointment

Grader: Katherine Kang (Katherine.Kang@bba06.mccombs.utexas.edu)                   Office Hrs:   MW 11–12, TTH 11–12:30

	Course Design:

	This course was designed in response to industry feedback about the communication skills needed for business graduates to enter successfully into today's competitive marketplace. This course is very practical.  It will, however, require ability to multi-task and work in a fast paced environment.  It will also require regular attendance to complete group assignments and to apply learned skills. Working together and giving and getting constructive criticism will improve your communication.  

	Course Goals – BA324 is Designed to Help You Become a Professional Communicator


	1
	Develop basic communication skills you need to write, make oral presentations, communicate interpersonally, and work effectively in teams.

	2
	Value the differences between yourself and others and to employ that understanding to improve the quality of your communication.

	3
	Recognize and value the diverse contributions of all members of an organization.

	4
	Improve your communication in future courses and in your career.

	5
	Refine the process of written and oral communication in business.

	6
	Use methods of problem solving in business communication that can be used as an individual or as a team.

	7
	Develop basic reading, writing, listening, and speaking skills in addition to the ability to follow complete, complex written and oral instructions.   

	Required Texts:



	1
	Mary Ellen Guffey's Business Communication: Process & Product, 6th Edition

	2
	Porter, Loescher, Riekenberg & Starnes, Communication Matters: Write, Speak, Succeed, 1st Edition, paperback. This is a book of articles and readings for business communications.

	Recommended Texts:



	1
	Billy Earnest’s Save Our Slides – recommended, but not required to help you construct more effective visuals for PowerPoint presentations.

	2
	Jane E. Aaron’s The Little, Brown Essential Handbook, 5th Edition

	Policies: The instructor and the student are bound by these class policies just as a supervisor and employee are bound by corporate policies.


	1
	General Classroom Policies:                                                                                         In an effort to create a classroom environment conducive to learning, please remember to follow these rules every day:                                                                             ▪ Turn off all cell phones and pagers – if you forget, turn it off quickly.                                                                                        
▪ The instructor encourages participation; ask questions and make observations during class.

	2
	Communication with the Instructor:

▪ The instructor encourages students to observe office hours to introduce themselves and get to know their instructor.

▪ E-mail and office hours are the preferred means to discuss particular student concerns, dilemmas, and issues with the instructor.  Please place the title, “BA324,” in the subject line for all e-mails.  This will help to identify significant e-mails from other general e-mails.
▪ Occasionally, the instructor can receive so many e-mails that is difficult to respond quickly.

	3
	Attendance & Punctuality:

	
	▪ Reliable and punctual attendance are keys to professional success.  Treat your class attendance and punctuality as you would professional employment.  Because of the collaborative nature of this course, you are expected to attend all classes, as well as all team meetings scheduled with classmates. 

	
	▪ Attendance is tracked using a sign-in sheet for each class day.  Please make sure you sign in to receive credit for attendance.  The sign-in sheet is available for sign-in until class begins.  If you arrive late to class, request to sign-in at the end of class.   

	
	▪ Each student is allowed three absences (MWF) without grade consequences.  After three absences, 10 points per absence are deducted from your overall grade total.

▪ Two (2) late arrivals constitute one (1) absence.

	
	▪ As with any professional, you must notify all members of your team and the instructor if you are going to be absent prior to the absence if possible.  It is also your responsibility to provide your contributions to team efforts in advance of any absence.  

	
	▪ Whether you are absent or late, it is your responsibility to get any special in-class instructions from a classmate, then request copies of any handouts from the instructor.

	
	▪ The instructor reserves the right to assign an F to students who miss five (5) or more classes and/or scheduled meetings. Excused absences are no exception to this policy.

	
	▪ Genuine emergencies and serious illness will be handled with understanding; my flexibility in allowing a student to continue in the class will be determined, in part, by their standing in the class in terms of participation and attendance.  Similarly, student athletes and seniors conducting job interviews will be dealt with on a case-by-case basis.  While a grade penalty for missed classes over the two allowed will be assessed, students will be allowed to continue in the class as long as they complete class work and participate appropriately on team assignments. 

	
	▪ Absences due to observance of a religious holy day are exempted from this policy and do not count against your two allowable absences. 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. Notice must be given at least fourteen (14) days prior to the classes scheduled on dates the student will be absent. For religious holy days that fall within the first two weeks of the semester, notice should be given on the first day of the semester. A student who fails to complete missed work within the time allowed will be subject to the normal academic penalties.

	
	▪ The ONLY time an absence can be exempt from this policy is in the case of exigent circumstances. Exigency is defined as any situation that causes you to become physically or emotionally unable to attend class, as judged and documented by the Office of the Dean of Students. If you think your physical illness or emotional duress might qualify as exigency, please request a letter from your doctor and make an appointment with Services for Students with Disabilities or the Counseling and Mental Health Center. The instructor must receive an accommodation letter from the Dean of Students in order for you to be exempt from the attendance policy.

	4
	Assignments:

▪ The student will provide the instructor an electronic and hard copy of all assignments.

▪ Assignments are due at the beginning of class on the due date and will be picked up when class begins. Assignments turned in after class begins will be counted as late and receive a 20% deduction.
▪ Assignments not received by the end of class on the date due are not accepted.  No extensions for written assignments are made without a documented medical emergency.  
▪ There is no means to make up oral presentations or group work for this class, so be prepared on the day assigned.  Students with a medical emergency can appeal by using the exigency policy discussed in Policy 3, p. 7.

▪ Assignments with multiple pages, but without staples will not be graded.

	5
	Exams and Quizzes: 

▪ Make-ups or alternative test dates or times will be provided only for those students presenting a letter of accommodation from the Dean of Students SSD office.

