DeVry University

Curriculum Guide
For all locations and on line:

ENGL-227 Professional Writing

	Contact Hours:
	4
	
	Credit Hours:
	4


Course Description:

This course extends composition principles to writing in a general career context.  Through a process-oriented approach, students learn to create effective reports and correspondence.  Major emphasis is given to the principles of professional writing in common applications that also reflect the needs of intercultural communication and effective oral reporting.  Common electronic tools are used to support report development and transmission.  Prerequisite:  ENGL-112 / 4-4
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For New Jersey:

ENGL-227:  Professional Writing

	Contact Hours:
	4
	
	Credit Hours:
	4
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Prerequisite: ENGL-108 / 4-0-3
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SCOPE

This course is designed as an introduction to the principles and practices of professional writing and includes written and electronic communications skills, effective patterns of organization used by people in a variety of business settings, and oral communication skills.  The course begins with an examination of the principles of effective business communication and culminates in practical, real world types of writing.  The course emphasizes a process approach to creating messages and includes methods of research, analysis, collaborative approaches to writing, and electronic communication within an organization.  The course addresses different types of business communication (e-mail, memos and letters, short reports, proposals, etc.) found in most business organizations today and deals mainly with the common elements of business writing, but may also include aspects of technical writing.  Finally, in addition to considering the many ways that individuals work together in real and virtual environments the course also addresses collaborative writing and its important role in corporate environments.

Writing for electronic media has become a necessary skill in today’s workplace.  While on-line authoring is not an individual goal of the course, principles of writing and design of electronic media are a consideration.

ENGL-227, usually the third of three courses in the writing sequence, continues the emphasis on clear, concise, and correct writing.  These traits are particularly important when communicating in a business setting.  Successful business communication demands validity, accuracy, and correctness, especially when writer not only represent themselves, but when their communication skills reflect those of an entire organization as well. 

LEVEL

This course develops an applied perspective that can enable students to fulfill on-the-job writing requirements.  Students analyze audiences, gather and organize data, evaluate and synthesize information, draw conclusions and make recommendations, and compose, critique, and revise information presented to technical and non-technical audiences. Since process and product are closely related, this course involves students in approaches that include specific steps to follow and strategies to apply to communications situations in their careers.  Students apply professional writing principles in a consistent, logical process approach to create successful written, oral, and electronic messages required by business and industry organizations.

Students also apply their knowledge of word processing and document management software, print and electronic research, and appropriate tone and style in writing for defined and multiple audiences.

RATIONALE

It is very important that students become effective communicators in their chosen fields.  Even before they begin their career positions, students will need to communicate effectively to write cover letters and other job search correspondence, develop resumes, perform effectively in interviews, and convince hiring authorities that they are the best choices for the positions they seek.  Later as they work in their fields, they need to communicate effectively in order to apply their knowledge and experience and contribute to the goals of the organization.  Finally, if students intend to realize their career goals and possibly advance in their organizations, there will be increased demands for them to be effective speakers, listeners, and writers.  Therefore, students need to learn and practice effective communication techniques so they are able to work effectively with a variety of individuals using a variety of technologies.

This course addresses principles of professional communication, including both oral and written varieties.  It also recognizes the importance of intercultural communication and the use of communication technologies in the workplace.  In addition to the principles of effective writing in the professions, primary focus should be on effective written correspondence (memos and letters) and reports (proposals, etc.).  Sections on memos, letters, and reports provide specific patterns of organization and introduce standard formats.  Presentation of these sections should proceed from shorter, simpler modes of communication to longer, more complex types.  However, it is important to provide options for different assignments to accommodate differences in teaching approaches, class sizes, and other variables.

Principles of effective oral presentations as well as an emphasis on business writing style, tone, and correctness are important parts of the course.  Attention should also be given to the challenges of communicating with individuals from other cultures along with an appreciation of different behaviors, values, and traditions of individuals from other countries.

The use of technology in business communication is another focus of the course.  Two prominent means of daily business communication are e-mail and instant messaging.  Ubiquitous in today’s culture, these tools deserve to be explored for their effectiveness and their challenges.  Other aspects of electronic communications for consideration include the development and use of visual aids and presenting information and developing documents to be shared via the Internet or Intranets.

A final aspect of the course is collaboration.  Not only do today’s employees work in teams, they also work together to write or develop documents in a collaborative environment.  The inclusion of teamwork and team writing assignments and projects better prepares students to work in settings that are extremely commonplace today in business and industry.  When placed together to solve problems, research, and write, students should be given the opportunity to evaluate one another in the context of their group work.

TEACHING SUGGESTIONS

The design of this course allows various teaching methods to be used, whether they are application exercises, collaborative projects, peer workshops, or case studies.  The concepts and practices are developed sequentially and reflect current trends in business communication.

