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COURSE DESCRIPTION:

(Include format, prerequisites, and fees, if any.)

A continuation and extension of the rhetorical principles and composition skills addressed in EGL 101.  Students develop and sharpen critical thinking and writing skills, applying them to materials from business and the professions with an emphasis on evidence-based analysis, evaluation, interpretation, and persuasive presentation of conclusions.  Specifically, students in EGL 132 focus on developing appropriate voice, tone, style, content, and structure for effective written communication in a business or other professional context.  Prerequisite:  Grade of C or higher in EGL 101.

EXPECTED COURSE OUTCOMES:

(Attach supplementary sheets if needed.)

Upon successful completion of this course, students will be able to:

1.
Plan, organize, and write in cogent, standard English:  business letters, memoranda, reports of various types, résumés, employment-related correspondence, and other business documents.

 2.
Write in clear, concise style appropriate to audience, context, purpose, and writer's role.

 3.
Use correct grammar, spelling, punctuation, and mechanics, and apply conventions of business writing and documentation.

4.
Produce professional-looking, current, standard formats for business letters, memoranda, reports, and other documents.

5.
Collect, select, analyze, interpret, and organize data, and use it appropriately in business communications.

6.
Conduct primary and secondary research, and present this information in a formal, documented report.

 7.
Integrate visuals, headings, and other graphics into business communications.

 8.
Explain cross-cultural, ethical, and legal considerations pertinent to business communication.

 9.
Give an effective oral presentation (may include oral reports, employment interviews).

10.
Work effectively in a collaborative or team communication situation.

RANGE OF SUBJECT MATTER ADDRESSED IN MODEL COURSE OUTLINE:

(Exact sequence of topics and emphasis may vary with the instructor and the text used, within the limits defined in the preceding course description.  Attach additional sheets as required.)

ORGANIZATION

Reinforce
Focusing on a main idea in paragraphs and essays

Using outlines and other prewriting techniques

Organizing data (for example, classification, comparison/contrast, and other expository patterns)

Revising for unity, completeness, structure, cohesiveness

Developing and supporting complex theses

STYLE

Reinforce
Writing with precision and economy

Writing with vividness, avoiding the trite, clichéd

Recognizing rhetorical devices, figurative language, sentence variety and emphasis

Developing tone appropriate for the situation

WRITING SITUATION

Reinforce
Assessing task (consider time constraints, appropriate length, degree of polish)

Assessing audience

Writing for self 

Writing for others

Assessing purpose (explore, explain, analyze, prove)

Working collaboratively (writing groups)

Understanding writing in a college culture (issues of proof, authority)
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Introduce
Writing within a business or professional environment

Using format conventions (titles, paragraphs, headings, and other visual cues)


Integrating written and spoken text as appropriate (interviews as research sources, oral presentations)



SOURCE SELECTION

Reinforce
Using primary and secondary sources

Choosing appropriate sources in college library and elsewhere (issues of recency, variety, credibility, balance)

ANALYTIC READING

Reinforce
Reading for the main idea and supporting points

Introduce
Reading in business and the professions

NOTE TAKING

Reinforce
Summarizing a source

Taking notes without plagiarizing

Recording documentation information accurately

DOCUMENTATION

Reinforce
Distinguishing between direct and indirect discourse

Attributing sources

Using quotation marks correctly

Documenting sources with a standard system used by the business and the professions, etc.
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INCORPORATION

Reinforce
Using source material to further writer's purpose

Using signal phrases to integrate quotations and borrowed ideas

Incorporating sources without plagiarizing

Taking into account conventions of business and the professions

ABSTRACTION AND GENERALIZATION

Introduce/Reinforce
Relating theory to applications; general principles to specific instances

Identifying hasty and sweeping generalizations

Arguing from precedent and analogy

SORTING, SELECTING, REPORTING AND SUPPORTING IDEAS

Introduce/Reinforce
Recognizing need for writer credibility, accommodation of audience, and adaptation of

style to fit topic and data

Eliminating logical fallacies

Analyzing and synthesizing facts and other forms of evidence from primary and

secondary sources, as well as personal observation, to support argumentative thesis

Interpreting facts and drawing conclusions from several sources to form own ideas ("new

knowledge")

ANALYSIS AND EVALUATION OF SOURCES

Reinforce

Explaining progression of ideas (argumentative chain) in several texts; comparing,

evaluating and choosing best source, based on credibility, quality of information, logic, 
and development

