SHORTER

UNIVERSITY.

ROBERT H. LEDBETTER COLLEGE OF BUSINESS

COURSE TITLE: Business Communications

COURSE NUMBER: BUS 3360
COURSE LOCATION: ONLINE

CLASS DURATION: 8 Weeks

SCHEDULE OF PARTICIPATION IS AT STUDENT’S DISCRETION.
HOWEVER, THE ASSIGNMENTS DESIGNATED FOR EACH WEEK’S LESSON ARE DUE NO

WEEK 8. WHEN ASSIGNMENTS ARE DUE FRIDAY AT 11:55 P.M. (E.T.)

CLASS SCHEDULE:

A study of the techniques available and used for oral and written
communication in the business environment as firms relate to the
employee, the customer, the public, and others.

COURSE
DESCRIPTION:

CREDIT HOURS 3.0 CREDIT HOURS




DESCRIPTION OF CONTENT (CHECK ONE)

REQUIRED OPTIONAL

Essentials of Business Communications by Mary
Ellen Guffey, South-Western Cengage Learning, 11th X
edition.

ISBN: 978-1-337-38649-4

REQUIRED
TEXTBOOK (S)

REQUIRED ACCESS TO COMPUTER/INTERNET WITH MASTERY OF
CANVAS. ACCESS TO MICROSOFT WORD SOFTWARE. ALL

RESOURCES & GRADES/COURSE COMMUNICATION TAKE PLACE WITHIN
SUPPLIES THE CANVAS CLASSROOM.

COURSE SPECIFIC
PERFORMANCE

OBJECTIVES: Upon successful completion of BUS 3360 ONLH:

1. Students will demonstrate an understanding of the writing process and
how to incorporate this process into effective writing techniques in the
U.S. and other cultures (Principles I, 111, IV)

Students will demonstrate how to write and effectively time the
delivery of ethical, persuasive, and sensitive messages. (Principles Il, Ill,
V).

Students will demonstrate how to specify delivery techniques for
preparing effective oral presentations (Principles lll, V, VIII).

Students will develop a cover letter and resume that prepare the
student for the interview process (Principles VII, VIII).

HIGH-LEVEL COURSE OUTLINE:
(THIS IS SUBJECT TO REVISION AT THE SOLE DISCRETION OF THE INSTRUCTOR)

Assignments Material Point Value
Week 1: Chapter 1
Mandatory Introductory Discussion Forum 0
Discussion Forum 25
Graded Assignment #1 40
Quiz #1 20

Week 2: Chapters 2-4
Discussion Forum 25
Graded Assignment #2 40
Quiz #2 20

Week 3: Chapters 13 & 14
Discussion Forum 25
Cover Letter 100
Quiz #3 20

Week 4: Chapters 5 & 6
Discussion Forum 25
Resume Draft 50
Quiz #4 20

Week 5: Chapters 7& 8
Discussion Forum 25
Graded Assignment #3 40
Quiz #5 20




Week 6: Chapters 9 & 10
Discussion Forum
Graded Assignment #4
Quiz #6

Week 7:
Discussion Forum Chapters 11 & 12
Oral Presentation
Quiz #7

Week 8: ENDS ON FRIDAY
Discussion Forum
Final Resume
Comprehensive Final Exam

Total points for the course

THIS CLASS WILL BE CONDUCTED THROUGH WEEKLY RESOURCES, ASSIGNED READINGS,
INTERACTIVE LEARNING ACTIVITIES, ASSIGNMENT QUESTIONS, QUIZZES, AND A
COMPREHENSIVE FINAL EXAM. ADDITIONALLY, STUDENTS WILL PARTICIPATE IN A WEEKLY
DISCUSSION FORUM.
Grading Scale:
90-100% A
80-89% B
70-79% C

D

F

INSTRUCTIONAL
METHODS:

GRADING:

60-69%
Below 60%

LIBRARY

ASSIGNMENT(S): RESEARCH REQUIRED FOR DISCUSSION FORUMS AND GRADED ASSIGNMENTS.

