
Fall 2010
Northeastern State University


College of Business and Technology


Information Systems & Technology Dept.


Broken Arrow Campus 

	INSTRUCTOR:  Mr. Ken Jones, NSU-BA #B-124A

	Web Page: http://arapaho.nsuok.edu/~jones013/         

User ID:  kenjones  Psswd: nsu 

	Last Day to Drop With Automatic “W”    November 4th
Fall Break October 21-22; Thanksgiving Break November 24-28

	Office: 918-449-6518   Mobile: 918-519-6775

	E-mail: jones013@nsuok.edu

	Finals Week:  December 6-10   
Final Test Dates/Times:  
Monday, Dec. 6th, 5:30-8:10 pm

Tuesday, Dec. 7th, 9-10:50am
Wednesday, Dec. 8th, 5:30-8:10 pm

Thursday, Dec. 9th,  3- 4:50 pm


COURSE TITLE AND NUMBER
                  CLASS DAYS & TIME              ROOM#  

	IS3113 Business Communications/1874 BL
	Monday 5:30- 8:10pm
	G-118

	IS3113 Business Communications/1873 BL
	Tuesday 9am – 11:40am
	B-129

	IS3113 Business Communications/1863 BL
	Wednesday 5:30- 8:10pm
	B-129

	IS3113 Business Communications/1872 BL
	Thursday 2-4:40pm
	G-118


BA Office Hours:  Visit Instructor’s web site for more information.
PREREQUISITES:

Has met English Proficiency and has completed MIS-1133 or equiv. with C or better.

NOTE TO STUDENTS WITHOUT THESE SKILLS:  (See Course Contract/Disclaimer)
CATALOG DESCRIPTION OF COURSE:
This course is designed to give students a comprehensive view of business communication, its scope and importance in business, and ethical and international considerations. The various types of business communication media are covered including: business letters, memos, reports, and oral presentations. Prerequisite: IS 1003 or equivalent or consent of instructor.  Junior Standing and admitted to the BBA program.
COURSE PURPOSE:
Business Communications is designed to equip you with the communication skills needed in today’s dynamic workplace.  The abilities to read, listen, speak, and write effectively are crucial to being successful in the demanding new world of work.  Highly developed communication skills lay the groundwork for success.

EXPECTED COURSE OUTCOMES:
After completing MIS 3113, students should be able to:

1. Demonstrate basic language skills in grammar, spelling, punctuation, capitalization, number usage and sentence structure.

2. Exhibit advanced communication techniques including skillful use of words, parallelism, emphasis, unity, tone, and style.

3. Communicate in concise, clear, straightforward language.

4. Develop problem-solving and critical-thinking skills by analyzing business problems, resulting in functional business documents:  memoranda, letters, and reports.

5. Strengthen reading and analytical skills by studying inductive and deductive strategies, as well as comparing effective and ineffective business documents.

6. Demonstrate that they are perceptive and skillful communicators and that they have the interpersonal, listening, and speaking skills necessary in both independent and collaborative situations.

7. Apply functional and flexible communication skills within an expanding business environment constantly affected by international, ethical, and diversity needs.

8. Integrate electronic elements in the oral and written communication process.

9. Identify important aspects of and develop materials for the job-search process.

INSTRUCTIONAL MATERIALS:
(Recommended Textbook & Materials)
For future reference:  (A great type of book to own after this class)  Alred, Brusaw, and Oliu. The Business Writer’s Handbook. (9th Edition is in my office if you want to see one.). Boston: Bedford/St. Martin’s.

 (Required Materials)
· John V. Thill and Courtland L. Bovee.  Excellence in Business Communication. (8th ed.or 9th ed.).  Upper Saddle River, NJ:  Prentice Hall, 2008.  The custom version, with the 10 chapters covered in this course, is available at a greatly reduced cost in the NSU bookstore.

· Market Yourself (Brochure) by Gayle Anderson, Director of NSU Career Services Office.  This text converted to pdf format is contained on the Blackboard course site, which is free.