	6
	Completion Grade Assignments: 
Some assignments include a required but un-graded component (e.g. Perry Castaneda Plagiarism & Library Tutorial and Library Workshop (PLC).  If not completed, 10% is deducted from the sub-total of the specific key content area; Professional Development.

	Recommendations



	1
	Class Preparation – 

▪ Keeping pace with your class work is essential and requires a daily investment of time.
▪ Ask questions if you do not understand.

▪ This course is not difficult, but it is demanding just like any professional environment.

▪ Participation is evaluated by observing student class activities: asking questions and sharing thoughts, discoveries, ideas, and insights with the class.

	2
	Record All Grades on the Grade Sheet Provided & Keep Electronic and Hardcopies of Assignments on a Flash Drive.

	3
	Bring the Syllabus to Class Every Day.

	4
	Students are Required to have a Personal UT Austin or McCombs Business School E-Mail Account.

	Student Support:



	1
	All Students Have Access to View Oral Presentations -

Students can view their presentations in the Millennium Lab the few days after presenting in class.

	2
	Assistance with Writing -

Please seek writing feedback from the instructor and/or grader in CBA 6.326.  If you need further help with your basic writing skills, please go to the UT Learning Center in Jester or the Undergraduate Writing Center.  Please ask for their help at anytime. There are many helpful online websites such as the one at Purdue University. <http://owl.english.purdue.edu/handouts/print/grammar/>

	3
	(PCL) Plagiarism & Library Tutorial and Library Workshop – 

▪ Each student must complete the PCL Plagiarism Tutorial prior to the PCL Workshop found online at: http://www.lib.utexas.edu/services/instruction/learningmodules/plagiarism/
▪ Each student must complete the PCL Library Tutorial prior to the PCL Workshop found online at: http://www.lib.utexas.edu/services/instruction/learningmodules/businessresearch/
▪ Each student must complete the PCL Workshop scheduled for this course.  If you are absent on the day of the scheduled workshop, you must attend another workshop on your own and provide written proof that you have completed the workshop.  Failure to complete the workshop results in a 10% deduction in the Professional Development portion of the course.

	4
	Policy for Students with a Grade Less than 80% on Specified Written Assignments:  

A student with a written assignment grade below 80% can attempt 10% extra credit by re-writing the assignment.  This opportunity only applies for (1) Memo and (1) Letter. 

(See pg. 5 for re-writing instructions.)

	5
	Policy for Students (1) Point or less from the Next Grade Level for the Final Grade -  

The instructor will review attendance, participation, assignments, effort and attitude. If all of these factors are superior, the instructor will assign the student (1) point to reach the next grade level.



	BA324 Assignments & Points

	
	
	
	
	

	
	Written Assignments – 55%
	Assignment
	Points 
	Grade

	1
	
	Executive Summary #1


	20
	

	2
	
	Executive Summary #2


	20
	

	3
	
	Memo #1
	50


	

	4
	
	Memo #2
	50


	

	5
	
	Letter of Application & 

Ford Career Center Resume
	50

10
	

	6
	
	Persuasive Letter


	50


	

	7
	
	Dyad Outline
	25


	

	8
	
	Work Plan

	25


	

	9
	
	Agendas 

	25
	

	10
	
	Group Outline
	25


	

	11
	
	Group’s Draft Written Report


	50
	

	12
	
	Group’s Written Report


	100
	

	13
	
	Peer Evaluations
	25


	

	14
	
	Course Feedback Form
	25


	

	
	Oral Assignments – 30%
	Assignment
	Points 
	Grade

	15
	
	Dyad / Triad Presentation

	100
	

	16
	
	Group Presentation


	150
	

	17
	
	Impromptu Interview

	50
	

	
	Professional Development  - 15%
	Assignment
	Points 
	Grade

	18
	If not completed, 10% is deducted from the Professional Development sub-total.
	(PCL)  Plagiarism Tutorial  

(PCL)  Library Tutorial  
(PCL)  Library Workshop
	0
	

	19
	
	Short Essay Exam #1


	50
	

	20
	
	Short Essay Exam #2


	50
	

	21
	
	Participation / Professional Conduct
	50
	

	TOTAL POINTS


	1000
	

	Description of Spring 2009 Assignments
Most Assignments Also Posted on Bb@UT

	Written Assignments – 55%

	
	GUIDELINES FOR RE-WRITING SPECIFIED ASSIGNMENTS FOR 10% EXTRA CREDIT:

	
	1 Students with a written grade below 80% can rewrite (1) Memo and (1) Letter.  

	
	2 Rewrites are only allowed if the student’s first draft demonstrates an honest effort.

	
	3 Late assignments are not allowed a rewrite. This policy is strictly enforced.

	
	4 An acceptable rewrite requires more than making corrections marked on your paper.  The intent of a rewrite is to make exceptional improvement to your writing.  A rewrite should have no obvious spelling, grammar, or punctuation errors and adhere to the highest level of all (10) grading criteria in order to receive any additional points.

	
	5 The student must staple the original graded assignment to the back of the rewritten document.  Without the original graded assignment, the rewrite will not be graded.

	
	TEN (10) GRADING CRITERIA FOR ALL WRITTEN ASSIGNMENTS:
Refer to the following (10) criteria for all written assignments: Executive Summaries, Memos, Letters, and Reports.

	
	1 Organization & design: 1. Use of white space; 2. Use of headings and subheadings; and
    3. Overall attractiveness of the document

	
	2 Coherence & clarity: 1. Openings & closings; 2. Transitions throughout the document; and 3. Clarity of content in the message

	
	3 Paragraphs & sentences: 1. Length; 2.  Graphic Highlighting / Bullet points; and 3.  Topic sentences

	
	4 Brevity: 1. Avoid wordiness and 2. Avoid lengthy sentence structure

	
	5 Style of document: Should the document be: 1. conversational or formal; 2. active or passive; and 3. make use of jargon or avoid jargon?

