
TRINITY VALLEY COMMUNITY COLLEGE
SYLLABUS SECTION
GENERAL COURSE INFORMATION

COURSE NUMBER: BUSI 2312
COURSE TITLE: BUSINESS COMMUNICATIONS II
CREDIT HOURS: 3      LECTURE HOURS:  3        

COURSE DESCRIPTION
This course is intended to develop skills in all phases of business communications including writing, listening, speaking, reading, and interpreting nonverbal cues.  Primary emphasis is placed on developing sound skills for writing letters, memos, reports, and correct telephone procedures and techniques.  Awareness of electronic advances in information processing and management and their impact on communication is also included.

TEXTBOOK, SUPPLIES AND OTHER RESOURCES
REQUIRED TEXT: 

Required Textbook: Effective Communication for Colleges,  7th Edition, Brantley and Miller

Optional:
  HOW 7 (or How 6) A Handbook for Office Workers

Optional:
Dictionary - Standard desk style or good paperback The American Heritage Dictionary or The Webester New Dictionary.

Supplies:
White typing paper

COURSE GOALS
To help students improve their abilities to develop clear, accurate business messages by providing a framework called the Commuication-by-Objectives (whole-into-parts) approach.  Using this eight-step approach, students will plan, select, and organize information; apply a message strategy appropriate for the situation, and incorporate basic message qualities.

REQUIREMENTS
A.  Attend class during the time for which the student is registered.

B.  Read the assigned chapters before coming to class.

C.  Complete and hand in assignments on time

D.  Complete all spelling, chapter reviews, and  tests as scheduled.

INSTRUCTIONAL STRATEGIES
The instructional strategies used in this course will be a combination of several classroom lecture and discussion, class drill and technique practice, demonstration and explanation, transparencies visual aids, and problem solving exercises.
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This course is intended to develop skills in all phases of business communications including writing, listening, speaking, reading, and interpreting nonverbal cues.  Primary emphasis is placed on developing sound skills for writing letters, memos, reports, and correct telephone procedures and techniques.  Awareness of electronic advances in information processing and management and their impact on communication is also included.

 COURSE GOALS
To help students improve their abilities to develop clear, accurate business messages by providing a framework called the Commuication-by-Objectives (whole-into-parts) approach.  Using this eight-step approach, students will plan, select, and organize information; apply a message strategy appropriate for the situation, and incorporate basic message qualities.

REQUIREMENTS
A.  Attend class during the time for which the student is registered.

B.  Read the assigned chapters before coming to class.

C.  Complete and hand in assignments on time

D.  Complete all spelling, chapter reviews, and  tests as scheduled.
COURSE ORGANIZATION.  Sections 1-16, will be completed during the 15-week schedule.  Students should complete all exercises in each section before attempting the transcription.  The transcription tests should be taken as scheduled.

EVALUATION POLICIES:
Grading Criteria:

1.
Nine Unit Reviews

2.
Two Unit Applications Tests (1-4) and (5-9)

3.
Assignments Average

4.
Spelling Tests Average

5.
Final Comprehensive Test

6.
Attendance/punctuality

Grade Assignment:

1.
90-100% of total possible points =
A 

2.
80-90% of total possible points = 
B

3.
70-79% of total possible points = 
C

4.
60-69% of total possible points = 
D

5.
Less than 60%

    = 
F

Make-up Tests:

Make-up tests are only for those students who have MISSED a test, not for those students with a low test grade.  Spelling quizzes may not be made up, but the lowest quiz grade will be thrown out.  Spelling quizzes will be averaged as one regularly scheduled test.

ATTENDANCE
All students are expected to attend all classes.  Only those excuses acceptable to the instructor will be considered when granting permission for make-up work or tests.  A point penalty may be used in adjusting a final grade after a student has missed the equivalent of one week of class (2 Tuesday-Thursday classes).  A student may be dropped from the course after the equivalent of three weeks of absence.  However, dropping a class to receive a (W( grade is the student(s responsibility, not the instructor(s.

Arriving 10 minutes or more late or leaving 10 minutes or more early is considered an absence.  Tardies of less than 10 minutes should be reported to the instructor at the end of the class period incurred so that the recorded absence can be changed to a tardy.  Not reporting a tardy may result in it being recorded as an absence.  Three tardies will be counted as one absence.

No children and only approved quests are permitted to atend a class.  Food or drink must be consumed outside the classroom.

