
Department of Business Communication &  
Legal Studies 

Nelson Rusche College of Business 

BCM 247 009 Business Communication Spring 2016 

Professor: Dr. Christopher McKenna Office: McGee 229C (in Suite 229) 

Email: mckennacj@sfasu.edu 
(use this address only if having 
problems with Desire 2 Learn) 

For course contact, use email in D2L first.   

Phone: (936) 468-1549 (936) 468-3103 – Direct line to Business Communication & 
Legal Studies Department 

Class Starts: Tuesday, January 19, 2016 Holidays Spring Break (see daily timeline) 
Easter Break (see daily timeline) 

Class Final: 10:30 am to 12:30 pm on 
Thursday, May 12.   

  

Class Time: 12:30 pm-1:45 pm, Tues. & 
Thursday 

Class Place: Meet in normal classroom unless 
calendar indicates meeting in a LAB in 
the building (details to be provided to 
you prior to each subsequent class 
session by your instructor). 

Office Hours:  Teaching (Face 
to Face 
Classes): 

 

Monday 10:00 am-12:00 noon   1:00 pm – 
2:15 pm 
 

BCM 247 005 Business Communication 
 

Tuesday 10:00 am-12:00 noon   12:30 pm – 
1:45pm 
 
2-3:15 pm 
 

BCM 247 009 Business Communication 
 
 
BCM 247 007 Business Communication 

Wednesday 10:00 am-12:00 noon   1:00 pm – 
2:15 pm 
 

BCM 247 005 Business Communication 
 

Thursday 3:30 - 5 pm 12:30 pm – 
1:45pm 
 
2-3:15 pm 
 

BCM 247 009 Business Communication 
 
 
BCM 247 007 Business Communication 

Friday By appointment only   

 

Course Description Business Communication (BUSI 2304): 
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 or 133/235 or equivalent. 
 
Course Requirements:  This course includes writing good news messages, bad news messages, persuasive 

messages, and research-based documents. Coverage will also include employment communication, team building 

skills, and oral presentation techniques. Other assignments may include primary research, secondary research, 

several quizzes, and multiple examinations will be administered. 

Textbook:   
BCOM7 with CourseMate, 1 term 6 months Printed Access Card, Business Communication, Edition: 7 

mailto:mckennacj@sfasu.edu


Author:  Lehman/Dufrene.  ISBN number for ordering is 9781305401938.  Southwestern Educational Publishing, 

2015.  Estimates student price: print $70 (new), e-book $69.95 (buy or rent for 180 days). 

This is a required softback text.  The book includes review cards and a code for access to a web site offering 
additional electronic study materials.  You will only secure access to these electronic materials if you purchase a 
NEW student textbook.  Other textbooks by these authors will not have the same arrangement and will cause 
confusion for students. Because of the quiz/exam components in the course, you will need the book to be 
successful in this course.  While some of the electronic study materials may be required in this course, all of 
them can help you succeed (especially on quizzes and exams—as I especially recommend the Flashcards and 
taking sample quizzes for the relevant chapters prior to your “official” quizzes and exams). 
  
NOTE: DO NOT follow the directions in your bundled software on how to access CourseMate.  I will provide you 
with the instructions that will work at this moment as I am working with the textbook publisher. 

Software: 
For this course, most written documents and assignments will be completed using Microsoft Word for the PC. 
Assignments submitted in Microsoft Works, WordPerfect, or as pdf, graphics, or zipped files (or as handwritten 
documents) will not be accepted—your score on those assignments will be zero).  In addition, there will be 
several assignments using Microsoft PowerPoint. You will also need software to read PowerPoint slides if you 
do not have the software. If you do not have Microsoft Word or Microsoft PowerPoint on your computer, you 
should plan to use the software in an on-campus computer lab or some other location where you have access to 
such software.  You will need to download Acrobat Reader to review some graded assignments in pdf format.   

Equipment for the Course 
You will need easy and reliable access to the Internet for this course.  The Internet will be used for library 
research, for D2L, and for other areas. 

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. 

1. The student will demonstrate effective oral and written communication skills by (1) composing a professional 

quality business document, and (2) preparing and delivering a professional presentation on a business topic. 

(Written Communication, Oral Communication) 

2. The student will demonstrate knowledge of fundamental information technology tools and concepts. 

(Technology) 

3. The student will exhibit an understanding of ethics and social responsibility. (Ethics) 

4. The student will apply critical thinking skills by solving problems requiring quantitative and/or qualitative 

analysis. (Critical Thinking) 

5. The student will demonstrate multicultural and diversity understanding. (Diversity) 

6. The student will demonstrate an understanding of teamwork as it occurs in business situations. (Teamwork) 

7. The student will effectively apply knowledge and skills in the functional areas of business.(Business 

Knowledge) 

8. The student will demonstrate career readiness through completion of a structured field-based work 

internship experience. (Career Readiness) 

http://www.sfasu.edu/cob/ug-plo.asp


General Education Core Curriculum 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.  

