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Department of Marketing, Entrepreneurship, Hospitality and Tourism 

 

MKT 309: Business Communication 
M/W/F: Sections 01, 02, 03: 9, 10, 11 a.m. and Section 04: 2 p.m.  

Fall 2016 / Bryan 110 
 

Course Syllabus is subject to change. 
 

 
Instructor: Ms. Lori Mackowski  

Office: 380 Bryan  
Office Hours: By appointment on these days/times: Monday and Wednesday: 12:30-1:30. To schedule a 15-minute 

appointment, log into Canvas and in the top right-hand corner of the page, click on your name.  Then, on the left-
hand side of the page, select the link for StarFish.  Next, under “My Success Network,” locate my name and lastly, 

click the link by my name titled “See Available Appointments.”  Please note the following: 
1. Do not double book appointments. 

2. If you are unable to keep your appointment, please cancel so the time slot is available for another student.   
3. Be on time for your meeting and be prepared with specific questions. 

E-mail: lamackow@uncg.edu (best way to contact me).  Please note the following: 1) E-mails sent through the 

Canvas Inbox may not receive a response and 2) E-mails will be responded to as quickly as possible during the 
business day and 3) Assignment feedback/help will not be given via e-mail, instead, please schedule an appointment. 

 
Course Materials and Requirements: 

• Textbook: Writing That Works by Oliu, Brusaw and Alred, 11th Edition, ISBN: 978-1-4576-1113-1 

• Canvas proficiency.  To Login, go to http://canvas.uncg.edu and use your iSpartan username and password. 
 

 
The Bryan School of Business and Economics Mission Statement and Student Learning Goals: 

In The Bryan School of Business and Economics, we create and disseminate knowledge about the theory and practice 
of business. In addition to our courses and research, we accomplish this through hands-on projects, global 

experiences and outreach to the community. Our work produces principled leaders and exceptional problem solvers 
who have a global perspective, an innovative mindset, a broad understanding of sustainability and a commitment to 

improve the organizations in which they work and the communities in which they live. 
 

Common to all business students, you will: 
1. Implement the various steps of the critical thinking process, supported by the appropriate use of analytical 

and quantitative techniques, to formulate recommendations for subsequent decision-making.  
2. Apply appropriate ethical standards when making recommendations for business decision-making.    

3. Evaluate business decisions in the context of sustainability goals, balancing environmental, social and 
economic needs, conditions and potential decision impacts.  

4. Formulate appropriate strategies, in the context of global issues and forces, to improve business 
performance in the world economy.  

5. Explain the roles of innovation and innovation management in achieving successful business strategies, 
decisions and performance.  

6. Be able to plan, schedule, contribute to and lead projects.   
 

Course Philosophy and Overview:  

Business is built on relationships and relationships are built using effective communication.  In this Writing Intensive 
(WI) and Speaking Intensive (SI) course, you will learn and practice oral and written business communication.  

Please note: The word “intensive” is used twice in the course description and accurately describes the rigor of this 
course.  Be advised: If you cannot fully commit to the terms of the course, and allocate at least 2-4 hours per 

day outside of class (or a minimum of 6 hours per week) as recommended by The Dean of Students Office, 
you should drop the course. 
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As in the business world, you are evaluated on your performance, not on effort.  Therefore, as a performance-based 
course, you are graded on your performance activities, not on effort.  The key to excellence is practice! 

 
As a WI and SI course, there is extensive material to cover and the pace is intense.  Keep up with the readings and 

assignments and plan ahead.  Don’t procrastinate and don’t let yourself fall behind.  It will affect the quality of your 
work and will negatively impact your grade. 

 

Student Learning Goals as Applied to Course Objectives:   
Upon successful completion of Business Communication, you will meet the Student Learning Goals of the 

Collaboration, Communication and Knowledge-Integration (#6, on page one).  More specifically, you will meet 
various learning components of critical thinking, ethical decision-making and strategy formulation with audience  

considerations relative to global and multicultural communication decisions.  Specific course objectives are noted 
below:  

1. Understand the importance of effective communication in the workplace. 
2. Identify communication strategies to business situations. 

3. Create responses to communication needs. 
4. Conduct and evaluate research for business writings, reports and presentations. 

5. Use accurate documentation of sources. 
6. Write concise and organized documents using the appropriate format. 

7. Utilize the Three-Step Writing Process. 
8. Develop and demonstrate effective oral presentations with verbal and nonverbal proficiencies. 

 
Resources:  

• Syllabus and Course Schedule.  Please note the following: 1) Before asking or e-mailing a question, 

reference this Syllabus and Course Schedule.  If you e-mail a question already addressed in these 
documents, you will not receive a response.  2) It is your responsibility to read and re-read these 

documents carefully.    
• Resources for Plagiarism and Academic Integrity located in the “Start Here!” module in Canvas 

• The University Speaking Center: http://speakingcenter.uncg.edu    

• The University Writing Center: http://writingcenter.uncg.edu    

• UNCG Career Services Center: http://csc.uncg.edu 

• University Libraries: http://library.uncg.edu  

• 6-TECH Technical Support: https://6-tech.uncg.edu or at 336.256.8324  

• Spartan Alert: http://spartanalert.uncg.edu.  Please note: Use this link to check for University Status, 

Alerts and Announcements including updates regarding Adverse Weather.  For adverse weather, we will 
follow the University schedule unless otherwise notified via a Canvas announcement.  

