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WHO IS QUALIFIED TO TEACH
BUSINESS COMMUNICATIONS

/ INTRODUCTION

A. .Background E ' ' s

Business Communication is a growing area. Most schools offer ourses

in business communication, and AACSB is now emphasizing the importance of
j

the subject.
‘\'Business‘communication i$ slowly establishing 1tse]f as a discipline,

yet there are no genera11y accepted qna1ifications. Most instructors
come to the field by accident.

From the very beginning‘of our involvement with ABCA we hape been
impressed with the diversity in the backgrounds of the people who areh\
members of ABCA. Dissertation topfcs rup from 1iterature.to education, to
business. While we know that ore of the reasons why ABCA conventions are.
so.interesting is the fact that members have different backgrounds and many
interests, this diversity can also cause prob]ems

If a department wants to offer a course in consumer behav1or the
department hires a market1ng professor with a spec1a11zat1on in consumer
behavior. If a department needs an 18th century literature spec1a11st, it
advertises for the appropr1ate degree and specialization. “In business
éommunications, on the other hand, it is much harder to establish criteria,

for qualifications since there are almost no dectoral programs in this

'disciph'ne

- B. Purpose

The research concentrated on written business commun1cat1on classes.
AN
We conducted a survey to f1nd*1nformat1on on the following questions:

Who teaches business communications?

What courses are offered?
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Which departments offer busi-—:ss communi . o* cOurses?

How large are classes

How many assignments 2 gi x n busiv=_. ommunication?
" How many instructors .-. ir-oi.7zd iv I wving and consulting?
Nhat are the qualificzz ong of ausiw=z:  -munication instructors?
Based" on the survey we vauld Tike =0 m: o =<we recommendations i the
areas of: n |

ABCA membership
Programs and course ofierings

Class size and assignmer=s

Qualifications of businezs comiunican" . instructors
We believe that standard c._ilifirz. on = be of help in hiring,
tenure and promotion decisions. Ther . ~Id z:-< be beneficial in career

planning, AACSB accreditation, znd tt= ewelzzuz=nt of a professional identity
) for business communication. |
We would iike to emphasiz that : are su.gesting qualifications for
a fu11-academic_career at.a‘inmv—yea” instit.zien.
| we.took a systematic ra-ac ».sampt=2 of ABCA members who teach at 4-year
institutions in the U.S. Tk : aple “s based on the ABCA membership list of
September;1979. Foreign memues~ «er: left out because the éducational
systems may be quite differenz  -om ~“he U.S. system. The questionnaires
were sent to 160 people. Eigmty :ix people responded. Two of the returns-
could not be used. Several quesz:onnaires were not comp]ete - not all
questioné were answered. This stuzv nas several 1tm1tat1ons. 0n1y ABCA
members weré contacted, this e imin;ted‘many 1nstitutioﬁs and ihstructors.
We do not know the percentage of bLa]ﬂGSS communication instructors who

are members of ABCA.
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At I1linoi: State University, for example, out ¢” -:ine people who
teach. in the wsiness communication area. only three = members of ABCA.

FINDINGS AMD DISCUSSION

A. Experienc= =~ Respondents

Table 1. Pro=- sional Background of Res:  ~dents

_ Number of - coozaz
Number of year: Total numt -~ - vezars Yea:. - urrent
of _experie insTit. ;im -
0-3 23 - I )
4-6 o 7 o 15 :
7-10 : ' ¢ _ 1
More than 10 6 = V

The above table shows that - peczle have more tha .0 years of teachdng
experience. On]y 10 respondent .ave less than 7 years 7 experience. Fifty-
seven people have been at their -urrent 1nst1tut10ns fcr more than seven years.

Out of th= sample 62 peoplz have tenure, and 35 hold the rank of
Associate Profassor, 27 are Full Professors. |

These findfhgs show that ABCA members. are well established in their

. , . -
careers. Based dn the sample one can. draw the conclusion that ABCA has

/{/~”

very few members who are at the beginning of the1r careers. Thig/is un-

'-fortunate because at the beginning the support of ABCA through publications

and confzrences can be of great help to the new 1nstructor of business
\
commun1cat1ons We suggest several reasons for the ]mba]ance in membership.

