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	Business Communications
OST2335-01 – Spring 2016
01/06/2016 - 05/2/2016







	I. COURSE INFORMATION

	Instructor:
	 Ms. Anne Rathbun Favre

	Email:
	 favrea @cf.edu or A13Favre@gmail.com

	Course Location:
	Building: 40   Room:307

	Course Time:
	Tuesday 11:00 a.m. – 1:45 p.m.

	Office:
	Building 40, Room:307

	Office Hours:
	Immediately before and after class - Tuesdays 10:30 – 11:00 am & 1:45 – 2:30 pm

	Online Office Hours:
	None. Available by email but please allow 24 hours for a response. Scheduled holidays and weekends may extend the response time. Text or phone with urgent questions.

	Phone:
	(352) 854-2322

	Emergency Closure Information:
	For emergency campus closings (natural disasters, etc.) call 352-291-4499
or 800-831-9244 or check our website “www.CF.edu.”



	II. COURSE DESCRIPTION

	Course Prerequisites:
	Freshman Composition, ENC1101

	Course Description:
	The Business Communications course is designed to help you develop and refine the oral and written skills that are necessary to communicate effectively in a business environment.  This will be accomplished through planning, composing and evaluating various forms of common business communication.

	Course Learning Objectives:
	Students will:
1. Understand the process of communications from the “receiver” and and “sender” in a variety of business and professional contexts.
2. Apply specific reasoned, practical and ethical business communication principles to composing and delivering typical business and professional messages.
3. Improve your use and comfort level of the English language.
4. Practice business communication skills in both independent and collaborative/team situations.
5. Create a customized resume and cover letter and develop proper interview skills.

	Text:
	Essentials of Business Communication, 10e and Access Card
Mary Ellen Guffey and Dana Loewy
Cengage Learning
ISBN: Please refer to www.cf.edu and choose BOOKSTORE for current ISBN information.
**Note that extensions for course work will not be given due to late book arrivals or purchase. Temporary access may be available through Cengage. Please purchase the book through the bookstore, not online as  notes are included which are only available in the bookstore.

	Materials Needed:
	· A recent version of MS Office or equivalent.
· Reliable high-speed Internet connection

	Important Dates:	
	Add/Drop Period	January 6-January 8, 2016
Drop Only	January 9-12, 2016
Martin Luther King Holiday	January 18, 2016
Graduation application deadline	February 12, 2016
College Planning Day	February 16, 2016
Last day to withdraw with “W”	March 10, 2016
CF Spring Break	March 21-25, 2016
Classes end	April 29, 2016
Graduation	May 6, 2016





	III. STUDENT LEARNING OUTCOMES

		Course Related Institutional Learning Outcomes for
OST2335
		Institutional Learning Outcomes
	Quiz
	Exam
	Project/  Paper
	Classroom Activity

	Critical Reasoning: The student will reflect, analyze, synthesize, and apply critical thinking.
	
	 
	 
	 

	1.  State question at issue.
	X
	X
	X
	X

	2.  Identify purpose of argument.
	
	
	X
	X

	3.  Identify the ideas and concepts, information and data, and the use of such in the argument.
	
	
	X
	X

	4.  Identify assumptions, bias, and point of view of information presented.
	
	
	X
	X

	5.  Create plausible solutions and implications of solutions.
	
	
	X
	X

	6.  Evaluate (Steps 1-5) and revise if needed.
	
	
	X
	X

	Communication: The student will read, write, speak, and listen effectively.
	
	
	
	

	1.  Read materials and effectively understand essential facts and concepts.
	
	X
	X
	X

	2.  Write an organized document that communicates effectively and appropriately for the situation.
	
	X
	X
	X

	3.  Listen actively to comprehend main ideas and essential details.
	
	X
	X
	X

	4.  Express clear, well-organized ideas through oral communication.
	
	X
	X
	X

	Quantitative and Analytical Reasoning: The student will understand and apply mathematical and scientific principles and methods.
	
	
	
	

	3.  Interpret and communicate understanding of visual representations of data.
	
	
	X
	

	Global Socio-Cultural Responsibility: The student will be an informed and responsible citizen in social, cultural, and global matters.
	
	
	
	

	1.  Demonstrate an understanding of the values and expressions of other cultures that arise from human experience.
	
	X
	X
	X

	2.  Identify scientific principles underlying human influence upon the Earth and its inhabitants.
	
	X
	X
	X

	3.  Recognize complex historical, cultural, economic, and political forces that create societies as well as how these forces shape personal identity.
	
	X
	X
	X

	4.  Understand the local and global connections among power, knowledge, gender, and class.
	
	X
	X
	X

	5.  Understand the local and global connections between self-direction, cooperation, respect, responsibility, integrity, and social success.
	