The course should be structured so that students learn the differences between academic and professional writing and the particular challenges of writing in the workplace in today’s culture.  They should study the principles and conventions of professional writing with these concepts reinforced and emphasized throughout the term.

After a foundation of professional writing principles is established, students need to apply and practice these concepts in their writing.  Specific writing assignments should be tailored to the class, arranged from simple to complex, and integrated with various situations in the business environment.  One way to do this would be to create a “company in a classroom,” in which students assume different roles in different departments of the pseudo company.  This arrangement allows students to role-play professional positions and assume professional communication responsibilities throughout the term.

Whether the instructor chooses to create a company in a classroom or address the Terminal Course Objectives through other arrangements, specific assignment areas should include analysis of various audiences and their needs; good-news, routine, and negative messages; correspondence types; individual and collaborative assignments; formal reports; electronic writing and delivery of messages; and intercultural communication.  A final component is oral communication of information, usually in the form of a collaborative oral report.

The following are some specific teaching suggestions and approaches:

· To increase student involvement and active learning, lectures should be limited to 15-25 minutes, followed by class discussion, group discussion, or written application exercises.  Further assignments (homework, writing lab applications, etc.) will serve as continued reinforcement of concepts presented through lecture and discussion.

· To become more aware of current trends and practice in business communication, students may read journal articles or other periodicals and answer questions, write summaries or discuss them in the classroom setting.  Some publishers’ Web pages provide links to various articles that relate to topics presented in the textbook.  

· The use of guest speakers can be very effective in a course such as this.  Industry experts, members of local advisory boards, or other local businesspeople could be invited to the class to discuss real-world writing needs and situations.  Students themselves may be able to recommend contacts they may have in business and industry as possible guest speakers.  The Career Services office can also be a useful source for contacting business professionals.

· To develop collaborative writing skills, some of the assignments (short or longer assignments, such as proposals or recommendation reports) could be designed as small group projects.  The most manageable number of students for groups is 3-5.  If major assignments are made for completion in teams or groups, a formal means of group member evaluation should be provided with peer evaluation grades factoring into the project grade itself in some way.  Team reporting could be done through work plans, progress reports, and group conferences with the instructor.  Before students are expected to perform in groups, however, a discussion of group dynamics, roles, and expectations should take place.

· To emphasize a process-oriented approach, editing workshops or activities should be incorporated into the course.  Peer evaluation sessions with guidelines to assess other students’ writing will actively involve students in the entire process of writing, not only in their own work, but in viewing the work of others.  Another technique to assist students in the writing process is group/instructor conferences.  Depending on class time and size, this activity can provide informal yet important feedback and discussion.  This technique can be particularly useful for team or group assignments wherein the instructor not only reviews the document being created but also evaluates individual student involvement and contribution to the group’s work.

· To improve students’ editing and critiquing skills, samples of excellent work can be displayed or distributed for analysis and discussion.  In addition, real-world samples of good and not-so-good writing from business and industry can be critiqued.  Combining this with the guest speaker idea, ask a business or industry representative to bring writing samples from his or her workplace for classroom or individual analysis.

· To apply problem-solving skills, students can be engaged in a variety of areas.  Being involved in the selection of a topic for a proposal or a similar formal report and the development of appropriate research into the problem and solution, students can be engaged in the type of problem solving and problem/solution analysis that is non-linear.  Students can use reading, analysis, and problem-solving skills in case studies that can be applied to the course.  Finally, students can use problem-solving skills in the thinking that is involved in various writing assignments.

· To provide further opportunity to discuss, gain feedback, peer edit, collaborate, and use technology, students can engage in threaded discussions, document sharing, and other online tools via the DeVry E-Learning (DEP) platform.  

Course Enhancement:

On-line supplementation is accomplished either through iOptimize course delivery (a hybrid course) or Augmented Standard formats.  In either case, the on-line capabilities provided by the DEP course management system include several teaching and learning tools:

· Threaded Discussion – a structured process for posting student and instructor comments on topics selected by the instructor each week.  The discussion structure allows students to respond to each other’s comments, as well as for the instructor to comment in order to reinforce, adjust, or redirect the discussion.

· A Dropbox – a location that accepts student assignments, such as papers, which an instructor can comment on or edit, and which can then be “picked up” by only the submitting students and not other class members.

· A Gradebook – for posting grades and other gauges of student work.

· Document Sharing – an area on the platform for posting of documents that can be viewed and downloaded by students for review at convenient times.

· A Webliography – a site that can be used by the instructor to post URLs and Web site links to material or capabilities (e.g., OWLs, publisher sites, etc.) supporting the course; can also be used as location for postings assigned by the instructor to the students.

