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Professional Writing
ENC 3250-902, Spring 2010
Class location:
CPR 121
Days/Time:
M, 6:20 p.m. to 9:05 p.m.
Instructor: 
Mr. Kyle Stedman
E-Mail Address: 
kstedman@mail.usf.edu
Office Location: 
CPR 257

Office Hours: 
M, 3:00-5:00 p.m. and Th, 2:00-3:00 p.m. in my office, and any time you see me online in mail.usf.edu Google Chat
Course Description
This is an introduction to the techniques and types of professional writing, including correspondence and reports most often found in business communities. It is designed to help you develop and strengthen skills of effective business and professional communication in both oral and written modes. The course covers issues of purpose and style while allowing you much focused practice with short writing exercises. 

Business writing is a form of communication that involves writers and readers who respond to one another. Documents developed use descriptions and explanation in order to persuade readers to take action. Consequently, effective writers in the business world must have:

· A clear understanding of the subject matter

· A thorough awareness of the intended audience(s)

· A strong mastery of the required business writing forms

Course Objectives
Through class meetings and out-of-class preparation, you should expect to do the following: 

1. Understand the process of communication from the position of “receiver” and “sender” in a variety of business and professional contexts.

2. Apply specific reasoned, practical, and ethical communication principles to composing and delivering typical business and professional messages.

3. Practice business communication skills in both independent and collaborative situations.

Note: This course is a part of the University of South Florida’s Foundations of Knowledge and Learning Core Curriculum. It is certified as a Gordon Rule 6A Communication Course fulfilling the following dimensions: Critical Thinking, Inquiry-based Learning, and Written Language Competency.
Course Outcomes
At the end of the course, you should be able to:

· Analyze and evaluate audience/purpose/situation as they apply to business writing contexts.

· Produce clear, concise, effective audience and purpose-specific business rhetoric.

· Plan and participate in a collaborative project.

· Incorporate process (research, invention, writing, revision, and editing) into writing tasks.

· Analyze multiple writings from business professions.

· Adapt tone and style for appropriate rhetorical business professions.

· Conduct primary and secondary research relevant to topic and incorporate appropriate documentation style.

· Incorporate analytical/technical data in the form of appropriate illustrations (charts, graphs, spreadsheets, etc.).

· Give and receive constructive criticism.

· Use technology to design accurate and visually appealing PowerPoint slides that will maximize the effectiveness of written and oral reports.

· Develop strategies to facilitate communication across ethnic and/or business cultures.

Prerequisites
ENC 1101 and ENC 1102 or Honors English (or equivalent) 
Required Textbook
Courtland Bovée and John Thill, Business Communication Essentials, 4th edition, ISBN 978-0136084419.  Note: Any version of the 4th edition is allowable for this course, including digital, unbound, or used copies.  You may wish to use http://www.bookfinder.com/ to help you find the cheapest copy available.
Group Work (Companies)

Before our second class period, you will be put into “companies” of four or five students.  Throughout the semester, you will work with this group on various projects, including the final presentation.  You will be responsible for designing a company purpose and identity, which can reflect the tastes of the group members.  If at any time one company feels that any of its members are not performing up to the desired standards, the group may decide to fire that member.  Companies may also “hire” other members of the class by reviewing the résumés and cover letters of other students in the class.  You should always copy me on any of these hiring or firing documents.
Method of Instruction

Classes will consist of many different kinds of work, including:
· Reading Discussions: You will regularly be assigned readings from the text. At the start of each class, a panel composed of one company’s members will lead a class discussion of key concepts from the assigned chapter.  Other class members will be required to participate in the discussion.  Directly following these discussions, all class members will take a quiz on key concepts from that chapter.  (If you are not present in class, you will not be able to take these quizzes.) See Group Discussion Guidelines for more information (in Blackboard under Assignment Details).
· Individual Work: Because we are in a computer classroom, you will regularly be given short assignments to complete and submit online while in class (e.g. memo writing). 
· Technology Tutorials: Successful professional writers are equipped to thoughtfully and effectively use various communication tools. Therefore, we will occasionally take time to practice the basics of relevant technology tools, often in conjunction with a specific project or assignment.
· Group Work: You will usually be working on a major project that spreads out over a number of weeks.  Often, we will use class time as a workshop environment where you can work on your individual or group project with the help of me and your classmates.
Specific details for all assignments will be placed on Blackboard.