 
 

Student Learning Outcomes:  Upon successful completion of this course, the student should be able to: 
 

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. 

10. Deliver an effective oral business presentation. Communication. 

Note on Student Learning Outcomes: 

In general, SLOs in a course that support the PLOs are specific and include the exact knowledge, skill or behavior 
taught in the course that supports the more global PLOs. For additional information on meaningful and 
measurable learning outcomes see the assessment resource page http://www.sfasu.edu/assessment/index.asp 

FINAL EXAM:  The final exam will be held on 10:30 am to 12:30 pm on Thursday, May 12 in Lab 222.  

 

Course Methods: 
The following methods may be used in the course:  lectures, team discussions, online assignments, online 
exams, online quizzes, in- and out-of-class quizzes, draft workshops, creating and editing documents, team 
report development, team oral presentations, and electronic mail.  Students will use D2L frequently to check 
progress in the course.   

General Student Policies: 
 

http://www.sfasu.edu/assessment/index.asp


Academic Integrity (4.1).  Abiding by university policy on academic integrity is a responsibility of all university 

faculty and students.  

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 on any assignment or exam; (2) falsifying or 

inventing 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 one’s own. Examples of plagiarism include, but are not limited 

to (1) submitting an assignment as if it were one's own work when is at least partly the work of another 

person; (2) submitting a work that has been purchased or otherwise obtained from the Internet or 

another source; and/or (3) incorporating the words or ideas of an author into one's paper without 

giving the author credit. Penalties may include, but are not limited to reprimand, no credit for the 

assignment or exam, re-submission of the work, make-up exam, failure of the course, or expulsion from the 

university. Please read the complete policy at 

http://www.sfasu.edu/policies/student_academic_dishonesty.pdf 
 

Additional academic dishonesty commentary:  In this class, you are require to produce work that is original to 
you and that must have been created by you (barring team-produced assignments).  They must have been 
created for this class only and for this section of the class only offered at this university only; in other words, 
they must not be reused or recycled works.  However, you are permitted to incorporate the feedback you 
receive from either your instructor or your classmates (during in-class feedback sessions) without penalty, and 
the same is true for the assistance you may receive from tutors at the AARC (Academic Assistance and Resource 
Center).   
 
Exams and quizzes: While you may access your text while taking the quizzes that are scheduled outside of class 
sessions as directed on the syllabus, you are not permitted to collaborate with others on those exams while 
taking them, nor are you to employ any additional print or online resources while taking them.  Nor, of course, 
are you permitted to collaborate on the lab-based exams that will occur during class.  Violation of any of those 
conditions would be considered an academic integrity violation and would be pursued by your instructor as 
such. 
 
Withheld Grades Semester Grades Policy (5.5).  At the discretion of the instructor of record and with the 

approval of the academic unit head, 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, except as 

allowed through policy related to active military service. If students register for the same course in future 

semesters, the WH will automatically become an F and will be counted as a repeated course for the purpose of 

computing the grade point average. Please refer to the complete policy at 

http://www.sfasu.edu/policies/course-grades.pdf. 

 

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), Room 325 in the Human Services 

Building, 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). 

http://www.sfasu.edu/policies/student_academic_dishonesty.pdf
http://www.sfasu.edu/policies/course-grades.pdf
http://www.sfasu.edu/disabilityservices/


Classroom 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 (see the full Student Conduct Code at 

http://www.sfasu.edu/policies/student-conduct-code.pdf.) 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.  

Class Procedures  
 
Attendance Policy.  Since excellent attendance frequently results in better classroom performance, and since 
this course is also a course in pre-professional behavior, attendance is not optional.  During the semester, I will 
be taking attendance every day.  If you are present, you’ll earn 2 points (or a maximum of 60 points per 
semester).  If you are absent due to serious illness, a death in the family, or a school-related event, you must let 
me know within one week of the absence and provide documentation to justify the missed class.  This 
documentation must, in the case of medical excuses from health care providers, indicate that you were advised 
not to attend (or were medically unable to attend) class in order to excuse the absence.   
 