· Chat – a provision that allows students and instructors to interact in real time, or synchronously, to discuss topics or to work collaboratively using the additional feature of a Whiteboard that allows a common document to be revised and edited by a group of students.

· An e-mail capability also allows students and instructors to send messages to each other individually or in groups.

These resources provide students with independent opportunities to obtain and complete required course materials.  Further, centralizing course materials can allow the instructor more time for class instruction with less time spent distributing assignments, grades, and/or duplicate copies of course documents to the students.

In iOptimize, ENGL-227 delivery combines a weekly 4-hour face-to-face session with 3 hours of required, instructor-mediated on-line activities including, but not limited to, threaded discussions, work on the Internet, group projects, and peer review.

Texts/References:

Thill, John V., and Courtland L. Bovee. Excellence in Business Communication, 6th ed. Upper Saddle 
River, New Jersey: Pearson/Prentice Hall, 2005.

This book is ideal for ENGL-227 due to its coverage and emphasis on successful, effective communication.  The explanations are comprehensive and the examples and case studies realistic without being overly complicated.  Objectives are spelled out at the beginning of each chapter, and each chapter concludes with applications and analysis exercises.  Much of the book contains a format of “Instead of This”—“Use This,” which students find helpful when formatting, writing, and revising their own documents.  There is also a useful electronic component with on-line student guides and other assignments.
Possible Alternative Text:

Guffey, Mary Ellen. Business Communication, Process and Product, 4th Edition. New York: 
Thomson, 2003.

This book also contains good coverage for the TCOs, but is hard-bound and thus, more expensive.  Each chapter begins with a case study, which some instructors agree is a good approach.  This book also has skills applications exercises and a review at the end of each chapter.  The “Career Coach” sections are a bit long and may not hold students’ attention.

Terminal Course Objectives:

1. Given the task of selling a product or service such as cellular phone service or computer software or hardware, use techniques for audience analysis, including evaluation of customer attitudes and level of knowledge, that will assist with the successful delivery of the message. 

Suggested Enabling Objectives:
A. Define audience analysis.

B. List techniques for audience analysis in business.

C. Develop an audience profile including such considerations as size, composition, knowledge, and reaction.

D. Determine appropriate channels and methods of communication for a specific audience.

2. Given the need to determine the best way to transmit a difficult or controversial message, such as a request for an emergency leave, a staffing cutback, or a challenge to questionable use of copyrighted material, evaluate the effectiveness of a hard copy message vs. an electronic method of communication such as e-mail or instant messaging, select the most appropriate delivery means for the message, and deliver it effectively.

Suggested Enabling Objectives:


A. Identify the various types of hard copy messages (letters, memos) that are a part of communicating in today’s workplace.

B. List options for electronic delivery of a message.

C. Compare and contrast hard copy messages and electronic messages.

D. Identify the ethical considerations involved in conveying difficult or controversial messages.

3. Given the need to create a good news or routine announcement, such as a new procedure for filing expense reports or conveying a holiday schedule, gather information and select relevant content to write a memo that meets the need efficiently and effectively. 

Suggested Enabling Objectives:

A. Analyze the comparative advantages of various methods of research and analysis, such as conducting personal interviews, using surveys, finding information in electronic databases and on the Internet, and locating standard published materials.

B. Define a routine or good news message and tell how it is typically conveyed.

C. Explain the memo writing process including planning, writing, and revising.

D. Describe memo writing style including starting with the main point, using an audience-centered approach, creating easy-to-read ideas, and including relevant ideas in a clear, concise, and correct manner.

E. Incorporate memo-writing conventions such a clear purpose statement in the subject line, and a top-down or inverted-pyramid structure of ideas. 

F. Employ standard parts of a memo including the To, From, Date, and Subject lines.

4. Given a typical business situation requiring research and analysis, such as responding to a letter of complaint about a malfunctioning piece of equipment or protesting denial of an insurance claim, write an effective letter addressing the problem.

Suggested Enabling Objectives:

A. Define a bad news message and tell how it is typically conveyed.

B. Explain how to buffer a bad-news message with an introductory dose of good news or consolation.

C. Explain the letter writing process including planning, writing, and revision.

D. Analyze the letter writing style including use of an attention-getting opening, using an audience-centered approach, creating easy-to-read ideas, and including relevant ideas in a clear, concise, and correct manner. 

E. Employ standard parts of a letter including heading, date, inside address, salutation, body, complimentary close, and signature block.

5. Given a business task, such as evaluating an employee incentive program or redesigning an office layout, apply a process-oriented approach to writing a short analytical report reflective of professional writing standards and practices. 

Suggested Enabling Objectives:

A. Define an analytical report (e.g., used to communicate solutions to problems or evaluate current programs) and compare it to an informational report.

