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Student Work Syllabus 
ENC 5327.011/010: Executive Writing 
Instructor: Justiss Burry, Ph.D. 
Email: Jburry@tarleton.edu 
Spring 2024; Asynchronous Online 
 
Use this chart to keep up with assignments and homework both online and in class. Keep in 
mind this schedule may change throughout the semester particularly as I potentially add 
managerial speakers, so keep returning for updates. Remember that all readings are located in 
Canvas, but also linked here for your convenience. 

  

Week and 
Dates 

To be read before class Process Work: Do these things online 
and they are usually graded 

Week 0 
 
  

Introductions and Expectations  

1/11 First Day Attendance 
 
Read from Module 0 in Canvas: 

● Course Syllabus and Student 
Work Syllabus  

 
Read from Zarlengo, T., & Griffith, J. 
(2023). A Rhetorical Approach to 
Workplace Writing (RAWWr) 

● Chapter 1: "What is PTC?" 
 
Watch this video to get a sense of 
what this class modulates:  

● Video Description of PTC 
 
 

Module 0 Discussion - Learning 
Introductions due 1/14 by 11:59pm via 
Canvas 
 
Respond to two peers by 1/14 by 
11:59pm via Canvas 
 

Week 1  
 
  

Module 1.1: Project Management  

1/16 Read from Module 1.1: 
● Wikipedia Definition 
● Project Management Isn’t 

Just for Project Managers 

M1.1 Exercise: Identifying Your 
Workflow due 1/21 by 11:59pm via 
Canvas  
 

mailto:Jburry@tarleton.edu
https://drive.google.com/file/d/1q7o2wqCBm26_m5NgFM7zsCGefFbiRwwt/view?usp=sharing
https://youtu.be/rP07LYDqc-Q?si=CsoYJtWXdLTlDMsT
https://youtu.be/rP07LYDqc-Q?si=CsoYJtWXdLTlDMsT
https://youtu.be/rP07LYDqc-Q?si=CsoYJtWXdLTlDMsT
https://en.wikipedia.org/wiki/Project_management
https://drive.google.com/file/d/1xzNnFPfVEcIlfiuCDgObppafo_CFHqxA/view?usp=sharing
https://drive.google.com/file/d/1xzNnFPfVEcIlfiuCDgObppafo_CFHqxA/view?usp=sharing
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● What is a Gantt Chart? M1.1 Exercise: Managing Your 
Semester Gantt Chart due 1/21 by 
11:59pm via Canvas  

1/18 Read from Veltsos, J., R., & Hynes, 
G., E. (2022): Managerial 
Communication:  

● Chapter 2: Understanding 
the Managerial 
Communication Process pp. 
26-48 

M1.1 Exercise: Chapter 2 Writing 
Case Study due 1/21 by 11:59pm via 
Canvas  

Week 2  
  

Module 1.2: Team Communication   

1/23 Read from Module 1.2: 
● What is Effective 

Communication [With 
Benefits and Tips] 

● How to Create Project 
Communication Plan? 
 

Read from Veltsos, J., R., & Hynes, 
G., E. (2022): Managerial 
Communication:  

● Chapter 7: Writing in the 
Workplace pp. 178-208 

M1.2 Exercise: Audience Analysis due 
1/28 by 11:59pm via Canvas 
 
M1.2 Exercise: Developing a 
Communication Plan due 1/28 by 
11:59pm via Canvas 

1/25 Read from Module 1.2: 
● What is a A Project 

Communication Plan and 
How to Create One 

M1.2 Assignment: Team 
Communication Project Draft due 
1/28 by 11:59pm via Canvas 

Week 3   Module 1.3: Revision   

1/30 Watch M1.3 Video: Explanation of 
Collective Feedback File (CFF) and 
How to Use Them via Canvas 
 

