IB 395 Business Spanish - #04325

Fall 2002

T/Th 4:00 – 5:30, UTC 4.112  

Instructor: 

Orlando R. Kelm

Office:


Batts 314
Phone:

232-4534
Office Hours:

T/Th 2:30 – 4:00
E-mail:

orkelm@mail.utexas.edu 

Internet:

http://dhamma.lamc.utexas.edu/~orkelm/kelm.htm

Exito Web Site:
http://exito.heinle.com

A. Text and Course Materials

Doyle, Michael Scott, T. Bruce Fryer, Ronald Cere.  2001.  Exito Comercial: Prácticas Administrativas y Contextos Culturales.  3rd. Edition.  Fort Worth: Harcourt College Publishers.

B. Class Schedule

Week 1

August

Thursday, Day 29

Introduction to the course

Week 2

September

Tuesday, Day 3

Reading Assignment: El comercio y el contexto hispano (EC Cap. 1): 1-28

Vocabulary Quiz 1  – El comercio

Lectura Comercial: Los contextos del comercio global, 1-8

Pass-off Topic 1: Define “Gross National Product,” “Gross Domestic Product” and “GNP per capita,” Discuss what this information indicates about a country.

Thursday, Day 5

Reading Assignment: La empresa (EC Cap. 2): 29-58

Lectura Comercial:  Organización y clasificación de la empresa comercial, 30-40

Pass-off Topic 2: Discuss the different business entities: e.g., corporations, sole proprietorships, limited partnerships, limited liability corporations, etc.  How are each structured and what are the advantages and disadvantages.

Week 3
Tuesday, Day 10

Reading Assignment: La empresa (EC Cap. 2): 29-58

Análisis y Comparación: Los países hispanoparlantes, 52-56

Pass-off Practice Time

Thursday, Day 12

Reading  Assignment: La gerencia (EC Cap. 3): 59-84

Vocabulary Quiz 2 – La empresa - La gerencia

Lectura Comercial: Requisitos y modelos administrativos, 60-67

Pass-Off Topic 3: Describe the characteristics, abilities, and qualities of an effective manager or executive.

Presentación Cultural: México, 67-73

Week 4
Tuesday, Day 17

Reading  Assignment: La gerencia (EC Cap. 3): 59-84

Lectura Comercial: Requisitos y modelos administrativos, 60-67

Pass-Off Topic 4: Describe the organizational composition of various types of companies.  What are the different positions that exist vertically (upper, middle, and lower management) and horizontally (marketing, finance, production, human resources, etc.)?

Thursday, Day 19

Reading Assignment: La banca y la contabilidad (EC Cap. 4): 85-120

Lectura Comercial: Custodia y control del dinero, 86-97

Pass-Off Topic 5: Describe bank deposits and withdrawals.  What are different ways of making deposits and withdrawals? Describe how to fill out and cash a check.

Week 5

Tuesday, Day 24

Reading Assignment: La banca y la contabilidad (EC Cap. 4): 85-120

Key Economic Indicators Report 1 & 2
Pass-off Practice Time

Thursday, Day 26

Reading Assignment: La banca y la contabilidad (EC Cap. 4): 85-120

Lectura Comercial: Custodia y control del dinero, 86-97

Pass-Off Topic 6: Describe what is found on a balance sheet and an income statement.  What are the components of each and what are they used for?

Week 6

October

Tuesday, Day 1

Reading Assignment: Los recursos humanos y la relaciones laborales (EC Cap. 7): 181-208

Vocabulary Quiz 3 – La banca y la contabilidad - Los recursos humanos

Lectura Comercial: Contratación, pago y negociación laboral, 82-189

Pass-Off Topic 7: Describe the various factors that one considers to determine an employee’s salary 

Thursday, Day 3

Reading Assignment: Los recursos humanos y la relaciones laborales (EC Cap. 7): 181-208

Lectura Comercial: Contratación, pago y negociación laboral, 82-189

Pass-Off Topic 8: Describe how Human Resources may contribute to the physical and emotional well being of employees and to the protection of their rights. 