 
Teaching Methods: 

Course content is delivered via Canvas and the classroom environment, through lectures, assigned readings, class 
discussions and activities.  

 
Course Policies and Procedures: 

• Plagiarism, Falsification of Course Documents or Cheating: Will not be tolerated.  Adhere to the 

UNCG Academic Integrity (AI) Policy that can be found online at http://academicintegrity.uncg.edu.  Written 
work will be submitted as a Turnitin assignment in Canvas unless otherwise instructed.  Turnitin is a 

plagiarism prevention service which checks for unoriginal content in student papers - this includes work 
submitted by ANY current or previous MGT/MKT 309 students as well as online resources such as websites, 

etc.  Understand the following: Turnitin meticulously examines all of the text in your document and can 
trace any websites you visited and information you have referenced/included.  Additionally, Turnitin 

provides the instructor with a detailed report (of any unoriginal content) that can be used as documentation 

for an AI violation.  Please note: Any violation of the AI Policy, such as an occurrence of plagiarism, 
falsification of course documents or cheating, could result in failure of the course.  Be advised: 

o An occurrence can equate to plagiarizing just one sentence from a consulted source.  Do your own 
work! 

o I need only to suspect plagiarism and or cheating has occurred in order to begin the investigative, 
formal process as outlined in the AI Policy.  
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o Falsification of course documents such as signing another student’s name on the class Sign-in Sheet is 
considered an AI violation.  Please note:  Both the student whose name was forged as well as the 

student who forged the name will be immediately disciplined through the AI process.    
o If found guilty of an AI violation, this will remain on your record for life and will negatively impact 

admissions into future academic programs as well as employment opportunities.  
• Assigned Seats: In this class, you will be assigned seats in order to foster engagement and discussion in 

course content. 

• Late Work: To ensure fairness to all students, late work will not be accepted.  If not submitted by the 

designated due date/time, you will receive an automatic zero for the assignment.  Additionally, I do not take 
excuses or accept documentation of any kind, so please do not ask for an exception. 

• Attendance and Tardiness: In the business world, absence and tardiness may result in disciplinary action 

and or termination.  In this course, attendance is expected as well as arriving to class on time. If you want 
to be successful in this course, be on time and attend every class.  There is no substitute for being in class 

and, attendance does not merely mean showing up, but requires active participation (e.g. class discussions, 
activities, workshops, etc.).  Please note: Attendance will be recorded each day and it is your responsibility 

to sign-in or you will be assumed absent.   
• Disruptive Behavior in the Classroom: Any behavior that inhibits the learning process and or is 

disruptive to the classroom environment will not be tolerated.  Examples include but are not limited to: 

excessive talking, usage of cell phones, iPods, pagers, etc., inappropriate use of laptops, disrespect for 
speakers (including fellow classmates, guests and instructor), aggressive language and or actions.  Please 

note: It is imperative you read, understand and adhere to this policy which can be found online at 
http://sa.uncg.edu/handbook/wp-content/uploads/disruptive_policy.pdf. 

• Electronic Devices: Cell phones, iPods, pagers, etc. are prohibited during class.  Laptops are permitted 

only for note taking. Failure to adhere to this policy is considered a violation of the Disruptive Behavior in 
the Classroom Policy.  Please note: It is imperative you read, understand and adhere to the Disruptive 

Behavior in the Classroom Policy which can be found online at http://sa.uncg.edu/handbook/wp-
content/uploads/disruptive_policy.pdf. 

• Faculty and Student Guidelines: Read, understand and abide by these guidelines that can be found 

online at http://bae.uncg.edu/students-resources. 
• Student Code of Conduct: Read, understand and abide by this code of conduct that can be found online 

at http://sa.uncg.edu/handbook/student-code-of-conduct. 

• Accommodations for Students with Disabilities:  To establish reasonable accommodations, students 

with disabilities are to contact the Office of Accessibility Resources & Services 336.334.5440 the first week 
of school. 

 
• Submitting Assignments: 

� IMPORTANT: Before submitting your first assignment, be sure to read and utilize the          

information provided in link titled “Instructions for Submitting Canvas/Turnitin Assignments.”  This link 
is located in the Start Here! Canvas Module. 

o Follow assignment directions carefully and submit your work as requested. Points will be deducted if 
 you do not.  Understand, in the business world, not following directions can negatively impact your 

 credibility and may result in lost promotions and or, in termination. 
o To ensure successful submission of your Canvas assignments:  

1. Be advised: Canvas assignment links will not be available after the designated due date/time.   
2. Submit assignments in advance of the designated due date/time to allow for any unforeseeable  

  technical difficulties preventing a timely and successful submission.   
3. Be sure to post the correct file/version of your assignment.  Assignments will not be re-graded due  

  to an incorrect file submission.       
4. If posting/submitting an assignment early, it is considered complete and may be subject to early  

  grading.  Assignments will not be re-graded if already graded.       