	
	6 Audience analysis: Message adapts to  the needs of (a) the primary audience & (b) the secondary audience

	
	7 Spelling, grammar, & typographical errors

	
	8 Calls for necessary action if needed

	
	9 Correct template style

	
	10 Overall effectiveness of document

	1

2
	WRITTEN ASSIGNMENT:  Two (2) Executive Summaries



	
	Type of Written Document: Executive Summary with Opinion Conclusion

	
	Due Dates: Summary #1 – Friday, 01/30/09 & Summary #2 – Monday, 03/01/09

	
	Task Responsibility: Individual Student

	
	Point Value: 25 Points (Each) Total of 50 Points

	
	NOTE: No rewrites or late papers are allowed for executive summaries.

	
	Subject for the Executive Summary:  
▪ Review ONLY Internet article secured via UT Direct from the PCL website related to communication in business and / or communication issues in your particular chosen field, i.e. accounting, management, etc. (Article should be a minimum of 4 pages of 12 point type)

	
	Description of Assignment:

•
▪ Compose a (1) page executive summary of the article.

•
▪ Use the executive summary template in Guffey pg. 411, but include headings for each section and include a closing paragraph with your opinion of the article.
•
▪ Include your name and class time in the upper left hand corner of the Executive Summary.

▪ Submit an electronic & hard copy prior to or at beginning of class on the assigned due date.

▪ Staple a hard copy of the article behind the hard copy of your Executive Summary.

	3
	WRITTEN ASSIGNMENT: Direct Memo #1



	
	Type of Written Document: Draft / Direct Memo & Peer Review

	
	Due Date: Draft Memo – Monday 02/02/09 & Final Memo - Wednesday, 02/04/09

	
	Point Value: 50 Points

	
	Task Responsibility: Individual Student

	
	Subject for Memo:  Email memo included on this page.

	
	Details for Assignment:

▪ Analyze the e-mail message for incorrect format, wordiness, lack of graphic highlighting techniques to improve readability, and other errors.
•
▪ Rewrite the email memo as a hard copy memo with full block format and make corrections. 

•
▪ On a separate sheet, identify a minimum of five different correction categories.  
 ▪ Submit (2) copies of the assignment.  Submit a hard copy at the beginning of class on the 
  due date and an electronic copy to cynthia.cone@mccombs.utexas.edu prior to class.

	
	Peer Evaluation Requirements: 

Each student will participate as a Peer Reviewer and check another student’s Draft Memo #1 and make recommendations for corrections and improvement.

	To: 

Ceresa Rothery <crothery@rancho.com>

From:

Paul Rouse <prouse@rancho.com>

Subject:
REPORT

Cc:

Ceresa:

     I went to the Workplace Issues conference on November 3 as you suggested.  The topic was how to prevent workplace violence, and I found it very fascinating.  Although we have been fortunate to avoid serious incidents at our company, it’s better to be safe than sorry.  Since I was the representative from our company and you asked for a report, here it is.  Susan Sloan was the presenter, and she made suggestions in three categories, which I will summarize here.
     Ms. Sloan cautioned organizations to prescreen job applicants.  As a matter of fact, wise companies do not offer employment until after a candidate’s background has been checked.  Just the mention of a background check is enough to make some candidates withdraw.  These candidates, of course, are the ones with something to hide.

     A second suggestion was that companies should prepare a good employee handbook that outlines what employees should do when they suspect potential workplace violence.  This handbook should include a way for informers to be anonymous.
     A third recommendation had to do with recognizing red-flag behavior.  This involves having companies train managers to recognize signs of potential workplace violence.  What are some of the red flags? One sign is an increasing number of arguments most of them petty) with coworkers. Another sign is extreme changes in behavior or statements indicating depression over family or financial problems.  Another sign is bullying or harassing behavior.  Bringing a firearm to work or displaying an extreme fascination with firearms is another sign.
     By the way, the next Workplace Issues conference is in January, and the topic is the employee e-mail monitoring.
     I think that the best recommendation is prescreening job candidates.  This is because it is most feasible.  If you want me to do more research on prescreening techniques, do not hesitate to let me know.  Let me know by November 18 if you want me to make a report at our management meeting, which is scheduled for December 3.
Paul

	4
	WRITTEN ASSIGNMENT:  Memo #2



	
	Type of Written Document: Direct Memo Information Request via Email Attachment


	
	Due Date: Draft – Monday, 02/09/2009 & Final Memo - Wednesday, 02/11/2009

	
	Point Value: 50 Points

	
	Task Responsibility: Individual Student

	
	Overview of the Assignment: The student prepares a direct information request memo to be sent via e-mail as an attachment.  A Peer will review the draft memo and make recommendations.  The student will make any necessary corrections before submitting a final electronic and hard copy to the instructor.  

▪ Forward the electronic copy to: cynthia.cone@mccombs.utexas.edu 
▪ Subject Line on the E-mail should read: Memo 2, Student Name, Class Time

	
	Preparation Requirements:

1. You will select one local non-profit organization that suites your goals for an internship. Attach to your memo a printed copy of the non-profit’s online homepage, mission statement, and contact information for at least one person from the organization.

2. The memo should identify your knowledge of the non-profit and show genuine interest in the mission of the organization.  
3. The only information you have about the company is the information found online and you memo makes a direct request for further information.  The memo should demonstrate your professionalism and effective writing skills.

	
	Memo Requirements:

1 Compose a (1) page direct memo using an information request format with a block style (See Guffey pg. 207 for a sample format and create your own personal letterhead).
2 Complete a 1st draft of direct memo #2 for peer review and download a copy of the Peer Review Form from Blackboard before class, Monday, 02/09/09.
•
3 Prior to class, Wednesday, 02/11/09, send an electronic copy of the final Memo as an attachment to your instructor, but address the memo to the non-profit.