1. Many people come to the area by accident. They don't plan to make

a career out of business commun1cat1ons. They teach a course occass10na11y

ad therefore see their involvement as temporary.

!
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2. Many new instructors are not aware of ABCA since it is not a

A

"departmental” area like management, marketing etc.

B. Business Communication Programs
Out of our sample only 5 institutions qfferta major, 3 are planning a

A b .
major, whereas 73 institutions do not offer a full program. Nine-institutions

/

offer a minor in the area;'
whf1e_the—numbet of programs seems to be increasing, it is probably

unlikely that a majority of scheo]s will offer majors in business communica—

tions. The field is pefceived’as 5 service to the business functions or as

a}usefulusUpplement.

C. Course Offerings | e

0f our saﬁple 54.te;titdtions require undergraduate business majotsh
to take one bus1ness commun1cat1on course. Ten institutions require two
courses, e1ghteen 1nst1tut10ns do’ not requ1re a course in bus1ness commurii-
cation. _

The fo]]ow1ng s a list of .courses required.

Table II. Titles of Requ1red Courses in Business Commun1cat1on

\'

Title* o ' 'quber of institutions
: o requiring the course
Susiness Communication (Correspondence) - 48 o
Oral Communication | . - 3
Report Writing : tﬁi ’ “ 7
Teehnica1 Writing o o ’ : 2
Administrative Communication ., - . 1
Information Writing o | | 1
lL.eadership &eMaﬁagement Communication o 1
. Prihcip]eseof'Communication \ ,t . o 1
.Organizational Commun1cat10n\\\ | . ‘ o 1

*Not all respondents listed the t1t1es of required courses.




- It is no .surprise that most institutions recc- = the "basic" course,
Business- Communications. |

We were interested what kind of busiﬁL ~mmunication courses the
vé}fdus institutions offer. ~ It was obviows == the remarks that many
réspondents-did not list all courses offersz by their 1nst1tut1ons which
could be classified as business commuhicaticn courses but only those they
were. familiar with. | |

The sample of titles listed is ihtenasting. It seems there are several
standard courses which are offered.by a majority of the institutions, and
then thére éfé_the more adventuresome Courseé. For people who would ]iké to
expand their offerings and are lookirig fo~ new ideas, this list might be

helpful.

Table III. Titles of Business Communication Courses

o T Numbér,of.ihstitutions _
Titles / - offering this course

Business Communication 77

Technical: Writing: : ' -39

Report Writing - ' 38 : -
Research Writing . _ ’ 27 "
Oral Business Communication 23 .
Supervisory CommUn1ca§1ons 13

Organizational Communication
Advanced Business Communication
Administrative Communication
Interpersona] Communication .
Communication Problems in Management
Legal Writing

- Employment Commun1cat1on \
i~Organizational Communication
Business Writing

- Principles of Communication
Leadership and Management Commun1cat1on N
Execut1ve Commun1cat1on
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D. Departments Involved in Teaching Business Cpmmunicatidn

" The following table provides a detailed breakdown_where_business |
commun1cat1ons courses; are taught. Again, not everybody answeged a]]I
the qtest1ons Th1s, for example, is the reason that we have 77 re-
FE 5 spondents list Bus1ness Commun1cat1on as a course title but based on the
f0110w1ng table only 68 departments offer the course. We do not believe
that the results would be s1gn1f1cant1y altered by complete questionnaire
answers.

Table IVL Departmerits Teaching Business Communication Courses.