5. Save as a Word file, use Times New Roman font, and follow this specific document naming   
       convention: FirstNameLastNameAssignmentName.doc.  For example: SallySmithResume.doc 

6. Go to http://guides.instructure.com for information on supported browsers for Canvas.  
7. If you encounter problems submitting your Canvas assignment, you are to first contact 6-TECH  

  Technical Support at 336.256.8324 or at 6-tech.uncg.edu and open a Service Desk Ticket.  Second,  
  inform me of the problem via an e-mail, which includes your Service Desk Ticket number. 
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To be successful in this course: 
• Take careful notes during lectures.  The material given during lectures is not available in your textbook and 

is needed to successfully complete assignments.  The textbook as well as additional readings, resources, 

examples, etc. are used to supplement the lecture content.  Please note: To assist with note taking, all 
PowerPoint lectures are posted in Canvas prior to class.  

• Reference this Syllabus and Course Schedule on a regular basis.  Please note the following:  

o Given the Course Schedule clearly provides the daily agendas, how to prepare for class and necessary 
assignment due dates, etc., verbal in-class reminders are not given as it is your responsibility to be 

prepared for class (e.g. what to bring) and to know assignment due dates, etc.   
o When not prepared for class by bringing the required materials, etc., you may be dismissed from class.  

If applicable, you will receive the designated assignment deduction and or lose any related participation 
points for that day.  

� IMPORTANT: In Canvas, make sure your Notifications preferences are set to receive a notice ASAP for all 
Announcements.   

• Be on time and attend every class.  Please note: If you choose not to attend class, you choose to lower 

your grade significantly and you may not pass this course. 
• Always bring your textbook to class.   

• Check Canvas prior to class for: 1) Announcements, read each Announcement carefully and or 2) Expansion 

of the daily schedule. 

• Be responsible and utilize all resources provided (PowerPoint lectures, assigned readings, in-class activities 

and workshops, videos, etc.). Resources and information have been carefully selected to help you 
understand course materials and aid in completing assignments.  Be advised: If you choose not to use the 

resources and information provided, you choose to lower your grade significantly and you may not pass this 
course.  

• Read all assignments in advance and bring questions to class for discussion.  Please note the following:  

o It is your responsibility to take initiative and be prepared by carefully reading assignment instructions 
prior to class.  Class time will be used to discuss specific questions related to the assignment and or to 

show where resources/information is located in Canvas.  Class time will not be used for lengthy  
 re-reading of the assignment.     

o If you e-mail a question regarding how to complete an assignment, the day before it is due, it is 
unlikely you will receive a timely response.   

• By enrolling in this course, you agree to the course timeline, deadlines and responsibilities.  You are to 

manage your time accordingly– everyone has personal and professional responsibilities to balance. 
• Assignments are exercises in the balance of following directions and applying ingenuity.  Detailed directions 

will be provided to help with assignment completion. Follow these directions carefully and fulfill assignment 

requirements as noted.  Points will be deducted if you do not. 
• Pay close attention to detail when completing each assignment.   

• Complete all assignments (graded or not).  Please note: If you choose not to complete an assignment, you 

choose to lower your grade significantly and you may not pass this course.  
• Always cite all sources of information in correct APA format.   

� IMPORTANT: For help with APA format go to: 1) http://uncg.libguides.com/citation, 2) 

https://owl.english.purdue.edu/owl/section/2/10/, 3) The UNCG Writing Center or 4) the Library and 
seek help either via face-to-face or online consultations with a Librarian. 

• Be respectful and courteous to everyone at all times. 

• If you have questions, need help, clarification or do not understand something, you are encouraged to 

schedule an appointment during Office Hours, as I am waiting to help.  Please note: It is essential to read 
assignment instructions when assigned on the Course Schedule and make appointments in advance for 

visiting Office Hours if you foresee questions or need help.  
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Writing:  
There are 3 Writing assignments.  Specific instructions for each assignment will be posted in the Canvas module 

titled “Writing.”  To ensure fairness to all students, late work will not be accepted.  Additionally, I do not take 
excuses or accept documentation of any kind, so please do not ask for an exception.  Writing assignments are as 

follows: 
• Writing #1: Instructional / “How To” Memo  

• Writing #2: Persuasive Application Letter   

• Writing #3: Persuasive Resume  Please note: Your resume must be submitted and approved via the 

Career Services Center Online Resume Approval Process through SpartanCareers.  If not submitted and 

approved through SpartanCareers by the designated date/time, you will receive an automatic zero.  
 

As a WI, business communication course, revising your work is an important part of the Three-Step Writing Process 
and necessary in order to produce high-quality, professional documents.  Feedback is provided to you to improve 

your business writing skills and techniques and, I expect to see this feedback applied to all future assignments 
including Writing, Research, Speaking, etc.  

