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Business Communications, OST 2335
Course Overview
Communication:
All students are required to use their Gulf Coast State College email address.  All official correspondence will be sent ONLY to the troy.edu address.  You may contact the instructor via email, telephone, or during office hours (provided on the syllabus).  The instructor will provide prompt responses within 48 hours of being contacted.
Student

Expectations:
Achieve -- Strive to master your course material. Set high standards for your conduct and quality of work. 



Engage -- Learning requires action. It requires engaging the material, instructors, and classmates in a thoughtful and purposeful manner. 


Apply -- Theory is useless without application. Understand each piece and know how they fit together in a larger, actual context.


Execute -- Do your work in the most effective and efficient way. 


Innovate-- Be curious. Think. Explore. Those who courageously face the risks of a new venture earn the greatest rewards. 



Improve -- Always seek a better way to do things. 



Complete -- Finish what you start to the best of your ability and deliver it on time.

Examinations:
The exams will be timed and composed of multiple-choice and true/false questions.  The exams will be delivered on ANGEL and only available for a specific time period.  Exam grades will be provided at the completion of each exam.
Course Activities:
The Course Schedule found under the Start Here folder in ANGEL will list the required reading and assignments along with the due dates.  (See Netiquette in the Academic Setting information below).
· All assignments (including chapter review questions, writing improvement exercises, activities and cases, and grammar/mechanics checkups) will be found in the textbook and submitted under the Lessons-Weekly Assignments folder.  Any Worksheets are found within each week under the Lessons-Weekly Assignments folder and are submitted under the appropriate drop box. Grades will be posted by the end of the week following the assignment due date. Remember that all assignments should be treated as if you were turning in a letter, memo, paper, or report to your supervisor at work. Grammar and spelling count!
· All exams will be found under the Lessons-Assessments folder.  These will be timed exams in ANGEL including 50 to 80 multiple choice, true/false, and short answer questions.  Grades will be provided at the completion of the exam.
· There is a PowerPoint folder provided under the Lessons tab. Utilize this folder to view PowerPoint presentations that are provided for each chapter. These presentations provide an excellent overview of the chapter, highlighting key points.

Resources:
This folder provides you with current articles, videos, and other information relating to purchasing and inventory management functions.
Technology

Requirements:
You will need access to a computer with Microsoft Word and the ability to use the Internet and email.
Grading Policy:
All assignments must be turned in by the designated due date.  Any late assignments will receive a deduction of 5 points for each day late.  Proper spelling, punctuation, and grammar are part of the grade.
Grading Scale:

A
90-100




B
80-89




C
70-79




D
60-69




F
< 60

Grading Rubric:
Assignments

50%



Exams


50%

Netiquette in the Academic Setting

Online courses do not prohibit interpersonal communication. The medium simply changes the way individuals converse. Instead of on-ground meetings at set times during the week, online students enjoy a more flexible schedule. Discussion forums give students an opportunity to interact, build relationships, and increase knowledge through peer learning. The forums also introduce students to processes used by business, government, and not-for-profit agencies. 

Proper Netiquette

Think before you post. 


Is your post relevant to the topic? Is your point clear?


What does the post say about your academic abilities?


Did you avoid spelling, punctuation, and grammatical errors?
Best Practices

· Prepare before you post – think about the topic; do some basic research; write qualified opinions. Tie the topic into the course material.

· Post relevant messages; do not take the discussion off-topic.

· Ask relevant questions and answer other student’s questions whenever possible.

· Be respectful of others. Aggressive debate is welcome, personal attacks are not.

· Use and cite authoritative sources. Failure to cite a source is plagiarism.

· Write clear sentences with correct spelling, punctuation, and grammar.

· Advance the conversation – simply stating that you agree/disagree is insufficient.
General Guidelines

Virginia Shea created 10 rules for online communication in her book Netiquette. The book is available online at http://www.albion.com/bookNetiquette. Shea’s rules are as follows (Shea, 2004):

1. Remember the human – Most online communication excludes facial expressions, gestures, and voice intonation. Words are easily misinterpreted. 

2. Adhere to the same standards of behavior online that you follow in real life – treat your posts as interpersonal communication. If you would not say something in person, do not say it from the safety found behind the keyboard. 

3. Know where you are in cyberspace. What works in one arena can fail in another. 

4. Respect other people’s time and bandwidth – some people’s posts resemble a denial of service attack with more messages than necessary. Remember that you are not the center of cyberspace. Do not be surprised when others either disagree with your point of view or simply ignore it entirely. Be clear in what you say, but be brief.

5. Make yourself look good online – reach out to others and take advantage of your anonymity. Use this opportunity to engage people you might have avoided in person. 

6. Share expert knowledge – A comedian said he finally ventured out onto Twitter, only to learn it is appropriately named. Although the cyber village offers unprecedented access to knowledge, it remains equally accessible to fools. Keep your comments on topic. If you do not have information to share, consider asking poignant questions to enhance everyone’s understanding. 

7. Help keep flame wars under control – Flaming is the expression of a strong opinion without holding back any emotion. Aggressive debate works. Avoid personal attacks, name calling, and disparagement. 

8. Respect other people’s privacy – Never post personal information in an open forum, especially someone else’s. 

9. Don’t abuse your power – Some people have more power in cyberspace than others. Knowing more than others does not give you the right to take advantage of another person. 

10. Be forgiving of other people’s mistakes – When someone makes a mistake, be kind about pointing it out publically. 
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