SALEM  STATE  COLLEGE    School of Arts & Sciences                           COURSE SYLLABUS for Summer Semester I, 2010 

ENG 402 [Section 01]:  Business Writing, 3 credits                                       Dr. C. F. Warren, course instructor  

Classroom/Meeting times:  HB-115 [Room 115 in Harrington Building] on each TR 6:30-9:30 pm.  from 25 May 2010 thru  1 July 2010.           

Faculty Office: AB-001H [Room 001 in Academic Building];                                     Office hours: by arrangement or  before class in this classroom ( preferably by appt.).
Faculty  contact  data: cwarren@salemstate.edu [e-mail]; 542-2424, x. 1245 [campus voicemail] and  978-712-0007  [home/voice-mail].My  Website:  www.drwarren.info 
Course Description:  Exploring the fundamentals of business communication--which include business vocabulary, memos, e-mail, letter writing, public relations writing, the mechanics of persuasive style, business reports/proposals, etc, this seminar will employ several complementary learning modalities: lecture, class discussion, simulation modeling, and the case study method. Course’s cutting-edge material will be enhanced by  textbook exercises, self-managed online quizzes tied to each chapter, and links found on the ENG 402 coursepage located on www.drwarren.info.                                                                                                                      This is a useful elective course for business professionals or for students majoring in communications, English, education, psychology, economics, public administration, pre-law, political science, business administration, entrepreneurship, and management.  Catalogue pre-requisite: ENG102 or equivalent.
►Required Materials:
Kolin, Philip C.  Successful Writing at Work. Concise 2nd edition.  Boston: Houghton-Mifflin, 2009. [ principal course textbook]
     • See textbook’s website for chapter overviews,  ACE self-tests, etc: http://college.cengage.com/english/kolin/successful_writing_concise/2e/resources.html 
Thurman, S. The Only Grammar Book You’ll Ever Need: A One-Stop Source for Every Writing Assignment.    Adams Media, 2003.   [Buy and Use!].

Suggested References:

Abell, Alicia. Business Grammar, Style, and Usage.  Aspatore Books, 2003. [classic pocket reference used by winning executives]. ISBN: 158762026X

Alred, G. J., C. T. Bursaw, and W. Oliu. Writing That Works with 2009 MLA Updates and 2010 APA Updates.10th ed.  Bedford/St. Martin’s, 2011. 

                                                           See its helpful website: http://bcs.bedfordstmartins.com/writingthatworks10e/default.asp?s=&n=&i=&v=&o=&ns=0&uid=0&rau=0 

Alred, G. J., C. T. Bursaw, and W. Oliu. The Business Writer’s Handbook. 9thed. Boston: Bedford/St. Martin’s, 2009. See its website: www.bedfordstmartins.com/alred;

Coghill, Jeff.  English Grammar: Cliff’s Study Solver.  Cliff’s Notes, 2010. ISBN: 9780764537660  [uses learn-by-doing way to master English grammar];   
Harty, Kevin J. Strategies for Business and Technical Writing. 7th ed. New York: Longman, 2010. [Anthology of helpful essays by expert business writers];  

Immel, Constance. Sentence Dynamics: An English Skills Workbook. 7th ed. Pearson/Longman, 2008. [aids writing; ISBN: 0-205-72787-5].    
          

Wolfe, Joanna.  Team Writing: A Guide to Working in Groups.  Bedford St. Martins, 2010.   ISBN: 0-312-56582-8  
►Selected Reference Aids containing useful information or pointing toward further sources: 

▪See Instructor’s website [at www.drwarren.info] for ENG 402 coursepage with background materials/reference aids for this course.

▪For help and FAQs on using MLA style, including parenthetical citations and Works Cited entries, see: www.mla.org or  www.easybib.com or www.zotero.org
▪Check out meta-search engines such as: www.ixquick.com   • www.dogpile.com  (  www.surfwax.com  •  www.kartoo.com. 

