
University of Illinois at Chicago 

BA 200 – MANAGERIAL COMMUNICATION 

 COURSE SYLLABUS  

3 credit hours 

Prerequisite: ENGL 161 

Fall 2017 

 

 

Instructor name: Ranjit Souri 
Office location: University Hall, Room 1130 

E-mail address: rjsouri@uic.edu 
Office hours:  By Appointment 

 
CRN/Course Number: 10869 CRN/Course Number: 10868 
Day & Time: MWF 1-1:50pm Day & Time: MWF 2-2:50pm 
Classroom location: TH 100    Classroom location: TH 120 

 

PREREQUISITE 

 

You need to have completed ENGL 161 “Academic Writing II: Writing for Inquiry and 

Research” or its equivalent BEFORE taking BA 200. You cannot take the two courses 

concurrently. If you have not yet completed ENGL 161, then you should drop BA 200 and take 

ENGL 161. 

 

COURSE DESCRIPTION AND GOALS 

 

BA 200 concerns the fundamentals of written communication in a corporate/professional setting. 

Though our focus will be on written communication, we will also incorporate oral 

communication and presentation skills. 

 

Additionally, we will work some improvisational aspects into the course, to help build the ideas 

of ensemble and teamwork, and to leverage the connection between improvisation and writing. 

 

We will also incorporate study skills, professionalism, and career development. 

Upon completing BA 200, the student should be able to:  

1. Demonstrate competence in the use of conventional written business forms through 

fundamental aspects such as mechanics, grammar, style, and format. 

2. Perform satisfactorily on standard writing evaluation measures such as Criterion as well 

as a series of written assignments such as memoranda, letters, proposals, and reports. 

3. Analyze business communication contexts rhetorically by understanding audiences, 

purposes, and situations. 

4. Develop logical, effective approaches to solving business problems through written 

communication. 

5. Demonstrate ability to apply knowledge of writing strategies. 

6. Create written documents that analyze and propose solutions to business problems. 

7. Analyze the ethical responsibilities involved in written business communication. 

8. Communicate effectively with diverse audiences. 

9. Collaborate on communication projects.   

mailto:rjsouri@uic.edu
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BOOKS, ETC. 

 

There is no required textbook. But here are some OPTIONAL books you may choose to 

purchase. All are available on Amazon. 

 

 Alred, Brusaw, and Oliu. The Business Writer’s Handbook, 11th edition (2015). 

Published by Bedford / St. Martin’s. ISBN-10: 145767551X. ISBN-13: 978-1457675515. 

Feel free to get the e-book, the spiral-bound version, or the paperback. An outstanding 

reference book. 

 

 Garner, Bryan A. HBR Guide to Better Business Writing (2012). Published by Harvard 

Business Review Press. ISBN: 978-1-4221-8403-5. A great book for all business writers 

of all levels. 

 

 Strauss, Kaufman, and Stern. The Blue Book of Grammar and Punctuation, 11th edition 

(2014). Published by Jossey-Bass. ISBN: 978-1-118-78556-0. This book is an all-time 

classic, useful for writers of all levels. Its companion website www.grammarbook.com is 

also an excellent resource. 

 

Another great website for grammar is Purdue University’s OWL (Online Writing Lab). 

 

 

COURSE POLICIES 

 

Course Grade 
The final course grade is determined by these components: 

Attendance:        30 points 

Homework (not including Final Project):   40 points 

 Final Project (Career Plan + Final Resume) :  15 points 

 C.M. MOTA Score:      10 points 

 EAP Score (Engagement, Attitude, and Participation): 05 points   

  Total:       100 points possible 

 

Our scale is simple: 90+: A 

   80-89: B 

   70-79: C 

   60-69: D 

   0-59: F 

 

Attendance 

Attendance is crucial in this course – not only for your benefit, but also for the benefit of your 

classmates. You will learn the most if you attend every class meeting. However, I know that 

there might be a small number of occasions where you have to miss, so I employ a scoring 

system designed to allow you up to four absences without penalty. 

 

For purposes of my attendance policy, I assume 45 class meetings. That’s 15 weeks * 3 classes 

per week. In actuality, this semester we have UIC days off for Labor Day on Monday, September 

http://www.grammarbook.com/
https://owl.english.purdue.edu/owl/
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4th, and for Thanksgiving Weekend on Friday, November 24th. To make my math easier, I will 

count those as class meetings and give all of you credit for attending. 