B. Analyze the purpose and audience of an analytical report.

C. Brainstorm and outline writing strategies and approaches, adjusting content and organization to meet the needs of a specific audience.

D. Write a rough draft.

E. Use revision strategies to clarify, correct, and finalize a draft.

F. Edit and proofread a final draft.

6. Given the need to analyze a problem, issue, or situation, such as recommending a new advertising agency for an organization or proposing an upgrade of a local area network, apply a process-oriented approach to writing a formal report effectively presenting the recommendations.

Suggested Enabling Objectives:

A. Describe the purposes and uses of a formal report.

B. Analyze the audiences for a formal report.

C. List the components of a formal report including the following:

· Prefatory parts (such as transmittal correspondence and title page)

· Text parts  (including introduction, body, conclusions, and recommendations)

· Supplementary parts (such as bibliography and appendix)

D. Brainstorm and outline writing strategies and approaches, adjusting content and organization to meet the needs of an audience.

E. Edit and proofread a final draft.

7. Given the need to collaborate in a writing project, such as revising a company mission statement, a workplace dress code, or a corporate attendance policy, apply principles of interpersonal communication and conflict resolution, along with well-developed writing skills, to create an effective document.

Suggested Enabling Objectives:

A. Analyze the benefits and drawbacks of writing collaboratively and identify ways to minimize the inherent drawbacks.

B. Identify the guidelines for communicating effectively in a collaborative project.

C. Analyze methods of conflict resolution.

D. List the possible roles in group projects.

E. Identify the responsibilities of a team leader and team members.

F. Explain the process for writing a document collaboratively and explore the role technology plays in the task.

8. Given a need to create a visual aid, such as a table that compares the costs of three wireless phone systems or a Gantt chart showing the implementation of a local area network, apply effective design principles to create a graphic representation that is correct, clear, and easy to understand. 

Suggested Enabling Objectives:

A. List the types and purposes of various visuals aids such as tables, charts, and graphs.

B. Evaluate the most appropriate visual aids for different types of information. 

C. Analyze how to create visual aids including how to prepare, display, label, and reference them.

D. Practice interpreting data displayed in various visual aids.

E. Evaluate the usefulness of visuals in documents.

9. Given a typical business situation requiring visual aids to be incorporated into a document, such as a technical description or a set of instructions, integrate visual aids to effectively supplement the text.

Suggested Enabling Objectives:

A. Describe how to incorporate visuals into text including introducing visuals, placing visuals near the points they illustrate, and ensuring they are properly labeled and numbered.

B. Evaluate the integration of visual aids in several documents such as journals, technical reports, and other printed materials.

C. Employ various electronic means to create professional-looking visual aids.

10. Given the need to create an effective sales presentation in a context that includes people of different cultures, apply an understanding of the relevant cultural attitudes, values, and behaviors to create an effective sales letter or oral presentation that helps establish or maintain goodwill.

Suggested Enabling Objectives:

A. Contrast business-related cultural norms of several countries to those of the US or Canada.

B. Analyze the effects of different cultural norms on business transactions in various cultures.

C. Describe aspects of intercultural communication such as formality, respect, and use of language.

D. Describe differences in written communication reflecting cultural differences, such as use of visual elements, expressive styles and language, and inherent attitudes conveyed (e.g., compare Web pages of an American airline with an Asian airline).

E. Identify the characteristics of an effective sales presentation to a small group of clients for a specific country.

11. Given a need to deliver a routine message, such as a meeting announcement or a request for a status report, use e-mail or instant messaging technology to compose and deliver the message effectively.

Suggested Enabling Objectives:

A. Cite the advantages and disadvantages of using e-mail and instant messaging for business communication.

B. Analyze the casual tone and style of e-mail and instant messaging and their impacts on business communication.

C. Describe the lack of privacy when using e-mail and instant messaging.

D. Relate the impact that e-mail and instant messaging have on the need to maintain permanent records of messages.

E. Identify one or two software programs used for e-mail (Microsoft Office, Eudora) and instant messaging (AOL and MSN instant messaging), and explain how they are used.

12. Given the need to announce a business change, such as the opening of a new plant, apply good document design features, including the selection of typeface and the use of white space and color, to create an effective document, such as a flier, newsletter, brochure, or sales letter, for an external audience.   

Suggested Enabling Objectives:

A. Define document design.

B. List the various impressions that the appearance of a document can make.

C. Describe the business writing norms for margins, spacing, typeface, and type style.

D. Analyze the use of color and review the use of graphics in business documents.

E. Describe the important elements of page layout.

F. Define desktop publishing and explain how it can enhance document design.

G. Identify one or two software programs used for desktop publishing (Microsoft Publisher, Adobe PageMaker) and explain how they are used.


