English 320-10, Business and Professional Writing
Fall 2006

Instructor: Julie Sandland

Minard 223A

231.8506

Julie.sandland@ndsu.edu
Office Hours: 12:00-12:50 MWF and by appointment

· This is a Blackboard course

Text:

Johnson-Sheehan, Technical Communication Today

                                           Course Description

     English 320-Business and Professional Writing is an intensive composition course which aims to expose students to writing tasks encountered in business and professional settings.  Students will write in a variety of genres for different purposes and audiences.  Emphasis is given to recent technological advancements in the workplace.  The course is divided into three units: you as a potential employee, you and interoffice communication, and you and your job projects.  You will complete a total of 8 projects, 2 exams, and 4 take-home exercises.  

                                                      Course Policies

     You are responsible for completing reading assignments and turning in projects on time.  All projects must be completed and handed in if you are to pass the course.

      Late policy: projects turned in one class period late will be dropped one letter grade; those turned in two class periods late will be dropped two letter grades.  Any work turned in more than one week late will receive a failing grade.  If you are ill or have a family emergency, you should notify me as soon as possible for an extension.

      Any student with a disability who needs accommodations should notify me as soon as possible.

      All students are expected to read and abide by the NDSU Code of Academic Honesty (http://www.ndsu.edu/policy/335.htm)

     Grading Package: The Job Package=10% The Brief Report=5%; The Desktop Publication=10%; The Memorandum=5%; The Business Letter=5%; The Newsletter=10%; The Professional Website=10%; The Formal Report/Journal Article=15%; Midterm Exam=10%; Final Exam=10%; Take-home exercises=10%.

     Grading scale: 900-1000=A; 800-899=B; 700-799=C; 600-699=D.

                                                      Course Outcomes

     Students should learn to write in a variety of genres for different audiences and purposes that will be encountered in business and professional settings.  Students will also be exposed to software applications necessary to executing those tasks.

                                                     Course Schedule
	Aug. 23
	Introduction to course
	
	

	         25
	Review of writing terms; plan job search

Assign Project 1
	
	Introduction to Business Writing

	         28
	Work with classified job ads
	Ch. 15
	Unit I. You as a potential employee

The Resume

The Letter of Application

	         30
	Conferences
	
	

	 Sep.   1
	Conferences
	
	

	           4
	Labor Day – no class
	
	

	           6
	Peer critique of resume
	Ch. 10
	Revising and Editing

	           8
	Class meets via email

Project 1 due in Minard 223A by 5:00 pm
	Ch. 12
	Email Communication

	          11
	Ex. #1 due by email
Assign Project 2
	Chs. 2, 21
	Unit II. You and interoffice communication

The Brief Report

	          13
	Meet writing groups
	Ch. 3
	Audience

	          15
	Ex. #2 due
	Ch. 6
	Organization

	          18
	Group work day; bring copies of drafts
	
	

	           20
	Project 2 due
	
	

	           22
	Assign Project 3
	Chs. 8, 9
	Document Design

Visuals

The Desktop Publication

	           25
	Work with publications
	
	

	           27
	Discussion
	
	Microsoft Publisher

Assembly/Packaging

	           29
	Project 3 due

Assign Project 4
	Chs. 16, 7
	The Memorandum

Style

	Oct.      2
	Work with sample memos
	
	The Microsoft Office

	             4
	Optional conferences
	
	

	             6
	Optional conferences
	
	

	             9
	Project 4 due

Review for midterm
	
	

	              11
	Midterm exam
	
	

	              13
	Assign Project 5
	
	The Business Letter

	              16
	Discussion
	Usage/Grammar Handbook
	Proofreading

	              18
	Ex. #3 due
	
	

	              20
	Project 5 due

Assign Group Project 6
	
	The Collaborative Newsletter

	              23
	Group work
	
	Straight News, Feature, Opinion/Editorial Writing

Assembly/Layout

	              25
	No class
Group reps meet at Group Decision Center for pre-session planning
	
	

	              27
	Class meets at GDC (MU 331) 
	
	

	              30
	Class meets via email; assign Project 7
	Ch. 14
	The Professional Website



	Nov.        1
	Group work
	
	

	                3
	Group Project (6) due; in-class presentations
	
	

	                6
	Class meets in IACC for website training
	
	Macromedia Dreamweaver


	                8
	Class meets in IACC
	
	Unit III. You and your job projects

	              10
	Veterans Day – no class
	
	

	              13
	Assign Project 8
	
	Unit III. You and your job projects



	              15
	Discussion
	Ch. 22
	The Formal Report
The Journal Article

	              17
	Discussion
	Ch. 5
	Research

	              20
	Ex. #4 due

Project 7 due (NDSU web server or Digital Dropbox)
	Appendix C
	Documentation

	              22
	
	
	

	              24
	Thanksgiving Holiday – no class
	
	

	              27
	Conferences
	
	

	              29
	Conferences
	
	

	Dec.        1
	Conferences
	
	

	               4
	Discussion
	
	Report/Journal Apparatus

	               6
	Project 8 due
	
	

	               8
	Review for final exam
	
	