Week 7
Thursday, Day 8

Reading Assignment: Bienes y servicios (EC Cap. 8): 209-244

Lectura Comercial: Productos y servicios, 210-221

Pass-Off Topic 9: Describe goods and services and their various classifications

Thursday, Day 10

Reading Assignment: Marketing I, mercados y publicidad (EC Cap. 9): 245-276

Vocabulary Quiz 4 – Bienes y servicios - Marketing I

Lectura Comercial: Segmentación del mercado y publicidad, 246-254

Pass-Off Topic 10: Describe the difference between marketing and advertising.  Discuss the elements of price, product, place, and promotion as related to advertising. 

Week 8
Tuesday, Day 15

Texas Plus
Thursday, Day 17

Texas Plus
Week 9
Tuesday, Day 22

Texas Plus

Thursday, Day 24

Texas Plus

Week 10

Tuesday, Day 29

Reading Assignment: Marketing II, compraventa, transporte y almacenaje (EC Cap. 10): 275-306

Lectura Comercial: La compraventa y otras funciones del marketing, 276-285

Pass-Off Topic 11: Describe and compare the differences between wholesale and retail.

Thursday, Day 31

Reading Assignment: Las finanzas (EC Cap. 11): 307-336

Vocabulary Quiz 5 – Marketing II - Finanzas

Lectura Comercial: El financiamiento, los inversionistas y la bolsa, 308-317

Pass-Off Topic 12: Define stocks and bonds.  What are the different types and the differences between them?  Describe the advantages and disadvantages of each.

Week 11

November

Tuesday, Day 5

Reading Assignment: La entrada en el mercado internacional (EC Cap. 12): 337-370

Lectura Comercial: Al encuentro de mercados internacioneles, 338-350

Pass-Off Topic 13: Describe a potential plan of strategy for those entering international trade. 

Thursday, Day 7

Reading Assignment: La entrada en el mercado internacional (EC Cap. 12): 337-370

Análisis y comparación: Exportaciones, 366-368

Key Economic Indicators Report 3 & 4
Pass-off Practice Time

Week 12
Tuesday, Day 12

Reading Assignment: La importación y la exportación (EC Cap. 13): 371-406

Vocabulary Quiz 6 – Mercado Internacional - Importación y Exportación

Lectura Comercial: Intermediarios y prácticas del comercio internacional, 372-384

Pass-Off Topic 14: Describe and define the following:  CFR, CIF, FOB.

Thursday, Day 14

Reading Assignment: La importación y la exportación (EC Cap. 13): 371-406

Lectura Comercial: Intermediarios y prácticas del comercio internacional, 372-384

Pass-Off Topic 15: Describe the use, function, and benefit of a letter of credit.

Week 13
Tuesday, Day 19

Reading Assignment: La importación y la exportación (EC Cap. 13): 371-406

Análisis y comparación: Importaciones, 401-405

Pass-off Practice Time

Thursday, Day 21

Reading Assignment: La importación y la exportación (EC Cap. 13): 371-406

Key Economic Indicators Report 5
Week 14
Tuesday, Day 26

Reading Assignment: Las perspectivas para el futuro (EC Cap. 14): 407-443

Vocabulary Quiz 7 – El futuro

Lectura Comercial: Preparación del gerente para el comercio internacional, 408-416

Pass-Off Topic 16: Describe the potential impact and importance on infotechnology and the internet as related to society, education, and business.

Thursday, Day 28

Thanksgiving Holiday

Week 15

December
Tuesday, Day 4

Reading Assignment: Protocolo telefónico (EC Appendix 1): 445-449

Protocolo telefónico, Oral Presentation

Pass-off Practice Time

Thursday, Day 6

Reading Assignment: La entrevista de trabajo (EC Appendix 4): 456-459

Pass-off Practice Time

There is no final exam for this course.
C.  Chapter Vocabulary Quizzes

Exito Comercial has a list of “Breve Vocabulario Util” at the beginning of each chapter and a list of “Vocabulario” at the end of each chapter.  There will be 7 quizzes on the vocabulary from these chapters.  Each quiz is worth 50 points for a total of 350 points.  There is no makeup for missed quizzes.

D.  Key Economic Indicator Reports

There are five assignments in which student teams (in groups of 3 or 4) will present, in Spanish, a report on the key economic indicators of a given Latin American or Iberian country of choice (one country per group).  You may wish to report on its geography and climate, demography, economy and trade, natural resources and industry, transportation and communications, or language and culture.  Be sure to include details of current events, including current poltical and economic activities.