Suggested Time

Content Outline:
Allocations:

I. Professional writing
5%

A. Definition

B. Business vs. technical writing

C. Rationale for studying professional writing

1. Today’s business environment

2. Typical business audience

3. Expectations for today’s workers

II. Audience analysis (TCO 1)
5%

A. Definition

B. Audience profile

C. Analysis of sample audience

III. Message

A. Hard copy vs. electronic messages (TCO 2)
10%

1. Hard copy

a. Letters

b. Memoranda

c. Reports

2. Electronic

a. Voice mail

b. E-mail

c. Instant messaging

3. Advantages and disadvantages

4. Appropriate method for the message

B. E-mail and instant messaging (TCO 11)
5%

1. Definitions

2. Advantages and disadvantages

3. Tone and style

4. Privacy and recordkeeping 

C. Good-news messages
5%

1. Definition and types of good news, routine messages

2. Approach to writing good-news messages

3. Format for good-news messages

D. Bad-news messages
5%

1. Definition and types of bad-news messages

2. Approach to writing bad-news messages

a. Direct

b. Indirect

3. Format for bad-news messages

IV. Business writing formats
5%

A. Memoranda (TCO 3)

1. Internal communications format

2. Memo writing process

3. Memo writing convention

a. Clear subject line

b. Top-down structure

4. Memo format

B. Letters  (TCO 4)
5%

1. External communication medium

2. Letter writing process

3. Letter writing conventions

a. Clear statement of purpose

b. Top-bottom structure

4. Letter writing format

C. Analytical reports (TCO 5)
5%

1. Definition and purpose

2. Application/use

D. Formal reports (TCO 6)
15%

1. Definition and purpose

2. Application/use

3. Components

a. Prefatory parts

b. Text parts

c. Supplemental parts

V. Approaches to writing

A. Process-oriented approach (TCO 5)
5%

1. Purpose/audience

2. Brainstorm

3. Draft

4. Revise

5. Finalize

6. Edit/proof

B. Collaborative writing (TCO 7)
5%

1. Elements of collaboration

2. Group roles

3. Interpersonal communication

a. Groupthink

b. Conflict resolution

4. Writing in groups

VI. Visual aids

A. Designing visual aids (TCO 8)
5%

1. Types

a. Tables

b. Charts

c. Graphs

2. Purposes/uses of various types

3. Creating/producing visual aids

B. Integrating visual aids (TCO 9)
5%

1. Incorporation into text

a. Introduction into text

b. Identification in text

2. Electronically produced visual aids

VII. Intercultural communications and oral communication (TCO 10)
10%

A. Cultural norms

B. Intercultural communications aspect

1. High vs. low contexts

2. Formality

3. Respect/relationship

4. Use of language/gestures

C. Differences in business cultures

D. Writing across cultures

E. Oral presentations within and across cultures

1. Principles of effective oral presentation

2. Cultural considerations in oral presentation

VIII. Document design (TCO 12)
5%

A. Definition

B. Importance of appearance

C. Business writing design norms

1. Margins and spacing

2. Typeface

3. Type style

D. Page layout

E. Desktop publishing 

Sample Syllabus:

Sample schedules are included for 8- and 15-week formats.  The sample syllabus shown here assumes delivery in the iOptimized format and includes guidance to students for this type of course.   For sample syllabi used for DeVry Online, please view the sample posted on the platform or contact the program dean.
ENGL-227: Professional Writing – [Session]

Professor: 

Office Hours:

E-mail:

Phone:

Textbook:  Thill, John V., and Courtland L. Bovee. Excellence in Business Communication, 6th ed.

Upper Saddle River, New Jersey: Pearson, 2005.

Resources:  Active e-mail account

Access to the following website:
http://myphlip.pearsoncmg.com/index.cfm?vmode=3
Websites:  Here are some sites that you may find useful for this course:

Purdue Online Writing Lab – http://owl.english.purdue.edu/
MLA Citations for Internet Sources – http://www.columbia.edu/cu/cup/cgos/idx_basic.html
Course Description:

This course extends composition principles to writing in a general career context.  Through a process-oriented approach, students learn to create effective reports and correspondence.  Major emphasis is given to the principles of professional writing in common applications that also reflect the needs of intercultural communication and effective oral reporting.  Common electronic tools are used to support report development and transmission.  Prerequisite: ENGL-112/4-4 

Terminal Course Objectives:

1. Given the task of selling a product or service such as cellular phone service or computer software or hardware, use techniques for audience analysis, including evaluation of customer attitudes and level of knowledge that will assist with the successful delivery of the message.

2. Given the need to determine the best way to transmit a difficult or controversial message, such as a request for an emergency leave, a staffing cutback, or a challenge to questionable use of copyrighted material, evaluate the effectiveness of a hard copy message vs. an electronic method of communication such as e-mail or instant messaging, select the most appropriate delivery means for the message, and deliver it effectively.

