English 320:  Business and Professional Communications

 (3 credits)

Fall 2006
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Instructor:  Deona McEnery     

Office: Minard 223A


Office Hours:  11-12 MW, 2-3 M, 3-3:30 T/Th or by 

appointment

Office Phone and Voice Mail: 231-8503

Mail Box: In English Dept. Office

E-mail: Deona.McEnery@ndsu.edu
Sections:  12:00 PM  call #2306 (Minard 135)

                  1:00 PM call #2307 (Minard 346)
------------------------------------------------------------------------------------------------------------------ Course Description and Course Objectives:

Required text:  Gerson, Sharon J., and Steven M. Gerson.  Technical Writing: Process and Product.  

Upper Saddle River, New Jersey: Prentice Hall, 2006.  

Course Description:

English 320 involves the “intensive practice of the writing needed in professional settings: writing to inform, analyze, evaluate, and persuade.”

Business and professional writing is writing that gets done, and is used in business and professional communication.  Assignments will range from short memos to multi-page reports.  Unless you have made arrangements ahead of time, you are responsible for attending class, getting assignments and turning them in on time.  Collaborative projects must be done with at least one other person unless special circumstances require otherwise.

Course objectives:

1.  Communicate effectively in a variety of contexts and formats.  

To achieve this outcome you will practice writing most commonly found in business and professional writing settings.  Common writing includes memos, proposals, instructional writing, and resumes/cover letters, among others.

6.  Integrate knowledge and ideas in a coherent and meaningful manner.

To achieve this outcome you will practice finding and evaluating sources, as well as practice using these sources appropriately and effectively in writing assignments.  

-----------------------------------------------------------------------------------------------------------------

Policies:
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All Writing Assignments must be word processed, with appropriate spacing (single or double, depending on the assignment), white space, and approximate one inch margins on all sides.  The textbook provides models and guidelines.

Assignments are graded on a variety of criteria used by professionals:

· An A paper would impress an employer with its professionalism.  It would show an outstanding sense of audience need and purpose; it would have clear, ample and concise content; it would express appropriate tone; it would have fine organization with sensitive use of paragraphs and transitions; it would be free of mechanical errors.

· A B paper would satisfy but not impress an employer.  For example, it might have a good sense of audience, but might have brief or loosely organized information.  Mechanical errors are few.

· A C paper would have some problems with content, style, or mechanics, and the employer would need to make corrections and send it back for revision.

· A D paper would disappoint the employer with major problems that couldn’t be easily marked for revision.  It would barely meet the employer’s requirements and most likely has numerous mechanical errors.

· An F paper would not meet the requirements of the assignment.  

Required course work and percentages of your final grade:

10% -- Exercises


10% -- In-class and out-of-class assignments, quizzes, workshops, and conferences 


10% -- Writing Assignment #1:  Instructions


10% -- Writing Assignment #2:  Letter/Resume 


20% --Writing Assignment #3:  Informational Report


10% -- Writing Assignment #4:  Brochure (collaboration required)


10% -- Writing Assignment #5:  Handbook/Publication


20% -- Writing Assignment #6:  Proposal (collaboration required)

(*A curve will be applied to borderline grades.  This curve takes into account semester performance, and overall class standing.)

	A =
	90-100%
	900-1,000
	Total points = 1,000

	B =
	80-89%
	800-899
	

	C =
	70-79%
	700-799
	

	D =
	60-69%
	600-699
	

	F <
	60
	
	


Final grades are determined by total point value, not by percentage.  

Due Dates:



Due dates are firm.  Assignments are due at the beginning of class on the date specified on the syllabus.  If you put an assignment in my mailbox, have the office secretary sign her name and the time so I know when you turned it in.  If no time or name is found, it will be assumed it was turned in just minutes before I found it in my box, and the grade will be lowered accordingly.  

Attendance Policies:

Attendance is expected.  If you must miss class or turn in late work (with a university-approved excuse), make arrangements with me in advance; at the very least, notify me of your absence before the beginning of class.  Late major assignments will drop one grade level per day late, with the exception of Writing Assignment #6 which cannot be handed in late.  After one week, a late assignment will be given a zero.  You must complete all Writing Assignments in order to pass the class.  In-class work cannot be made up or turned in late.

Expectations:

For every hour of class time, be prepared to spend two hours out of class, or 5-6 hours per week reading and writing.  Some weeks will require less, some weeks will require more, but this is standard for a class of this level.

Special Needs:

In keeping with the Americans with Disabilities Act, students with special needs are encouraged to speak with me about appropriate accommodations as soon as possible.
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All work in this course must be completed in a manner consistent with NDSU University Senate Policy, Section 335: Code of Academic Responsibility and Conduct <http://www.ndsu.nodak.edu/policy/335.htm>.  Specifically, whenever a writer uses a fact, statistic, idea or opinion from a source, the writer must cite that source appropriately.  Plagiarism also includes:  borrowing word for word from another writer without giving him/her credit for the work, having someone else do your assignments or handing in assignments which have been turned in by someone else in the past.  This will not be tolerated.  Intentional misuse of source material, as judged by the instructor, will result in a zero for the assignment and possible failure of the course.  Intentionally plagiarized work cannot be revised for a grade.  Unintentional misuse of source material, as judged by the instructor, will require a rewrite of the assignment.

*Extra Notes:

*Please bring your textbook to class each day.  

*Please turn off cell phones during class.

