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BUSINESS COMMUNICATION (BCM 247) 
SPRING 2016 COURSE SYLLABUS 

 

Course Number:  BCM 247.503 
Instructor:  Dr. Clive Muir, Associate Professor 
Department:  Business Communication & Legal Studies 
Class Time/Place: Fully Online in D2L / Log in Daily Monday to Thursday 
Office/Phone/Email: 229 McGee Building / 936.468.6280 / muirc@D2L.sfasu.edu 
Office Hours:  Tues. &Thur. 8:00am-9:30am / Tues. 10:45am-12:45pm 
Online Hours:  Wed. 11:00am-3:00pm and by appointment 
 

NOTABLE QUOTE 
 

“If all my possessions were taken from me with one exception, I would choose to keep the power of 
communication, for by it I would soon regain all the rest.” (Daniel Webster, U.S. Statesman) 
 

COURSE CATALOG DESCRIPTION 
 

Application of business communication principles through creation of effective business documents and oral 
presentations. Includes study and application of team communication and use of technology to facilitate the 
communication process. Prerequisites: ENG 131, 132, 133 or 235. 
 

COURSE REQUIREMENTS 
 

This course emphasizes employment communication, research-based writing, and team building activities. Topics 
include writing good news messages, bad news messages, persuasive messages, and oral presentations. 
Assignments will require secondary research, primary research, and the use of communication technologies. 
Several quizzes and two major examinations will be administered. 

 

STUDENT LEARNING OUTCOMES 
 

1. Apply critical thinking to business communication strategies and principles to prepare effective 
communication for diverse business situations. Critical thinking. 

2. Effectively develop, interpret, and express ideas through written, oral, aural, and visual communication. 
Communication 

3. Identify different points of view and work effectively in a team setting. Teamwork 
4. Participate as a team member in activities that utilize collaborative work skills. Teamwork. 
5. Identify issues relating to ethical, legal, cultural, and global situations affecting business communication that 

will result in ethical decision making. Personal Responsibility. 
6. Utilize analytical and problem solving skills appropriate to business communication when creating business 

documents. Critical Thinking 
7. Select appropriate organizational formats and channels used in developing and presenting business 

messages. Communication. 
8. Compose and/or revise accurate business documents using computer technology.  Communication 
9. Communicate via electronic mail, Internet, and other technologies. Communication. 
10. Deliver an effective oral business presentation. Communication. 
 

TEXT AND TECHNOLOGY REQUIRED 
 

BCOM 7 (2015/2016) by Carol Lehman & Debbie DuFrene.  
Cengage Learning. ISBN-13: 9781305401938. 
 

Personal Computer • High Speed Internet Access • Digital Camera  
PDF Software • MS Office 2010 (Word & PowerPoint) 

 

PROGRAM LEARNING OUTCOMES 
 

Program learning outcomes define the knowledge, skills, and abilities students are expected to demonstrate upon 
completion of an academic program. These learning outcomes are regularly assessed to determine student learning 
and to evaluate overall program effectiveness. You may access the program learning outcomes for your major and 
particular courses at http://www.sfasu.edu/cob/ug-plo.asp. 
 

http://www.sfasu.edu/cob/ug-plo.asp
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GENERAL EDUCATION CORE CURRICULUM 
 

This course has been selected to be part of Stephen F. Austin State University’s core curriculum.  The Texas Higher 
Education Coordinating Board has identified six objectives for all core courses:  Critical Thinking Skills, Communication 
Skills, Empirical and Quantitative Skills, Teamwork, Personal Responsibility, and Social Responsibility.  SFA is 
committed to the improvement of its general education core curriculum by regular assessment of student 
performance on these six objectives. 
 

Assessment of these objectives at SFA will be based on student work from all core curriculum courses.  This student 
work will be collected in D2L through LiveText, the assessment management system selected by SFA to collect 
student work for core assessment.  LiveText accounts will be provided to all students enrolled in core courses through 
the university technology fee.  You will be required to register your LiveText account, and you will be notified how to 
register your account through your SFA e-mail account.  If you forward your SFA e-mail to another account and do not 
receive an e-mail concerning LiveText registration, please be sure to check your junk mail folder and your spam filter 
for these e-mails.  If you have questions about LiveText call Ext. 1267 or e-mail SFALiveText@sfasu.edu. 
 

The chart below indicates the core objectives addressed by this course, the assignment(s) that will be used to assess 
the objectives in this course and uploaded to LiveText this semester, and the date the assignment(s) should be 
uploaded to LiveText.  Not every assignment will be collected for assessment every semester.  Your instructor will 
notify you which assignment(s) must be submitted for assessment in LiveText this semester. 
 
 

Objectives/Outcomes 
 

1. Critical Thinking.  Students will be instructed in and will apply critical thinking skills to include creative thinking, 
innovation, inquiry, analysis, evaluation, and synthesis of information. 