4 Staple together (1) a hard copy of the e-mail memo, (2) a copy of the online homepage, mission statement, and contact information for at least one person from the organization, and (3) your Peer Evaluation Form with recommendations from your class mate and submit to the instructor before class begins Wednesday, 02/11/09.

	
	Peer Evaluation Requirements: 

Each student will participate as a Peer Reviewer and check another student’s Draft Memo #2 and make recommendations for corrections and improvement.
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	WRITTEN ASSIGNMENT:  Letter of Application and Ford Career Center Resume



	
	Type of Written Document: Persuasive Letter of Application & Resume

	
	Dates Due: Wednesday, 02/25/2009

	
	Point Value: 50 Points for Letter of Application & 10 Points for FCC Resume

	
	Task Responsibility: Individual Student

	
	Overview of the Assignment: 

You will make application for an internship with the same non-profit organization used for Memo #2.  You must compose an Unsolicited Persuasive Cover Letter and resume.  Your application documents will be forwarded to the Executive Director as an e-mail attachment.

	
	Preparation Requirements: 

1 Review the Unsolicited Persuasive Cover Letter exhibited in the Guffey text.  This time it is your responsibility to find the sample format in your text. 

2 Download a copy of the Ford Career Center resume from Blackboard and use the handout as a template for your resume.



	
	Cover Letter Requirements: 

1 Use an opening for an unsolicited job.

2 Sell your strengths in the body of the letter.
3 Request an interview in the closing.

	
	Resume Requirements: 

Follow the Ford Career Center resume template exactly as it is prescribed

	
	Submission Requirements: 

1 Forward your cover letter and resume as e-mail attachments to your instructor prior to the designated due date. Include a subject line appropriate to your purpose.  The salutation and brief e-mail message should address the Executive Director of non-profit organization.

2 Submit a hard copy of your (1) cover letter, (2) resume, and (3) e-mail message to the Executive Director. The packet of three documents should be stapled, completely prepared for submission, and delivered to the instructor upon entry to class.

	
	Peer Evaluation Requirements: 

There is no Peer Evaluation for the Cover Letter & FCC Resume assignment.
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	WRITTEN ASSIGNMENT: Persuasive Letter



	
	Type of Written Document: Indirect Persuasive Letter

	
	Due Date: Draft Letter – Monday, 03/02/2009 & Final Letter – Wednesday, 03/04/2009

	
	Point Value: 50 Points

	
	Task Responsibility: Individual Student

	
	Overview of the Assignment: 

You are the Executive Director of the same non-profit organization you used for Memo #2 and the Cover Letter / FCC Resume. You received a letter from James / Jan Forrester, a McCombs School of Business student seeking an internship with your non-profit. The student explains that the internship requires the Executive Director to complete a series of evaluative documents regarding the student’s performance and two meetings with McCombs faculty / staff. 

You must compose a response to the student that declines their request. However, you need to instill encouragement and maintain a positive relationship with the student and the McCombs School of Business faculty and staff.

	
	Preparation Requirements:

•
1 Review Chapter 10 regarding Negative Messages.

2 Review letters written with a modified block style.  Your book has a small sample in the appendix.

4 Download the Peer Evaluation Form from Blackboard prior to class, Monday, 03/02/09.

	
	Persuasive Letter Requirements:

•
1 Compose a (1) page, modified block, indirect persuasive letter with a company letterhead and address.

2 The indirect letter must: (a) set up a buffer; (b) explain the problem; (c) imply or imbed the problem; (d) suggest the necessary action, and (e) end on a positive note.

3 The closing should include your signature and signature block.

	
	Submission Requirements:

1 Submit an electronic and hard copy of your Persuasive Letter.

2 Staple together (1) the hard copy of the Persuasive Letter and (2) you Peer Evaluation Form with recommendations from your class mate and submit to the instructor before class begins Wednesday, 03/04/09.

	
	Peer Evaluation Requirements: 

Each student will participate as a Peer Reviewer by checking another student’s Draft Indirect Persuasive Letter and making recommendations for corrections and improvement.
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	WRITTEN ASSIGNMENT: Dyad / Triad Outline
(This assignments correlates to the Dyad / Triad Presentation)

	
	Type of Written Document: Presentation Outline

	
	Due Dates: Due on the  Presentation Date Prior to the Presentation

	
	Task Responsibility: Two & Three Member Teams

	
	Point Value: 25 Points

	
	Outline Requirements:

1 Two page short phrase outline, including introduction, body, and conclusion

   (See Guffey’s Oral Presentation Outline pg. 428outline, but modify with key phrases rather than sentences.  Also, review the Outline Format presented in class)

2 Include an APA formatted bibliography as end notes to the short phrase outline.

3 A copy of the key journal article or publication used as a foundation for the group outline is

   stapled to the short  phrase outline.
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	WRITTEN ASSIGNMENT: Work Plan


	
	Due Date: Monday, 03/09/2009

	
	Task Responsibility: All Team Members

	
	Point Value: 50 Points

	
	Overview of the Assignment: 

1 The first group responsibility for the Group Report & Presentation is to develop a Work Plan that will guide activities throughout the assignment to completion.  Anticipate that the Work Plan will continue to evolve after the initial evaluation.