OWNERSHIP AND ATTRIBUTION

Introduce/Reinforce
Distinguishing between information regarded as common knowledge in a field and

information requiring attribution
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GRAMMAR AND PUNCTUATION

Introduce and Reinforce
Punctuation conventions:  colon, dash, bullet points, enumeration, capitalization

SENTENCE RHETORIC

Introduce and Reinforce

Sentence style:  sentence length and construction, readability, active versus passive verbs, conciseness, parallelism

Precision:  clarity, accuracy, concreteness, connotation and denotation

Appropriateness:  jargon, sexist language, levels of formality

EDITING SKILLS

Introduce and Reinforce
Use of handbook and style checkers:  finding answers to common and sophisticated questions; using and misusing style checkers

Proofreading:  producing error-free copy

PROCESS

Introduce/Reinforce
Analysis of individual and collaborative writing processes

Introduce/Reinforce
Refinement of personal, academic, professional, and public voices for multiple contexts

DIMENSIONS OF WRITING

Reinforce
Analysis of writing as discovery, exposition, and action

ROLES OF WRITERS

Introduce

Writers' roles and responsibilities in business and professions

TOPICAL CONTENT (representative)

5

LETTERS AND MEMOS

Chosen from these types:

Inquiry/routine request and reply

Claim/adjustment and reply

Credit/collection

Sales and orders

Transmittal

Employment application and résumé

Employment follow-up (interview thank-you, acceptance, delay, refusal)

REPORTS

Chosen from these types:

Proposal/reply to Request for Proposal (RFP) or Request for Bid (RFB)

Progress/interim

Event

Sales/trip

Inspection/status

Formal analytical multiple-source research report

SPECIAL ELEMENTS

Documentation

Formats

Document design

Tabular, graphic, and other visual aids

OTHER

Executive summary/abstract

Instructions/procedures

Interviewing (employment and information)

Oral presentation

Listening

Collaborative research and writing

Nonverbal communication

MODEL COURSE OUTLINES:  Representative course syllabi follow.
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EVALUATION OF STUDENT PERFORMANCE:

(List minimum and, where applicable, maximum departmental criteria, as well as a description of any written/oral work required.)
Required
6 to 10 written letters, memoranda, reports-including one multiple-source, documented,

researched report.  

employment résumé and accompanying correspondence.
exercises and other assignments as directed by instructor

oral presentation opportunities, as appropriate

class attendance and participation

Optional
quizzes

final examination

INSTRUCTIONAL MATERIALS:

Required:

Varies with instructor, but the following are representative:

Bovée and Thill, Business Communication Today.  McGraw-Hill.
Thill and Bovée, Excellence in Business Communication.  McGraw-Hill.

Kramer. Business Communication in Context. Printice Hall.

Treece, Successful Communication for Business and the Professions.  Allyn & Bacon.

Sigband and Bell, Communication for Management and Business.  Scott, Foresman.

Locker, Business and Administrative Communication. Irwin.

and

Leggett, Mead, and Kramer, Prentice Hall Handbook for Writers  or

Hacker, The Bedford Handbook for Writers or

equivalent writer's reference handbook

Recommended:

None

Reading Lists and Other Supplementary Materials:

Instructor-made or publisher-supplied transparencies, videos, films, and other instructional materials as appropriate.  Supplementary material, when appropriate, will be assigned by the instructor and either provided or located for the student.  Such material changes from semester to semester. 
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Attachment A

Sample Syllabus Egl. 132


Business Communication

Texts:
Bovée and Thill, Business Communication Today, 3rd Ed, 1992, McGraw-Hill, Inc., NY.

Hacker, A Writer's Reference, 1992, Bedford Books of St. Martin's Press [or any comparable reference text].

A dictionary.

Schedule:  [11 September - 18 December]


Sep  
11:
Successful Business Communications.  Chs 1 & 2. Paper 1 [Written in



class].

18:
Process:  Ch 3; Component Ch A.

25:
Process:  Ch 4; Component Ch B.

Oct
 2:
Process - Revision:  Ch 5.  Motorcycle Exercise 
(250 words)

 9:
Letters & Memos:  Chs 6 & 7.  United Fund Exercise 
(250 words)

16:
Letters & Memos:  Chs 8 & 9.  Paper 2 due.

