
 
 

ENL 265-7101 Business Communication 
UMass Dartmouth – Online – Fall 2022 

 
Professor : Dr. Megan Fletcher 
Office Hours: Virtually by appt. 
Contact Info: mfletcher@umassd.edu   
 
“Secret” for Success 
The way to succeed in this class is not actually a secret: while it is not a 100% guarantee, 
students who participate regularly and complete their work by the due dates tend to do well 
in this course.  
 
Course Description  
Business communication is the study of effective written, oral, visual, and electronic 
communication in the workplace. This course focuses on workplace genres, contexts, and 
audiences, emphasizing strategies and techniques for working within those genres to meet the 
needs of everyone involved. The purpose of this class is to analyze and apply the strategies and 
techniques that writers use in the business world 
 
Course-Specific Learning Outcomes 
After taking this class, you will be able to do the following: 

• Identify and summarize key concepts in business communication 

• Analyze the purpose and features of various genres of business information 

• Develop documents and presentations based on audience analysis, genre conventions, 
and information design principles 

• Synthesize information gathered from multiple sources into business writing and 
presentations 

• Demonstrate command of vocabulary and facility with conventions of standard written 
English (grammar, usage, and mechanics) and use an appropriate tone and style to 
establish the desired relationship and motivate the desired outcome 

 
Additional Learning Outcomes 
After completing this course, you will be able to: 

• Read with comprehension and critically interpret and evaluate written work in 
discipline-specific context 

• Demonstrate rhetorically effective, discipline-specific writing for appropriate audiences 

• Demonstrate, at an advanced level of competence, use of discipline-specific control of 
language, modes of development, and formal conventions 



 
• Demonstrate intermediate information literacy skills by selecting, evaluating, 

integrating, and documenting information gathered from multiple sources into 
discipline-specific writing 

 
 
Required Textbook  
All required course readings will be accessible via our myCourses, the library database, or 
internet. Required readings’ citations will be posted to myCourses. Students will find and print 
and/or the library databases as part of their required materials. 
 
What You Can Expect from Coursework 

1. Reading and Writing: Students will read challenging professional texts, analyze the genre 
structures of texts, and create original, genre specific texts of their own. 

 
2. Reviewing and Responding to Feedback: Students will revise in response to feedback from 

peers and from their instructors before a final grade is given; projects will receive feedback 
and require revision.  

 
3. Self-Awareness: Students will reflect upon and analyze their own writing and their progress 

as communicators, at intervals throughout the semester and/or in a final memo submitted 
at the end of the semester. 

 
Course Policies (A-Z) 
 
A Common Theme 
Staying in communication with me and with your academic advisor is the best policy.  
 
Academic Integrity 
Acting with integrity is fundamental to this class, our university, and in general. Intentional 
academic dishonesty, such as cheating and plagiarism have serious consequences. If you reach 
the point with an assignment that either the above sound like a good option, come talk to me.  
Academic integrity also governs how we work with others on assignments. I will explain the 
parameters for each assignment—when you can work with others and what must be done 
individually. If you are ever unsure, ask me to clarify. 
 
For the specific university policy on Academic Integrity, see  

http://www.umassd.edu/studentaffairs/studenthandbook/academicregulationsandproc
edures/ 
 
 
 
 



 
Academic Support 
Our classroom is one place to learn, but you have access to many other spaces. I encourage you 
to check them all out; the more varied your academic interactions, the more you can sharpen 
your skills and broaden your ideas. A partial list of official support services: 

• Academic Advising Services: http://www.umassd.edu/acadvising/  
• Academic Resource Center (ARC): http://www.umassd.edu/arc/ 
• Center for Access and Success: (http://www.umassd.edu/dss/). 
• Writing and Reading Center (WRC): http://www.umassd.edu/wrc/ 
• Multiliteracy and Communication Center (MCC) 

o The	Multiliteracy	and	Communication	Center	(MCC)	is	a	free	tutoring	service	
available	to	all	students	at	UMassD.	The	MCC	offers	one-on-one	support	to	
help	learners	interpret,	draft,	and	revise	communications	assignments	of	all	
types,	including	written	essays,	presentations,	and	multimodal	projects.	The	
MCC	is	located	in	LARTS	221	and	also	offers	evening	tutoring	hours	(Sunday-
Thursday	6:00-9:00pm)	in	the	Library	Learning	Commons,	Room	135.	Please	
stop	by	LARTS	221	or	visit	https://umassd.mywconline.net	to	make	an	
appointment.	New	users	will	need	to	register	for	an	account	in	order	to	gain	
access	to	the	registration	system.	

