This is not the most recent version of the syllabus and it is somewhat dated, 
but it is, in my humble opinion, a better course schedule than the one we have now.
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Management Communication

Course Goals

This course gives you the opportunity to improve your ability to communicate effectively as managers.  We will examine and practice the communication strategies and skills that are essential for your success in business.  More specifically, the three course goals include the following:

1.	To improve your understanding of and ability to apply communication strategy.  The course will enhance your understanding of what makes managerial communication different from other forms of communication.  It also teaches you how to think strategically about communication in a management setting.  Decisions about communication strategy will have a profound effect on all aspects of communication covered in this course.

2.	To improve your managerial speaking and writing ability.  As a result of participating in this course, you will learn methods to become more effective managerial communicators—that is, achieving management objectives, adjusting for different business audiences, deciding whether to communicate at all, writing under time pressure, increasing the "skim value" of your documents when appropriate, making intelligent choices about sentence structure and word choice, using appropriate presentation structure, using visual aids effectively, and improving your nonverbal delivery skills.

3.	To improve your understanding of cross-cultural and corporate communication.  The course will introduce you to frameworks for analyzing cross-cultural issues and provide you with an opportunity to research one culture (of your choice).  In addition, you will learn how to apply some Management Communication concepts to a corporate (as opposed to an individual) setting—including dealing with the media and responding to crises. 

Teaching Methods and Readings

Teaching Methods: Management Communication is highly experiential.  Not only will you have the chance to discuss and read about communication ideas and analyze cases, but you will also have opportunities to practice and improve your skills.  For example, class sessions may involve written exercises, presentations, or peer feedback interactions. 

Readings: Required readings include the two books you used in Fall A: (1) Guide to Managerial Communication (10th edition) by Mary Munter, (2) Corporate Communication (6rd edition) by Paul Argenti, and (3) the readings in the course packet.

Feedback and Grading

Feedback: In ManComm, you will receive feedback from both your instructors and your peers.  Your learning and improvement in this course will correlate directly to the amount of effort you put into giving and receiving feedback.

Grading: Unlike feedback, your ManComm grade will be based on performance only—not on either effort or improvement.  Your grade in ManComm is based on the following point scale:

40   	Oral presentation (cross-cultural)
20  Group grade for strategy, structure, and visuals
20  Individual grade for nonverbal delivery skills	

30	Individual grade for homework and class participation	

30   	Individual grade for writing exam

Class Expectations

Class preparation:  Normally, class preparation should take about three hours per session.  Some sessions will take less time (e.g., impromptu speaking) and some more (e.g., final presentation).

Individual assignments:  Some assignments are designated as individual—such as all writing assignments, some visual aids assignments, and the written examination.  By individual effort, we mean no one else is to discuss, read, listen to, comment on, proofread, or even type these documents or visuals.

Group assignments:  Other assignments are designated as group efforts—such as case discussion questions and the group cross-cultural presentation.  Please take responsibility for group work representing equal efforts by all team members.  If you have a “free rider” problem in the group that you can’t solve yourselves, you need to tell us about it.

Late assignments:  We do not normally accept late assignments.  Missed assignments will receive a grade of -5.

Coaching/Tutoring:  We encourage you to use peer coaching and tutoring to improve your writing and speaking skills.  With the exception of the November 7 and 8 assignments, you may go over any homework, writing assignment, or visual aid assignment with a peer or tutor; but only after it has been turned in.  You may get coaching on your nonverbal delivery skills at any time. 

You may also use tutors from the English Composition Center (646-3525), again, only after you have turned the assignment in.

Laptop policy:  Please follow the Laptop Policy in the Student Handbook.  Normally, we do not use laptops in class and expect screens to be closed at all times, except by permission in advance.

Missed classes:  Please refer to the Attendance Policy in the Student Handbook and be “present, prompt, and ready for each class meeting.” 

	Emergency, illness, or religious holidays:  Email us, or have a friend do so, as soon as possible.  In these cases, naturally you will be allowed to make up and be graded on the missed work.

	Absences discussed in advance:  For other absences (such as social or job-related), please discuss with us in advance.  You will be asked to make up the work missed and normally will not receive class participation credit for the missed day.

	Absences not discussed in advance:  If you neglect to discuss an absence in advance, you will be asked to make up the work missed and normally will receive -5 points.



Course Schedule

Tuesday, November 1:  Communication Strategy

Case:  
Fletcher Electronics

Readings:
1.	Read Corporate Communication (CorpComm), chapter 2, including the Fletcher Electronics case
2.	Munter, Guide to Managerial Communication (GMC), chapter 1
3.	Cialdini, “Harnessing the Science of Persuasion,” Harvard Business Review
4.	Williams and Miller, “Change the Way You Persuade,” Harvard Business Review
 
Group Assignment:  Be prepared to discuss the following six questions in class, based on the five chapter sections in GMC, chapter 1.  We encourage you to discuss these questions in advance with your study teams; groups should air all views, not seek to gain consensus.

1.	Communicator strategy: What was Van Dyke’s objective?  What management style did he use?  What management style do you think he should have used?  How would you analyze his credibility in this situation?  How would you have enhanced your credibility if you had been Van Dyke?
2.	Audience strategy: Who was Van Dyke’s audience?  Who would you have included as an audience?  How did he try to appeal to them in his letter?  What specific technique(s) would you have used?
3.	Message strategy: How did Van Dyke structure his letter?  How would you have structured it?  How would you describe the tone?  What tone would you have adopted?
4.	Channel choice strategy: What channel(s) of communication would you have used?
5. Culture strategy: What is your analysis of the Fletcher Company "culture"?

Individual Assignment:  How do Cialdini’s six aspects of persuasion relate to the five factors for credibility (GMC, pages 8-9)?