23:
Employment:  Chs 10 & 11.  Paper 3 due.

30:
Reports & Proposals:  Chs 12 & 13.  Papers 4 & 5 
due.

Nov
 6:
Visuals & Report Development:  Chs 14 & 15.

13:
Formal Reports:  Component Ch C; Ch 16.  Draft Paper & Table of Contents and 



Executive Summary due.

20:
Oral Communication:  Chs 17 & 18.

27:
THANKSGIVING BREAK
Dec
 4:
Intercultural Communications; Review:  Ch 19.

11:
Oral Presentations ("Paper 7"):  Papers 6 and 7 due.

18:
FINAL EXAM
8

Papers:
[All papers except Paper #1 MUST be typed; all except Paper #6 (Résumé) must be double spaced.]

1.
Descriptive.  Topic assigned and 500-word memorandum completed in class.

2.
Information.  Topic selection by student.  Memorandum must be five to eight paragraphs
(at least 500 words), and include an Outline of approximately 500 words (on a separate sheet).  Double space.

3.
Bad News.  Generate 500-word memorandum based on one of the situations (5 through 20) described on pages 253 through 238.  Incorporate model described in Checklist,

 
page 228.  Double-space.

4.
Résumé.  Follow Chapter 10 guidelines and instructions given in class.  Résumé should not exceed two pages nor be less than one.  Page layout AND content will be graded.  Do not make up any qualifications; be yourself.  Use normal spacing.

5.
Job Application.  Follow text and class instruction.  One page, double spaced.

6.
Formal Report.  At least 15 pages including:  Cover Memorandum, Title Page, Executive Summary, Table of Contents, Introduction, Body, at least two graphic aids, Conclusions, Recommendations, Endnotes, and at least eight References.  Satisfactory completion of this report is MANDATORY for a passing grade.

7.
Oral Presentation.  Three minutes.  Addresses Formal Report.  Points to cover will be provided by separate instruction.
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Attachment B

Egl. 132 (3455)  Marlboro 3099                 Dr Melinda Kramer; Marlboro 3078 

Writing for Business                           (301) 322-0578 PGCC office ph.

Class time: MW 12-1:15 p.m.                    (301)990-9627 home fax

Office hours: MW 11:00 - noon.                 (301) 322-0549 PGCC fax

and by appointment                 e-mail kramermg@pgcc.edu 

Spring 2003 Syllabus
Text:
Business Communication in Context, Kramer
Mon., Jan. 27: Business Communication Questionnaire filled out during class.  

Orientation and goal setting.  Impromptu exercise: handshake.  In-class 

description writing.  Discussion of description vs analysis.  

Assign:  Business Communication in Context (BCC), Chapts. 1, 2. 

Wed., Jan. 29: Business communications channels, flow, and media.  The 

Communication Square: Purpose, Argument, Persona, Audience.  Discussion of 

nonverbal communication.

Assign: BCC, Chapts. 3-4 up to Case Question 4.4, p. 110.  Assignment #3, p. 51, 

nonverbal communication observation, presented as memo, due Mon., Feb. 3.  For 

memo format, see BCC appendix.  Your memo must analyze (draw conclusions) as 

well as describe.  

Mon., Feb. 3: Video, "Talking 9 to 5."  Communication barriers.  Discussion of 

semester report project.  Assignment to task force groups: brainstorming about 

semester project, sources, etc.

Assign: BCC, Chapt. 4, pp. 110-122; Chapt. 6, pp. 175-195, direct requests.  

Direct request letter (individual) due Wed., Feb. 12.  

Due: nonverbal analytical memo.

Wed., Feb. 5: Finish discussion of communication barriers.  Lecture on written 

direct requests and resource interviewing techniques (in person and over the 

telephone).

Assign: BCC, Chapt. 5, communicating internationally and interculturally.

Mon., Feb. 10: Intercultural communication.

Wed., Feb. 12: Meet in Largo Student Center, 2nd floor, Conference Rooms 3 & 4.  

Intercultural communication, cont'd. "Learning Our Viewpoints--The Cultures, 

Religions, and Values of PGCC Students."  

Assign: BCC, Chapt. 9 and Appendix B, pp. 568-579
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Due: Direct request letter.

Mon., Feb. 17: Presidents Day.  No class.