If you are absent for class and cannot provide an acceptable excuse with associated documentation as described 
above, you will be marked absent.  Since this is a course that incorporate a significant amount of collaborative 
and group work, and since it has been designated a face-to-face (as opposed to an online) section, there is a 
finite limit to absences in this section of BCM 247.  Once you miss 5 sessions, you will automatically fail the 
course.  There are no grounds for appeal to avoid this failure unless  
 
If you are concerned that in-person attendance will become an issue for you, then you are advised to seek out 
an online section of the course. 
 
In addition, and this is very important to understand: once we begin working on the team project during roughly 
the last third of the course, any absence will count as a double class absence.  Repeat: a team project absences 
counts as a double absence, since not only you but you teammates miss out.  If such a “double” absence leads 
to a potential course failure, the responsibility for that failure rests with the student who misses class…and that 
student alone. 
 
Additional attendance benefits.   
 
There is a second way that strong attendance can positively impact your grade, too. At the end of the semester, 
I will trade your accumulated attendance points with your lowest score across the three exams, and if the 
attendance score is higher than an exam score, I will replace the latter with the former.  For example, if you 
missed no classes, you would earn 60 attendance points.  If you earned a score of 28 of 60 on Exam 1, I would 
replace the Exam 1 score with your attendance points, which would mean that your revised Exam 1 score would 
be 60 of 60, instead of 28 of 60.  If your attendance points were 25 of 60, however, I would not trade out your 
Exam 1 score. 
 
Note that being more than 5 minutes late to class (i.e., Tardy) means you will be recorded as absent.  In fact, the 
only difference to you between a tardy and an absence (and it’s an important distinction to understand) is that 
you may still be able to receive credit for in-class work, or maybe even earn some points on an exam if you 
arrive late, you will not earn attendance points.  While being late is always better than not coming to class at all, 
you should strive never to be either late or absent in order to minimize any adverse grade impacts. 
 
Important caveat to the attendance policy: Note that under no circumstances is a student to miss class when a 

http://www.sfasu.edu/policies/student-conduct-code.pdf


team presentation is due, as these cannot be made up.  Any individual who misses out on a team presentation 
will be unable to earn any individual presentation points, and any “team” points awarded would be subject to 
input from the rest of the team. 
 
Surface Errors in Business Communications—there’s no place for them.  In every piece of business 
communication, you produce an artifact that represents a clear indicator of the level of your attention to detail, 
and since each business message is a reflection of the care that your organization takes in its interactions with 
your customers, shareholders, suppliers, and regulators, it’s axiomatic and non-negotiable that business 
documents must be free of surface (or obvious) errors.  Spelling, grammar, punctuation, correct pronoun and 
word selection, etc.—these can no longer represent “optional” elements in your writing and speaking.  Business 
documents (even blog posts or social media entries) have to be correct according to the conventions of standard 
English.   
 
As such, your instructor has adopted a specific grading rule: any document that contains three or more surface 
errors will not receive a grade.  Offending documents will be returned to their owners with no grade 
whatsoever.  In such a case, you will need to find a way to produce a clean and rigorously proofread copy of 
your work before re-submitting it for a grade.  Since, in reality, a single error would likely cause your document 
to be ignored in the business community, your instructor feels that 3 surface errors is more than generous.   
 
But be aware: the time for “social promotion” of sub-standard high-school English is officially over…for every 
member of this course.  You have been so advised.  If this policy concerns you—if, for instance, you don’t plan to 
take advantage of services like the AARC for every single one of your assignments—then you should seriously 
reconsider your enrollment in this particular section of BCM 247.  Forewarned is forearmed, as they say… 
 
Makeup Letter Opportunity.  During the course you will, in addition to your other assignments, compose three 
core “jobs:” Job 1 – the Good News Letter, Job 2 – the Bad News Letter, and Job 3 – The Persuasive Letter.  
During the term, if you either missed one letter or were not pleased with your score on one of them, then on 
the last day of class you will have an opportunity to write a REPLACEMENT letter.  You may only write ONE 
replacement letter that day; however, if the replacement letter earns a higher score than your original score, 
then that higher grade will be swapped in for the original letter score. 
 
Late Work.  With the exception of the “makeup letter opportunity,” however, all work is due in class on the day 
it is assigned to be due.  In other words, missing class is not an excuse for failing to turn work in on time.  In this 
course, late work will NOT be accepted at all….unless you have arranged for a late waiver with your instructor 
PRIOR to the absence.  Your instructor is under no obligation to grant such a waiver, and waivers will only be 
granted for truly exceptional circumstances (i.e., circumstances which you could not reasonably foresee and 
which, as a general rule, fall under the same “qualifying excuse” categories as discussed in the next paragraph).  
Your instructor is the only one who will determine the level of “exceptionality” in any argument you might make 
when trying to excuse absence.  As a general rule, if you miss class and work is due that day (and work is almost 
always due every class day in BCM 247), then it is incumbent upon you to email a copy to your instructor or 
have a classmate being a copy in for you. 
 