Courses : , Départments'
A L
i o i _ o
/ ! ! 5 = 0 - ol S
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¥y . o = b m [V B EON- T &
/ 0 < v Q n s O & = 2.:"1 Og_)<
! 8: m:$ aE). ?JSE -‘mv-ngm
coO o O S+ 3 = o~ = E|OY% »n
o= opm  tpm or= o= 53 o= (T E f1e} — /1@ e—|0 % O
0+ =2 wn o= n O E O RPH-IEOC S
=] Y- =3 (1] > - O =’ f ot o >
Business Qommunication 30 316 5 1 2 .1 106855
Report Writing 18 1 8 -1 1 2 5136 |29
Technical Writing 1 -2 1 1 3 - 1624} 5
Oral Communication 5 - 1 - 1 2 1 211717
Research Writing 5 3 4 1 1 1 - 3]18}14
Supervisory Communication 1 - 3 - 1 1 - 21| 8]5
Organizational Communication 2 - 1 2 - -1 -1 615
Administrative Communication - 2 - - 5 = .-. =-}2]2
Administrative Writing T T A B
Executive Communication 1 - - - - - - =111
Business Writing 1 - - - - - - -t 111
Advanced Business Communication 1 - - - - - = -1
Employment Communication . e T B 1\
~ Principles of Communication - e e T A B (R P
‘Leadership and Management - , : /L
Commun1cat1on o T T I R et

f

—.As the table shows Business Education teaches by far most of the -
courses. Th1s is part1cu1ar1y true for Bus1ness Commun1cat1on and
Report Wr1t1ng It seems where bus1ness 1s not d1v1ded 1nto deépartments,

the, genera] Bus1ness Department teaches the cotrses.
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The cases where Management Departments teach Business Communication,
L Report Writing, Technical Wr1t1ng might be exp1a1ned by the fact that a
vnumber of Business Colleges do not have a Business Education Department
“any more, therefore another department took over that function. '

Office Administration Departments often are an outgrowth of Business
Education Departmetns. Communication Departments seem to gradually get
into the area of bus1ness commun1cat1on

The on]y area where English is 1ead1ng is in Techn1ca1 Writing.

Based on our sample most business. communication courses are taught in
the business area._l ’

E. Class Size

We had hoped th1s survey would show that only [Tinois State Un1vers1ty.'
had. bus1ness commun1cat1on courses in excess of 15 students,/and as. a result.
.of this survey, we m1ght be able to reduce our- classes. Unfortunate]y
this was not to be. | |

In 33 cases bus1ness commun1cat1on c]asses have more than 35 students,
the maJor1ty has more than 30 students enro] ed in those c1asses The
Tower enrollments (up to 19) tended to come from English Departments; |

Report Wr1t1ng fared somewhat better. \ The maJor1ty of the report

wr1t1ng classes are under 30 students W1t7 t‘ average be1ng 1n the

\\25 -29 range fﬁ : | ) /
Tab]e V. Class Size //
N . / ‘Number of Institutions
y . R : ' :
N o / )
- Number of Students —7 — .
" o Business Communications Reéport Writing
k l _— TR s At | . \
Under 15 - 3 \
15 - 19 : ‘. 2 S
20 - 24 o _ R A - e
L ; 19 I B
19 o




~ | : ‘ .
The cbove finding is particu]ar]y Tnteresting.in connection with-tde -

number of assignments given. More than 50% give more than 13 assignments

i in Business Communications. In only 9 caseS‘Were there fewer than 10. Based
“on this sample we suggest that instructors with fewer-than 10 assignments re-
eva]uate the requ1rements they set On the other hand one wonders about. the

| workload cons1der1ng that the ma30r1ty of the classes have more than 30

_ studenfs, and the instructor requires at 1east 13 assiagnments. With two.
sect1ons ofwgds1ness communications a semester - and many teach 4 sect1ons -
th1s-comos to 690 papers a semester. . Y

In Report wr1t1nq there is no clear pattern for assignments. An evaluas.

[
tion in this case is more d1ff1cu1t becguse the numbers do not 1rd1cate fow

I

comp]ex.or long the reports are. : ' 3 /

F. Graduate Business Communications' ‘ | - ’ \\‘ K

About 709 Of our samnpi:ihave A graduate bdsiness program. 50% of the |
respondents indicated ti:.” miss, 7SS, communication courses were avai]ab]effor
graduate credit’but or:y “Lui 5% requirel a business communication c]ass in
'fheir graduate business progy . There is obviously mdch room for expansion
in this area. |

G. Publications and Consulting

Of'odr samp]e; 60 people puﬁiished(184 articles during the last three
‘yearsbadd“slight1y over half of those (106) were in the area pf business'\
eemmdadcations. Mbre than half the sample is_invodved in consulting or in
house tra1n1ng : o o - |