	X
	X
	X

	Computer & Information Skills: The student will be able to evaluate the importance of technology and its applications.
	
	
	
	

	1.  Organize data or information using appropriate electronic media.
	
	
	X
	X

	2.  Access, research, and retrieve information using the Internet.
	
	
	X
	X

	3.  Communicate with others using electronic media.
	
	
	X
	X












	IV. ASSESSMENT

	Course Requirements/
Teaching Method:
	Class attendance and participation will be graded. Failure to attend classes will result in your not being able to make up in class work. If you miss more than 3 classes, your grade may be dropped by one full letter grade. You are responsible for ALL information presented in class lecture and laboratory.  This includes: lecture materials, handouts, exercises and announcements.

Outside class work: Most students spend a minimum of three to five hours per week completing assignments. Please plan for this time to be successful.

Assignments: To complete unit assignments in Microsoft word or equivalents.  Submission is online via Canvas. All parts of weekly assignments must be submitted by due dates.  Late work is will not be accepted.

	Course Evaluation:
	
This class uses a cumulative score based on points earned. The maximum number of points that can be earned in this class is 1000. 

	Points
	Percentage
	Grade

	900-1000
	90-100
	A

	870-899
	87-89
	B+

	800-869
	80-86
	B

	770-799
	77-79
	C+

	700-769
	70-76
	C

	600-699
	60-69
	D

	Below 600
	Below 60
	F






	Late Assignments/
Missed Exams:
	Missed Tests:  Make-up tests/exams are not given without notice from your physician. Late work will not be accepted.

	
Grade BreakDown
	
Tests: (3 tests at 100 points each)	300 points
Attendance (Maximum of 3 Missed Classes)	60 points
Mock Interview Activity	100 points
Homework Activities/Assignments	162 points
Mind Tap Homework Assignments (11 total; points vary per chapter)	206 points
Oral Presentation and Outline (Presentation 30 pts. – Outline 10 pts.)	40 points
Resume/Cover Letter Assignment	32 points
Miscellaneous grammar assignments (10 at 10 Points)	100 points
Total Possible Points	1000 points








OST2335-01 Course Outline and Schedule

Changes to course schedule: Due to unforeseen events, the course schedule may need to be altered. We will strive to be fair about any changes.

	Date
	Day
	Activity/Lessons Assigned
	Homework Assigned & Instructions
due next class period at beginning of class
NO WORK is accepted once class begins
	
Due Date

	
	T
	Course Pre-work
	· Pick up course materials at bookstore
· Complete information & attendance acknowledgement
· Complete information sheet
	1/12

	1/12
	T
	Overview of Course
Chapter 1: Communicating in the Digital-                                   Age Workplace
	· Activity 1.3: put in memo format Pg. 26
· Activity 1.5 Active Listening Pg. 26
· Chapter 1 Homework Assignment – Mind Tap
· Read Chapter 2
	1/19

	1/19
	T
	Chapter 2: Planning Business Messages
	· Chapter 2 Writing Improvement Exercises
       See Canvas and complete
· Grammar Assignment #1- Parallelism Worksheet -Canvas
· Chapter 2 Homework Assignment – Mind Tap
· Read Chapter 3
	1/26

	1/26
	T
	Chapter 3: Organizing and Drafting Business Messages
	· Chapter 3 Writing Improvement Exercises
        See Canvas and complete
· Chapter 3 Homework Assignment – Mind Tap
· Grammar Assignment #2 – Conciseness 
· Read Chapter 4
	2/2

	2/2
	T
	Chapter 4: Revising Business Messages
	· Grammar Assignment #3- Editing Challenge 4 Pg. 116
· Chapter 4 Homework Assignment – Mind Tap
· Read Chapter 11
	2/9

	2/9
	T
	Chapter 11: Professionalism at Work
	· Application Activity 11.11 – Pg. 381 - Write a business letter to your professor with your assessment
· Chapter 11 Homework Assignment – Mind Tap
· Study for Test – Chapters 1, 2, 3, 4, and 11
	2/23

	2/16
	T
	No class due to college planning day
	
	n/a

	2/23
	T
	Exam 1 (Chapters 1, 2, 3, 4, and 11)

Chapter 5: Short Workplace Messages and Digital Media
	· Read Chapter 5Editing Challenge Chapte 5 - Pg. 152 Re-write e-mail
· Chapter 5 Homework Assignment – Mind Tap
· Grammar Assignment #4 – Expressions to Avoid -Canvas
· Read Chapter 6
	3/1

