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ABSTRACT

Two-thirds of the 622 schools responding to a fall 1983
business communication survey of post-secondary schools required a
business communication course. Less than one-third of these schools
required business English. Business communication was offered most
frequently at the sophomore level. Respondents indicated that in a
first course in business communication the most emphasis should be
given to communication fundamentals, letters and memos, and report
writing. The respondents believed the least emphasis should be given
td communication theory, organizational communication, oral
communication, communication technology, and related topics (ethics,
non-verbal communication, and intercultural communication),

INTRODUCTTION

During fall 1983 a business communication survey of 4,658 post-
secondary schools was conducted. The purposes uf this survey were as
follows:

1. To determire Lhe status of business communication.

2. To seek the opinions of business communication faculty members on
content 2mphasis and cupplementary materials for a first course
in business communicat‘on.

South-Western Publishing Company facilitated the su: rey by
printing the questionnaires and mailing them to the post-secondary
schools on its mailing list.

(\) A copy of the survey instrument is shown in tte Appendix,
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SURVEY RESPONDENTS

There were 622 respondents to the census survey. As shown in Table
I, the four major categories of post-seconlary schools were represented.

Table I. Business Communication Survey Responses

Number of Number of Percent of

, Questionnaires Responses Total
Type of School Mailed Responses
Community/Junior Colleges 1009 206 33.12
Four-Year Colleges/

Universities 1342 203 32,62
Post-Secondary Vocational

Schools 606 59 9.5%
Private Business Colleges/

Schools 1701 103 16.62
Other 0 51 8.22
Total 4658 622 100,02

The survey results presented in this report are based on the 622
responses reprecented in Table I. Inferences from these data may have
some unintentional bias due to the non-random nature of tts sample in
this ¢ :nsus survey; however, the size and proportional representation of
the response received provides infcrmative data. A summary analysis of
the detailed data secured appears in this report.

FINDINGS

The findings of the survey reveal for the respondent schools the
status of business communication instruction anu related information.

Types of Schools

Approximately one-third of the respondents represented Community/
Junior Colleges, one third represented Four-Year Colleges/Universities,
and one-third represented Post-Secondary Vocational Schools, Private
Business Colleges/Schools, and an "Other" category.
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Enrollments

One half (53.2 percent) of the respondent aschools had enroll-
ments of less than 2,000 stu ents. The other half of the schools'
enrollment was distributed from 2,000 to 15,000 or more students. Over
20 percent of the schools had enrollments of 5,000 or more students.

Business Comrunication Requirement
[]

About two-thirds (64.1 percent) of the schools required a
business comnunication course. Another 13.2 percent offered business
communication on an elective basis. While the percentages of schools
requiring a business communication course ranged from 59.6 percent for
Four-Year Colleges/Universities to 72.9 percent for Post-Secondary
Vocational Schools, there appeared tu be no significant differences
emong the types of schools as to the percentage requiring a course.

Business Communication Enrollments

Average annual enrollments in the business communication
courses ranged from less than 50 students to over 3,000 students. More
than halt of the schools (53.7 percent) had average annual enrollments
of less than 50, two-thirds (68.5 percent) had less than 100, one-
fourth (26.5 percent) between 200 and 750, and five percent had
enrollments cver 750.

Business Communication Textbooks Used

Some 121 different business communication textbooks were used
by the schools responding to the survey. Those textbooks with more
than 2.5 percent of the total adoptions were as follows:

Robertson and Perkins, Effective Correspondence for Colleges

Himstreet and Baty, Business Communications

Lesikar, Basic Business Communication

Wolf, Keyser, and Aurner, Effective Communication in Business

Stewart and Zimmer, College English and Communication

Murphy and Peck, Effective Business Communication

Sigband and Bateman, Communicating Through Letters

Wilkinson, Clarke, and Wilkinson, Commdﬂicating,Through Letters and
leports

Poe and Fruehling, Business Communication: A Problem Solving
Approach

Treece, Communication for Business and the Professions

The listed textbooks account for about one-half (48.3 percent)
of the total adoptions. ‘

Business English Requirement

Less than one-third (29.7 percent) of the respondent schools
required a business English course. Another 5.1 percent of the schools
offered business English on an elective basis.
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Four-Year Colleges/Universities (5.9 percent) were the least
likely to require business English, whereas Post--Secondary Vocational
Scheols (57.6 percent) and Private Business Colleges/Schools (67.0
percent) were most likely to require such a course. About one-fourth of
the Community/Junior Cnlleges (27.7 percent) required business English.

