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BUSINESS COMMUNICATION, MKT309 
Department of Marketing, Entrepreneurship, Hospitality and Tourism 

Garrett, spring 2016, in-class 
Sections:  MKT309-07 & 08 

The syllabus and course schedule are subject to change. 

 

Catalog Description – This course focuses on business and professional communication.  Emphasis is on 

effective persuasion, interpersonal, intercultural, and organizational strategies through business styles, 

formats and presentations. 

 

Course Instructor  

Ms. Dianne Garrett 

377 Bryan Building 

336.334.4473 (leave a message, which is emailed to me) 

drgarret@uncg.edu  (best way to contact me) 

Office hours:  T/R at 12:30pm to 1:30pm 

 

Credits: 3 hours 

Prerequisites:   Junior standing, admission to approved program 

UNCG support:  Writing Center, Speaking Center, Career Center, Digital Act Center, Digital Media Center 

 

 

The Bryan School of Business and Economics Mission Statement 

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. Plan, schedule, contribute to, and lead projects.   

 

 

MKT309 Course Overview & Philosophy  

In this class, we will practice our writing, speaking and relating skills.  This Writing Intensive & Speaking 

Intensive course is performance-based.  Since knowledge and skills improve through practice, you are 

graded on your performance activities.  You are graded on WHAT you say (content) and HOW you say it 

(delivery).   

 

mailto:drgarret@uncg.edu
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This course is designed on your engagement.  You MUST prepare for every class.  This is not a cram-for-

the-exam course.  You MUST view videos, read documents, complete assignments BEFORE you come to 

class.   A major portion of our class time, and your grade, will be interacting and problem solving with 

the topic before, during and after class. 

 

Course Student Outcomes:  Upon successful completion of Business Communications, students will met 

the Student Learning Goals of the Collaboration, Communication and Knowledge-Integration goal (#6 

above).  More specifically, you will also meet various learning components of the critical thinking, ethical 

decision-making, and strategy formulation, with audience considerations relative to global and multicultural 

facets.  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 business research for evidence-based writings & presentations. 

5. Use accurate documentation of sources. 

6. Write concise and organized documents using the appropriate format. 

7. Use the three step writing process. 

8. Write reports based on the evaluation of data. 

9. Develop and demonstrate effective oral presentations with verbal and nonverbal proficiencies. 

 

Course Requirements 

1. PREPARE FOR CLASS.  You are graded on your class engagement. 

2. Course text:  Writing That Works by Oliu, Brusaw, and Alred, 11th edition -                

                        ISBN-10: 1-4576-1113-9 / ISBN-13: 978-1-4576-1113-1 

3. Our class website is http://businesscommunication2013.wordpress.com/. 

4. Use your UNCG email account. 

5. Check Canvas and the UNCG website for any adverse weather conditions opening/closing 

adjustments. 

6. You are expected to adhere to the UNCG Honor Code, which can be found online at 

http://academicintegrity.uncg.edu/.   

7. Please review the faculty/student guidelines at 

http://www.uncg.edu/bae/faculty_student_guidelines.pdf.  The Student Code of Conduct short link 

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

8. 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, eating, and usage 

of cell phones, iPods, and pagers, etc. inappropriate use of laptops, disrespect for speakers 

(including classmates, guests, and instructor), sarcasm or aggressive language and or actions.  

Instructors have the sole-authority to withdraw a student for disruptive behavior.  Note:  it is 

imperative that 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.  

9. To establish reasonable accommodations, students with disabilities are to contact the Office of 

Disability Services (336-334-5440) in the first week of school. 

 

Course Policies & Procedures 

1. Attend class.  You are graded on your class performance, therefore taking attendance is not 

necessary.  If you are unable to attend class, you do not have to inform me of the reason for 

your absence.  

2. If any assignments conflict with your religious practices, see the instructor. 

3. You have graded classroom activities that cannot be made up.  You are responsible for the 

information/activities, etc. whether you attend class or not.  Do not email me and ask me what 

was covered that day; your answer is in Canvas.   

