	COURSE SYLLABUS
Fall 2010	 OAT 151--Business Communication I


This syllabus is not a contract and is subject to change.

INSTRUCTOR: Dr. G. Hoffman-Johnson	  	OFFICE: B-135
E-MAIL:  gailhoffman@delta.edu	PHONE: 686-9291
	SECRETARY: 686-9127
  	FAX: 686-8736

OFFICE HOURS:  M               ,  T               ,  W                 ,  R              ,  F _________                

OTHER TIMES BY APPOINTMENT

Name                                Phone		       E-mail
CONTACT PERSON:                                             ______________      _______________            
				                                               _____________       _______________                                     

PREREQUISITE:  READING LEVEL 5b and WRITING LEVEL 4b

CREDITS:  3						LENGTH OF INSTRUCTION:  15 weeks

COURSE DESCRIPTION:	

Includes principles and composition of effective basic business letters and memos as well as accuracy in grammar, spelling, punctuation, sentence structure, and format.  Keyboarded assignments are required. (45-0)

REQUIRED TEXTS:

Business Communication:  Process and Product, 6th edition, by Mary Ellen Guffey
	Access Code for the Guffey site (available at www.meguffey.com

COURSE CONTENT:  Chapters 1,3,4,5,6,7,8,10, 9 (covered in that order)

SUPPLEMENTARY MATERIALS:

1. Out-of-class assignments: You are strongly encouraged to draft, polish, and revise your documents using a computer.  You may use the computers here at Delta College in which case you will only need a flash drive.
2. In-class assignments: You may need lined notebook paper and blue or black ink pens for in-class writing assignments if you choose to handwrite the in-class assignments. They may also be keyboarded.
3. Paper clips
4. No. 2 pencils for test taking
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OUTCOMES AND OBJECTIVES:

The outcomes and objectives may be viewed at http://www.delta.edu/catalog/courses.asp 

GENERAL EDUCATION OUTCOMES STATEMENT:

 Delta College is committed to general education for our community college students. General education develops basic knowledge, critical thinking skills, and values that influence our behavior and motivate us as lifelong learners. Delta College, along with area employers, transfer institutions, and the greater community, agrees that general education is key to personal and professional success.

COURSE CONTENT:

I.	Foundations
A.	Communication process including nonverbal/verbal channels
B.	Technology (e.g., communication tools)
C.	Intercultural communication

II.	Information Literacy
A.	On-line catalog
B.	Electronic indexes (such as First Search)
C.	Internet resources (such as E-mail, the Web, and InfoTrac Searchbank/General Reference Center Gold)

III.	Writing Skills
A.	Grammar
B.	Punctuation
C.	Mechanics
D.	Structuralization
1.	Sentences
2.	Paragraphs
a.	Direct
b.	Indirect
3.	Whole messages
a.	Direct
b.	Indirect

IV.	Letter and Memo Format
A.	Professional appearance
B.	Document style

V.	Message Plans
A.	Routine messages
B.	Bad news messages
C.	Persuasive messages



VI.	Composition Process

A. Planning
B. Organizing and writing with accuracy, conciseness, and coherence
C.	Revising
1.	Editing
			2.	Rewriting
3.	Producing
4.	Proofreading

TEACHING/LEARNING STRATEGIES:

Extensive class time will be devoted to development of your communication skills.  Explanation of the factors that comprise effective business communication will be provided through lecture and discussion.  You will then be given the opportunity to practice important concepts through assignments to be completed both in and out of class.  A notebook should be kept throughout the course to organize the various handouts and assignments (three-ring, three-inch binder).

COURSE REQUIREMENTS:

1. Completion of assigned readings
  2.   Completion of assigned worksheets
  3.   Completion of assignments from the Guffey website
*4.   Demonstration of efficient, competent performance on quizzes and unit tests
  5.   Demonstration of adequate written communication ability in letters and memorandums

*After quizzes and tests have been reviewed with students, they will be collected and kept by the instructor. You may subsequently make an appointment to come to my office to review any previously administered quiz or test.

EVALUATION:

Preparation of Assignments

1. Out-of-Class Written Assignments (Keyboarded)
a. All assignments must be keyboarded, correctly formatted, and written in edited standard written English.
b. All assignments must be handed in at the beginning of the class.
c. Late assignments (i.e., those not turned in at the beginning of class) will automatically be lowered one grade; they will be accepted within one week only of the original due date.
d. All assignments should have your name, section number, and due date written on the back of the paper in the upper right-hand corner.
e. All assignments should have the appropriate checklist (outline) written on the back of the paper.
		

