CALIFORNIA STATE UNIVERSITY SACRAMENTO

College of Business Administration

OBE 130 - Business Communication

Instructor:
 Cathy Daly



Campus Phone:  (916) 278-7031

Office:

 Tahoe Hall, Rm 2037

Email:  dalyc@csus.edu

Office Hours:
 M/W/F:  12:15-1:15 P.M.
(Or by appointment)

KEY CONCEPT OF COURSE

Business Communication will introduce you to the fundamentals of effective business communication and provide you with the opportunity to improve your skills as an effective communicator in the business sector.  You will be involved in a variety of activities designed to enhance your understanding of business communication and your role as a successful communicator.

EDUCATIONAL OBJECTIVES

1. Improve students’ writing and editing abilities.

2. Develop student’s understanding of international and intercultural barriers to business communications.

3. Assist students in understanding the need to relate to individuals working in organizations in a human and ethical manner.

4. Strengthen students’ oral presentation skills.

5. Strengthen students’ abilities to organize and present written and oral information in a manner consistent with the nature of the material and the needs of the audience.

6. Add to the managerial skills of students and their ability to understand social, political, legal and regulatory issues affecting business organizations.

7. Introduce students to the communication technology available and to provide students the opportunity to apply this technology to their individual learning experiences.

CLASSROOM ACITIVITIES

The class will be divided between lectures, group work, experiential exercises, videos, computer work, and discussion of assigned material.  Since this course is designed to provide broad exposure to many dimensions of communications, the pace of information presented to you will be fast and the content global.

The expectation is that you come to this class academically prepared, possess upper division collegiate analytic and reading skills, and develop your business writing and speaking skills.  Only by being prepared and participating can you fully experience the learning opportunities you are offered.

CLASS POLICIES

1. Attendance.  It is extremely important that you attend class. In order to understand the process of communication dynamics and to learn how to effectively interact, it is essential to experience that process – in other words, you can’t miss class and develop a thorough understanding of communication.  There are a number of in-class exercises, which require you to write up your experiences.  You cannot make up an in-class exercise.  Attendance and class participation are required and will affect your final grade.  Please turn off all cell phones and pagers before coming to class.

2. Deadlines.  Journals, in-class presentations, exams and written assignments are due on the assigned day, at the beginning of class.  NOTE:  No late work accepted!  No exceptions!

3. Papers.  All papers (including outlines) should be neatly typed and will be graded for grammar, spelling, punctuation, as well as content.  All written work turned in for a grade must be typed, double-spaced or single-spaced (depending on the assignment) and conforms to accepted standards of college composition and source citation.
4. Plagiarism.  Unless specified, all assignments you complete are to be your own work.  You may cite and quote other sources, but you may not plagiarize.  Plagiarism will result in failure of the course, not just the piece of work in which the plagiarism occurs.

5. Punctuality.  You need to be in class at the beginning of the appointed hour.  Tardiness will reflect on your final grade, specifically if you are on the border between two grades.  In addition, if you are tardy on a speech day and someone is delivering a speech, you must wait quietly outside the door until that speaker has finished speaking (you will be able to tell by the audience’s applause).

EXAMINATIONS

There will be two full period examinations during the semester.  The exams will be multiple choice format.

Each exam will cover material in a specific number of chapters, lectures and information provided by guest speakers.  The exams are NOT CUMULATIVE.

EXPECTATIONS
OBE 130 is an Upper Division Business Administration course.  It is not a course in Basic English composition.  Correct English usage and writing skills are essential to the master of effective business communication skills.  Your responsibility throughout the semester is to review and refine the skills you already have and continue to increase your skill level.  You can facilitate this process by your frequent reference to The Business Writer’s Handbook.

If your skills need improvement, it is your responsibility to pursue additional training outside OBE 130.  There are many ways to increase your proficiency.  Some possible avenues are additional class work in English composition, reading and practicing on your own, computer-based grammar training, and additional workshops and tutoring offered on campus. 

GRADING INFORMATION
Grades will be determined on both a subjective and objective basis using the point totals accumulated during the semester.  Overall criteria are Content, Organization, Style and Mechanics.  The ability to follow directions, to focus on the reader, to meet deadlines, and to show improvement are influential factors.

Semester Activities and Point Accumulations

	Assignment
	Possible Points

	Written Memos and Letters:  Four @ 30 points each
	120 points

	Team Grade Sheet:

· Memo/Letter Peer Reviews @ 5 points each

· Full Text Articles @ 5 points each
	20 points

10 points

	Five Quizzes @ 10 points each
	50 points

	Two 50-Question Examinations @ 150 points
	300 points

	Industry/Company Report
	200 points

	Group Presentation
	100 points

	Confidential Evaluations of Individual Performance

(Point Reduction Only)
	(50) points

	TOTAL POSSIBLE POINTS
	800 points


In determining final grades, the following percentages will be used:

A
93-100%

C
73-76%

A-
90-93%

C-
70-72%

B+
87-89%

D+
67-69%

B
83-86%

D
63-66%

B-
80-82%

D-
60-62%

C+
77-79%

F
Below 60% 