Major Assignments

In addition, you will complete the following tasks:

· Job Application Project: This assignment enables you to develop a first résumé or revise a current one as well as write a cover letter in response to an actual job ad.  It prepares you to apply for an internship or an entry-level position.
· Marketing Project: You will prepare marketing materials for a product or event, including sales letters and press releases.
· Annual Report Project: You will research the annual reports made by actual companies and write a detailed critique of the content and visual design of these reports.
· Individual Oral Presentation: You will prepare a formal oral presentation to present individually to the rest of the class.  The class evaluation of these presentations will help formulate the grading criteria for your group presentation at the end of the class.
· Group Project and Presentation: For this assignment, your group will create a print or web-based report or proposal and then present its content to the class. The group will choose the purpose and setting of this report or proposal.
· Final Exam: The final exam will include true-false and multiple-choice questions, one writing task, and one editing task. The exam will give you a final opportunity to show your mastery of some business writing essentials.
Once during the semester, you will have the option of replacing one of your major individual projects with a project of your choosing that applies to a current or future job. This replacement may only happen if you meet in person with me (either during my office hours or by making an appointment) to explain why you believe your replacement project is comparable to the workload of the assigned project. This meeting must take place within 72 hours of my posting the details for an assigned project.
Grading
Final grades will be based on the following weights:

	Assignment Category
	Percent of Total Grade

	Reading (Discussions and Quizzes)
	10%

	Small Assignments
	15%

	Participation
	5%

	Job Application Project
	10%

	Marketing Project
	20%

	Annual Report Project
	10%

	Group Research Project and Presentation
	20%

	Final Exam
	10%


When weighting your grades, the Blackboard Grade Center will translate letter grades to numerical grades as follows:
	Letter Grade Typed into Blackboard
	A+
	A
	A-
	B+
	B
	B-
	C+
	C
	C-
	D+
	D
	D-
	F

	Blackboard’s Numerical Equivalent
	99.99
	95
	91.5
	88.5
	85
	81.5
	78.5
	75
	71.5
	68.5
	65
	61.5
	55


Disabilities
Students with a disability and thus requiring accommodations are encouraged to consult with the instructor during the first week of class to discuss accommodations. See Student Responsibilities: http://www.sds.usf.edu/students.asp. Each student making this request must bring a current Memorandum of Accommodations from the office of student Disabilities Services. 

Deadlines
Deadline for submitting written work will be strictly observed. All make-up work for students with documented excuses for absence must be submitted no later than the next class meeting.  However, material that can be submitted online will be expected in fewer days (given that our class meets only once a week).  However, in-class activities (such as quizzes) cannot be made up; if you are not in class for any reason, you will receive a zero on a quiz.
Religious Holidays

You are excused from class for major observances of your religion. Inform me by the second class period when you expect to be absent for these events. 

Plagiarism
See p. 62 of the USF Undergraduate Catalog for current definitions and policy on plagiarism, and consult with me if you have any questions.  Plagiarism is especially difficult to define in business settings, where we at time will adapt text written largely by others (as I am doing with this syllabus, for example) and where we will do a great deal of group work.  However, even though I recognize the possibility of confusion, I will not tolerate any unethical behavior, which includes using material from sources without proper citation and collaboration beyond the boundaries of what I have stated is acceptable.
Notes and Tapes of Lectures
It is not permitted to sell notes or tapes of class lectures.

Course Policies

This course is designed to function as a workshop. To create and maintain this environment, there are certain guidelines that must be adhered to:

· Disruptive behavior will not be tolerated. We deserve each other’s respect. Disrespectful behavior includes muttering or making faces in response to other class members’ comments.
· All cell phones must be turned to vibrate or silent.  I expect the same etiquette you might use at a business meeting: if your phone rings, ignore it.  If someone repeatedly tries to get in contact with you and you suspect that it may be important, step outside or send a discrete text message.  Rare texting is acceptable, as long as you are careful not to look like you are ignoring class activities.