COURSE OUTLINE/SCHEDULE
TENTATIVE ASSIGNMENT SCHEDULE

BUSINESS COMMUNICATIONS - Instructor:  Nancy Whitworth

	Session
	Assignment Due

	 1
	No assignment - Orientation

	 2
	No assignment - Communications Skills Evaluation Test

	 3
	Read Ch 1; Complete CSD (Nouns) 1A, 1B

	 4
	Listening Exercise (Effective Listening.( (In-class assignment)

	 5
	Typed notes due: (Effective Listening(( Complete 1-6

	 6
	Read Ch 2; Complete CSD (Pron) 2A, 2B; Study Ch 1 for Review Quiz in class

	 7
	Complete Exercises  2-1, 2-2, 2-3

	 8
	Complete Exercises  2-4, 2-5, 2-6, 2-7, & 2-8

	 9
	Read Ch 3; Complete CSD (Vbs) 3A, 3B; Study  Ch 2 for Review Quiz

	10
	Complete Exercises 3-2, and 3-3

	11
	Complete Exercises 3-4, 3-5, 3-7, (Bonus 3-6); Study  Ch 3 for Review Quiz

	12
	Read Ch 4 completing CSD (ADJ) 4A & 4B, Ch 3 Review Quiz

	13
	Complete Exercises 4-5 & 4-8; Study for Test 1-4 Units

	14
	TEST 1-4 UNITS

	15
	Read Ch 5, Complete CSD (Adv) 5A & 5B

	16
	Complete Case Study 5-1, 5-2, 5-5

	17
	Complete Case Studies 5-6, 5-7, 5-8, 5-9, ; Study Ch 5 for Review quiz

	18
	Read Ch 6 Completing  CSD (Prep) 6A, 6B; Chapter 5 Review Quiz

	19
	Complete Exercises 6-1, 6-2, & Case Study  6-1

	20
	Complete Case Studies  6-2, 6-3; Study for Ch 6 Review Quiz

	21
	Read Ch 7 completing CSD (Conj. & Interj); Chapter 6 Review Quiz

	22
	Complete Exercises 7-3, A & B, 7-5 (Bonus Credit 7-4 or 7-7)

	23
	Complete Case Study 7-1 & 7-7; Study for Ch 7 quiz

	24
	Read  Ch 8 Completing  CSD (Sen Pts) 8A & 8B; Chapter 7 Quiz

	25
	EMPLOYMENT MESSAGES (*Chapter  exercises should be placed in a folder & submitted at the end of the chapter. Due Date: _________________                          Complete Exercises 8-1, 8-2, 8-3, 8-4, 8-5.

	26
	Complete Exercises 8-6, 8-7, &  8-8.

	27
	Complete Exercises 8-10, Case Study 8-4; (Reviewing/proofreading employment exercises)

	28
	In-class lab session; Proofreading and utilizing R209 equipment. Deadline for Employment Kits

	29
	Read Chapter 9; Complete CSD 9A & 9B (Pun); Complete exercise 9-6, Case Studies 9-1, 9-3, & 9-4

	30
	Read Chapter 10 & 11 omitting exercises. (A few questions will be on the final exam)

	TBA
	Final Exam: Chapter 5-9 (True, False, & Composition) Graduates are Exempt.

Date & Time of Exam:____________________

Employment Kits will be returned on final exam day. 


PERFORMANCE OBJECTIVES
OBJECTIVES FOR EACH UNIT:
After students have studied Unit 1 and have completed the activities and exercises, they should be able to:

UNIT 1 - COMMUNICATION AND ELECTRONIC TECHNOLOGY

 1.
Explain each part of the communication cycle.

 2.
Discuss the responsibilities of the sender and the receiver in communicating effectively.

 3.
Identify and discuss how communication barriers may influence various communication situations.

 4.
Discuss the relationship of language skills to effective communication.

 5.
Identify and use helpful communication references.

 6.
Identify and discuss the effects of electronic technology on the communication process.

UNIT 2 - BASIC QUALITIES OF EFFECTIVE MESSAGES

 1.
Compose messages that show the you attitude.

 2.
Change negative statements to positive statements.

 3.
Change sexist terms to gender-free terms.

 4.
Rewrite messages to limit the uses of it and there.

 5.
Rewrite messages to change passive voice to active voice.

 6.
Verify spelling in messages.

 7.
Select correct word and phrase usage.

 8.
Compose a message that meets the criteria for the six basic qualities--courtesy, clarity, conciseness, concreteness,
 correctness, and completeness.

