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Communication 2200: Business Communication

CREDITS: 3
PREREQUISITES: ENGL 1100 or equivalent. Student is to complete 10 semester credit hours or equivalent work experience in student’s technology before enrolling in this course.
COURSE DESCRIPTION
A course to introduce basic business communication principles and establish written communication standards in preparation for the real-world workplace. Students will learn to analyze different writing situations, how to plan and design communications, and how to write in an appropriate style. Effective oral communication utilizing appropriate technology, strategy, and skill will be discussed and developed.
COURSE LEARNING OUTCOMES (also Ohio TAG Learning Outcomes)
1. Analyze communication situations and select and use appropriate audience-focused approaches for professional business communication.
2. Plan, draft, revise, and proofread written work - individually or collaboratively - consistent with professional business standards
3. Write executive summaries.
4. Design and present oral communication - individually or collaboratively - consistent with professional business standards.
5. Select or create and use appropriate graphics consistent with professional business standards.
6. Use digital technology to achieve communication objectives.
7. Write various business correspondences, including internal and external to the business organization.
8. Conduct, analyze, and report results of business research (including use of proper citation, as required).
9. Develop communication appropriate to the job search.
COURSE MATERIALS REQUIRED
Access to a computer with Internet connection for completion of all assignments.

TEXTBOOK
Cardon, Peter. Business Communication: Developing Leaders for a Networked World. McGraw-Hill Education.
STANDARDS AND METHODS FOR EVALUATION (List of class assignments and point values):
SmartBook Reading in Connect
· Chapters 1 – 17	85
Routine Business Messages
· Introductory Memo	15
· #10.20 – Routine Message Creation	30
Persuasive Messages
· # 11.13 – Persuasive Message Creation	35
Bad-News Messages
· #12.14 – Bad-News Message Creation	35
Employment Communications
· Networking Event/Reflection	30
· Job Advertisement	5
· #17.15 – Cover Letter	30
· #17.12 - Resume	30
· Mock Interview (Questions & Answers)	30
· #17.17 - Interview Thank You Note	10
Research Project
· Research Project Proposal Memo	30

· Research Project Survey or Interview Questions	15
· Research Project Draft Assignment	15
· Final Research Project Paper	70
· Oral Presentation of Project	35
Participation (discussions, activities, attendance, etc)	50
Course Total	550
GRADING SCALE
Excellent: 100-90% = A Good: 80-89% = B
Average: 70-79% = C Poor: 65-69% = D
Failing: 64%- = E/EN
STUDENT RESOURCES, RIGHTS, AND RESPONSIBILITIES.
Columbus State Community College required College Syllabus Statements on College Policies and Student Support Services can be found at www.cscc.edu/syllabus or on the College website Quick Links “Syllabus Statements.”

COMM 2200 - SEMESTER CALENDAR -- Subject to Change (check weekly announcements to stay informed)
	
Week
	
Units of Instruction
	Course Learning Outcomes
	
Reading/Assignments

	1
	Syllabus.
Establishing Credibility
	CLO #1
	-Read and Complete SmartBook Chapter 1

-Submit Course Questionnaire

	2
	Creating Effective Business Messages
	CLO #1,
#2, #7
	-Read and Complete SmartBook Chapter 6

-Submit Introductory Memo Exercise
-Submit Discussion #1 Post

	3
	Completing Business Proposals and Business Reports
	CLO #1,
#2, #3, #6,
#7, #8
	-Read and Complete SmartBook Chapter 14

-Submit Research Project Proposal Memo

-Submit Discussion #1 Replies

	4
	
Interpersonal Communication and Emotional Intelligence
Improving Readability with Style and Design
	
CLO #2,
#5, #6, #7
	
-Read and Complete SmartBook Chapter 2
-Read and Complete SmartBook Chapter 7

-Submit Discussion #2 Post

	5
	
Global Communication
Research and Business Proposals and Planning for Business Reports
	
CLO #1,
#2, #6, #8
	
-Read and Complete SmartBook Chapter 5
-Read and Complete SmartBook Chapter 13

-Submit Primary Research Survey or Interview Questions for Research Project

-Submit Discussion #2 Replies


COMM 2200
2


	6
	
Routine Business Messages Inclusion in a Diverse Workplace
	
CLO #1,
#2, #6, #7
	
-Read and Complete SmartBook Chapter 4

-Read and Complete SmartBook Chapter 10


-Submit Building a Culture of Safety: Providing Directions at Fordham Springs Manufacturing – Assignment #10.20

	7
	Team Communication and Difficult Conversations
Email and Other Traditional Tools for Business Communication
	CLO #1,
#2, #6, #7
	-Read and Complete SmartBook Chapter 3

-Read and Complete SmartBook Chapter 8

-Submit Discussion #3 Post

	
8
	
Persuasive Messages
	
CLO #1,
#2, #6, #7
	
-Read and Complete SmartBook Chapter 11
-Submit Writing a Sales Letter for Your Computer Store –Assignment #11.13
-Submit Discussion #3 Replies

	9
	Bad-News Messages
	CLO #1,
#2, #6, #7
	-Read and Complete SmartBook Chapter 12

-Submit Message Do-Over for a Bad-News Message to a Professional Contact – Assignment #12.14

	
10
	
Collaboration Tools and Social Media for Business Communication
	
CLO #1,
#2, #6, #7
	
-Read and Complete SmartBook Chapter 9
-Submit Discussion #4 Post

	11
	Employment Communications: Constructing Cover Letters, Creating Resumes, Using LinkedIn
	CLO #1,
#2, #6, #9
	-Read and Complete SmartBook Chapter 17

-Submit Job Announcement of Interest to You

-Submit Creating a Cover Letter – Assignment #17.15

-Submit Discussion #4 Replies

	12
	
Employment Communications Continued: Developing a Reference List, Acing the Job Interview, Leaving an Organization
	
CLO #1,
#2, #6, #9
	
-Submit Creating a Resume – Assignment #17.12

-Complete Mock Interviews –Create Your Own Questions

	13
	
Planning Presentations
	
	
-Read and Complete SmartBook Chapter 15



	
	Delivering Presentations
Employment Communications Continued: Job Follow Up / Thank You
	CLO #1,
#2, #4, #5,
#6, #9
	
-Read and Complete SmartBook Chapter 16

-Submit Job Interview Thank-You Note – Assignment #17.17

	14
	Networking Assignment Draft of Research Paper Due
	CLO #1,
#2, #3, #4,
#5, #6, #7,
#8
	-Submit Discussion #5 Post

-Submit Networking Event Reflection
-Email Full Draft of Research Paper as attached Word document to Partner & COPY INSTRUCTOR

	15
	
Peer Feedback of Drafts of Research Paper Due
	
CLO #1,
#2, #4, #5,
#6, #7, #8
	
-Email Research Paper Feedback and attached Word document with line by line comments to Partner & be sure to COPY INSTRUCTOR
-Submit Discussion #5 Replies

	16
	
Final Research paper and oral presentation due
	
CLO #1,
#2, #3, #5,
#6, #7, #8
	
-Submit Oral Presentation for Research Project
-Submit Final Research Project Paper to Blackboard
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