 
Accommodations for Learning Differences and Disabilities 
If you have a documented disability and require accommodations to obtain equal access in this 
course, please meet with me at the beginning of the semester and provide the appropriate 
paperwork from the Center for Access and Success (CAS). To contact CAS or learn more about 
the university's procedures for accommodating students with disabilities at their website: 
 http://www.umassd.edu/dss/ 
 
Additional Support and Title IX Information 
The purpose of a university is to disseminate information, as well as to explore a universe of  
ideas, to encourage diverse perspectives and robust expression, and to foster the development 
of critical and analytical thinking skills. In many classes, including this one, students and faculty 
examine and analyze challenging and controversial topics. If a topic covered in this class triggers 
post-traumatic stress or other emotional distress, please discuss the matter with the professor 
or seek out confidential resources available at: 

 
the Counseling Center  
http://www.umassd.edu/counselling/ 
508-999-8648 or - 8650,  
 
the Victim Advocate in the Center for Women, Gender and Sexuality,  
http://www.umassd.edu/sexualviolence/ 
508-910-4584.  

 
In an emergency contact the Department of Public Safety at 508-999-9191 24 hrs./day. 
 



 
UMass Dartmouth, following national guidance from the Office of Civil Rights, requires that  
faculty follow UMass Dartmouth policy as a “mandated reporter” of any disclosure of sexual 
harassment, abuse, and/or violence shared with the faculty member in person and/or via email. 
These disclosures include but are not limited to reports of sexual assault, relational abuse, 
relational/domestic violence, and stalking. While faculty are often able to help students locate 
appropriate channels of assistance on campus, disclosure by the student to the faculty member 
requires that the faculty member inform the University’s Title IX Coordinator in the Office of 
Diversity, Equity and Inclusion at 508-999-8008 to help ensure that the student’s safety and 
welfare is being addressed, even if the student requests that the disclosure not be shared. For 
confidential counseling support and assistance see  

http://www.umassd.edu/sexualviolence 
 
Attendance 
This is a fully online/asynchronous course. Thus, “showing up” is measured by your engagement 
with course material, participation in discussion boards, and timely submission of course 
assignments. 
 
Campus Emergencies: 
While not entirely relevant to this semester, the university has several ways of community 
campus emergencies, such as weather-related closings. The UMassD homepage will also keep 
you informed. You can sign up for notice here:  

https://my.umassd.edu/group/myumassd/myalert  
 
Communications: Electronic and Otherwise 
myCourses (myC) 
Expect to find assignments and all required, non-textbook readings posted to myCourses. If you 
have trouble navigating the site, ask a classmate then contact me. 
 
Email: UMD email is my primary means of communicating with students outside of class. It is 
also students’ best way of reaching me.  It is University policy that students are responsible for 
all official correspondence sent to their standard UMD e-mail address (@umassd.edu). Privacy 
considerations, such as federal law, may apply when using an address other than the University 
e-mail address. Please check your UMD email regularly.  
 
Course Format 
This is a fully online/asynchronous course. All course information will be housed on our 
myCourses site. Any vital information will be posted there and will often be accompanied by an 
email reminder about its existence. We will familiarize ourselves with this throughout the first 
week of class.   
  
Deadlines 
Turning in work on time—or keeping in open dialogue about deadlines when faced with 
extenuating circumstances—is a key feature of a professional. Thus my course policies 
emphasize meeting deadlines.   
 
 



 
Grading  
Four major assignments constitute the bulk of your grade for this course. Major assignments 
will be penalized one letter grade (from B to C) for every class period they are late. You must 
complete all major assignments to receive a passing grade at the end of the semester. 
 
You are responsible for the following assignments. You must complete all of these assignments 
and participate substantially in all phases of the team project to receive a passing grade at the 
end of the semester. 
 
