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Business Communications
Syllabus
BA227 - A

Fall 2010 – 3 credits 

Tuesday, 9-11:45

Room 222

Instructor: Cyn Roberts

Contact Information

Preferred contact - email: croberts@aii.edu (emails answered within 24 hours, Mon. – Fri.) Please do not attach assignments to your email unless instructed to do so.

Alternate contact: 503-382-4868 (leave a message and follow up with an email as soon as you are able)
Office Hours

Appointments are available on Tuesday afternoons, Thursday mornings or Friday mornings. (Appointments are highly encouraged to discuss individual concerns or strategies for success in the class.)
FINAL day. date, and time

Tuesday, December 14, 8 am – 10 am | room 222

Required Texts

Can Do Writing by Daniel Graham and Judith Graham ISBN: 978-0-470-44979; and, Everyone Communicates, Few Connect by John c. Maxwell, ISBN 978-0-7852-1425-0
Course Description

Oral and written communication skills used in business. Emphasis on communication in design.

Instructor’s Expanded Description (Recommended)
This course will focus on the communication skills required for business success including written, oral and interpersonal communications. A combination of individual and team-based practical exercises will guide the student through business communication experiences that specifically reflect design business needs whenever possible.
Course Outcomes

Upon successful completion of this course, the student should be able to:

· Utilize proper grammar, punctuation and spelling for business purposes, keeping communications clear, concise, and coherent
· Be able to analyze, organize, write and revise any business document
· Demonstrate understanding of written and oral communication strategies
· Understand how to create effective job-related documents
· Recognize effective techniques for communicating at business meetings
· Differentiate between persuasive and non-persuasive messages
· Understand the role of communication in establishing favorable environment both internal and external to the firm
Prerequisite(s)
WR125

Required Materials

Access to Internet, MSWord, MS PowerPoint, and Adobe Acrobat. Many assignments require that a specific software be used. If you do not have access to that software, please utilize the computer labs at school.

Team Projects will require printing and binding. Students will share the expenses.
Grading 

Attendance & Participation = 15% | Quizzes & Exams = 15% | Professional Blog entries = 15%  | Connection activities journal = 15% | Professional Resume = 5% | Team Project = 20% | Personal assessments of team contribution = 15%

Letter Grade

Number 
Grade
Rating

A

=
95 – 100

Excellent

A-

=
90 – 94



B+

=
87 – 89

B

=
83 – 86

Good

B-

=
80 – 82



C+

= 
77 – 79



C

=
73 – 76

Satisfactory

C-

=
70 – 72



D+

=
67 – 69

D

=
62 – 66

Marginal

F

=
Below 62
Failure

A gradebook is maintained at www.myeclassonline.com. You are encouraged to check this often. If you have questions, please ask. If something doesn’t look right, bring it to my attention as soon as possible.

Assignment Submission Requirements & Late Work

· All papers and/or presentations are due at the beginning of class on the due date specified. 

· Late assignments will receive a 10% reduction in possible points per day for first 5 days. After that assignments may be submitted late, but will receive a 50% reduction in points.

· Assignments submitted on time will be graded promptly (usually this is done within one week). 

· Late assignments will not be graded until after week 9. Please clearly mark your assignments so they are graded according to the requirements of the assignment. 

· Unless otherwise indicated assignments will be submitted digitally through eCompanion. Please ensure that you are posting your assignment to the appropriate dropbox. Assignments incorrectly posted may not be graded. 

· Post late assignments to the LATE DROPBOX in eCompanion
· NO late assignments will be accepted after class meets on week 9 

· Presentations and Final Exams cannot be made up. 

· Lack of Internet access or appropriate software at home is not a sufficient excuse for not submitting an assignment. You may access myeclassonline.com and appropriate software on campus computer labs.

· If you experience any technical difficulties uploading an assignment, contact ecompanionhelp@aii.edu immediately. If eCompanion issues will impact your ability to submit your work on time, copy the instructor on emails to eCompanion Help and keep a record of all responses. DO NOT email your assignment to the instructor
· Quizzes & Exams are generally given at the beginning of class. Late attendees will not be allowed to take the quiz.

· For emergency situations, exceptions to the late policy will be made on a case-by-case basis. Please contact your instructor immediately and provide verified documentation of your emergency.

Attendance and Participation

You are expected to come to class on time, participate in exercises and discussions and remain for the entire class to receive full attendance points. 

