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Business Communication 
Spring 2013 Syllabus and Course Schedule
BA324 - 02080
Instructor: 

Nadina Sandlin




Meeting time: 
TTh 11:00 a.m. – 12:30 p.m.
Meeting location: 
CBA 4.322
E-mail:  

Nadina.Sandlin@utexas.edu 


Office phone: 
512-239-8628

Office Hours:  
TTh 2:00 – 3:30 p.m. (and by appointment)
Office location: 
GSB 4.126 H


Student Assistant: 
Erin Hansen
E-mail:

Erin.Hansen@bba10.mccombs.utexas.edu
The BA 324 curriculum is structured for simultaneous advancement of your proficiency in writing, speaking, and professional interaction. Multiple practice assignments are essential to the development of all three skills. 
Required Course Materials

· Business Communication Process & Product (7th edition) M.E. Guffey & D. Loewy
· The Bare Essentials (2008) E.B. Morrison (provided by Instructor)
· Three-ring, loose-leaf binder with dividers for organizing class handouts
COURSE AND CLASSROOM POLICIES
Review the BA 324 Master Syllabus (departmental policies handout).
Instructional methods: You should expect this class to be different from other courses you have taken because there is a large experiential element. Therefore, a significant amount of the teaching in this course is done by you through the presentation, observation, and evaluation of in-class exercises and performances. You will learn communication skills by practicing them.

Teamwork is a core component of this class: Fulfilling your responsibilities to your team is critical to your final course grade. Negligence in this area will result in a substantial reduction in your final grade. 
Come to class prepared: Always bring your textbook and grammar guide (The Bare Essentials), syllabus, and loose-leaf binder to class. You may use these materials for most in-class exercises.
Turn in neat, polished work: All assignments completed outside of class must be typed and formatted appropriately. See the BA324 style guide and/or specific assignment instructions for formatting instructions.

Proofread your work: Word-processing functions (spell check and grammar check) will 

let you down. Proofreading a printout is the most effective way to catch mistakes. 

Attendance and punctuality: Attendance is required. Because this course is designed to develop professional skills and behaviors, attendance and punctuality are very important to your grade. Much of what you will learn will be through experimentation as well as observation. Given this, attendance as well as participation (exercises and discussions), becomes an essential part of professional communication. You are expected to attend every class period. Attendance will be recorded each day. The following policy will be enforced in this class:
1. Your first TWO unexcused absences are without penalty. If you do miss a class, it is your responsibility to get the information covered from one of your classmates. 

2. Your third absence will lower your final grade by 1% for each additional unexcused absence. Each % point can make the difference between an A and an A- or an A- and a B+, etc. Excessive absences (four or more) can result in a substantial reduction in your final grade. 

3. Absences count double during speech days.
4. Late arrivals affect your class participation grade and attendance. Students who arrive 20 or more minutes after the beginning of class will be considered absent.
5. The only absences recognized as excused are those noted by the University. 
For a list of University approved absences, please visit:

http://www.utexas.edu/student/registrar/catalogs/gi06-07/ch4/ch4g.html#page.top.
To clarify, work conflicts, being delayed by traffic, trips that you had planned before/during/after signing-up for this class, being tired from previous evening activities, and faulty alarm clocks are not the type of events that fall into the category of excused absences. Use your two free absences for such events. Once a speaking date is assigned, this date will be treated like an exam date. If you have an unexcused absence on an exam day or the day you are assigned to present, you will receive a zero on that exam/assignment. The instructor reserves the right to assign a grade of 0 for a missed speech/assignment, regardless of the reason the speech/assignment was missed. You may exchange dates with another student, as long as both parties are agreeable.
Meet deadlines: Hard copies of assignments must be turned in at the beginning of class on their scheduled due dates (to be confirmed by the instructor). Assignments turned in after class on the due date are considered late. Late assignments will be penalized. Electronic copies of assignments must also be submitted to Safe Assign (instructions to be given in class). If you know you will not be in class on a specific date that an assignment is due, a hard copy of the assignment must be submitted prior to the scheduled due date. Equipment failure is an unacceptable excuse for late work. No late work will be accepted. 
In addition, the tentative course schedule does not allow flexibility in rescheduling presentations. Do not miss class on a day you are scheduled to speak. Unexcused absences on presentation or exam days and will earn a grade of zero; no make-ups will be granted. If you miss an in-class activity for participation points, you will earn a zero for that assignment (unless you have a university excused absence). 
Classroom civility: People and ideas must be treated with respect. Please avoid disruptive behavior that makes it difficult to accomplish our mutual objectives. No electronic devices (notebooks/laptops, cell phones, iPods, etc.) are allowed during lectures. You may use laptops for team presentations and a few in-class workshops and assignments (instructor will announce these days). ***Please remember to turn off all cell phones (including the vibrating feature) and other noisy devices before entering the classroom each day. Needless to say, they are highly disruptive during lectures and presentations. Distracting behavior (i.e., tweeting, texting, working on laptops, or talking) will result in a reduction of points on your own speeches and participation grades. On presentation days, please arrive on time or early and, if you are late, please wait outside until the first presentation is completed.

In an effort to create a classroom environment conducive to learning, please remember to follow these rules every day: 
1. Turn off all cell phones and pagers. Please do not take any calls in the classroom. If you are expecting an important call, sit by an exit and step outside to take it.
2. Close laptops during lectures, class discussions, and student presentations. Please also put away all newspapers, books, and other materials not related to our class. Keeping your attention on activities in the classroom helps all of us stay engaged and maximizes the value of our limited class time together. 

3. Avoid side conversations during lecture, discussion, and class activities, and while fellow students are asking questions. 

4. Treat your fellow students and professor with respect by being polite, considerate of each other’s needs, and using inquiry more than advocacy in discussions: “seek first to understand, then be understood” (Stephen Covey) 

Grade questions on your assignments: You are welcome to raise questions about potential data entry or calculation errors with me. If you are unclear about why you received a specific grade on an assignment, please come to office hours or make an appointment to talk with me about it.  Please wait 24 hours after receiving your grade, but no more than 6 business days to discuss your grading questions with me. You must see me within 6 business days of receiving the grade (day 1 is the day the graded assignment is returned), after which the graded assignment is not eligible for review. Please note that graded assignments submitted for review may be regraded in their entirety. A tone of inquiry (e.g. “help me understand….”) is the most successful approach. While I am happy to listen to your viewpoint or perception of an assignment, quiz, or exam question, do not expect this to change your grade since a major course objective is for you to learn how to understand and respond to other's viewpoints.

Grade questions for this course: The final grade assigned in the course is an informed and final evaluation and is not open for discussion or negotiation. Any lobbying efforts (e.g., asking for a higher grade because you want one, need one, etc.) does not demonstrate an audience-centered approach to communication and will not be successful. To make your desired grade in this course, you must produce work that is high quality and technically clean to earn the points tied to the grade-level standards specified in the syllabus. Please note that grades reflect your outputs and outcomes, not effort nor improvement.
Flag Credits: Many in-class exercises such as grammar diagnostic exercises and peer evaluations are worth flag credits. Flag credits are accrued as half credits or whole credits, depending on the nature of the activity. Capturing a total of 30 or more flag credits will translate to a 10-point addition to your final point total (scale of 1000). Maximum flags recorded: 30.  Flag credits are not prorated. You will receive the 10 points after all 30 flag credits are earned.  Accruing fewer than 30 flag credits will not earn any additional points. Flag credit exercises conducted in class such as grammar diagnostics and in-class critiques cannot be made up. 

