MGA 303:  Communication for Accountants 
January 27th to May 7th 
Mondays and Wednesdays
Contact Information

Instructor: 

Mary Ann Rogers



Visiting Assistant Professor


    


Department of Accounting and Law






School of Management

Office Hours:

Thursday mornings, 10:00 a.m. to 12:00 p.m., and



By e-mail




By appointment

Office:


249 Jacobs Management Center 
North Campus
Phone:


(716) 645-5246
Fax:


(716) 645-2863
E-mail:


marogers@buffalo.edu  

(Please have MGA 303 as start of subject line)

Textbooks
Required:
Reynolds, Garr.  Presentation Zen: Simple Ideas on Presentation Design and Delivery. Second edition. ISBN: 978-0-321-81198-1. (Available through Amazon.com or UB Bookstore)
This publication is also paired with MyBCommLab, (course # rogers36611) and both are required. (Available through UB Bookstore, or online at www.mybcommlab.com.)
Additional readings and materials will be provided on UB Learns.
Course Structure

This two-credit course will meet twice a week for the duration of the Spring 2014 semester, with the exception of March 17th and 19th (Spring Break). A course Web site will be maintained via UBLearns, though all instruction will take place in class.
Course Description


This course will focus on developing the practical skills necessary to prepare and deliver effective oral and written communications, and to communicate and work with others in the workplace. The goal is to improve how accounting students write, speak, operate, and conduct themselves in a business context.  
Course Prerequisites

Acceptance to the University at Buffalo Accounting program.

Course Objectives

1. Understand the components of verbal and non-verbal communication
2. Understand key components of communication strategy
3. Increase clarity and accuracy in business writing
4. Learn how to prepare and deliver a formal presentation

5. Gain confidence in the ability to communicate both orally and in written form

6. Diminish conflict and increase effectiveness in teams and work groups

Course Requirements

Students will have the opportunity to understand communication strategies and develop their writing skills through several assignments and class activities. Focus will be placed on improving students’ ability to communicate clearly, effectively, and with a better understanding of communication dynamics.
Of all management and communication topics, oral presentation skills is the one least suited to a lecturing or discussion form of learning. Giving a presentation is an emotional as well as a practical experience; therefore, practice and involvement, in addition to theoretical input, are vital to enhancing individual ability, refining skills, and building confidence. Few people are naturally skilled presenters and most are concerned about putting themselves, their thoughts, and ideas across in the most effective way. Hence, the assignments and activities included in this course have been chosen from extensive, first-hand experience of experts in the communication field. They aim to help individuals learn to self-critique, and develop their ability to coach their co-presenters and colleagues as well. In addition to instructor feedback, students will critique their classmates' formal presentations, both verbally and in writing. 

Written assignments will be submitted in both hard copy and through SafeAssign, an anti-plagiarism screening service administered by the University at Buffalo. 
As is the case with most learning environments, our classroom will be enriched through the active participation of all students. Everyone is strongly encouraged to offer insights and contribute knowledge, opinions, and experiences relevant to course topics on a weekly basis.

Grading

No final exam will be given in this course.  Grades will be determined based on the following:

Individual work:  This work is to be completed by you only. Do not share your work with others.

1. Syllabus Acknowledgment




  1%
2. Homework






24%
Communicator Assignment

             




Grammar and Mechanics (pretest/post test)
 




Letter writing assignment







E-Mail Assignment


        
 



Bad News Message







Myers-Briggs Type Printout





Persuasion Presentation Topic Memo





Presentation Outline






                        Presentation Self-Analysis

             

3. Quiz  #1






20%
4. Quiz  #2




          

20%
5. Individual Persuasion Presentation 

          

20%
6. Peer Feedback (provided to presenters)
             
  5%
7. Professionalism and Participation



10%
Total Possible Points



        

         
100 points

The following grading policy will be used to determine each student's course grade.