 
With each Writing Assignment, you will produce:  

1. Draft Copy (DC): On designated days, class time will be used as a Writing Workshop to review and check 
your writing assignment.  Resources, instructor guidance and peer review will be available during these 

workshops.  On these days, failure to attend class in its entirety and bring the necessary items listed below 

will result in negative implications to your assignment grade.   
  

 Please note: Due at the BEGINNING OF CLASS on the assigned due date, bring the following to the Writing 
 Workshop: 1) Typed, printed, highly polished, completed Draft Copy of the upcoming writing assignment and 

 2) Your textbook, lecture notes, etc.    
� IMPORTANT: During the workshop, your Draft Copy will be reviewed by a Peer Reviewer and at the 

end of class, returned to you with a Feedback Sheet.  Please note the following: Feedback Sheets 
are: 1) Only available by attending Writing Workshops in their entirety and 2) Helpful in completing and 

checking your assignment and will provide you with a point of reference as to my expectations. 
 

2. Final Version (FV): To create Final Version (for Writing Assignments #1 & #2), apply comments received 
on Draft Copy and the Feedback Sheet to rewrite/revise the assignment demonstrating significant 

improvements and mastery of course material, concepts, skills, etc.  Please note the following: 
1. The Final Version is submitted for a grade and should be highly polished in content, format, 

appearance, etc.   
3. Final Version must be submitted as an assignment in Canvas PRIOR TO CLASS using the appropriate 

assignment link(s) provided in the Writing module.  Please note: Draft Copy and Feedback Sheet not 
needed for Canvas submission. 

� Important: Resumes are the exception, as you will not submit this assignment through Canvas.  

Instead, you will use the Career Services Center Online Resume Approval Process through 
SpartanCareers to produce a SpartanCareers approved resume.  

 
Please note the following:  

• Review the Writing Rubric posted in Canvas to understand how you will be graded for these assignments.   

• Contact The University Writing Center for additional assistance and resources to aid in revising your work 
(face-to-face and online sessions are available).  If English is your second language, you are encouraged to 

seek this assistance.  
 

How feedback will be given: Graded work will be available in Canvas.  To access graded work, click on “Grades,” 

and then click on the name of the assignment.  To view: 
1. Written feedback/comments noted in the assignment, select “View Feedback” 

2. Rubric, select “See Rubric.”  
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Research Report and Presentation: 
Business professionals need to know how to gather information to advance the decision-making process; therefore, 

you will be required to complete an informal, investigative research report.  Specific instructions for this assignment 
will be posted in the Canvas module titled “Research Report.”  To ensure fairness to all students, late work will not 

be accepted.  Additionally, I do not take excuses or accept documentation of any kind, so please do not ask for an 
exception.  

 

For the Research Report, you will produce:  
1. Draft Copy (DC): On a designated day, class time will be used as a Writing Workshop to review and check 

your Research Report.  Resources, instructor guidance and peer review will be available during this 
workshop.  On this day, failure to attend class in its entirety and bring the necessary items listed below will 

result in negative implications to your assignment grade.   
  

 Please note: Due at the BEGINNING OF CLASS on the assigned due date, bring the following to the Writing 
 Workshop: 1) Typed, printed, highly polished, completed Draft Copy of your report and 2) Your  textbook, 

 lecture notes, etc.    
� IMPORTANT: During the workshop, your Draft Copy will be reviewed by a Peer Reviewer and at the 

end of class, returned to you with a Feedback Sheet.  Please note the following: Feedback Sheets 
are: 1) Only available by attending Writing Workshops in their entirety and 2) Helpful in completing and 

checking your assignment and will provide you with a point of reference as to my expectations. 
 

2. Final Version (FV): To create Final Version, apply comments received on Draft Copy and the Feedback 
Sheet to rewrite/revise the assignment demonstrating significant improvements and mastery of course 

material, concepts, skills, etc.  Please note the following: 

2. The Final Version is submitted for a grade and should be highly polished in content, format, 
appearance, etc.   

4. Final Version must be submitted as an assignment in Canvas PRIOR TO CLASS using the appropriate 
assignment link provided in the Writing module.  Please note: Draft Copy and Feedback Sheet not 

needed for Canvas submission. 
 

3. Final Presentation: On our final exam day, you will present the findings of your Research Report.  This 
presentation is worth eight percent of the assignment grade. Specific instructions for this assignment will be 

posted in the Research Report Canvas module.  
 

Please note the following:  
• Review the Writing Rubric posted in Canvas to understand how you will be graded for this assignment.   

• Contact The University Writing Center for additional assistance and resources to aid in revising your work 

(face-to-face and online sessions are available).  If English is your second language, you are encouraged to 

seek this assistance.  
 

How feedback will be given: Graded work will be available in Canvas.  To access graded work, click on “Grades,” 
and then click on the name of the assignment.  To view: 

1. Written feedback/comments noted in the assignment, select “View Feedback” 
2. Rubric, select “See Rubric.”  

 

 

Speaking:  

There are 2 Speaking assignments.  Specific instructions for speaking assignments will be posted in the Canvas 

module titled “Speaking.”  To ensure fairness to all students, be advised of the following: 
• Late work will not be accepted.  Additionally, I do not take excuses or accept documentation of any kind, so 

please do not ask for an exception. 