 Wed., Feb. 19: Research methods and annotated bibliography assignment, 

documentation form.  Task force meetings to brainstorm research needs.  For 

Mon.’s class, meet in Accokeek Library bibliographic instruction room (1st 

floor) .

Assign: Group working bibliography for long report, due Wed., Mar. 5: two 

annotated entries and two proposed for further reading from each team member 

(group). 

Mon., Feb. 24: Meet in Accokeek Library bibliographic instruction room (1st 

floor).  Library staff presentation: business resources in the library.

Wed., Feb. 26: Meet in Accokeek Library to work on bibliographies.  Instructor 

available in reference area to handle questions on research and resources for 

project.  Remember to sign roll.

Mon., Mar. 3: In computer lab.  Use Bibliocite to create bibliography entries.  

Bring a computer disk and bibliog. info for sources you have researched.  Work 

on group bibliography.

Assign: BCC, Chapt. 8, pp. 278-285; Chapt. 10, pp. 335-346.

Wed., Mar. 5: Lecture on proposal writing.  

Assign: Chapt. 6, pp. 195-221; review pp. 180-182 and Chapt. 7. pp. 233-241. 

Semester project written proposal, due Wed. Mar. 12 (group).

Due: Working bibliography, four entries per team member (group).

Mon., Mar. 10: Beginning discussion of persuasive, routine, and good news and 

bad news messages.  Language: word connotation, positive aspect, "you attitude," 

and good will.  Exercises in class.

Wed., Mar. 12: Continued discussion of persuasive, routine and good news, bad 

news messages.  

Assign: Claim/adjustment letter, due at beginning of class time, Mon., Mar. 17 

(individual).  Bring two copies to the lab: one for instructor, one for 

peer-partner.

Due: Written proposal for semester project long report (group).
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Mon., Mar. 17: In computer lab.  Exchange letters, and draft claim/adjustment 

reply letter in class.  Print two copies: give one to the author of the original claim letter and the other to instructor for grading. 

Assign: BCC, the rest of Chapt. 8 and Chapt. 10, pp. 347-50, progress reports.

1.  BCC, Chapt. 10.

  Due: Claim/adjustment letters.

Wed., Mar. 19: Discuss progress reports and other types of short reports.  

Assign: Written progress report on semester project (individual), due Wed., Apr. 

2.  BCC, Chapt. 10, pp. 350-60 and pp. 385-403 (sample long report).

Mon., Mar. 24: Lecture on long report organization (direct vs indirect) and report specification.
Wed. Mar. 26: Finish lecture on long report organization.  Executive summary/letter of transmittal structure and contents.  Discussion of "visual cues": document design.  Visual aids: working with charts, graphs, etc.

Mon., Mar. 31: In computer lab.  Writing summaries.  Practice writing "talking 

headings."  Groups sign up for conference time.

Wed., Apr. 2: Conferences: each task force group meets at scheduled time in 

instructor’s office, M3078, to turn in progress reports and resolve any 

outstanding problems.  Task forces work on long reports.

Assign: BCC, Chapt. 10, pp. 360-371, oral presentations.

Due: Written progress report on semester project (individual).

Mon., Apr. 7: Work day for report preparation.  

Wed., Apr. 9: Lecture on oral presentations and visual aids.  Schedule for 

practice and live presentation determined: you must be in class today.

Due: Semester project long report (group). Reports turned in by 4:00 p.m. will 

be counted as "on time." Be sure each group member has a photocopy of the 

finished report to use in preparing the oral presentation.

Apr. 10 - 20: Spring Break.  College closed.

Mon., Apr. 21: Practice of group extemporaneous oral presentations.  Groups 

report to M3099 at their scheduled time.

Wed., Apr. 23: Group extemporaneous oral presentations to class of semester 

projects (in business dress).  Everyone must be in class today.
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Thurs., Apr. 24: Last day to withdraw from class with a “W.”

Mon., Apr. 28: Group extemporaneous oral presentations to class of semester 

projects (in business dress).  Everyone must be in class today.

Assign: BCC, Chapt. 12: résumés, job application letters.  Begin roughing out 

résumé (individual).

Wed., Apr. 30: Employment résumés.

Assign: Employment application letter and résumés, due Wed., May 7 (individual)

Mon., May 5: Solicited and unsolicited job application letters. Mock employment 

interview volunteers selected.