Additionally, if you miss class then any in-class work (including exams) cannot be made up UNLESS you have a 
qualifying excuse: namely, a documentable illness for which you have sought medical attention AND which 
prevented you from attending class; or a documentable death in the family; or a university-sponsored event to 
attend that has been pre-discussed with your instructor.  Furthermore, in-class exams can ONLY be made up if 
you arrange for that with your instructor BEFORE the class in question begins; otherwise, “no dice” (barring, 
again, a truly exceptional circumstance as so deemed by your instructor).  Moreover, the format of any make-up 
exam may be different from the original exam (i.e., perhaps as an essay versus an original multiple-choice 
exam). 
 
Quizzes.  You must complete these outside of class, and the due date will be placed on the day before we begin 
discussing each chapter and will be noted in the “homework” section of the syllabus timeline/chart below.   



 
HELPFUL SUGGESTION: Do not wait until 11:30pm the day when a quiz is due to start taking a quiz.  You will only 
have two tries to take each quiz (if, indeed, you wish to take a second try).  You will receive the highest of the 
scores you receive on them.  However, if you discover a technical problem accessing the quiz the day it is due, 
then you must email your instructor by 7pm that day with a message detailing your technical roadblock—
including a screenshot of the error condition.  Only then would you be permitted to have a make-up quiz 
window opened up for you after the due date.  In other words, if after 7pm you find yourself subject to the 
vagaries of the interwebs or of other software and/or hardware related gaffes, or setup issues, or Java versions, 
etc.—well, your instructor is not a proxy for PC support.  No excuses: You are on your OWN technologically, 
though remember that there are plenty of labs on campus to be used as a backup.  [Key reminders: Don’t wait 
until the last minute to read a chapter, prep for the quizzes, and take the quizzes, because in so doing you put 
your grade at risk.] 
 
Teams and collaborative work.  Students will be randomly assigned to teams. Teams will generally have three 
to four members depending on class enrollment.  Your involvement in the team is critically important, as you 
will be involved in a jointly produced team presentation and team report.  Participation in team activities is not 
an option in this course; rather, it is a requirement.   
 
The official channel of communication for your team will be the team discussion board on Desire 2 Learn (D2L), 
though you may establish an alternative document sharing repository (like Google Dox, for instance) if the 
members of your team so agree.  Use this approach to send attachments and communicate with each other.  
When it comes to producing and sharing work, DO NOT make your team (and certainly not your instructor) 
chase you around.  It is YOUR RESPONSIBILITY to keep in touch with your team about your activities.  If you 
don’t, well, you run an interesting risk, as described below. 
 
Note that any team member who is not performing effectively may be FIRED from the team.  Firing can only 
occur with the approval of the instructor after an appropriate consultation with the firing team members.  In 
addition, the instructor may also fire any team member for noticeably substandard work or for letting the team 
down on more than one occasion.  The primary causes for firing include invisibility (i.e., the student has not 
communicated with the team on a timely basis and/or the student does not attend class during team sessions) 
or for non-performance (i.e., the student in question does not complete his/her work in a timely manner, or 
does produce work of obviously poor quality).  To institute a firing, the team should write a brief email memo to 
the instructor outlining the rationale for firing.  The instructor will make a final decision based upon the 
rationale provided in the memo and/or upon instructor observation of inappropriate participation levels or 
behaviors.  And if desired by the team, the instructor can notify the fired student of his/her new status. 
 
A fired team member will be given a choice: either to complete all team assignments by him or herself, or to 
receive no credit for the team assignments.  A fired team member also will not be permitted to earn a higher 
score than the remaining team members on the project.  For example, if the team earned a C on the written 
report, the highest grade the fired individual could earn would be a C.   
 
Furthermore, if a team assignment is turned in—and if, at that time, multiple team members report that a 
specific team member has not participated in the project or has done a significantly smaller amount of work—
then the final points for the project may be adjusted by the instructor and the points of the weakly participating 
team member may be reduced or eliminated.  
 
Therefore, one of your goals in a team project is to cooperate with your team so that you are not fired.  This is 
partly because if you are fired from your team, you will not be permitted to develop your slide presentation or 
to give an oral presentation—items which together account for roughly 16% of your grade.  Your score on those 
assignments would be a zero.  You would only be permitted to develop your own copy of the Portfolio 
Recommendations Report. 
 