• There are no make-up days for speeches.  If you miss (e.g. forget your speech day) and or are absent on 
day(s) you are assigned to present, you will receive zero for your speech. 

• Do not be late on your speech day.  If you arrive late (after your name is called), you will receive a zero for 

the assignment. 
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• If you wish to use a presentation advancer, it is your responsibility to bring or borrow one.  Instructor 

advancer is not available for general use.   
 

As a SI, business communication course, it is necessary to practice presentation delivery and receive and apply 
feedback in order to improve oral communication skills.  Therefore, speaking assignments are as follows:  

• Speech #1: Extemporaneous presentation and Preparation Outline on the business topic of your choice.   

• Speech #2: Use feedback from the Speech #1 assignment to make significant improvements on the 

Speech #2 assignment.  
 

Please note the following: 
• Review the Speaking Rubric posted in Canvas to understand how you will be graded for these assignments.   

• Contact The University Speaking Center) for additional assistance and resources to aid in writing your 

outline and delivering your speech (face-to-face and online consultations are available).  If English is your 

second language, you are encouraged to seek this assistance.  
 

How feedback will be given: Graded work will be available in Canvas.  To access graded work, click on “Grades,” 
and then click on the name of the assignment.  To view the Rubric, select “See Rubric.”  

 
Additionally, for the Speech #1 & Speech #2 assignments: 

• Read, re-read and follow specific assignment directions carefully and submit your work as requested. Points 

will be deducted if you do not. 
� IMPORTANT: Preparation Outline must be submitted as an assignment in Canvas PRIOR TO CLASS on the 

day you signed up for using the appropriate assignment link(s) provided in the Speaking module.  Be 
advised: If not submitted in Canvas on the day you signed up for, you will not receive credit for this 

portion of the assignment.  
 

 

Participation/Attendance: 

You are expected to be actively involved and engaged in this course by: 

• Attending every class. 
• Being fully prepared for each class, which also includes referencing this Syllabus and Course Schedule 

regularly.  

• Completing all homework prior to class and contributing thoughtfully to class discussions. 

• Honoring commitments and responsibilities. 

• Participating in lecture activities, in-class writing sessions, writing workshops, etc. which will be used to 

apply and expand course information and, at my discretion, may be counted as your 
participation/attendance credit.  Be advised of the following: If you are absent, you are not eligible to 

receive participation credit for any type of in-class activities (these are in-class ONLY and cannot be made-
up). Additionally, I do not take excuses or accept documentation of any kind, so please do not ask for an 

exception. 
 

Assignments and Associated Percentages: 
        

 
 

 
 

 
 

 
 

 

 
 

 
 

Assignments: Associated 
Percentages: 

  

Writing Assignments  22 

 

Research Report and Presentation  33 

 

Speaking Assignments 28 

 
Participation/Attendance 17 
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Grading: 
• It is your responsibility to check Canvas weekly for assignment and participation grades.  Be advised: 

Grades posted in Canvas will not be discussed/reviewed after 14 business days.  

• Please note:  Given the depth and quantity of resources and information provided with this course, all 

assignments will be graded critically and unsympathetically.  As previously stated, be responsible and utilize 
all resources provided (PowerPoint lectures, assigned readings, activities, videos, etc.). Resources and 

information have been carefully selected to help you understand course materials and aid in completing 
assignments.  Be advised: If you choose not to use the resources and information provided in this course, 

you choose to lower your grade significantly and you may not pass this course.  
• The following grading matrix will be used and specific Writing and Speaking Grading Rubrics are posted in 

the “Start Here!” module in Canvas.  Carefully review the Writing and Speaking Grading Rubrics to fully 

understand assignment expectations. 
• Assignments will be graded as quickly as possible (minimum of 12-14 business days).  Please note: 

To determine a general time frame for when your assignment will be returned, count 14 business days after 

the day it is turned in. Additionally, since assignments do not build off each other and differ in format, 
concept and scope, you may turn in one assignment, prior to receiving a grade from a previous assignment.  

• Final course grades are not rounded up.  

• Please note: Grades are not “given,” they are “earned” based on your demonstrated performance.  As in 

the business world, you are evaluated on your performance, not on effort.  Therefore, as a performance-
based course, you are graded on your performance activities, not on effort.  Remember, the key to 

excellence is practice!   
 

     Grading Matrix:   

 A: B: C: D: F: 

+ 100 - 97 89 - 87 79 - 77 69 - 67 59 or below 

 96 - 94 86 - 84 76 - 74 66 - 64  

- 93 - 90 83 - 80 73 - 70 63 - 60  
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COURSE SCHEDULE 
This Course Schedule is subject to change: Check Canvas prior to class for: 1) Announcements 

and or 2) Expansion of the daily schedule. 
 

IMPORTANT: 1) Textbook is required for each class and especially when noted on the 
Schedule and 2) Not all assignment due dates are included in the Canvas calendar. 