M1.3 Exercise: Self-Review: Project 1 
due 2/1 by 11:59pm via Canvas 

https://www.gantt.com/
https://www.proofhub.com/articles/effective-communication
https://www.proofhub.com/articles/effective-communication
https://www.proofhub.com/articles/effective-communication
https://drive.google.com/file/d/1U_ldJKiyl6Sv4kjyunJk3T4hztFMN-EE/view?usp=sharing
https://drive.google.com/file/d/1U_ldJKiyl6Sv4kjyunJk3T4hztFMN-EE/view?usp=sharing
https://drive.google.com/file/d/1UxmmVPNHKykIQ5G3ZddZkvk_gpVXnbqK/view?usp=share_link
https://drive.google.com/file/d/1UxmmVPNHKykIQ5G3ZddZkvk_gpVXnbqK/view?usp=share_link
https://drive.google.com/file/d/1UxmmVPNHKykIQ5G3ZddZkvk_gpVXnbqK/view?usp=share_link
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2/1  
 

M1.3 Exercise: Revision Planning due 
2/2 by 11:59pm via Canvas (in class) 
M1.3 Assignment: Team 
Communication Final Draft due 2/4 
by 11:59pm via Canvas 

Week 4 Module 2.1: Introduction to 
Meetings 

 

2/6 Read from Module 2.1:  
● Stop the Meeting Madness 

 
Read from Veltsos, J., R., & Hynes, 
G., E. (2022): Managerial 
Communication:  

● Chapter 4: Managing 
Meetings and Teams pp. 82-
112 

 

M2.1 Discussion - What is the Goal of 
a Meeting (?) is due 2/11 by 11:59pm 
via Canvas 

2/8 Read from Module 2.1: 
● A Checklist for Planning 

Your Next Big Meeting 
 
 

M2.1 Discussion - Meeting Agendas 
due 2/11 by 11:59pm via Canvas 
 
M2.1 Exercise: Chapter 4 Writing 
Case Study due 2/11 by 11:59pm via 
Canvas  

Week 5 Module 2.2: Presentations   

2/13 Read from Module 2.2:  
● Chapter 16: Presentations 
● Presentation Zen Web 

Reading 

M2.2 Exercise: Outline Your 
Presentation due 2/18 by 11:59pm via 
Canvas 
 

2/15 Read from Veltsos, J., R., & Hynes, 
G., E. (2022): Managerial 
Communication:  

● Chapter 5: Making 
Presentations pp. 113-141 

M2.2 Exercise: Presentation Script 
due 2/18 by 11:59pm via Canvas 
 
M2.2 Exercise: Chapter 5 Writing 
Case Study due 2/18 by 11:59pm via 
Canvas  

https://drive.google.com/file/d/1T_IVddDE8hU7Cl5rABZllihopXkI48bV/view?usp=sharing
https://drive.google.com/file/d/1r3BuS9XjqAWzVKVFWBC5M7K8nj8rJwnO/view?usp=sharing
https://drive.google.com/file/d/1r3BuS9XjqAWzVKVFWBC5M7K8nj8rJwnO/view?usp=sharing
https://drive.google.com/file/d/1ZYIFxHCqn_O0oL6UxlGs_TOUvS4HgqD9/view?usp=share_link
https://drive.google.com/file/d/1yo7pxMvJ-Dv2rI_C_c7rjHC3eWaIpFYf/view?usp=sharing
https://drive.google.com/file/d/1yo7pxMvJ-Dv2rI_C_c7rjHC3eWaIpFYf/view?usp=sharing
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Week 6 Module 2.3: Preparation of 
Meeting Packet 

  

2/20 Read from Module 2.3:  
● What are Meeting Notes? 

