BA 324H                                 Honors Business Communication 
Spring 2009
Instructor Info                                                                                                               Sections

Mary B. Dunn, Ph.D. (mary.dunn@mccombs.utexas.edu) 
01945/ MW 12:30pm / CBA 4.324

Office:  CBA 3.236


Phone: 471-1653

Office hours:  Tuesdays & Wednesdays at 2:30pm-3:30pm & by appointment

       Grader: Matthew Coulson
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, of 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.   Individual lecturers may require additional texts and/or reading packets.

Mission Statement

The mission of BA 324H 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 324H 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 324H 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 324H 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 324H 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 Texas at 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, 471-4641 TTY, or online at: http://deanofstudents.utexas.edu/ssd/

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
Instructions for Dr. Dunn’s BA 324H Class
Business Communication: Oral and Written

Not only do leaders consistently rank communication skills among the most desirable qualities they look for in new employees, good communication skills also contribute significantly to individuals’ success in business careers. The McCombs School of Business designed this course 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, but it is grounded in concepts and theories of communication.  
COURSE GOALS:
This course is designed to help you:
· Understand the symbolic and strategic importance of communication
· Develop basic communication skills you need to write, make oral presentations, communicate interpersonally, and work effectively in teams.
· Improve your communication in future courses and in your career.

· Value the differences between yourself and others and employ that understanding to improve the quality of your communication.
· Use methods of problem solving in business communication as an individual or as a team.
· Reflect and learn from your experiences to enhance the effectiveness of your communication

Required Readings:

1) Mary Ellen Guffey's Business Communication: Process & Product, 6th Edition (“Guffey”).

2) Additional articles and handouts on Blackboard (“BB”).

Attendance: Attendance is an essential component of this course. I will circulate a sign-in sheet at the start of class each day so please come to class on time every day.  Class sessions include exercises and activities that help you develop your written and oral communication skills. We also spend a lot of class time working in groups to improve your interpersonal skills and your ability to give and receive constructive feedback.  Besides all of these learning incentives to come to class, there is another reason NOT to miss class. Pursuant to BA324 attendance policy, if you have three or more absences, you will face the consequence of 1% per absence deducted from your overall grade in this course.

A Note about Grades:  McCombs grading policies reserve “A” grades for students with truly exceptional performance.  This means that instructors are to award “A” grades only when students demonstrate insight and creativity that go over and above the stated requirements.  You should expect to work hard in this course.  Like all of your other business school courses, this is a rigorous class. 

BUSINESS WRITING CRITERIA
Clear, Concrete, and Concise
· Clear - write so your concepts, organization, paragraphs, and sentences are clearly understandable to your audience
· Concrete - write specifically for your audience and use examples to support your ideas

· Concise - write simply and directly, unless you have a specific purpose for doing otherwise
Organization
· Organize letters, memos, and reports around the main ideas as detailed in the assignment objectives
· Lay out main ideas clearly and support them with specific examples
· Connect all parts of your writing with logical, smooth, and understandable transitions
Format and Style
· Use a business style that is related to the level of formality of the communication
· Base your style on the audience to whom you are writing
· Choose a format that is appropriate to your audience, the purposes of your communication, and your organizational context
General Grading Criteria for Assignments:

The nature and purpose of each assignment is included in this syllabus.  I will distribute specific grading criteria separately when we discuss the assignment in class. 

Aside from assignment-specific criteria, my grader and I will evaluate your written work (letters, memos, papers and reports) on your ability to:


• write with appropriate formats


• write without errors in spelling, mechanics, grammar, and punctuation


• write clearly, cohesively, emphatically, and concisely


• write effectively in different situations


• write tactfully, positively, credibly, interestingly, and without bias


• write accurately and include all and only relevant content material
Aside from assignment-specific criteria, I will evaluate your oral presentations on your ability to:


• analyze the needs of your audience


• plan, organize, and deliver a presentation in a conversational manner


• speak comfortably before a group in formal, informal, and impromptu situations

• maintain an audience's attention and interest

Criteria for Participation Grade: 

Specific criteria for participation scoring is provided at the end of this syllabus.  More generally, you are expected to behave in a professional manner at all times.  This includes: coming prepared to all classes by doing required readings and assignments, providing notice as soon as you learn of an unavoidable absence, contributing useful content to the class discussions, being respectful of others’ perspectives in the classroom, and providing helpful comments to others. I will assign you a participation score for each day of class. To determine your final participation grade I will consider the following sources:
1. My assessment of your participation based on my records from class.

