ACCT 2XX:  Effective Communication in Accounting and Finance

I. Introductory Information

A. Department Name:  Business Administration, Computer Science, and Information Technology

B. Departmental Catalog Number:  ACCT 2XX

C. Course Title:  Effective Communication in Accounting and Finance

D. Semester Hours of Credit:  3 Hours

E. Clock Hours per Week: 3 Hours

F. Overlays: Information Literacy, Writing Emphasis

G. Restrictions Upon Student Registration:  ENGL 100, ACCT 115, and CISC 150, or permission of the instructor.  Enrollment will be restricted to students majoring in Accounting, Business Administration, Management of Technology or Computer Information Science, for whom it will fulfill a Major requirement.

II. Description of the Course

A. Catalog description:  Acquaints students with the types of communication prevalent in the Accounting profession, including communicating financial and managerial accounting information and information related to audit and tax engagements.  The primary emphasis is on preparing students to write proposals and reports appropriate to the accounting environment.

III. Exposition

A. Objectives:

At the end of the course, a student should be able to do the following:

1. Choose, create, and evaluate rhetorical structures appropriate to accounting engagements.

2. Demonstrate an ability to write letters, memoranda, and electronic mail that reflect the principles of business correspondence.

3. Demonstrate an ability to write persuasive proposals and reports.

4. Using groupware, collaborate with a team that is geographically dispersed in order to plan, draft, and revise both written and oral business presentations.

5. Evaluate the narrative portions of Annual Reports and 10-K Reports.

6. Create and critique reports appropriate to an audit engagement.

7. Identify and use information available on the Internet and in the library to prepare an accounting research report.

B. Activities and Requirements:

1. Students will write at least 6000 words of nonfiction prose.

2. Class work will consist of lectures, group discussion and projects, including peer critique of written assignments.

3. Students must complete and submit a written term project that will require use of on-line and hard copy research material.

4. Students must achieve a satisfactory average grade on examinations, case study analyses, projects, and presentations.

C. Major Units and Time Allotted:

1. Communication and the writing process………………  6 Hours.

2. Communicating to prepare for an accounting career……3 Hours

3. Written communication: letters, memos, and e-mails…   3 Hours.

4. Written communication: proposals and reports………..  6 Hours.

5. Collaborative communication……………………………6 Hours

6. Communicating financial information: Annual Reports and 

10-K Reports……………………………………………..6 Hours

7. Communicating managerial accounting information  ….  6Hours

8. Communication and the audit engagement……..……… 3 Hours

9. Communication and the tax engagement…..…………... 3 Hours

10. Examinations and assessment of student progress…..….  3 Hours

D. Materials and Bibliography:

1. Suggested Textbooks:

May, Claire B. and Gordon S. May.  Effective Writing: A Handbook for
      Accountants. 6th Ed. Upper Saddle River, N.J.: Prentice Hall, 2003. 

McKay, Melanie and Elizabeth Roza. The Accountant’s Guide to
      Professional Communication.  Fort Worth: Dryden, 2003.

2. Bibliographical Support:
      

Andrews, Joseph D. Jr., Claire B. May and Gordon S. May.  Effective 

      Writing:  A Handbook for Finance People. 

      Upper Saddle River, N.J.: Prentice Hall, 1999.



Bailey, Edward P. Writing and Speaking at Work. Upper Saddle River,



      N. J.: Prentice Hall, 1999.



Bergman, Thomas P., Stephen M. Garrison and Gregory M. Scott.  The



      Business Student Writer’s Manual and Guide to the Internet.  Upper

 

      Saddle River, N.J.: Prentice Hall, 1998.



Bovee, Courtland L., John V. Thill and Barbara E. Schatzman.  Business


      Communication Today. 7th Ed.  Upper Saddle River, N.J.: Prentice



     Hall, 2003.



Kolln, Martha G. Rhetorical Grammar. 4th Ed. Boston:  Allyn and Bacon,



     2002.



Lunsford, Andrea A.  The St. Martin’s Handbook. 5th Ed. Boston: 



     Bedford, 2003.



Markel, Mike.  Technical Communication. 6th Ed. Boston: Bedford,



      2001.



Osborne, Jayne E., Ed. The Communication Advantage. New York:



     American Institute of Certified Public Accountants, 1993.



Vivian, Kaye. Winning Proposals. New York: American Institute of



     Certified Public Accountants, 1998.

IV. Standards

Grades will be determined in accordance with the grading policy of the University and will be based primarily on the quality of examinations, projects and other assignments.


V. Rationale and Impact

The course is designed to strengthen the writing skills of Accounting majors and other students whose careers will require them to communicate accounting information.  In addition to Writing Emphasis, the course also fulfills in part the University requirements for students to demonstrate Information Literacy, in this case concentrating on Information Literacy in the content area of the students’ major.

VI. Cost and Staff Analysis  

One or two sections of this course will be offered each year to Accounting majors and other majors in the Department of Business Administration, Computer Science and Information Technology.  Many students in majors from both colleges need business communication courses.  This demand is fulfilled in part by other departments that offer service courses, but these departments are not able to staff enough sections to meet all the students’ needs across the University.  A minimum of one section a year of “Effective Communication for Accountants” will help Accounting students to full their major requirements for a writing course that emphasizes accounting and business content.

No additional faculty will be required to teach one or two section of this course per year, as the Business Administration, Computer Science and Information Technology Department will adjust the number of introductory and upper level accounting courses accordingly.

VII. Date Approved by the University President

___________________________________   _______________________

(Signature of the President)

       (Date)l

