Professional & Technical Communication

COMS 3302
Summer 2011
Room 327A
Monday through Thursday 

Instructor:
Mr. Mike Putnam
Location:
Office FA 330, Mail:  Box 19107

Office Hrs:
Immediately before and after class

E-Mail

mputnam@uta.edu

Web Site:  
https://mavspace.uta.edu/mputnam 

Phone:

817-272-2162
Course Preq: 
minimum sophomore standing 

Text:
Excellence in Business Communication, 9th Ed. Thill & Bovée

Student Learning Outcomes:

· To provide an overview and practical understanding of the principles of interpersonal and organizational communication.  

· To provide a foundation for improved oral communication and increased effectiveness in word use and writing style.  

· To provide experiences in letter crafting and memoranda writing.  

· To participate in a collaborative writing experience via a problem-solving business proposal.  

· To develop skills in resume preparation and employment interviewing.

Attendance:
Your attendance is strongly requested for each class period. We frequently will do short exercises during class to implement some of the principles noted in the text.  It is vital that you be here to be a part of such training. 

Grading and Evaluations:

Examinations:
Test #1



20%







Test #2



20




Test #3
 


20

Written work:

Letter Editing Exercise
 
  4%




Internal Company E-mail
  
  5




Bad News Letter
  
 
  5




Résumé


  
  3


 

Formal Proposal/Report

10

Performances:
Business Oral Report


10%



Introductory Delivery Exercise
  3







          100%
100-90% = A
89-80 = B
79-70= C
69-60%= D

Your final grade will be determined by an accumulated average at the end of the semester.  My cut-off line for grades is 89.5% for an A, 79.5% for a B, and so on.

Missed or late work:  Missed exams incur a 10% penalty per class period, unless there is a valid, documented excuse for the absence.  All make-up exams will be short answer or essay format. Late papers or any written assignment incurs a 20% penalty per class period.  Late speeches will incur a 10% penalty per class period.  Missing much class in summer school is the best way to see your grade suffer. If attendance will be a problem, it is usually wisest to drop the class rather than suffer a poor grade. If arriving on time is a problem, now is a good time to develop the internal toughness it takes to show up to work on time.  In short, consistent tardiness is a sign you do not want to show me.

Academic Dishonesty:  It is the philosophy of UTA that academic dishonesty is a completely unacceptable mode of conduct and will not be tolerated in any form.  Al persons involved in academic dishonesty will be disciplined in accordance with University regulations and procedures.  Discipline may include suspension or expulsion from the University.  Regents' Rules and Regulations, Series 50101, Section 2.2 reads "scholastic dishonesty includes but is not limited to cheating, plagiarism, collusion, the submission for credit of any work or materials that are attributed in whole or in part to another person, taking an examination for another person, any act designed to give unfair advantage to a student or the attempt to commit such acts."

Bomb Threats:  If anyone is tempted to call in a bomb threat, be aware that UTA will make every effort to trace that call and prosecute all responsible parties.  Every effort will be made to avoid cancellation of presentations/tests caused by bomb threats. Unannounced alternate sites will be available for these classes.  I will make you aware of alternative class sites in the event that our classroom is not available.

Drop Policy:  It is the responsibility of the student to process the official class drop and add forms.  Faculty/staff cannot drop students from class.  This is official UTA policy.  That means if you need to drop the course, you must complete the paperwork--no one else can do that. 

Americans With Disabilities Act: UTA is on record as being committed to both the spirit and the letter of federal equal opportunity legislation; reference Public Law 92-112--The Rehabilitation Act of 1973 as amended. With the passage of federal legislation entitled Americans with Disabilities Act (ADA) pursuant to section 504 of the Rehabilitation Act, there is renewed focus on providing this population with the same opportunities enjoyed by all citizens.  As a faculty member I am required by law to provide “reasonable accommodations” to students with disabilities, so as not to discriminate on the basis of disability. Student responsibility primarily rests with informing faculty of their need for accommodation and in providing authorized documentation through designated administration channels. Information regarding specific diagnostic criteria and policies for obtaining academic accommodations can be found at www.uta.edu/disability.  Also, you may visit the Office for Students with Disabilities in room 102 of University Hall or call them at (817) 272-3364.

