ENG 103 SP09: ESSENTIALS OF PROFESSIONAL AND BUSINESS WRITING—MHRA 1213; 1305 Lab MHRA
Bonnie T. Yarbrough

Department of English /College of Arts and Sciences

The University of North Carolina—Greensboro

Office Hours:  12-1:00 MWF and as needed

3105 HHRA phone: 334-3970

E-mail:  btyarbro@uncg.edu 

REQUIRED TEXT:


Courtland Bovee and John Thill, Business Communication Essentials, 3rd ed.

(Pearson/Prentice Hall, 2007). ISBN 0-13-199536-7

*Peak Performance Grammar and Mechanics CD (included with textbook)

Additional resources: Student’s Companion Website: www.buscommresources.com
A laptop computer is also a requirement for the course.

STUDENT LEARNING OUTCOMES:

ENG 103 creates a practical and dynamic learning environment that expects students to understand, develop, and apply information through effective written business and professional communication strategies. While building on the confidence developed in ENG 101 to construct cogent arguments, weigh evidence, and distinguish different points of view, ENG 103 prepares you for the types of writing specifically expected in upper-level courses in a professional major or field. As such, course requirements include developing fundamental, practical, and analytical strategies that are critical to success in the different genres and styles of upper-class written assignments, reports, and case studies.  

With its professional focus, this course emphasizes essential problem-solving skills and strategies valuable in the College of Arts and Sciences, as well as in other University units, including the Bryan School of Business and Economics.  Accordingly, ENG 103 has specific challenges and educational objectives.  On successful completion of the course, you should be able to 

· Define six phases of the business writing process

· Identify ways to improve business writing

· Use a three-step writing process: planning, composing, completing

· Practice and develop fundamental skills necessary for clear, precise, and accurate written communication

· Develop effective strategies for written messages using direct and indirect approaches

· Discuss cultural differences that affect written communication 

· Collaborate effectively in teams and provide constructive written feedback

· Test the purpose of messages

· Analyze audiences

· Organize messages effectively

· Achieve a clear and concise style and professional tone

· Practice careful, effective revisions

· Discuss and develop strategies for different kinds of written delivery (e-mail, IM, etc.)

· Distinguish between logical and emotional appeals

· Differentiate between an ethical dilemma and an ethical lapse in written communication

· Conduct basic business research and produce an individual report 

· Evaluate credibility of information sources

· Demonstrate differences in proposals, summaries, and recommendations

· Fulfill the criteria for an effective informational or analytical report 

TEACHING METHODS AND ASSIGNMENTS FOR ACHIEVING LEARNING OUTCOMES:


The course uses a combination of lectures, discussions, and applications; diagnostic measurements (pre-and post-tests); written and visual materials; in-class activities and cases; Discussion Boards; short written assignments; a research paper; and team assignments and group work. Most course materials (and all quizzes) are Blackboard-supported or available on the Peak Performance CD.  The text provides access to a companion site for additional resources, practice exercises, professional newsletters and articles, in addition to a Student version of the PowerPoint package, an online Study Guide, the “Business Communication Study Hall,” and other features.< www.buscommresources.com > 
EVALUATION AND GRADING:


As a writing-intensive course, English 103 provides opportunities to engage in the writing process within the professional context of business and managerial communication and requires skills and abilities necessary for planning, composing, and revising effective written assignments. Receiving feedback on written work from both peers and the instructor provides an essential part of the process as students examine different perspectives and consider the complexities of audience. Students are also required to attend and to participate fully in all discussions, online assignments, group work, and evaluations.  

ASSIGNMENT BREAKDOWN BY PERCENTAGE

Written Assignments:

40%

Online Quizzes

10%

Exams 



20%

Group Work


10%

In-class pop-quizzes and

exercises

10%

Participation


10%




          100%

GRADING SCALE

A   = 
92-100

A- = 
90-91

B+ =
88-89

B   = 
82-87

B-  = 
80-81

C+ = 
78-79

C   = 
72-77

C-  = 
70-71

D+ =
68-69

D   = 
62-67

D-  = 
60-61

F   =
59-

 COURSE POLICIES


**Students must complete all assignments to pass the course.

1. Submit all assignments on time, online, and as specified by the syllabus or on dates revised at my discretion. If you miss a deadline on an assignment, you forfeit the points. Otherwise, late assignments--if accepted for excused absences--receive a 10% reduction. 
2. Read, edit, and revise all documents for spelling, grammar, style, format, and word-processing errors.
3. All assignments must be neat and look professional, as if submitted to a supervisor or an employer.
4. Any assignment that fails to meet the assignment requirements or specifications in format, organization, or style will receive an F.  Errors in usage, punctuation, spelling, and standard grammar will reduce your grade.
5. Back-up your assignments on your hard drive and keep a copy of submitted work in your Digital Dropbox.
6. Revisions on all assignments improve most documents as an important part of the writing process.  The quality of revisions may help determine your overall success at the end of the course—by improving your writing skills in a comprehensive way.
7. Plagiarism will result in an F in the course—as well as the University’s maximum punishment.  Understanding the rules of copyrighted materials and citing information from the Internet is particularly important. Borrowing ideas or content from another’s writing without attribution constitutes plagiarism.

8. Individual and group presentations, if appropriate, follow a schedule set in class and constitute part of your attendance grade.  If you miss your assigned presentation date, you forfeit that score.  If an emergency should prevent your attendance, notify me by e-mail.BEFORE class.
9.  Poor planning does not constitute an emergency or an excuse for late work.  Do not assume because you have sent a voice-mail message or an e-mail that I have received it.   If you fail to appear for a scheduled presentation with an organization or a company without reasonable and appropriate notification, you may expect that relationship to end; if you fail to keep your contract with our class, you can expect a similar result.
10. Participation is an important aspect of professional communication.  Peer and team feedback and appraisals also form a substantive element of assessment.
PROFESSIONALISM

Professionalism is an important element of course conduct and grading as well and refers to the commitment that a student demonstrates in the classroom and toward course work.  It encompasses attendance, on-time class arrival, participation, and respectful attitudes and actions toward class colleagues.  Professional conduct in the workplace means taking responsibility for your training and performance; to extend the metaphor, it means understanding all class policies and course expectations through one’s own initiative, without reminders or prodding.

· You cannot communicate fully if you are not here or are not engaged in the material.  Active attendance is required, and participation is expected.  Please be prepared for class and ready to contribute to discussions.

· Three absences will forfeit your participation grade (10 points, or a letter grade).  If you miss class, you are responsible for all material assigned and for a written memo detailing the reason(s) for the absence.  Attach supporting documentation (letters, copies of prescriptions, physicians’ notes, etc.)  This will provide a reference for tracking the agenda and assignments affecting your coursework. (Note:  Interviewing during class time is not an excused absence.  Illness, religious observations, deaths in the immediate family, and natural disasters qualify as excused.)

· Our class requires a room for laptop accommodation or, on some occasions, an on-campus lab, since much of our work will incorporate quizzes, practice exercises, and written work. However, we may also use other settings to accommodate our assignments, to manage group collaborations, or to adjust for network servers and downtime.  Please be prepared to make effective use of class time by having your files accessible online, posted on Blackboard, or available on zip-drives.  Back-up all work in case of compatibility problems, accidents, viruses, or other issues. Maintain regular updates on your laptop and read all University announcements regarding technological issues affecting e-mail, server connections, and access Blackboard access.

ACADEMIC INTEGRITY POLICY

Academic honesty is central to UNCG’s mission and necessary to its vision as a “student-centered university, linking the Piedmont Triad to the world through learning, discovery, and service.”  Make sure you understand and adhere to the principles of the University’s Integrity Policy as described in the Undergraduate Bulletin and accept the principles of honesty, trust, fairness, respect, and responsibility as students http://academicintegrity.uncg.edu/complete .  Correct documentation is a critical part of these principles and of successful, business and  professional communication.  Please review information on citations and attributions in your text and supplementary materials. 

COURSE CALENDAR

The course agenda consists of in-class discussions, activities, and applications, as well as online exercises, pop quizzes, exams, and probably a few surprises. Chapter exercises and discussion questions cover the assigned material. Unless otherwise specified, all Discussion Boards, as well as pre-tests, post-tests, and pop quizzes are available and completed online. Each day’s agenda is subject to change, at the instructor’s discretion, depending on your progress and skills. Some assignments may require additional time. 
	DATE


	DISCUSSION AREA
	ASSIGNMENTS/

ACTIVITIES

*all peak performance quizzes are out of class assignments
	DUE DATE

	Week 1

January 21, 23


	Today’s Workplace

Chapter 1
	· Syllabus/Course Resource Links

· Introductions: Dyads; Self-introductions
· Activities #2 or #11, pp. 22-23

· Peak Performance quizzes: pre-test and post-test (online) sessions*
	January 21