 

Your Attendance score is calculated as follows: 

34 minus your number of absences, subject to a ceiling of a score of 30. 

 

So, if you miss zero, one, two, three, or four classes, you’ll get all 30 Attendance points. (Your 

Attendance score cannot exceed 30.) If you miss five, you’ll get 29 Attendance points. Miss six, 

you’ll get 28 Attendance points. And so on.  

 

Because I allow for up to four absences, I do not determine “excused” or “unexcused” absences 

based on the reason for the absence. Your first four absences are considered “excused”; any 

beyond that are “unexcused”. I recommend that you e-mail me in advance if you are going to 

miss, and let me know why, and provide documentation if you wish to. (Of course, if the reason 

is personal and you don’t want to share it, that’s fine – just say “for personal reasons”, and no 

documentation is necessary.) My preference for this type of notice stems from my preference for 

clear, timely, professional communication between student and teacher. This communication will 

not factor into your attendance score – but it may very well factor into your EAP Score. (EAP 

Score is explained later in this Syllabus.) If you are unable to let me know in advance, I still 

recommend that you e-mail me similarly as soon as possible after you miss class. 

 

Use your four absences wisely. Save them for when you really need them. Plan ahead if there are 

any dates you KNOW you will miss. Ideally, don’t use any of your absences at all. 

 

If you are going to miss class due to a Religious Observance, please contact me as far in advance 

as possible with the details. Check out the University Holiday and Religious Observances 

calendar here: http://oae.uic.edu/religious-calendar/ 

 

If you do miss a class, you are responsible for checking Blackboard after class, and for knowing 

any new information such as new assignments, new hand-outs, etc. 

 

Occasionally we will do a “work session” – a session where the students work on homework, 

and the teacher is in the room, available to help. Work sessions will always happen at the regular 

day and time of class, and may or may not be announced in advance. Attendance and timeliness 

are accounted for on work session days exactly the same as on any other class dates. 

 

Sign-In Procedure 

You are required to sign in to each class meeting on the sign-in sheet that I will provide at the 

front of the classroom.  

 

If you arrive after the scheduled class start-time (even by one minute), you must write the time of 

your sign-in immediately to the right of your signature. The number of minutes you are late, will 

be factored into your CM-MOTA score for the semester. If you arrive late but do NOT write the 

time of your sign-in next to your name, you have committed a violation of UIC’s Honor Code, 

and this can result in serious consequences. 

 

http://oae.uic.edu/religious-calendar/
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Never sign anybody in other than yourself. Signing in somebody else, even if that student IS 

actually present in the classroom, is a violation of UIC’s Honor Code and can result in serious 

consequences. 

 

Do not sign in and then immediately leave the classroom – even if there are still a few minutes 

before the start of class. Sign in only when you are ready to remain in the classroom. If you are 

arriving just in time for class but need to conduct any type of personal business before class (for 

example, using the restroom), then conduct that personal business before you enter the 

classroom, and then sign in late if applicable, and write the time to the right of your signature. 

 

Homework and Due Dates 

Though I may vary from this, my modus operandi is to give you one homework assignment per 

week, and make it due to Blackboard 24 hours before the start of your Friday class. Any 

homework submitted LATE (even one second late) to Blackboard will be penalized. My advice 

is to complete and upload your homework early, to allow for unforeseen problems such as 

computer problems, etc. Late is late, regardless of the reason. 

 

Late Penalties for Homework are calculated as follows: If you submit an assignment to 

Blackboard on the day that it’s due but after the deadline, or on the next day, your late penalty is 

minus one point. If you submit it the day after that, minus two points. From that point on, every 

additional day it’s late will result in one more subtracted point. (I will never lower your score for 

any particular homework to less than zero.) 

 

For example, say you have an assignment due at 1pm on Thursday, September 7th. If you submit 

it on Thursday after the deadline, or anytime Friday (until 11:59pm), one point will be 

subtracted. Saturday, minus two points. Sunday, minus three points. And so on. We only have 

100 total points in this course, so I advise you to get into the habit of submitting all homework 

early. 