Friday, November 4:  Introduction to Cross-Cultural Communication

Reading:  Munter, “Cross-Cultural Communication for Managers”  

Group Assignment:  Start thinking about your preferred country for the cross-cultural presentation assignment (course packet).  By noon on Monday, November 7: (1) select a student liaison (that is, a person through whom we will communicate with your group), (2) have that person email Mary Biathrow (Sections 1&3) or Annette Lyman (Sections 2&4) stating your group's:
· Group number and list of members
· Chosen country
· Timetable for this project, maximizing time spent on presentation skills

You will be graded on both the timetable itself and how well you follow this timetable.

Monday, November 7:  Presentation Structure and Visuals

Readings:

1.	GMC, pages 88-92 (tell/sell presentation structure)
2.	GMC, chapter 6 (visual aids)
3.	Optional:  Guide to PowerPoint by Munter and Paradi

Individual Assignments:

1. Prepare a three-minute recruiting presentation (without visuals) for a company, organization, or college you know well.  Remember to (1) stay within the five minute limit, (2) include a grabber and a preview, and (3) make sure that your main points parallel the preview.

2. Visual aids assignment, part 1 (course packet).

Group Assignment:  Due by noon today: (1) select a student liaison (that is, a person through whom we will communicate with your group), (2) have that person email Mary Biathrow (Sections 1&3) or Annette Lyman (Sections 2&4) stating your group's:
· Group number and list of members
· Chosen country
· Timetable for this project, maximizing time spent on presentation skills

You will be graded on both the timetable itself and how well you follow this timetable.

Tuesday, November 8: Visual Aids and Nonverbal Delivery

Reading:  
GMC, chapter 7 (nonverbal delivery and relaxation)

Individual Assignment:  
Visual aids assignment, part 2



Wednesday, November 16: Impromptu Speaking Exercise

You will be speaking impromptu (that is, without preparation) in front of the entire class and on videotape.  You do not need to prepare a presentation.  To give everyone a chance to speak, we will have to run class a bit longer than usual.  Sections 1 and 3 will meet in split sections; see TuckStreams for details.

After-Class Assignment:  

Complete the “Self Analysis of Impromptu” (in course pack and on TuckStreams). 

· Before you view your tape, please read the assignment sheet carefully. 

· Write a self-analysis of your nonverbal strengths and weaknesses.  Your impromptu speaking skills themselves will not be graded.  Instead, your grade will be based on: (1) the thoughtfulness and thoroughness of your analysis, and (2) the macrowriting skills introduced in tomorrow's class.

· The Self Analysis will be due no later than noon on Monday, November 28. 

Thursday, November 17:  Writing Process and Macrowriting

Readings:

1. GMC, chapters 2 and 3
2.	Ewing, "To Write or Not To Write?"  
3.	Fielden and Dulek, "How to Use Bottom-Line Writing in Corporate Communications"  
4.	“Guidelines for Writing Email”
5.	“How to Improve Your Feedback Skills” 

Individual Assignment:  

Write a one-page memo to your professor, answering the following three questions.  The memo should be single-spaced (double-spaced between paragraphs).  If you are unfamiliar with memo format, see GMC, page 159.  Design your own memo template (using the design criteria in GMC, ch. 3); do not use a standard memo template from Word.

1. Explain how Fielden and Dulek’s concept of “bottom-line writing” relates to the Audience Memory Curve (GMC, pages 18-21)?
2. Explain how Fielden and Dulek’s concept of “efficiency” relates to GMC’s concept of “efficiency” (chapter 2).
3. Compare and contrast giving feedback in (1) study group, (2) ManComm writing or speaking class, and (3) your hoped-for future job.

Thursday, December 1:  Style, Tone, and Microwriting

Case:
United Digital Technologies (UDT)


[bookmark: _GoBack]Readings:

1. GMC, chapter 4 and skim Appendices
2. Fielden, "What Do You Mean You Don't Like My Style?," Harvard Business Review
3. GMC, pp. 10-22, chapter 3, and pp. 76-83

Individual Assignments:  Complete the Microwriting Homework (course packet and on TuckStreams) and write the three documents described at the end of the UDT case (course packet).

Group Assignment: As a group, discuss the UDT case before you write about it.  See the case and assignment details in the course packet.

After-Class Assignment:  Based on what you learned during the two writing sessions, edit and rewrite the Energade memo (course packet and on TuckStreams).  This is an individual effort, due in class December 6.

Friday, December 2: Introduction to Corporate Communication



Saturday, December 3: Oral Examination: Cross-Cultural Presentations

	Prepare a team cross-cultural project on the country of your choice, referring to the cross-cultural presentation assignment in the course packet.  

	You will be given a schedule for the day.  At your assigned time, your team will deliver its presentation and provide feedback to three other teams.

· Read the instructions on the “Peer Feedback Packet” before this session.  When your group is not speaking, you will provide written peer feedback to the presenting group.

	Practice rooms will be available for you to rehearse your presentation.  

	See the assignment sheet (course packet) for details about what to bring to this session. 

After-Class Assignment:  Complete the Group Analysis of the Cross-Cultural presentation by December 16.  

Tuesday, December 6: Corporate Communication: Media 

Case:
Adolph Coors Company

Readings:

1. Review Corp Comm, chapters 1 and 3, except the cases
2. Read Corp Comm, chapter 6, including the Coors case

Study questions: See Corp Comm, page 124.

Friday, December 16: Individual Writing Examination due by 5 pm

•  Detailed assignment will be distributed to your boxes at 12 noon on December 9.  Individual writing exam due today by 5pm.  

•  Turn in your Group Analysis of the Cross-Cultural Presentation (course packet) due today by 5pm. 
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