
 
 

COURSE SYLLABUS (Business Communications) 
 
 
Course Title:  Business Communications (Online) 
Quarter: Spring Quarter 
Instructor: Mr. Zal Phiroz 
 
 
Course Description: 
 
Communication, whatever method used, needs to inform. In the business environment 
writing clear, concise, comprehensible copy is critical to success. In this course, learn 
techniques for clarifying purpose, understanding readers, and organizing ideas. Through 
in-class writing exercises, you practice proven strategies for overcoming writer's block and 
creating concise, appropriate, and grammatically correct work. Practice exercises include 
editing and writing letters, memos, reports, email messages, summaries, resumes, and 
cover letters.  Vocabulary development, using correct grammar and punctuation, 
techniques for reducing writing time, and proofreading also are addressed. 
 
The study of Business Communication enables the comprehension of soft-skills within 
commerce.  Aside from understanding the core principles of Business Communications as 
a study, you will learn how to effectively comprehend, position, and deliver messages 
within various disciplines.  This foundation will enable a more practical application of 
material within courses such as Communicating the Brand (Management 822B), Consumer 
Market Research (Management X466), and fundamentals of Project Management 
(Management X443.1)  
 
This course will be comprised of twelve sessions.  Each session will have a presentation 
which covers a specific area within the realm of Business Communications, and will be 
relative to a distinct section of the course textbook.  As the subject of Business 
Communications is largely based on understanding theory and practical example, this 
course will be based Online allowing students to study, interact and learn largely at their 
own pace.   
 
Learning will take place by way of assigned readings, weekly presentation comprehension, 
individual assignments, and group discussion.  Assignments will have set due dates, in 
keeping with the suggested guideline for the flow of the course, however students can 
review lesson presentations at their pace and discretion. 
 
 
 



Goals & Objectives: 
 
In order to succeed in this course, students will have to correctly negotiate the 
following topics on Individual Assignments, ensuring a minimum of 80% accuracy.  
 
1. Identify and explain five main communication delivery models.  Provide 

references/sources where required. 
2. Correctly describe seven barriers to communication, by correctly analyzing commerce 

documents. 
3. Describe in detail the four stages in the writing process.  Provide references/sources 

where required.   
4. Correctly outline the major prewriting strategies.  Provide references/sources where 

required. 
5. Accurately describe the process of assessing the reader’s needs.  Provide 

references/sources where required. 
6. Explain three defined reasons for placing the main point at the beginning of most 

business documents.  Provide references/sources where required. 
7. Correctly describe a situation in which the main point of a document should not appear 

at the beginning.  Support and justify your point. 
8. Correctly create and write information letters of the following types, in keeping with 

given regulations and guidelines: 
a. confirmation 
b. instruction 
c. reference  
d. transmittal 
e. electronic mail 

9. Correctly create and write persuasive letters of the following types, in keeping with 
given regulations and guidelines: 

a. request 
b. proposal 
c. sales 

10. List six characteristics and major types of business reports.  Provide references/sources 
where required. 

11. Correctly create and write short reports of the following types, in keeping with given 
regulations and guidelines: 

a. job progress 
b. job completion 

12. Accurately list accepted guidelines for using graphs in reports.  Provide 
references/sources where required. 

13. Use correct grammar, spelling, and application of topics when delivering messages 
within the realm of coursework. 

 
 
 



Required Resources: 
 
Course Text:   
Essentials of Business Communication, 8th Ed., 2010; Mary Ellen Guffey; Southwestern Cengage 
Learning  
ISBN:  978-1-439-05457-4 
 
Technical Requirement: 
As this course is based online, regular access to the Internet is required. 
 
Recommended Readings: 
 
The Elements of Style, 4th Ed., 2000, William Strunk, Jr. and E.B. White; 
ISBN: 0-205-30902-X 
 
The International Association of Business Communicators (IABC) 
http://www.iabc.com/ 
 
Grading: 
 
Course grades will be based the on the completion of assignments, and classroom participation as 
follows: 
 
%               Item 
15              Assignment 1: MODULE 1 & 2 
15              Assignment 2: MODULE 3 
15              Assignment 3: MODULE 4 
15              Assignment 4: MODULE 5 & 6 
20              Discussion Participation 
20              Final Exam  
100%  
 
Assignments will be comprised of cases- each requiring analysis of a particular area, and justification.  
Typically, questions are purposely vague, to allow students to interpret and justify each answer in their 
own way.  While the identification of core principles is necessary, the bulk of assignment grades are 
based on the students ability to reason their points, theories and opinions with respect to Business 
Communications principles. 
 
Each question on each assignment will be graded on the following % breakdown: 
 
20%-    Correctly identifying the course principle which is being analyzed. 
25%-    Correctly applying course principles to the individual topic or area being analyzed. 
40%-    Correctly reasoning and providing justification for conclusions formed. 
15%-    Providing accurate and meaningful references, which support conclusions and final answers.  
 
Discussion grades will depend on the students ability to contribute regular, informative and insightful 
postings to discussion board topics.  A minimum of 15 objective, substantial discussion posts is 
required for full marks (content-void posts i.e. ‘I agree’, will not count). 



COURSE OUTLINE 
 
Date/Topic Assessment Readings 
Week 1     MODULE 1: Communications Foundations 
Instructor Introduction/ Syllabus Overview 
 

Discussion Participation Course Syllabus 
Chapter 1 

Week 2     MODULE 2: The Writing Process 
Creating Business Messages 
Organizing and Perfecting Business Messages 
 

Discussion Participation Chapter 2 
Chapter 4 

Week 3 
Improving Writing Techniques 
 

Discussion Participation 
Assignment 1: MODULE 1 & 2 

Chapter 3 
 

Week 4     MODULE 3: Workplace Communication 
Electronic Messages and Memorandums 
 

Discussion Participation 
 
 

Chapter 5 
 

Week 5 
Direct Letters and Messaging 
 

Discussion Participation Chapter 6 

Week 6 
Persuasive Messages 
Negative Messages 
 

Discussion Participation 
Assignment 2: MODULE 3 

Chapter 7 
Chapter 8 

Week 7     MODULE 4: Business Reporting 
Informal Reports  
Business Proposals  
 

Discussion Participation 
 
 

Chapter 9 
Chapter 10 
 

Week 8 
Formal Business Reports 
 

Discussion Participation Chapter 10 

Week 9 
Business Presentations 
 

Discussion Participation 
Assignment 3: MODULE 4 

Chapter 12 

Week 10   MODULE 5: Speaking and Technology 
Effective Oral Presentations 
 

Discussion Participation 
 
 

Chapter 11 
Chapter 12 

Week 11   MODULE 6: Employment Communication 
Resumes and Cover Letters 

Discussion Participation 
Assignment 4: MODULE 5 & 6 
 

Chapter 14 

 