Components of Your Final Grade

Writing

            Total value:  50%       
Points

In-class exercises (grammar and writing)


130

Homework assignments


            
210 
Section drafts of team proposal

 
            60
Final written team proposal 

             

100
Speaking 

             Total value: 35%

Points
Three-person presentation 
    

            
100
Impromptu presentation    




30
Team presentation    


                              
160
Personal Brand Narrative


  

60 
Professional Development 
Total value: 15%

Points



Exam 


   

             

100


Class participation and professional conduct


50

Total Possible Points



            
1000    

 
 

Important: Your final grade will be calculated by dividing your point total by 10, e.g., 930/10 = 93. All BA 324 instructors calculate final course grades using the following plus/minus scale:
A 
93 and above

A- 90-92.9

B+
87-89.9

B
83-86.9

B-
80-82.9

C+
77-79.9

C
73-76.9

C-
70-72.9

D+
67-69.9

D
63-66.9

D-
60-62.9

F    59.9 and below
Note: The syllabus and course schedule are subject to change, depending on the needs and progress of the class. It is your responsibility to note these changes when announced. You should always have your syllabus and course schedule with you so that you can record any adjustments. 
Business Communication (BA 324)

Spring 2013 Tentative Course Schedule
	Week
	Dates
	In-Class Agenda & Lecture Topics
	Readings & Assignment Due Dates

	1
	Tues
1/15
	· Introduction to course, syllabi, and classmates

· Understanding the process of communication, overcoming communication barriers, business and ethics
	· Read Chapter 1

	
	Thur
1/17
	· Discussion of Chapters 2 and 14
· Distribute group presentation handout
· Assign groups, draw for speaking dates
· Distribute plagiarism agreement and plagiarism tutorial instructions
	· Read Chapters 2 and 14

· Review guides 21 – 30



	2
	Tues
1/22

	· Discussion of Chapters 4, 5 and 6

· Adapting to the task and audience; direct and indirect writing styles; creating effective sentences; the 3 x 3 writing process; revising for conciseness and clarity; proofreading 

· In-class worksheets
· In-class grammar skills assessment (flag credit)
	· Read Chapters 4, 5 and 6
· Bring signed plagiarism agreement to class

· Complete Interactive Plagiarism Tutorial and test on Blackboard (flag credit)

	
	Thur
1/24

	· In-class writing quiz # 1
· Discussion of Chapters 7 and 8

· Distribute E-mail Assignment #1 
	· Review guides 21 – 30 for quiz

· Read Chapters 7 and 8

	
	Tues
1/29
	· Research Session (April Kessler)
· Discussion of Business Research Tutorial
	· Bring your laptops to class

	3
	Thur
1/31
	· Discussion of Chapters 7 and 8 continued

· Distribute Memo assignment # 2

· Overcoming Your Speech Anxiety Workshop
	· Read Chapters 7 and 8

· Review Guides 11 -18
· Watch the Business Research Tutorial on Blackboard and take test before 5 p.m. (flag credit)

	4
	Tues
2/5

	· Critiques of first draft of e-mail assignment
· Review e-mail guidelines/rubric
· Alphanumeric outlines and APA style

· Review oral presentation guidelines
· Distribute handouts for group workshops
	· Rough draft of e-mail assignment due (bring 2 hard copies to class)

	
	Thur
2/7
	· Group presentation workshop
	· Send an e-mail to me outlining what was accomplished during class meeting (see handout)

	5
6
6
	Tues
2/12

	· Group presentation workshop 
	· Send an e-mail to me outlining what was accomplished during class meeting. (see handout)

	
	Thur
2/14

	· Group presentations begin (6 teams)
· In-class peer evaluations
	· Final draft of e-mail assignment due

· Bound portfolios due for presenting teams



	
	Tues
2/19

	· Group presentations (5 teams)
· In-class peer evaluations
· Critiques of first draft of memo assignment (flag credit)
· Review memo guidelines/rubric
	· Rough draft of memo assignment due (bring 2 hard copies to class)

· Bound portfolios due for presenting teams


	
	Thur
2/21

	· In-class writing quiz # 2

· Discussion of oral and written communication in intercultural settings

· Distribute assignment #3: Intercultural e-mail
· Distribute Team Proposal handout; Distribute news article assignment 
· Discussion of what makes a good topic; assign groups
	· Read Chapter 3 and 13

