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COURSE: BUS 360W E100
SEMESTER: Summer 2025
TITLE: Business Communications
INSTRUCTOR: Eric Tung

SECTION: E100
Office: TBA
OFFICE HOURS: TBA
Phone: TBA


Email: eric_tung@sfu.ca                 ________________________________________________________________

Course Content and Format

BUS 360W helps you to develop writing and presentation strategies that you can confidently adapt to a wide range of professional situations. Because the course aims to raise your communication performance to a professional level (rather than to have you memorize or theorize about communication knowledge), this is a learn-by-doing course. The primary means of instruction and learning will be guided writing and presentation practice in realistic business contexts. Instruction and assessment of your writing and presentation skills will focus on both your writing process and your ability to create professional, finished products.

Three core business writing elements form the foundation for what you will study and practice in BUS 360W: strategy, mechanics, and professional image. 

As critical thinking skills are key in the workplace, BUS 360W will help you to develop your critical thinking skills. You will improve your ability to conceptualize, analyze / evaluate, synthesize, and apply information to guide your thinking, writing, and presentation skills.
With teamwork being a key skill valued by employers, you will participate in a major team project (working virtually) so that you can learn and apply best practices for writing, presenting, researching, and editing. You will learn best practices for effective communication, project management, and conflict resolution. You will assess your team’s progress throughout the semester and will be evaluated by your team as well. 
The best way to succeed in this course, especially during this period of remote teaching and learning, is to be prepared each week. This means completing assigned readings, previewing materials, and finalizing required deliverables in advance. You are expected to take part in class activities, group discussions, and workshops. As the central component to this course is the “application” of what you are learning to realistic business scenarios, your active participation is essential for your success in BUS 360W.

Learning Outcomes

By actively participating in BUS 360W, you will 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 Case Study
(2 submissions)…………………………… 
20%

--Submission 1  (Draft of Email)

     


(8%)

--Submission 2  (Revised Final Email)



(12%)

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

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


     
(8%)

--Submission 2  (Revised Final Letter)
                             
(12%)

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

Writing Portfolio…………………………………………..………. 
20%

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

Building a Business Case     (4 submissions)………………............
40%
Submission 1   (Evaluation of Initial Research)  
    
(7%)

Submission 2   (Placemat Presentation)

   
(8%)

Submission 3   (Final Presentation)



(20%)

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

Submission 4   (Team Evaluation)

               
(5%)

LEARNING OUTCOMES ASSESSED: 5 and 6

___________________________________________________________

Total

          






100%
Recommended Text

Reynolds, Garr. Presentation Zen: Simple Ideas on Presentation Design and Delivery. 3rd Edition. New Riders: 2019.
Additional Open Source (i.e., free) required reading materials will be available through Open Learning websites or posted on Canvas.
Prerequisites

Refer to the SFU Calendar.
Important Note

While there is no final exam for this course, the team presentation of the business case will be scheduled to take place during the week of the last class and during the exam period, as this is the capstone assignment. This presentation will be scheduled in consultation with students to avoid conflicts with exams.
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