Based on these f1nd1ngs one can draw the conclusion that Business com-
mun1cat10n professors be]ong1ng to ABCA are demand1ng 1n class and act1ve

'v

. in‘professiona1 deve]opment.and research. - \




Table VI. Publications during last 3 years

Number of ",,' Total number of " Number of people pubiishing

articles pub11shed . people publishing in business communications
3 . /,/ ) '
0 25
1 16 16
2 14 11
3 7 6
4 6 4
5 7 3
: 6 4 2
.more than 6 8 1

H. Qualifications

i

We asked respondents t indicate their'academic backgrounds as under-
graduates and-graduates, bot? at thetmasters andudoctorate level. -Out of 84
people, 60 had a doctorate. | A | |

As po1nted out before, in most cases bus1ness commun1cat1on courses are
taught in Bus1ness Education Stpartments It is therefore not surprising
_that more than 50” had the.r doctorates in Business: Education or related areas

v \

(32 in Bus1nesS\Educat1on 2\$n 5ecretar1a1 Educat1on})
If one includes other bus1ness areas, the f1gures show that 40 out of 60

have doctorates in business. These people have a good business background to
teach bus1nes¥ commun1cat1on The second single ]argest area 1s English.
‘Eleven peop]e have doctorates in Eng11sh (8 in Eng]1sl, 2 1in Comparat1ve - K
Literature, one in Rhethoric). They‘have a so1]d baokground\1n language. |
Not surprising]y, the.business péop]e do'not'have speciat-preparation in
1anguage arts, and the Eng11sh peop]e di not have any bus1ness .
F1ve of the people with Eng11sh bactgrounds teach un Bus1ness Educat1on i
Oepartments Not one. person w1th a bus1ness background is teach1ng bus1ness “-'

- commun1cat1on in an Engﬂ1sh Department 6@ the who]e, people seem to be

- hlred 1nto departments for wh1ch they have the proper paper qua]1f1cat1ors

‘-The quest1on that,comes up is whether there are cr1ter1a that c*n be set up
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1for qua|1f1cat1ons in business communications. Very often 1n°tructors with
Eng11sh backgrounds teach bus1ness commun1cat1on because that is where the
opening was. Ofteh. peop]e w1th bus1ness educat1on backgrounds teach bus1ness
communication because, as part of typ1ng;—they a]ways taught bus1ness
correspondence. The problem is that a 1jterature background and languzge
skills are not‘substitutes for business knOw]edge. A business backgyouho\on
the other hand is not enough e1ther what is needed for effect1ve bus1ness
commun1cat1on instruction is a synthes1s of these two areas; ]anguage sk11]a,
ana1yt1ca1 and critical thinking, and a know]edge of business.
Most ABCA" members have acquired these qua11f1cat1ons through experien e.
: . Yet 1t would be des1rab1e to forma11ze the qua11f1cat1ons more- spec1f1ca11z

L.

sincd WACSB is emphas1z1ng.bus1ness commun1cat1on as a requ1rement for. ‘“I‘f
accreditation. . -, /

Table VII Academic Backgrounds of Busiqess Communication Instructors

Number of People at the Three Leve]s‘{

. Areas | . Bachelor . Mastars Doctorate

" Accounting - 2

[Adult Education ' : 1
Business Administration 4 13 - - 10 MBA - 2
Business Economics . NN
Business Education . 30 - 38 32
Communication 4 1 2 5
Curr1cu]um and Instruct1on‘ i 1
Education™. ’ 1
Educational> Administration-

. Educational Psychology .
" Electrical Eng1neer1ng ’

"English . ' 1
Finance

Government
Industrial Psycho]og« ' T 1 s
Journalism - : ] ) o
Linguistics , g
Management
Marketing
Mathematics
Personnel

“Philosophy
Public Relations-
Secretarial Education

"Speech Communication
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A. Exper1ence of Re;pondents

As pointed out before, the survey 1nd1cates that most ABCA menbers,
have many years of experience and that few beg1nn1ng instructors join.
This mayvbe due to the fact that mariy people come to:the discipline by
/ accident. - ] | ' | ’
| | “ABCAlwould.do we]] on recruiting those who are just getting into
‘ bu%1ness communications A'drive might also be cenducted among graduate .
| students who are 1nterested in teach1ng in the area of bus1ness commun1cat1ons..