Assign: ; BCC, Chapt. 13, interviews.

Wed., May 7: Employment interviews and follow-up letters. 

Due: employment application letter and résumé.  If you are being 

mock-interviewed on Monday, bring an extra copy today of your letter and résumé 

to give to your interviewer.

Mon., May 12: Mock employment interviews (for extra credit) in business dress.  

Semester wrap-up and discussion of final exam.

Mon., May 19: Scheduled final exam, noon-2p.m.  In computer lab.  The final will 

be a business communication case exercise College final exam week, May 13 - 19.

If you want your exam returned to you, bring a stamped, self-addressed envelope 

to the final.

Have a nice summer!
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Attachment C

EGL132-3459
Writing for Business
Spring 2003
Robert Goldberg, Associate Professor
Contact Information

Course Information

E-mail:
rgoldberg@pgcc.edu 
Class: Tu: 6:30-9:30 p.m., M-2050





Office: 
M-3095 

Course Web Site: pgcconline.blackboard.com



Phone: 
301-322-0601/Dept. 301-322-0561 

Office Hours: Tu: 5:30-6:30 p.m.



Fax:
301-322-0549 

and by appointment

Course Description: 

Writing for Business is a continuation and extension of the rhetorical principles and composition skills addressed in EGL 101. Students develop and sharpen critical thinking and writing skills, applying them to materials from business and the professions with an emphasis on evidence-based analysis, evaluation, interpretation, and persuasive presentation of conclusions. Specifically, students in EGL 132 focus on developing appropriate voice, tone, style, content, and structure for effective written communication in a business or other professional context.
The course will also stress good oral presentation skills (vital to the success of the individual and the business): choosing presentation aids, modifying non-verbal behaviors, and developing a confident delivery. Finally, we will explore such communications issues as the corporate culture, business ethics, audience awareness, communications technology, and collaborative writing.

Goals:

By the end of the course, you will have the resources and skills to:

Plan, organize, and write in cogent, standard English:  business letters, memoranda, reports, résumés, employment-related correspondence, and other business documents.

Write in clear, concise style appropriate to audience, context, purpose, and writer's role.

Use correct grammar, spelling, punctuation, and mechanics, and apply conventions of business writing and documentation.

Produce professional-looking, current, standard formats for business letters, memoranda, reports, and other documents.

Collect, select, analyze, interpret, and organize data, and use it appropriately in business communications.

Conduct primary and secondary research, and present information in a formal, documented report.

Integrate visuals, headings, and other graphics into business communications.

Explain cross-cultural, ethical, and legal considerations pertinent to business communication.

Give an effective oral presentation (may include oral reports, employment interviews).

Work effectively in a collaborative or team communication situation.
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Required Materials: 
Excellence in Business Communication. Thill and Bovée, (2002), 5th Edition, Prentice Hall.

Recommended Texts:

The Business Writer’s Companion, Brusaw, Alred, and Oliu, (1996), St. Martin’s Press.

Course Requirements: 

All out-of-class assignments must be typed or word-processed, and either single-spaced or double-spaced (depending on the type of document). Use good quality paper (NO erasable bond!) and a printer that produces clear, black text (e.g., laser, inkjet). Our textbook has an excellent section on formatting (Appendix A); I expect you to follow those models.

All work must be carefully proofread, free from visible corrections, completely free of typographical and other mechanical errors. Each assignment will require a distinctive format; I will expect you to follow specific instructions for each assignment.

All out-of-class work is due at the beginning of the assigned class period. If absolutely necessary, students may request an extension for any two assignments (except for the final term project), provided they do so in writing well in advance (at least 1 week) of the actual due date. I will otherwise penalize late assignments.

☼ 
For obvious reasons, the term project cannot have any extension.
Oral Reports: 

In addition to the written work, students will present one individual oral report and one group presentation (for the term project). Some presentations will be based on written assignments, and some on class readings. The oral communications component is intended to closely simulate the working world, as much on-the-job writing involves talking to people, either in small or large groups. 

☼
I will evaluate assignments, written and oral, based on worth and clarity of the topic, organization, and presentation. I expect correct, standard American English on all work.
Grammar Component:

Finally, the course will attempt to sharpen student understanding of grammar and syntax; as a class, we will undertake a systematic review of standard American English practice, through quizzes and other assignments. Be advised, however, that this is not a developmental course; students with low proficiency will be responsible for additional tutorial work at the Academic Skills Center.