	3/1
	T
	Chapter 6: Positive Messages
	· Activity 6.16 Pg. 186 - Write a direct claim letter
Chapter 6 Homework Assignment – Mind Tap
· Grammar Assignment #5 – Comma Worksheet #1-Canvas
· Read Chapter 7
	3/8

	3/8
	T
	Chapter 7: Negative Messages
	· Activity 7.8 Pg. 218-219 - Write a claim denial letter
· Grammar Assignment #6 – Comma Worksheet #2 – Canvas
· Grammar Assignment #7 – Editing Challenge 7 Pg. 223
· Chapter 7 Homework Assignment – Mind Tap
· Read Chapter 8
· Study for Test 2 – Chapters 5, 6, 7, and 8
	3/15

	3/15
	T
	

Chapter 8: Persuasive & Sales Messages

	· Activity 8.9 Pg. 252-253 - Write a persuasive claim request letter
· Chapter 8 Homework Assignment - Mind Tap
· Read Chapter 12
	3/29

	3/22
	T
	No class due to spring break
	
	n/a

	3/29
	T
	Exam 2 (Chapters 5, 6, 7, and 8)

Chapter 12: Business Presentations
	· Chapter 12 Homework Assignment – Mind Tap
· Grammar Assignment #8 – Apostrophe Worksheet –Canvas
· Rough draft of resume
· Decide on Topic for Oral Presentation – Email to Professor Prior to Start of Class
	4/5

	4/5
	T
	Oral Presentations
	· Oral presentation and Outline - Instructions on Canvas
· Resume Memo – Instructions on Canvas
· Grammar Assignment #9 –Capitalization Worksheet
· Read Chapter 13
	4/12

	4/12
	T
	Chapter 13: Employment Communications
	· Resume and Cover Letter
· Chapter 13 Homework Assignment – Mind Tap
· Grammar Assignment #10 – Editing Challenge 13 Pg. 471
· Read Chapter 14
	4/19

	4/19
	T
	Resume, Cover Letter and Interview Workshop

Chapter 14: The Job Search and Resumes in the Digital Age
	· Revised Resume and Cover Letter
· Activity 14.11 - Interview Questions Pg. 504
· Chapter 14 Homework – Mind Tap
· Instructions for mock interview will be given

	4/26

	4/26
	M
	Mock Interview Activity
	· Study for Test 3 – Chapters 12, 13, & 14
	5/3

	5/3
	M
	Final Exam (Chapters 12, 13, and 14)
	
	n/a
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	V. COLLEGE/DIVISION POLICIES

	Academic Integrity:
	Cheating and/or plagiarism will not be tolerated and may result in an “FF” for the course as well as disciplinary action under the Code of Student Conduct. A student will be referred to an Academic Integrity Seminar. There will be a charge for this two-hour seminar, and attendance is required (see Student Handbook). Failure to attend the Academic Seminar may result in the assignment of a final course grade of “FF,” denoting course failure due to a violation of the college’s Academic Integrity policy.

Violations of the Academic Integrity Policy include, but are not limited to: cheating, plagiarism, bribery, misrepresentation, conspiracy and fabrication. Each of these is defined in College Policy 4.14, where it is stated:
On all work submitted by students of the College of Central Florida, the following pledge is either required or implied:
“On my honor I have neither given nor received unauthorized aid on this academic work, nor am I aware of other doing so.”

	Access Services for students with Disabilities:
	To ensure students have equal access to educational opportunities here at the College of Central Florida, students with a disability, serious medical condition, a learning or psychological disorder are encouraged to register with the Office of Access Services and request accommodations. If eligible, Access Services will help facilitate you receiving approved accommodations. Please do this as soon as possible, to ensure that such accommodations are implemented in a timely fashion for your academic success. The Office of Access Services is located in Building 5, the Bryant Student Union-204, on the Ocala Campus. For more information visit the Access Services webpage at http://www.cf.edu/go/assistance/disability/index, or email access@cf.edu or call 352-854-2322, ext. 1209 or ext. 1580 for further information.

	Classroom Decorum:
	Disruptive behavior will not be tolerated. Disruptive students will be asked to leave the classroom. Continuous disruptive behavior will result in withdrawal from the course and disciplinary action under the Code of Student Conduct (see Student Handbook).

	Email Courtesy:
	When communicating with the instructor regarding any concerns, questions, issues with the course, students will be expected to communicate in a courteous, respectful manner—using proper grammar and business email format.
/
Students should NOT send emails in “text format” or “text lingo.” After the first offense, a warning will be given to the student, after the second violation, student emails will be unanswered until proper English and email format is used.