Business English Enrollments

In the schools that offered business English courses, the
enrollments were relatively low. Over three=-fourths of the schools
offering business English had average annual enrollments of less than 50
students, Almost all the schools had annual enrollments less than 500.

Business English Textbooks Used

Some 77 different business English textbooks were used by the
respondent schools. Of these 77, only four textbooks were each zdopted
by more than 2.5 percent of the schools which responded. These four
textbooks, which account for a total of 39,6 percent of all adoptions,
are the following:

Barry, Business English for the 80's

Burtness, Effective English for Colleges

Stewart and Zimmer, College English and Communication
Sabin, Gregg Reference Manuals and Worksheets

Two-thirds of the respondents to the survey (66.2 percent) did
not indicate a buriness English textbook, the reason being that many
schools do not offer business English as a separate course.

Grade Level for Basic Business Communication Course

The grade level at which the basic business communication rourse
was most frequently offered by the respondent schoole i{s as follows:

Percent
Grade Level Offering Type of Institution
Freshman 47.62 Private risiness College/School
Freshman 45.8% Post-Secondary Vccational School
Sophomore 55.8% Community/Junior College
Junior 40.4% Four-Year College/University

Overall, approximately one-third of the schcols (30.9 percent)
offered basic business communication most frequently at the sophomore
level.

Availability of Microcomputers

At the time of the survey, about three-fourths of the schools
(72.2 percent) had microcomputers available to the department in which
business communication was taught. There were no significant
differences among the types of schools as to which ones had micro-
computers and which ones did not.
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For the Four-Year Colleges/Universities and Community/Junior
Colleges, the order of most frequent availability was Apple II, IBM
Personal, and Radio Shack TRS-80 Model III. For the Post-Secondary
Vocational Schools and Private Business Colleges/Schools, the order was
Apple II, Radio Shack, and IBM Personal.

Qverall, over half of the schools (55.3 percent) had one or
more Apple II, 43.7 percent one or more Radio Shack, 41.2 percent one
or more IBM Personal Computer, and 33.8 percent one or more Commudore
Pet.

Current Use of Microcomputers in Business Communication Instruction

Over one-third of the schools (35.4 percent) indicated that
although microcomputers were available for business communication
instruction they were not used for that purpose.

Those using microcomputers used them as follows: 10.8 percent
used them for computer assisted instruction, 28.8 percent for word
processing/text editing, and 3.7 percent for other purposes. There
were no significant differences among the types of schools in the way
microcomputers were used in business communication instruction.

Potential Use of Microcomputers in Business Communication Instruction

Over half of the school responses indicated that microcomputers
could be used effectively in business communication instruction if
appropriate software were available, The use most often selected (60.9
percent) was word processing/text editing. Also, using micro-
computers for computer assisted instruction was gselected by 51.3
percent. Other uses were indicated by 8.8 percent such as checking
spelling, sentence construction, etc, There were no significant
Jifferences among the responses of the various types of schools as to
how microcomputers could be used in business communication instruction.

Content Emphasis in a First Course in Business Communication

Overall, respondents indicated that in a first course in
business communication the most emphasis should be given to

communication fundamentals, letters and memos, and report writing,

Least emphasis was indicated by the most respondents for communication
theory, organizational communication, oral communication, communication
technology, and related topic. (ethics, nonverbal communication, and
intercultural communication).

The Post-Secondary Vocational Schools and Private Business
Colleges/Schools placed heaviest emphasis on business English while
Community/Junior Colleges and Four-Year Colleges/Universities tendec to
rate business English lower.

Importance of Instructional Aids

All schools tended to rank the Teacher's Manual as the most
important instructional aid.
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Over three-fourths of the schools (79.1 perrent) ranked the
Teacher's Manual acr an important or very important instructional aid.
The Student Workbook was ranked important or very important by 53.7

percent, Audio-Visual Aids by 59.1 percent, and Microcomputer Software
by 42.4 percent.