2. Your peers’ assessment of your participation based on a survey at the end of the semester.

3. Your own (honest and accurate) assessment of your performance in class.
A Note about Laptops and Electronic Devices: I do not allow the use of computers during class. Laptops are very distracting and they decrease the quality of class discussions.  Also, please remember to turn off your cell phones and pagers when you get to class. 
Percentage Weights of Work in Professor Dunn’s Sections

Written Work 55 % of the grade:
Introduction email 






=
1%

Individual Executive Summary




=
4%

Cover letter & Resume (5% letter/ +/- resume)


=          4%
Persuasive Letter 






=
4% 
In class Writing Assignment





=
5%

Business Blog







=
10%

Team Contract
, Meeting Agenda & Transcript


=
1%

Group Proposal






=
2%

Rough Draft of Written Report




=
5%

Final Written Report






=
12% 

Written Feedback you provide




=
2%
- to your peers about their cover letters 
- to your classmates about their oral presentations

- to me about the class (Survey on Blackboard)

- to me about your team’s process and performance

Team Participation/ Peer Evaluation (by teammates)


=
5%



Oral Work 30% of the grade:

Group Leadership Presentations




=
6%

Individual Persuasive Presentation




=
12%


Group Presentation on Organizational Analysis


=
12%


Professional Development 15% of the grade:
Class Participation






=
10%
Reflection Paper






=
5%











TOTAL


100%  
You must complete all major assignments to pass this course!

All assignments are due at the start of class unless otherwise noted. I CANNOT ACCEPT late or missed assignments. I will not grant extensions for written assignments unless you have a verifiable medical emergency.  Given our schedule, there are no opportunities to make up oral presentations or group work for this class, so please be prepared on the day assigned.  Students with a medical emergency can appeal in writing within 24 hours for reconsideration for a missed individual written or oral presentation.  This policy is strictly enforced.

BA 324H: Business Communication
Assignments for Spring Semester 2009
The assignments included here are to be completed during this course.  Slight adjustments may be made when the assignment is discussed in class.  
All assignments, and/or rough drafts of assignments, should be typed in 12 point font, with 1 inch margins unless the assignment specifically calls for another format (ie Executive Summary, Cover Letter and Persuasive letters should be single spaced).  Please cite references using the APA style (This is the style the Academy of Management uses).  APA style is one of the formats that Guffey describes in the text (Appendix C).  Please refer to the text when formatting citations and references.

Introduction Email 

Please send an introduction email to me.  Please use the following subject: BA324 Introduction Email from [Your Name]. In the body of the email, please include the following information: 1) Your hometown, 2) Your major, 3) Your class year, 4) Your career interests, 5) Your previous work experience, 6) Your goals for this class: what particular communication skills you want to work on developing, what the professor can do to help you achieve your goals, 7) Your score from the online self-assessment that I assigned (see link below), 8) Your favorite pizza. This assignment is due by 1/28/09.
The self-assessment can be found:  http://www.humanmetrics.com/cgi-win/Jtypes2.asp
Individual Executive Summary

You are to write an overview of an article for your boss, a very busy manager who does not have time to read original articles in their entirety. She has come to you for information about cross-cultural communication because she hopes to increase social interaction between the Marketing and Research & Development Divisions in your organization. She has heard that business cultures can be very different from engineering cultures. Your boss wants to learn about best practices from excellent articles because she hopes to improve communication in your organization. Please be sure to tailor your summary to your primary audience (your boss) and your secondary audience (other managers at your organization).

You are to find a recent (published in 2008) article from the academic or business press that discusses any aspect of cross-cultural communication in business. The cultures described in the article need not be business versus engineering. They can involve national, regional or organizational cultures as well as disciplinary cultures. The article must be the equivalent of 4 pages of 12 point font, double spaced. You must staple a copy of the article to your summary.
Your summary should fit on 1 page; it should be single-spaced and it should be 100% focused on your boss’ needs. This assignment is due in class on 2/9/09.

