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University of Missouri-St. Louis MBA Degree Program
BUS AD 5100 Managerial Communication 
Spring Semester 2025 Term #1


Contact Information
Dr. William P. (Bill) Butler
wpbutler@umsl.edu
Office hours:  Virtual via Zoom; contact me to arrange a day & time
Please note: Your university email is our official communication method. I expect you will check your email regularly for course-related communications. Per University of Missouri policy, third-party emails (including those sent from Gmail or alternative work/school accounts) cannot be used for course communication.

This course is straightforward. The goal is to teach you communication knowledge, skills, and attitudes to make you a more effective manager. Each Monday morning, it is recommended that you check both Canvas and your email for the required content and assignments for the week. These assignments and their requirements are in Canvas under "Modules." Each week is listed separately. I will also send random emails throughout the week to answer questions I receive from students in the class. You should check your email and the week's discussion daily.

Course Description
BUS AD 5100 Managerial Communication: 3 semester hours
An analysis of business writing and speaking, and the communication conventions common in organizations. Emphasis is placed on developing skills critical to career advancement and necessary for effective organizational functioning. A second goal is to prepare students for assignments in other business courses. This course must be taken within the first 12 credit hours of study, preferably in the student's first semester.  Prerequisites:  None.  

Accreditation
The College of Business Administration at UMSL, housed in the MBA program, is accredited by AACSB-International, The Association to Advance Collegiate Schools of Business. AACSB Accreditation is the hallmark of excellence in business education. It has been earned by less than five percent of the world's business programs.



Course Objectives, Goals, and Learning Objectives:
This course is designed to help graduate students master their managerial communication skills that apply to the needs of today's business professionals in a communication-based economy. After completing this course, students will be able to:
· Demonstrate the managerial communication skills needed in business settings.
· Practice effective in-person and virtual management skills.
· Coach and motivate teammates.
· Develop and deliver successful presentations.
· Write in various business contexts, including team charters.

This class uses open-access materials available on the web and in libraries. 

Students should expect to spend roughly nine to ten hours per week, on average, for this course. 

Required Assignments
· First Week, January 21-26:
· Elevator Pitch – January 26th 
· Second Week, January 27-February 2:
· Business Email – February 2nd 
· Discussion: Sharing insights on business emails
· Third Week, February 3-9: 
· Giving Feedback – February 9th 
· Discussion: Unique insights from podcasts on delivering feedback 
· Fourth Week, February 10-16: 
· Persuasive Presentation: Pre-Interview Video – February 16th 
· Discussion: Persuasive presentations and videos toolkit
· Fifth Week, February 17-23: 
· Business Case Worksheet – February 23rd 
· Writing a Business Case – February 23rd 
· Discussion: Considerations when writing a business case
· Sixth Week, February 24-March 2:
· Presenting a Business Case – March 2nd 
· Discussion: Considerations when presenting a business case
· Seventh Week, March 3-9: 
· Examples of Effective Listening Skills – March 9th 
· Discussion: Considerations for effective listening
· Eighth Week, March 10-16:  
· Updated Resume – March 16th 
· Updated LinkedIn Profile – March 16th
· Discussion: Considerations when writing a resume


This Course’s Instructional Strategies
This course’s curriculum has been flipped from the customary lecture approach to reflect current working environments by using a virtual online design. Students are responsible for becoming familiar with the material before the appropriate online discussion or learning activity. Student teams are utilized to design and develop learning activities virtually creatively. This class values interaction and support among the students to enhance everyone’s managerial and interpersonal communication skills.

Time Requirements:
If this course were offered on campus, you’d be in class 2.5 hours/week plus travel time. The online version is no different in terms of expectations for your involvement. This is an active online course that requires approximately 3 hours of your time each week in addition to the time it takes you to read the required materials, watch the videos, and complete the assignments. That means that you need to plan to spend a minimum of 6 hours every week (up to 9-10 hours a week) on activities related to this course. If you would like to explore how the online Canvas activities work, consult the Online Course Overview course in Canvas where you can practice posting to a discussion board, take a practice quiz and more.