· Similarly, be wise about your use of the in-class computers.  While I don’t mind if students occasionally check their e-mail in class, I expect you to offer any speaking person the respect offered by your full attention.  Instant messaging is out of place in a classroom setting. 
· Attendance is mandatory, for much work will be done in class. After two allowed absences, your final grade will be dropped one full letter for each additional absence (e.g. someone with three absences will lose one letter grade, someone with four absences will lose two letter grades, etc.). These two allowed absences cover sickness, special holidays, and documented emergencies. You are encouraged to use e-mail to contact your classmates to find out what happened in class on these days that you are absent.  (Blackboard makes this easy.)
· Tardies: Every three tardies count as one absence. Also, if you miss more than half of class (either at the beginning or end of class), I will count it as an absence.
· Intellectual Absence: Additionally, I reserve the right to mark someone absent if they are physically present yet intellectually elsewhere for the majority of a class period.   
· Preparation: Much of the work for the course will be completed during class time. There are, however, some tasks that you will have to do outside of class in order for you to arrive at class ready for work. Failing to adequately prepare can lead to awkward, boring class periods, which none of us want.
· Participation: Remember that the class is a workshop. There are individual and group tasks that must be done. There are no “spectator” roles. You are expected to be an active participant in all of the work. Therefore, I’ll occasionally give you a letter grade that describes how well I think you’ve participated in the last few weeks. At the end of the course, you will assess your own participation and that of each of your group members, which will affect your and their participation grades.
· Timely Completion: Part of being successful in a business environment involves being responsible for timely completion of assigned tasks. If you fall behind schedule, meet with me to resolve the problem before it is too late to do anything about it.
Final Exam

Your final exam is scheduled for Monday, May 3 from 5:30 to 7:30 p.m.  This earlier-than-usual schedule is firm; I am not allowed to adjust it to accommodate your work schedules. Please plan accordingly.
Writing Centers

USF has two excellent free tutoring centers available for anyone who would like help with any aspect of writing:

· The USF Writing Center (www.usf.edu/learning/writing) “offers assistance to any student who wants to improve his or her writing skills. Our services are free and available to enrolled students, faculty members, and active staff. The Writing Center is a place for writers of all skill levels to take chances, ask questions, and develop their abilities.”
· The Business Communications Center (http://coba.usf.edu/bizcom/index.html) “offers help to business majors —undergraduate students as well as graduate students — in all phases of writing. We are a resource for students who want to improve their written, oral, presentation, and email communication skills.”
Emergency Plans

In the event of an emergency, it may be necessary for USF to suspend normal operations.  During this time, USF may opt to continue delivery of instruction through methods that include but are not limited to: Blackboard, Elluminate, Skype, and email messaging and/or an alternate schedule. It’s the responsibility of the student to monitor Blackboard site for each class for course specific communication, and the main USF, College, and department websites, emails, and MoBull messages for important general information. 

Basic Schedule

When looking for your assignments, you should always look first at the Main Schedule tab in Blackboard. Everything you are expected to work on will be posted there, often with directions telling you where to find more details for the assignment.  I will always post details for the following Monday by noon on Tuesdays. To help you plan, however, you may find the following basic schedule helpful. 
The final day of the first three major projects (Jan 25, Feb 22, and Mar 15) will be “workshop days,” during which a sizable chunk of time will be spent working your group members to suggest changes to drafts of their documents.  

	Week
	Class Day
	For this day, read chapter: 
	Major project 

	1
	Jan. 11
	
	Job Application Project

	2
	Jan. 18
	MLK Jr. Day: No Class
	

	3
	Jan. 25
	Ch. 13
	

	4
	Feb. 1
	Ch. 9
	Marketing Project

	5
	Feb. 8
	Ch. 3
	

	6
	Feb. 15
	Ch. 4
	

	7
	Feb. 22
	Ch. 5
	

	8
	Mar. 1
	Ch. 7
	Annual Report Project



	
	Mar. 8
	Spring Break: No Class
	

	9
	Mar. 15
	Ch. 8
	

	10
	Mar. 22
	Ch. 12
	Individual Presentations

	11
	Mar. 29
	Ch. 10
	

	12
	Apr. 5
	Ch. 11
	Group Research Project and Presentations

	13
	Apr. 12
	
	

	14
	Apr. 19
	
	

	15
	Apr. 26
	
	

	16
	May 3
	
	Final Exam