S Th.s might help toﬁcreate a stronger profess1ona1 identity for the area.

VB. Programs and Course Offer1ngs

v

Most 1nst1tut1ons teach the traditional courses Business'Communicae
=t1ons, Report wr1t1ng, Techn1ca1 Hr1t1ng,_however, the offer1ngs are grow1ng
as the var1ety of course t1t]es suggests There is room for deve]opment -
at the graduate 1eve]f_ |

_E._Class Size and 'A'ssignmen‘ts

C]asses are too large at most institutions.. §tandards are"high~in:

terms of numbers of ass1gnments B R oy

r.;: : '\ ‘ :

e Ne recommend that 1nstructors W1th c]asses of over 35 students u%
) the resu]ts of th1s survey to. try and reduce c]ass s1ze »21 _ ' t

D. Qua]1f1cat1ons

¥

It is doubtfu];that*many‘business communication instructors p]ahned |
“'a'career in this fiejd when they mere undergraduate or even graduate

e - students Nh11e some programs are be1ng deve]oped in the area, most
, bus1ness commun1cat1on 1nstructors come from and will’ contlnue,to come

: from a var1ety of backgrounds , \5\\;\\

Th1s d1vers1ty can g1ve the. d1sCﬂp11ne\strength -However, when a

person ‘has to prove that he/she_1s qua]1f1ed to be\h:red?\to\get promot1on,
. 1 - . . ' . - / a .
: tenure, and recognition, the lack of standard qualifications can be a en.

e . S m— . _—
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The surveysdndﬁcates that h1r1ng decisions may not be based primarily

on a person ‘s ability to teach business commun1cat1on hut rather on the

.traditiona1 qua]ifications tor that,department - English literature, _'

Bus1ness educat1on subJects

To he]p busTness commun1cat1on estab]1sh itself as’a d1sc1p]1ne and

- to ass1st instructors’ to estab]1sh themselves as fully qualified profes-

s1ona]s, ABCA should set some bas1c standards for the tearh1ng of bus1ness

commun1cat1ons G1ven the des1reab111ty of d1vers1ty and given the fact ,

I

_ [
that hard]y any 1nst1tut1on offers a doctorate in bus1ness communication,

/ _n

there shou)ﬁ be more than one way to qua11fy

7

"
In order to be an: effect1ve bus1ness commun1cat1on 1nstructor a person

. -has to have an awareness of and a, sens1t1v1ty to language, acqu1red through.

'the study of Eng]1sh and a know]edge of bus1ness Both elements are

necessary and fu]] cert1f1cat1on should take this “into account

in the academ1c Wor]d - for better or worse - the doctorate is the

basis . for qua11f1cat1on, therefore any standard has to 1nc1ude the occtorate.
I -

Ne know that peop]e can be exce]]ent teachers and we]] qua]1f1ed to teach

k'bus1ness commun1cat1on courses. A number of 1nstructors have years of

xper1ence in bus1ness to br1ng to the c]assroom As po1nted out before,

. we are mak1ng recommendat1ons for fu]] t1me academ1c careers.

We suggest the fo]]oW1ng three backgrounds and recommend thatra person
with a background in any one of the areas be. considered fully qua]1f1ed
1ﬁf.Doctorate in Eng]1sh p]ds 15 hours of bus1ness courses or f1ve
7//'JK years. plus of exper1ence (experience of teach1ng in the area of
: business commun1cat1on at 1east ha]f t1me or appropr1ate bus1ness |
exper1ence) The 15 hours'were not set acc1denta11y They wou1d¥;
prov1de a person w1th a bas1c background in Management Market1ng, .

" Accounting, Finance. and Bus1ness Law\

14
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2. Doctorate in a Business.afea plus 15 hours of writing courses or
five yeafs df experiencé.