Individual Employment Assignment

You have two graded assignments that are designed to give you practice at writing superb correspondence that are important for a job search.  First, you will find an advertisement from a publication (newspaper, magazine, trade journal etc.), on line (monster.com or other job board), or through the Ford Career Center at McCombs, for a position in which you have some interest.  This job posting should be current, no earlier than December 1, 2008.  As a last resort, you can use an older position, or write your own description, but I encourage you to use this assignment for a position you might actually apply for.  Any description you write must be realistic.

· Cover Letter and Resume-Using the proper format, write an actual cover letter applying for the position of interest.  Please turn this in to me at the start of class, sealed in an envelope addressed to the contact person (professionally typed!), with your resume inside (just as you would a job application).  Please also turn in a 2nd copy of your cover letter with your resume and print out of the job description attached (no envelope needed). We will use these cover letters as the basis for a peer feedback session.
Your cover letter will be graded on how well it looks as well as how well it sounds. Please use the Ford Career Center format for your resume.  You can take this opportunity to revise the resume you wrote in BA 101. Just make sure that you tailor your resume to the job for which you are applying. If you specifically mention experience in your cover letter, be sure it is contained in your resume! You can use any Ford Career Center materials to help you with this assignment.  This assignment is due in class on 3/4/09.

· Persuasive Letter/ Letter of Recommendation- You are to assume that the organization of interest has granted you an interview.  You are also to assume that you have asked me (Professor Dunn) to write you a letter of recommendation for this position.  Please write a persuasive letter of recommendation to the contact person listed on the posting.  Be sure to use the Guffey text as a guide for this assignment.  Please also be sure to write realistically about yourself and your accomplishments that you feel should be highlighted in a letter of recommendation. This assignment is due in class on 3/23/09.
In-Class Writing Assignment

You will have the opportunity to put your business writing skills to the test in class on 4/22/09. We will meet in the Mod Lab East (CBA 5.325). I will give you more information about this assignment as the date gets closer. This assignment is individual- no collaboration is allowed. However, you are able to use the Guffey text, your notes, and a grammar guide if you wish.

Business Blog Assignment

Each student will create a blog for a business audience. Feel free to be as creative as you wish in this assignment. However, you need to keep in mind that your audience determines what is and what is NOT creative. There are many free blogging websites that do not require technical skills to establish (Google Blogger and Wordpress are good examples). You should create a blog site, identify your intended audience, analyze your audience to generate content that they might find interesting and/or helpful, define your purpose, post at least 10 entries to your blog. You should publicize your blog to our class as well as to your intended audience. Remember, this blog needs to be professional in nature. Retain control to avoid others from posting inappropriate content. Also, remember that your blog entries must be written in a clear, concise and thoughtful manner. 

The blogs are due on 3/30/09. Each student must turn in a Memo that describes the blog, gives the url for the blog, states the purpose of the blog, identifies the audience and explains how or why your purpose fits with the audience’s needs. Finally, I ask each student to view and comment on at least 2 other blogs in our class. 
Reflection Paper (Individual)

Individually, you will write a paper that describes and analyzes your group’s communication processes.  Papers should briefly describe how your team worked together and diagnose the key problems and/or strengths of your team. Using relevant communication concepts and/or theories, you should critically diagnose what you did well and what you could improve on in your next group project. You should conclude your paper with a list of suggestions for your next group project. Your paper should be no longer than 3-4 pages long.  

***Paper is due by the start of class on 5/6/09***

Group Research Report- Analyzing Public Relations During an Organizational Crisis
Each student will perform a project in groups of 3-5 students.  This project has many required components due throughout the semester.  You will need to effectively manage your time and work interdependently with others to perform well in each part.  The best advice is to start early! You will need to do substantial library research to perform this analysis. I will distribute more detailed information about the assignment in general, as well as specific expectations for the write-up of the research proposal, rough draft, final report and oral presentation.  
Each group will collect data and write a case study of an organization that recently (since December 1, 2008) was in the news for an event or activity that may affect their reputation in a negative way.  This may involve unethical behavior by managers, a merger with another organization, reports of poor product quality, or allegations of poor corporate citizenship. You will describe the case in detail, analyze the efforts that the organization’s public relations team has made to combat the negative press, and use theories and concepts to devise an action plan for the organization to restore relationships with key stakeholders (employees, customers, shareholders, public etc.). Your proposed action plan should focus on specific steps the organization should take to improve its reputation, communicate a desired image, and re-frame the issue in a more positive manner. You should consider the ethical implications of your strategy. I must approve your topic in advance.  