· The Blackboard course site also contains links for free grammar learning, composition, MLA and APA format guides. 
INSTRUCTIONAL PROCEDURES:  Total Possible Points for Course = up to 8,000 pts
The expected course outcomes will be realized through a variety of activity-based instructional strategies including:  lectures, online virtual and real-time classroom assignments/activities, outside online assignments/activities, NSU Career Services project, textbook-based tests and assignments (all online), and other related readings and activities. 
I.  Get-A-Job Project   (4000 pts )  Note:  Student will perform the job search and attainment process in ten steps and must perform each in a timely manner as if acquiring a new job or position.  You are required to enroll in Career Services and may use the tools provided by their office to complete the assignments below.  Current job will not be affected.
	Step #
	Project
	Approval
	Points
	Due Date

	1
	1. Enroll in Career Services  


	Profile and payment received by Career Services
	100 pts
	5pm Aug 27th

	2
	Focus (Covered in Class)
	Self Analysis of Career Choices
	100 pts
	5pm  Sept 3rd

	3
	Job Search  (Covered in Class)
	Online Tools from Career Services-CS
	100 pts
	5pm Sept 3rd

	4
	Cover Letter/Resume (First Draft)
	Submit to CS via email portman@nsuok.edu


	250 pts
	5pm Sept 10th

	5
	Cover Letter/Resume (Approved Version)
Must bring three copies of approved resume to interview
	Approved by CS
	350 pts
	5pm 

Oct 1st

	6
	Mock Interview
(Group Interviews in Class /on campus)
___________________

1)  Bring 3 copies of resume.
2)  Bring contact info  and questions for Area Executive Interview  
	Conducted by CS
You will receive an email invitation to this activity after your cover letter/resume have been approved.


	400 pts
50% Attire

50% Interview 

Dress your best!


	5pm

Week of 

Oct 11-15 

Note:  If you have not had your resume approved, you will not be seated for Interview


	7
	Thank-You Letter/

E-mail to Interviewer
	Approved by CS
	200 pts
	5pm

(within 48 hours after Mock Interview)

	8
	Interview of Area Executive
All reports emailed to Instructor
	Interviewee and Questions Must be Approved by CS 
Final reports emailed to Instructor (See #6)
	300 pts
	5pm 

Dec 3rd

	9
	Advanced Interview Presentation
(In Class)
	Viewed and approved by Instructor/CS


	1600pts

[Note: Appearance= 600pts,

Presentation=
1000pts]
	Nov 15th – Dec 3rd
(Last 2 weeks of class)

	10
	Getting the Job 
(Must have completed all projects and completed all on time!)
	Final Approval by Instructor
	600 pts
	Noon 

Dec 16th

	
	
	Total
	4000 pts
	

	Extra Credit
	Attend Career Fair
(or Business College Seminar)
	Sign off by CS or  Official Report 
	100 pts
	


Enrollment in NSU Career Services:  If you have already enrolled prior to taking this class, please, send an email to Gayle Anderson so she can verify this.  You still get credit. Directions:  You will register with NSU Career Services, supervised by Ms. Gayle Anderson (Tahlequah) and Regina Portman (BA).  A “Student Guide” is available on the Career Services’ login page at https://www.myinterfase.com/nsuok/student/.   A minimal $10 registration fee is required, but it is one of the greatest values NSU offers.  NSU firmly supports our graduates in establishing their careers after they complete their studies.  To assist in the payment process, phone numbers, mailing addresses, and office locations are included on the “Student Guide”.  You may choose to mail a check, charge your credit or debit card, or pay in person. 

****If you have not paid, you are not enrolled in Career Services officially. ****
You will manage your own profile after completing your registration.  After your registration has been activated, you have the option to allow employers to view/not view your resume.  Again, this process will not threaten your current employment if you follow directions.

Note:  The Instructor reserves the right and privilege to change the schedule, assignments, values of assignments to better suit the evolving learning environment, at his discretion with proper notification to all students.

II.  Review Quizzes (Located in the Exams and Surveys link in Blackboard):  All Multiple-Choice Imperfect Scores or Reviews are worth fewer points, but are great preparation for the final and certain assignments. 1000 pts--or 200 pts each.

#1  Grammar and Composition Review (Self-Contained Project)

#2  Chs 1-3  
(1-3 original text)

#3  Chs 4-7
(7-10 original text)

#4  Chs 8-10
(14-16 original text)

#5 Comprehensive Review (Excellent preparation for the Final Exam.)

Review Quizzes will be made available at the beginning of the semester, and will go offline at midnight December 3rd.  Hint:  Each Perfect Review Test Score will merit 25 pts of extra credit.

Note:  Additional Learning Material

· Lecture Notes are available in the appropriately named link in Blackboard.  This material could be very helpful in giving the student an abbreviated outline of the content of the 10 chapters convered from the Thill and Bovee text—Excellence in Business Communication 9e.

