COMM 2000 – Business Communication
Summer 2011
MW
Instructor – Cheryl Shinall

Contact information
cshinall@spsu.edu
678-915-7236

Office hours
By appointment

Room  J - 344

Text: Excellence in Business Communication, 8th ed. John V. Thill and Courtland L. Bovee 
To succeed in this course, it is very important that you complete all assigned reading as outlined on the syllabus.

Course Description
The course is designed to provide you with experience organizing, writing, and presenting a variety of business documents. Upon successful completion of this course, students will:

· Write and edit a variety of business documents.

· Create and deliver a variety of business presentations.

· Participate effectively as a member of a team.
Class Attendance and Participation
Attendance is mandatory. Every absence after two absences may result in a full letter grade deduction from your final grade. Class participation is encouraged and will help facilitate learning. Attendance and participation will impact your course grade.
Assignments
All writing assignments must be submitted word processed, with standard type size and margins. For each day (including weekend days) an assignment is late, it will be graded down one grade step (for example, a “B” paper that is two days late becomes a “C+”).
Plagiarism

Plagiarism is the representation of another person’s ideas or words as one’s own. The penalty for plagiarism, or other acts of dishonesty, may be course failure.

Students with Disabilities
Students with disabilities who believe that they may need accommodations in this class are encouraged to contact the counselor working with disabilities at 678-915-7226 as soon as possible to better ensure that such accommodations are implemented in a timely fashion.

Cell Phones: Use is prohibited in the classroom.
Grading
Project assignments will receive letter grades with the following equivalents. Final grades will appear as letter grades (A, B, C, D, or F).

GRADING 

(Letter and number equivalent)

A       90-100

B         80-89

C         70-79

D         60-69

F    Below 60

Project Assignments and Percentage of Grade
Each student must submit six graded assignments and class participation and attendance will influence final grade.

	Negative News Letter Report
	15%

	Persuasive Memo Report
	15%

	Resume & Application Letter
	20%

	
	

	Team Project - Formal Business Report
	20%

	Team Presentation of  Business Report
	10%

	
	

	Class Participation, Quizzes, Practice Exercises, & Attendance
	20%

	TOTAL
	100%


TENTATIVE COURSE SCHEDULE & DAILY ASSIGNMENTS
WEEK # 1

Session 1 – May 16
Course Introduction

Review Syllabus

Assignments:

Read: Chapter 1
Session 2 – May 18
Effective Business Communication
Assignments:

Read: Chapter 9
WEEK # 2
Session 1 – May 23
Writing Effective Bad News Messages

Assignments:
Writing Assignment # 1 – Negative News Letter Report

Read: Chapter 4, 5, & 6

Session 2 – May 25
Planning and Writing Effective Business Messages 

WEEK # 3 
Session 1 – May 30
Holiday

Session 2 – June 1
Completing Effective Business Messages 

DUE - Writing Assignment # 1 – Negative News Letter Report  
Assignments:

Read: Chapter 10
WEEK # 4
Session 1 – June 6
Writing Persuasive Business Messages
Assignments:
Writing Assignment # 2 – Persuasive Memo Report
Session 2 – June 8
Persuasive Business Messages continued

Assignments:
Read: Chapter 2
WEEK # 5
Session 1 – June 13
Business Etiquette Skills
Assignments:
Read: Chapter 14
Session 2 – June 15
Oral Presentations – Planning, writing, and completing effective

Presentations; Two Minute Drills
DUE - Writing Assignment # 2 – Persuasive Memo Report 

Assignments:
Read: Chapters 11, 12, & 13
WEEK # 6
Session 1 – June 20
Planning, Writing, and Completing Business Reports 

Writing Assignment # 4 – Team Project - Formal Business Report
Session 2 – June 22
Research/ Development on Business Reports 

DUE – Topic Statement of Team Project - Formal Business Report;  
Outline of Report Content
Assignments:

Read:  Chapter 15

Writing Assignment # 3 – Application Letter and Resume
WEEK # 7
Session 1 – June 27
Writing Resumes and Application Letters; Online Research Company Jobs;
Team Work on Formal Business Reports and Presentations

Assignments:
Bring one copy each of a Draft Resume and Application Letter to next class
Session 2 – June 29
Workshop on Writing Resumes and Application Letters; Lab – Complete Application letter and resume; Team Work on Formal Business Reports and Presentations

Assignments:
DUE: Writing Assignment # 3 – Application Letter and Resume
WEEK # 8
Session 1 – July 4 – HOLIDAY

Session 2

Oral Presentations on Report; Semester Wrap-up
DUE - Writing Assignment # 4 – Team Project - Formal Business Report
DUE – Team Project - Oral Presentations on Formal Business Report
C. Shinall
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