

Business Communications 301 PRIVATE 

 Fall 2009
Instructor:

David Buckner

Office Hours:
Lewis 312 T/TH  12:30-1:15 and by appointment.  


E-mail:

dbuckner@u.washington.edu   

Faculty Website: 
http://faculty.washington.edu/dbuckner

Phone:

Office: 543-9131.  You can reach me at this number during office hours.




Your best bet to talk directly to me is to call me at home at 206-762-5407: please call no later than 9:00PM.  

Fax:  


206-762-5835

Text:


The Little, Brown Essential Handbook for Writers 6th Edition, Aaron
                        
Course Packet--Available at UW Book Store
Course Objectives:  


The objective of Business Communications 301 is to improve your written and oral 
communication skills.  In the course we will cover how to:  

 choose the correct writing style and format

 communicate successfully to your audience 

 organize your message

 make a successful oral presentation using effective visuals 

 draft, revise, and polish your writing 

 analyze your writing for effectiveness

 network through information interviews


Class Procedures:  

Extensions: I will grant extensions of up to one week on any written assignment.  To get an extension, submit an e-mail request by the class day before the assignment is due. Your extension request must include the date you will turn the assignment in.  

Copies: Please keep an extra copy of all assignments handed in.

Assignments:



Introductory Presentation





Introductory Memo






2-3 minute talk


            


E-memo interview request







Pre-interview memo







Interview thank-you note





3-5 minute informative presentation





Excel/PowerPoint assignment

            



Post-interview memo







Group interview presentation






5-7 minute persuasive presentation






Peer-editing / Participation





Revision: You may revise one of the written assignments for additional credit. 

Participation: includes improvement, group involvement, quality contributions to class discussions, class exercises, and audience participation during the final 3 days of persuasive presentations.  

COURSE SCHEDULE

Class/Date             Topic

                
               
 Assignment Due    

10/1

Introduction 


      

Introductory Presentation Due
_____________________________________________________________________________

10/6
 
Business Communications Overview

10/8

Presentation Skills



        Introductory Memo Due
______________________________________________________________________________
10/13

Document Design

         
      

 2-3 Minute Talks
10/15

E-Mail Messages

                            
 2-3 Minute Talks

_______________________________________________________________________________
10/20

Positive Emphasis,

               
  E-Memo Interview Request Due
                              You-Attitude
10/22

Positive/Informative Messages

    
3-5 Minute Talks
________________________________________________________________________________
10/27

Polishing Your Writing            
            Drafts of Pre-Interview Memo Due    




3-5 Minute Talks
          

10/29  

 Business Writing



    Pre-Interview Memo Due
                  









3-5 Minute Talks

________________________________________________________________________________

11/3

Using Visuals





 3-5 Minute Talks
11/5

Style Review                                                                3-5 Minute Talks
_______________________________________________________________________________    11/10

Networking                                                      Excel/PowerPoint Assignment Due 









3-5 Minute Talks
11/12

Review Presentation Skills

   
   Drafts Post-Interview Memo Due
_______________________________________________________________________________
11/17

Interview Presentation Workshop

         Post-Interview Memos Due
11/19

Group Interview Presentations

    Interview Thank-you Notes Due

_________________________________________________________________________________
11/24

Persuasive Presentation Overview
         



    
11/26

THANKSGIVING!  _________________________________________________________________________________

12/1 

Persuasive Presentations



Note Page and Slide Sheet









  Due Day of Presentation

12/3

Persuasive Presentations
_________________________________________________________________________________12/8

Persuasive Presentations






       
12/10









 Revision Due



