Clark
BSEN 74
Spring 2010


Instructor:  Ophelia Clark






Phone:
452-5314

E-mail:
oclark@ccsf.edu






Office:
C208A
BUSINESS CORRESPONDENCE (BSEN) 74

January 20, 2010 – May 26, 2010
Wednesdays:  12 p.m. – 3 p.m.






Room:
C108
Textbook

Krizan, Merrier, Logan, and Williams (2006). Business Communication, Seventh Edition, Thomson South-Western.
Supplies

Flash Drive for files (Bring to every class.)
Folder for materials

Classroom Procedures

Class will be organized in an interactive setting. All students are expected to participate fully in each class session. Students can expect discussion, lecture, demonstration, individual work, and teamwork.
Homework
Students will notice that a written assignment is due almost every week (not always a letter or memo), but writing of some kind. Please stay on schedule so that you do not fall behind on assignments. Assignments not turned in on their due dates are subject to penalty.
Format
All assignments turned in to me must be word processed and printed on standard 8 ½ x 11-inch white paper.
Contents

This course will cover guidelines to writing effective letters and memorandums, the structure of correspondence, some basic writing skills, oral and nonverbal communication, and employment communication.
Attendance

You should not miss more than two class sessions during the semester. Excessive absences will result in a lower grade or in you being dropped from the course. 
Evaluation

Letters and memos








60%

Quizzes










15%

Homework and Participation







10%

Final Project









15%

Assignment Sheet
This sheet outlines some of the class activities for the semester. You will also receive assignments that are not listed on this sheet.
January 20
Introduce course.


Review features of textbook.


Begin Chapter 1, Business Communication Foundations, pp. 2-20.
Homework:
See next page.

  27
Complete Chapter 2, pp. 24-47.



Engage in small group discussions and exercises.


Present homework assignment.

*****************************

February  03   
Complete Chapter 3, pp. 53-79.



See assignment on next page.


Quiz 1


Discuss Chapter 4, Principles of Business Communication, pp. 82-107.
Begin exercises, pp. 108-112.
10    Continue Chapter 4.
Complete Chapter 6, Message Formats.

Homework:
Bring copies of sample letterhead, #6, p. 166.
   17 
Complete Chapter 5, Print and Electronic Messages, pp. 113-137.
Homework:
Turn in #2, p. 135. 

                24
Quiz 2
*****************************

March
  03
Begin Chapter 7, Positive, Neutral, and Social Business Messages, pp. 168-191.
Homework:
Written assignment TBA.
  10
Examine Application Exercises.

Homework:
Written assignment TBA.

                17
Discuss Seminar C, Punctuation, pp. 569-588.

   24    
Discuss Chapter 8, Negative Messages, pp. 198-224.
Written assignment TBA.
March 31
SPRING BREAK
 *******************************

April
  07
Discuss Chapter 9, Persuasive Messages, pp. 230-252.
In-class writing (Negative message)
April
  14
Complete Chapter 14, Listening and Nonverbal Messages, pp. 400-417.
Written assignment TBA.
 21
Discuss, Chapter 15, pp. 418-446.
Turn in #9, p. 448. (Group assignment)
April
  28
Discuss Chapter 16, The Job Search and Résumé, pp. 454-489.
Homework:
Complete individual profile.
*****************************

May
  05
Discuss Writing Application Letters, pp. 494-503.
11      Catch up

   Work on final project.
               19       Final Project due

May        26
 Final Exam
Assignment
Chapter 2, Cultural Diversity in the Workplace, pp. 24-47.
For this assignment, students working in teams will present the parts of the chapter to other teams. Make a handout that illustrates key points to pass out to other students. Define terms and give examples.

Assignment
Discuss Chapter 3, Technological, Legal, and Ethical Considerations, pp. 53-79.
Complete Application Exercises 2, p. 76. (Group assignment)

Turn in #4, (Technology & Ethics) p. 76. (Use an attachment to e-mail it to me.)