4. Some information is delivered orally only.   

http://businesscommunication2013.wordpress.com/
http://www.uncg.edu/bae/faculty_student_guidelines.pdf
http://sa.uncg.edu/handbook/wp-content/uploads/disruptive_policy.pdf
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5. Display your name tent at every class meeting until I inform you otherwise.  Engagement points 

may be subtracted for non-compliance. 

6. In this course, direct communication with me is via email, phone, or in my office.  I encourage 

you to see me in my office for personal support.   

7. Do not be late to class.  While occasional life incidents affect our timeliness, habitual lateness is 

noticed, and is not acceptable.  You may lose Engagement points for habitual lateness. 

Additionally, habitual lateness may be considered disruptive behavior and treated as such.  

8. Do not text while in class.  I can tell if you are hiding your phone and texting.  When I see this 

behavior, I may deduct Engagement points or excuse you from class.  If you have an urgency, 

excuse yourself from class.  

9. Smartphones are not acceptable vehicles for classroom exercises.  When asked to bring an 

electronic device, please bring a laptop or a tablet. 

10. Be prepared to bring your tablets or laptops to class for classwork, for note taking, and class 

assignments.  You are, at all times, to use them for class only.  No Facebook checking, etc.   

11. You are expected to adhere to the course schedule.  No exceptions.  By enrolling in this course, 

you are agreeing to this timeline and responsibilities.  All of us have life situations to manage. 

12. It is your responsibility to keep up with your assignments.  Do not expect reminders. 

13. No eating in class; it is distracting to others.  Drinking water in specific classrooms is permitted. 

14. Submit all assignments as instructed.  Do not email me any assignments, unless I specifically and 

individually make that request. 

15. Any assignment review is to take place in my office or in the classroom.  Do not ask for an 

email review.  

16. Assignments are scheduled and sequenced; therefore, late work is not accepted. Do not ask for 

an exception. 

17. Some assignments may be ambiguous; this is in part, purposeful.  The ambiguity allows you to 

engage with the material – to ask questions and make decisions (critical thinking practice).  You 

are to follow directions and add your creativity. 

18. Do not do assignments before we have class time on the material.  If you do, you are working on 

past knowledge and not on new knowledge.   

19. Do not walk into the classroom during a student’s presentation; instead, wait until he/she is 

complete.   

20. Do not start packing your belongings until I indicate the class is complete. 

21. Do not say something electronically that you would not say in person.  Sending me an 

inappropriately written email may result in a request for you to re-write your email before I 

respond to the content. 

22. No extra credit is offered.  Do not ask. 

23. No make-up work is offered.  Do not ask. 

 

Email Etiquette:   I care about writing excellence, so when you email me, do your best.  If you do not 

email with kindness and professionalism, I may ask to you re-write your email before responding to 

your content.  

  

 A greeting (Hi Professor Garrett, for example) 

 In the initial conversation, always write in three paragraphs.   

 Always put different topics in different paragraphs.  Crowding all information in one paragraph 

is inappropriate business writing. 

 Write a strategic subject line that closely links to your first sentence.   

 Write in the direct approach, which means you are to front-end load your purpose. 

 Use appropriate tone, at all times.  Do not let any negative emotion overpower your smrt 

wording choices. 

 Use appropriate capitalization.  Always capitalize ‘I.’ 
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TEACHING METHODS AND COURSE ACTIVITIES 

 

This course is mostly in the ‘flipped’ structure.  A ‘flipped’ classroom is a pedagogical approach that 

inverts the traditional “lecture/homework.” You are to do the passive work (like watching the lecture and 

readings) outside of class and the collaborative and problem-solving decision-making in class.  In class 

you will take VERBAL quizzes, contribute to discussions, problem-solve, do practice assignments, and 

engage in-group decision-making events.  You MUST prepare for class; it’s a significant portion of your 

grade. 

 

Benefits of the flipped classroom are  

1. You can listen to the lecture more than once. 

2. You can listen to the lecture material when it is convenient for you. 

3. More class time can be allocated to active learning experiences.  You can ask your questions at 

the time you are working on the assignment. 

 

This course is not a take-a-test-and-move-to-a-new-topic construction.  Instead, you are expected to better 

your performance with each assignment.  Each topic and each assignment builds on each other.  (Don’t 

miss work or class.) 