Technology Requirements:
As a student in an online course, you are expected to have reliable internet access almost every day.  Please reach out to your academic advisor or student success network if you need hardware or access to the Internet. If you have computing problems, it is your responsibility to address these through the ITS Helpdesk (helpdesk@umsl.edu) or to use campus computing labs. Problems with your computer or other technology issues are not an excuse for delays in meeting expectations and missed deadlines for the course.  If you have a problem, get help in solving it immediately.  At a minimum, you will need the following software/hardware to participate in this course:


1. Computer with an updated operating system (e.g. Windows, Mac, Linux) 
2. Updated Internet browsers (Google Chrome or Mozilla Firefox)
3. Ability to navigate Canvas (Learning Management System)
4. Minimum Processor Speed of 1 GHz or higher is recommended. 
5. Reliable and stable internet connection.
6. Adobe Reader or alternative PDF reader (free)
7. A webcam and/or microphone.


Online Discussions
Students must participate in every online discussion with at least three quality contributions during the week.  Detailed guidelines for discussions can be found in Canvas in the Start Here section.  


Turnitin
The University of Missouri has a license agreement with Turnitin.com, a service that helps detect plagiarism by comparing student papers with Turnitin's database and internet sources. Students who take this course agree that all required papers may be submitted to Turnitin.com. Students who submit papers to Turnitin retain the copyright to the work they created. 

A copy of submitted papers is retained in a Turnitin database archive to be compared with future submissions—a practice that helps protect and strengthen copyright ownership. Use of the Turnitin service is subject to the Terms and Conditions of Use posted on Turnitin's website.

Course Plan for the Unexpected
Please stay informed about university policies, instructions, and resources as they relate to the campus closures. It is important to me that you stay on track toward your degree completion. This section presents our course continuity plans for how we will handle situations to avoid disruption to your learning. 

Grades and Grading Policies
Each student receives detailed and timely feedback on each assignment. I will provide thorough comments and an assignment grade to each student within 48 hours after the deadline, except for the rare circumstance when I’m traveling (in such cases, I will make an announcement in Canvas). In all cases, feedback and grades will be provided no later than one week after their deadline.

Grade Scale Students will receive grades on each assignment to denote their academic performance. Evaluation criteria are articulated in the grading rubrics associated with each assignment. 

100% is excellent graduate work in all respects, with nothing lacking. Met the deadline. 
90% is excellent graduate work with a solid structure and a minor execution flaw. Met the deadline.
85% is average graduate work with solid structure but too many minor execution flaws. Met the deadline.
80% is barely average graduate work with a minor structural flaw and too many minor execution flaws. Met the deadline. 
75% is way below average graduate work with structural flaws and major execution flaws. Met deadline. 
70% is not graduate-level work with significant structural and execution flaws. Met deadline.
50% is not graduate-level student work or thought, but there hasn't been adequate effort and work put forth. Met the deadline. 
25% is minimal college-level work and thought, work has serious structural issues and too many execution flaws. Met deadline.
0.0%  is below college-level work and thought; it has major structural issues and execution flaws or didn't meet the deadline.
Final grades are assigned based on the following percentages:

	A
	100%
	to
	94.0%

	A-
	< 94.0%
	to
	90.0%

	B+
	< 90.0%
	to
	87.0%

	B
	< 87.0%
	to
	84.0%

	B-
	< 84.0%
	to
	80.0%

	C+
	< 80.0%
	to
	77.0%

	C
	< 77.0%
	to
	74.0%

	C-
	< 74.0%
	to
	70.0%

	D+
	< 70.0%
	to
	67.0%

	D
	< 67.0%
	to
	64.0%

	D-
	< 64.0%
	to
	61.0%

	F
	< 61.0%
	to
	0%


 
All students are expected to complete all assignments by the deadline. Work not submitted by the due date and time will be recorded as an F unless appropriate documentation (such as medical or other professional) is submitted on time.
High Level Assignment Grade Distribution
	Assignment Type
	Points
	Total Points Possible

