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COURSE:	BUS 360W D400	SEMESTER: Summer 2025
TITLE:	Business Communications	INSTRUCTOR: Dr. Darren Francis
		Office: TBD
		Phone: TBD
		Email:  dfa12@sfu.ca


Course Content and Format:

Taking BUS 360W will help you 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, applying, hands-on communications course. 

You all can write and speak, know what sentences and paragraphs look like, and are familiar with the structure of an academic essay; you already send emails/texts every day. You also use oral communication every day while speaking in-person, on the phone, or working in small groups for class projects; you occasionally make presentations in your classes. 

So how will BUS 360W help you/what gaps in your skills will we work on? While all of you have experience with most or all of the above contexts, very few of you have practical experience communicating with business audiences in business environments. BUS 360W helps you to develop writing and speaking strategies you can confidently adapt to a wide range of professional situations. The course aims to raise your communication performance to a professionally acceptable level (rather than to have you memorize or theorize about communication knowledge)—it is a learn-by-doing course. The primary means of instruction and learning will be guided practice in realistic business contexts. Instruction and assessment focuses on both document and presentation process, as well as your ability to create professional, finished products.

As critical thinking skills are the infrastructure of your professionalism in the workplace, BUS 360W will help you to demonstrate your practical and critical thinking skills through your deliverables. You will improve your ability to conceptualize, analyze/evaluate, synthesize, and apply information to guide both your thinking and your deliverables.  

As teamwork is a fundamental skill valued by employers, you will also participate in a major team project so that you can learn about and apply best practices for collaboration with respect to writing and presenting. You will be exposed to best practices for efficient team development, communication, project management, and conflict resolution within this collaborative context. You will assess your team’s progress throughout the project to improve performance; finally, you will be evaluated by your team on your effectiveness as a member of the team. 

The best way to succeed in this course is to be prepared each week. This means completing assigned reading, previewing lecture slides, and finalizing all required assignments/exercises in advance. You are encouraged to take notes directly on slides, alleviating the temptation associated with distractions in the online learning environment. Immediately after class, expand on your notes.

You are expected to take part in class activities, group discussions, and workshops throughout the term. 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 success in BUS 360W.
Learning Objectives

Active participation in BUS 360W should enable you to:

1. Produce business deliverables that meet deadlines and deliverable requirements.
2. Analyze communication contexts, identify specific audiences, and apply reliable strategies to produce clear, concise, purposeful (action-oriented) business documents.
3. Plan, draft, edit and revise your deliverables using a structured approach.
4. Apply practical/critical thinking and evaluation skills to successfully address business problems.
5. Manage a complex collaborative project over 10 weeks; apply best practices for collaborative work and business research.
6. Generate and receive constructive peer feedback that assists you and your team to improve individual/collaborative communication skills. 
7. Project a strong professional image for yourself (and/or your organization) by becoming more conscious of how you communicate and how your messages affect others.

Grading Overview

	Learning Activity 
	Total Value of Grade
	Learning Outcomes Covered 

	Attendance and Participation
	2%
	7

	Memos or Emails 
	15%
	1-4 and 7

	Letter Case Study
· Submission 1 (Draft 1)
	Draft 1: 7%
Draft 2: 13%
Total: 20%
	1-4 and 7

	Writing Portfolio
	21%
	1-4 and 7

	Research Presentation
· Case Analysis – Part 1
· Case Analysis – Part 2 (Placemat Presentation)
· Case Analysis – Part 3 (Final Presentation)
· Team Evaluation
	Submission 1: 7%
Submission 2: 12%
Submission 3: 20%
Team Evaluation: 3%
Total: 42%
	1-7

	
	
	


**Special Note**

While attendance is not mandatory the first week of the semester, this session provides foundational knowledge for success over the rest of the semester. Missing Wk 1 means missed deliverables (no make-up), and typically results in students being so far behind that they cannot catch up. This also applies to those waitlisted/who register after the first class.

Recommended Text

Reynolds, G. (2019). Presentation Zen: Simple Ideas on Presentation Design and Delivery. New Riders. (NOTE: You can use the 2nd or 3rd edition of this book, whichever is least expensive for you.) The SFU Library has offered free online access to this book previously—check to see whether this is still the case.

Additional Open Source (i.e. free) required reading materials will be available through Open Learning websites or posted on Canvas.



2

image1.jpeg
. )