Campus Email Policy  

Email communication will be through eCompanion. Be sure to check your Profile in eCompanion to update your email address so that you will receive course communications in a timely manner.

Lab Policies

Leave food and drink outside the class. Disciplinary action will be taken toward any student found using the equipment in an inappropriate manner, taking cell phone calls or surfing the web. Disruptive, disrespectful or rude behavior will not be tolerated.

Plagiarism

Presenting the writings, images or paraphrased ideas of another as one’s own, is strictly prohibited at the Art Institute of Portland. Properly documented excerpts from other’s works, when they are limited to an appropriate amount of the total length of a student’s paper, are permissible when used to support a researched argument.  
Attendance Policy for the Art Institute of Portland Students who are absent from all scheduled classes over a 14-day period (2 weeks) are subject to automatic attendance suspension—from the Institute, not just from this course.  This means the student is administratively withdrawn from all courses and cannot attend classes or continue in the current quarter unless he/she successfully appeals for reinstatement.  Students who anticipate violating the attendance policy should contact their Academic Advisor or Academic Department Director immediately to discuss options such as withdrawing from the Institute or navigating the appeals process.
Absences Policy 

Regular attendance is required for successful completion of this course. A student who misses the equivalent of three (3) classes will not pass this class. Exceptions for extenuating circumstances will be considered at the discretion of the instructor. 

Adding, Dropping and Withdrawing from courses

Schedule Adjustment period: The schedule adjustment period runs through the first week of the quarter (ending at 5 pm on Monday of Week 2). To add or drop a course, the student must complete a schedule adjustment form, available from the Registrar’s Office. The signature of the student’s academic advisor is required to make any changes to the student’s schedule.

Withdrawal (W/WF):  The student who withdraws from a course or from the program during the first nine weeks of the quarter will be assigned a “W” code for each course.  The “W” code is not used in computation of the student’s grade point average; however, “W” credits are counted toward total credits attempted.  The student who withdraws from a course or from the program after the ninth week of the quarter will be assigned a “WF” code for each course.  The “WF” code is the equivalent of a grade of “F” and is used in computing the student’s grade point average.  Students wishing to withdraw from The Art Institute of Portland must file an official status change form with the Registrar.

Tutoring 

Free, one-on-one tutoring is available to you across all subjects through the Tutoring Center.  The goal of tutoring is to help you learn and master skills so you can then confidently apply them on your own.  Tutoring is helpful for students at all levels—freshman through senior, whether you want to move from a failing to a passing grade or whether you want to cement an “A.”  Our tutors are faculty or, most often, fellow students who have excelled in the subject.  You may find a tutor by visiting aidepartments.com or dropping by the Tutoring Center in Room 328 inside the Education Department.  The Director of the Tutoring Center is Sara Cartmel, whom you are welcome to contact at 503-382-4811 or scartmel@aii.edu.

Students with Disabilities

“It is AiPD policy not to discriminate against qualified students with a documented disability in its educational programs, activities or services.  If you have a disability-related need for adjustments or other accommodations in this class, contact the Dean of Student Services, Jason Clary, at 503-382-4710 or jclary@aii.edu .”
Evacuation Procedures  

Please proceed to the nearest exit when the strobe lights flash and an audible alarm occurs.  AiPD’s evacuation location is 10th and Davis; wait there for further instructions. 

 **ALWAYS ASSUME ANY EVACUATION IS REAL**

Course Calendar 
Week 1
	Topic:
	Introduction to Business Communications Course Overview

	Reading assignment:
	Graham – Step 1; Maxwell – Ch. 1

	Assignment/s Introduced:
	Individual - Professional blog entry

Individual - Connection Activity Journal

Team – Working Contract


Week 2

	Topic:
	Understanding your audience | Writing a purpose statement

	Reading assignment:
	Graham – Step 2 & 3; Maxwell – Ch. 2

	Assignment/s Introduced:
	Team assignment - Introduction paper, project plan and mini presentation

	Assignments in Progress:
	Professional blog entry

Connection activity journal

	Assignments Due:
	Team contract
Blog entry – create a link to your blog in the webliography 

Connection activity journal

	Random Quiz:
	Could cover syllabus and/or week 1 assigned readings (Graham – Step 1; Maxwell – Ch. 1)


Week 3

	Topic:
	Selecting Facts and Organizing Content | What is a design brief?