Please note that you will be asked to evaluate each of your team members on their contributions to this project. The ability to evaluate your team members is an important privilege that you have been granted.  I urge you take it seriously.
Major Components and Due Dates for the Group Project:
· Team Contract, Meeting Agenda and Transcript due *via email* by 5pm on 2/25/09
· Team Research Proposal is due by the start of class on 3/9/09
· Rough draft of Written Report is due by the start of class on 4/20/09
· Final version of Written Report is due by the start of class on 5/4/09
· Oral Presentations of Final Reports will be held 4/29/09 and 5/4/09
· Peer evaluations must be turned in by the start of class on 5/4/09
Persuasive Presentations (Individual)

Individually, you will make a persuasive presentation to the class.  We will videotape your presentation and will make it available on line. I will time your presentation closely so be sure to practice and adhere to time constraints. You have 5 minutes to persuade your audience to do something. The audience will have 3 minutes to ask questions. You are to assume the class is a particular business audience you need to persuade on the issue. 

You can base the presentation on a major paper or research project you have done, or use something from your own experience.  Feel free to be creative.  The key is to be persuasive in your arguments, clear in your logic, and engaging in your delivery.  A couple of examples are described below:

Example 1: Assume your company wants to expand internationally and is debating between 2 particular countries.  Present the facts and argue for one country or the other. 

Example 2: Assume you are a manager and one of your star employees has requested to telecommute.  You know you must grant her request or you will lose her.  Prepare a persuasive argument to senior management explaining why your company should allow employees to telecommute.

Example 3: Assume you work for an organization that needs to hire many business school graduates.  Create a plan to recruit students from McCombs, and persuade them to work for your organization.  

Group Leadership Presentations
As a group you will prepare and deliver a presentation to the class that assesses a leader’s communication and attempts to answer the question: what does good leadership communication look like?  You are to choose a current CEO or senior leader from an organization (Hint: Guffey gives lots of good examples throughout the text). You will describe and critically diagnose his or her communication to understand what makes this person effective or ineffective. Using library databases, obtain at least 2 different articles about this person.  Prepare a brief presentation educating the class about why this person is an effective (or ineffective) communicator. 
Excellent presentations will provide concrete evidence and vivid examples to support their arguments.  Videos, emails, letters are all great evidence. If you choose to incorporate video/audio into your presentation, make sure you rehearse in the classroom before your presentation. 

Also, excellent presentations will discuss contingencies such as whether this person and his/her style should be effective across contexts, in all industries, organizations, cultures etc. *Please confirm your choice of leader with me via email as soon as you can. I’d like to avoid duplicate topics to enhance the learning experience for the class.*
Each presentation should be no more than 8 minutes in length.  There will also be a brief question and answer session of no more than 5 minutes.  All group members should actively contribute to the presentation.  The Leadership Presentations will take place on 2/18/09 and 2/23/09. 
Reflection Memos (Individual Persuasive & Group Leadership Presentations)
You are required to watch and reflect on your performance as a presenter. Research has demonstrated that watching a videotape of your presentation is one of the best ways to enhance your effectiveness as a speaker.  Watching yourself on tape can be difficult but it is very valuable because it enables you to see your presentation from a different perspective, reflect on your performance, and directly learn from this experience.  You will succinctly write up your analyses in memo format one week after your presentation.  You will address your strengths, weaknesses, and come up with ways to increase your effectiveness in future performances.  These reflections will NOT be graded.  However, if you fail to turn in this assignment, your initial presentation grade will be reduced by 10%.

Writing Rubric

BA 324 Business Communication:  Oral and Written
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 that show
lessons; some individual, 
relevant facts; strong use of


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
Basic Criteria for Grading Presentations*
To receive a C on your presentation, you must meet the following standards:
1.
The presentation must be original.

2.
The type of presentation must be appropriate to the assignment.

3.
The topic must be appropriate for the audience and sufficiently focused.

4.
The presentation must fit the time requirements of the assignment.

5.
The presentation must be presented on the day assigned.

6.
Main ideas must be supported with facts and figures, appropriate testimony, 


examples, or narratives.

7.
The presentation must have a clear sense of purpose.

8.
The presentation must have a clearly identifiable and appropriate design, complete with an introduction and a conclusion.