 

This course’s foundation is on sequenced collaboration.  

You are to come to our class workshops with your completed writing assignment, prepared to share your 

work and prepared to offer feedback/feedforward to others.  The purpose is to gain information to 

improve your performance.  You are not allowed to stay in class unless you have your work done!   

 

1. I urge you to always do your best work, because if you don’t, you most likely will receive 

feedback that tells you what you already know.  Instead, do your best, so you get feedback that 

forwards you. 

2. If it seems you were slacking in your work, then you have earned less feedback from the 

instructor.  

3. You will receive more feedback in the beginning of the course.  By the end of the course, you 

are expected to have applied the information. 

4. You may only receive feedback on your first paragraph, depending on how many mistakes that 

need to be noted.  You are expected to review and apply corrective information to the remainder 

of the document. 

 

Deliverables  

 

Deliverables Percentage of 

Final Grade 

Class Engagement  

(Participation, Quizzes, Peer Feedback, etc.) 

22% 

Assignment Preparation        10% 

SI: Speaking Assignments 15% 

WI: Writing Assignments 43% 

Portfolio  10% 

                           Total 100% 

 

 

 

Class Engagement  

While roll call is not taken, Engagement (class prep and participation) is; therefore, to earn the 

points, you must attend class.   



 

5 
It’s what you say and how you say it. 

 

You MUST complete the class preparation prior to our class meeting. Class prep assignments are 

noted in Canvas in the appropriate module. I will call on you in class to give a verbal accounting 

of the assigned (preparation/engagement) materials, and record a score.  If you are unable to 

answer the question(s) or answer poorly, you will receive a zero score for the day.  Instead, 

simply be prepared to score well. As you prepare for class, take thorough notes and show me 

your notes prior to class starting for Engagement points.  You may not be allowed to have your 

computer on during class discussions. 

 

Peer Feedback 

The purpose of feedback is to ‘see’ areas for improvements and therefore create improvement 

goals. In this course, we will practice delivering honest and respectful feedback that is not 

emotionally negative.  Your job is to offer quality feedback on peer works as well as learn how to 

manage any negative feelings you might have to the information you receive.  A second purpose 

is for you to expand your thinking by reviewing another’s work; you get to see how that person 

solved the same problem differently than you.  Use the information well by turning the negative 

into a goal. 

 

Peer feedback is due within a week of the assignment’s due date.  As I am grading, I’ll review 

what is posted, and if I perceive the post as disruptive to the receiver, I will delete it, and this 

deletion will reduce your required contribution and potentially reduce your feedback grade.  You 

will receive your peer feedback grade at the end of term. 

 

Post your feedback within one week. You are to offer three items of what a person did well, and 

three suggestions for improvement.  Use the Business Writing Checklist and Rubric to help you 

evaluate the document and choose your items to offer.  Quality matters to your grade. 

 

Assignment Prep 

For the preparation work associated to the speaking and writing assignments, you must have all 

pieces posted on time and for full credit. 

 

SI:  Speaking Assignments 

` You have two extemporaneous presentations. Each has preparation assignments that are to be 

submitted to Canvas.   

 

 You must complete two consultations at the UNCG Speaking Center, one for each speech, 

PRIOR to your class presentation.  The Speaking Center requires a two-day notice for 

scheduling an appointment.  The Center opens January 25th.  Do not offer excuses as to 

why you were not able to complete this as required.   

 During the speeches, you will participate by offering positive feedback to the speaker 

and/or be a timekeeper. 

 If you elect to not complete both presentations, you may fail the entire course, as our 

course is speaking intensive.   

 Use your own phone or video equipment to record your presentation.  You are to review 

it and include what you learned about yourself in your reflection. 

 While you may pick your topics (within the assignment parameters), you are NOT to 

choose a topic related to religion, sex, politics, or has a negative base.  If you break this 

rule, you choose a zero grade on the assignment.  Remember, you must get an approval 

email back from me the night before in order to present. 

 If you are feeling intensive anxiety, I invite you to talk with me.  

 You are to know everyone’s name in class; you will be quizzed on it.  Building 

relationships helps most everyone feel more comfortable presenting. 
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 If you speak with an accent, consider speaking a little slower to give the audience 

listening interpretation time. 