	Discussion
	25 per module
	175

	Module 1-8 assignments 
	100 per assignment
	800

	Module 5 Business Case Worksheet
	25
	25

	Module 8 LinkedIn Profile 
	50
	50

	Total
	
	1050



Rubrics for each assignment are included with the assignment itself. 
Discussion Rubric
	Criteria
	Excellent
	Good
	Fair
	Unsatisfactory
	No Marks
	Points

	Initial Post
Length and Quality 
	10 points
200-300 words. Student addresses all assignment items with a timely, exceptionally clear, focused, and engaging post. Strong, rich supporting details and examples add significant depth and dimension. Examples drawn from personal experience.
	8 points
150-199 words. Student addresses all items of the assignment. Effort is evident, specific supporting details are present, adding some depth and dimension to responses. Examples drawn from personal experience..
	6 points
100-149 Words. Student addresses most, but not all, items of the assignment. Some effort is evident but it provides generalized supporting details that can answer questions asked but provide no real depth or expansion.
	4 points
50-99 words. Student fails to address most items of the assignment. Inadequate or missing supporting details.
	0 points
0-49 words. Little to no effort was demonstrated.
	
10 


	Initial Post Timing

	5 points
Wednesday or before
	3 points
Thursday
	2 points
Friday
	1 points
Saturday
	0 points
Sunday or later
	
5 

	
Spelling and Mechanics
	5 points
Posts contain grammatically correct sentences without any spelling or other significant writing errors.
	3 points
Posts have one or more grammatically incorrect sentences and no more than two spelling errors.
	2 points
Posts are not written in complete sentences, two or more sentences are grammatically incorrect, and/or have greater than two spelling errors.
	1 points
Posts are list responses to questions asked. Posts contain significant grammar, punctuation, and/or spelling errors that affect the quality of the writing.
	0 points
Missing discussion post
	5

	
Number of responses

	5 points
Two or more responses
	3 points
One response
	0 points
No responses
	5

	Total Points 
	
25



Late Work/Make-Up Work
Students are expected to adhere to the published due dates for assignments. (These may be noted in the syllabus, Canvas calendar, individual Canvas modules, and/or Canvas announcements.) As expected in all professional business settings, students are responsible for communicating with the instructor in advance if circumstances prevent them from submitting work or taking an exam on time. 

A deduction of 5% per day up to six (6) days will automatically be applied for late work. In the event of more serious, longer-lasting extenuating circumstances (e.g., documented hospitalization, accident, death in the family) where students request a specific extension of due date(s), students should communicate their situation directly to their instructor. Granting of extensions will be up to the instructor’s discretion. Still, if granted, the student should meet the agreed-upon deadlines or be subject to the Late Work policy deductions noted above. 

Please note that late work cannot be accepted for some assignments due to the nature of the assignment and/or the course schedule. The policy stated above would not apply in those instances. 

It is acknowledged that students may experience technical issues when submitting their work. If a technical problem arises, students are responsible for communicating the issue to the instructor IMMEDIATELY if it influences their ability to submit work on time. The submission may still be subject to late work penalties.


Faculty Expectations and Policies 
We expect MBA students to:
· Perform at a level of excellence and never less than superior.
· Be goal-oriented, motivated, enthusiastic, and engaged.
· Be cooperative, collaborative, and accountable for their class responsibilities.
· Be self-directed and able to meet deadlines.
· Consistently perform through regular participation and active involvement in class discussions and activities, including group meetings, online and in classroom settings.
· Write well and always use appropriate English grammar. It is not my responsibility, nor this course's, to teach grammar, spelling, punctuation, mechanics, or word usage. Remedial English and English as a Second Language (ESL) courses are offered through UMSL's Modern Foreign Languages Department and the Center for Academic Development.
· Be ethical in their treatment of other students and fair in their assessments of themselves and their peers.

Academic Integrity/Plagiarism 
We want our learning environment to be honest and fair. The assessments in our course provide you with an opportunity to showcase what you know and learn from what you may not yet have mastered. When you submit work with your name on it, this is a written statement that credit for the work belongs to you alone. If the work was a product of collaboration (such as a group project), each student is expected to clearly acknowledge in writing all persons who contributed to its completion.

