COURSE CONTRACT

Program Name		: S1 Reguler Management 
The Subject’s Name	: Business Communications
Lecture Code           	: EBM612407/EBM616407
SKS                         	: 3 SKS
Day/Date 		: Monday / 07.30 – 10.00 a.m.
Lecturer                       : Dr. Nova Mardiana, S.E., M.M. dan Dr. Mahatir    Muhammad, S.E., M.M
[bookmark: _GoBack]Meeting Place		: Online Class: Vclass.unila.ac.id, Siakadu n Zoom

1. Benefits of the subject

Business communication courses are profitable to improve the students ability to communicate, both writing and speaking. This ability is expected to be useful in the company or other organisations of work, hence there are topics such as communication by letters, memos, and communications in other offices, and the topics about how to writing, resuming, and interviewing preparation for employment

2. A brief description of the subject
Business communications is the subject that has a lot of theory and practice in communicating in an organization or office in the world of business. The ability to apply current or present communication problems require a person to possess both the adapting ability and adjusting changes. The ability to read the situation in delivering information and communication must be accepted and absorbed by communicant simply and clearly. That's why the skill and ability in communicating is really necessary and important as an output for student to deal with world of working, especially in the real world of business.
3. Learning attainment

After following this course, students are expected to have knowledge, understanding, and proficiency of basic forms of business communication, business communication, intention, and purpose in business communication, and to apply various forms of business communication according to the necessity and in effective and efficient use of facing globalization era.

4. Learning Reach Indicator

1. Being able to explain, understan and apply the fundamentals of business communication;
2. Being able to explain, understand and implement business message writing;
3. Being able to explain, understand and apply communication by letters;
4. Being able to explain, understand and apply communication about work;
5. Being able to explain, understand and apply communication through reports;
6. Being able to explain, understand and apply communication through information technology.

5. Learning Strategy

The learning will be done with the "student center learning" approach that is accredited with active learning type collaborative learning. The strategy is to assign students after conducting their initial meetings and mapping abilities, they will be facilitated by teachers to actively discuss with active learning discussion models

6. Duty

1. Students are required to ask questions and be active in class by preparing or reading  ahead of time the material will be discussed at each meeting.
2.  Students must answer questions from lecturer.
3.  Students as a group or as individuals are given assignments to study the materials in the reference book and to complete the assignments both in the book and in the material provided by the teacher for collecting and discussing in class.

7. Material and learning resources

Materials and learning resources are directly from the books of teaching, but it is highly recommended for students to read and possess other literature about business communications that will enhance the knowledge and abilities of the students in the field of communication. Internet sources are also used to monitor the growth and renewal of business communications as well as business events that occur.

8. Assessment Criteria
Assessments are made by lecturer using the following criteria:

	Value
	Range

	A
	≥76

	  B+
	71-75

	B
	66-70

	C
	61-65

	  C+
	56-60

	D
	51-55

	E
	≤50


Final scores using a bower are as follows	

	Things to be Judge

	Academic Activities
	Percentage 

	Assigment
	25%

	Quiz 
	20%

	Mid-semester (UTS)
	20%

	Final term
	20%

	Activation 
	15%

	            Weight amount                                      100%



The individual and group task assessment criteria:
· Understanding about question	 : 30%
· Analytical capability		 : 30%
· Answer accuracy		 : 40%

9. Course Schedule
	Meeting
	Subject Matter

	I
	- Understanding Business Comunication (Chapter 1)
- Interpersonal Communication (Chapter 2)

	II
	- Communication in Organizations (Chapter 3)
- Cross-Cultural Business Communication (Chapter 4)

	III
	- Planning Business Messages (Chapter 5)
- Organizing Business Messages (Chapter 6)

	V
	- Bad News Writing (Chapter 9)
- Writing Persuasive Messages (Chapter 10)

	VI
	Quiz I

	VII
	- Writing Direct Request (Chapter 11)
- Business Correspondence Basics (Chapter 12)

	VIII
	Midterms

	IX
	- Job Application Writing (Chapter 13)
- Resume Writing (Chapter 14)

	X
	- Job Interview (Chapter 15)
- Business Presentation (Chapter 16)

	XI
	- Negotiation (Chapter 17)
- Business Meeting (Chapter 18)

	XII
	- Business Report Writing (Chapter 19)
- Brief Report Writing (Chapter 20)

	XIII
	- Formal Report Writing (Chapter 21)
- Personal Computers and Business Communications (Chapter 22)

	XIV
	Quiz II

	XV
	-Electronic Data Storage Technology in Communication
Business (Chapter 23)
-Basic Concept of the Internet (Chapter 24)

	XVI
	Electronic Mail and social media (Chapter 25)

	XVII
	The final term



10. Rule of Order 
During the course of a lecture, students and lecturers should heed the following:

1. During college clothes, no sandals, a hat, a T-shirt, and torn pants;
2. During college, smoking, drinking, and carrying a concealed weapon were forbidden;
3. Attendance delays maximum 15 minutes;
4. A minimum attendance rate of 80% is the attendance of the lecturer
5. Self-reliance or group duty is either a self-reliant result or the group is not plagiarizing   either in part or entirely. The duty of either a self-sufficient or a group set up to plagiarize is either partially or totally ungraduating (E);
6. Assignments are collected according to agreement with the class teachers team, when not assembled or overdue for assignments, the final grade is pronounced failing (E);
7. In college it is not allowed to chat/talk with friends;
8. During quiz, midterm, and midterm students are not allowed to cheat, to give cheat or to work together. Each student caught doing his or her calculations or rating was declared invalidu;
9. Complaint/objection to miscalculation was made for 5 (five) working days since the date of value announcements;
10. Complaint/objection to the final score was made against an error count and not to raise  it to a higher score;
11. Complaint/objection made directly by a student not through a third party (parent, uncle, friend, or another lecturer, etc.);
12. Any student who commits an objection/complaint and asks to hoist the final grade through a third party (parent, uncle, friend, or other lecturer, etc.) the final grade is declared invalid (E)
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