2.    In-Class Assignments (Pen Written or Keyboarded)
a.	All assignments should be neatly written in blue or black ink on trimmed, lined notebook paper or keyboarded in a computer lab.
b.	Lecture notes, the textbook, handouts, and spelling aids may be used as references.
c.	In-class assignments should be correctly formatted and written in edited standard written English.
d.	NO makeup is allowed on in-class letters/memos.
e.	All assignments should have the appropriate checklist (outline) written on the back of the paper.
.	
Expectations/Grading

To contribute fully to the class, you are expected to attend regularly and to participate actively.  Additionally, you are expected to be current in your reading and to be prepared for in-class activities.  The old “rule of thumb” does apply to this class:  For every hour spent in class, two hours should be spent out of class in preparation.

Assignments will be graded using Primary Traits Assessments (PTAs) consisting of  Gateway Criteria and Grading Criteria to clarify expectations.  The areas of evaluation and the allocation of points are noted on the PTAs. They will be distributed as needed throughout the course.

Revision of Assignments

Explanation of writing problems will be noted on the documents in need of revision--those with a grade of C+ or lower.  You will thus have considerable input to aid in revising and rewriting.  You can earn up to a B- on your revised document.

Only one revision may be submitted for re-evaluation.  Please paper clip the revision on top of your original document and the PTA.  Revised papers should be submitted at the next class period, if possible, and no later than one week of the return date.  

Grading of Quizzes and Unit Tests

The following grading scale will be used for quizzes and unit tests:
	
A+
	
100      
	
B+
	
87-89
	
C+
	
77-79
	
D+
	
67-69  
	
F
	
0-59

	A
	93-99
	B
	83-86
	C
	73-76
	D
	63-66
	
	

	A-
	90-92
	B-
	80-82
	C-
	70-72
	D-
	60-62
	
	


		
One quiz may be missed without penalty.  If all quizzes are taken, the lowest quiz grade will be dropped.  Tests may be made up but with a one-grade penalty.  Make-up tests must be taken at the Testing Center.  Please call me to make arrangements before the next class period.

Midterm evaluation will take place approximately halfway through the course. Grades are distributed to students in a convenient format.
The final grade will be determined by weighing the following components:

Discussion/Activities/Quizzes/Attitude and Participation 	  25%
Tests 	  25%
Out-of-Class Writing Assignments
                       (Keyboarded)  	   25%
In-Class Writing Assignments (Pen Written or Keyboarded)  	   25%
TOTAL	100%

A FINAL GRADE BELOW A C, I.E., A C-, DOES NOT REFLECT SATISFACTORY COMPLETION OF THIS COURSE.

Final grades are generally accessible to you within one week of the official ending date of the semester.  They are available via the Web through MyDelta: www.delta.edu  MyDelta “Grades.”

ATTENDANCE:

Your attendance is a very important factor in succeeding in this course.  You should, therefore, attend regularly.  If you must be absent, it is your responsibility to find out what material has been covered.  You should be prepared upon your return to class.  

Delta College's Withdrawal Policy will be followed. It is available online at http://www.delta.edu/registrars-office/adddropclasses.aspx.   The instructor has the option of exercising an instructor-initiated withdrawal if appropriate prerequisites are not met or for excessive absences.  The last day to withdraw with a W grade is Tuesday, November 23.  This is also the last date for an instructor-initiated withdrawal. 

COLLEGE POLICIES:

The College has a number of policies, procedures, rules and regulations which apply to all students. The Delta College Catalog, which is available both in print form and online at http://www.delta.edu/catalog, includes many of them.

They include but are not limited to the rules in Section VI on Student Rights and Responsibilities, Integrity of Academic Work, Disruptive Students, Student Complaint and Hearing Process, Electronic Resources Access and Use Guidelines; Safety and Security policies, including Sexual Harassment; and student Records Access and Confidentiality.  

They also include but are not limited to Academic Policies in Section IV on the Grading System including 
I - Incomplete grades, Attendance Policy, and Disputed Final Grade Policy.  

The policies, procedures, rules and regulations published in the Catalog apply to you as a student in this course, and you are responsible for knowing and following them.  You should also be familiar with, and follow, your instructor’s individual policies to ensure your success in the course.

The Senate Handbook also contains information for students:
· The Student Code of Ethical Conduct (Senate Policy 8.001) can be accessed at the following link: https://deltanet.delta.edu/myintranet/senate/Senate%20Handbook%20PDF/Section%208/8%20001.pdf 
· Student Violation of College Rules and Regulations (Senate Policy 8.045) can be accessed at https://deltanet.delta.edu/myintranet/senate/Senate%20Handbook%20PDF/Section%208/8%20045.pdf This information also appears in the Catalog in modified language as “Student Complaint and Hearing Process.”
The College also provides free resources to support student success such as the Teaching/Learning Center (http://www.delta.edu/tlc) located in the Library Learning Information Center (LLIC) and Counseling and Academic Advising, in D-102, phone 686-9330.  If you have a disability that may interfere with your ability to benefit from the courses you are taking, it is your responsibility to make the College aware of this.  Please contact Michael Cooper, Director of Disability Services, in D-106, phone 686-9322, or e-mail at michaelcooper2@delta.edu.