15

Attendance Policy:
Attendance is crucial to your success in this class, since much of class time will be devoted to workshops and group assignments. If you are 5 minutes late, you will be marked late, and each day late will equal 1/3 absence (3 days late will equal 1 absence). Three unexcused absences will result in your course grade being lowered by one grade. More than nine absences will result in you not passing the course. If you must be absent, it is your responsibility to catch up on any missed work.

You may not make up any missed in-class work without my prior consent.

☼
I will reward perfect attendance in some fashion, just as businesses may reward their employees with bonuses and other incentives.
To withdraw from the course, follow the procedures outlined in the PGCC Catalog (p. 31, 2002-2004). If you stop attending class and do not officially withdraw, you will receive a grade of ‘F’ for the course. For Spring 2003, April 24 is the last day to officially withdraw.

Guidelines for Round Table Discussions:

As you will see on the calendar, I have scheduled “round table discussions” throughout the semester. The purpose of these days is to have a general class discussion about the relevant material. It will be your responsibility to be prepared to discuss the material, by either making comments or asking and answering questions. As such, you should regularly write down (in a journal or notebook) any questions or thoughts you have about each chapter. The “round table discussions” will count toward your participation grade.

Assistance:

Me (see top of syllabus)
Writing Center: Accokeek Hall, 3rd Floor; Call 301-322-0748 for an appointment
Each other (via phone, e-mail, etc.)
Grading:


Letters & Memos (1 each @ 15% each: Routine, Persuasive, Bad-News)
…
45.0%


Quizzes (5 @ 1% each) (chapters TBA)
…
 5.0


Oral Presentations



Individual (1 @ 2.5% each)
…
 2.5



Group (Formal)
…
 5.0
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Reports



Proposal 
…
 5.0



Progress Report (2 @ 2.5% each)
…
 5.0



Formal Report
…
15.0


Other Writing



Résumé
…
 5.0




Application Letter
…
 2.5


Participation (incl. in-class assignments)
…
10.0

Total
 
       100.0%
Grade Scale:
	A
	=
	90-100
	B
	=
	89-80
	C
	=
	79-70
	D
	=
	69-60
	F
	=
	Below 60


(
Project due dates are indicated on the calendar – read through it carefully!

☼
Business Communication is a demanding, but ultimately rewarding course. Please understand that I am here to help you as much as I can. If you are unclear about anything connected with the course – requirements, due dates, assignments, etc. – please feel free to raise questions. In fact, the most important lesson you will learn from this course is that business writing does not take place in a vacuum, that it is a very large cooperative and collaborative enterprise. Therefore, you must be willing to raise questions, to make comments, to search for information, and to communicate your concerns both in and out of class.
Academic Integrity:

Academic dishonesty is a very serious academic offense, with severe consequences, from an automatic “F” on the assignment, to an “F” for the course, to possible suspension from the college (as outlined on pages 41-42 of the 2002-2003 Student Handbook). According to the 2002-2003 Student Handbook (p. 40), academic dishonesty includes:

Cheating, which means intentionally using or attempting to use unauthorized materials, information, or study aids in an academic exercise;

Fabrication, which means intentional and unauthorized falsification or invention of any information or citation in an academic exercise;

Facilitating academic dishonesty, which means intentionally or knowingly helping or attempting to help another to commit an act of academic dishonesty; or

Plagiarism, which means intentionally or knowingly representing the words or ideas of another as one’s own in any academic exercise.
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Miscellaneous:
No eating in the classroom; drinks are acceptable. (No food or drinks allowed in computer labs)

Throw away your trash.

Turn off any cell phones or beepers (unless you clear it with me).

Do not wear headphones during class.

No sleeping in class.
Term Project
The term project will be a collaborative project (a team project of, on average, 3 or 4 members per team), and will offer you a variety of real-world writing scenarios (e.g., write a proposal to build a restaurant, identify a problem and propose a solution for a small, local, privately owned business, etc.). Although we will not officially begin the project, you may want to begin writing down notes and ideas for potential projects, such as the type of restaurant you (or your client) would like to open or any small, private businesses with which you are familiar and might provide potential problems for you to solve. Review (or skim through) some of the case study assignments throughout the textbook; you may come up with some useful ideas.