9.
The presentation must be presented extemporaneously.

10.
The presentation 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 presentation, you must meet the following standards:
1.
Satisfy all requirements for a C-level presentation.

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 presentation.

6.
Make effective use of transitions, previews, and summaries.

7.
Use good oral style.

8.
Present with poise.
9.  
Follow all guidelines for effective slide design (slides use appropriate/readable fonts, are readable and free from typos)
To receive an A on your presentation, you must meet the following standards:
1.
Satisfy all requirements for a B-level presentation.

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.

7. Make a polished presentation that artfully integrates verbal and nonverbal communication skills.
A D presentation 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 presentation 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.

*Adapted to fit business audiences from the Speech Communication Association.

These same general criteria will apply to all oral presentations in this course. I will distribute more criteria that are specific each unique assignment.

Guide to Effective Class Participation

Excellent participation (A-level):

	· 
	Contribute actively in all class exercises and activities.

	· [image: image1]
	Share insights of relevant information from reading and from personal experience

	· [image: image2]
	Make succinct comments to moves discussion forward rather than repeat what others have said 

	· [image: image3]
	Clarify points that others may not understand 

	· [image: image4]
	Demonstrate excellent ability to apply, analyze, and synthesize course material 

	· [image: image5]
	Demonstrate willingness to take risks by answering challenging questions or offering important insights from personal experience

	· [image: image6]
	Never miss class, except for an unavoidable emergency


Good Participation (B-level):

	· 
	Participate enthusiastically in all class exercises and activities.

	· [image: image7]
	Participate regularly and voluntarily in class discussions 

	· [image: image8]
	Contribute relevant and important points to topics of discussion

	· [image: image9]
	Analyze, apply, and synthesize course material 

	· [image: image10]
	Almost never miss class 


Fair Participation (C-level):
	· [image: image11]
	Participate in class discussion only when called upon 

	· [image: image12]
	Contribute relevant and important points to topics of discussion

	· [image: image13]
	Attend class regularly, but miss more classes than others in the course


Poor Participation: any of the following (D-level):
	· [image: image14]
	Reluctantly participate in discussion, exercises and activities 

	· [image: image15]
	Make comments that are irrelevant, inaccurate or not helpful

	· 
	Miss class often


Unacceptable Participation: any of the following will result in failing participation grade
	· [image: image16]
	Fail to contribute in class, even when called upon

	· [image: image17]
	Fail to participate in class exercises and activities

	· 
	Make comments that are inappropriate or offensive to others

	· [image: image18]
	Behave in a manner that is distracting or disruptive to the class 

	· [image: image19]
	Miss class regularly


* As honors students at McCombs, I expect you all to participate at the A and B levels. Please use this sheet as a guide to inform and reflect upon your participation in class. If you think your participation is not up to A or B standards, it is your responsibility to come to me to discuss ways to enhance your participation.*
BA 324H Business Communication –Spring 2009
Professor: Mary B. Dunn, Ph.D.


Phone Number: 512-471-1653
E-mail*:  mary.dunn@mccombs.utexas.edu

Office: CBA 3.236

*Email is the most reliable way to reach me outside of class
Office Hours: CBA 3.236

Tuesdays, 2:30p.m.-3:30p.m.; Wednesdays, 2:30p.m.-3:30p.m. 

Additional meeting times are by appointment. Please *email* me to schedule a time.
Tentative Class Schedule
**I reserve the right to make changes to this schedule at any time.  I will give you advance notice of any changes.  It is your responsibility to keep up with any changes by checking your McCombs email daily, checking Blackboard regularly, and attentively listening in class.**
	Date & Topics
	Assignments Due
	Reading Due
	Class Activities

	Wednesday, 1/21
Introduction to the Course


	none
	none
	Introductions 

Go over syllabus, assignments, course policies



	Monday, 1/26
Communication Models

Barriers to Communication

Ethics in Communication


	
	Read Guffey 1 
Skim SEC Writing Handbook (Blackboard)- focus on Warren Buffet's Preface, Chapter 1, Chapter 3, and Chapter 6.