Note that your instructor will automatically “fire” any student who misses two class sessions that are dedicated 



to team-project development unless the remaining team members unanimously request that student’s 
reinstatement.  Two such misses equate to four class absences, as noted above, and would place a student on 
the border for automatically failing the class with a single other absence. 
 
Oral Presentation – Your team will be creating an oral presentation of ten to twelve minutes with no more than 
twenty accompanying PowerPoint slides.  More details will follow on the content.   
 
Stock-picking Competition – As a non-graded exercise, each member of the course will provide the instructor at 
an appointed time with the name of a publicly traded company as an entrant within a stock-picking competition 
that will last throughout the semester.  The students selecting the strongest and weakest performers will 
receive a gratuity on the last day of class.   
 
Professional courtesy.  This class will be conducted in a professional manner for professionally-minded people.  
This means that you are expected by your instructor and your classmates 1) to come to class on time, 2) to 
submit work on TIME – no excuses, 3) to avoid profanity and/or offensive language in your communication, and 
4) to participate fully and courteously with your team members.   
 
Additional note regarding team courtesy: Do not send harassing emails, texts, or messages or communications 
deploying insulting, demeaning, or offensive language to team members.  Such communications may result in a 
grade letter reduction to the sender’s grade at the instructor’s discretion. 
 
Appropriate Use of Technology.  Whenever students have technology available to them in the classroom or 
class lab, it should be used appropriately—namely, for BCM 247 class assignments.  Using devices for interacting 
on sites such as Facebook or Twitter is NOT an appropriate in-class use of technology. Sending text messages, 
taking photos of other students, sending/receiving instant messages, or making/receiving phone calls during 
class represent distractions to the learning environment and will not be tolerated.  As a general rule, working on 
assignments for another class during our sessions remains a technology violation, too, unless you have received 
permission from your instructor.  Inappropriate use of technology can result in point deductions ranging from 5 
points to 10 points per incident depending on the level of misuse at your instructor’s discretion.   
 
Furthermore, the use of personal cell phones or other personal computing devices (smartphones, PDAs, laptops, 
etc.) is forbidden in class unless your instructor has granted an exception for that day (or, in extremely 
exceptional cases, for the semester).  However, if the instructor on occasion asks students to find information 
on their smartphones, then those devices are authorized for such usage at those specific times.  Otherwise, they 
need to be put away and turned completely off.  Repeat offenders will be subjected to point reductions on their 
work at the instructor’s discretion. 
 
Appropriate Pre-professional Conduct.  Everyone in this course will be treated as a professional.  However if a 
student demonstrates unprofessional behavior, then at that point the student in question will be treated by the 
instructor and his/her peers as the adolescent he or she has demonstrated him or herself to be.  
 
[Instructor’s recommendation: Do not let this happen to you…because you won’t like it.]   
 
Moreover, please note that unprofessional behavior—say, handing in trivial or “joke-like” assignments, or using 
inappropriate or questionable content within oral presentations or written assignments, and/or engaging in 
disrespectful verbal or written treatment of another student—may result in either reduced or even NO credit 
for the assignment being worked on at that time…solely at your instructor’s discretion.  Additionally, chronic 
tardiness, inattentiveness, or discourtesy towards your instructor or another student will cost you anywhere 
from 5-50 points per infraction (again, at your instructor’s discretion). 
 
In our class labs, please recognize that unprofessional behavior also includes (but is not limited to) printing off 
materials for others classes, checking email, visiting non-class-related websites, working on assignments from 
other classes, game playing, and so on, unless these activities have been authorized by the instructor or you 



have asked and received permission to do so. 
 
If you have legitimate questions about what might or might not be considered professional conduct, please 
contact your instructor BEFORE you engage in those behaviors in order to avoid a potentially unforeseen grade 
penalty. 
 
Figuring Your Grade. 
Go to MyGrades in D2L and see how many points you earned for each of the assignments indicated.  Add up 
your points and divide them by the total number of points available at that time.  For example, if your assigned 
points were 500 based on a total of 600 points completed by that point, then you would have an average of 
83.3%.  By looking at the scale below, you could determine that such a score would represent a “B” grade. 

The course is organized within the following modules.  Modules and additional information will be released 
throughout the course, though all quizzes will be available effectively from the beginning of the semester (their 
due dates can be found on the syllabus).  This is the order we will follow. 
 
Module 1 - Communication Foundations Module 
Ch 1.  Establishing a Framework for Business Communication.  
Ch 2.  Focusing on Interpersonal and Group Communication. 
Ch 12. Designing and Delivering Presentations. 
 