The project will require primary (questionnaire, interviews) and secondary (library, Web) research, and appropriate documentation (I will accept MLA or APA style). I will expect you to have sufficient and appropriate primary and secondary research (whatever that may mean!). In addition, the project requires that you use MS PowerPoint. If you are unfamiliar with this software, start getting familiar with it now (one of your classmates is bound to be competent with PowerPoint).

☼
If you fail to be present for the Formal Group Presentation, even though you may have participated in the preparation of the Formal Report, you will risk not passing the course!

☼
Remember, this is a group Term Project, and includes a Work Plan/Proposal, a Progress Report, an Oral Presentation, and a Formal Written Report. Consider carefully the qualities you bring to the project, and the qualities you are looking for in others, as you choose group members.

☼
In addition, each group member must complete a Group Evaluation form, where you will evaluate the work/participation of each group member, including yourself, during the progress of the Group Project. If you FAIL to complete this evaluation, you will receive a grade of ZERO for the Group Project.
(
As the calendar indicates, we will have a group formation day, but you may begin talking with your classmates to expedite forming groups.

18

Calendar*
	Date
	Reading
	Assignment Due Dates

	1/28
	Chapter 1
	Course Introduction; Student Introductions; Writing Sample

	2/04
	Chapters 2, 3
	Discuss Chapters 1, 2, 3 

Round Table Discussion

	2/11
	Chapters 4, 5
	Quiz 1 (Chs. 1, 2, 3)

Discuss Chapters 4, 5; Round Table Discussion

	2/18
	Chapters 6, 10
	Discuss Chapter 6

Discuss Chapter 10; Form groups, select topics

	2/25
	Appendixes A, B
	Research/Library; Draft Work Plan
Quiz 2 (Chs. 4, 5, 6)

Discuss Appendix A, B

	3/04
	Chapters 11, 12
	Work Plan due
Discuss Chapters 11, 12; Round Table Discussion

	3/11
	Chapter 7
	Quiz 3 (Chs. 10, 11, 12)

Discuss Chapter 7

Workshop Term Project

	3/18
	Chapter 8
	Progress Report 1 due (w/attachments); Peer Evaluate Routine Messages
Discuss Chapter 8

	3/25
	Chapter 9
	Routine Messages due; Peer Evaluate Bad-News Messages
Discuss Chapter 9; Round Table Discussion

	4/01
	
	Bad-News Messages due; Peer Evaluate Persuasive Messages
Quiz 4  (Chs. 7, 8, 9); Oral Report 1

	4/08
	Chapter 14
	Persuasive Messages due; Oral Report 1 (cont’d)

Discuss Chapter 14; Draft Résumés/Application Letters

	4/15
	Spring Break (4/10-13) – No Classes; (4/14-20) – College Closed

	4/22
	Chapter 15
	Progress Report 2 due (w/attachments); Peer Evaluate Résumés/Application Letters

Discuss Chapter 15; (Reminder: April 24 – Last day to withdraw)

	4/29
	Chapter 13
	Résumés/Application Letters due; Oral Report 2

Discuss Chapter 13; Workshop Term Project

	5/06
	
	Oral Report 2 (cont’d); Peer Evaluate Term Project

Workshop Group Presentations

	5/13
	Formal Reports Due; Group Oral Presentations (Meet from 6:00 – 8:30)
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Attachment D

English 132: Business Communication                            

	Fall  2001 
MWF: 11:00-11:50 am  
Classroom: M3032
	M. Jamal: M3074 (Email: mjamal_99@yahoo.com)
Phone: (301) 322-0114
Office Hrs: MWF 3-4


     

Required Text: Melinda Kramer, Business Communication in Context, Prentice Hall, 2001

Reference Text: Diana Hacker, Rules for Writers, 3rd Edition, Bedford     

                           Books, 1996

 

Schedule*:  August 27 to Dec. 14, 2001
Week of:

	August 27:
	Introduction. 

	
	Major Differences: Business Writing vs. Academic Writing

	
	Introductory Memo (In-class)

	
	The Business Writing Process, A Discussion     

	Sept.    03: 
	(9/3 Labor Day, NO CLASS)

	
	Communicating in an Organizational Culture, Chapter 1

	
	Communicating Styles, Processes and Channels, Chapter 2

	
	Assignment 1 Due 

	             10:
	Intercultural Communication: 

	
	Communicating Within the Dominant Business Culture: Chapter 3.

