
COMMUNICATION 1302      2019 Summer I  
Business and Professional Communication            June 10-July 5, 2019  

Course Information  

Summer 2019 

COMM 1302: 3 Credit hours 
 
CRN     Meeting     Location  

31284    M-TH   9:30 am-12:00 pm    COTT 207 
31126    M-TH  12:10 pm-2:40 pm    COTT 207 
 
CATALOG DESCRIPTION:  
COMM 1302. Business/Professional COMM(C) 
Business and Professional Communication (3-0) (Common Course Number SPCH 1321) A 
course in communication covering both informative and persuasive presentations as these 
occur in business and professional activities. Instruction and practice, informal and semi-formal 
speaking situations.  
 

 
Required TEXT 
Communicating: A Social, Career, and Cultural Focus (12th ed.) by Berko, Wolvin, 
Wolvin, and Aitken. ISBN-13: 978-0205624898 

OR 

Communicating: A Social and Career Focus (11th ed.) by Berko, Wolvin, and Wolvin. 
ISBN-13: 9780618693870 

Instructor Information  

Mike Brooks, MA 

Department of Communication 

Office location: Cotton Memorial Building, Room 100 
Contact information: 
Office phone: 915-747-8992 
E-mail: mebrooks@utep.edu 

OFFICE HOURS 

Monday-Thursday: 8:30 am-9:20 am & 2:50 pm- 4:00 pm 
Friday: by appointment 
 
Feel free to contact my UTEP email address, but please maintain professional dialogue. 
Your email messages should always contain an accurate Subject Line.  Please, don’t 
ask a new question (or introduce a new topic) by returning one of my mass emails that 
use subject lines using an old subject line. Your message should include identifying 
information that includes the meeting time or CRN of the course and enough information 
that I know what your concerns might be.  

mailto:mebrooks@utep.edu


 
I cannot discuss grades via email, if you want to discuss your progress in the 
course, feel free to speak to me after class, make an appointment, or stop by the 
office during office hours. 

Rationale and overview 

This course, Business and Professional Communication, is an analysis of the networks 
and methods of communication found in organizations and small groups; including, the 
qualities necessary for good communication as both an employer and employee. 
Emphasis will be on intrapersonal, interpersonal, group, cultural, and public 
communication as it relates to the business and professional environment. Exercises 
and assignments will encompass many areas of business communication, including oral 
presentations. 

Course objectives 

At the end of the course, the student will: 

 Know basic theories of communication and how they apply to personal and 
professional interactions 

 Recognize the barriers that may occur in interpersonal communication 

 Recognize the importance and impact of nonverbal and cross-cultural 
communication 

 Participate effectively as a member of a small group 

 Understand the importance of communication in an organization 

 Make an assessment of leadership skills 

 Design and present effective oral presentations to a group 

Electronic Communication and Mediated Communication 

Please observe the following:  

 Check the Blackboard course shell regularly [daily] for messages, updates, and 
assignments. 

 I use Blackboard Announcements; you should also check your UTEP email.  
 Respect and courtesy expected in all contexts.  
 Act professionally 

We need to create a positive environment 

A core concept of Interpersonal communication is based on the idea that we are all 
unique individuals who are all to our own individual opinions and beliefs. Any 
comments, jokes, or remarks that denigrate the worth of an individual's physical or 
mental ability, body size, genetic information, veteran’s status, religion, race, creed, 
ethnic background, sexual orientation, or gender identification are inappropriate and 
detract from your effectiveness as a speaker/writer and from your credibility as a 
member of society. Our in-class and online interactions must be conducted in a 
courteous and professional manner.  
 



Consider adopting an “ethic of reciprocity” for your interpersonal communication, 
whatever the medium. Be courteous to others.  

Academic Integrity  

Please be familiar with university policy regarding academic dishonesty. 
http://sa.utep.edu/osccr/academic-integrity/ 

Part of the class requirements for this course includes the research and development of 
a persuasive speech. You must cite your research throughout the speech. Failure to cite 
the audience where the research and information you used to develop the speech (any 
academic assignment) is plagiarism. We will be discussing the importance of accurate 
and ethical citations throughout the semester.  

Attendance 

Attendance is not optional and represents 10% of the final grade. If for some reason you 
know you cannot attend class, notify me before class and you will (probably) have an 
excused absence. Make sure you speak to me if you arrive late, and you will receive 
partial credit for th3e day. Undocumented absences on test or presentation days are not 
excused.. 

Full Drop/Withdrawal Deadline  

Summer 1: June 28, 2019 

Classroom Accommodations 

Section 504 of the Vocational Rehabilitation Act of 1973, and the Americans with 
Disabilities Act (ADA) of 1990, mandates the University’s support for students with 
access and accommodations issues. UTEP requires students needing accommodation 
to contact the Center for Accommodations and Support Services. If you have a 
condition, which may affect your ability to perform successfully in this course, you are 
encouraged to discuss this in confidence the Center for Accommodations and Support 
Services (CASS). You may call (915) 747-5148 for general information about the 
Americans with Disabilities Act (ADA) and the rights that you have as a UTEP student 
with a disability. Individuals with disabilities have the right to equal access and 
opportunity. 
 
