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Bill Kohler   Syllabus BA300 - Managerial Communications  Fall 2018 
On-Line Course        E-mail: BA300@gmail.com  
On-line Office Hours: Monday/Wednesday 3:00-5:00PM (CST)  Phone: (312) 996-5145  
BA300 CRN 40565   3 Credit Hours - Prerequisites: English 160/161; BA 200 
 
BA 300 Course Description 
The biggest problem with communication is that people believe it has occurred.  
 
How do you know your audience understands what you mean? “I can’t wait for you to sign the contract on 
December 31.” Or, “After staying in the refrigerator for a week, Jennifer said the salad tasted strange.” Can 
these messages be misunderstood? 
 
In addition to clarity, communication succeeds when the source is credible. Without clarity and credibility, we 
fail to communicate. When we fail to communicate, we just plain fail, regardless of the task. (Notice that I did 
not write irregardless.) BA 300 introduces you to the fundamentals of formatting and writing a business case 
study. This is a practical course intended to improve your writing skills in delivering a succinct message to a 
business executive. We will read four cases (one “practice” case), analyze, and write a report about three of 
them. The writing process will address syntax, supporting evidence with facts, and developing an awareness of 
audience. BA300 challenges you to evaluate the way you think, the way you write, and the way you support 
claims with evidence. 
 
BA 300 is taught in concert with BA 495 (Strategic Management).  The case studies you write for BA 495 will 
be the same report you write for BA 300. BA 300 addresses your ability to write cogent, clear messages. BA 
495 will assess your ability to apply strategic management theory to the three cases discussed “in class.” 
 
B.S.- Bothersome Stuff & How to Avoid It (see required text below) The material presented in class is 
augmented by a writing review presented in “Bothersome Stuff & How to Avoid It,” written by your BA300 
instructor William R. Kohler.  
 
Assignments 
Please submit all written assignments via Blackboard using 12-point Times Roman font, single space and one-
inch margins. Do not indent your paragraphs.   Check your syllabus and Blackboard for class assignments. 
The syllabus will alert you to an assignment. Blackboard will provide details of what is expected.   
 
Required Texts 
Kohler, Wm. R., BS – Bothersome Stuff & How to Avoid It (ISBN # 978-1-5339-0921-3). Go to 
https://hmpublishing.redshelf.com/book/931552bs-bothersome-stuff-and-how-to-avoid-it-931552-
97815339022368-william-r-kohler Set up an account and purchase the book ($10.50) 
 
Brusaw, Alfred and Oliu, The Business Writer’s Handbook. (ISNB# 978-0-312-57510-6) 
New York: St. Martin’s Press, 1997. 
 
Texts Strongly Recommended 
Strunk & White, The Elements of Style, any edition. Available in the UIC Bookstore and on-line. 
 
American Heritage Dictionary, Third College Edition (Hardcover). 
A thesaurus. 

https://hmpublishing.redshelf.com/book/931552bs-bothersome-stuff-and-how-to-avoid-it-931552-97815339022368-william-r-kohler
https://hmpublishing.redshelf.com/book/931552bs-bothersome-stuff-and-how-to-avoid-it-931552-97815339022368-william-r-kohler
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Course Requirements and Policies  
Grading (for specific grading criteria, see “Grading Criteria” below.) 
1. Submit at least one cogent remark each week on Blackboard’s “Discussion Board.” 
2. Submit all written assignments on time.     
3. Complete all assigned readings.       
4. Actively participate on the discussion board.

Learning Outcomes 
Upon successful completion of BA 300 Managerial Communication, students will be able to:  
 
1.      Demonstrate competence in the use of fundamental writing mechanics, grammar, style, and format. 
2.      Properly format a business case study report and executive summary. 
3.      Analyze and support business situations succinctly. 
4.      Create a written document that analyzes and proposes solutions to business problems. 
5.      Collaborate on communication projects via Blackboard. 

 
“Class Room” Policy:    Do unto others as you would have them do unto you.  
How you treat others in this class’s discussion board will impact your grade. Courtesy and respect are 
communicated in every relationship and increase your credibility/professionalism. Businesses will note this 
about you when they interview you. A man I know well was awarded a job because of the way he treated the 
secretary while sitting outside his future boss’s office. He thought he was waiting for his new boss to interview 
him while this secretary spoke to my friend. In truth, she was interviewing him. He was the only candidate who 
treated her professionally and with respect. He was offered the position as a result. Develop that awareness now 
when you “discuss” ideas with each other. 
 