Each assignment and exam in our course will include clear guidelines about the rules around each assessment, including what materials are appropriate to use. It is always required that the work you submit is your own, uses proper citations, and avoids collusion or falsification. The Writing Center can also advise on citing to avoid plagiarism. 

If you have a question about an assignment, do not hesitate to contact me for clarification. You are responsible for being attentive to and observant of University policies about academic honesty as stated in the University’s Campus Policies and Code of Student Conduct found in the UMSL Bulletin. 


· Plagiarism, collusion, cheating, and falsification may be terms that are new to you and so I want to be completely clear here as to what I mean by these terms.
· Plagiarism:  representing the ideas or work of another as your own, intentionally, or unwittingly, without proper, clear, explicit acknowledgment.
· Facilitation/Collusion:  supporting malpractice by another student, for example, allowing your work to be copied.
· Duplication of Work:  presenting the same work for a different assessment.
· Cheating: using, possessing or distributing any unauthorized sources of information (such as previous or existing exams for this course) and providing or receiving unauthorized assistance on any form of academic work or engaging in any behavior specifically prohibited by the faculty member (e.g., uploading or using test or online homework questions on study sites such as Chegg.com, using AI tools such as ChatGPT to write without alteration discussion posts or assignments, copying someone else’s answers on tests and quizzes, copying/pasting exam or online homework questions from this semester for your peers or publicly in online forums, stealing another student’s work, and unauthorized entry or use of material in a computer file).
· Falsification: any untruth, either verbal or written, in one’s academic work including presenting fabricated/made up data or presenting someone else’s work as your own. Unless the instructor explicitly states otherwise, it is dishonest to collaborate with others when completing any assignment or test, performing laboratory experiments, writing and/or documenting computer programs, writing papers or reports and completing problem sets.
· Academic dishonesty is a serious offense that may lead to probation, suspension, or dismissal from the University. All instances of academic dishonesty will be reported to the Office of Student Conduct and Academic Integrity in the Division of Student Affairs who will hold an initial conduct meeting and then determine possible administrative sanctions such as a warning, probation, or dismissal from the university.  
· In all cases of academic dishonesty, the instructor shall make an academic judgment about the student's grade on that work and in that course, which shall not be considered a sanction for prohibited conduct under this rule. The instructor shall, consistent with other policies, report the alleged academic dishonesty to the Primary Administrative Officer.

Civility:
· My commitment is to create a climate for learning characterized by intellectual diversity and respect for each other and the contributions each person makes to class. I ask you to make a similar commitment.
· I am committed to ensuring a positive learning environment by respecting that University policy. 
· It is vitally important that the online environment promote the respectful exchange of ideas. This entails being sensitive to the views and beliefs expressed during class discussions.

Student Resources
Student Advocacy & Care
Provides students with case management and other support and services to address unmet basic needs and other challenges they may be facing outside of the university that impacts their ability to succeed academically. These challenges may include things like food insecurity, housing instability, lack of childcare, counseling needs, and financial emergencies.
· Location: 144 Millennium Student Center
· LINK to request assistance or help
· Website for Student Advocacy
Access, Disability and Communication 
Your academic success is important to me. We all learn differently and bring different strengths and needs to the class. If there are aspects of the course that prevent you from learning or make you feel excluded, please let me know as soon as possible. Together we’ll develop strategies to meet both your needs and the requirements of the course.