2 The Work Plan will incorporate the following elements:

I. Statement of the Problem

II. Statement of Purpose

III. Research Strategy Statement – Sources & Methods of Data Collection

IV. Tentative Outline for the Presentation

V. Detailed Work Schedule Calendar

VI. Project Follow-Up Report

VII. Peer Evaluations of Team Members
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	WRITTEN ASSIGNMENT: Agendas


	
	Due Dates: An Agenda is Required for every Team Meeting

	
	Task Responsibility: Individual Team Member

	
	Point Value: 50 Points

	
	Overview of the Assignment: 

1 Each member of the group prepares an agenda and facilitates one or more meetings during

   the development of the formal report and presentation.

2 Team members work together during the development of the Work Plan to assign 

   Facilitators for each meeting

3 Each Facilitator develops and distributes an agenda two days prior to their assigned  

   meeting. Additionally, the Facilitator keeps the Team informed about changes in dates, 

   times, and locations of meetings.

4 Additional details for this assignment will be distributed via Bb@UT.
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	WRITTEN ASSIGNMENT: Group Outline


	
	Type of Written Document: Presentation Outline

	
	Due Dates: Monday 03/09/2009

	
	Task Responsibility: All Team Members

	
	Point Value: 25 Points

	
	Overview of the Assignment: 

Team members collaborate to develop a presentation outline related to their research with the following subtopics:

1 Short history of the company (name, type, customer base, year founded, and key factors 

   that clarify the role of the organization)

2 Description of the needed improvements (economic, social, political, etc.)

3 Key Players / contributors (direct and indirect players that affect improvements)

4 Impact of the non-profits success on employees, the organization, and the public.

5 Evaluation of the non-profits previous actions.

6 Comparison to similar non-profits with similar needed improvements.

7 Policies of city, state, national governmental agencies that affect or could affect success.

8 Final recommendations for the non-profit’s improvement and success.

9 Conclusion: overall significance of the report.
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	WRITTEN ASSIGNMENT: Draft of Group Formal Written Report 
(This Assignment Correlates with the Group Formal Written Report & Presentation)

	
	Type of Written Document: Draft Report

	
	Due Dates: Date assigned during the semester. Specific due dates will correlate to the order of the Group Presentations and Reports.

	
	Task Responsibility: Individual Group Member & Group Members Jointly

	
	Point Value: 50 Points

	
	Description of Assignment:

1 The Team produces a draft of 8 – 10 pages compiled from the combined documents of individual team members.

2 Definition of a Draft: a readable document with as few basic writing mistakes as possible.

	
	Steps for the Rough Draft:

1 Each student writes a draft of 1.5+ pages for the 8-10 page report to include a bibliography for their portion of the draft.
2 Each student signs their word processed pages and bibliography entries.

3 The Team assembles the pages in the correct order to submit a rough draft to the Instructor.   Each team retains a copy of the rough draft for their records.

4 Each team member proofs the assembled draft at least once. The last page of the draft identifies, by signature, the date each member proofed the draft.

5 The team incorporates the draft and feedback suggests to complete a polished final report.
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	WRITTEN ASSIGNMENT: Team Formal Written Report 
(This Assignment Correlates with the Team Presentation)

	
	Type of Written Document: Formal Report

	
	Due Date: Friday, 04/24/2009

	
	Task Responsibility: Team Members Jointly

	
	Point Value: 100 Points

	
	Overall Description of Assignment: 

1 The Team produces an eight to ten (8-10) page, professional report with at least two graphics (tables or graphs preferred).

2 The report should printed with professional quality paper and be professionally bound. Team members share equally in the cost to produce the report.
3 The topic is the same as the oral presentation.  

1. In Section One of the report you cover a short history of the non-profit, improvements / assistance needed for this entity; key players affecting the non-profit; comparison with other non-profits needed similar improvements / assistance; city, state, and national policies that impact the non-profit; impact of the non-profits success or failure on the employees, the non-profit, and the public; and recommendation for final recommendations for the organization’s success. The written report requires primary, as well as, secondary research.  The two most appropriate types of primary research are interviews and/or surveys.

2. Section Two of the report is the Evaluation of the Team Project to include the Oral Presentation and Written Presentation.

	
	Contents for the Team Final Written Report:

▪ Cover sheet 

▪ Title page for Section One and team member signature page

▪ Letter of Transmittal

▪ Table of Contents & List of Figures

▪ Executive Summary

▪ First page of report and remainder of the body of report (8-10 pages, including two
  graphics of 1/3 page size)

▪ Bibliography for Section One

▪ Appendices for Section One (Surveys and/or interviews)

________________________________________________________________________

▪ Divider title page for Section Two

▪ Final copy of work plans, agendas, and meeting minutes
▪ Outline and bibliography for Oral Presentation

▪ Hard Copy of PowerPoint slides ( 6-9 slides per page)

▪ Team Summary of Videotape Review of Oral Presentation (2 pages – refer to the 
  presentation feedback form used during class)

▪ Recommendations for Improvements for Team Written Report Process(2 pages)

▪ Review of Learning Outcomes for Entire Team Project (Oral & Written; 2 pages)

 ▪ A list of pages written by each team member for rough draft and final paper

	
	Peer Evaluation Requirements: 

Each student will participate as a Peer Reviewer by evaluating the efforts of each member of the team.
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	WRITTEN ASSIGNMENT: Peer Evaluations


	
	Due Dates: Several Dates throughout the Semester – Check the Calendar

	
	Task Responsibility: Individual Student

	
	Point Value: 25 Points

	
	Description of Assignment:

▪ The responsibility of the Peer Review is comparable to a Professional Review of a Team Member within a corporation.  If you fail to give an honest comprehensive critique, the Team Member, the Team, and ultimately the corporation will be less than successful.

▪ Peer Evaluations are conducted for Draft Memo #1, the Dyad / Triad Presentation, the Draft Persuasive Letter, the Team Report and the Team Presentation. 
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	WRITTEN ASSIGNMENT: Course Feedback Form / Evaluation of Instructor


	
	Due Dates: TBA

	
	Task Responsibility: Individual Student

	
	Point Value: 25 Points

	
	Description of Assignment:

Each student is given the opportunity and receives points for evaluation of the instructor.