 
Course Schedule Abbreviations: 

Additional Readings=AR / Videos=V / PowerPoint Lectures= PPL 
In-Class Writing=ICW / Draft Copy=DC / Final Version=FV 

 
 
 

Agenda/Lecture Topic(s)/Discussion: Homework (readings, videos, etc.) MUST be 
completed as preparation PRIOR to class on 

assigned day. 
 

Assignment Due Dates: 

WEEK 1 
Monday: 

8/22 
 
 
 
 
 
 
 
 
 
 
 

1. Welcome and Introductions 
2. Discuss Syllabus Questions  
3. How is Business Writing different from     
Academic Writing? 
 
Required: Bring to class today: 1) Printed, 
signed and dated Syllabus & Course 
Schedule Agreement Form and 2) Your 
questions regarding the Syllabus (e.g. 
policies, assignments, schedule, etc.).  
 
DUE TODAY: 1) Be ready to take notes on 
lecture material.  
 

1. Read Syllabus & Course Schedule carefully. 
2. Print, read and sign/date the Syllabus & Course 
Schedule Agreement Form on page 14.  
3. Read Chapter 1 
 
 

 

Wednesday: 
8/24 

 
 
 
 
 

1. Discuss questions about Writing #1 
2. Writing Instructions 

1. Chapter 12 
2. Read Writing #1 assignment and bring 
questions to class for discussion.   

Writing #1 Due Dates: 
ICW: 8/26 
DC: 9/2 
FV: 9/9 
 

Friday:  
8/26 

 
 
 
 
 
 
 
 
 
 

1. Writing Instructions (continued)  
2. In-Class Writing for Writing #1.  Bring 1) 
Personal computer 2) Electronic version of your 
assignment (to date) 3) Your textbook, lecture 
notes, etc. and 4) Any questions you have about 
how to complete this assignment. 
 

1. Chapter 3, pages 88-91 (Writing an Opening & 
Writing a Closing) 
2. In Chapter 8, read: 

• Pages 279-291 (Structuring Effective     
   Correspondence)  
• Pages 298-300 (Designing    
   Memos)  

3. PPL: Understanding the Principles of Business 
Correspondence: Introductions & Conclusion and 
Designing Memos.  Read notes included with each 
slide.  Notes are needed for Writing #1. 
 

 

WEEK 2 
Monday:  

8/29 
 
 

Audience-Centeredness  
 
 

1. Chapter 2 (entire chapter) 
2. Chapter 4, pages 105-106 (Active & Passive 
Voice)  
3. AR: Active & Passive Voice 
 

 
 

Wednesday: 
8/31 

 
 
 
 
 

1. Discuss questions about Speech #1 & #2 
2. Business Speaking: Speech Preparation  
 
Required: Bring your personal calendar to 
class today in order to sign-up for Speech 
#1 presentation day.  
 

1. AR: Transitions for a Speech 
2. Read Speech #1 & Speech #2 assignments and 
bring questions to class for discussion. 
 

IMPORTANT: For the 
Speech #1 & Speech #2 
assignments, your speech 
and Presentation Outline 
are due on the day(s) you 
signed-up. 
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Friday: 
9/2 

 
 
 
 
 

1. Writing #1 Workshop: Bring 1) Typed, 
printed, polished, completed Draft Copy of 
the Writing #1 assignment and 2) Your 
textbook, lecture notes, etc. 
2. Seats assigned today in class.  
 

1. Chapter 3 (entire chapter) 
2. Chapter 4, pages 98-111 
3. PPL: Organization & The Writing Process.  Read 
notes included with each slide.  Notes are needed 
to help with the Writing Process in this class. 

 

WEEK 3 
Monday: 

9/5 

No Class: Labor Day Holiday  
 

  

Wednesday: 
9/7 

 
 
 
 

Business Speaking: Delivery 
 
Required: Bring personal your calendar to 
class today in order to sign-up for Speech 
#2 presentation day. 
 

1. Chapter 14 
2. V: Watch Foundations For Learning Videos: 
Public Speaking for Individual Presentations 
needed for Speech #1/#2. 
 

 

Friday:  
9/9 

 
 

Business Speaking (continued)  
 
DUE TODAY: Writing #1 Final Version 
 

AR: The Ten Commandments of Presentations  

WEEK 4 
Monday: 

9/12 
 
 
 
 
 

Language Choices (Tone, Style & Word Choices) 
 
Required: Bring the following to class 
today: 1) Your personal computer or a 
printed, hard copy of the article What do 
You Mean You Don't Like My Style and 2) 
Textbook 
 

1. Chapter 4, pages 112-125 (Language & 
Proofreading) 
2. Chapter 8, pages 276-279 (Developing Style 
and Tone)  
3. AR: What do You Mean You Don't Like My Style 
 

 

Wednesday: 
9/14 

 
 
 

Negative Communication: Delivering Bad News  
 
Required: Bring your personal computer to 
class today. 