· Power Point slide presentations are available (both chapter content and application versions) with full notes to help you prepare from the visual-learning process.  These slides are located in the appropriately named link in Blackboard.

III.         In-Class Assignments  (Up to 10)  


Total Possible Points:  1,000 Pts
IV. Certification Paths (Contracts):  Three paths for you to consider—Writing, Training, and Advanced Presenting—choose one.  Each realtes to a project management assignment student/students will create for this course.  

Note:  Actual certificates of participation will be given during the Final Class Meeting—day 

of final exam.  Certificates appear great on your resume and you will be required to succeed 

to earn the points and the certification.)

Total Points Available:  1500 pts (Certification Path Project, as contracted.)

Due Date:  Noon on December 9th or before.

Teams will be assigned by the following certification tracks--below:  There may be more that one team assigned to each track, as there may be tracks that have no teams.   (Instructor and students will participate in creating assignments that challenge the students and are geared to the individual and team strengths.  Team members will be evaluated by one another at the conclusion of the course, and this evaluation could impact your final score for a particular assignment by as much at 50%.  Everything is negotiable, but must be fair to all members of the class.) 


WP Writing/Presentation


TP  Training/Presentation


AP Presentation/Advanced Presentation

V.  Final Test  (Comprehensive Exam located, at the appropriate time in the Exams and Surveys link in Blackboard.)  


Total Points Available:  Multiple Choice - 500 Pts
GROUP GRADING POLICY

1.  All group projects and team assignments require the work of every person in the group.  No “free riding” will be tolerated.  

2.  All team projects and activity will eventually be graded by the instructor and by each and every individual in the group.  Each member will assign a score on the team evaluation form to each individual on the team, other than themselves.
3.  The unanimous report of the team as to an individual team member’s lack of commitment, participation, or team support, could have as much as 50% of an impact on the final grade for that project for that individual.

4.  It should also be noted that the effort of the majority of the team to ostracize or punish another individual for personal reasons during the evaluation process may result in a loss of 50% of the score of a particular activity or project to the team members who so engage.

5.  Putting it simply:  Teamwork can be of great benefit to all.  Whether you are on a team is not your choice if you stay in this class.  Whether you engage in team activities in this class, is entirely up to you.  Any behavior, by any team member, to disrupt the team’s effectiveness, will cost that team member on the final score for that project. Therefore, it behooves each person on the team to focus on what is best for the team.

Note:  With the proper authority, anyone can terminate/remove another person in the workplace, but only the best can engage the disengaged and find strength in numerical diversity.  Go for the best!

ASSIGNMENT DUE DATES:  See Punctuality Contract below
All assignments are to be prepared and submitted according to directions given for the assignment (both oral and written).  Each assignment must be in electronic format (scanned or Microsoft Office file of document; no handwritten work will be accepted, unless approved by Instructor).  Assignments that do not meet specifications could receive a grade of “0.”  Assignments are due at the beginning of the class period on the date indicated when the assignment is given or in Digital Dropbox in Blackboard as requested by the Instructor.  Any assignment turned in after that grading period is late and credit will be given according to the Punctuality Contract.  Late work will not be accepted for full credit.  Missed class activities cannot be made up if the activity was completed in class with active participants.  Alternative assignments may be possible, if approved by Instructor. 

Normally, an absence for an excused validated school activity requires that the student submit work due or take tests scheduled PRIOR TO that absence.  If a test will be missed, the student must confer with the professor prior to the absence.  

STUDENT EVALUATION:
The final grade will be based on assignments, examinations, participation, a constructive/productive attitude, and work ethic.  The values below are representative of the weights of class assignments of previous classes, but may change as the Instructor chooses to use more testing or daily projects/activities.  These are not assigned weights, but a mathematical breakdown of the potential total points.











Grade Scale
Assignments, Projects & Presentations

80%


A  90 – 100

Examinations (4)
            


40%


B  80 – 89

                                                           




C  70 – 79











D  60 - 69

The final examination will be given during Finals Week.
Grades will be posted on Blackboard throughout the semester.  If you see a zero on the grade sheet, your assignment was late, unacceptable, or not received as requested.  If you disagree with the scoring of an assignment, contact the Instructor, please.  