Four-year Colleges/Schocls ranked the importance of Student
Workbooks low (only 27.1 percent thought them important or very
important), whereas over two-thirds of the other types of schools
thought Student Workbooks were important or very important.

Other than the Private Business Schools/Colleges at 43.7 per-
cent, over half of all the other types of schools thought Audio-Visual

Aids important or very important. (The range was from 55.9 percent to
69.0 percent).

Post-Secondary Vocational Schools were most interested in
Micro.omputer Software as an instructional aid. Over half of them (59.3
percent) thought Microcomputer Software was important or very important.
About 40 percent of the other types of schools ranked Microcomputer
Software as important or very important.

CONCLUSION

Business communication instruction is an extensive offering in
post-secondary schools. Whereas there is considerable agreement on the
appropriate content emphasis in a first course in business communica-
tion, wide variation in instructional materials is evidenced by the more
than 100 textbooks used. Microcomputers will play an increasing role in
business communication in the future.
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SUUIHGWESHERN
RUBHSHINGIG

8101 Madison Roed, Cincinnati, OH 48227 @@
Telephone: $13-271-8811 (*}

October, 1983

WHAT IS YOUR SCHOOL
DOING IN BUSINESS
COMMUNICATION?

Your advice is needed! The development of new, high-quality learning
materials in business communication is one of our top priorities at
this time. By sharing information about your school's business

communication ot. erings, you can help determine the direction of
our texts in years to come.

You are the only person in your school who has received the enclosed
questionnaire. If you need information from other teachers for
respons~s to some of the questions, please consult with them as
necessary. If you are not currently teaching business communication
and someune else at your school is in a better position to complete
the questionnaire, please encourage that person to respond.

To receive a copy of the results of this survey, just include your
name and address on the last page of the survey-form. Please raturn
the form in the enclosed postage-paid envelope as soon as possible.
Information about your school's courses will be counted in the results
if we receive your information by December 1.

Thank you for your assistance.

Sincerely

Hrcta (. Ll

College/University Department

Cincinnati, OH 45227 - Dallas, TX 76229 - Palo Alto, CA 94304 - West Chicago, IL 60185 : Pelham Manor, NY 10803°

8




266 Harcourt, Krizan, & Aldridge

JUSINESS COMMANICATION STAVEY QURSTIONMAIRE

(1 !lnn citcle the smaber vhich represeats (2) Pluu circle the sumber vhich represeats
title that best dascrides yeur scheel or the wadergraduate studeat earell..et at yeur -
eonm scheel or college.

1 Commmaitv/Juaier College 1 Tever thes 2,000
2  Tour-Yesr Collega/University 2 2,000 - 4,99
3 Pest-Seceadary Vecaticaal Scheel 3 5,000 - 9,99
& Private Dusisess College/Scheel & 10,000 - 14,999
S Other $ 15,000 er mere

Ter Questions 3 threugh §, !luu provide infarmation fer each commumicstieon courss that busisess
students ot your scheel/cellegs ere required to take er may elect te take:

umm_%uknt
171 Reguired ‘fﬁt(l) Used: (Title sad auther(s)]) lll“l reesen: taxt(s) selected:

1—/ Blective

Avarege
Ananasl
Sarollmest (2) f2)
Last
Three
Yesrs

(3l (3l -

(4) Dusisess Reglis

1—/ DBequired Text(s) Used: (Title sed eutter{s|) Main reasens taxt(s) selected:
1_/ Rlective ) nl

Aversge
Asaral
Larellmaat (2] (2)
Last
Three
Yeers

131 (31

Other Commuaicetion Course (Ceurse Name)

_/ Daquired Text(s) Used: (Title snd suther(s]) Main resseas text(s) selected:
/=1 Tlective (1] (1)

Average . —

A sual

Zarollsent (2] B ]
Last

Thres
Yesrs

(3] - (3]

(6) Other Commumicstion Ceurse (Course Weme)

1_/ Raquired Text(s) Used: (Title end euther(s)) Main resseas text(s) selected:
/] Rlective (1] (1

Aversge
Ansual
Larol lwent (2, _
Last
Thres
Yesrs

(2]