3. Given the need to create a good news or routine announcement, such as a new procedure for filing expense reports or conveying a holiday schedule, gather information and select relevant content to write a memo that meets the need efficiently and effectively.
4. Given a typical business situation requiring research and analysis, such as responding to a letter of complaint about a malfunctioning piece of equipment or protesting denial of an insurance claim, write an effective letter addressing the problem.

5. Given a business task, such as evaluating an employee incentive program or redesigning an office layout, apply a process-oriented approach to writing a short analytical report reflective of professional writing standards and practices.
6. Given the need to analyze a problem, issue, or situation, such as recommending a new advertising agency for an organization or proposing an upgrade of a local area network, apply a process-oriented approach to writing a formal report effectively presenting the recommendations.

7. Given the need to collaborate in a writing project, such as revising a company mission statement, a workplace dress code, or a corporate attendance policy, apply principles of interpersonal communication and conflict resolution, along with well-developed writing skills, to create an effective document.
8. Given a need to create a visual aid, such as a table that compares the costs of three wireless phone systems or a Gantt chart showing the implementation of a local area network, apply effective design principles to create a graphic representation that is correct, clear, and easy to understand.

9. Given a typical business situation requiring visual aids to be incorporated into a document, such as a technical description or a set of instructions, integrate visual aids to effectively supplement the text.
10. Given the need to create an effective sales presentation in a context that includes people of different cultures, apply an understanding of the relevant cultural attitudes, values, and behaviors to create an effective sales letter or oral presentation that helps establish or maintain goodwill.

11. Given a need to deliver a routine message, such as a meeting announcement or a request for a status report, use e-mail or instant messaging technology to compose and deliver the message effectively.
12. Given the need to announce a business change, such as the opening of a new plant, apply good document design features, including the selection of typeface and the use of white space and color, to create an effective document, such as a flier, newsletter, brochure, or sales letter, for an external audience.

Grading Composition: 

	Formal Report
	20%

	In-Class Applications
	25%**

	Online Discussions
	15%

	Online Quizzes/Study Guides
	15%

	Midterm Case Study Exam
	10%

	Final Case Study Exam
	15%


**This category may include various class assignments, homework, and writing lab assignments.

Attendance:

Attendance is expected for each hour of lecture.  Attendance will be taken during each session.  Absent or late students are responsible for all classroom announcements given during the time they are not present.  If you are absent for three or more days, you need to see the Attendance Coordinator.  The school’s official attendance policy can be found in the DeVry Student Handbook.

Course Policy Regarding Absences and Make Up Work:

You are expected to attend every meeting of every class in which you are registered.  Although you will be responsible for completing work outside of class, attendance and full participation in class are essential.  To benefit from activities, exercises, and information presented in class, you must be there.

If you know that you will be absent from a future class, and you make special arrangements with me prior to the missed class, your work may be accepted for full credit. In the event that you are ill or an emergency has occurred, it is your responsibility to inform me as soon as possible and discuss the possibility of make up work.  Notifying me of an absence does not allow you to make up any missed work unconditionally.

You are not to turn in late work to my mailbox or e-mail any assignments without first discussing the absence with me.  If late work is accepted, it will be with a penalty of 10% per day including the days when you are not on campus.

Note on Electronic Submission of Work:

When submitting assignments electronically, make sure you save a hard copy of your work.  That hard copy must show the computer date of when the material was originally submitted.  Attached files will not show this date.  Grade appeals for electronically submitted assignments will not be considered without hard copy documentation that shows the complete work and its original submission date.

Academic Integrity Policy:

You are responsible for adhering to the DeVry Academic Integrity Policy found in the Student Handbook (see below).  Dishonest and unethical behavior will not be tolerated.  All ideas that are not original to the writer must be attributed to a source, and all students who collaborate on assignments must share the work load equally.

Student Handbook:

The Student Handbook covers the following in detail: copying, plagiarism, collaboration, alteration of records, aids not permitted, unauthorized use of proprietary materials, bribery, lying, and other topics. Also discussed are the procedures, sanctions and appeals for Academic Policy cases.  Make sure you have read and understand all the material in this handbook. The handbook can be obtained in the Student Services Office.

General Education Competencies:

As an institution of higher education, DeVry University integrates strong general education with a basic emphasis on specialty studies.  Students acquire and strengthen essential skills and concepts from each of the general education course areas.

General education competencies expected from a DeVry education include the following:

1. Communicate clearly with particular audiences for particular purposes.

2. Work collaboratively to help achieve individual and group goals.

3. Apply critical thinking skills in learning, conducting applied research, and defining and solving problems.

4. Develop tolerance of ambiguity and mature judgment in exploring intellectual issues.

5. Build an intellectual curiosity with fundamental concepts and methods of inquiry from the sciences, social sciences, and humanities to support life-long learning.