▪Learn what’s at nearby colleges/public libraries at the NOBLE Website: www.noblenet.org  or http://www.salemstate.edu/library/ at SSC. 

▪Collaborate/share media projects by these: http://wiki.zoho.com; http://docs.google.com; www.blogger.com; www.podomatic.com
■Scan these fab Websites: http://web.uvic.ca/wguide/Pages/StartHere.html or http://www.wisc.edu/writing/Handbook/Proofreading.html 
Course Goals:

1) To assist students with solving communication problems and with creating well-crafted products for any conceivable business situation;

2) To supply an appreciation/grasp of the three-step writing process [ie, Audience, Purpose, and Tone] used by accomplished writers for business;

3) To provide hands-on experience in analyzing and improving sample documents so that students can revise their own business messages;

4) To help students manage a myriad of current issues [eg, corporate ethics, Web, barriers, law, cultural diversity, etc.] impacting business writing.
Objectives (and Enabling Activities) to Meet Course Goals: 

A. A Student Portfolio will be used weekly by each student as a vehicle to record and to contain personal impressions of course material, writing samples, questions, and responses regarding chapter topics, discussions, and assigned exercises.  Faithfully keeping this learning tool will allow each student to synthesize the material, principles, and practices featured in the textbook, class discussions, and online.  As they are due, your typewritten assignments will be put into this Portfolio.  Irrespective of the reason, every assignment not done for specified date (to allow for in-class review/ discussion) results in a 10-point loss.  Whatever helps the student to grasp the course material and to master effective business writing techniques is encouraged. Be creative but keep a professional look!  Your completed Portfolio will be submitted in person on date shown on syllabus.  To allow for the Instructor’s interim review, your evolving Portfolio will be brought to class on the day of the midterm exam. 

B. Reading assignments, linked writing exercises/research, in-class recitations, and the student’s consultation of ENG 402 coursepage on instructor’s website [www.drwarren.info] will foster mastery of subject matter and will facilitate student’s critical thinking, research, and writing skills; 

C. Use of case study method will draw upon both the theory and application of suggested effective business writing techniques.  

D. In-class active involvement-- including the student’s own contribution to each class meeting-- will help to create a sense of ownership in course and will help each member to intelligently tackle issues and principles presented in readings and from online sources.  The student—in a team or alone--may be assigned to help steer class participants thru each assigned chapter [and related issues] of course textbooks or exercises. 

E. Class discussions [and reviews] of material/principles/applications will enhance student’s understanding of business writing.

F. A Mid-term Exam [covering the textbook’s A Writer’s Brief Guide section, Chapters 1 thru 5, assigned online work, textbook exercise material, and in-class discussions/notes] and an in-class final exercise (or exam) will be given. Both exams may include multiple choice items, T-F items, matching items, and/or choice of written short IDs]. Exams will promote [and show] the student’s grasp of key concepts relating to the types/uses of writing encountered in business. The FINAL will emphasize assignments and material after Chapter 5.  Those points awarded for A-F shown below.

 Grading Provisions   [also see other side for Course Groundrules and related conditions/regulations/policies]:  

Course grade will be based on 1000 possible points   [nb:  Total points earned by student are not scaled when course grade is assigned:

A  940-1000; A- 900-939; B+ 880-899; B 820-879; B-800-819; C+ 780-799; C 720-779; C- 700-719, D+ 680-699, D 620-679, and so on; F <600]

accumulated via these performance components and their respective weights: Active in-class involvement—solo and/or in teams [100 pts];  a Mid-term Exam  [350 pts];   completed student Portfolio [200 pts];  and a cumulative  (but stressing assignments and material since Chapter 5)  in-class Final Exam  [350 pts].                