GRADE APPEALS:
A student may petition a grade change by using the Grade Appeals Process if satisfactory resolution cannot be achieved after consultation with the instructor and/or Dean.  The Grade Appeals Process must be formally initiated with a written appeal to the Dean within four months following awarding of the original grade.  Please contact the dean of the college in which the grade was given for a copy of the grade appeals process.

ACADEMIC DISHONESTY: 

Professional, ethical, honest behavior is a MUST in the business world.  These same behaviors are essential in the classroom, as well.  Dishonesty includes (among other things) copying another individual’s work or allowing someone to copy your work; plagiarizing someone else's work as your own; accepting or giving help on quizzes, tests, or in-class writing assignments; and using notes or the textbook for quizzes or tests.  Downloading information from the Internet or copying letters, memos, etc., from books is a common form of plagiarism; do not do this.  All your work must be your own original work; if you quote others or use their ideas, give them credit for it.  If any type of academic dishonesty is detected (including violations of the list above), students will be subject to disciplinary action including reduction of a grade(s), expulsion from the class with an F, and/or expulsion from the university as outlined in the Northeastern State University catalog.
ACADEMIC MISCONDUCT:

Academic misconduct includes cheating (using unauthorized materials, information, or study aids in any academic exercise), plagiarism, falsification of records, unauthorized possession of examinations, intimidation, and any and all other actions that may improperly affect the evaluation of a student’s academic performance or achievement, or assisting others in any such act or attempts to engage in such acts. Academic misconduct in any form is inimical to the purposes and functions of the University and therefore is unacceptable and prohibited.

Any faculty member, administrator or staff member may identify an act of academic misconduct and should report that act to the department head/college dean, Vice President for Academic Affairs or administrative supervisor.

Students violating the standards of academic honesty are subject to disciplinary action including reduction of a grade(s) in a specific course, assignment, paper, or project; a formal or informal reprimand at the professorial, dean, or academic vice president level; expulsion from the class in which the violation occurred; expulsion from a program; or expulsion from the university.
ADA COMPLIANCE:
If any member of the class feels that he/she has a disability and needs special accommodations of any nature whatsoever, the instructor will work with you and the University's Office of Student Affairs to provide reasonable accommodations to ensure that you have a fair opportunity to perform in this class.  Please advise the instructor of such disability and the desired accommodations at the first class attended.

INCLEMENT WEATHER / DISASTER POLICY:


The following are basic premises for the inclement weather policy at Northeastern:

1.  Safety of students and employees is the number one priority when implementing the inclement weather policy.

2.  Classes are expected to be held if at all possible.

3. It is the student’s and faculty’s responsibility to receive the information when weather is questionable.

4. Neither students nor faculty are expected to risk life or limb.

5. Faculty are encouraged to be flexible regarding absences related to severe weather.

6. If any one of Northeastern’s campuses is closed, it is the responsibility of the University to disseminate information pertaining to such closing as early as possible.

7. Faculty members are obligated to hold classes if the university is not closed, unless the faculty member is unable to get to the campus.

Policy Statements:

1. The specific person(s) responsible for making the decision concerning the closing of each of the three campuses are:  (Tahlequah-President and Provost/Vice President for Academic Affairs; Broken Arrow –  Campus Dean in conjunction with the President and Provost/Vice President for Academic Affairs; Muskogee –  Campus Dean in conjunction with the President and Provost/Vice President for Academic Affairs).  The President will notify the Vice President for University Relations who in conjunction with his staff, will notify the public through the news media and the campus community through email, NSU homepage, NSU telephone message and switchboard message and other means when available.  The Provost/Vice President of Academic Affairs will notify faculty.   

2. During times of inclement weather, decisions concerning day classes will be made by 5:00 a.m. in order for the media to be notified and for the students to receive the announcement before they leave home.  Decisions concerning evening/night classes will be made by 1:00 p.m. if at all possible or feasible.  

3. The following media will be notified regarding closing of the campus:

Radio Stations:   

KRMG

740 AM

Tulsa

KTLQ


1350 AM

Tahlequah

KEOK


102 FM

Tahlequah

KMMY (Y97)

9700 FM

Muskogee

KVOO


1170 AM

Tulsa

KBEZ


92.9 FM

Tulsa

KMYZ


104.5 FM

Tulsa

KHTS


106.9 FM

Tulsa

Television Stations:

KJRH


Channel 2

Tulsa

KOTV


Channel 6 

Tulsa

KTUL


Channel 8

Tulsa

Faculty members need to include this information (stations and call numbers) in all their course syllabi so that students will have a record of where they can obtain information.