 

2. Communication Skills.  Students will be instructed in and will apply communication skills to include development, 
interpretation and expression of ideas through written, oral, and visual communication. 

 

3. Teamwork.  Students will be instructed in and will apply, practice, and demonstrate Teamwork to include the 
ability to consider different points of view and to work effectively with others to support a shared purpose or goal. 

 

4. Personal Responsibility.  Students will be instructed in and will apply, practice, and demonstrate Personal 
Responsibility to include the ability to connect choices, actions, and consequences of ethical decision-making.  

 
 

CORE OBJECTIVE DEFINITION 
ASSIGNMENT 

TITLE 
DATE DUE IN LIVE TEXT 

Critical Thinking 
Skills 

To include creative thinking, innovation, inquiry, and 
analysis, evaluation and synthesis of information. 

Blog Assignment Not Assessed Spring 2016 

Communication 
Skills 

To include effective development, interpretation and 
expression of ideas though written, oral, and visual 
communication. 

Blog Assignment Not Assessed Spring 2016 

Empirical and 
Quantitative Skills 

To include the manipulation and analysis of 
numerical data or observable facts resulting in 
informed conclusions. 

Not Assessed in this 
course 

Not Assessed in this course 

Teamwork To include the ability to consider different points of 
view and to work effectively with others to support a 
shared purpose or goal. 

Team Assignment Not Assessed Spring 2016 

Personal 
Responsibility 

To include intercultural competence, knowledge of 
civic responsibility, and the ability to engage 
effectively in regional, national, and global 
communities. 

Assignment Not Assessed Spring 2016 

Social Responsibility To include the ability to connect choices, 
actions and consequences to ethical decision-
making. 

Not Assessed in this 
course 

Not Assessed in this course 

 
 

 
 

mailto:SFALiveText@sfasu.edu
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UNIVERSITY POLICIES 
 

Academic Integrity (A-9.1) 
 

Academic integrity is a responsibility of all university faculty and students. Faculty members promote 
academic integrity in multiple ways including instruction on the components of academic honesty, as well 
as abiding by university policy on penalties for cheating and plagiarism.  
 

Definition of Academic Dishonesty 
Academic dishonesty includes both cheating and plagiarism. Cheating includes but is not limited to (1) using 
or attempting to use unauthorized materials to aid in achieving a better grade on a component of a class; 
(2) the falsification or invention of any information, including citations, on an assigned exercise; and/or (3) 
helping or attempting to help another in an act of cheating or plagiarism. Plagiarism is presenting the words 
or ideas of another person as if they were your own. Examples of plagiarism are (1) submitting an 
assignment as if it were one's own work when, in fact, it is at least partly the work of another; (2) 
submitting a work that has been purchased or otherwise obtained from an Internet source or another 
source; and (3) incorporating the words or ideas of an author into one's paper without giving the author 
due credit. Please read the complete policy at http://www.sfasu.edu/policies/academic_integrity.asp 
 

Withheld Grades Semester Grades Policy (A-54)  
 

Ordinarily, at the discretion of the instructor of record and with the approval of the academic 
chair/director, a grade of WH will be assigned only if the student cannot complete the course work because 
of unavoidable circumstances. Students must complete the work within one calendar year from the end of 
the semester in which they receive a WH, or the grade automatically becomes an F. If students register for 
the same course in future terms the WH will automatically become an F and will be counted as a repeated 
course for the purpose of computing the grade point average.  
 

Students with Disabilities 
 

To obtain disability related accommodations, alternate formats and/or auxiliary aids, students with 
disabilities must contact the Office of Disability Services (ODS), Human Services Building, and Room 325, 
468-3004 / 468-1004 (TDD) as early as possible in the semester.  Once verified, ODS will notify the course 
instructor and outline the accommodation and/or auxiliary aids to be provided.  Failure to request services 
in a timely manner may delay your accommodations. For additional information, go to 
http://www.sfasu.edu/disabilityservices/. 
 

Student Conduct (University Policy 10.4) 
 

Classroom (online) behavior should not interfere with the instructor’s ability to conduct the class or the 
ability of other students to learn from the instructional program. Unacceptable or disruptive behavior will 
not be tolerated. Students who disrupt the learning environment may be asked to leave class and may be 
subject to judicial, academic, or other penalties. This prohibition applies to all instructional forums, 
including electronic, classroom, labs, discussion groups, field trips, etc. The instructor shall have full 
discretion over what behavior is appropriate/ inappropriate in the classroom. Students who do not attend 
class regularly or who perform poorly on class projects/exams may be referred to the iCare Early Alert 
Program.  This program provides students with recommendations for resources or other assistance that is 
available to help SFA students succeed. See the full Student Conduct Code at 
http://www.sfasu.edu/policies/student-conduct-code.pdf. 
 