*Please show respect to your classmates and your instructor by coming to class on time.

*In case of canceled class, due to instructor illness or bad weather, please continue to 


follow the syllabus and expect to catch up the next time we meet.  

 *This syllabus is subject to change.  All policies and content are subject to amendment at 


the instructor’s discretion.

***************************************************************************
	Aug. 23 (WED):   
	Introduction to course and each other.  

Hand out syllabus.

	Aug. 25 (FRI):    
	Interview assignment due—one half to one page about a classmate, typed.  

Read Chapter 1 (An Introduction to Technical Writing).

	Aug. 28 (MON): 
	Read Chapter 4 (Audience Recognition and Development).

Exercise A due.

	Aug. 30 (WED):  
	Read Chapter 3 (Clarity) pages 47-68.  

	Sept. 1 (FRI):    
	Read Chapter 11 (Technical Descriptions), and Chapter 12 (Instructions and User’s Manuals).


	Sept. 4 (MON):  
	 Labor Day.  No class.

	Sept. 6 (WED): 
	Read Chapter 2 (Producing the Product). 

	Sept. 8 (FRI): 
	In-class Workshop-Draft of Writing Assignment #1 due.  

Make sure to bring everything your classmates need to follow your   

      instructions.


	Sept. 11 (MON): 



	Read Chapter 7 (The Job Search).  

Writing Assignment #1 due.

	Sept. 13 (WED): 
	Discussion of Chapter 7 continued.

	Sept. 15 (FRI):  
	Discussion of Chapter 7 continued.


	Sept. 18 (MON): 
	In-class Workshop-Draft of Writing Assignment #2 due.

	Sept. 20 (WED): 
	Question and answer day – bring questions about Writing Assignment #2 to class.

	Sept. 22 (FRI):  
	Read Chapter 5 (Memos and Email).


	Sept. 25 (MON): 
	 Read Chapter 6 (Letters).

	Sept. 27 (WED): 
	Read Chapter 13 (On-line Help and Websites)

Writing Assignment #2 due.  

	Sept. 29 (FRI):  
	In-class Workshop:  Work on Exercise B with group member(s).


	Oct. 2 (MON):  
	 Read Chapter 14 (Research). 

Exercise B due.  

	Oct. 4 (WED):  
	Read Chapter 17 (Proposals).

	Oct. 6 (FRI):  
	Discussion of Chapter 14 and 17 continued.  

Exercise C due.


	Oct. 9 (MON): 
	Read Chapter 8 (Document Design).

	Oct. 11 (WED):  
	Read Chapter 9 (Graphics).

	Oct. 13 (FRI):  
	In-class Workshop-Draft of Writing Assignment #3 due.


	Oct. 16 (MON): 
	Out-of-class Workshop:  Work on Exercise D with group member(s).

	Oct. 18 (WED): 
	Out-of-class Workshop:  Work on Exercise D with group member(s).

	Oct. 20 (FRI):  
	Read Chapter 15 (The Summary).

Question and answer day.  Bring questions about Writing Assignment #3 to class.


	Oct. 23 (MON): 
	Read Chapter 3 (Objectives in Technical Writing) pages 68-76.

Writing Assignment #3 due.  

Exercise D due.

	Oct. 25 (WED):  
	Out-of-class Workshop on Exercise E.

	Oct. 27 (FRI):  
	Out-of-class Workshop on Exercise E.     


	Oct. 30 (MON):  
	Read Chapter 10 (Fliers, Brochures, and Newsletters).  

Exercise E due.  Happy Halloween!

	Nov. 1 (WED):  
	Out-of-class Workshop on Writing Assignment #4.

	Nov. 3 (FRI): 
	Out-of-class Workshop on Writing Assignment #4.


	Nov. 6 (MON): 
	Out-of-class Workshop on Writing Assignment #4. 

	Nov. 8 (WED):  
	Writing Assignment #4 due.  

Exercise F due. 

Discuss Writing Assignment #5 in class.

	Nov. 10 (FRI):  
	Out-of-class Workshop on Writing Assignment #5.


	Nov. 13 (MON):  
	Out-of-class Workshop on Writing Assignment #5.

Exercise G due.

	Nov. 15 (WED):  
	Out-of-class Workshop on Writing Assignment #5.

	Nov. 17 (FRI):  
	Out-of-class Workshop on Writing Assignment #5.


	Nov. 20 (MON): 
	Read Chapter 16 (Reports).  

Writing Assignment #5 due.

	Nov. 22 (WED):  
	Out-of-class Workshop on Writing Assignment #6.

	Nov. 24 (FRI):  
	Thanksgiving Break.  No Class!


	Nov. 27 (MON): 
	Out-of-class Workshop on Writing Assignment #6.

	Nov. 29 (WED):  
	Out-of-class Workshop on Writing Assignment #6.

	Dec. 1 (FRI):  
	No Class.  Group conferences and Out-of-class Workshop on Writing 

     Assignment #6.


	Dec. 4 (MON):  
	No Class.  Group conferences and Out-of-class Workshop on Writing    

     Assignment #6. 

	Dec. 6 (WED):  
	No Class.  Group conferences and Out-of-class Workshop on Writing 

     Assignment #6.

	Dec. 8 (FRI):  
	No Class.  Office hours will be held instead.

Writing Assignment #6 due by 2 pm.  

Exercise H due.


� EMBED Word.Picture.8  ���














PAGE  
4

[image: image4.wmf]_1123263102.doc