 

M2.3 Assignment: Meeting Packet 
Draft due 2/20 by 11:59pm via 
Canvas 

2/22  M2.3 Discussion - Workshop 
Presentations due 2/23 by 11:59pm 
via Canvas  
 
M2.3 Assignment: Meeting Packet 
Final Draft due 2/25 by 11:59pm via 
Canvas 
 

Week 7  Module 3.1: Introduction to 
Performance Reviews 

  

2/27 Watch M3.1 Video: The 
Performance Review and Giving 
Feedback  
 
Read from Module 3.1:  

● 6 Tips for Writing an 
Effective Performance 
Review 

● How to Create a Truly 
Effective Performance 
Review Process 

 

M3.1 Exercise: Professionalism and 
Inclusion due 3/3 by 11:59pm via 
Canvas  

2/29 Read from Module 3.1: 
● The Ultimate Guide to 

Superior Performance 
Reviews 

● How can Performance 
Reviews Support Diversity 
and Inclusion? 

M3.1 Discussion: Brainstorm 
Questions for Mid-Term Review due 
3/3 by 11:59pm via Canvas  
 
M3.1 Exercise: Supply Questions for 
Mid-Term Review due 3/3 by 11:59pm 
via Canvas  
 

https://drive.google.com/file/d/1FWxIp_vttxhivQDFu11G98EMX7jTmC7R/view?usp=share_link
https://drive.google.com/file/d/1nLEHloELN_wQP0Ox9KG8pI_hsntMwLZ1/view?usp=sharing
https://drive.google.com/file/d/1nLEHloELN_wQP0Ox9KG8pI_hsntMwLZ1/view?usp=sharing
https://drive.google.com/file/d/1nLEHloELN_wQP0Ox9KG8pI_hsntMwLZ1/view?usp=sharing
https://drive.google.com/file/d/1dTYbOiq6PcUTs8Jv_5TBELKpnF5puSrk/view?usp=sharing
https://drive.google.com/file/d/1dTYbOiq6PcUTs8Jv_5TBELKpnF5puSrk/view?usp=sharing
https://drive.google.com/file/d/1dTYbOiq6PcUTs8Jv_5TBELKpnF5puSrk/view?usp=sharing
https://drive.google.com/file/d/1BrkGTXgCmRD-z0_lIAvGozVA0s37MWND/view?usp=sharing
https://drive.google.com/file/d/1BrkGTXgCmRD-z0_lIAvGozVA0s37MWND/view?usp=sharing
https://drive.google.com/file/d/1BrkGTXgCmRD-z0_lIAvGozVA0s37MWND/view?usp=sharing
https://drive.google.com/file/d/13LFCq4QmVr-4S0xmqtx9F9ctj2E2kr_C/view?usp=sharing
https://drive.google.com/file/d/13LFCq4QmVr-4S0xmqtx9F9ctj2E2kr_C/view?usp=sharing
https://drive.google.com/file/d/13LFCq4QmVr-4S0xmqtx9F9ctj2E2kr_C/view?usp=sharing
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Week 8 Module 3.2: Giving Feedback  

3/5 Read from Module 3.2:  
● Best Way to Praise 

Employees 
● How to Use Constructive 

Criticism in the Workplace 
● Your Employees Want the 

Negative Feedback You 
Hate to Give 

M3.2 Exercise: Implicit Bias due 3/10 
by 11:59pm via Canvas  

3/7 Read from Module 3.2:  
● Your Employees Want the 

Negative Feedback You 
Hate to Give 

M3.2 Discussion - Giving Feedback 
due 3/10 by 11:59pm via Canvas 
 
M3.2 Discussion - Brainstorm 
Questions for Collaborative Peers due 
3/10 by 11:59pm via Canvas 
 

Week 9 Spring Break   

3/12 I hope you have a nice safe break!  

3/14 I hope you have a nice safe break!  

Week 10 Module 3.3: Creating a 
Performance Review 

  

3/19 Read from Module 3.3:  
● What is a 360 Review? 