· Review Guides 11 -18 for quiz

	7
	Tues
2/26
	· Distribute assignment # 4: Team Agreement and Work Plan
· Discussion of informal proposals and formal business reports
· Discussion of Impromptu speeches and assign topics
	· Review Chapter 2 and read Chapter 11
· Final draft of memo assignment due 

· Review Guides 4 -10

	
	Thur
2/28
	· Chapter 3 continued 

· Distribute assignment # 5: Team Meetings and Contact Report
· Team workshop day: Proposal teams meet to decide on proposal topic
	· Continue working on Intercultural e-mail assignment
· Bring news articles to class with annotations (flag credit)

	8
	Tues
3/5

	· In-class writing quiz # 3

· Review guidelines/rubric for intercultural e-mail assignment

· Peer critiques of intercultural e-mail assignment 
· Distribute assignment # 6: Annotated Bibliography
· Review guidelines/rubric for Impromptu speeches
	· Review Guides 4 -10 for quiz
· Rough draft of intercultural e-mail assignment due (bring 2 hard copies to class)
· Teams finalize proposal topics

	
	Thur
3/7
	· Overcoming Speech Anxiety Workshop
	· Team Agreement and Work Plan Due (see handout)
· Review guides 19-20, 31-38

	    9
	Tues
3/12 and  Thur 3/14
	            Spring Break! 


	10
	Tues
3/19

	· Impromptu presentations begin (16)
· Peer evaluations 
	· Final draft of intercultural e-mail assignment due
· Review guides 19-20, 31-38


	
	Thur
3/21

	· Impromptu presentations (16)
· Peer evaluations
· Distribute and discuss Team Presentation handout
· Draw for presentation dates
	

	11
	Tues
3/26

	· Discussion of indirect writing and “Bad News” letter

· Distribute “Bad News” letter assignment
· Distribute and discuss Personal Narrative assignment

	· Read Chapter 9

· Final draft of Annotated Bibliography Research Assignment due

	
	Thur 3/28
	· In-class writing quiz # 4
· Chapter 9 continued
· Discussion of survey writing and interviewing
	· Review guides 19-20, 31-38 for quiz
· Read chapter 11

	
	Tues
4/2
	· The Bare Essentials review
· Team Workshop day
	· Review Guides 39 – 50

· Review The Bare Essentials



	12
	Thur
4/4
	· Peer critiques of “Bad News” letter
· Review bad news letter guidelines/rubric
· Review section drafts guidelines/rubric
· APA style and paraphrasing workshop
	· Rough draft of “Bad News” letter due (bring 2 hard copies to class)
· Review pages 361-364

· Review Appendix C-3 to C-5
· Review APA style guidelines (see Blackboard)

	13
	Tues
4/9

	· In-class writing quiz # 5
· Review team presentation guidelines and rubric
	· Review Guides 39 – 50 for quiz
· Review The Bare Essentials
· Final section drafts of Team Proposal due (Note: must be in final form – ready for incorporation into the final proposal)

	
	Thur
4/11

	· Team proposal presentations (4 teams)
· Peer evaluations
	· Bound portfolios due for teams presenting

	
	Tues
4/16

	· Team proposal presentations (4 teams)
· Peer evaluations
	· Bound portfolios due for teams presenting

	14

	Thur
4/18

	· Review team proposal guidelines and rubric
· Components of final proposal: charts, figures, spacing, letter of transmittal, executive summary etc.

· Review of personal narrative presentation guidelines/rubric
	· Final draft of “Bad News” letter due

	
	Tues
4/23
	· Personal narrative presentations (16)
· Peer evaluations
	· Presenters turn in outlines and visuals (see handout)

	15
	Thur 4/25
	· Personal narrative presentations (16)
· Peer evaluations
	· Presenters turn in outlines and visuals (see handout)

	16
	Tues 4/30
	· Exam review session

· Final remarks and evaluating your BA324 skills 

· Distribute final team proposal peer evaluation handout
	· Bring exam review sheet and study materials 

	
	Thur
5/2


	· Last class day
· Final Exam
	· Final Team Proposal due