	A
	94 -100
	C
	73-76.99

	A-
	90-93.99
	C-
	70-72.99

	B+
	86-89.99
	D+
	67-69.99

	B
	83-85.99
	D
	60-66.99

	B-
	80-82.99
	F
	Below 60

	C+
	77-79.99
	
	


Course Policies

Assignments

All written assignments and cases are due at the beginning of each class meeting.  Any work submitted after the homework's collection (at the start of class) will be considered late. Be sure to have homework printed and ready. A backlog at a university printer does not suffice as a legitimate reason for handing homework in late.  
All work is to be submitted in a professional, polished fashion.  There will be a deduction for work that is not stapled. 
The penalty for late work is as follows:

50% reduction on grade if homework is handed in within 24 hours of assignment due date and time.  This “window” begins at the start of class time on the day that homework is due.

Two quizzes are scheduled this semester.  Make up quizzes will not be provided.

A schedule of dates for MGA 303 individual presentations will be posted by spring break. If the date provided is not convenient, you may swap dates with another student in your section, with no penalty.  Otherwise, a make-up date may be provided, but with a deduction of 5 points to the individual presentation grade.

Individual assignments are to be completed on one’s own. Evidence of shared work will be considered a violation of academic integrity. Directions for the completion of each assignment are posted on UB Learns. 
All work must be typed and submitted in both hard copy and electronic copy through SafeAssign.  Failure to follow through on either step will be considered an incomplete assignment, and no grade will be assigned for that particular work.
Directions for the completion of each assignment will be posted on UB Learns.

Attendance

Attendance in MGA 303 is not required, though students who routinely skip class will not likely perform well in certain components of the course. Due to the interactive nature of the class, you must report to the section of MGA 303 in which you are registered.

Professionalism
Given our emphasis on learning by experience, a great deal of our in-class time will be spent doing activities that require the participation of each student (discussions, group exercises, simulations, etc.).  The success of these activities will depend on your active and informed involvement in the discussion or activity.  Ten percent of your grade will therefore be based on the contributions you make to the quality of our classroom discussions and activities. Naturally, you must be present to contribute.
Class contribution grades will be based on preparation of the assigned material (you may be called on during any class discussion), and your contribution to the classroom discussions. If it becomes necessary, tardiness and other disruptions will also factor into the class contribution grade.
No cell phones, music players, newspapers, laptops, or materials for other courses are permitted when MGA 303 is in session. Refrain from conducting private conversations. Students observed engaging in the use of the devices mentioned above, sleeping, completing work for other classes, or conversing with classmates will automatically lose five points from their participation grade
All students are expected to adhere to University guidelines concerning appropriate classroom behavior, and as stipulated in the School of Management 2013-2014 undergraduate handbook.  To read these guidelines, go to: http://mgt.buffalo.edu/programs/undergrad/handbooks/handbook
The school’s standard of conduct includes the following:

· Classes will start and end exactly on time. Students and faculty are expected to be prompt.

· Students will remain in attendance for the duration of the class, except in an emergency.

· All phones and electronic devices, including laptop computers, will be turned off except as expressly permitted by the instructor.
· Working on assignments for other classes while present in MGA 303 will be noted, and will affect the student’s professionalism grade.
Incompletes

Incompletes will be given at the instructor’s discretion. They will only be granted to students who are currently in good standing in the course, and who have a valid reason for requesting an Incomplete. The student must also submit a formal written request to the instructor. 

Academic Integrity

Students are expected to maintain the highest standards of honesty, ethics, and academic integrity. Each student has the responsibility (1) to uphold the highest standards of academic integrity in the student’s own work and (2) to make known any violations of academic integrity by others in the university community. There is a strict “zero tolerance” policy for academic integrity violations.

Please see the following web sites for a complete explanation of the Academic Integrity Policy of the University. 

http://www.mgt.buffalo.edu/undergrad/13/14handbook/

http://undergrad-catalog.buffalo.edu/undergraduateeducation/studentrights/integrity.shtml
Students with Disabilities


Students with disabilities needing academic accommodations should: (1) register with and provide documentation to Disability Services (2) bring a letter to the instructor indicating the need for accommodation and what type. This should be done during the first week of class.

