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Course Schedule 
*Course Schedule is subject to change

	
	
	
	
	
	Tasks and Estimated Assignment Times

	 Week
	Fall or Spring Term Week
	Session
	Topics
	Text Chapters and Other Readings
	Read
	Homework:
Answer Questions Assigned (all chapters)
	Study:
Review Notes for Exams (all chapters)

	1
	1
	1
	Effective Business Communication
	1
	1
	1
	1

	
	
	2
	Delivering Your Message
	2
	1
	1
	1

	
	2
	3
	Understanding Your Audience
	3
	1
	1
	1

	
	
	4
	Understanding Your Audience
	3
	1
	1
	1

	
	3
	5
	Effective Business Writing
	4
	1
	1
	1

	2
	
	6
	Effective Business Writing

	4
	1
	1
	1

	
	4
	7
	Writing Preparation
	5
	1
	1
	1

	
	
	8
	Writing Preparation
	5
	1
	1
	1

	 2
	5
	9
	Writing
	6
	1
	1
	1

	
	
	10
	Writing
	6
	1
	1
	1

	3
	6
	11
	Revising and Presenting Your Writing
	7
	1
	1
Mis- and Disinformation
	1

	
	
	12
	Feedback in the Writing Process
	8
	1
	1
	1

	
	7
	13
	Business Writing in Action
	9
	1
	1
	1

	
	
	14
	Business Writing in Action
	9
	1
	1
	1

	
	8
	15
	Developing Business Presentations
	10
	1
	1
A1: Complaint Letter
	1

	
	
	16
	Nonverbal Delivery
	11
	1
	1
	1

	4
	9
	17
	Organization and Outlines
	12
ICAO SMS Manual
	1
	1

	1

	
	
	18
	Organization and Outlines
	12
ICAO SMS Manual
	1
	1
	1

	
	10
	19
	Presentations to Inform
	13
Betz’s article
	1
	1
A2: E-mail Assignment
	1

	
	
	20
	Presentations Persuade
	14
Betz’s article
	1
	1
A2: E-mail Assignment
	1

	5
	11
	21
	· Intrapersonal and Interpersonal Business Communications

· SMS Principles
	

16


The four
components of SMS
	1
	1
A3: SMS Hypothetical Scenario
	1

	
	
	22
	· Intercultural Business Communications

· SMS Principles
	18

SMS Assurance Guide
	1
	1
A3: SMS Hypothetical Scenario
	1

	
	12
	23
	· Group Communication, Teamwork and Leadership

· SMS Concepts
	
19

· SMS Explained:
· FAA Website, 
·  McNeely’s article
	1
	1
A4: Safety Policy Statement
	1

	
	
	24
	SMS Concepts
	SMS Explained:
FAA Website, McNeely’s article
	1
	1
A4: Safety Policy Statement
	1

	
	13
	25
	SMS Presentations
	SMS Quick
Reference
Guide
	1
	1
A5: Presentations
	1

	6
	
	26
	SMS Presentations
	SMS Quick
Reference
Guide
	1
	1
A5: Presentations
	1

	
	14
	27
	SMS Presentations
	SMS Quick
Reference
Guide
	1
	1
A5: Presentations
	1

	
	
	28
	SMS Presentations
	SMS Quick
Reference
Guide
	1
	1
A5: Presentations
	1

	
	15
	29
	Term Project
	SMS Implementation Guide
	1
	1
A5: Presentations
	1

	
	
	30
	Term Project
	SMS Implementation Guide
	1
	1
A5: Presentations
	1
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