Readings & Vocabulary 
You are expected to read “BS- Bothersome Stuff and How to Avoid It” and to apply the information presented 
through your writing. You will be given tips on how to “flag” your writing to detect inherent weaknesses. If you 
have questions about the readings, please address them via e-mail. Also, use each other via Blackboard. Other 
students will also have the same questions. “Wisdom comes from the counsel of many,” and you will often 
discover new ways to look at old problems when you “voice” your opinions with each other.  
Vocabulary is assigned each week. You will be quizzed on the vocabulary over a series of five quizzes. 
Attendance 
Please to contribute to the discussion board at least once a week. On-line participants garner more value the 
more they contribute to the discussion board. Note, too, that your writing improves as you attempt to apply 
some of our writing strategies to your on-line remarks. For example, avoid the verb “to be” (is/are/was/were) 
when you write. Doing so leads to more concise phrasing. Note: the verb “to be” does not appear in this 
paragraph. 
 
Deadlines 
All deadlines are final. Late papers will not be accepted. Please check your syllabus and Blackboard for due 
dates. The syllabus will alert you to an assignment. Blackboard will provide detailed information about what is 
expected of you.   
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Major Assignments for the Semester: 
 

• Read BS-Bothersome Stuff & How to Avoid It - assigned on Blackboard. 
• Submit a 300-word writing sample: What was the most difficult decision you have ever made? Why? 
• Write a Case Study on Ford: Report due Sept 30/Oct 7. 
• Write a Case Study on Pixar: Report due Oct 28/Nov 4. 
• Write a Case Study on Heineken: Report due Nov 25/Dec 2. 

BA 300 Grading Criteria-Spring 2018 

Your grade at the beginning of the semester begins at zero. You earn the following points.  
 

Assignments              Points 
Submit a 300-word writing sample:          20 points 
Write a Case Study on Ford: Report due Feb 11/ Feb 18.     100 points* 
Write a Case Study on Pixar: Report due March 11/March 18.    150 points* 
Write a Case Study on Heineken: Report due April 15.     200 points* 
 
Vocabulary Quizzes (10 points per quiz X 5 quizzes)       50 points 
  
Discussion Board Points (2 per week max X 16 weeks):       30 points 
    
Total Points:           500 pts 
 
*Each case study is built around a series of steps leading up to your final draft (see syllabus table).  

• Identify the problem & two solutions 
• First draft & pyramid schematic 
• Final draft & Executive Summary  

To earn all points for each assignment, each step must be completed. 
 
Writing Sample: Due Sept 4  In your writing sample, address the most difficult decision you have faced. Do 
not exceed 300 words. Discuss why the decision was difficult. What did you learn from it? 
 
College of Business Administration (CBA) and UIC Resources and Support 
If you encounter difficulty with the course material or any other challenges in your student life, please feel free 
to seek out help! A wide variety of information can be found in the “Resources and Support” section of your 
Blackboard Learn course site. The UIC Student Support web page provide direct links to these resources and 
other services. If you can’t find what you need there or have other issues beyond the class – contact your 
instructor or advisor so that they can help refer you to the appropriate support. 

Course Evaluations: Sharing Your Learning Experience 
As a final assignment, students will be expected to complete an anonymous online course evaluation. These 
evaluations provide very important feedback to the professor and the college. The results are used for course 
improvement as well as BBA Program enhancements. These evaluations are also important for identifying those 
aspects of the course that work well so that they can be exploited further. 

http://www.uic.edu/academics/student-support
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You will receive an email from the College of Business Administration inviting you to complete your course 
evaluation (email “From” will note “surveys@uic.edu”). You will also receive a confirmation when you have 
completed the evaluation. Your individual answers will remain completely anonymous as the answers cannot be 
traced back to individual student identification. Statistical summaries of class responses are used for course and 
program improvements. The system does keep track of how many students have completed evaluations, but not 
who has and hasn’t completed them. Reminders are sent out prior to the end of the term. 

College of Business Administration (CBA) and University Policy Statements  
From Vice Provost for Faculty Affairs – Dr. Renee Taylor: “As an academic community, UIC is committed to 
providing an environment in which research, learning and scholarship can flourish and in which all endeavors 
are guided by academic and professional integrity. All members of the campus community – students, staff, 
faculty and administrators – share the responsibility of ensuring that these standards are upheld so that such an 
environment exists.” (2/3/2015) 
With this in mind we have provided access to important policies including resources that govern UIC and CBA 
courses. This is found in the “UIC and CBA Policies & Resources” section of your Blackboard course site. 
We’ve included direct links to the most important information to save students time searching. They include:  

1. Accommodations for Students with Disabilities 
2. Academic Integrity and Student Honor Code 
3. Copyright and Intellectual Property 
4. Diversity Statement 
5. Religious Holidays 
6. Non-Discrimination Statement and Grievance Procedures 

Syllabus Disclaimer: This syllabus includes the general plan for the course and at times, changes may be 
necessary. It is your responsibility to stay abreast of these changes. Changes will be announced on the 
Blackboard course site or by emails to the entire class.  
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