4.  The message sent to the news media should indicate whether the entire campus is closed or if classes are not being held.  Unless the administrative offices are specifically mentioned as being closed, always assume they are open.  See Staff Handbook regarding leave for such occasions.

5. Essential services will remain open with a skeleton crew:

a. University Housing/Residence Halls

b. Physical Plant

c. Campus Police

d. University Center

6.  The Physical Plan will clear sidewalks and parking lots based upon the “Accessible Route” plan.  This plan takes into consideration location of ADA entrances to buildings.    

7. Classes are expected to be held if at all possible; however, occasionally a faculty member may not be able to get to class due to unique weather conditions in the area in which he/she lives.  If the University is open, but a faculty member feels it is impossible to travel to campus, he/she must notify the dean and request personal leave.  See Faculty Handbook, 6.12.

8. Faculty are encouraged to be flexible regarding student absences due to inclement weather.  Consideration should be given to faculty developing make up material for distribution in case of faculty or student absences from individual classes.  

TEACH ACT:  In accordance with the TEACH Act of 2002, you are advised that instructional material included in this course may be subject to copyright protection.  As such, you must not share, duplicate, transmit, or store the material of this course beyond the purpose and time frame explicitly stated in the syllabus of your course.  If you are not certain whether a particular piece of material is covered by copyright protection, you should contact your instructor and obtain her/his written clarification.  Failing to observe copyright protection is a violation of law and the student code of conduct.  
 

STUDENT CONTRACT AND DISCLAIMER
SKILLS:  

You are expected to be able to perform activities and assignments on a PC for this class

that assume you have the skills equivalent to have passed the MIS-1133 or MIS-1003
course at NSU.  You should be proficient in MS Word, Excel, Internet Explorer, Access,

and Power Point.  You are also expected to employ writing and grammar skills at the

level of a junior in a state university (since this is 3000 level course).  If you do not have

these skills you should seek help to obtain such skills (such as: tutoring, Writing Skills

Center, etc.).  This Instructor claims the right to assume that you have such skills, or you

would not have enrolled in this course.  No remedial training will be offered in this class.

No one-to-one skills assessment will be offered or preparatory class expected from this

course.  Professional business communications etiquette will be expected at all times. 

PUNCTUALITY: 

Late Policy:  Late assignments will not be accepted at full value unless student confers with instructor and qualifies (and proves) for a most extreme hardship or chooses to finish work ahead of time--but this is extremely unlikely.  The goal of the instructor is not to hurt the academic process of the student.  The purpose of firm due dates and times is:  (1) to motivate the student to develop punctual life skills; and   (2) To maintain fairness for all those participating in the class.  

1st Offense:  After the assignment due date/time work can receive no more than 50% credit.  

2nd Offense:  After the assignment due date/time work can receive no more than 25% credit.  

3rd Offense:  After the assignment due date/time no assignment will be received for credit. 

Bonus Points:  Any student who does not turn in all assignments on time/date assigned will not be eligible for bonus points.  Note:  There could be bonus opportunities for all major exams and projects.

INTEGRITY:  

Plagiarism consists of:

· Copying a sentence, or a significant part of a sentence that has been written by someone other than the person submitting the paper, and then neglecting to indicate through the use of quotation marks or blocking, that the material has been copied.

· Copying from another writer in such a way as to change one or two words in the sentence, or rearranging the order of the wording, or paraphrasing, or summarizing information and then neglecting to furnish documentation

· Any failure to cite sources where appropriate, including all materials copied from the Internet, including Wikipedia.

· Copying another student’s answers in an exam

The penalty for plagiarism in this course:

The student will receive an F in the course, and (along with other participants) may be subject to further reprimand in accordance with the College of Business and Technology, Student Code of Conduct.

By signing this document, I am stating that I have read the above description of plagiarism and understand that if I copy any materials from other student’s work, authors, or information found on the Internet, without stating the source of that information, that I will receive an F in the course.

ACCEPTANCE:

Having read the syllabus and the disclaimer above, I am aware of the skills needed for this course and accept the responsibility for participating in this course—with or without these skills.  I further commit myself to comply with all assignments in the manner and timeframe given with the integrity expected of a business professional.  (PRINT and SIGN name below.)

__________________________________Name          ___/____/_____  Date
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1