Weekly Assignment-Questions 4 sessions @
(weekly-except final week) 40 points/session
Quizzes 7 sessions @
(weekly-except final week) 20 points/session
Discussion Forum 8 sessions @
(weekly) 25 points/session
Oral Presentation
(completed during Session #7)
Cover Letter, Draft Draft Resume @ 50 pts
Resume, Final Resume Final Resume @ 100 pts
Cover letter @ 100 pts

GRADING:

Comprehensive Final Exam
(completed during Session #8)




WEEKLY
ASSIGNMENT -
QUESTIONS

QUIZZES-WEEKLY

DISCUSSION

FORUM-CLASS
PARTICIPATION

COVER
LETTER,
DRAFT
RESUME,
FINAL
RESUME

ORAL
PRESENTA-
TION

There are 4 graded assignments in the course. Students are expected to read the
assigned textbook chapters and other provided reading materials, review the study
resources and view the PowerPoint lectures provided within the online classroom. This
will be the basis for successful completion of the Weekly Assignment Questions that
need to be completed during designated sessions. While it is recommended that these
be completed early in the week, they must be submitted no later than 11:55 pm ET on
Sunday of that session. No late assignments will be accepted. This represents 160
points or 16% of your final grade in this course.

Short weekly online quizzes (10 multiple choice questions worth 2 points each) will be
assigned during sessions 1 - 7. You will need to complete the quiz by 11:55 pm ET the
Sunday of each session. No late quiz submissions will be accepted. This represents 140
points or 14% of your final grade in this course.

Discussion Forum responses and responses to fellow classmate’s postings are the venue
for class participation in the online classroom setting. All posts should be substantive in
nature which means that your contribution to each topic indicates mastery of the materials
presented within that session. Your post to fellow students might bring out interesting
interpretations and ask intriguing thought-provoking questions.

The initial post needs to be submitted by Thursday at 11:55 pm ET of each session (the
earlier, the better) and the responses to at least two fellow classmates’ posts are due each
session no later than Sunday at 11:55 pm ET (no late posts accepted). Additional
requirements to earn full points within the weekly discussion forum are as follows:

e Initial response. Your initial response should be well written with a minimum of 3

paragraphs in length and posted by Thursday of each week. Inclusion of a citation is
required.

Responses to fellow-classmates posts. Your responses to fellow classmate’s postings

should be at least 1-2 paragraphs in length with a minimum of 3 additional responses
required.

Review the Discussion Forum rubric uploaded into the classroom. This represents
200 points or 20% of your final grade in this course

During the course you will be required to research a job offering and create a cover letter
and resume for that job. You will have the opportunity to submit a resume draft that will
establish the foundation of your final resume. The feedback from the draft, when applied
properly, will give you the opportunity to have a professional resume in-hand after
completing the course. The cover letter, resume draft, and resume will be graded via
rubrics, found in the course resource section. Please review the rubrics prior to
submission of your assignment to ensure you meet all of the requirements of the
assignments. This represents 250 points, or 25% of your final grade in this course.

An oral presentation with PowerPoint voice over or YouTube format will be created in
week seven. Detailed instructions are included in the course for this assignment. Be sure
to allow plenty of time to complete this presentation, as all technical components must be
included. This represents 100 points, or 10% of your final grade in the course.




The final comprehensive exam in this course will be completed during Session 8 of the
FINAL EXAM course. Within the online venue, you will have full access to all your course notes,
assignments, etc. while taking this exam. It will consist of 24 multiple-choice questions
(worth 5 points each), and 3 short answer questions, totaling 30 pts., to be completed
during a 3-hour time period. Note that once you begin the exam, you must finish the exam
during that sitting (you cannot come back to it). Watch your time as once the 3 hours have
expired, you will not be allowed access back into the exam. This final exam represents 150
points or 15% of the final grade in this course.

> Discussion Forum Participation. It is my expectation that you will sign into the classroom
four of the seven days of the week, participating in the Discussion Forum. The initial weekly
ONLINE post is due 3 days into each session. A minimum of three additional posts responding to
COURSE fellow classmates will need to be completed by the evening before the next session.
POLICIES AND Further details are included in the Discussion Forum rubric which is posted in the
EXPECTATION classroom.
Announcements. The Announcements area of the course will be used by me to post
important course information. It is my expectation that you will be checking this every time
you sign in. If you don’t, you may find yourself missing important information that can
potentially impact your earned final grade in the course.
Plan ahead. Read through the course syllabus as well as the additionalintroductory
information within the online classroom. The “secret” to online learning is self -discipline
along with planning and organization.
Print the Syllabus. In case of a technical emergency, it is smart to have a hard copythat
will provide you with the necessary contact information as well as the knowledge of what
needs to be done.
Support Contacts/Information. If you need assistance with the Shorter University
technology platform, please contact the Shorter technical support desk.
Email Communication. | will respond to course related questions usually within 24 hours
during the week and 24-48 hours during the weekend. If | find those questions relevantand
important to others, | will post them in the Announcements section of the course. When
communicating via email, be sure that the subject line includes the course number and the
assignment identifier.
Turning Assignments in. All assignments must be turned into the Canvas classroom.
Late Policy: Each of the assignment due dates are clearly stated. Generally speaking,
late work will not be accepted. The exception being that of medical iliness and/or military
duty, either of which must be documented by your doctor or commanding officer. In the
world of cyberspace, logins fail, internet goes out, etc. Plan ahead for these possible
issues, turning assignments in early and/or having a back-up internet source. Failed
internet access the day before an assignment is due is not an acceptable reason for
turning in the assignment late.
APA Guidelines and Materials: Like many leading universities, Shorter Universityuses
the standard American Psychological Association format. It is strongly encouraged that
students purchase a guide such as the Pocket Guide to APA Style, 6! edition by Robert
Perrin, Houghton Mifflin. Your deliverables will be graded according to these guidelines.
Netiquette: All members of the class are expected to follow the rules of common courtesy
in all email messages and forums/discussions, otherwise known as netiquette. Please
include your name at the end of all discussion postings and email messages so that we all
know who has contributed to the learning process. Effective written communications are
an important part of online learning. In a face-to-face class, body language along with
verbal responses and questions help members of the class communicate with each other.
Please follow the below guidelines when communicating in this course:

o Using ALL CAPITAL LETTERS in online communication indicates that you are
yelling. Limited use of all capitalized words is acceptable foremphasis.
o Use a descriptive subject line in emails and forum postings and include yourname.
o  While emoticons in an off-topic forum, chat and messages may be acceptable,
please do not use them in this course.
Avoid derogatory comments, ranting or vulgar language.
Please keep in mind that something considered offensive may be unintentional.
Voice/write opposing viewpoints politely and professionally, and treat others as you
want to be treated, with respect and courteous behavior.
Behavior contrary to this request will NOT be tolerated, and consequences willbe
dealt with in terms of marked down grades, at a minimum.




ADA POLICY
SHORTER UNIVERSITY

Shorter University strives to provide access to programs and services to all qualified
students with disabilities and is committed to adhering to the guidelines of the Rehabilitation
Act of 1973 (PL 033-122 Section 504) and the Americans with Disabilities Act (ADA) of
1990. The Student Support Services office is responsible for the coordination of services to
students with disabilities. The student is responsible to identify himself/herself voluntarily as
disabled to the Director of Student Support Services, Christopher Wheelus,
(cwheelus@shorter.edu) in order to receive services. Upon presentation of acceptable
documentation, the Director will then address the needs of each student on an individual
basis. Documentation of disability is kept confidential. Students are encouraged to become
self-advocates. Details on all disabilities policies and procedures are contained in the
current university catalog http://www.shorter.edu/academics/academics home.htm#catalog

ACADEMIC INTEGRITY POLICY
SHORTER UNIVERSITY

A Community of Honor

As a liberal arts university committed to the Christian faith, Shorter University seeks to
develop ethical men and women of disciplined, creative minds and lives that focus on
leadership, service and learning. The Honor System of Shorter University is designed to
provide an academic community of trust in which students can enjoy the opportunity to
grow both intellectually and personally. For these purposes, the following rules and
guidelines will be applied.

Academic Dishonesty

"Academic Dishonesty" is the transfer, receipt, or use of academic information, or the
attempted transfer, receipt, or use of academic information in a manner not authorized
by the instructor or by university rules. It includes, but is not limited to, cheating and
plagiarism as well as aiding or encouraging another to commit academic dishonesty.

"Cheating" is defined as wrongfully giving, taking, or presenting any information or
material borrowed from another source - including the Internet by a student with the
intent of aiding himself or another on academic work. This includes, but is not limited to
a test, examination, presentation, experiment or any written assignment, which is
considered in any way in the determination of the final grade.

"Plagiarism" is the taking or attempted taking of an idea, a writing, a graphic, musical
composition, art or datum of another without giving proper credit and presenting or
attempting to present it as one's own. It is also taking written materials of one's own that
have been used for a previous course assignment and using it without reference to it in
its original form.

Students are encouraged to ask their instructor(s) for clarification regarding their
academic dishonesty standards.




Procedure

A. It is the responsibility of an instructor to certify that academic assignments are
independently mastered sufficiently to merit course credit. The responsibility of the
student is to master academic assignments independently, refrain from acts of
academic dishonesty, and refuse to aid or tolerate the academic dishonesty of others.