Last date to Withdraw from this course with a grade of “W” is Monday, 14 June 2010.                               ENG 402 Course Syllabus is continued on other side…

REVISIT THESE PRELIMINARIES PRIOR TO EACH CLASS MEETING:

[a]  Weekly readings/assignments + exercises must be done on time, thoughtfully prepared at home, closely proofread, + taken to/discussed at class.
[b] Carefully read and often consult: A Writer’s Brief Guide section [pp. 329-45] in your course textbook!   This section covers 90% of all writing problems.
[c] Consult:[1] The Revision Checklist  feature [found at the end of each chapter in your Successful Writing at Work 2e  textbook].
                   [2] Writing Tools (or similar) for your assignments + workplace writing.  It’s superb for grammar and punctuation issues;  Read:  Part ONE at the least!
                      [3] ENG 402 coursepage found on instructor’s website [ www.drwarren.info ] has many resources and helpful URLs. See textbook’s website too!
[d] Do frequently scan/take notes on each individual chapter’s key content (see subheadings) and key terms.  Also, take ACE online self-tests for each chapter.   
_____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

ENG 402: Business Writing SCHEDULE OF ASSIGNMENTS:
25/27 May--COURSE OVERVIEW: grading and course policies [nb: absence/tardy limits +  importance of student’s active involvement/prep!].  Also:

                        A WRITER’S BRIEF GUIDE to Paragraphs, Sentences, and Words, 329-45  . Highlight text; Take notes/know your writing demons!
PART I: BACKGROUND

01 June--Chapter 1: Getting Started—Writing and Your Career [4 Keys to Effective Writing; Traits of Job-related Writing], 1--26.
                         Submit:  Exercise 2 [p. 24] or 5 [p. 24] or Exercise 7 [p. 24].  Prepare all assigned exercises to discuss/review at class!                    
03 June--Chapter 2: The Writing Process + Collaboration at Work [What Writing Is Not and Is; Planning; Drafting; Revising; Editing], 27-60. 

                           Submit:  Exercise 7 and also 5 or 6 (a or b) [pp. 57-9].  Tackle these exercises after  thoroughly reading related chapter material.  

PART II: CORRESPONDENCE

08 June--Chapter 3: Writing Memos, Faxes, and E-Mails, 61-80 
                           Submit: Exercise 1 [p. 79] or 6. [p. 80],    TIP: Utilize the blue Revision Checklist box before/after attempting all exercises!   
  

10 June--Chapter 4: Writing Letters--Letter Formats; Parts of a Letter; Reader Impression; Achieving the “You” Attitude, 81-94; and also
                           The Four Major Types of Business Letters; Writing for International Readers, 94-131.                     
                            Submit:  Exercise 1 or 2 [p. 126]; and also do Exercise 11 [p. 129] or 14 a or  b [p. 131]. Prepare for each class.             *14 June 2010 is last date for W .      
15 June--Chapter 5: Resumes, Letters, Applications, + Interviews [Preparing a Resume: Its Parts; Application Letters], 132-67.
                            Submit:  Exercise 2, and also do 4 or 5 [pp. 163-66].  Your Midterm Exam questions can be asked at  this class meeting! 
----------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------_________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________򠁤򠁤򠁤򠁤򠁤򠁤򠁤򠁤򠁤򠁤򠁤򠁤򠁤򠁤򠁤򠁤򠁤򠁤򠁤򠁤򠁤򠁤򠁤򠁤򠁤򠁤򠁤򠁤򠁤򠁤򠁤򠁤򠁤____________________________________________________________________________________________________________________________________________________________________________________________________________________________________-------------------------------------------------------------------------------------------

PART III:  PREPARING  DOCUMENTS and VISUALS

17 June--30 minute in-class MID-TERM EXAM  Submit your Portfolio at class!   Also for this class, see Chapter 6 assignment below:

17 June--Chapter 6: Designing Successful Documents, Visuals, + Websites [ABCs of Print Document Design; 2 Visuals], 168-209.      

                          Submit:  Do Exercise 1 or 2 [p.206] and also Exercise 12 [p. 209].  

22 June--Chapter 7: Writing Instructions + Procedures [The Process of Writing Instructions; The 5 Parts of Instructions], 210-38. 