 

Occasionally I may assign a homework assignment that you need to just bring in to class (on 

paper) and not submit to Blackboard. These will usually not be graded and will not count toward 

your Homework score for the course – however, failure to bring in such an assignment can 

negatively impact your EAP score for the course. (See below for an explanation of EAP.) 

 

Formatting for Written Assignments 

Most of your written assignments should be formatted in what I will call “Standard BA 200 

Format”. (Standard BA 200 Format is only standard for my sections of BA 200.) Here are the 

requirements of Standard BA 200 Format: 

 

A Microsoft Word document with 12-point Times New Roman font, double-spaced, with one-

inch margins. Double-spacing is important in case I want to write comments on your papers. 

 

Include a three-line Title Block in the upper left-hand corner of page 1 only. The Title Block 

should contain your name and UIN, “BA 200”, the day and time of your section, the CRN, 

and the number and name of the assignment. The title block must be formatted as follows: 

 

Jane Doe / UIN 000-000-000 

BA 200 MWF 1pm / CRN 10868 
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HW01 Four Life-Questions 

 

If the name we use for you in class is different from your actual name, then format your name as 

follows: For example, if your name is Ranjit Souri, but you go by Gary, then type your name as 

follows: Gary (Ranjit) Souri. I keep track of your papers alphabetically by your first name that 

we call you by in class, so it’s easier for me if the first word I see in your name is the name that I 

call you. The same rule applies if what we call you is a different form of your first name. For 

example, if your name on your UIC record is Robert Smith and you go by “Bob”, then show 

your name on all homework assignments as: Bob (Robert) Smith. 

 

Include a header on every page except the first, centered, with your full name, “BA 200”, the 

day and time of your section, and the number and name of the homework assignment. For 

example: 

 

Jane Doe / BA 200 MWF 1pm / HW01 Four Life-Questions 

 

Note: If your paper is one page or less, then you do not need to make a header. 

 

Include a footer on all pages (including page 1) with the page number, centered. 

 

Failure to follow formatting requirements may result in one or more points taken off, at my 

discretion.  

 

Of course, some written assignments will not be required to follow Standard BA 200 Format, 

such as PowerPoint slides and resumes. 

 

Blackboard Deletions 

Occasionally a student’s Blackboard submission might go awry. (For example, the student 

submits the wrong document, or wants to make changes after already submitting; or the 

document ends up blank on Blackboard.) The student or the teacher might discover this. 

 

If you discover a problem with your Blackboard submission, you must inform me via e-mail (be 

specific about the homework assignment number and title), and request that I delete your 

submission from Blackboard. Your subject line should be formatted like this: “Blackboard 

Deletion Request for HW01 / Jane Doe / BA 200 MWF 1pm”. I will delete your submission 

from Blackboard, and then you can resubmit the homework correctly to Blackboard.  

 

Your commitment is to submit the homework accurately by the due date and time. After a 

Blackboard deletion, your final submission date and time is what determines any late penalty – 

not the date and time of your original submission. If you originally submit it on time but 

incorrectly (wrong document, etc.), and then your resubmission happens after the deadline, your 

homework will be considered late and will be penalized accordingly – even if the delay is partly 

on my end of the process. (I do make a good faith effort to handle Blackboard Deletion Requests 

as soon as I can.)  

 

I allow each student ONE instance of an incorrect submission with no additional penalties; 

though on that first instance you will still incur any late penalties as explained above. If you 
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submit incorrectly a second time during the semester, for that occurrence and any additional 

occurrences, one point will be taken off per occurrence (in addition to any late penalties). 

 

Note that I do not accept e-mail submissions of homework; it must be submitted to Blackboard. 

When you send a Blackboard Deletion Request, if you’d like to attach the homework just as 

evidence to show me that you did the homework, that is fine. But I do not accept that as your 

submission of the homework. 

 

Hard Copy Submissions 

Often, I will require you to submit a hard copy of your homework to me (typically on Friday) in 

addition to having submitted the document/s to Blackboard. This is so that I have the option of 

writing feedback directly on your paper instead of on Blackboard. 

 

Hard Copy submissions should be double-sided and should have no staples, paper clips, or folds. 

