Mrs. Starnes’ BA 324 Classes—Spring 2009
Required Texts:  




1. Business Communication Process and Product; 6th ed. (used books are accepted; no disks required)
2. Communication Matters, Porter, et al (used books are accepted)
3. My course packet (purchase new from Duplicating Center in GSB 3.136)

Recommended Text:

 Save Our Slides, Ernest (used books are accepted)
Individual Assignments and Percentages:

Written Communication—55%



Professional Development—15%
Routine Message

 
 5%

Test 1


7.5%


 Negative Message


 5%

Test 2


7.5%



Executive Summary
           
              5%





Agenda




 5%








Group Proposal

                         25%

Blue Book Readings

 
 5%

PowerPoint Sides


 5%

(replacement assignment)          
           * 5% *

Oral Communication—30%

90 Second Informal Presentation
  3%

 

1st Formal Oral Presentation

  9%

2nd Formal Oral Presentation
             15%

Performance Evaluation
 

  3%

Business World Focus:

BA 324 is intended to simulate the work environment in as many ways as possible.  Many assignments will challenge your critical thinking, as well as your skill levels.  Following all directives is important, just as it will be in the workplace.  Some criteria will be written out in detail; some criteria will be delivered orally.  This is representative of the way you will communicate in the business world.

BA 324 is an interactive class in which student involvement plays an important role in daily activities, and you will need to participate in all that is going on during class just as you should in a business meeting in the workplace.  Your participation will enable you to learn material that will ultimately affect your understanding of course concepts and graded assignments. 


Attendance:

Regular and punctual class attendance is expected.  Absences can affect instructor goodwill, just as missing work can cost you employer goodwill.  Because BA 324 is such an interactive class with daily assignments, group work, and discussions during most class meetings, it will be difficult for you to miss class and maintain the highest average you may strive for. 

If you miss more than one week of classes (3 days for MWF classes, 2 days for TTh classes), 1 point will be deducted from your final overall average for each additional absence.  Absences such as university-required events, medical issues, court appearances, or deaths in the family can be excused with relevant documentation.  

Attendance is required on the days of all oral presentations.  The presentation skills students can learn as part of the audience are invaluable.  One-half point will be deducted from your final overall average (including any other points for regular attendance days) for each day of unexcused absence during presentations.  Please make particular note of these dates at the beginning of the semester.  You will receive lower/no credit on your own presentation if you are late to class or do not attend class on your presentation date unless I have 24-hour notice and documentation of the absence.  I will decide if you can be rescheduled—there is no guarantee.

When students arrive late or leave class early, it is an interruption that should be avoided.  Excessive late arrivals (more than 4 times on MWF, 3 times on TTh) can affect your final overall grade (“rounding up” will not be offered).  It is your responsibility to sign the late arrival sheet that is provided immediately in order to confirm your attendance.  Please do not inform me at a later time.

It is extremely important that if you miss a class you get in touch with a classmate for notes or assignments.  Advice:  Make three or four friends and exchange phone numbers and/or e-mail addresses.   I offer extra help to any student who did not understand some aspect of a chapter or assignment after receiving the information.  

Format of Written Business Documents:

All graded written business-style documents for this class must be single-spaced in 11-point Times New Roman font with a blank line between paragraphs and no indentions.  Assignments must be printed in a manner representative of the professional work place (see information on printers in course packet).  I consider professionalism in producing documents to be an important non-verbal communication skill.

Grammar/Mechanics Application:

An important communication skill is the correct use of grammar and spelling.  You are responsible for knowing the traditional rules of grammar and any additional guidelines set forth in class or in the course packet.  All graded documents are reviewed with attention to grammar and spelling.  These items are important aspects of professional communication in the workplace.   It is helpful to have a grammar rulebook to use and a “buddy” to proofread your work.