6. Apply mathematical principles and concepts to problem solving and logical reasoning.

7. Use study and direct experience of the humanities and social sciences to develop a clear perspective of the breadth and diversity, as well as the commonality, of human experience.

8. Connect general education to the ethical dimensions of issues and to responsible, thoughtful citizenship in a democratic society.

Specific competencies addressed in ENGL-227, Professional Writing, are 1, 2, and 3.

Course Outline for an 8-Week Accelerated or iOptimized Class

Important Note: An asterisk (*) appearing after a chapter number indicates that an on-line quiz/study guide is to be completed for that chapter.  You must submit your quiz grade to the professor’s e-mail address through the publisher’s webpage no later than the day before the first class session of the week in which the chapter is due.  Make sure to e-mail a copy of the quiz/study guide to yourself for safekeeping and verification.  This can be done through the publisher’s webpage.  No questions on on-line quiz/study guide grades will be considered if the student does not have a copy of the item in question with the proper date computer stamped on it.

	WK
	TCO
	Topic/On Site
	Readings/ Assignments
	Classroom/Homework Assignments
	Online Assignments

	1
	1,2
	1. Introductions: 

Professor/students

iOptimize/Course Review

Discussion: Business Communications Climate, Effective Business Communications

Introduction: Communication in Teams

Planning Business Messages

Writing Business Messages
	Chps. 1, 2*, 4*,

5*
	Text Exercise:

Pg. 120, 4.5

Small Group Analysis of Teamwork
	Thread 1:

Biographical Profile

Thread 2:

Electronic writing

	2
	3,4,7
	Routine(Good) and Bad News Messages

Memo/Letter Formats

Formal Report Assignment: 

Proposal or Recommendation Report
	Chps. 7*, 8*

Appendix A


	Communication Style Inventory Instrument

Exercise: Tuition Letter Increase
	Thread 1: Bad News No-No’s

Thread 2: Formal Report Expectations

Communications Style Write Up (submit to Dropbox)

	3
	5, 6, 8, 9
	Planning Business Reports

Analytical Reports

Writing Business Reports

Inverted Pyramid (Top/Bottom Structure)

Visual Aids
	Chps. 10*, 11
	Small Group Exercise: Inverted Pyramid Memo
	Informal Analytical Report (submit to Dropbox)

Thread 1: Visual Aid Software

Thread 2: 

Informational vs. Analytical Reporting

	4
	1, 3, 4
	Composing Formal Reports and Proposals- Components of a Formal Report

Progress Report

Midterm Exam: Case Study Choice
	Chp. 12* 

Handout: Progress Report
	In class exercise: Study Formal Report Sample

Assignment: Purpose statement and source list for formal report
	Personal Progress Report (submit to Dropbox)

Thread 1: Redundancy in Formal Report Writing

Thread 2: Proofreading the Report

	5
	10
	Team Conferences: Status and Draft Review

Persuasive Messages: Strategies and Types
	Chp. 9
	Draft report due

Text Exercises: Pg. 297, 9.1 & 9.2
	Persuasive Request for Action, pg. 299 Ex. 1 or 2 (submit to Dropbox)

Thread 1: The Ethics of Persuasion (Text Pg. 297, 9.3)

Thread 2: Emotional Appeals: Fair or Not?

	6
	3, 10, 11
	Intercultural Communications

Electronic Communications

Email and Instant Messaging


	Chp. 3*

Pgs. 197-216

Pgs. 105-107
	In class exercise: El Puente and Mexican Workers
	Thread 1: Power of Technology: Email (Text pg. 107, both questions)

Thread 2: Electronic Office of the Future

	7
	12
	Completing Business Messages

Producing Your Message: Appearance
	Chp 6*
	Formal Reports Due

Complete Peer Evaluations
	Thread 1: Formal Report: What Done Differently?

Thread 2: Packaging Your Message

Internet Design Evaluation, Pg. 189, 6.19 (submit in Dropbox)

	8
	
	Review of Key Concepts of Course

Final Exam: Case Study Choice
	
	Review Game

Small group assignment: Students select and discuss top three aspects of course
	Thread 1: Course Feedback


Course Outline for a 15-Week Standard Class

Important Note: Two asterisks (**) appearing after a chapter number indicates that an online quiz/study guide is to be completed for that chapter.  You must submit your quiz grade to the professor’s e-mail address through the publisher’s webpage no later than the day before the first class session of the week in which the chapter is due.  Make sure to e-mail a copy of the quiz/study guide to yourself for safekeeping and verification.  This can be done through the publisher’s webpage.  No questions on online quiz/study guide grades will be considered if the student does not have a copy of the item in question with the proper date computer stamped on it.

