MSU-Bottineau

Course Syllabus

Business Communications– BOTE 210
Spring 2004

Class Meeting Time:
Tuesday and Thursday from 12:30 p.m. to 1:50 p.m. 

Room: 

Administration Building IVN lab
Instructor:

Mrs. Sandra Larson, MSM

Office Hours:

By arrangement

Office and Phone:
No office available on campus, home # 839-3243 or cell # 721-2940
E-mail:

larson@misu.nodak.edu
REQUIRED TEXT:

Business Communication:  Process & Product, 4th Edition, 

Mary Ellen Guffey, South-Western, 2003 ISBN:  0-324-11452-4
Business Communication: Process & Product Study Guide, 4th Edition, 

Mary Ellen Guffey, South-Western, 2003, ISBN:  0-324-11454-0
OTHER REQUIRED MATERIALS:

You will need access to the Internet and an e-mail account. It will be helpful to have access to a standard English dictionary and a current office reference manual, such as HOW 9 or The Gregg Reference Manual.  
COURSE DESCRIPTION:

Study of oral and written communication in business settings.  Includes exploration of nonverbal and group communication, listening and research skills, cross-cultural communication, job search techniques, ethics, technology, and preparation of business correspondence.
 

COURSE Requirements:

1. Thorough reading assigned text segments and supplementary materials. 

2. Active, informed participation in class discussion and activities and intellectual engagement at all times.

3. Assignments submitted on time and in appropriate format.  All work prepared outside of class must be work-processed or typewritten.

4. Regular class attendance except in cases of serious illness or emergency. 

GRADING:

You will complete all activities for the following four modules.  Each module will count as 25% of your total grade.

	Module 1:  Business Writing
	Prepare a variety of business letters and memos (routine, goodwill, persuasive/sales, negative).

	Module 2:  Oral Presentations
	Give a variety of oral presentations (introduction, persuasive, informative).

	Module 3:  Using Technology to Communicate
	Engage in a variety of activities using technology (e-mail, mailing lists/newsgroups, virtual meetings, personal Web page).

	Module 4:  Employment Communication
	Prepare a variety of employment-related documents (résumés, cover letters, follow-up letters) and engage in a mock interview. 


	Overall Grading Format

A = 90%

B = 80%

C = 70%

D = 60%

F = Less than 60%


A grade of 90 percent or higher earns an A grade; 80 to 89 percent earns a B grade; 70 to 79 percent earns a C grade; 60 to 69 percent earns a D grade; anything below 60 percent earns an F grade.
GENERAL PROCEDURES:

Special Needs:  Any student with special needs should notify the instructor during the first week of class to make the proper arrangements to handle these concerns.  

Attendance:  It is important to attend class each day.  Lectures and class activities extend your understanding and application of your new skills and knowledge.  If you must miss a class meeting, you are responsible for any missed assignments or handouts.

Outside Work:  Please plan to devote at least three to four hours per week in addition to class meetings for completing homework assignments, reviewing, composing rough and final drafts, and preparing for the next class session.  In order to be prepared for each class meeting, you should complete each homework assignment prior to the following class meeting.

Classroom Rules: 

1. You are expected to arrive for class on time each day.

2. All assignments are due on the date indicated.

3. Plagiarism will not be tolerated.

4. Please take advantage of the textbook Web page for extra help with your assignments.

5. Show respect for all class members, and relax and have fun!!

Notes:

1. This is a fast-paced, intensive course that will require a lot of outside work and preparation. It will be assumed that you have a good understanding of basic business English grammar and punctuation rules.  These will not be covered extensively in class.

2. You should also be aware that proofreading and revision are extremely important when preparing business documents.  All writing assignments submitted should be final drafts and of quality you would feel comfortable submitting to your supervisor.  Only error-free documents will receive an “A”.

3. Your instructor reserves the right to make any necessary changes to the above syllabus.   