	Reading assignment:
	Graham – Step 4 & 5; Maxwell – Ch. 3

	Assignment/s Introduced:
	Team – design brief

	Assignments in Progress:
	Professional blog entry

Connection activity journal

	Assignments Due:
	Team project introduction paper, project plan and mini presentation
Individual – submit connection activity journal for review

Professional blog entry

Connection activity journal

	Random Quiz:
	Could cover syllabus, week 1 and/or week 2 assigned readings. (Graham – Step 1, 2 & 3; Maxwell – Ch. 1 & 2)


Week 4

	Topic:
	Cover letters and resumes | What is a brand guide?

	Reading assignment:
	Graham – Step 6 & 7; Maxwell – Ch 4

	Assignment/s Introduced:
	Individual resume and cover letter

	Assignments in Progress:
	Professional blog entry

Connection activity journal

	Assignments Due:
	Team Design brief
Professional blog entry

Connection activity journal

	Random Quiz:
	Could cover syllabus, week 1-3 assigned readings. (Graham – Step 1- 5; Maxwell – Ch. 1-3)


Week 5

	Topic:
	The editing process 

	Reading assignment:
	Graham – Step 8; Maxwell – Ch 5

	Assignment/s Introduced:
	Team Brand guide

	Assignments in Progress:
	Professional blog entry

Connection activity journal

	Assignments Due:
	Individual assignment – resume and cover letter

Professional blog entry

Connection activity journal

	Random Quiz:
	Could cover syllabus, week 1-4 assigned readings. (Graham – Step 1- 7; Maxwell – Ch. 1-4)


Week 6

	Topic:
	Oral Communication (formal and informal presentations, listening skills, audience control, body language)

	Reading assignment:
	Graham – step 9; Maxwell – Ch 6

	Assignment/s Introduced:
	Team Press Release

	Assignments in Progress:
	Professional blog entry

Connection activity journal

	Assignments Due:
	Team Brand guide

Professional blog entry

Connection activity journal

	Random Quiz:
	Could cover syllabus, week 1-5 assigned readings. (Graham – Step 1- 8; Maxwell – Ch. 1-5)


Week 7

	Topic:
	Types of business documents: Report Writing – Formal vs. Informal 

	Reading assignment:
	Graham – step 10; Maxwell – Ch 7

	Assignment/s Introduced:
	Team final project

	Assignments in Progress:
	Professional blog entry

Connection activity journal

	Assignments Due:
	Team Press Release

Individual – submit connection journal for review

Professional blog entry

Connection activity journal

	Random Quiz:
	Could cover syllabus, week 1-6 assigned readings. (Graham – Step 1- 9; Maxwell – Ch. 1-6)


Week 8

	Topic:
	Types of business documents: Legal documents

	Reading assignment:
	Maxwell – Ch 8

	Assignments in Progress:
	Professional blog entry

Connection activity journal

	Assignments Due:
	Team final project – first draft

Professional blog entry

Connection activity journal

	Random Quiz:
	Could cover syllabus, week 1-7 assigned readings. (Graham – Step 1- 10; Maxwell – Ch. 1-8)


Week 9

	Topic:
	The role of technology in communication – special considerations

	Reading assignment:
	Maxwell Ch. 9

	Assignments in Progress:
	Professional blog entry

Connection activity journal

	Assignments due:
	Professional blog entry

Connection activity journal

	Random Quiz:
	Could cover syllabus, week 1-8 assigned readings. (Graham – Step 1- 10; Maxwell – Ch. 1-9)


Week 10
	Topic:
	Reviewing, editing, condensing and simplifying

	Reading assignment:
	Maxwell Ch. 10

	Assignment/s Introduced:
	Team project plan

	Assignments in Progress:
	Professional blog entry

Connection activity journal

	Assignments Due:
	Team final project & presentation – submitted hard copy

Professional blog entry

Connection activity journal

	Random Quiz:
	Could cover syllabus, week 1-9 assigned readings. (Graham – Step 1- 10; Maxwell – Ch. 1-9)


Week 11: Final exam – 8AM, room 222

	Topic:
	Summary

	Assignment/s Introduced:
	Team project plan

	Assignments in Progress:
	Professional blog entry

	Assignments Due:
	Personal assessment paper

Professional blog entry

Connection activity journal

	Final exam:
	Comprehensive


*5-10 random quizzes will be given during the term. Each quiz may cover syllabus, lectures and assigned readings up to that point. For example this week a quiz might cover the syllabus, week 1 lecture and readings from Graham – Step 1,2 & 3; Maxwell – Ch. 1 & 2