If your submission contains more than one sheet of paper, simply turn in both (or all) pages as a 

stack of papers that are not attached in any way. 

 

If I ask for Hard Copies, and if you are absent on the day that those are due (typically a Friday), 

then I will not penalize you for not submitting the hard copy; I will print your document/s from 

Blackboard if I need to. 

 

Final Project 

Your Final Project is worth 15 points and consists of a Long-Form Career Plan and a final draft 

of a Resume. (Of course, there’s really no such thing as a final draft of a resume – but this will 

be your final draft of a Resume for this course.) More information will be given to you during 

the semester about this project. Some of the earlier assignments will influence this Final Project. 

The higher-quality work you do over the course of the term, the better position you will be in to 

perform well on your Final Project. 

 

Class Minutes Missed Other Than Absences (C.M. MOTA) 
Your C.M. MOTA Score is worth a total of 10 points, and every student starts the semester with 

10 points. 

 

Every time you attend a class but miss class time by arriving late, or by leaving the room during 

class, or by leaving class before class is dismissed, you are required to document this accordingly 

on the attendance sheet. At the end of the semester, I will count the number of minutes you 

missed other than absences, and will calculate your C.M. MOTA Score based on the following, 

and based on an initial C.M. MOTA score of 10 points. 

 0-9 minutes missed = 0 points deducted. 

 10-19 minutes missed = 1 point deducted. 

 20-29 minutes missed = 2 points deducted. 

 etc. 

I know that “stuff happens”, and that occasionally you might be one or two minutes late to class; 

therefore, I do allow for up to 9 total minutes missed over the semester without any points being 

deducted. 
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Punctuality is an important aspect of Professionalism – so by maximizing your C.M. MOTA 

Score, you are also preparing yourself to be more successful in this course, your other courses, 

and your career. 

Engagement, Attitude, and Participation (EAP) 

Each student is expected to contribute positively to the focus of the classroom experience. Here 

are simple guidelines: no food, no beverages other than bottled water, no texting or phones, 

and no side conversations.  
 

The EAP Score is worth a total of 5 points. Every student starts the semester with 5 EAP points. 

Your score may go down or up over the semester. Your final EAP Score will be 0, 1, 2, 3, 4, or 

5. EAP scoring is partially subjective, but here are a few things you can do to maximize yours: 

E-mail me in advance if you’re going to miss class. Reply to me in a timely and professional 

manner when I e-mail you about something specific to you. Have a good attitude in class. Be 

wide awake and engaged. Do not text, check your e-mail, surf the Internet, etc. during class. 

Be kind to your classmates. Be willing to work with your classmates, to help them, etc. Commit 

to 100% effort in everything we do. In your e-mails to me, be professional, respectful, and clear, 

and follow the specs given in the following paragraph. In short, what I’m looking for is genuine 

professionalism toward the course, toward your classmates, and toward me. 

 

Any time you e-mail me, please include the following either in the text of the e-mail or in the 

signature: your name and UIN, “BA 200”, the day and time of your section, and the CRN of your 

section. I have many different classes and sections and students, so this little step on your part 

helps me be more efficient and organized with my e-mail. If the e-mail develops into an e-mail 

“conversation”, of course you don’t have to restate all of that info each time you reply. 

Additionally, please make the subject line something relevant, meaningful, and useful. 

 

All of the aspects of EAP are also aspects of Professionalism – so by working to maximize your 

EAP Score, you are also preparing yourself to be more successful in this course, your other 

courses, and your career. 

 

Blackboard “Announcements” 

I send most of my class communications via Blackboard “Announcements”. You are responsible 

for knowing the content of every Announcement. 

 

Department of Managerial Studies’ STUDY POOL (Bonus Points possible) 

You have the ability to earn up to 2 extra points toward your final course grade via participation 

in the Department of Managerial Studies’ Study Pool or via the alternative methods on the Menu 

of Extra Credit Alternatives. Note that a student may not exceed 2% (for our section, that’s 2 

points) extra credit through participation in study pool research and/or research alternatives 

toward any single course.  Complete information will be on Blackboard early during the 

semester. 