3. Doctorafé‘g]us.BO'hours, 15 of those in writing and 15 in business
or 8 years of experience.h |
The above three possébi]ities keep the diversity the discipline now

has, ét the.same time the 1mpcrtance of business and language are recognEEed;

Also, as is fhe ﬁase currently, one can become fully qualified. through ex-

perience. ' \

\
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College of Business :
Department of Business Education
_ and Administrative Services

January 21, 1980

' Dear ABCA Member: -

Have you ever wondered how large bus1ness commun1cat1on classes
are at other institutions?

Are you frustrated because the class size of Report writing was
r-ised from 25-33 students over the last year? \

Have .you ever worr1ed or are you worrying more about promotion
or tenure in your department because some peop]e feel you are not
truly "qua]1f1ed“ for ‘that department7

‘ Who is teaching business commun1cat1ons? What courses do other
.1nst1tut1ons offer? . . . . . ..

o The purpose- of th1s survey is to. obta1n stat1st1cs ‘on the aca-
e 1dem1c backgiround of business commun1cat1on instructors, on business
“-..communication- programs, and class size: - The- survey is ]1m1ted tos

;four year 1nst1tut1ons L .. [, ,

. " The result: w1]] he]p you in requesting. that’ your c1ass size not
be -above the average at other ‘institutions. When it comes to* .tenure
and promot1on it may help you in showing that bus1ness commun1cat10n
“instructors “‘come -from many different areas and teach in many different

T departments. o . R s : . T

k}

P]ease take a: few m1nutes to f1]] in the ene]osed quest10nna1re
"and return it to us using the ma1L1ng ]abe] .

- S1ncere]y, L
. o P . K
i ' O R A

.L//f2;7

Iris I: Varner’

% I P © . Carson v Varnen\ _' - i
e - . . C :.uf}-/’”’ NeCpss N

+
@
-~ .

. ..: . ‘ "-.’ ,l. . . . /o
17 - ) Stevenson Hall - o .

Normal Bloomlngton, IIImons :
. - Normal, lllinois 61761

phone 309/438-3602 ' . o
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SURVEY OF BU=NESS COMMUNICATIONS
Instructions: Circle the appropriz:a answer or £i11 in if other is appropriate.
1. Is your institution’

_a. public?
b. private?

R )

-What type of institution? ,
a. 4 year undergrad ﬁ

b. 4 year undergrad plus masters v
c. 4 year undergrad, plus masters, plus doctoral

. 3. ﬁ&g many students attend “your institution? ,
Under 3,000 - - ' \
b. 3,000~ 9,999 . o |
c.. 10,000 - 14,999 i
dy 15,000 - 19,999 ' #
e. \ 20,000 or more

4. If \Eur institution is divided into colleges, in which college do you' teach?
. a. Business _ _ o v
b. Arts .and Science ' e IR . - /
cy Educatiqn C
d Other =

(please Specify)

5. In which department do you teach’ : :
English .o . Co. ) oL -

a.

b. Business Education * : - .

c. Business (all business disciplines in one department) '

d. Management : : .. ; T

e. Business Communications ’ o '\

£. Communications (Information Sciences) :
g. Other .

(please specify)

‘6. How many business maJors attend your univer51ty° A E : '
" a. Under 100 R .. o
b, 100 = 499 . o L B i
c. 500 -"999 . ' R
d. 1,000 - 1,999
e, 2,000 or more

7. What is your educational background’

Degree . E ) .
Undergraduate . e L . Major - o
: S S ' Minor Co T 3

wasters = - . - SRR .. . Major ' ' i

T : , ' c - : . _ Minor/or Supporting Field
\ Post. Masters o : e "d o Major ' o -
N No. of hours 18 - Minor/or Supporting Field
' " OR T ;

N\ AR
"\ b v » .
“ 3
) . . v . . 3 )
. . . o o
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10.

11.

12,

El{le?-*"- .

Aruitoxt provided by Eic:

__}. Other type of program

Doctoral

A

Major

Minor/or Supporting Field

Dissertation Title

I

-la. Yes v
b. 'No’ e
‘¢. In plannlng .