 

M3.3 Discussion - Workshop 
Questions for Collaborative Peers due 
3/21 by 11:59pm via Canvas  

https://www.inc.com/jeff-haden/a-stanford-psychologist-says-this-is-the-best-way-to-praise-employees-yet-most-b.html
https://www.inc.com/jeff-haden/a-stanford-psychologist-says-this-is-the-best-way-to-praise-employees-yet-most-b.html
https://drive.google.com/file/d/1lQyAGoP6UjHvyLya4WBvfZ2GjRgpZW-k/view?usp=sharing
https://drive.google.com/file/d/1lQyAGoP6UjHvyLya4WBvfZ2GjRgpZW-k/view?usp=sharing
https://drive.google.com/file/d/1ulFMc2uAbTAyrq28Q0BN16Q2-4A4c8gx/view?usp=sharing
https://drive.google.com/file/d/1ulFMc2uAbTAyrq28Q0BN16Q2-4A4c8gx/view?usp=sharing
https://drive.google.com/file/d/1ulFMc2uAbTAyrq28Q0BN16Q2-4A4c8gx/view?usp=sharing
https://drive.google.com/file/d/1ulFMc2uAbTAyrq28Q0BN16Q2-4A4c8gx/view?usp=sharing
https://drive.google.com/file/d/1ulFMc2uAbTAyrq28Q0BN16Q2-4A4c8gx/view?usp=sharing
https://drive.google.com/file/d/1ulFMc2uAbTAyrq28Q0BN16Q2-4A4c8gx/view?usp=sharing
https://drive.google.com/file/d/1KQmaPXb0ob2NRJ-mwLltqDO8ilBZcoH7/view?usp=sharing
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3/21  M3.3 Assignment: Performance 
Review Project Final Draft due 3/24 
by 11:59pm via Canvas 

Week 11   Module 4.1: Introduction to 
Communication Strategy 

  

3/26 Watch M4.1 Video: Communication 
Strategy: Bringing It All Together 
 
Read from Zarlengo, T., & Griffith, J. 
(2023). A Rhetorical Approach to 
Workplace Writing (RAWWr): 

● Chapter 20: "Collaboration" 
 
Read from Module 4.1: 

● Getting Started with the 
Team Charter 

  

M4.1 Discussion: Defining 
Collaboration due 3/31 by 11:59pm 
via Canvas  
 
M4.1 Exercise: Strengths and 
Weaknesses Activity due 3/31 by 
11:59pm via Canvas  
 
 

3/28 Read from Veltsos, J., R., & Hynes, 
G., E. (2022): Managerial 
Communication:  

● Chapter 13: Managing 
Conflict pp. 343-65 

 

M4.1 Discussion: Technologies for 
Collaboration due 3/31 by 11:59pm 
via Canvas (group assignment) 
 
M4.1 Exercise: Chapter 13 Writing 
Case Study due 3/31 by 11:59pm via 
Canvas 

M4.1 Exercise Team Charter Memo: 
due 3/31 by 11:59pm via Canvas 
(group assignment) 

Week 12  Module 4.2: Defining Goals  

4/2 Read from Module 4.2: 
● 4 Examples of a 

Communication Strategy 
● How to Write a 

Communications Strategy 

M4.2 Exercise: Research Healthcare 
due 4/7 by 11:59pm via Canvas 
 
 
 

https://drive.google.com/file/d/1FYmN_FR9anYznFoZGn6vGN79NuNh2ZRD/view?usp=sharing
https://drive.google.com/file/d/1Z5glgR-IienEXAFwvIxB-vkPsax8yLVy/view?usp=sharing
https://drive.google.com/file/d/1Z5glgR-IienEXAFwvIxB-vkPsax8yLVy/view?usp=sharing
https://drive.google.com/file/d/1pnl8-R0dJ61JTbM_3bVQMInVT9z-er4j/view?usp=sharing
https://drive.google.com/file/d/1pnl8-R0dJ61JTbM_3bVQMInVT9z-er4j/view?usp=sharing
https://drive.google.com/file/d/1Jbcq2NZtWWCf1s0SvygXMoeGl1Q8expd/view?usp=sharing
https://drive.google.com/file/d/1Jbcq2NZtWWCf1s0SvygXMoeGl1Q8expd/view?usp=sharing
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4/4 Read from Module 4.2: 
● Effective Communication 