Chapter 9 (entire chapter) 
 

 

Friday: 
9/16 

 
 
 

Negative Communication (continued)  
 
Required: Bring your personal computer to 
class today 

 
 

 

WEEK 5 
Monday: 

9/19 
 

Speech #1 (5) 
 

  

Wednesday: 
9/21 

 
 

Persuasive Communication: Searching for a Job  1. Chapter 16 (entire chapter)  
2. Read Writing #2 assignment and bring 
questions to class on Friday for discussion. 

 

Friday: 
9/23 

 
 
 
 
 
 
 
 

1. Discuss questions about Writing #2 
2. Persuasive Communication: Writing your 
Application Letter   
 

1. Chapter 8, pages 300-307 (Designing Letters) 
2. PPL: Understanding the Principles of Business 
Correspondence: Designing Letters.  Read notes 
included with each slide.  Notes are needed for 
Writing #2. 
3. AR: Resources for Persuasive Communication.  
Read: Application Letter Explanations to help with 
Writing #2. 
 

Writing #2 Due Dates:  
ICW: 9/26 
DC: 10/3 
FV: 10/10 
 

WEEK 6 
Monday:  

9/26 
 
 
 
 

In-Class Writing for Writing #2.  Bring 1) 
Personal computer 2) Electronic version of your 
assignment (to date) 3) Your textbook, lecture 
notes, etc. and 4) Any questions you have about 
how to complete this assignment. 
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Wednesday:  
9/28 

 
 

Speech #1 (5) Read Writing #3 assignment and bring questions 
to class on Friday for discussion. 

 
 
 

Friday: 
9/30 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

1. Discuss questions about Writing #3 
2. Persuasive Communication: Building your 
Resume 
 

1. AR: Resources for Persuasive Communication.  
Read the following documents to help with 
Writing #3 and for obtaining resume approval 
through SpartanCareers:      

• Resume Guide (includes the    
Resume Approval Checklist) 

• Action Verbs  
• Objective Statements 
• Do & Don’t Resume Reminders 

2. V: Watch Career Services Resume Writing 
Video Series needed for Writing #3. 
3. V: Watch Career Services UNCG Online Resume 
Approval Process and read the Quick Guide 
provided needed for submitting Writing #3.  
 

Writing #3 Dues Dates:  
ICW: 10/12 
DC: 10/21 
FV: Must be approved before 
11/16 
 
Please note: Your resume 
must be submitted and 
approved (approval date to 
match this semester) via 
the Career Services Center 
Online Resume Approval 
Process through 
SpartanCareers.  If not 
approved through 
SpartanCareers by the 
designated date/time, you will 
receive an automatic zero. 
 

WEEK: 7 
Monday: 

10/3 
 
 
 

Writing #2 Workshop: Bring 1) Typed, 
printed, polished, completed Draft Copy of 
the Writing #2 assignment 2) Print out of 
your Job Posting and 3) Your textbook, 
lecture notes, etc. 

  

Wednesday: 
10/5 

 

1. Persuasive Communication (continued)  
2. Speech #1 (3) 
 

Chapter 6 (entire chapter)  

Friday: 
10/7 

 
 
 
 
 

1. Speech #1 (2)  
2. Discuss questions about Research Report  
3. Researching Your Subject and Informal Reports 
 

1. Chapter 10 (entire chapter)  
2. PPL: Informal Reports.  Read notes included 
with each slide.  Notes are needed for Research 
Report.  
3. Read Research Report assignment and bring 
questions to class for discussion. 
 

Research Report Due 
Dates:  
ICW: 11/2 and 11/16 
DC: 11/28 
FV: 12/5 

WEEK 8 
Monday: 

10/10 
 

Speech #1 (5) 
 
DUE TODAY: Writing #2 Final Version 

  

Wednesday: 
10/12 

 
 
 
 

In-Class Writing for Writing #3.  Bring 1) 
Personal computer 2) Electronic version of your 
assignment (to date) 3) Your textbook, lecture 
notes, etc. and 4) Any questions you have about 
how to complete this assignment. 
 

  

Friday: 
10/14 

 

Speech #1 (5) 
 
 

  

WEEK 9 
Monday: 

10/17 
 

No Class: Enjoy Your Fall Break! 
 

 
 

 

Wednesday: 
10/19 

 
 

Speech #1 (5)  
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Friday: 
10/21 

 
 
 
 
 
 
 
 

Writing #3 Workshop: Bring 1) Typed, 
printed, polished, completed Draft Copy of 
the Writing #3 assignment, 2) 2) Print out 
of your Job Posting and 3) Your textbook, 
lecture notes, etc. 
 
Guest Speaker, Career Coach from Career 
Services: Bring additional questions you have 
about your resume or the Online Resume 
Approval Process to this workshop. 
 

  

WEEK 10 
Monday: 

10/24 
 

Nonverbal Communication 
 
 

AR: Guffey & Loewy (pages 63-67) 
 

 

Wednesday: 
10/26 

 
 
 

Designing Effective Documents and Visuals 
 
Required: Bring your textbook to class 
today 
 

Chapter 7, pages 218-259 (Designing Documents 
& Creating Visuals)  
 

 

Friday: 
10/28 

 
 
 

Designing Effective Documents and Visuals 
 
Required: Bring your textbook to class 
today 
 

  

WEEK 11 
Monday: 

10/31 
 
 
 

Speech #2 (6)    

Wednesday: 
11/2 

 
 
 
 
 

In-Class Writing and researching for Research 
Report.  Bring 1) Personal computer 2) Electronic 
version of your report (to date) 3) Your textbook, 
lecture notes, etc. and 4) Any questions you have 
about how to complete this assignment. 
 