Module 2 – Communication Analysis and Electronic Module 
Ch 3. Planning Spoken and Written Messages.  
Ch 4. Preparing Written Messages. 
Ch 5.      Communicating Electronically. 
 
Module 3 – Delivering Messages Module 
Ch 6. Good- and Neutral-News Messages.  
Ch 7. Bad-News Messages.  
Ch 8. Persuasive Messages.  
 
Module 4 – Communication Through Reports Module 
Ch 9.  Understanding the Report Process and Research.  
Ch 10. Managing Data and Using Graphics.  
Ch 11. Organizing and Preparing Reports  
 
Module 5 – Communication for Employment Module 
Ch 13. Preparing Résumés and Application Messages.  
Ch 14. Interviewing for a Job and Preparing Employment. 

Grading Scale 

A 90-100% of total points 

B 80-89% of total points 

C 70-79% of total points 

D 60-69% of total points 

Percentage Item Range – From Core Course Syllabus Guidelines 
 Letters, memorandums, and written messages  25 - 30% 
 Documented report/proposal with recommendations 15 - 25% 
 Examinations                        15 - 30% 
 Quizzes and other assignments    10 - 30% 
 Oral presentation       5 - 15% 

Percent for this class 
26% 
16% 
23% 
19% 
16% 

Estimated Points (these may change as the course goes along). 

Module 1 
Chapters 1, 2, 12 

Chapter quizzes – Three at 10 points each   30 

Initial Resume draft 20 

Exam I   60 



Module 2 
Chapters 3, 4, 5 

Chapter quizzes – Three at 10 points each   30 

Exam II   60 

Module 3 
Chapters 6, 7, 8 
 

Chapter quizzes – Three at 10 points each   30 

Job 1 – Good News Message 
Homework for Good News 

60 
10 

Job 2 – Bad News Message   
Homework for Bad News 

100 
10 

Job 3 – Persuasive News Message   
Homework for Persuasive News 

100 
10 

Exam III  60 

Module 4 
Chapters 9, 10, 11 

The Informed Blog 100 

Team Report (i.e., the Portfolio Recommendation Report):  100 

Team Oral Presentation (including points for both team 
materials and individual oral-presentation performance) 

200 

Team Assessment Report 30 

Module 5 
Chapters 13, 14 

Revised Resume draft 20 

Final copy of Resume 30 

Course Evaluation (done through MySFA in class lab) 10 

Semester Attendance Two points deducted per unexcused absence 60 

Final Exam Covering chapters 9-11 and 13-14 100 

   

 Estimated Total Points: 1230 



Daily Syllabus for BCM 247, Section 9 (Spring 2016) 
 
Class  # Date Activities Deadlines/Assignments Due/Comments 

1 1/19  Introduction to course, inc. 
policies and procedures review.  

 Review of Course materials. 

 In-class writing. 

 Demo: How to access 
MindTap/Cengage/CourseMate 
resources. 

 

Homework:  

 Review the Course Policies & 
Procedures carefully. 

o Bring in any questions to class. 

 Complete and bring in student “Info 
sheet.” 

 Read Chapter 1. 
o Bring any questions to next 

class. 

2 1/21  Discussion: Questions re: 
Syllabus, policies, etc.? 

 Discussion: Business “style,” 
including the 7 C’s. 

 Discussion: Resume goals, and 
the challenges facing resume 
screeners. 

Homework:  

 Prep for Quiz 1 using online tools in 
Cengage or MindTap. 

 Take Chapter 1 quiz no later than the 
day before our next class. 

 Read Chapters 2 and 12. 
o Bring any questions to next 

class. 

3 1/26  Group projects: keys for 
success. 

 Discussion: Modeling feedback 
(stating-restating, question, 
clarifications, suggested “next 
steps,” etc.). 

Homework:  

 Prep for Quiz 2 using online tools in 
Cengage or MindTap. 

 Take Chapter 2 quiz no later than the 
day before our next class. 

 

4 1/28  Assign students to teams.  

 Group projects: tips for using 
slides. 

 Exercise: “Scrubbing” a sample 
paragraph exercise (group 
assignment). 

Homework:  

 Prep for Quiz 12 using online tools in 
Cengage or MindTap. 

 Take Chapter 12 quiz no later than the 
day before our next class. 

 Bring in the name of a publicly traded 
company for the stock-picking contest.  

 Bring in 2 copies of your current resume 
(if you don’t have one, create one using 
the sample resumes on the Career 
Services website as a guide and/or the 
“Resume Toolbox”). 

5 2/2  Record stock picks. 

