Chaminade University of Honolulu

Summer Evening 2004

BU 308 – Professional Writing & Presentation (3 SH)

Term Dates: July 12 – September 15, 2004

Schofield Barracks, Yano Hall

Instructor:

Mr. Michael McMillen




Cellular Phone:  722-8971

Home Phone:  677-0111




E-mail: mcmillen@hcc.hawaii.edu
 mcmillens@verizon.net
Prerequisites: 

EN 102 – Expository Writing (or equivalent transfer credit)

Required Text:  
Basic Business Communication, Ninth Edition, 2002 




Raymond V. Lesikar & Marie E. Flatley

Description:
Letters, proposals, reports, and presentations are often the vehicles through which professionals get their ideas accepted and their contributions valued.  This course teaches students the rhetorical principles and writing and presentation practices required for effective communication in business.  The course focuses on format, layout, and design strategies for developing informative documents and presentations that use business data to address specified audiences in a variety of professional situations.

Objectives:
At the end of this course the student will be able to:

· Understand the role of communication in business

· Use the accepted standards of English grammar and punctuation in written business communications

· Adapt your language to specific readers and to select the most effective words for use in business communication

· Write business communications that emphasize key points and have a positive effect on human relations

· Understand the role of messages in business and the process of writing them

· Write effective letters of goodwill and recommendations

· Write indirect responses to convey bad news

· Understand and use good talking techniques, lead and participate in meetings, communicate effectively by telephone, dictate messages effectively, listen well, and understand nonverbal communication

· Use good speaking and oral-reporting techniques

· Describe the major barriers to cross-cultural communication and how to overcome them

· Describe the role of technology in business communication

Class Meetings:
See the CUH Term Schedule and the following outline:

Class 1: 


- Introduction Exercise  

12 Ju1 04, Monday 

- Course & Syllabus Overview

1730 - 2200 hours

- Discuss Assignments and Final Project





- Lecture:  Chapter 1





Class 2: 


- Grammar Test (No Grade Assessment)

19 Jul 04, Monday

- Lecture:  Chapter 17

1730 – 2200 hours

- Video:  Rules for Revolutionaries (Guy Kawasaki)

                


- Discuss Speech Critiques





* Reading for next meeting:  Chapters 2 & 4

 

Class 3:



- Lecture:  Chapter 2 

26 Jul 04, Monday

- Chapter 2 Critical Thinking Exercise

0800 - 1200 hours

- Lecture: Chapter 4

               


- Chapter 4 Critical Thinking Exercise

                       

* Reading for next meeting:  Chapter 5



Class 4:



- Lecture:  Chapter 5

2 Aug 04, Monday

- Chapter 5 Critical Thinking Exercise

1730 - 2200 hours

* Article Written Summaries and Presentations (#1)




Class 5:



- Lecture:  Chapter 6 & 7 (Substitutes)

9 Aug 04, Monday          
- Review for Mid-Term Exam

1730 - 2200 hours
* Final Project Topic and Outline Due              


Class 6:



- Mid-Term Exam (Chapters 1, 2, 4, 5, 6, 7, & 17)

16 Aug 04, Monday

- Video:  The Leadership Alliance (Tom Peters)

1730 - 2200 hours           
- Affirmation Exercise





* Reading for next meeting:  Chapter 15



 

Class 7:



- Lecture:  Chapter 15 

23 Aug 04, Monday               - Discuss Nonverbal Communication Handout

1730 - 2200 hours  

* Article Written Summaries and Presentations (#2)



             
* Reading for next meeting:  Chapter 14   





Class 8:



- Lecture:  Chapter 14

30 Aug 04, Monday   

- Chapter 14 Critical Thinking Exercise

1730 - 2200 Hours        
- Video:  Meetings, Bloody Meetings

                           

- Listening Exercise


          

* Reading for next meeting:  Chapter 16                  




Class 9:



- Lecture:  Chapter 16

13 Sep 04, Monday

- Puzzle Exercise

1730 - 2200 hours              
- Review Requirements/Expectations for Final Project


                 

* Article Written Summaries and Presentations (#3)


Class 10:


* Final Project Presentations (with Visual Aids) 

15 Sep 04, Wednesday

* Final Project Outline & Hard Copy of Visual Aids

1730 - 2200 hours

- Course / Instructor Critiques

STUDENT ASSIGNMENTS

I.  Business Communication Article Written Summaries (30% of grade): 

Students are required to provide written executive summaries for three (3) articles that are related to “Business Communication” in order to help the theories from the textbook “come alive.”  Articles will be judged on the quality and relevance to the subject.  Students should seek articles of at least one page (magazine size) in length and come from a business publication such as “Business Week,” “Newsweek,” “Fortune,” “Forbes,” or “Entrepreneur.”  Internet articles are also acceptable with sufficient citation as to the source:  

a. A one-to-two page typewritten executive summary (double-spaced) of each article will be due on the dates assigned.  Papers must include a summary and editorial of the article (i.e. source, issues addressed, do you agree/disagree with the author and why, your opinions, and a conclusion).  
Note:  The article must be attached to your typewritten summary.