If you have a documented disability that may have an impact upon your work in this class, please contact Disability Access Services (DAS) immediately. Students must provide documentation of their disability to the office of Disability Access Services in order to receive official University services and accommodations. The staff is available to answer questions regarding accommodations or assist you in your pursuit of accommodations. Information about your disability is confidential. Once DAS reviews your medical documentation, they will provide you with the information and steps to inform me about the accommodations to which you are entitled. Your accommodations will begin as soon as we discuss your approved accommodations. 
· Location: 131 Millennium Student Center (MSC)
· Phone: (314) 516-6554
· Email: Tara Cramer, cramert@umsl.edu 
· Website: http://www.umsl.edu/services/disability/ 

Office of International Students and Scholar Services
If you have difficulty communicating in English with the instructor of this course, contact ISS.
· Location: 362 Social Sciences & Business Building (SSB)
· Phone: (314) 516-5229 
· Email: iss@umsl.edu 
· Website: http://www.umsl.edu/~intelstu/contact.html 

Student Enrichment and Achievement 
SEA provides comprehensive success coaching services to targeted populations (i.e., new First Time College & Transfer, current UMSL students with less than a 2.500 GPA). 
· Location: 107 Lucas Hall
· Phone: (314) 516-5300
· Email: umslsea@umsl.edu 
· Website: https://www.umsl.edu/services/sea/ 

TRIO Student Support Services
TRIO provides a holistic support model through Success Coaching for targeted populations (i.e., transfer students who are first-generation college students, have a documented disability, or have demonstrated economic need).
· Location: 180 MSC
· Phone: (314) 516-4332
· Email: umsltrio@umsl.edu  
· Website: https://www.umsl.edu/services/trio/ 

University Student Support (USS)
USS provides comprehensive success coaching services to targeted student populations (i.e., new First Time College & Transfer, current UMSL students with at least a 2.500 GPA).
· Location: 225 Millennium Student Center (MSC)
· Phone: (314) 516-6807
· Email: uss@umsl.edu 
· Website: https://www.umsl.edu/tutoring/ 

Technical Support
UMSL and UM-System provide students with a variety of technology support on campus and virtually. The information listed below connects you with the most commonly sought supports. 

Academic technologies (Canvas, VoiceThread, SmarterProctoring, Zoom, etc.)
· Location: virtual and via website chat
· Phone: (855) 675-0755
· Email: teachingtools@umsystem.edu 
· Website: https://online.missouri.edu/learning 

Login and network issues (SSOID, email, campus Wi-Fi, password changes, etc.)
· Location: 190 Millennium Student Center (MSC) 
· Phone: (314) 516-6034
· Email: helpdesk@umsl.edu 
· Website: http://www.umsl.edu/technology/tsc 

Electronic textbooks (AutoAccess, Cengage, McGraw-Hill Connect, etc.)
· Location: Millennium Student Center (MSC) Bookstore 2nd floor
· Phone: (314) 516-5763
· Email: autoaccess@umsystem.edu  
· Website: https://missouri.qualtrics.com/jfe/form/SV_0eXnXJy1QpRUc7j 

Academic Support
University Tutoring Center (UTC)
The University Tutoring Center (UTC) is here to transform your learning with one-on-one support. UTC offers many options for tutoring, and all of them are free for UMSL students:
· Walk-in Tutoring: On-the-spot, in-person assistance. No appointment required.
· Triton Online Tutoring: Live virtual assistance over Zoom. No appointment required.
· Paired Peer Tutoring: We’ll match you with a tutor to work together all semester long.
· NetTutor: Another online, flexible tutoring option.
· Location: 225 Millennium Student Center (MSC)
· Phone: (314) 516-6807
· Email: tutoring@umsl.edu 
· Website: https://www.umsl.edu/tutoring/ 

The Online Writing Center (OWC)
At the OWC Canvas site, students can send their papers to our tutors, who will read them and send them back with suggestions. Students can also access Turnitin, which identifies quoted material in their essays. 
· Location: 222 Social Sciences and Business Building (SSB)
· Website: https://www.umsl.edu/~umslenglish/Writing Center/
· Visit the OWC course site on Canvas to submit drafts online. To find the OWC course, click on Courses All Courses. Then click to join this course 
· The OWC usually responds within 48 hours. Please allow ample time. 

Math Academic Center (Math Lab)
The Math Academic Center offers free individual assistance on a walk-in basis to students needing help with any mathematics from basic math through calculus or any course involving mathematical skills. 
· Location: 222 Social Sciences and Business Building (SSB)
· Website: http://www.umsl.edu/mathcs/math-academic-center/ 
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