 

Bonus Points 

In addition to the up to two bonus points available via the Managerial Studies Department’s 

Study Pool, I may (or may not) offer a chance occasionally during the semester for additional 

bonus points. 
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ADDITIONAL RESOURCES AND POLICIES 

 

Additional Resources at UIC 

The UIC Business Career Center offers many services including resume review, mock 

interviews, career coaching, help in seeking internships and jobs, etc. 

 

The UIC Office of Career Services offers help with career and internship search, resume review, 

etc. for students of all departments at UIC. 

 

The UIC Writing Center offers writing tutoring for UIC students. 

 

UIC’s Business Learning Center offers tutoring for several Business School courses including 

BA 200. 

 

The UIC Tutorium in Intensive English offers several classes and workshops designed for 

international students, including its “English for International Professionals” program. 

 

The Richard J. Daley Library at UIC has many resources. We may do a site visit later in the term 

during which you’ll learn about the research tools offered by the Library. 

 

Accommodations for Students with Disabilities 

Concerning disabled students, he University of Illinois at Chicago is committed to maintaining a 

barrier-free environment so that individuals with disabilities can fully access programs, courses, 

services, and activities at UIC. Students with disabilities who require accommodations for full 

access and participation in UIC Programs must be registered with the Disability Resource Center 

(DRC). Please contact DRC at (312) 413-2183 (voice) or (312) 413- 0123 (TDD). More 

information may also be found at the DRC Website located at http://drc.uic.edu/. 

 

Students requesting accommodation must provide each instructor with a letter outlining the 

specific accommodations requested for a specific course. These letters are developed by the DRC 

in coordination with the student and presented to the instructor by the student prior to the start of 

each semester. 

 

INSTRUCTOR NOTE: If you have any academic accommodations that need to be met, I am 

happy to work with you, but you must do your part. I will only discuss a student’s 

accommodations during a scheduled appointment. I will not discuss this topic during class time, 

or just before or after class in the classroom or hallway, or in any other setting other than during 

an appointment. If you wish to set up an appointment, you can email me to do so. Please e-mail 

me as early as possible during the semester to set up an appointment. This is also true even if you 

don’t have an accommodation letter but wish to discuss a personal matter that you would like me 

to know about. 

 

Course Evaluations 
Near the end of the semester, you will receive an email from the Office of Faculty Affairs 

inviting you to complete a confidential online course evaluation as part the Campus Program for 

Student Evaluation of Teaching. Student course evaluations provide very important feedback to 

instructors and are also used by administrators in evaluating instructors. An email confirmation 

will be sent to you after you complete each one. Please save and upload your confirmation email 

http://business.uic.edu/undergraduate-programs/business-career-center
https://careerservices.uic.edu/index.shtml
http://writingcenter.uic.edu/
https://businessconnect.uic.edu/student-services/business-learning-center
https://tie.uic.edu/
http://library.uic.edu/
http://drc.uic.edu/
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for this course to Blackboard. Your answers will remain completely confidential and will not be 

linked to student names. 

 

Academic Integrity 

This course and its associated coursework are being administered under the policies of the 

University of Illinois at Chicago (UIC) College of Business Administration Honor Code. All 

students are expected to respect and uphold the Honor Code found at this link: 

http://catalog.uic.edu/ucat/colleges-depts/business-administration/ - j4. 

 

In keeping with CBA policy, evidence of academic dishonesty may result in a failing grade for 

the course and disciplinary review by the University. Academic dishonesty includes, but is not 

limited to, cheating (giving or receiving aid), fabrication/falsification, plagiarism (including not 

accurately referencing source material), bribes, favors or threats, examination by proxy (taking 

an exam for someone else), grade tampering and submitting non-original works authored by 

someone other than the student. For definitions and details, refer to the student handbook or 

Student Disciplinary Actions: http://www.uic.edu/depts/dos/docs/Disciplinary Actions.pdf 

 

Since this is a business writing course, the two main ways that the Honor Code could potentially 

be broken would be for you to plagiarize, or to have somebody else write your paper for you. Do 

not, under any circumstances, do either of these things in BA 200 or in any other course, ever. 

Your integrity is one of your most important possessions. Guard it accordingly. 

http://catalog.uic.edu/ucat/colleges-depts/business-administration/#j4
http://www.uic.edu/depts/dos/docs/Disciplinary%20Actions.pdf