	Discussion: 

Questions about course and assignments 

Basic communications concepts & models


	Wednesday, 1/28
The Writing Process I


	Introduction Email due by start of class


	Read Guffey 4 & 5
Read Morrison’s Bare Essentials (Handout)

	

	Monday, 2/2
The Writing Process II

Library Research 

	Complete tutorials on Library Research and Plagiarism (on Blackboard)
Complete “Plagiarism Test”


	Read Guffey 6 & 7

Read Tips on Revising Written Work  (Blackboard)

	Class meets in PCL 1.339


	Wednesday, 2/4
Revising Process cont’d
Employment & other Business Correspondence

	
	Read Guffey 8 & 15 
Swift article, Clear writing Means, Clear Thinking Means (B.B.)


	Discussion: Swift article

Come prepared to discuss this article!



	Monday, 2/9

Effective Oral Presentations


	Executive Summaries are due by the start of class


	Read Guffey 14

Read and watch:

http://www.pcworld.com/article/157114/jobs_has_been_an_extraordinary_spokesman.html

	Discuss exemplary speakers



	Wednesday, 2/11

Intercultural Communication
	
	Read Guffey 3
Read Giving and Receiving Feedback (Blackboard)

Tannen article: The Power of Talk: Who gets heard and why


	Discussion: Tannen article

Come prepared to discuss this article!



	Monday, 2/16

Communication in Teams


	
	Read Guffey 2


	Team Activity


	Wednesday, 2/18


	Team Leadership Presentation


	
	

	Monday, 2/23


	Team Leadership Presentation


	
	

	Wednesday, 2/25

Communication in Teams
	Team Work Day

Team Contract, Agenda and Transcript from Meeting due by 5pm via email 


	
	

	Monday, 3/2

Persuasion


	
	Read Guffey  9

Article: Conger, The Necessary Art of Persuasion (B.B.)


	Discussion: Conger article

Come prepared to discuss this article!



	Wednesday, 3/4

Feedback and Negative Messages


	Cover Letter and Resume are due at the start of class


	Read Guffey 10

	Peer Review Session



	Monday, 3/9

Team Projects: 

Proposing and Writing Formal Reports


	Team Proposals are due at the start of the class


	Read Guffey 11, 12, 13


	

	Wednesday, 3/11


	Please complete mid-semester feedback/ survey on Blackboard before 5pm today.


	
	In-class activity

	SPRING BREAK



	Monday, 3/23


	Persuasive Letter is due at the start of class


	
	Discuss MidSemester Survey

Practice Presentations



	Wednesday, 3/25

Managing your project: electronic communication versus face to face communication

	
	Article: Hallowell: The Human Moment at Work (B.B.)
	Discussion: Hallowell  Article

Come prepared to discuss this article!

Practice Presentations



	Monday, 3/30


	Business Blogs and memos are due


	Prepare to present your blog to the class


	Blog Presentations

	Wednesday, 4/1


	
	Persuasive Presentations videotaped and timed


	Peer Evaluation and Feedback to Presenters



	Monday, 4/6


	
	Persuasive Presentations videotaped and timed


	Peer Evaluation and Feedback to Presenters



	Wednesday, 4/8
	
	Persuasive Presentations 

videotaped and timed


	Peer Evaluation and Feedback to Presenters



	Monday, 4/13
	
	Persuasive Presentations videotaped and timed


	Peer Evaluation and Feedback to Presenters



	Wednesday, 4/15
	
	Persuasive Presentations videotaped and timed


	Peer Evaluation and Feedback to Presenters



	Monday, 4/20


	Rough Drafts are due at the start of class


	
	Discuss Exemplary Speakers

	Wednesday, 4/22


	In Class Writing Assignment

	
	Class is in Mod Lab East CBA 5.325

	Monday, 4/27


	Group Work Day


	
	

	Wednesday, 4/29


	
	Group Presentations


	

	Monday, 5/4


	Final papers are due at the start of class.

Evaluation of team mates is due at the start of class


	Group Presentations
	

	Wednesday, 5/6

Celebrating & Adjourning


	Reflection Paper on Team Communication is due at the start of class


	Please reflect on the past semester and come up with a list of at least 5 learning points or “take-aways” from this class.  Please be prepared to share your top 1 or 2 learning points with the class.


	Discussion of key learning points

Last Class Day Celebration




Except otherwise noted, all class sessions meet in Classroom: CBA 4.324



























Assignments for all sections of the course are chosen to meet course objectives and to teach those communication skills that best fulfill the course objectives. As a class that focuses on writing, speaking, and interpersonal communication there is a substantial amount of out-of-class work that includes meeting in groups, as well as, doing individual work.
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