 Discussion and review: 
Experiential action-point 
development. 

 Business verbs, or where all 
strong resumes begin. 

 “Can do/will do/ fit?” 

Homework:  

 Prep for EXAM I (chapters 1-2, 12) using 
online tools in Cengage/CourseMate/ 
MindTap. 

 Revise your resume for clarity, 
concision, use of business-centric verbs, 
and metrics. 

6 2/4  EXAM I (Chapters 1, 2, and 12) 
in LAB 222. 

 Discussion: Academic Integrity. 

 Exercises: Avoiding Plagiarism. 
 

Homework:  

 Second plagiarism exercise. 

 Read Chapter 3. 
o Bring any questions to next 

class. 

 Prep for Quiz 3 using online tools in 
Cengage or MindTap.  



 Take Chapter 3 quiz no later than the 
day before our next class. 

 Revise your resume again. 

7 2/9  Review of Chapter 3. 

 Discussion: Why “to be” and “to 
have” are filthy cockroaches 
that need to be stamped out. 

 Exercises: Developing longer, 
more “flowing” sentences (and, 
most importantly, avoiding 
“trivial” sentences). 

Homework:  

 Read Chapter 4. 
o Bring any questions to next 

class. 

 Prep for Quiz 4 using online tools in 
Cengage or MindTap.  

 Take Chapter 4 quiz no later than the 
day before our next class. 

 Bring a copy of your resume to class. 

8 2/11  Review of Chapter 4. 

 Career Center presentation (in 
our usual classroom). 
 

Homework:  

 Read Chapter 5. 
o Bring any questions to next 

class. 

 Prep for Quiz 5 using online tools in 
Cengage or MindTap.  

 Take Chapter 5 quiz no later than the 
day before our next class. 

9 2/16  Review of Chapter 5. 

 Discussion: Rhetorical Fallacies 
(and examples). 

 Exercises: Comma exercises. 

Homework:  

 Prep for Exam II. 
 

10 2/18  EXAM II (Chapters 3-5) in LAB 
222. 
 

Homework:  

 Read Chapter 6. 
o Bring any questions to next 

class. 

 Prep for Quiz 6 using online tools in 
Cengage or MindTap. 

 Take Chapter 6 quiz no later than the 
day before our next class. 

11 2/23  Review of Chapter 6. 

 Discussion: Transitions, or a 
necessary element in effective 
communications. 

 Exercises: F/O/P exercise. 

Homework:  

 Sample “good news” message draft. 

12 2/25  LAB 222: Good News Letter 
development. 

 

Homework:  

 Read Chapter 7. 
o Bring any questions to next 

class. 

 Prep for Quiz 7 using online tools in 
Cengage or MindTap.  

 Take Chapter 7 quiz no later than the 
day before our next class. 

13 3/1  Review of Chapter 7. 

 Discussion: “Delivering bad 
news: when ‘passive’ writing 
might actually be useful...” 

 Style tips: Cohesion (through 
“tailing”). 

 

Homework:  

 Sample “bad news” message draft. 



14 3/3  LAB 222: Bad News Letter 
development. 

Homework:  

 Read Chapter 8. 
o Bring any questions to next 

class. 

 Prep for Quiz 8 using online tools in 
Cengage or MindTap.  

 Take Chapter 8 quiz no later than the 
day before our next class. 

15 3/8  Review of Chapter 8. 

 Exercises: Claims vs. evidence. 

 Exercises: Pronoun abuse. 

Homework:  

 Practice for Exam III (covering chapters 
6-8) using online tools in Cengage or 
MindTap. 

16 3/10  EXAM III (chapters 6-8) in LAB 
222. 

Homework:  

 Sample “persuasive” message draft. 

 3/13-19 SPRING BREAK NO CLASS 

17 3/22  LAB 222: Persuasive 
Letter/Memo development. 

Homework:  

 N/A. 

 3/24 EASTER BREAK NO CLASS 

18 3/29  LAB 222: Intro to Team 
Assignment and Team 
Assessment Report 

 Randomly select company for 
team project. 

 Demonstration: Secondary 
Business Research Sources; APA 
citation style & tools; in-class 
practice 

Homework:  

 Read Chapter 9. 
o Bring any questions to next 

class. 

 Continue gathering articles/data on 
your Team’s company. 

 Be prepared to discuss the investment 
potential for your stock based upon 
articles you’ve read while developing 
your sample WC list. 

19 3/31  Review of Chapter 9. 

 Group Discussion: Regarding 
your Team’s selected company: 
what are the “experts” saying 
about it, and why? 