Students with disabilities who believe that they may need accommodations in this class 
are encouraged to contact the office of the Center for Accommodations and Support 
Services (CASS), Room 106, Student Union East, (915) 747-5148, as soon as possible 
to ensure that any necessary accommodations are implemented in a timely fashion. 

Late Work and Makeup Work 

Work is due on the assigned due date If you have a last-minute glitch in your 
submission, speak to me, and we can discuss the possibility of acceptance of late work. 
It is better to speak to me and receive a penalty that it is to skip an assignment. I will not 
grade late submission without previous discussion. All work submitted electronically 
must be in the correct format (i.e., Word-compatible) and submitted to the proper 
location in order to receive credit.  

http://sa.utep.edu/osccr/academic-integrity/


GRADING 

Attendance          10 % 
Class participation includes chapter presentations    10% 
Wiki/blog posts        10 % 
 
Nonverbal report        10 % 
 
Group Presentation         10 % 
Individual Assessment        10 % 
 
Outline         10% 
Oral Presentation         10 % 
 
Quizzes          10 % 
Final Exam          10 % 
 
Note: Course content subject to change pending classroom performance, I will submit 
written changes to the syllabus, should the need arise. 

CHAPTER OVERVIEWS & DISCUSSION 

We will closely cover the first two sections of the text utilizing student-led class 
discussions. Class discussions are open to the class and everyone is encouraged to 
participate. I will seek feedback from the entire class; feel free to ask questions or 
contribute examples from your personal experience.  
 
Speakers:  Students, in groups, will be assigned a topic/chapter and an anticipated due 
date. Please be sure to be prepared to present when scheduled. 
Audience:  All must listen actively and interact with the speaker.  You may be required 
to answer questions in class or online regarding the presentation or speaker(s).  
 
This informal exercise is part of the “participation” grade for the class. 

GENERAL CRITERIA FOR WRITTEN ASSIGNMENTS 

Written communication in a business environment tends to be more formal than in other 
venues. Individuals and employers use your written communication to assess a 
candidate’s intelligence, skill-set, ability, and “fit,” in the organization.  
 

 We will make extensive use Blackboard for graded assignments. Many 
submissions on Blackboard will specify the use of an attached, Word-compatible, 
double-spaced file.  

 Your name needs to be on ALL attached-file written assignments. 

 All attached-file submissions MUST be Word-compatible.  

 You must elaborate. One or two word responses are penalized. Answers that do 
not respond to the prompt are penalized.  

 It is imperative that you submit your assignment in the proper section of 
Blackboard to insure you receive credit. 



 
Content, organization, grammar, insight, and style count; however, it is better to receive 
a penalty on proofreading than it is to skip a response.  
 
We will use Blackboard for all graded assignments. Alternate methods of submission 
(paper copies or submissions to my UTEP email) are not graded, but I am happy to 
review your work by request. Responses/Submissions, other than discussions, that are 
posted in the dialog box will receive a grade of 0.  
 
All attached file submissions must be “Word-compatible;” I will not be responsible for 
converting files. “Pages ™” is a wonderful proprietary program used on Apple 
computers, but I cannot open this wonderful program on a PC. If you have an Apple 
product without Office, make sure you save your pages composition as a “Word” 
document. Likewise “Open Office” has many admirers but the program is not Word-
compatible (the files convert to RTF). Similarly, cloud-based documents i.e., Google 
Docks and Word 365 must be downloaded (rather than “shared”). PDF files are 
compatible with the Blackboard readers. You should be able to see your submission in 
the preview pane.  
 
Technology problems are not an acceptable excuse for work that is late or missing. 
Make sure you can successfully send and receive attached files on Blackboard. You 
should insure Java and Adobe are up to date. 

Blogs, Wikis, Journals 

The weekly learning modules contain a heading with general descriptions of 
assignments, due dates, additional course material, and links to blog and/or wikis, as 
assigned.  
 
Blogs and or wikis are required after class presentations. Students are responsible for 
short, prompted responses relating to student presentations. The discussions are an 
assessment of your understanding of course materials. I seek your response based on 
our coverage of course material. Thoughtful answers that link to our coursework will 
receive the highest evaluation. Blog/wiki posts are worth 10%. 
 