Each oral presentation is worth 100 points.  Teams will be graded as follows:  Oral Presentation, 40 points; Content Accuracy, 20 points; Visual Display or Handout 20 points; Language and Grammar Accuracy, 20 points.

E.  Oral Presentations of Pass-Off Topics

In a one-on-one situation, each student is required to orally demonstrate ability to discuss business topics in Spanish.  There are 16 topics and each presentation must be orally performed twice.  The first-level pass-off is with another partner in class and does not count for any points.  On a different day, the student will sit with the instructor or teaching assistant and present the topic a second time.  Students may prepare limited notes on 1 3x5 card, but they may not read their presentation.  Each second-level presentation is worth 20 points as follows:  Use of Related Vocabulary, 5 points; Accuracy of Content, 5 points; Preparation and Flow of the Presentation, 5 points; Accuracy of Grammar and Pronunciation, 5 points.

F.  Telephone Conversation

Exercise D 2 on page 347 of the textbook presents a role play of a telephone conversation.  Each student will be a assigned a time to call the instructor and to carry out the role play.  In class, students will present a 5 minute summary of their role-play experience.  The oral presentation is worth 25 points.

G.  Attendance

Due to the nature of the class, the emphasis on oral presentations, class discussion and the pace of the course, attendance is mandatory.  Each student begins with 75 points for attendance and loses 5 points for each day missed.  There is no make-up for points lost.

H.  Comparte Artesanía

In Santiago, Chile there is a non-profit organization, Comparte, that assists local artists in selling their handicrafts.  Comparte maintains a web site that displays the artist’s work, together with a brief written description.  Currently Comparte is working on a project to have English-language descriptions of these items.  Each student in class will be asked to provide an English language description of 5 items.  Students will then send email messages, in Spanish, to Comparte.  In these email messages students practice their Spanish with Comparte representatives by discussing the translations and the handicrafts.  Each student will submit a copy of 4 email messages for credit.  Each message is worth 10 points, for a total of 40.

I.  Grading

The final grade is based on the percentage of total points earned (A=90+, B=80+, C=70+, D=60+).  No make up work is allowed.  Points are distributed on the following basis:

Vocabulary Chapter Quizzes


7 x 50 pts = 
350

Key Ecnomic Indicator Report

1 x  100 pts =
100

Oral Presentation of Pass-Off Topics

16 x 20 pts =
320

Telephone Conversation Report (Oral)
1 x 25 pts = 
  25

Comparte emails



4 x 10 pts =
  40

Attendance




 - 5 per day =
  65

TOTAL






900 pts

*Note:  At the beginning of the semester, students with disabilities who need special accommodations should notify the instructor by presenting a letter prepared by the Services for Students with Disabilities (SSD) Office.  To ensure that the most appropriate accommodations can be provided, students should contact the SSD Office at 571-6259 or 471-4641 TTY.

**Note:  Students who violate University rules on scholastic dishonesty are subject to disciplinary penalties, including the possibility of failure in the course and/or dismissal from The University.  Since such dishonesty harms the individual, all the students, and the integrity of The University, policies on scholastic dishonesty will be strictly enforced.

Oral Presentation Pass-Off Topics: Business Spanish

1. Define “Gross National Product,” “Gross Domestic Product” and “GNP per capita,” Discuss what this information indicates about a country. (Ch. 1, pg. 16)

2. Discuss the different business entities: e.g., corporations, sole proprietorships, limited partnerships, limited liability corporations, etc.  How are each structured and what are the advantages and disadvantages.  (Ch. 2 pg. 34)

3. Describe the characteristics, abilities, and qualities of an effective manager or executive. (Ch. 3 pg. 60-61)

4. Describe the organizational composition of various types of companies.  What are the different positions that exist vertically (upper, middle, and lower management) and horizontally (marketing, finance, production, human resources, etc.)? (Ch 3 pg. 61-63)

5. Describe bank deposits and withdrawals.  What are different ways of making deposits and withdrawals? Describe how to fill out and cash a check. (Ch. 4 pg. 87)

6. Describe what is found on a balance sheet and an income statement.  What are the components of each and what are they used for? (Ch. 4 pg. 90-93)

7. Describe the various factors that one considers to determine an employee’s salary. (Ch. 7  pg. 183)

8. Describe how Human Resources may contribute to the physical and emotional well being of employees and to the protection of their rights. (Ch. 7 pg. 184-185)