UNIT 3 -  PLANNING AND DEVELOPING MESSAGES

 1.
List and explain each step of the Communication-by-Objectives approach.

 2.
Discuss the direct and indirect patterns of organization and the message applications for each pattern.

 3.
Generate message ideas and organize the ideas in a traditional or an indented outline format.

 4.
Develop a draft of a message using the outline as a guide, following the Communication-by-Objectives approach, 
and applying the basic qualities of messages.

 5.
Write correctly structured sentences and paragraphs and organize them within a message to achieve coherence and 
appropriate emphasis.

 6.
Prepare the final message by editing, revising, and proofreading the message draft using suggested proofreader(s marks.

UNIT 4 - DOCUMENT PREPARATION

 1.
Identify letter parts.

 2.
Arrange letter parts in the correct positions in three letter formats:  block, modified block, and simplified block.

 3.
Address envelopes according to postal regulations.

 4.
Arrange interoffice messages in standard and simplified memorandum formats.

UNIT 5 - GOOD NEWS AND NEUTRAL NEWS MESSAGES

 1.
Identify situations for which good news and neutral news messages are appropriate.

 2.
Discuss how to build and maintain goodwill in good news and neutral news messages.

 3.
Analyze messages to verify that they reflect the basic qualities of messages, acceptable business message formats, 
and the good news strategy.

 4.
Apply the Communication-by-Objectives approach and the good news strategy to write good news and neutral news messages.

UNIT 6 - BAD NEWS MESSAGES

 1.
Use passive voice to promote diplomacy and to maintain goodwill in bad news messages.

 2.
Emphasize the positive rather than the negative when writing bad news messages.

 3.
Analyze messages to verify that they reflect the basic qualities of messages, acceptable business message formats, 
and the bad news strategy.

 4.
Apply the Communication-by-Objectives approach and the bad news strategy to write bad news messages.

UNIT 7 - PERSUASIVE MESSAGES

 1.
Define and discuss each part of the persuasive strategy AIDA: attention, interest, desire, and action.

 2.
Discuss emotional and logical appeals and how they are used effectively in persuasive messages.

 3.
Discuss the appropriate use of negative words in persuasive messages.

 4.
Identify and discuss situations for which the persuasive strategy AIDA is recommended.

 5.
Discuss unique characteristics of sales messages and some charitable request messages.

 6.
Analyze messages to verify that they reflect the basic qualities of messages, acceptable business format, 
and the persuasive strategy AIDA.

 7.
Apply the Communication-by-Objectives approach and use the persuasive strategy AIDA to compose persuasive messages.

UNIT 8 - EMPLOYMENT MESSAGES

 1.
Disucss the various aspects of the employment search.

 2.
Analyze personal characteristics and skills in relation to job requirements.

 3.
Use available references to research employment opportunities.

 4.
Identify and explain each major part of a resume.

 5.
Develop an effective resume that accurately presents your qualifications.

 6.
Complete an application neatly and accurately.

 7.
Apply the Communication-by-Objectives approach and the persuasive strategy AIDA to compose an effective cover letter.

 8.
Identify and discuss successful interview techniques.

 9.
Identify other employment messages and explain their uses.

UNIT 9 - REPORTS IN THE WORKPLACE

 1.
Discuss why reports are prepared in the workplace.

 2.
Identify and discuss ways to classify reports.

 3.
Identify and give examples of primary and secondary research sources.

 4.
Discuss when to use the direct or indirect pattern to organize report information.

 5.
Discuss how report headings and visuals enhance report readability and appearance.

 6.
Give examples of personal and impersonal language.

 7.
Discuss the characteristics of comprehensive reports and short reports.

 8.
Discuss how verbal and nonverbal, communication influences oral reports.

 9.
Analyze instructions for clarity and completeness.

10.
Apply the Communication-by-Objectives approach and the basic qualities of effective messages to prepare reports and instructions.

SCAN SKILLS
RESOURCES: ACTIVITIES, TIME, AND SCHEDULES

 1.
Defines relevant goal related activities.

 2.
Allocates time to activities.

 3.
Prepares and follows schedules.

 4.
Use computer software to plan a project.

 5
Ranks activities in order of importance.

.

INFORMATION ACQUISITION AND USE

 5.
Uses computer to process information.

 6.
Monitor and correct performance.


 7.
Organizes data for storage

 8.
Analyzes information to communicate results to others.

INTERPERSONAL: WORKS WITH OTHERS

 9.
Identify training needs.

10.
Woryk to satisfy customer(s expectations.