	
	ORAL ASSIGNMENTS – 30%
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	ORAL ASSIGNMENT: Dyad / Triad Oral Informative Presentation



	
	Type of Oral Presentation: Informative Presentation with Q&A

	
	Time Limit: 12 Minutes for Triads (to include 2-3 min. for Q&A); 8 Minutes for Dyads (to include 2 min. for Q&A)

	
	Due Dates: TBA

	
	Task Responsibility: Two-Member Group or Three-Member Group Teams

	
	Point Value: 100 Points

	
	Overview of the Assignment:

Dyads and triads are evaluated, as a group for their ability to prepare an effective written outline and oral presentation.

	
	Preparation Requirements:

1 Each group is assigned a general topic from Texas Industry Clusters and a designated due date for the group’s final outline and presentation

2 Group members research to identify a key business article or publication to be used as a foundation for their outline and presentation.

3 Group members research further to identify two more business articles or publications as supportive material for their outline and presentation.

4 After gathering research material, the group brainstorms to identify a central idea and three main points. (See Guffey pgs. 429 & 430 to develop main points)

5 Group members discuss and receive approval from the instructor for their central idea and main points.

	
	Outline Requirements:

1 Two (2) page short phrase outline, including introduction, body, and conclusion. (See Guffey’s Oral Presentation Outline for a sample outline, but use short phrases rather than complete sentences)
2 Include bibliographic entries for each article (APA format)

3 Copy of the (1) key article or publication used as a foundation for the group outline article stapled it behind the short phrase outline.

	
	Oral Presentation Requirements:

1 Speakers may use 4X6 or 5X8 note cards for the presentation if needed
2 Speakers use visuals for the presentation

3 Speakers use an extemporaneous delivery for the presentation (no manuscripts or
   memorized speeches)
4 Dyad speakers present 8 minutes to include 2 minutes for audience Q&A. Triad speakers present 12 minutes to include 2 -3 minutes for audience Q&A.

5 Review the syllabus pg. 5 for the oral presentation criteria.

6 Review the Dyad / Triad Presentation Evaluation Form posted on Bb@UT.

7 The team must practice with the media to insure a quality presentation. 
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	ORAL ASSIGNMENT: Team Persuasive Presentation 
(This Assignment correlates with the Team Formal Written Report)

	
	Type of Oral Presentation: Persuasive Presentation with Q&A

	
	Time Limit: 25 – 30 Minutes

	
	Due Dates: TBA

	
	Task Responsibility: Group Members

	
	Point Value: 150 Points

	
	Overall Description of Assignment: 
1 Each group presents a 25 – 30 minute professional report, with appropriate graphics, and formal assessment of the topic. 
2 Topic for the Presentation: The team researches a non-profit organization that needs assistance or improvements.

3 During the work session, the team must identify their topic, describe their research approach to include primary and secondary sources, and receive approval from the instructor.

4 Each team hands in a phrase outline, bibliography, and paper copy of slides (6-9 per page) for the oral presentation before you begin the presentation. 
5 The instructor evaluates both the team and the individual members. 

	
	Preparation for the Presentation: 

1 IMPORTANT: Each group must make arrangements for audio / video equipment through the CBA Media Center at 232-6679. Early arrangements are essential. If the group intends to use their own media equipment, they must arrange to test the equipment prior to their presentation.  Failure to have effective running equipment for the presentation will be significantly detrimental to your presentation.

2 Practice rounds with the equipment in the classroom also provide you with greater confidence. Identify times when the classroom is available for practice.

3 Timing is essential and your team needs to practice the oral presentation many times until it your performance is smooth.  Schedule time several days before the actual presentation to practice and time the oral presentation carefully.

	
	Presentation Outline Development - Sub-topics Recommendations:

▪ Short history of the non-profit (name, type, industry, customer base, year founded, other key factors that clarify the role of this organization)
▪ Description of the needed assistance or improvement (economic, social, political, etc.)

▪ Key players/contributors to affecting the organization
▪ Impact of success or failure on employees, the organization, and the public
▪ Evaluation of the action

▪ Comparison to similar problems in other companies/corporations

▪ Action required by courts, government, or negotiations

▪ Recommendations for company/corporation to repair damage with all parties

 ▪ Recommendations for company/corporation to prevent future problems

	
	Presentation Approach and Style: 

1 The presentation is more formal than a group meeting. You should speak to your audience as if they are a group of professionals who hold positions horizontal to and above your level.

2 Professional attire is required unless your particular corporation requires different attire.  Approval from the instructor is required for any attire other than professional.

3 The Team should identify a persuasive and creative approach that motivates audience interest. The introduction should capture the interest of the audience and remind the audience of your purpose. 

4 Each group member must participate, but the presentation is not a series of short speeches.  Members are expected to interact and exchange ideas, issues, and alternatives.  

5 Note cards are NOT ALLOWED for this presentation.  So, avoid scripting the presentation as this only leads to reading a series of manuscripts.  

6 Attempt to divide the presentation time evenly between team members.  (One member should not carry 30% or more of the presentation content and time.)

	
	Instructor Evaluation of the Presentation:
1 The oral group report is a compilation of all the aspects of good business communication.  It should be positive, clear, and concise, with excellent delivery, grammar, and form.  
2 The quality of the group presentation and the visuals should demonstrate the combined talents and skills of your team.  
3 The Team needs to edit, practice, edit, and practice again!  
4 The Team must be a cohesive group to make this a powerful and persuasive presentation.