9. Describe goods and services and their various classifications (Ch. 8  pg. 210-217).

10. Describe the difference between marketing and advertising.  Discuss the elements of price, product, place, and promotion as related to advertising. (Ch. 9 pg. 246-250)

11. Describe and compare the differences between wholesale and retail. (Ch. 10 pg. 276-280)

12. Define stocks and bonds.  What are the different types and the differences between them?  Describe the advantages and disadvantages of each. (Ch. 11 pg. 310-314)

13. Describe a potential plan of strategy for those entering international trade. (Ch. 12 pg. 338-343)

14. Describe and define the following:  CFR, CIF, FOB. (Ch. 13 pg. 377-378)

15. Describe the use, function, and benefit of a letter of credit. (Ch. 13 pg. 379-380)

16. Describe the potential impact and importance on infotechnology and the internet as related to society, education, and business. (Ch. 14 pg. 408-416

Oral Presentation Pass-Off Grading Sheet
Student Name:
	Pass-Off #1:  Topic: GNP, etc.

	Name of Student Partner: 
	Pass-Off with Instructor: 

	Date:
	Use of Related Vocabulary

        1     2     3     4     5

	General Observations:
	Accuracy of Content

1     2     3     4     5

	
	Preparation & Flow of Presentation

1     2     3     4     5

	
	Accuracy Grammar & Pronunciation

1     2     3     4     5

	
	TOTAL SCORE    :_____  /  20


	Pass-Off #2:  Topic: Business Entities, etc.

	Name of Student Partner: 
	Pass-Off with Instructor: 

	Date:
	Use of Related Vocabulary

        1     2     3     4     5

	General Observations:
	Accuracy of Content

1     2     3     4     5

	
	Preparation & Flow of Presentation

1     2     3     4     5

	
	Accuracy Grammar & Pronunciation

1     2     3     4     5

	
	TOTAL SCORE    :_____  /  20


	Pass-Off #3:  Topic: Effective Managers, etc.

	Name of Student Partner: 
	Pass-Off with Instructor: 

	Date:
	Use of Related Vocabulary

        1     2     3     4     5

	General Observations:
	Accuracy of Content

1     2     3     4     5

	
	Preparation & Flow of Presentation

1     2     3     4     5

	
	Accuracy Grammar & Pronunciation

1     2     3     4     5

	
	TOTAL SCORE    :_____  /  20


	Pass-Off #4:  Topic: Organizational Composition

	Name of Student Partner: 
	Pass-Off with Instructor: 

	Date:
	Use of Related Vocabulary

        1     2     3     4     5

	General Observations:
	Accuracy of Content

1     2     3     4     5

	
	Preparation & Flow of Presentation

1     2     3     4     5

	
	Accuracy Grammar & Pronunciation

1     2     3     4     5

	
	TOTAL SCORE    :_____  /  20


	Pass-Off #5:  Topic: Bank Deposits and Withdrawal, etc.

	Name of Student Partner: 
	Pass-Off with Instructor: 

	Date:
	Use of Related Vocabulary

        1     2     3     4     5

	General Observations:
	Accuracy of Content

1     2     3     4     5

	
	Preparation & Flow of Presentation

1     2     3     4     5

	
	Accuracy Grammar & Pronunciation

1     2     3     4     5

	
	TOTAL SCORE    :_____  /  20


	Pass-Off #6:  Topic: A Balance Sheet, etc.

	Name of Student Partner: 
	Pass-Off with Instructor: 

	Date:
	Use of Related Vocabulary

        1     2     3     4     5

	General Observations:
	Accuracy of Content

1     2     3     4     5

	
	Preparation & Flow of Presentation

1     2     3     4     5

	
	Accuracy Grammar & Pronunciation

1     2     3     4     5

	
	TOTAL SCORE    :_____  /  20


	Pass-Off #7:  Topic: An Employee’s Salary

	Name of Student Partner: 
	Pass-Off with Instructor: 

	Date:
	Use of Related Vocabulary

        1     2     3     4     5

	General Observations:
	Accuracy of Content

1     2     3     4     5

	
	Preparation & Flow of Presentation

1     2     3     4     5

	
	Accuracy Grammar & Pronunciation

1     2     3     4     5

	
	TOTAL SCORE    :_____  /  20


	Pass-Off #8:  Topic: Human Resources, etc.