 Demonstration LAB 222: How to 
evaluate corporate 
performance (using data 
portals, business article 
databases, etc.). 

Homework:  

 Read Chapter 10. 
o Bring any questions to next 

class. 

 Continue gathering articles/data on 
your Team Assignment’s company and 
bring a copy of interesting ones to class. 

20 4/5  Review of Chapter 10. 

 Introduction to the Informed 
Blog. 

 Workshop: Sharing Team 
Assignment data/articles across 
your team. 

Homework:  

 Read Chapter 11. 
o Bring any questions to next 

class. 

 Read Informed Blog articles. 

 Draft an initial Informed Blog. 

21 4/7  Review of Chapter 11. 

 LAB 222: Informed Blog revision 
due (at the end of the lab). 

Homework:  

 Draft concise summaries of at least 3 
articles pertaining to your team’s 
company and share with team on D2L 
before class. 

22 4/12  Portfolio Recommendation 
Report Workshop in LAB 222:  

o Share your research 

Homework:  

 Draft your initial Portfolio 
Recommendation Report and bring in a 



summaries with 
teammates to 
determine whether you 
would/would not 
recommend your stock 
for purchase…and why. 

 Exercise: “Impromptu” 
speaking. 

 

copy for your instructor. 

 Develop at least 4 slides of information 
for a draft Team presentation. 

o Print out enough copies so that 
each group member has a 
physical copy of your slides. 

o Print one additional copy of 
your slides for the instructor 
(note: please make sure your 
name is on them to receive 
credit for your homework). 

23 4/14  Team Presentation LAB 222: In-
class presentation deck 
development. 

Homework:  

 Revise your slides based upon feedback 
from today. 

 Additionally, develop draft slides for 
“gap” items identified today. 

24 4/19 
 

 Finalize project decks in class in 
LAB 222 using round-robin 
feedback / duplication 
reduction / gap approach. 

Homework:  

 Finalize your individual Portfolio 
Recommendation Report. 

 Combine the team’s materials into a 
single presentation deck. 

o Make sure each group member 
has access to the whole deck 
printed out for the next class. 

o Print one copy for your 
instructor (per group). 

 Develop your individual speaking 
“scripts.” 

 Suggestion: Consider meeting outside of 
class to finalize your deck and to map 
out which topics the team’s members 
will address in their “scripts.” 

25 4/21  Portfolio Recommendation 
Report due. 

 In LAB 222, review presentation 
“scripts:”  

o Edit them in 
conjunction with team 
members. 

o Modify “deck” as 
needed. 

 Review “staging” of your group 
presentation. 

Homework:  

 For Day 1 Speakers: 
o Finalize presentation script and 

slide deck. 
o Email “final” deck to instructor 

by the beginning of the next 
class period. 

o Have one group member drop 
the final version of the deck 
into the Team Dropbox. 

o Bring in 2 copies of the 
presentation for you instructor 
(per group). 

o Consider practicing as a group 
outside of class at least once 
before you have to give your 
presentation. 

26 4/26  Team Presentations: Day 1 
(original classroom). 

Homework:  

 For Day 2 Speakers: 
o Finalize presentation script and 

slide deck. 



o Email “final” deck to instructor 
by the beginning of the next 
class period. 

o Have one group member drop 
the final version of the deck 
into the Team Dropbox. 

o Bring in 2 copies of the 
presentation for you instructor 
(per group). 

o Consider practicing as a group 
outside of class at least once 
before you have to give your 
presentation. 

27 4/28  Team Presentations: Day 2 
(original classroom). 

Homework:  

 Read Chapter 13. 
o Bring any questions to next 

class. 

 Prepare your Team Assessment Report  

 Develop and bring in 2 printed copies of 
a Resume. 

28 5/3  Team Assessment Report due. 

 Draft Resume due (as 
homework). 

 Exercise: On-the-spot Resume 
critiques. 

Homework:  

 Read Chapter 14. 
o Bring any questions to next 

class. 

 Revise final Resume and submit to 
Dropbox. 

 Bring an extra printed copy of Resume 
to class. 

 

29 5/5  Final Resume due. 

 Course Evaluations (in class). 

 Stock-picking contest closeout.  

 “Makeup” date for LAB 222: 
Good/Bad/Persuasive job letter 
(if desired). 

Homework:  

 Prep for Final Exam (Chapters 9-11 and 
13-14). 

Final 
Exam 

 The Final Exam in this class will be held 
from 10:30 am to 12:30 pm on 
Thursday, May 12.   
 
Location: McGee LAB 222. 

The Final Exam will cover the material from 
chapters 9-11 and 13-14. 

 