5 The Team is evaluated with the following criteria:

1. Total group involvement in the final oral presentation

2. Thoroughness of the final oral report delivered to the audience

3. Coherence and clarity of the oral presentation
4. Adaptation of business communication concepts in the oral report

5. Creativity of the approach to the report, use of visuals, style of presentation, etc.

6. Grades and ratings given on the team peer evaluations and individual team member assessments by your peers
6 The individual is evaluated by the criteria for oral presentation in the syllabus pg. 5.

	
	Team Member Presentation Evaluation: Individuals evaluate their own performance and the performance of each team member.

	
	Audience Presentation Evaluation: Each member of the audience evaluates the team performance.
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	ORAL ASSIGNMENT: Impromptu Speech

	
	Type of Oral Presentation: Impromptu Interview

	
	Time limit: 7 - 10 minutes 

	
	Due Date: TBA

	
	Point Value: 100 Points

	
	Task Responsibility: Individual Student

	
	Subject for the Speech: Interview Questions Asked by UT Recruiters

	
	Requirements for this assignment:

1 Interviewee uses NO NOTES for this oral assignment

2 Interviewee may choose one of two possible questions.
3 Speakers have no prior knowledge of the Instructors / Interviewers questions

	
	Peer Evaluation Requirements:

Peers will provide 2 minutes of oral feedback after each interviewee presents

	
	Professional Development  - 15%
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	 (PCL) Plagiarism & Library Tutorial and Library Workshop – Required



	
	Description of Assignment: 

Completion Grade Assignment - Each student must complete the PCL Tutorial & Workshop  

	
	Due Date: Monday, 01/26/09

	
	Task Responsibility: Individual Student

	
	Point Value: No Points, but 10% deduction for Professional Development if not completed

	
	▪ Each student must complete the PCL Plagiarism Tutorial prior to the PCL Workshop found online at: http://www.lib.utexas.edu/services/instruction/learningmodules/plagiarism/
▪ Each student must complete the PCL Library Tutorial prior to the PCL Workshop found online at: http://www.lib.utexas.edu/services/instruction/learningmodules/businessresearch/
▪ Each student must complete the PCL Workshop scheduled for this course.  If you are absent on the day of the scheduled workshop, you must attend another workshop on your own and provide written proof that you have completed the workshop.  Failure to complete the workshop results in a 10% deduction in the Professional Development portion of the course.
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	Essay Exam #1



	
	Due Dates: Friday, 02/06/2009

	
	Task Responsibility: Individual Student

	
	Point Value: 50 Points

	
	Description of Assignment:

The purpose of the Essay Exam #1 is two-fold:

1 To evaluate your knowledge of the business communication concepts from Chapters 1 - 8.

2 To evaluate your ability to implement effective writing skills within a time limit. 

You MAY NOT use your textbook or notes. 

You are required to provide your own bluebook or forward the test electronically. 
You may use a dictionary, thesaurus, and / or other writing tools to assist you.
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	Essay Exam #2



	
	Description of Assignment:

Exam #2 has the same requirements as Exam #1, but covers Guffey’s, Chapters 9 through 15.  

	
	Due Date: Friday, 02/27/2009

	
	Point Value: 50 Points

	21
	Participation / Professional Conduct:



	
	Description of Assignment:

The student assessment will evaluate class participation, effectiveness of the role the student fills in class, the quality of the student’s interactions, and performance with the student’s project group. The student is expected to actively participate in class and with their group.  All of the communication with peers, with the TA, and with the instructor must be respectful and appropriate.  The student should be polite, considerate, and demonstrate integrity and maturity.

	
	Due Dates: All Semester

	
	Task Responsibility: Individual Student

	
	Criteria for Evaluating Professional Conduct:

	
	▪ Attendance and punctual arrival for class and team meetings.

	
	▪ Timely notice about absences to peers and instructor via email.

	
	▪ Productive, cooperative, and courteous relationships with your peers, team mates, graders, department staff, guest lecturers, and the instructor.

	
	▪ Active classroom participation and contributions to the learning environment.  

	
	▪ Evidence of class preparation and assignment completion.

	
	▪ Encouragement of others by asking questions, by allowing others to complete their ideas, and by responding to what others have said.

	
	▪ Honoring your commitments to your teammates.  Your attendance/ participation grade may be lowered based on peer feedback on your team participation.

	
	▪ Use of supportive feedback.

	
	▪ Respect for the diversity of others.

	
	▪ Professional approach to learning & behavior consistent with successful business people.


	Class Calendar                                                         BA 324.01915 – Spring 2009 (MWF) 

	Dr. Cynthia J. Cone (cynthia.cone@mccombs.utexas.edu)                                       BA 324. 01915  / MWF 1:00 / CBA 4.322
Office:  CBA 6.326 / Phone: (512) 471-2181                                                          Office Hrs:  MW 12 Noon & by appointment
Grader: Katherine Kang (Katherine.Kang@bba06.mccombs.utexas.edu)                      Office Hrs:   MW 11–12, TTH 11–12:30

	DATE

Assignments Due

Class Activities

M 01.19
MLK HOLIDAY

W 01.21
▪ Introduction to Course                                 ▪ Meet Classmates; Self Introduction

F 01.23
▪ Panel Discussion: Talk to Previous BA324s
▪ Review Executive Summary # 1

M 01.26

Complete the (2) PCL Tutorials prior to the PCL Workshop (See Links - Syllabus pg. 20)
▪ Class meets in PCL 1.339 for a research review session.