 

Unit % of Grade Pages Due Date 

1. Writing for your Audience: The Job Packet  20 4–5 single-
spaced 

TBD 

2. Business Correspondence  20 2–3 single-
spaced 

TBD 

3. Examining Business Messages: Analysis 
Report  

20 3–4 single-
spaced  

TBD 

4. Working in Teams (including team 
charter, proposal, report, presentation, 
work log, agendas) 

20 5–7 single-
spaced 

TBD 
 

Homework (weekly written homework: 
document analysis; drafts of assignments; 
peer reviews; online discussions) 

20 20 + pages  

 
 

Please see course calendar for daily list of activities 
 
Your grades follow the university’s grading scale: 

 
A+ 100-97 C+ 79-77 F 59 and below 
A 96-93 C 76-73   
A- 92-90 C- 70-72   
B+ 89-87 D+ 69-67   
B 86-83 D 66-63   
B- 82-80 D- 62-60   

 

Grading Criteria. All major assignments will be evaluated using the following criteria:  

A Exemplary. Shows excellent command of course concepts. Synthesizes sources 



 
to develop and support claims. Selects and organizes material, creating reader-
based documents. Uses a style that is fluent and coherent. Demonstrates 
command over audience needs, genre conventions, and information design 
principles. Contains no mechanical or citation errors. Overall, demonstrates a 
combination of excellence, thoroughness, and attention to detail. 

B    Accomplished. Demonstrates understanding of course concepts. Shows judgment 
and tact in the selection of material for the intended audience and purpose. 
Supports claims and organizes material. Language and tone adapted to the 
audience. Has few mechanical errors. May be revised to address minor 
problems. 

C   Developing. Meets all basic requirements, but needs revision to strengthen the 
organization or style, to meet genre conventions, or to adjust the language and 
tone for the intended audience. Mechanics need some attention, but do not 
detract from the writer’s purpose. Overall, needs revision to strengthen the 
writer’s position and to meet the audience’s needs. 

D    Beginning. Responds to the assignment, but needs significant revision in one of 
the major areas (content, organization, style, or delivery) to cover essential 
points, to support generalizations, or to appropriately respond to the audience 
and purpose. Mechanical errors detract from the message, making it difficult 
for the reader to access the main points. 

F    Unacceptable. Provides an inadequate response and does not meet one or more 
of the assignment’s basic requirements. 

 
A Note on Grading by SafeAssign 
As a condition of continued enrollment in this course, you agree to submit all assignments to 
the SafeAssign services for textual comparison or originality review for the detection of 
possible plagiarism. All submitted assignments will be included in the UMass Dartmouth 
dedicated databases of SafeAssign assignments. These databases of assignments will be used 
solely for the purpose of detecting possible plagiarism during the grading process and during 
this term and in the future. Students who do not submit their papers electronically to the 
selected service will be required to submit copies of the cover page and first cited page of 
each source listed in the bibliography with the final paper in order to receive a grade on the 
assignment. 

 
Grading, Incomplete 
According to the university catalogue, an incomplete may be given only in exceptional 
circumstances. You must be passing at the time of the request or be sufficiently close to 
passing. If the work is not completed within one year of the recording of the incomplete grade, 
the grade will become an F(I).  The incomplete policy for this course is that at least 70% of the 
course must be already completed and an exceptional circumstance (i.e. medical issue) must 
exist. If you feel you require an incomplete for an exceptional reason, you need to email me. 
 



 
 
Grading Scale: 
A=93+ A-=90-92   B+=87-89   B=83-86   B-=80-82 C+=77-79 C=73-76 C-=70-72 D+=67-69  D=63-
66  D-=60-62  F=59 and below.   
 
Required Materials 
Classwork and groupwork will be submitted digitally. A laptop, tablet, or other computing 
device is required for completion of these activities. 
You can borrow a device from the University library through the Mobile Computing Lending 
Program found here: https://www.umassd.edu/policies/active-policy-list/library/mobile-
computing-lending-program-mclp/ 
Students may also apply for assistance to purchase remote-learning technology through the 
Higher Education Emergency Relief Fund (HEERF) 
here: https://umassdartmouth.co1.qualtrics.com/jfe/form/SV_eIJstxOZYBAU0M6 
 


