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Course Syllabus
Business Writing
ENGL3-- (Revision of ENGL258)
I.   
Introductory Information
A.   Department Name:  
English

B.   Departmental Catalogue Number:  
ENGL258
C.   Course Title:  
Business Writing
D.   Semester HHhH  Hours of Credit
3
E.   Clock Hours Per Week:  
3 Hours

F.
Overlays:
None
G.   Restrictions Upon Student Registration:  
ENGL 100 (Composition) and 60 semester hours; or permission of the instructor.
II.   
Description of the Course
A.
Catalog Description:  A study and application of current theories and practices of effective professional communication, focusing on using common business formats to write for specific audiences in a variety of contexts.
B.
Comprehensive Description:

The content of this course relates to standards of the National Council for Accreditation of Teacher Education (Standards 3.1. 3.2, 3.3, 3.4, 3.7). 

III.  
Exposition
      
A.
Objectives:

           
Upon completion of this course, students will be able to do the following:
1.
Apply current theories of effective business communication to written messages;

2.  Demonstrate familiarity with common business formats and standard conventions for written documents;

3.
Write clearly, concisely, and accurately for easy understanding by a given audience;

4. 
Choose, create, and critique visual aids for written and oral business presentations;

5.
Analyze and research real-world audiences and cases, including those requiring intercultural communication;

6.
Collaborate with a team and apply research techniques as appropriate to produce and critique specific business documents or strategies for communication.
      
B.   Activities:

1. Students will write between 6,000 and 8,000 words of nonfiction prose.

2. Class work will consist of lectures, large and small-group discussion, critique of business writing by professionals and by class members, oral presentations on relevant topics, and in-class writing and exercises to analyze and solve rhetorical problems created by specific professional situations. Reviews of matters of style and usage as well as grammar, syntax, and mechanics will be included as needed.

3. Students will be encouraged to work with formats and subject matter relevant to their fields of study and chosen careers, and they will practice using various computer applications they will likely use in the workplace for writing, researching, and designing documents, including word processing and graphics programs, the Internet and the world wide web.

4. Students will be encouraged and/or required to discuss topics, approaches, and rough drafts in class, and students’ writing will sometimes be subject to peer critiques, peer editing, and revision. 

5. Students will learn to generalize the strategies of business communication so they can adapt to specialized needs within a given company, organization, or other professional setting and can adapt material for oral, as well as written, presentation.  They may be tested on their knowledge of formats, strategies, and conventions.

6.
Students will read and discuss textbook presentations on intercultural communication and follow up with a variety of activities (e.g., papers, oral presentations, group projects, textbook exercises) designed to give them practice in intercultural communication.

7.
Students will receive instruction and/or practice on internet and library search procedures, evaluation of source material, and use of sources.

C.  
Major Units and Time Allotted (45 hours):
1. Introduction: theories and strategies of effective business communication (6 hours)
2. Writing for Employment: Resume and Application Letter (6 hours)



3. Standard Letter formats and types (6 hours)
4. Intra-organizational writing: Memos and E-mail (3 hours)




5. Reports and Visual Aids (6 hours)
6. Persuasive writing: proposals, abstracts, instructions, and/or sales (6 hours)
7. Specialized organizational writing: collaborative writing, intercultural writing, newsletters and brochures, electronic documents (9 hours)
8.  Examinations/assessment of student progress (3 hours)
D. 
Materials and Bibliography:
1.    Suggested Textbooks:
Markel, Mike.  Technical Communication.  8th edition.  New York: Bedford, 2007.

Bovell, Courtland L., John V. Thill, and Michael Mescon.  Excellence in Business Communication.  6th edition.  New York: Prentice Hall, 2007.

2.
Other Materials: none required

3.
Bibliographic Support:

Alred, Gerald W., Charles T. Brusaw, and Walter E. Oliu.  The Business Writer’s Handbook.  8th ed.  New York:  Bedford-St. Martin’s, 2006.

Andrews, Deborah C.  Technical Communication in a Global Community.  2nd ed.  New York: Prentice-Hall, 2001.

Bovee, Courtland L., John V. Thill, and Michael Mescon.  Excellence in Business Communication.  3rd ed.  New York: Prentice-Hall, 2007.

Brereton, John C. and Margaret A. Mansfield.  Writing on the Job.  Norton Pocket Guide. New York: W.W. Norton, 1999.

Byler, Nancy Roundy and Charlotte Thralls, eds.  Professional Communication: The Social Perspective.  Newbury Park: Sage P, 1993.

Coe, Marlana.  “Writing for Other Cultures: Ten Problem Areas.”  Intercom (1997): 17-19.

Crump, Eric and Nick Carbone. Writing Online.  3rd ed. Boston: Houghton Mifflin, 2000.

Cunningham, Donald H., Elizabeth O. Smith, and Thomas E. Pearsall.  How to Write for the World of Work.  7th ed. Belmont: Heinle and Heinle, 2005.

Guffey, Mary Ellen.  Business Communication: Process and Product. 5th   ed. Belmont: Thomson, 2006.

Hacker, Diana.  Research and Documentation in the Electronic Age.  Boston: Bedford, 1999.  

Jorgensen, Linda B.  “Writing for the Page vs. Writing for the Web.” Editorial Eye 21.5 (May 1998):5-6.

Markel, Mike. Technical Communication. 8th ed. New York: St. Martin’s, 2007.

Munger, Roger.  Document-Based Cases for Technical Communication. Bedford-St. Martin’s, 2005.

Munter, Mary. Guide to Managerial Communication.7th ed.. New Jersey: Prentice Hall, 2005.

Murdick, William. The Portable Business Writer. Boston: Houghton Mifflin, 1999.

Ober, Scott.  Contemporary Business Communication.  6th ed.  Boston: Houghton Mifflin, 2006.

Oliu, Walter E., Charles T. Brusaw and Gerald J. Alred.
Writing that Works. 4th ed.  New York: St. Martin’s, 2005.

O’Rourke, James.  Managerial Communication Series.  Belmont:  Thomson, 2007.

Sullivan, Patricia and Jennie Deutermann.  Electronic Literacies in the Workplace:  Technologies of Writing.  Urbana:  NCTE, 1996.  
Van Rhys, John, Verne Meyer, and Pat Sebranek.  The Business Writer.  New York:  Houghton Mifflin, 2006.

Zaremba, Alan.  Speaking Professionally:  A Concise Guide to Effective Business Presentations.  Belmont: Thomson, 2006.

IV.   
Standards and Assessment
Standards:  

Grades will be awarded in a manner consistent with university policy, and will be based upon student demonstration of a mastery of the course material through such means as exams, homework, discussion, and papers.
Assessment:

Examinations, homework, and papers will be used to assess the objectives in section III.A.

V.
Rationale  and Impact:

A. This is a revision of an existing course.  The course has been revised in  two areas:

1. The 60 semester-hour prerequisite has been added to restrict enrollment to the juniors and seniors who will benefit most from the course;

2. The change in class level from a 200- to 300-level course reflects the 60 semester-hour prerequisite.

B. This course is designed for English majors and students in departments that require this course.
C. No other department will be affected by the revision of this course.

VI.
Cost and Staff Analysis:
A. There will be no additional costs incurred on university resources.

B. Multiple sections of the course will be offered each semester.
VII. 
Date approved by University President


___________________________________
_______________