	             17:
	Overcoming Business Communication Barriers: Chapter 4 

	             24:
	Communicating Internationally: Chapter 5

	Oct.        1: 
	Letters and Memos; External and Internal Contexts: Chapter 6

	             08:
	Writing Reports: Chapter 8.

	
	Paper 2 Due

	             15:
	Job Search & Employment Documents: Chapters 12, 13 

	              
	Paper 3 Due

	             22:
	Decision Making and Problem Solving Through Documents: Chapter: 10 

	
	Papers 4 & 5 Due

	             29:
	Practice Problem-Solving Report: The Franchise Case (Handout and Discussion)

	
	(10/31 Professional Day, NO CLASS)

	
	Creation of Teams for Final Project

	Nov.     05:
	Report Development--continued. The Scenario for a Recommendation Report

	
	Draft of Paper with i) Outline and ii) Graphics Due

	             12:
	Oral Communication: Chapter 10, p360 

	
	Presentation Outline Due
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	             19:
	Oral Presentation Workshop using PowerPoint  

	       >>>> 
	THANKSGIVING BREAK: Nov. 22-25        <<<<

	             26:
	Oral Presentations Using PowerPoint Slides

	Dec.     03:
	Final Report Workshop

	             10:
	FINAL EXAM PERIOD -- Recommendation Report Due


 

[image: image1.wmf]*Check the site for updates and/or revisions


 



 

PAPERS:
 

All papers must be typed. 

 

1. Descriptive: A memorandum on assigned topic to be completed in class. 5 points     
2. Informative: Memorandum must be 5 to 7 paragraphs using the ABC format. 10 points
3. Bad News:  Generate a 500-word memorandum based on one of the assigned situations.  10 points
4. Résumé: Follow Chapter 12 guidelines and instructions discussed in class. Your résumé should not exceed two pages, nor be less that one whole page. Your document will be graded on both layout and content. Please do not make up any personal qualifications. Be yourself! 20 points (for entire “job search” assignment).

5. Job Application: Follow my instructions and write a suitable cover letter to match the requirements for an advertised position. (See also # 4)
6. Oral Presentation (team project): Not less than 10 minutes. Addresses Formal Report. Points to be covered will be discussed prior to presentation. 15 points
7. Recommendation Report (team project): Between 5 to 10 pages. Satisfactory completion of this report is MANDATORY for a passing grade. 30 points
8. Quizzes -- 10 points
________________________________________________________________________

POLICIES:
 

Attendance: Regular attendance is required. Since we have a 13-week semester, it will be difficult to make up for lost time. Nevertheless, in extreme situations, a student may be excused for missing class. However, he/she may be assigned extra work to make up for the day that he/she missed.

 

Assignments:  i) All assignments are due on the day they are to be handed in. No late papers will be accepted. ii) You must complete all assignments in order to pass the class.

 

21

Quizzes: Quizzes will cover all class materials from the readings, discussions, and handouts. They will be unannounced and given during class time. Sorry, no make-up quizzes!
 

Grades*: The following grade range will be used to evaluate your work:

 

               A+ (97-100)    B+ (87-89)   C+ (77-79)  D+ (67-69)

 

               A   (93-96)      B    (83-87)   C   (73-76)   D  (63-66)

               A- (90-92)      B-   (80-82)    C- (70-72)   D- (60-62)

              *Final course grade will be A, B, C, D, or F, only (no + or - letter grades).

 

On-campus Help: You are welcome to drop by during my office hours. However, at times when I am unavailable for help, I would like to encourage students to visit the Writing Center located on the 3rd floor of Accokeek Hall. They have tutors who can assist you with your work. 

 

Disruptive Behavior: PGCC Policy dictates that students do not engage in disruptive behavior. As such, any action that interferes with class activity and is considered inappropriate for a college classroom will not be tolerated.   
 

Miscellaneous: 

ALL beepers, cell phones, pagers and similar devices must be turned off during class time. There is nothing more annoying (and disruptive!) than someone’s cell phone going off during class.

  

Consumption of food and drink in a classroom is not allowed! 

 Plagiarism: Plagiarism in any form is unacceptable. Plagiarized work will lead to loss of credit for the course.
 

HAVE A  GREAT  SEMESTER
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