Years of teachlng experience ,
a. 0-3 - '
b. 4 -6 Vo
c. 7-100 -\
. d. More than 10 |\ '
Years of teaching at current institution.
a.. 0 - 3.
b. 4 -6 . N '
Cc. » 7 - 1.0 i "
d. | More than 10 A
. ; Y
Do iyou have tenure? N
a. i Yes o, >\
b.% No ’ \\ )
tht is your current rank’ ’
a.‘ Instructor : -
b. | Assistant Professor ' vl _
c. Assoc1ate Professor- v
d. [Full Professor '
e,,’Other )
. i ~
Does your 1nst1tutién have a bus1ness communicatlons program as
1. | Busiress Communlcatlons maJor7 :
: a.  Yes L, ° )
N N S U .
' c. ~In'planningl ) - /
2.5 Business Communlcatlons Minor ; &

y -
¢ v

undergraduate business majors to take’

a.,,.l.O : _ Lo Yo
- S T

c. wZ T

d. More than'2 - e C

H

ﬁ(please“soeci

.How‘many business communlcation courses doés your institution require

“-Flease ‘list t1tles of required business communication coutses

*l

oW




14. What business communications courses does your university offer?
Yes No 1. Basic Business Communications '
Yes No 2. Report Writing
Yes No 3. Technical Writing
Yes No 4. Legal Writing =
Yes No 5. Research Writing
Yes No 6. Oral Business Communications
Yes No 7. Supervisory Communications
‘ 8. Other '

15. How many of the above courses are offered in your department7
a. All
b, 1 7™
. e, 2
d. 3.
e. 4
. 16. What is the maximum. class size 1n ‘your bas1c bus1ness communications course?
a. Less than"1l5 ) ’
b, 15 -19 - ’
c. 20 - 24° “
, d. 25 -29 . . -
~e. - 30-- 34 _
-£. 35 or more T :
17. What is ‘the maximum class size’ 1n your report ertlné class?
3 “° .as Less.than 15 o n
s b. 15.-19. g
¢. 20 - 24 -
; d. 25 - 29 : o - ,
o 30 - 34 o S _
- f. 35 or more o v - L ' ' Sy .
¢ .- T S R . = :
18. Does your 1nstitution have a graduate bu51ness program7
‘ - W Yes i ; -
< b.~ .No - - .
A \ - .
. ﬂS. Are business communications courses available for graduate cred1t7 , )
'\ a. Yes T :

O

Aruitoxt provided by Eic:

‘» b'.

How’ many. written acs1gnments (1n and out of ‘class) .do
business communications course.-

No

Yes
No.

P

o

o

1

2

(please specify)

ﬂ?it\ :

> .

(I

1.
s

Is -a business communications class required.in your. graduate business.program? -
a. ' v '
‘b,

!

.“

;ou give in ba51c'

(cirgle the appropridte) S )
.l -2y 3, 4 S, 6 7, 8 9, 105 11, 12 13 ‘or more, ‘o not’ teach basic ¢

“bus1ness communications

P




22.

23.

24.

25.
26‘.

27.

ERI

Aruitoxt provided by Eic:

How many written assignments do you give in Report Writing?
1, 2, 3, 4, 5, 6, Z, 8, 9, 10, 11, lt, 13 or more, do not teach report wrlting

Do you require a 1ong report in Report ertlng7
a. Yes
b. No

.

What is the normal full-time teaohing load at your institution?
a. 0-6 - - /

b. 7 -9 : /
c. 10 - 12 ‘ /
d. 13 or more /

How many publlcatlons have you had in the past three years?
1, 2 3,, 4 5, 6, more tha//6

How many in the area of business commun1cat10ns7 f L S
l 2, /3 4 '5, 6 more thén 6 C R

Are you involved in conéoltlng or 1n house tra1n1ng7 : ‘ ' o v‘ﬁr .
.a. Yes o / ' L R
"b. No . 3’\?} " / S - ‘:, T ' . - o s o
1N % L '--".‘. R s . - D o ! o - Ce .
If the answer to cfueétwn 27 is yes, then how many times a year" L
a- l - 2 / f X . (o) . . " . L
b.. 3 - 4 ’ . // : ) 13 . . o ‘ ' . .
d. MoreAthaﬁ’6/ v : g o - ' . o e
d VA . - - L ¢