3 (3l

BES| COPY AVAILABLE

J




Harcourt, Krizan, & Aldridge 261

. 1 Freshmes
(¢)] _Plnuz'trt::u s.h gtade level at vhich your + 2 Sephemere
scheel's/csllege’a inags ratien
course is mest eftes takea. 3 Juaier
& Seaier
S Net sffered as & separate ceurse

Far Questions § threugh 12, plssse isdicate the susber sf micrecemputers sf each brasd vhich ia available to
your departaest. '

drand . Nons -3 €10 11-20 Over30

(&) Apple 11 1 2 3 L} S

(9) Commedore 64 1 2 3 [ S

€10) 1M1 Persessl 1 2 3 & S

(11) Redie Shack TRS-80, Medel III 1 2 3 4 S

(12) Other 1 2 3 ) S

(13) 1f micrecomputars are aveilable te your (16) Please indicate bov you thisk uemoquuu'
departaunt, plesse indicate bhov they are could be used effectively ia busisess
currvatly being uwsel @ dusiness cosmmsi- commuaicatios iastructios if appropr:' te softe
e_ujgr_’__tmm. {PTease check all that vare pragreas vere available.
apply.
1/ Availabls, but set used /7| Could net be used effectively
/_/ Net availabls /_/ Used fsr computer assisted imstructios
/_1 Used for computer sssirted imstruction /_/ Used as word precessers/text editors
’_‘ g::: 88 vord precessers/text sditors /__/ Other uses:

r uses:

For Quastieas 1S threugh 24, iadicate the perceatage of coatent emphasis that sscl Lepic liated should
have ia & first ceurse ia busineas commuaicatiea isstructioca.

(13) Commusication Theery (infsrmatiea theery, commumication precess
medels, besavieral ceacepts, otc.)

(16) Orsesizstiosal Commwmicstion (orgsaizatiomal charscteristics,
cosmuaicatioa Ilev ia orgaaizatiens, lsadership asd power, ste.)

an Cﬁtugu Fuadsaeatals {(vritisg guides, you-viewpeist,
reiers, ote.

(18) Business Letter ssd Memorsndum Vritisg (geod wws/bad news
otters ana menes, empleymeat letters sad resumss, stc.)

(19) Susisess Repert Vritiag (ressarch ssthodology, orgesiastion of
: reports, graphic aids, etc.)

(20) Oral Commusicatiea (presestatioa priaciples, craducting and jartici-
patiag is seetings, dictaties, otc.)

(21) Dusimess Baglish (grammar, puactuaties, sechesics, etc.)

(22) Cosmmmmication Trchaolegy (werd nrocessiag, electrenic commuaication,
queuhmdng"Iﬂ‘vﬁo«nu,metn. c;e.)

(23) Related Costent Tepics (commsnication ethics. somverbal comsumicstioun,
Tatercultura] cemmusicaties, ste.)

(24) Other

I 1111

PLEASE 3L SURE YOUR PERCEINTAGES TOTAL 100%

BEST COPY AVAILABLE
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Tor Quastions 25 thresgh 29, plesse circle the sumber vhich Topresests the ispertance of esch of the felleving
imstructionsl sids:

INPORTANCE
Semavhat Very
Instructions] Afdy Usimpetset Importast Ispestast lsportast
(28) ' {suggestad tecchisg
1] s, S80WETY O text questiesas, 1 2 3 4
test questieas, ®tc.) .
(26) 8 (review questioens,
application ezercises, blask sta- 1 2 3 )
tissery, ste.)
2n o=Vigta (tesasparencies
3%-7. 1ip charts, etc.) ' 1 2 3 4
(28) Mjicrecemputer Seftware (cemputer 1 2 3 "
sisisces iastructies, test stieas,
spplication emercises, ste. .
(29) Other
1 2 3 4
(30) Commeats:

If you weuld like to receivs s cepy of the results of thia survey, plesss complete this section.

r.o Titie Telepnose '
lisge/3cnool
kdduu Clty™ State 41y oae

VOTE: Plasss rsturn ths complated quastionnsirs to Mrs. Linds Sullivsa, Macketing Mamager, Collage/Usiversity
Depa~-taent, Seuth-Westers Publiskisg Compsay. 5101 Madisoa Road, Ciscinmati, OM 45227. (A postage-psid
savelope is esclesed.)

TRANK YOU FOR TOUR ASSISTANC
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