 Email the completed Speech Planning Document, Powerpoint slide, your Speaking Center 

proof, (and any other required item(s) to me for prior approval by 5pm the night before, 

at the latest.  You must have a return approval email from me in order to present.    

 

WI:  Writing Assignments 

Writing assignments have instructor and peer feedback.  

 

 Use Microsoft Word only. 

 Put your full given name in your file name, last name first. 

 I prefer you use Euphemia font, size 9.  This font is easier for me to read. 

 You are to apply the feedback to your next assignment.  

 I do not note every error; it is not possible.   

 You are responsible to find the duplicate errors (and more) in a document.    

 Drafts assignments are not optional and are to be your best performance.  ‘Draft’ is not 

permission to shortcut your performance.  Whether the assignment is graded or not, 

always do your best. 

 Do not ask for re-do work. 

 Do not wait until the end of term to review and apply your feedback. 

 Causes for an automatic fail - 

1. All submissions are to be at least three paragraphs (except the resume):  an 

introduction, a body (can be more than one), and a conclusion.   

2. All submissions are to be single-spaced, using standard margins (except the resume 

can have updated margins.) 

3. No late assignments are accepted. 

 

Research Report & Information Literacy 

You have a course requirement to learn and conduct business research and produce an error-free 

report.  Therefore, you will have at least one class meeting with our business librarian(s).  You are 

required to have the Writing Center review your research report; allow time for this requirement.  

 

Instructor Feedback 

Instructor feedback (in Canvas) can be viewed both in Comments and on the ‘View Feedback” tab 

through Grades.  Be sure you are reviewing both. 

 

 

Final - Portfolio 

You are to re-do your selected writing assignments and turn them in hard copy (spiral bound or 

stapled strongly).  No other presentation format will be accepted.  In bettering your documents, 

simply correcting a few items or the ones noted may not enough; you may need to completely 

re-write the document.  No late work is accepted; do not ask. 

 

 

Grading 

You are to manage your emotions related to your performance and the resulting score.  If you scored 

lower than you expected, my suggestion is for you to carefully review the professor and peer feedback, 

re-write the assignment, have it reviewed by the Writing Center, then schedule with me for a one-on-one 

review.  This process (and sometimes repeated multiple times) can make a difference to your end-of-term 

Portfolio grade. 
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You are held accountable for your skill development as learning progresses.  This premise means grading 

gets more rigorous as we move forward.  An ‘A’ score on the first assignment is most likely not ‘A’ quality 

performance on the final assignment. 

 

Grades are held in the Canvas Gradebook. 

I remind you that grades are non-negotiable.   

 

1. It is your responsibility to review and ask any questions within one week of the grade’s posting.  

Do not wait for the end of term.   

2. During term, my recommendation is you pay attention to each individual grade rather than the 

Canvas calculation until the majority percentage of your scores are posted (towards the end of 

term).  

3. Canvas calculates grades from the beginning, but without all grades posted the calculation is 

questionable at best. 

4. Final grades are rounded up to the next point at ‘.5’ and more, only.  For example, a score of 

74.5 is rounded to a score of 75. 

5. Do not email expressing frustration about a grade telling me the grade is wrong.  Instead kindly 

requested a meeting with me to review the document for additional feedback (after reworking the 

document.) 

6. Do NOT ask for a grade reconsideration, especially at the end of course.  No begs for an ‘A’ – 

for any reason. Do not tell me you are a 4.0 student with the intention to influence me to post a 

higher grade. 

7. Do not email me after searching for something to use to justify an increase in your score. 

8. When final grades are complete in Canvas, 24 hours later final grades will be posted to Genie. 

 

 

A B C D/F 

Exceeds Expectations Meets Expectations Needs Improvement Below Expectations 

Expands assignment 

into excellence, adds 

creativity. 

Complete all that is 

required with high 

quality 

Complete the work with a 

few areas for 

improvement 

Did not meet the 

assignment requirements 

 

+ (plus)                Null              (minus) 

Exceeds expectations Meets expectations 

(a few un-impactful errors) 

 Working toward expectations 

 (a few impactful errors) 

 

 