	Name of Student Partner: 
	Pass-Off with Instructor: 

	Date:
	Use of Related Vocabulary

        1     2     3     4     5

	General Observations:
	Accuracy of Content

1     2     3     4     5

	
	Preparation & Flow of Presentation

1     2     3     4     5

	
	Accuracy Grammar & Pronunciation

1     2     3     4     5

	
	TOTAL SCORE    :_____  /  20


	Pass-Off #9:  Topic: Goods and Services

	Name of Student Partner: 
	Pass-Off with Instructor: 

	Date:
	Use of Related Vocabulary

        1     2     3     4     5

	General Observations:
	Accuracy of Content

1     2     3     4     5

	
	Preparation & Flow of Presentation

1     2     3     4     5

	
	Accuracy Grammar & Pronunciation

1     2     3     4     5

	
	TOTAL SCORE    :_____  /  20


	Pass-Off #10:  Topic: Marketing and Advertising

	Name of Student Partner: 
	Pass-Off with Instructor: 

	Date:
	Use of Related Vocabulary

        1     2     3     4     5

	General Observations:
	Accuracy of Content

1     2     3     4     5

	
	Preparation & Flow of Presentation

1     2     3     4     5

	
	Accuracy Grammar & Pronunciation

1     2     3     4     5

	
	TOTAL SCORE    :_____  /  20


	Pass-Off #11:  Topic Wholesale and Retail

	Name of Student Partner: 
	Pass-Off with Instructor: 

	Date:
	Use of Related Vocabulary

        1     2     3     4     5

	General Observations:
	Accuracy of Content

1     2     3     4     5

	
	Preparation & Flow of Presentation

1     2     3     4     5

	
	Accuracy Grammar & Pronunciation

1     2     3     4     5

	
	TOTAL SCORE    :_____  /  20


	Pass-Off #12:  Topic: Stocks and Bonds

	Name of Student Partner: 
	Pass-Off with Instructor: 

	Date:
	Use of Related Vocabulary

        1     2     3     4     5

	General Observations:
	Accuracy of Content

1     2     3     4     5

	
	Preparation & Flow of Presentation

1     2     3     4     5

	
	Accuracy Grammar & Pronunciation

1     2     3     4     5

	
	TOTAL SCORE    :_____  /  20


	Pass-Off #13:  Topic: International Trade

	Name of Student Partner: 
	Pass-Off with Instructor: 

	Date:
	Use of Related Vocabulary

        1     2     3     4     5

	General Observations:
	Accuracy of Content

1     2     3     4     5

	
	Preparation & Flow of Presentation

1     2     3     4     5

	
	Accuracy Grammar & Pronunciation

1     2     3     4     5

	
	TOTAL SCORE    :_____  /  20


	Pass-Off #14:  Topic: CRF, FOB, etc.

	Name of Student Partner: 
	Pass-Off with Instructor: 

	Date:
	Use of Related Vocabulary

        1     2     3     4     5

	General Observations:
	Accuracy of Content

1     2     3     4     5

	
	Preparation & Flow of Presentation

1     2     3     4     5

	
	Accuracy Grammar & Pronunciation

1     2     3     4     5

	
	TOTAL SCORE    :_____  /  20


	Pass-Off #15:  Topic: Letter of Credit

	Name of Student Partner: 
	Pass-Off with Instructor: 

	Date:
	Use of Related Vocabulary

        1     2     3     4     5

	General Observations:
	Accuracy of Content

1     2     3     4     5

	
	Preparation & Flow of Presentation

1     2     3     4     5

	
	Accuracy Grammar & Pronunciation

1     2     3     4     5

	
	TOTAL SCORE    :_____  /  20


	Pass-Off #16:  Topic: Technology, etc.

	Name of Student Partner: 
	Pass-Off with Instructor: 

	Date:
	Use of Related Vocabulary

        1     2     3     4     5

	General Observations:
	Accuracy of Content

1     2     3     4     5

	
	Preparation & Flow of Presentation

1     2     3     4     5

	
	Accuracy Grammar & Pronunciation

1     2     3     4     5

	
	TOTAL SCORE    :_____  /  20
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8