Strategies: 7 Ways to 
Improve 

M4.2 Exercise: Outlining Your Goals 
due 4/7 by 11:59pm via Canvas 
 
M4.2 Exercise: Progress Report I due 
4/7 by 11:59pm via Canvas (group 
assignment) 

Week 13 Module 4.3: Audience Analysis  

4/9 Read from Zarlengo, T., & Griffith, J. 
(2023). A Rhetorical Approach to 
Workplace Writing (RAWWr): 

● Chapter 3: “Audience” 
 
Read from Module 4.3: 

● The Content Strategy 
Toolkit: Get Stakeholders on 
Board 

 

M4.3 Exercise: List Your Stakeholders 
due 4/14 by 11:59pm via Canvas 

4/11 Read from Module 4.3: 
● Melonçon, L. (2017). 

Embodied Personas for a 
Mobile World 

 
Read from Veltsos, J., R., & Hynes, 
G., E. (2022): Managerial 
Communication:  

● Chapter 8: Writing Routine 
Messages pp. 209-236 

M4.3 Exercise: Persona Profiles due 
4/14 by 11:59pm via Canvas 
 
M4.3 Exercise: Chapter 8 Writing 
Case Study due 4/14 by 11:59pm via 
Canvas 

M4.3 Exercise: Progress Report II due 
4/14 by 11:59pm via Canvas (group 
assignment) 

Week 14 Module 4.4: Drafting The 
Communication Strategy Plan 

 

4/16 No readings this week. Just work! M4.4 Exercise: Drafting 
Communication due 4/21 by 11:59pm 
via Canvas 
 
M4.4 Discussion - Communication 
Workshop due 4/21 by 11:59pm via 
Canvas 

https://drive.google.com/file/d/1Sqb3DcXdTQhO-7_CcIgrCTpnY-dxDmFe/view?usp=sharing
https://drive.google.com/file/d/1Sqb3DcXdTQhO-7_CcIgrCTpnY-dxDmFe/view?usp=sharing
https://drive.google.com/file/d/1Sqb3DcXdTQhO-7_CcIgrCTpnY-dxDmFe/view?usp=sharing
https://drive.google.com/file/d/1YNcErzWDEEpfa9Ik6uFzGLR8Zp56mcPN/view?usp=sharing
https://drive.google.com/file/d/1XYnGoIMT4Svxh4jbaNyOKNV8qsnT1Ys0/view?usp=sharing
https://drive.google.com/file/d/1XYnGoIMT4Svxh4jbaNyOKNV8qsnT1Ys0/view?usp=sharing
https://drive.google.com/file/d/1XYnGoIMT4Svxh4jbaNyOKNV8qsnT1Ys0/view?usp=sharing
https://drive.google.com/file/d/1QMp-NjYP4kJhBfBdC4BOm_znvIUIVMoe/view?usp=sharing
https://drive.google.com/file/d/1QMp-NjYP4kJhBfBdC4BOm_znvIUIVMoe/view?usp=sharing
https://drive.google.com/file/d/1QMp-NjYP4kJhBfBdC4BOm_znvIUIVMoe/view?usp=sharing
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4/18  M4.3 Exercise: Progress Report III 
due 4/21 by 11:59pm via Canvas 
(group assignment) 
 
M4.4 Assignment: Communication 
Strategy Draft due 4/21 by 11:59pm 
via Canvas (group assignment) 

Week 15 Module 4.5: Revising the 
Communication Strategy Plan 

  

4/23 Almost there! M4.5 Exercise: Self Review of 
Communication Strategy due 4/23 by 
11:59pm via Canvas 
 

4/25 Don’t forget to complete the Student 
Evaluation 

M4.5 Discussion - Communication 
Workshop due 4/26 by 11:59pm via 
Canvas (group assignment) 
 
M4.5 Assignment: Communication 
Strategy Final Draft is due 4/28 by 
11:59pm via Canvas (group 
assignment) 
 
Exercise M4.5: Self/Team 
Evaluation due 4/28 by 11:59pm via 
Canvas 

 
 
 
 