To be prepared for grammar and writing mechanic issues, please refer to two documents on Blackboard found under “Documents.”  One is called “Style Guide for General Business Writing,” and the other is called “The Bare Essentials.”  The “Style Guide” is used for specific grading items in my course and should be reviewed every time you write a document in this class.  “The Bare Essentials” is particularly helpful to those students who do not have a strong background in grammar/mechanics and need more extensive information.  Guffey also includes grammar guidelines in Appendix A. The Undergraduate Writing Center at Flawn Academic Center 211 can help you to pinpoint any problem areas you might have.  It is important that you use these resources during the semester to improve your grammar/mechanic skills.  
Preparation for Class: 
Reading textbook information prior to class is essential.  It should be noted that lecture material is not necessarily intended to duplicate assigned readings, but rather to provide supplemental material.  It will be difficult to achieve the highest score possible on assignments and tests if you did not prepare in advance.  Please bring your Guffey textbook and my course packet to each class meeting unless instructed otherwise.  Questions for Tests 1 and 2 will be drawn only from Guffey’s Business Communication textbook.   

Professional Courtesy:
Please turn off cell phones before entering the classroom.

Laptop use is not allowed during class (except when working on your group project) due to the distractions they can cause you or other students.
Professional courtesy includes respecting others’ opinions, working together in a spirit of cooperation, and listening actively to those who are speaking.  In order to use class time productively, please avoid behaviors that make it difficult for us to accomplish our mutual objectives.

Regardless of the reason for an absence, you should notify your group members if you must miss a group meeting.  It is your responsibility to provide your contributions to group efforts in advance of any absence.

Course Work Deadlines and Guidelines:

Deadlines and guidelines for assignments are in the syllabus or will be discussed specifically in class.  If you are unsure of anything that you read or hear, please ask me for clarification.  Asking for feedback helps you to achieve good communication.

Submitting Papers:

I strongly recommend that you show me a sample of your printer quality and get my signature approval before you turn in your first written document. Because the BA 324 goal is to simulate industry practice, I have high standards regarding printer quality.  High-quality printers (laser or high-quality ink jet) must be used for all graded documents. There will be a 5- to 10-point deduction for poor quality print as real-world quality work is expected.

Document assignments should already have your name on them in the signature line; if this is not the case, however, type your name in the top left corner of the paper.  All papers must be computer-generated in the acceptable format for that assignment (you will be told what is appropriate for each assignment).  Do not justify the right margin--the right edge should be “jagged” for a more personalized look.

I recommend that you take care of all printing and copying of graded documents rather than use any professional copy center.  You will know my guidelines whereas a copy center will not.

Late Work:

Assignments are due no later than 5 minutes after the start of class.  You will discover in the workplace that due dates are extremely important—learn this now!  Late assignments will be penalized 20% of the total score.  There may be an occasional assignment which cannot be turned in late for credit (if you are ever unsure, please ask me).  No assignments will be accepted after the class meeting following the due date.  In addition, the course schedule does not allow flexibility in rescheduling oral presentations (see Attendance/Participation section).  In-class assignments cannot be made up or turned in late.  Delays due to typing or computer problems will not be excused.  Work should be completed far enough in advance to anticipate any problems such as viruses or printer issues.

Grading Concerns:

If you would like the grading of a paper to be reviewed, please type a memo using correct memo format regarding the points to be considered.  Give the paper to me in a folder with your memo and documentation of correctness.  You may also come to my office hours to discuss a graded assignment.  Please bring typed notes with you to attach to the paper.  We will discuss your concerns then I will keep the paper to re-grade it. When I review a paper, points may be deducted as well as added (additional errors may be found when I review the paper).  

When you visit my office, come prepared with specific questions regarding your grade.  Research grade deductions first by reviewing the textbook, class notes, and resources you’ve been offered.  You have one week (e.g., Monday to Monday) after the paper is returned to you to request a re-grade.  Please do not bring papers over a week old to me at any other time during the semester in an effort to get more points.  Absolutely no class time will be spent on grading questions.  No phone calls or e-mail, please--stop by during my office hours.  I do not edit papers before they are turned in to be graded; however, if you wish to discuss general content or specific concepts before an assignment is due, I am happy to do that.  Do not ask me to "give" you a higher grade--grades are earned and all students are treated equally.