We will work on developing acceptable outlines in class, the acceptable outline style is 
based on MLA publication guidelines; I require headings, specific rhetorical tasks for 
audience connection, complete sentences for the main points, citations in the context of 
the sentence and other functional items. Your speech should include four legitimate oral 
citations; we will discuss the modified outline required for this class throughout the 
semester. If you are unfamiliar with outlining you might check this link 
https://goo.gl/EFfz73 

Quizzes 

All quizzes and testing will be on Blackboard, including the final exam (due July 8). 
Quizzes must be completed with a minimum score of 60 to receive full [online] 
participation credit. The final score of each quiz is separate grade; quizzes can be 
repeated multiple times, before July 6 (the highest score is recorded).  

https://goo.gl/EFfz73


CRITERIA FOR ORAL PRESENTATION ASSIGNMENTS 
Your group presentation and persuasive speech are graded based on the following 
standards: originality of thought, clarity of structure, adequate supporting material, 
conformity to the prescribed time limit, audience awareness in topic selection, and 
communicative delivery.  
 
Group presentation: Your group presentation will be 20 minutes; a five-member group 
should allot approximately five (5) minutes for each group member to speak to the 
audience. Your group may decide to have each member speak 5 minutes continuously 
or broken into segments. Speaker-time must be reasonably balanced. One person in 
the group is responsible for a presentation overview before the presentation. The 
overview will include the full names of each group member and their speaking 
responsibilities for the presentation. Your group presentation should be 20 minutes, with 
10 minutes allowed for questions or comments. A detailed description of this 
assignment will be part of our class discussion. 
 
Persuasive Speech: A 5-7 minute persuasive speech in a policy format (the main points 
in the body will be problem, cause, and solution); no alternate organizational pattern is 
acceptable for this assignment. Your speech will include a minimum of four research 
citations: your citations should be in an “oral citation” format that we hear during the 
speech.  
 
The persuasive speech assignment will include a final, uploaded, attached-file, MLA-
style outline. You will have the opportunity to submit a preliminary draft for feedback and 
a corrected final draft. If you do not take advantage of submitting a preliminary draft for 
feedback, you will receive a final grade for that submission, without the ability to revise. 
Late final outline submissions not evaluated. You must have a completed outline in 
order to present the speech. In the absence of a submitted outline, a pass/fail grade will 
be applied (59/600.  
 
You cannot present from your outline, slides, read the speech from a manuscript, or 
from your electronic device.  You can use a single page presentation outline or note 
cards to present your speech. Note cards are not font-reduced copies of your outline; 
we will cover note card specifics in class. All notes used during the speech are due after 
your presentation.  

GROUP WORK 

Groups are finalized on the first days of class. The group project includes a 20-minute 
presentation and an individual assessment. We will discuss group participation and 
individual responsibilities in class.  

PERSUASIVE OUTLINE AND SPEECH FORMAT 

Policy format speech with three main points: problem, cause, and solution (no 
alternates meet the requirement) 
 
The INTRODUCTION of the speech will include: 



An attention-gaining device (AG) 
A clear thesis and motivational link 
A reason why you feel the topic is important (credibility statement or CS) 
A preview that indicates you will be discussing a problem, its causes, and solution/s 
 
The BODY of the speech will include: 
A problem: established with two unique sources of legitimate research: 
You must cite the research in the context of the outline and oral presentation. Citations 
should be part of the speech. You cannot show a list, or tell the audience that “all” your 
research came form x, y, and z sources. 
A transition that guides the audience from the problem to the cause 
A cause: established with research cited in context 
A transition that guides the audience from the cause to the solution 
Solution(s)-established with research cited in context 
 
The CONCLUSION of the speech will include: 
A restatement of your central idea and tags (i.e., problem, cause, solution) of your main 
points  
A logical concluding statement that may include a call to action 
In no case should you end a prepared speech with, “That’s it” or “That’s all I have.” 

FINAL EXAM 

We will have a comprehensive final examination based on the first ten chapters of the 
text. The final will be posted on Black Board 
 
Calendar 
Week 1 

June 10. Welcome. Syllabus. Chapter 1 discussion 
June 11. Chapter 2 & 3 discussion. Open discussion nonverbal communication 
June 12. Chapters 4 & 5 discussion. Open discussion conflict, conflict resolution 
June 13. Review intrapersonal communication, NV, and introduce IP COMM  
Due June 16: Nonverbal assignment. Quizzes CHs 1-5. Quizzes linked to 
participation  

Week 2 
June 17. Chapter 6 discussion, begin chapter 7 
June 18. Chapter 7 discussion 
June 19. Chapters 8 & 9 discussion 
June 20. Chapter 10, Brooks lecture/discussion. Group topic selection 
Due June 23: Draft outline. Quizzes CHs 6-10 

Week 3 
June 24. Work in groups 
June 25. Work in groups 
June 26. Group presentations 
June 27. Public Speaking workshop, presentation expectations 
Due June 28. Group visual aids and presentation overview 
Due June 30. Final outline  



Week 4 
July 1. Individual persuasive speech 
July 2. Individual persuasive speech 
July 3. Individual persuasive speech 

 
Final Exam: Released July 5, due July 8 before 11:59 pm 
 
 
 
 