W 01.28
▪ Guffey 1

▪ Kraus Article: The “Cool Hand Luke” Theory of Project Management.  (Porter, p 151-156)

▪ Discussion: Basic Concepts of Communication; Communication Models
▪ Review Memo #1 Assignment

F 01.30

▪ Guffey 2, 3, & 4

▪ Writing For International Readers (p 63-75)

▪ Executive Summary #1 Due

▪ Discussion: Writing Process. Phase 1 & 2 & 3
▪ Peer Feedback Process for this Course

M 02.02
▪ Guffey 5 & 6

▪ Memo #1 Draft Due

▪ Peer Review of Memo #1 Draft
▪ Discussion: Nonverbal & Listening

W 02.04
▪ Guffey 7 & 8

▪ Memo #1 Due

▪ Review Exam #1 & Memo #2
▪ Effective Team Work

▪ Team Activity
F 02.06
▪ Guffey 15
▪ Chaney Article: Presenter Behaviors: Actions Often Speak Louder Than Words (p95-97)

▪ Watkins Article: Will They Throw Eggs? (p133-139) 

▪ Review Dyad/Triad Assignment
▪ Dyad / Triad Teams & Presentation Dates Assigned on Bb@UT
▪ Discussion: Effective Speaking & Audience Analysis, 

M 02.09
▪ Exam - Guffey 1, 2, 3, 4, 5, 6, 7 & 8

▪ Written Exam (60 min)

W 02.11
▪ Direct Memo #2 Due

▪ Meet in Dyad/Triads for Workday

▪ Presentation Outline 
▪ Workday for Dyads / Triads 
F  02.13
▪ Central Idea & Main Points Due 

▪ Meet in Dyad/Triads for Workday

▪ Instructor reviews Central Idea & Main Points

▪ Workday for Dyads / Triads

M 02.16
▪ Dyad Presentations, Outline, Articles & Bibliography (Videotaped & Timed)
▪ Guffey 9 & 10

▪ Peer Evaluation & Feedback to Presenters

W 02.18
▪ Dyad Presentations, Outline, Articles & Bibliography (Videotaped & Timed)
▪ Guffey 11 & 12

▪ Peer Evaluation and Feedback to Presenters

F  02.20
▪ Dyad Presentations, Outline, Articles & Bibliography (Videotaped & Timed)
▪ Guffey 13 & 14

▪ Peer Evaluation and Feedback to Presenters

M 02.23
▪ Dyad Presentations, Outline, Articles & Bibliography (Videotaped & Timed)

▪ Peer Evaluation and Feedback to Presenters

W 02.25
▪ Dyad Presentations, Outline, Articles & Bibliography (Videotaped & Timed)

▪ FCC Cover Letter & Resume Due

▪ Peer Evaluation and Feedback to Presenters

▪ Review Persuasive Letter Assignment

▪ Team Member Assignments

F  02.27
▪ Exam - Guffey 9,10,11,12,13,14, 15, 16
▪ Written Exam (60 min)

M 03.02
▪ Persuasive Letter Draft Due

▪ Executive Summary #2 Due

▪ The Power of Talk: Who Gets Heard & Why (p111-122)

▪ Peer Review of Persuasive Letter

▪ Team Assignments 

▪ Discussion: Effective Teamwork & Agendas

▪ In-class work session



W 03.04
▪ Persuasive Letter Due
▪ Presentation Topic Selection Due
▪ Team workday – Present and discuss the research findings!

▪ Sign up for group presentation dates.

▪ Discuss Agenda Assignment

F 03.06
▪ Team Workday

M 03.09
Team Work Plan & Outline Due 
▪ Team Workday

W 03.11
1st Team Agenda Due
▪ Team Workday

F 03.13
▪ Team Workday

03-14 /22

SPRING BREAK
M 03.23
▪ Team Workday

W 03.25
▪ Team Workday

F 03.27
▪ Team Workday

M 03.30
▪ Team Presentations/ Team Outline & Slides (Videotaped & Timed)

▪ Peer Feedback to Presenters

W 04.01
▪ Team Presentations/ Team Outline & Slides (Videotaped & Timed)

▪ Peer Feedback to Presenters

F 04.03
▪ Team Presentations/ Team Outline & Slides (Videotaped & Timed)

▪ Peer Feedback to Presenters

M 04.06
▪ Team Presentations/ Team Outline & Slides (Videotaped & Timed)

▪ Peer Feedback to Presenters

W 04.08
▪ Team Presentations/ Team Outline & Slides (Videotaped & Timed)

▪ Peer Feedback to Presenters

F 04.10
▪ Draft Reports Due
▪ FINAL DUE DATE FOR ALL REWRITES
▪ Team Report Workday

▪ Q/A with Instructor

M 04.13
▪ Draft Reports Due

▪ Team Report Workday

▪ Q/A with Instructor

W 04.15
▪ Draft Reports Due

▪ Team Report Workday

▪ Q/A with Instructor

F 04.17
▪ Draft Reports Due

▪ Team Report Workday

▪ Q/A with Instructor

M 04.20
▪ Draft Reports Due

▪ Team Report Workday

▪ Q/A with Instructor

W 04.22
▪ Team Report Workday

F 04.24
▪ Bound Team Reports Due

▪ In Class Assignment

M 04.27
▪ Impromptu Interview
▪ Impromptu Interview
▪ Peer Feedback & Evaluation

W 04.29
▪ Impromptu Interview
▪ Impromptu Interview
▪ Peer Feedback & Evaluation

F 05.01

▪ Impromptu Interview
▪ Impromptu Interview
▪ Peer Feedback & Evaluation

M 05.04
▪ Impromptu Interview
▪ Impromptu Interview
▪ Peer Feedback & Evaluation

W 05.06
▪ Impromptu Interview
▪ Impromptu Interview
▪ Peer Feedback & Evaluation

F 05.08
▪ Impromptu Interview
▪ Impromptu Interview
▪ Peer Feedback & Evaluation

Changes in this schedule can occur due to guest speakers, visiting VIPS, delay of assignments, 

etc.  It is your responsibility to keep up with any changes in the class schedule.
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