b. A three-five minute oral presentation of each article is required on the dates 

assigned. 

     c.  Grading will be broken down as follows:  

         1st Article:  Content (70%), Grammar (20%), and Oral Presentation (10%)

 2nd & 3rd Article:  Content (50%), Grammar (20%), and Oral Presentation (30%)

II.  Final Project – Formal (Proposal) Presentation (20% of grade):

This project will be the student’s opportunity to apply and demonstrate the knowledge and skills acquired during the second half of the course.  All aspects of public speaking will be evaluated (i.e. voice quality, eye contact, body language, quality and effective use of visual aids, time utilization, etc.).  The minimum requirements are as follows:

a. Students will select a topic related to a typical “Business Scenario.”  For example:  A staff meeting presentation on a new office procedure, a meeting with the Board of Directors to sell a new vision or concept, a quarterly training session for employees (i.e. time management, stress management), or a sales and marketing proposal to a potential client.  The instructor will provide more topic ideas during the first class meeting.  Note: Topic selection and an outline draft are due no later than the 5th class meeting.  

b. Students will offer a 7-10 minute persuasive presentation.  As a minimum, the presentation will consist of an “Attention Getter,” “Subject Overview,” “Proposal Support,” “Pro’s & Cons,” and a “Conclusion” that summarizes the important issues.  

c. Students must develop and utilize visual aids (i.e. PowerPoint slides, overhead slides, handouts, etc) to enhance and support the presentation/proposal.

Note:  A hard copy of the visual aids and final outline must be provided to the instructor on the day of presentation.
III.  Attendance (15% of Grade): Attendance is very important to your success in this course.  While tests can be made up, lectures, class discussion, and group projects cannot be replicated.  In the event of an absence, it is the student’s responsibility to call the instructor.  Absence is permitted with prior notice to the instructor, under terms of the CUH attendance policy.  Absences in excess of two (excused or not) will likely result in a loss of at least one letter grade.  Additionally, (3) tardies will be treated as one absence.

IV.  Class Participation (15% of grade): It is expected that you come to each class having completed assigned readings from the book and be prepared to discuss other relevant management articles.  You are expected to actively participate in class discussions, critical thinking exercises, and other group activities.

Grading Criteria:
Business Communication Article Summaries and Presentations  30%  
                                    Mid-Term Exam





    20%

Final Project






    20%

Attendance 






    15%

Class Participation





    15%

Grading Scale:

100 – 90     A




 

89 – 80       B 
Approved Withdrawal     W




79 – 70       C 
Incomplete

     I




69 – 60       D




59 – Below    F

Office Hours:  Students may contact the instructor for an appointment to meet and discuss personal situations requiring direction or assistance.  The instructor will always be available after class for personal consultation.

Notice to Students Experiencing Disabilities:  It is the University’s policy that no otherwise qualified person experiencing disabilities be excluded from participation in, be denied the benefits of, or be subject to discrimination under any educational program or activity in this University.  If a student has an impairment that would require additional accommodations by the instructor and/or the University, then please inform the instructor, or Center Director, beginning of the first class session.  

Important Supplementary Information

1. Assignments are due at the beginning of each class meeting (*).

2. Late assignments will result in a grade reduction.  Furthermore, questions about an assigned grade must be resolved within a week after the assignment is retuned to the student.  This is to avoid questions about grades arising after the course is completed.

3. Grammar, as well as content and organization of content, will be a part of the grading criteria for each written and oral assignment.  Punctuation will also be a part of the grading process for all written assignments.

4. All exams and assignments are to be the work of the student.  Academic honesty is expected of all.  Cheating and/or plagiarism may include using unauthorized assistance on any in-class or take-home examination, paper, or project; presenting the work of someone else as your own without acknowledging the source, taking exams or course material from an instructor or student, or submitting the same academic work for credit more than once without consent.  Violations may result in receiving a “zero” on the assignment.

NOTE:  The instructor reserves the right to cancel, change, modify, rearrange or otherwise divert from this document, to make changes as deemed appropriate, or to change, without notice, any of the information or requirements if deemed appropriate or in the best interest of the class as a whole or when necessary due to unforeseen circumstances.