B. If an instructor determines that the student is guilty of academic dishonesty, the
instructor must discuss the matter with the student. In the event the instructor cannot
reach the student in a timely manner, such as when the student has gone home at the
end of a semester, the instructor may assign a grade of "I" (Incomplete) until the
student can be contacted and the matter of academic dishonesty discussed. The
instructor then completes the "Academic Violation Form" (see Appendix A) which
should include evidence and other necessary documentation. The instructor will
determine the appropriate remedy: either to assign a grade of zero on that assignment
in question or a grade of "F" in the course. The student will designate whether he/she
accepts the remedy for the violation of the dishonesty policy or wishes to appeal the
instructor's decision. If a student elects to appeal, the "appeal due date" line must be
completed on the Academic Violation Form. (See the Appeals section below for more
information regarding the appeals process)

C. Upon completion, the instructor forwards the Academic Violation Form to the
Registrar's for the placement in the student's permanent record. The Registrar will
forward copies of the Academic Violation Form to the student, the faculty member,
department chair, academic dean, dean of students, provost, and president. Not
appealing when the form is first completed or by the appeal due date will be taken as
an admission of guilt, except under compelling circumstances to be determined at the
sole discretion of the provost.

D. If upon receipt of the Academic Violation Form the Registrar determines that the
student is guilty of a second offense, then a grade of FD (Failure Due to Academic
Dishonesty) will be assigned by the Registrar for the course regardless of the remedy
specified on the Academic Violation Form. Assigning the FD is to be done by the
Registrar when the second Academic Violation Form is placed in the student's record,
and the Registrar will notify all parties in writing. The student is then permanently
disbarred from membership in any honorary society and is permanently ineligible for
any SU honor list. The student may petition the Academic Integrity Appeals Committee
to have the dishonesty notation removed from the transcript after one year or upon
graduating from the University if no additional dishonesty offenses occur and the
student satisfactorily completes the Academic Integrity Program. The grade of F
remains on the transcript. Upon receipt by the Registrar of a third offense, the Registrar
will assign the grade of FD and then notify all parties. After all appeals are exhausted, if
the third offense still stands, then the student will be permanently expelled from the
University. The notice of expulsion will be forwarded to the student, department chair,
appropriate academic dean, dean of students, provost, and president. A copy of the
final report with the three offenses will become a part of the student's permanent
record. The university reserves the right to expel the student after a first or second
offense, depending on the circumstances and at the sole discretion of the provost.

Appeals

A. The student who wishes to appeal an academic violation charge should submit
his/her appeal in writing to the chair of the appropriate department by the appeal due
date indicated on the Academic Violation Form, which is normally within ten regularly
scheduled class days after the completion date of the Academic Violation Form. This
statement should contain the reasons for which the student is appealing the instructor's
decision. The burden of proof lies with the student in such a case to show that an error




or malfeasance has occurred. Within ten 27 regularly scheduled class days of receiving
the written appeal, the department chair will notify in writing both the instructor and the
student of the chair's decision. If the department chair is also the instructor who files the
Academic Violation Form, then the student must appeal to the appropriate academic
dean.

B. When, in the opinion of the department chair, the student fails to show reasonable
cause for further investigation, the chair may deny the appeal without taking further
action. When, in the opinion of the department chair, a student's appeal raises
reasonable doubt as to whether a mistake or malfeasance has occurred, the chair will
meet with the faculty member

and with the student and render a decision within ten regularly scheduled class days of
the receipt of the appeal. If the decision favors granting the student's appeal, the
department chair may request that the Registrar remove the Academic Violation Form
from the student's record. The chair will notify both the student and the instructor of this
action.

C. If the student files the initial appeal or elects to appeal the chair's decision during
Maymester, Summer I, Summer Il or during final exam week of the Fall or Spring
semesters and if the instructor or department chair is not available during that time, all
of the foregoing time requirements begin to run with the first day of class in the next
major term. In extreme or unusual circumstances regarding the timeliness of the
appeals process, the provost will make the final determination.

D. Any student who has exhausted the remedies open under the procedures outlined
above may appeal the entire matter to the Academic Integrity Appeals Committee in
writing within ten regularly scheduled class days of receiving the response from the
department chair. Upon receipt of the appeal, the Academic Integrity Appeals
Committee will review the matter and issue a decision within fifteen (15) regularly
scheduled class days. The Academic Integrity Appeals Committee has the authority to
deny the appeal, reduce the penalties in the event of extenuating circumstances, or
direct the registrar to remove the record of the Academic Violation Form from the
student's permanent record. The results of the Academic Integrity Appeals Committee
are final.

E. All results from the proceedings of the Academic Dishonesty Appeals Committee
should be reported to the appropriate academic dean, dean of students, provost, and
president as information.

NOTE: During the appeals process, the student may continue to attend the class in
which the violation occurred.

The instructor reserves the right to modify the corresponding class
syllabus to better facilitate the learning process, however, adherence to
campus/departmental policies must be maintained.