For more information about services available to UB students with disabilities, contact:

Disability Services

25 Capen Hall

Box 601632

University at Buffalo

Buffalo, NY 14260-1632

Tel.:(716) 645-2609

Web: http://www.ub-disability.buffalo.edu/index.shtml
Course Schedule  
The schedule for MGA 303 is below.  It may be modified at the discretion of the instructor.
	Date
	Topic
	Assignments Due for Class Day

	Jan. 27
	Course Introduction 

Overview of Writing for Accountants
	

	Jan. 29
	Class Introductions
	Prepare a 90-second introduction for verbal delivery to the class (See UB Learns).

*Submit Syllabus Acknowledgement

	Feb. 3
	Writing Unit Begins
Plagiarism 
	Read the plagiarism content posted on UB Learns prior to class


	Feb. 5
	Communication Strategy

Discussion of Groovy Case

Be ready to comment in class
	Read “Communication Strategy” article and Groovy case posted on UB Learns. 
Prepare case questions for discussion.

	Feb 10
	Writing:   Clarity; tools for better composition
	Read May and May article posted on UB Learns


	Feb. 12
	Writing:  Message Composition
	* Communicator Assignment due

   (Posted on UB Learns)


	Feb. 17
	Writing: E-Mail and Memoranda
	

	Feb. 19
	Writing: Letters
	

	Feb. 24
	Interpersonal Communication Unit 

Begins

Personality Type (Myers-Briggs)
	E-Mail Assignment due (posted on UB Learns)
Complete Myers-Briggs assessment online (See UB Learns for more info.)

Print out and bring Myers-Briggs posted material to class today.

	 Feb. 26
	Personality Type (Myers-Briggs)
	Letter Writing Assignment due        

(posted on UB Learns)

	 March 3

	Personality Type, Communication and Conflict
	

	March 5
	Communication and Feedback


	

	March 7 (Fri)
	
	*Grammar/Mechanics pretest and posttests due

	March 10
 Date
	Quiz 1
	

	March 12
	No formal class session scheduled.  Instructor will be available for discussion
	

	March  17
	No Class – Spring Break (
	Rest and rejuvenate 

	March 19

	No Class – Spring Break  (
	

	March 24

	Presentation Unit Begins
Speaking:

  Presentation design and construction  
 
	Read “Really Bad PowerPoint”

Read Presentation Zen between today and April 2.

	March 26
	Presentation design and construction ;
  Delivery 
	

	March 31
	Persuasion
	Persuasion presentation topic memo due (Posted on UB Learns)



	April 2

	Speaking:

Persuasion

Presentation techniques, Style and Poise

	Read Presentation Skills 

handout and bring this document to class for discussion

Finish reading Presentation Zen



	
	Speaking practice
	Presentation outline due

	April 7
	Individual persuasion presentations
	

	April 9
	Individual persuasion presentations


	

	 April 14

	Individual persuasion presentations


	

	April 16
	Individual persuasion presentations
	

	April 21
	Individual persuasion presentations
	

	April 23
	Presentation Debrief

	Presentation self-analysis due

	April 28
	Speaking improvement exercise  
	

	April 30
	Delivery improvement exercise
	

	May 5
	Catch up and review
	

	May 7
	Quiz #2
	Bad News Message Assignment Due




Acknowledgement of Receipt and understanding of MGA 303 Syllabus

Please read, fill out, and sign the following. You are required to submit this filled-out page to the instructor at the start of class on Wednesday, January 29th.
I have read, understand, and will abide by the rules and schedules explained in the syllabus for Professor Rogers’ Spring 2014 MGA 303 class.
Moreover, I understand the course policy concerning the due date and time for all assignments:

· All written assignments and cases are due at the beginning of each class meeting. Any work submitted after the homework's collection (at the start of class) will be considered late. 
· Homework is to be typed, printed, and ready. A backlog at a university printer (or any other printer-related issue) does not suffice as a legitimate reason for handing homework in late.  
· All work must be stapled. Multiple pages handed in loosely will negatively affect the grade for work submitted in a disorderly fashion.

· All work (unless specifically stated by the instructor) must be submitted in hard copy, and in electronic form to SafeAssign. If either half of homework submission is missing, a grade will not be provided for the assignment. 
Name (Print):

________________________




Name (Signed): 
_______________________



Date signed 

____________________________________
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