Students who communicate in a disrespectful, rude manner will be referred to the Vice President of Student Affairs for violation of the Code of Student Conduct

	Equal Access/
Equal Opportunity:
	College of Central Florida does not discriminate against any person on the basis of race, color, ethnicity, religion, gender, age, marital status, national origin, genetic information or disability status in its programs, activities and employment. For inquiries regarding nondiscrimination policies contact Carol W. Smith, Equity Officer, 3001 S.W. College Road, 352-854-2322, ext. 1437, or smithc@cf.eduT



	VI. CF STUDENT ASSISTANT PROGRAM

	CF Student Assistance Program:
	The CF Student Assistance Program (SAP) is a confidential resource for assisting students who may have personal problems which could affect their school, work, or home lives. SAP provides early intervention and professional assessment and counseling to best meet the needs of the student. 	Services are free to all active CF students. The SAP is managed by BAY CARE LIFE MANAGEMENT, a health management organization. A student may call a toll free helpline during regular business hours Monday through Friday from 8:30 a.m. - 5:00 p.m. For crisis situations after hours, on weekends, or holidays a student may call the same number and the therapist on duty will be paged and will promptly respond to the call. For services a student may call the following toll free number: 1‑800‑878‑5470.

	Credit/Audit:
	No student will be allowed to change from credit status to audit status in a course after the Drop/Add period.  Check the school calendar for the current add/drop dates.

	Withdrawal:
	If you want to drop this class—you must fill out the necessary forms and have them signed by the appropriate parties.  If you just “stop coming to class” after the drop date, you can expect the grade of “F”.  

The college reserves the right to evaluate individual cases of non-attendance. 

Students should be alerted to the fact that 
(1) withdrawals do not count in the CF G.P.A, but may not be viewed favorably at the university level; 
(2) a withdrawal counts as an attempt under the forgiveness/withdrawal policy and the course repeat policy; 
(3) there are increased costs to take the course on the third attempt.
(4) there may be a reason a withdrawal request may be denied.  

Please see the College’s withdrawal procedures.

For withdrawal and other important dates, see “Important Dates” Section  under I. COURSE INFORMATION.



	VII. ADDITIONAL INFORMATION

	Canvas
	This course uses Canvas to post course materials. Go to https://mycf.cf.edu/ICS/, login, click on the Academics tab, and follow the link to Go to Canvas. If you are not familiar with Canvas, you may access a self-tutorial by hovering over the Courses tab in Canvas and clicking on the Getting Started in Canvas course. Additional Canvas tutorials can be found under the help menu in the upper-right corner of your Canvas page. If you have any questions or encounter any problems logging on to Canvas or within the system, contact the Distance Learning Help Desk Monday through Friday, 8 a.m.-4:30 p.m. (fall and spring hours), or Monday through Thursday, 7:30 a.m.-5:30 p.m. (summer hours), at dlhelp@cf.edu or at 352-854-2322, ext. 1317. You may also use the 24/7 Canvas help desk by clicking the Help link in the upper right corner of Canvas.



	SPRING SEMESTER PRIORITY REGISTRATION DATES

	When?
	WHEN SHOULD I REGISTER FOR MY SPRING TERM CLASSES?

· Registration for spring term courses is conducted by a process called Priority Registration. Those students who have earned hours may register ahead of those who have no earned hours or who have less earned hours.  
· This process provides opportunities for those students who are closer to graduation to enroll in classes before students with fewer number of earned credit hours. This ensures that students have an opportunity to register for the courses they need to be able to graduate on time before the courses are filled.
· The enrollment process for the next semester begins EARLY in the current semester. It is important that you know your priority registration date and have your course choices planned out prior to that date. 
 
If you are unsure of what courses to enroll in or how to use the online registration system, it is highly recommended that you schedule an appointment with your academic advisor EARLY in the current semester.

It is important that you register for the upcoming semester courses as soon as your Priority Registration date opens in order to get the CORRECT courses & scheduled times that you will need for your degree and major. 

	IMPORTANT DATES TO REMEMBER
	DATES

	Class schedule on the web
	Feb. 22, 2016

	40+ priority registration 
(students have earned 40+ credits)
	March 8, 2016

	20+ priority registration
	March 15, 2016

	10+ priority registration
	March 29, 2016

	0+ priority registration
	April 5, 2016

	Dual Enrollment
	

	Dual Enrollment (Returning)
	March 16, 2016

	DE (New) priority application deadline
	March 2, 2016

	Priority registration
	April 6, 2016

	Late application deadline
	April 13, 2016

	Late registration
	April 27, 2016

	Financial Aid
	

	FA priority date – all documents must be submitted
	April 13, 2016
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