	Week
	Topic
	Reading/Assignment/Lab

	1
	Class Orientation; Introduction:

Today’s Business Climate; Definitions,

Course Rationale
	No readings

No assignments

Lab: Biographical Memo

	2
	Effective Business Communication

Introduction to Communication in Teams
	Read Chps. 1 & 2**

In-class group assignment

Lab: “In the News” article choice from Webpage

	3
	(TCO 1, 2)

Planning Business Messages:

Audience Analysis, Information Gathering, Selection of Appropriate Channel and Medium

Writing Business Messages:

Organization, Composition, Electronic Writing
	Read Chp. 4**

Text Exercise: Pg. 120, 4.5

Read Chp. 5**

Lab: Document for Analysis Pg. 157

	4
	(TCO 7)

Teamwork Concepts

Formal Report Assignment: Packet of criteria,
	In class: Communication Style Inventory Instrument

Lab: Workshop for team and topics, assessment, and model topic selection

	5 
	(TCO 3, 4)

Routine (Good) and Bad News Messages:

Direct and Indirect Approaches

Basic Formats of Memos and Letters
	Read Chps. 7**, 8**, Appendix A

Practice writing: bad news Message

Lab: Bad News Message case

	6
	(TCO 5, 6, 8, 9)

Planning Business Reports, Read Chp. 10**

Informational vs. Analytical Reports

Inverted Pyramid (Top\Bottom Structure)

Writing Business Reports

Visual Aids
	In class exercise: practice Memo for Inverted Pyramid

Read Chp. 11**

Lab: Visual Aid exercise

	7
	(TCO 6)

Composing Formal Report and Proposals

Components of Formal Report

(TCO 1, 3, 4)

Midterm Exam: Case Study Choice
	Read Chp. 12**

In class exercise: study sample formal report

	8
	Progress Report

Team Conferences – Status Review
	Handout: Progress Reports

Lab: Purpose statement and source list for formal reports

	9
	(TCO 10)

Persuasive Messages (Sales Messages)

Strategies and Types
	Read Chp. 9

Text Exercises: Pg. 297, 9.1, Pg. 297, 9.3

Lab: Persuasive Requests for Action. Pg. 299 Ex. 1 or 2

	10
	(TCO 10)

Intercultural Communications

Team Conferences - Draft Review
	Read Chp. 3**

In class exercise: El Puente and Mexican Workers

Lab: Workshop/reports

	11
	(TCO 3, 11)

Delivering Message Electronically

Discussion of criteria for electronic media selection
	Read pgs. 197-216

Read pgs. 105-107

Exercise: Using the Power of Technology, pg. 107

	12
	(TCO 12)

Completing Business Messages

Producing Your Message: Appearance

Formal Reports Due
	Read. Chp. 6**

In class exercise: Design Elements, pg. 189, 6.18

Complete Peer Evaluations

Lab: Internet Design Evaluation, pg. 189, 6.19

	13
	(TCO 10)

Oral Business Presentations:

Planning, Organizing, Delivering
	Read Chp. 13

Practice Presentations

Exercise: Making Presentations Around the World, pg. 645

	14
	(TCO 10)

Oral Presentations of Formal Proposals

or

Employment Communications: Resumes and Interviews

Course Wrap-Up; Review for Final Exam
	Read Chps. 14, 15

Lab: Create a Resume

Review Game

	15
	Final Exam
	


Bibliography
Professional Writing (ENGL-227)

Guffey, Mary Ellen. Essentials of Business Communication. 6th Edition. Cincinnati: South-Western, 2003.

Kolin, Phillip C. Successful Writing at Work. 6th Edition. Boston: Houghton Mifflin, 2003.

Lehman, Carol, and Debbie D. DuFrene. Business Communication. 14th Edition. Cincinnati: South- Western, 2004.

Lesikar, Raymond V., and Marie E. Flatley. Basic Business Communication: Skills for Empowering the Internet Generation. Boston: McGraw-Hill, 2004.

Locker, Kitty O. Business and Administrative Communication. 6th Edition. Boston: McGraw-Hill, 2002.

Ober, Scott.  Fundamentals of Contemporary Business Communication. 6th Edition. Boston: Houghton Mifflin, 2006.

O’Hair, Dan., Gustav W. Frierich, and Lynda Dee Dixon. Strategic Communication in Business and the Professions. 5th Edition. Boston: Houghton Mifflin, 2005.
Strunk, William Jr., E.B. White, Roger Angell. The Elements of Style, 4th Edition. New York: Longman, 2000.

2
ABC-123

PAGE  
1
ENGL-227