 
 
 
 
 
 
 
 

http://www.sfasu.edu/policies/academic_integrity.asp
http://www.sfasu.edu/disabilityservices/
http://www.sfasu.edu/policies/student-conduct-code.pdf
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COURSE POLICIES AND PROCEDURES 
 

Attendance will be taken every day from Monday to Thursday in this class. That means you must log in to 
D2L on those days to retrieve assignments, check email, etc. If you do not log in to D2L for more than two 
days in a row, five (5) points will be subtracted from your final grade. 
 

If you must miss class to attend a university-sponsored event, you must provide a letter from the faculty or 
staff coordinating the event. Also, you must arrange for timely completion and submission of any affected 
assignments. Merely having a letter from the staff or faculty member regarding an event does not diminish 
your responsibility to complete assignments. I will not give substitute assignments when it is clear that you 
could have completed the original assignments. 
 

Email related to the course will be sent via D2L. Such emails may be personal to you or general to the class, 
and may concern any activities or assignments throughout the semester. It is your responsibility to check 
your D2L email at least twice daily. Please note that if you forward your D2L mail to another email address 
(including your SFA email account), you must log into D2L in order to reply to the original email. When you 
send me an email, please state a specific question or request if you want a reply. Avoid giving too much 
personal detail about a situation. Also, do not predict my answer when making a request, such as, “I will 
understand if you say no.” Just state the issue or question clearly and concisely. 
 

ASSIGNMENTS AND GRADE SCALE 
 

ASSIGNMENTS POINTS PERCENT  GRADE SCALE 

Letters, Memos & Other Written Messages 120 30%  A 360 -- 400 pts. 

Quizzes and Other Assignments 100 25%  B 320 -- 359 pts. 

Research Report and Proposal 80 20%  C 280 -- 319 pts. 

Examinations (Mid-Term & Final) 80 20%  D 240 -- 279 pts. 

Oral Presentation 20 05%  F Below 240 pts. 

Total Points for Course 400 100%    
 

Written assignments are graded for format (physical arrangement of information); organization (logical 
arrangement of information), and content (type of information included). Additional criteria will be 
specified for each writing task. All assignments must be single-spaced with your name in the appropriate 
place on the document (e.g. in the “From” line of a memo; in the signature box of a letter). You will lose 
points for excessive punctuation, spelling, and grammar problems. 
 

Oral presentation is video-recorded and graded for visual (appearance of your video); verbal and nonverbal 
delivery (how you present the information); and content (type of information included). Additional criteria 
will be specified on the task sheet. 
 

Due dates and times will be given for each assignment. Some assignments may have multiple due dates if 
the assignments have several parts, or if I need to evaluate the draft of an assignment in order to give you 
feedback to improve the final version of the assignment. If you do not submit the draft when required, any 
final version you submit will not be graded. 
 

Submit all assignments to the D2L Dropbox before the due date and time. I am unable to resolve technical 
problems, so please call the Office of Instructional Technology at 936.468.1919 for help. When a Dropbox 
closes, it will not be reopened. Missed assignments earn no points. 
 

Grades are posted in D2L, so you can assess your performance at any time. Points earned on all exams and 
assignments carry the same weight. In other words, do not expect to pass the course just by taking exams. 
There are no bonus assignments or points in this course. 
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TENTATIVE COURSE SCHEDULE 
 
 

DATES CHAPTERS & TOPICS ASSIGNMENTS (points) POINTS 

01|19 - 01|25 Ch. 1 - Course Framework Introduction (5) Bio Sketch (20) 25 

01|25 - 01|28 Ch. 2 - Interpersonal Theories Johari Report (20); Quiz #1 (10) 30 

02|01 - 02|04 Ch. 9 - Research Report Company Profile (30); Quiz #2 (10) 40 

02|08 - 02|11 Ch. 13 - Professional Profile Resume (20); Quiz #3 (10) 30 

02|15 - 02|18 Ch. 8 - Persuasive Message Cover Letter (20); Quiz #4 (10) 30 

02|22 - 03|03 Ch. 14 - Job Interviewing Informed Blog (20); Quiz #5 (10) 30 

03|07 - 03|10 TBA MID-TERM  EXAM (40) 40 

03|14 - 03|18 Spring Break -- -- 

03|21 - 03|23 Ch. 6 - Good News Message Accept Job Offer (15); Quiz #6 (10) 25 

03|28 - 03|31 Ch. 7 - Bad News Message Decline Job Offer (20); Quiz #7 (10) 30 

04|04 - 04|14 Ch. 9 - Business Proposal Team Project (30); Reflection (10) 40 

04|18 - 04|28 Ch. 12 - Oral Presentation Video Proposal (20); Quiz #8 (10) 30 

05|02 - 05|05 Course Conclusion Feedback (10) 10 

05|09 - 05|12 TBA FINAL EXAM (40) 40 

 

COURSE MODIFICATIONS 
 

This course outline was developed before the beginning of classes. Every effort was made to create an 
accurate schedule of activities and assignments, but adjustments may be necessary in order to correct 
errors and to accommodate unexpected opportunities, weather patterns, and other circumstances. When 
such modifications occur, you will be notified immediately. 