                          Submit:  ONE of these: Exercise 1 or 2 or 3 [p. 236 ].  Read ahead. Individually do upcoming exercises; work on Portfolio!

24 June--Chapter 8: Writing Effective Short Reports and Proposals [5 Common Types of Short Reports; Sales Proposals], 239-76.  

                          Submit:  Do either Exercise 1 or 6 [p. 274-5].                                                                                                      
29 June--Chapter 9: Writing Careful Long Reports [Report Characteristics; Parts of a Long Report; Documentation], 277-310. 

                              Submit:  Exercises 1 and 2 a-e [p. 310].  NOTE: Last scheduled class meeting is next class. 
1 July—IN-CLASS FINAL EXAM (see description) in same classroom. Completed and organized STUDENT PORTFOLIOS due at class! 

Last date to Withdraw from this course with a grade of “W” is Monday, 14 June 2010.                     
To ensure a rewarding and fun course for all, here are the Course Groundrules/Instructor’s Expectations of those enrolled in ENG 402:
1. Punctuality, a minimum of 2 hours preparation, and attendance are expected minimally of each student for each entire class meeting.

2. WARNING: Course credit   not given if student   is absent [for ANY reason, even illness], severely tardy¹ and/or leaves class early² more than once.  

                           ¹severe tardiness [i.e., late (60 minutes] or ²leaving a class early [i.e., with (60 minutes remaining].    NOTE: There are no “excused” absences!

                  NOTE: If your name is on class roster by first class meeting and you are absent from first class, this absence counts toward your 1-absence limit.     
3. The student incurs a 10-point loss for being: [a] absent; [b] under-prepared for any class meeting; [c] late (for any reason) with any assignment. 
4. Internet, early, “slid under the office door,” and “left in faculty mailbox” submittals of assignments (or any student work) are not allowed;  
5. Readings/written assignments are due in  person at class on date indicated;  an assignment is late if it is not handed in at class meeting  on due date! 
6. Make-up exams are NOT GIVEN for any reason, including illness [O points are awarded for any exam or assignment]. 
7. A College-declared class meeting cancellation [storms, etc.] will result in a make-up session that student must attend.
8. Originals of submitted assignments/portfolios will be kept by Instructor; so, please make copies!   All exams/papers are retained by Instructor.
9. Plagiarism, whether deliberate or unintentional in nature, will result in course failure and can bring removal from the College.

10. Textmessaging, Cellphone, PDA, iPOD, and/or pager usage is not permitted during the class meeting or anywhere in the classroom at any time.  PLEASE!      

11. The student is liable for all that goes on in class and for obtaining/doing assignments—whether s/he is in the classroom at the time.

12. Your absence / tardiness record for this course also affects those points earned by you for Active Class Involvement and Preparation.
13. Textbook under study [and any relevant study aids] must be brought to--and utilized by the student at--each class meeting; don’t risk penalty points!

14. ASAP, please notify instructor by e-mail/voice-mail/or in class of any planned (recent) absence, tardiness, or office visit.  
COLLEGE POLICY STATEMENTS:   ■ Salem State College assumes that all students come to the College with serious educational intent and expects them to be mature, responsible individuals who will exhibit high standards of honesty and personal conduct in their academic life.  All forms of academic dishonesty are considered to be serious offenses against the College community. The College will apply sanctions when student conduct interferes with the College’s primary responsibility of ensuring its educational objectives.                         ■ Salem State College is committed to providing students with disabilities with a living and learning experience at the College which assures them equal access to all programs and facilities of the College, which makes all reasonable academic accommodations for their disabilities and provides them with maximum independence and the full range of participation in all areas of college life. All students with disabilities should identify themselves and provide requested and appropriate documentation to the Director, Office for Students with Disabilities, (978) 542-6217, as soon as possible after acceptance to assure accommodation of their disability and smooth coordination of available services.  No otherwise qualified person may be excluded from or denied any program, course of study or any other offering of the College, solely on the basis of disability.