You should record your own grades in some manner (e.g., next to the percentage list in this packet), as well as keep all graded papers and the disc with your written assignments until you have your final course average.   Without the original documents that have my handwritten score on them, you will not be able to argue your case if we disagree.  Replacement of a lost assignment, even if you feel that I lost it, is your responsibility.  Please discuss any lost assignment with me immediately.  

I will record grades on Blackboard (https://courses.utexas.edu); however, my handwritten copy of grades will be the official record, not Blackboard.  It is not always possible for me to keep the grades current on Blackboard each week. 

Additional Class Procedures:

Please purchase one large-size Blue Book with a minimum of 20 pages to be used for the readings assignments from Communication Matters.
In this course it is okay to discuss the cases with other students or friends and have them comment on your rough draft or proofread your final copies.  It is important to use spell check (many students have commented that grammar checkers are inferior--be careful!).  An excellent idea to help with proofreading is for you or you and another person to read your papers out loud—this allows you to more quickly recognize mechanical, grammatical, and spelling errors!

My comments on a paper reflect the problems that seem most serious according to what has been emphasized in your readings and during class discussions.  I rarely mark everything that is “correctable” in a paper.

Helpful Hints:

I use e-mail addresses from Blackboard for both class and individual messages.  Be sure to follow the newest guidelines from the university regarding your e-mail address.  A returned message from me due to your incorrect e-mail address or a full mailbox does not constitute an excuse for your not receiving it.  It is important to check your e-mail daily.
Follow instructions and guidelines carefully, and keep up with your reading.  Use your textbook for help but not as an absolute model because I do not always agree with the textbook.  You will receive additional information and guidelines during class.

Final Exam Information:
The proposal assignment that you will work on toward the end of the semester (completed  in groups) consists of a written document, an oral presentation, an agenda, and performance evaluations for your team members.  The project will take about a month to complete and is extremely challenging.  The proposal encompasses real-world procedures and standards and is a test of the knowledge you learned during the semester.  There will also be new information added during the course of the project.   There is no final exam in my course due to the comprehensive nature of the proposal assignment.
Additional Grade Information for My Classes:

Any assignment that earns a score such as “84.5-84.9" will be recorded at the next full point (85). Anything below this, such as “84.1-84.4,” will be recorded without the tenths (84).  This applies to the final grades also with the exception of late arrival issues (see Attendance section).

It is important that you are clear about the standards for each assignment.  Understanding the standards will help you to perform at a high level.  
Mrs. Starnes’ Syllabus—BA 324

Monday/Wednesday/Friday 
Spring 2009
Unique numbers:  01895 (11:00-12:00) and 01905 (12:00-1:00)
You are responsible for being aware of all the information listed below.
	Day
	Date
	Readings/Activities
	Assignments Due

	W
	Jan 21
	Introduction

Discuss Test 1
	

	F
	23
	Chap 1 Communicating in Today’s Workplace
Discuss Blue Book assignment and “Purpose”

Introduce Appendix B and C
	

	M
	26
	Chap 2 Developing Team, Listening, and Etiquette Skills
	

	W
	28
	Discuss Course Packet
	

	F
	30
	Chap 4 Writing Process Phase I: Analyze, Anticipate, Adapt
In-class exercise on writing
In-class exercise on “Purpose”

Homework for discussion next class: Activity 5.7, p. 144
	Blue Book assignment



	M
	Feb 2
	Chap 5 Writing Process Phase 2: Research, Organize,
     Compose

Discuss Activity 5.7

In-class exercise on writing
Homework for discussion next class: Activity 6.14 c and d only, p. 166
	

	W
	4
	Chap 6 Writing Process Phase 3: Revise, Proofread,  

      Evaluate

Discuss Activity 6.14

In-class exercise on writing
	Internet research bonus assignment

	F
	6
	Prepare for Test 1
	

	M
	9
	Test 1--Guffey Chaps 2, 4, 5,  and 6
	Test 1

	W
	11
	Chap 14 Business Presentations
	

	F
	13
	Discuss 90-second presentation

Sign up for presentation date/order

Homework for next class: do Activity 7.6 p. 194; read Activity 7.25, p. 199
	Blue Book assignment