 

  

Friday: 
11/4 

 

Speech #2 (6)  
 

  

WEEK 12 
Monday: 

11/7 
 
 
 

Understanding the Principles of Business 
Correspondence: “You” Viewpoint & Writing  
E-mail Messages 

In Chapter 8: 
• Re-read pages 277-279 (Goodwill & the 
“You” Viewpoint) 
• Pages 291-298 (Writing E-mail, Text & 
Instant Messages) 

 

Wednesday: 
11/9 

 
 
 
 
 
 
 
 
 

Speech #2 (6)  
 
IMPORTANT DUE DATE REMINDER FOR 
WRITING #3: Do not forget to complete the 
Online Resume Approval Process through 
SpartanCareers no later than today.  Be advised, 
today is your last chance to submit and obtain 
the approval required for Writing #3 due before 
11/16.  Remember, the entire approval process 
can take about 1 week. 
 

  

Friday: 
11/11 

 
 

Cultural Communication  Chapter 7, pages 259-265 (Using Visuals to 
Communicate Internationally)  
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WEEK 13 
Monday: 

11/14 
 

Speech #2 (6)   

Wednesday: 
11/16 

 
 
 
 

In-Class Writing and researching for Research 
Report.  Bring 1) Personal computer 2) Electronic 
version of your report (to date) 3) Your textbook, 
lecture notes, etc. and 4) Any questions you have 
about how to complete this assignment. 

 
 

 

Friday: 
11/18 

 

 Speech #2 (6)   

WEEK 14 
Monday: 

11/21 
 

Writing Proposals 
 
Required: Bring your textbook to class 
today 
 

Chapter 13 (entire chapter) 
 

 

Wednesday: 
11/23 

 

No Class: Thanksgiving Holiday  
 

  

Friday: 
11/25 

 

No Class: Thanksgiving Holiday  
 

  

WEEK 15 
Monday: 

11/28 
 
 
 

Writing Workshop for Research Report: 
Bring 1) Typed, printed, polished, 
completed Draft Copy of your Research 
Report and 2) Your textbook, lecture notes, 
etc. 
 

  

Wednesday: 
11/30 

 
 
 

Writing for the Web 
 
Required: Bring your personal computer 
and textbook to class today. 
 

1. Chapter 15 (entire chapter)  
2. PPL: Social Media & Writing for the Web.  Read 
notes included with each slide.  Notes are needed 
for understanding Chapter 15. 

 

Friday: 
12/2 

 

Research Paper Review   

WEEK 16 
Monday: 

12/5 
 

Last day of class and course wrap-up! 
 
DUE TODAY: Research Report Final Version 
 

  

Final Exam 
Days:  

 
 
 
 

Section 01: December 12, 8-11 a.m.  
Section 02: December 7, Noon-3 p.m.   
Section 03: December 12, Noon- 3 p. m.  
Section 04: December 12, 3:30- 6:30 p.m.  
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SYLLABUS AND COURSE SCHEDULE AGREEMENT FORM 
 

By enrolling in this course, you agree to the Course Syllabus and Schedule (including the timeline, 
deadlines and your responsibilities).  Please note: If you cannot fully commit to the terms of the course, 

and allocate at least 2-4 hours per day outside of class (or a minimum of 6 hours per week) as 
recommended by The Dean of Students Office, you should drop the course. 

 
 

Your signature below acknowledges the following:  

 
1. I have received and carefully read the Course Syllabus and Schedule for MKT 309 Fall 2016. 

2. I understand that if I e-mail a question already addressed in the Syllabus/Schedule, I will not 
receive a response. 

3. As explained in the Syllabus, I understand the required Course Materials, Student Learning Goals, 

Course Philosophy, Policies and Procedures as well as Expectations and Requirements regarding 
assignments, attendance, participation and grading.  

4. I understand the Course Schedule clearly provides the daily agendas, how to prepare for class 
and necessary assignment due dates, reminders, etc. and that verbal in-class reminders are not 

given as it is my responsibility to be prepared for class and to know assignment due dates, etc. 
5. I understand when absent from class, if applicable; I will lose any related participation points for 

that day.  

6. I understand when not prepared for class by bringing the required materials, etc., I may be 
dismissed from class.  If applicable, I will lose any related participation points for that day.  

 
Print Name: _______________________________________________________________ 

Signature: ________________________________________________________________ 

Date: ____________________________________________________________________ 

Please note: This Agreement Form is to be printed, signed/dated and brought on your first day of class.  
Be advised: If not brought on your first day of class, you may be dismissed from class and if applicable, 

lose any related participation points.  
 
 

 
 

 
 

 
 

 
 

 
 

 

 
 