Student Support Services Available: UTA supports a variety of student success programs to help you connect with the University and achieve academic success.  These programs include learning assistance, developmental education, advising and mentoring, admission and transition, and federally funded programs.  Students requiring assistance academically, personally, or socially should contact the Office of Student Success Programs at 817-272-6107 for more information and appropriate referrals.

Tentative Schedule for Professional & Technical Communication 

Date:

Activity:





Reading:

6-6

Course Introduction




Chapter 1



Achieving Success Through Effective Business



Communication

6-7

Communicating in Teams, Mastering Listening, 
Chapter 2

and Nonverbal Communication Skills


6-8

Communicating in a World of Diversity

Chapter 3



Planning Business Messages



Chapter 4

6-9

Writing Business Messages



Chapter 5



Completing Business Messages


Chapter 6

6-13

Test #1 (Chapters 1-5 plus lecture notes)
6-14/15
Crafting Messages for Electronic Media

Chapter 7



Writing Routine and Positive Messages

Chapter 8



Discuss The Burger Baron e-mail assignment

6-16

Writing Negative Messages



Chapter 9



Discuss The Burger Baron/Texas Meat Bad News Letter
6-20 

Designing and Delivering Oral Reports

Chapter 14

6-22

& Lecture Notes

6-23

Student Introductory Delivery Exercise
6-23
3 Written Assignments due:  Texas Meat Bad News Letter, Letter Editing Assignment, and The Burger Baron e-mail assignment.

6-27

Test #2 (Chapters 6-9, 14, and lecture notes)
6-28

Planning Reports and Proposals/Writing Reports
Chapters 11 & 12



Proposals/Discuss the paper assignment called

 “Trouble@Twitter”

6-29/30
Building Careers and Writing Resumés; 

Chapters 15 & 16



Interviewing for Employment

7-5-7

Student Oral Reports


Trouble@Twitter paper due 7-5

Resumé due on July 7

7-11

Test #3 (Chapters 11, 12, 15, 16, and lecture notes)

Syllabus Writing Assignments

1.
Internal Company E-mail Assignment--5%   (Chapter 7)

Temper, Temper: E-mail to The Burger Baron Employees
Due date:  anytime before the end of class on June 23 (late e-mails will receive a 20% reduction for the first day and 10% penalty for each calendar day thereafter. And if you choose to e-mail me this assignment as opposed to giving it to me in hard copy, the penalty is 10% for making me download and printout your work. 

This assignment must be typed to potentially receive full credit.  Neatly hand-written versions will receive a 10% penalty.   

-----------------------------------------------------------------------------------------------------------

2.
Bad News Letter Assignment--5%  (Chapter 9)

Having to say “No”: Bad News Letter to Texas Meat, Inc.
Due date:  anytime before the end of class on Jun 23 (late letters will receive a 20% reduction for the first day and 10% penalty for each calendar day thereafter. And if you choose to e-mail me this assignment as opposed to giving it to me in hard copy, the penalty is 10% for making me download and printout your work. 
This assignment must be typed to potentially receive full credit.  Neatly hand-written versions will receive a 10% penalty.   
-----------------------------------------------------------------------------------------------------------

3.
Letter Editing Exercise--4%   
 Your assignment is to simply recognize and correct the grammatical or spelling errors that exist. You are not to wipe out paragraphs or sentences that you dislike. I am well aware the letter is poorly written. I just want you to identify and correct the mistakes. You can simply cross out the errors and rewrite the correct version on top of the word.


Due date:  anytime before the end of class on June 23  (late letters will receive a 20% reduction for the first day and 10% penalty for each calendar day thereafter.
