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COURSE:       BUS 360W
SEMESTER: Summer 2025


TITLE:
       Business Communications
INSTRUCTOR: K Stewart
SECTIONS:   D100/E200
Office: WMX 4367 
OFFICE HOURS: TBA
Email: kstewart@sfu.ca
              _______________________________________________________________________

Course Content and Format

By taking BUS 360W, you will develop business communication skills that you can confidently adapt to a wide range of professional situations. This is not a reading and memorization course. This is a thinking, reading, and hands-on communications course.

Of course, you already know how to write and speak. You know what sentences and paragraphs look like, and you know how to structure an academic essay. You already send emails and text messages every day. You also use oral communication 

every day—you talk with your friends, you talk on the phone, you work in small groups for class projects, and you occasionally present your school work to your professor and to your peers.
So how will BUS 360W help you? What gaps in your skills will we work on?

While all of you have experience writing essays, emails, and text messages, and most of you have experience making classroom presentations, very few of you have practical experience communicating with business audiences in business environments.

Our focus will be on improving your oral and written business communication intelligence in four areas: relationships (RQ), information (IIQ), action (AQ), and decision-making (DQ). We will develop your intelligence in these areas though a focused cycle of planning, practice, and feedback, and revision.
You are expected to complete portfolio exercises and formal assignments throughout the term. You will also be meeting regularly with your business case teams, the TA, and the Instructor to discuss project related activities and progress.
Learning Outcomes

By actively participating in BUS 360W, you should be able to do the following:
1. Plan, draft, and revise your business documents to produce writing that is ethical, accurate, clear, and concise. 

2. Use oral and written communication to successfully manage relationships, action, information, and decisions.

3. In both oral and written contexts, promote and support recommendations based on sound reasoning and evidence that is reliable, relevant, and recent.

4. Apply your critical thinking skills to successfully address business problems.

5. Work collaboratively in teams and support your peers by giving and receiving feedback in a confident, constructive, and non-defensive manner.

6. Project a strong professional image for yourself (and/or your organization) by becoming more conscious about how you communicate and about how your communication impacts others.

Grading Overview

Email/Memo Case Study
(2 submissions)……………………   20%

--Submission 1  (Draft of Email/Memo)
     


(6%)

--Submission 2  (Revised Final Email/Memo)


(14%)

LEARNING OUTCOMES ASSESSED: 1, 2, 4, and 6

Letter Case Study
(2 submissions)…………………………….
20%
--Submission 1  (Draft of Letter)           


     
(6%)

--Submission 2  (Revised Final Letter)
                             
(14%)

LEARNING OUTCOMES ASSESSED: 1, 2, 4, and 6

Communication Portfolio………………………………………….. 20%

LEARNING OUTCOMES ASSESSED: 1, 2, 4, 5, and 6

Building a Business Case     (4 submissions)………………............
40%
Submission 1   (Evaluation of Initial Research)  
    
(6%)

Submission 2   (Placemat Presentation)

   
(10%)

Submission 3   (Oral presentation of Business Case)

(20%)

LEARNING OUTCOMES ASSESSED: 1, 2 , 3, 4, 5, and 6

Submission 4   (Team Evaluation)

               
(4%)




Team Evaluation #1



1%




Team Evaluation #2



1%




Team Evaluation #3



2%

LEARNING OUTCOMES ASSESSED: 5 and 6

_____________________________________________________

Total

          






100%
Books to Buy: None 


Canvas Container:  None
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