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BA300 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.” 

 

Write It So They Read It (A PDF binder used as our textbook available on Blackboard free to the student) 

The material presented in class is augmented by a writing review presented in “Write It So They Read It,” written by your 

BA300 instructor William R. Kohler.  

 

Assignments 

Please submit all written assignments via Blackboard using 12-point Times Roman font 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, Write It So They Read It,  (On-line edition/PDF files provided free of charge by your instructor). 

 

Brusaw, Alfred and Oliu, The Business Writer’s Handbook. (ISNB# 978-0-312-57510-6) 

New York: St. Martin’s Press, 1997. Bring this to class every day. Available in the UIC Bookstore. 
 

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. 

 

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 “Write It So They Read 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 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.   

 

 

ACCOMMODATION FOR STUDENTS WITH DISABILITIES Concerning disabled students, the 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.  

 

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.  

http://drc.uic.edu/
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. Refer to the student handbook or Student Disciplinary Procedures for definitions and 

details:  

http://www.uic.edu/depts/dos/docs/Disciplinary%20Actions.pdf  

For a complete review of UIC policies regarding intellectual integrity and academic honesty, please visit: 

http://www.uic.edu/depts/dos/conductforstudents.shtm 

 

Major Assignments for the Semester: 
 

 Read Write It So They Read It, a 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 Casinos in Las Vegas: Report due Feb 11/ Feb 18. 

 Write a Case Study on Pixar: Report due March 11/March 18. 

 Write a Case Study on Heineken: Report due April 15. 

 Present Final Project: Team PowerPoint in concert with BA 495 due April 22. 

 

 

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 Casinos in Las Vegas: 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* 

Present Final Project: Team PowerPoint in concert with BA 495 due April 22.  100 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:          650 pts 

 

*Each case study is built around a series of steps leading up to your final draft (see syllabus table).  

 Identify the problem 

 Identify two solutions 

 First draft & pyramid schematic 

 Final draft & Executive Summary  

To earn all points for each assignment, each integral step must be completed. 
 

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? 

http://www.uic.edu/depts/dos/docs/Disciplinary%20Actions.pdf
http://www.uic.edu/depts/dos/conductforstudents.shtm