	M
	16
	Chap 7 E-Mail Messages and Memos
Discuss Activity 7.6 

In-class analysis of Activity 7.25
	Bring “Six Questions for Analysis”  

       sheet



	W
	18
	Peer edit Activity 7.25
	Rough draft of Activity 7.25

	F
	20
	90 second presentation
	Informal 90 second presentation

	M
	23
	90 second presentation
Homework for next class: do Activity 10.4, p. 301; read Activity 10.17, p. 304
	Informal 90 second presentation


	W
	25
	Chap 10 Negative Messages
Discuss Activity 10.4

In-class analysis of Activity 10.17
	Final copy of Activity 7.25 
Bring “Six Questions for Analysis” sheet

	F
	27
	Peer edit Activity 10.17

	Rough draft of Activity 10.17
Blue Book assignment

	M
	Mar 2
	Discuss requirements for 1st formal presentation

Sign up for partner presentations by next class meeting
	

	W
	4
	Discuss Executive Summary assignment
Q and A over 1st formal presentation

Final day to sign up for partner presentations
	

	F
	6
	Chap 9 Persuasive and Marketing Messages

Prepare answers for class on Chapter Review, questions 1 and 2, p. 263
	Final copy of Activity 10.17

	M
	9
	1st formal presentation

Discuss proposal
	1st formal presentation

	W
	11
	1st formal presentation
Discuss proposal
	1st formal presentation
Executive Summary

	F
	13
	1st formal presentation

Discuss proposal
	1st formal presentation

Blue Book assignment

	M-F
	16-20
	Spring Break
	

	M
	23
	Receive proposal case study

Discuss Proposal Draft assignment

Meet your group
	

	W
	25
	Test 2--Guffey Chaps 7, 9, 10, and 14
	Test 2 

	F
	27
	Preview Performance Evaluations

Discuss 7 questions from course packet
Discuss Agenda assignment

Group meetings
	*Blue Book assignment changed to 

        April 1*
Self critique of presentation

Agenda assignment is “at will” and 

        is due the class meeting after you 
        lead your group meeting

	M
	30
	Chap 11 Business Report Basics
Discuss guidelines from course packet

Group meetings
	

	W
	Apr 1
	Chap 12 Informal Business Reports

Chap 13 Proposals and Formal Reports

Preview parts of proposal (Chap 13)

Group meetings
	Blue Book assignment

	F
	Apr 3
	Work on Proposal Drafts individually
	

	M
	6
	Group meetings/individual group meetings with Starnes
	

	W
	8
	Group meetings
	Proposal Draft assignment

	F
	10
	Group meetings
	

	M
	13
	Page by page run-through of a proposal format
	E-mailed rough draft copy of Table of

      Contents

	W
	15
	Group meetings/individual group meetings with Starnes
	

	F
	17
	Discuss 2nd formal presentation and PowerPoint slides

Group meetings
	

	M
	20
	Group meetings
	

	Tu
	21
	Proposal due in my office
	Proposal due by 1:00 p.m.

	W
	22
	Practice for 2nd formal presentation
	

	F
	24
	Practice for 2nd formal presentation
	

	M
	27
	Practice for 2nd formal presentation
	

	W
	29
	Practice for 2nd formal presentation
	

	F
	May 1
	2nd formal presentation
	2nd formal presentation

PowerPoint slides

	M
	4
	2nd formal presentation
	2nd formal presentation

PowerPoint slides

Performance Evaluations from Friday’s groups

	W
	6
	2nd formal presentation
	2nd formal presentation

PowerPoint slides

Performance Evaluations from Monday’s groups

	F
	8
	Yes--we have class today!  All final graded assignments will be returned
	Performance Evaluations from Wednesday’s groups


THIS SYLLABUS MAY BE CHANGED AT THE DISCRETION OF THE INSTRUCTOR