January 23

	Week 2

January 26, 28, 30


	Chapter 1:

The Written Communication Process

Workplace Applications

Effective Communication with Faculty and Supervisors
	· Diagnostic Test App. H1-2

· Building Skills: Test and Apply Your Knowledge Exercises, pp.20-21

· In-class exercise: Document Critique and Revision, p. 27

· Discussion Activities, as time allows: #2, 3, 8, 11, pp. 21-23
	January 26

January 28

January 30

	Week 3

February 2, 4, 6


	Chapter 2:

Audience

Written Collaboration in Groups and Teams

Non-verbal Messages
	· Test and Apply Your Knowledge, pp. 41-42

· Team Document Analysis: p. 43

· Listening skills, p. 44

· In-class exercise: Document Critique and revision: p. 49

· Grammar and Mechanics, pp. 46-48
	February 2

February 4

February 6

	Week 4

February 9, 11, 13


	Chapter 3:

The Three-Step Writing Process

Planning Business Messages

General and Specific Purposes


	· In-class Discussion: pp. 66-67

· Selected exercises 68-70 

· Message Planning Skills

· In-class exercise: Document Critique and Revision, p. 75

· Pages H3-29

· Grammar, Mechanics, and Usage, pp. 72-74
	February 9

February 11 

February 13

	Week 5

February 16, 18, 20


	Chapter 4:

Writing Business Messages

Effective Words, Sentences, and Paragraphs
	· Test your knowledge, p. 92

· Selected exercises pp. 94-97 in class

· Document Analysis and Revision, p. 97

· In-class exercise: Document Critique, p. 101

· Grammar, Mechanics, and Usage, Exercises pp. 98-100
	February 16

February 18

February 20

	Week 6

February 23. 25, 27


	Chapter 5:

Completing Business Messages

Revising Messages

Style and Tone

Appendix C: Handbook of Grammar, Mechanics, and Usage (Review Sections 1, 4)
	· Selected exercises in-class: pp. 118-22

· In-class Document analysis and Revision, p. 97


	February 23

February 25-27



	Week 7

March 2, 4, 6
	Review for Midterm: 

Chapters 1-5

Appendix A: 

Format and Layout of Business Documents

Midterm Exam
	· Pages A1-29


	March 2

March 4

March 6 

	Week 8

March 16, 18, 20
	Chapter 6:

Choosing and Using Appropriate Media

Improving Grammar, Mechanics, and Usage
	· E-mail, IM, and blogging

· Document Analysis and Revision

· In-class activities:  #1-3, pp. 147-149

· Case #6, p. 153

· Online class exercises
	March 16

March 18

March 20

	Week 9

March 23,25, 27
	Chapter 7:

Routine Messages 

Workplace Applications

Improving Grammar, Mechanics, and Usage
	· Revising Messages: pp. 178-80

· Planning a letter, p. 183

· Case #8, p. 189


	March 23

March 25

March 27

	Week 10

March 30, April 1, 3
	Chapter 8:

Negative Messages

Direct/Indirect Approaches

Improving Grammar, Mechanics, and Usage
	· Exercises 214-15

· Collaborative Exercise #1, p. 215

· Case #7 OR #10


	March 30

April 1, 3




	Week 11

April 6, 8
	Chapter 9:

Persuasive Messages: 

Distinguishing between emotional and logical appeals in written messages
	· Establishing credibility

· Exercises: pp. 245-48

· In-class activity #9, p. 252

· Online class exercises
	April 6

April 8

	Week 12

April 13, 15, 17
	Chapter 10:

Planning Proposals and Reports

Informational and analytical reports


	· Processes for business research

· Library Databases: Business Reference  lecture, Steve Cramer, Sr. Reference Librarian, Jackson Library

· Case #6, p. 291
	April 13

April 15, 

April 17

	Week 13

April 20, 22, 24 
	Chapter 11:

Writing and Completing Reports/Proposals


	· Introductions, summaries, and recommendations

· Document Makeover: p. 309

· Informational Report Drafts due, p. 290

· Workshops
	April 20

April 22

April 24

	Week 14

April 27, 29, May 1
	Appendix B: 

Documentation of Report Sources

Final Review

Course Evaluations
	· Case #6, p. 346

· Final Report due
	April 27

May 1

	Week 15

May 4
	Chapter 13:

Final Review

Final Instructions


	· Cumulative review of strategies and skills for effective writing 
· Final Diagnostics
	May 4




