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Course Syllabus

www.unex.uci.edu

(949) 824-5414

Business Writing Workshop

English X446.4 (4 units)

Summer 2001

Class Meeting Information

Tuesdays, June 26 — September 11, 6:30 pm – 9:30 pm

12 class meetings

UCI Campus, Humanities Hall 112

Instructor Information

Shea Caron

Office Phone: (949) 824-2308

Email: scaron@uci.edu

Website: http://www.unex.uci.edu

I am the Marketing and Communications Director for UC Irvine Extension. I have over a decade of experience in communications including strategic marketing, marketing, web and multimedia project management, technical and business writing/editing, proposal writing, technical marketing and teaching.

Prerequisites — Classes or Knowledge Required for this Course

Good grasp of English grammar. This is not a course that focuses primarily on grammar and mechanics, though you will be required to use excellent grammar in your writing.

Course Description

This is a required course in the Certificate Programs in Administrative Management and Business Administration. It is an elective in the Human Resources Management Certificate Program.

Effective writing is a powerful tool in the business environment. Learn how to articulate your thoughts clearly, concisely and with a style that gets your writing read. Improve your skill at using this powerful instrument by learning to select and use appropriate formats, use the correct medium and adjust your writing style accordingly, as well as identify your objective and communicate it clearly. You’ll also learn to spot, avoid and correct the most common writing pitfalls and gain valuable experience analyzing, writing and revising a complete spectrum of business documents. From a simple inter-office memo to a business proposal, learn how to put good writing to work for you.

Learning Objectives

You will improve your writing skills specifically for the business world. You will practice necessary communication skills such as assessing audience, formulating communication objectives, selecting language and tone, chunking information, editing, and others. You will apply these skills to a variety of communication deliverables.

Methodology

Classroom methodology includes class lectures with visual aids. In addition, the class will participate in discussion groups and will create one group project (business proposal), which they will then present to the class. Each student will make one individual presentation (5-10 minutes). Students will complete individual in-class assignments as well as several formal papers.

Course Text

1. Required — Course Packet — Provided by Instructor

2. Recommended — Grammar and Mechanics — You’re required to exercise impeccable grammar and mechanics in your writing. If you think you might have trouble, I recommend two excellent reference books:

· Words into Type, Skillin & Gray (ISBN: 0139642625) — $31.96 on Amazon.com

· The Punctuation Handbook, Joan Miller (ISBN: 0937473146) — $4.95 on Amazon.com

Evaluation and Grading

Evaluation of Student Performance

	Participation and In-Class Assignments:
	15%

	Writing Assignment 1: Audience Analysis Study
	10%

	Writing Assignment 2: Bad News Memo
	10%

	Writing Assignment 3: Persuasive Memo
	15%

	Oral Assignment: Persuasive Pitch
	15%

	Writing Assignment 4: Employment Proposal
	15%

	Writing Assignment 5: Proposal
	20%


Grading Scale

A = 90% – 100%

B = 80% – 89%

C = 70% – 79%

D = 60% – 69%

Course Policies

What I Expect from You

· Be here. Be on time. Class attendance is not optional.

· Turn in everything on time. A paper is late if I don’t have it by the end of the class period on the due date. Period. No exceptions. Really. I mean it.

· Late paper penalty is one full letter grade off for every day it’s late. (“Day” is defined as 24 hours!)

What You Should Expect from Me

· Clarity. I will try to make course and assignment expectations as clear as possible. If you don’t understand requirements or concepts — ask me. 

· Relevance. I’ve never had patience with busy work, so I will not ask you to do any. Each assignment is geared to prepare you for some aspect of professional communication. If you don’t understand why you’re doing an assignment — ask me. 

Paper Submission Guidelines

· Computer-Generated Papers — All papers must be generated on a computer, not a typewriter. This course is about business writing! Typewriters are no longer used for creating documents, and they cannot produce the formatting necessary for effective information engineering.

· Hard copy. This is best for submitting papers because you’re actually in class to hand it to me on the due date. You also have more control over the formatting, fonts, and so forth.

· Fax copy. A MUCH less preferred method of turning in a paper. The number is 949-824-1534. Make sure you have a cover page and it’s clearly marked to my attention. This is my business fax — the time clock should be correct (with the energy blackouts — I can’t guarantee anything!). This fax machine must receive the paper before 9:30 pm on the due date or the paper is late.

· Electronic copy. You may submit papers via email to my home or office at your own peril. Both are PCs running Windows 95 with the Microsoft Office suite. I have Word 6 and Word 2000 with a mediocre font set (so don’t get too fancy). If you don’t have this setup, you may try an RTF file. 

· It is your responsibility to provide a file that I can read. If your paper loses formatting in the transfer, that is also your responsibility. I can only grade on what I see and read. I will not reformat your paper for you. I will open it and print it. That’s it.

· I will notify you via an email response if I cannot successfully open your file. That paper is then considered late and will be marked off accordingly.

· If you believe you may have to turn in papers via email, I strongly encourage you to send me a test file. I will print it out and bring it to the next class so that we can compare formatting. 

Course Outline

	Date
	June 26

	Reading for Today
	Introduction – no reading

	Objectives
	· Review syllabus and course logistics.

· Discuss the purpose of the class.

· Recognize different audiences in writing samples.

	Assignments Due
	None


	Date
	July 3

	Reading for Today
	Information Engineering Packet

	Objectives
	· Use the audience analysis principles in writing examples.

· Recognize and apply information engineering (chunking) principles.

	Assignments Due
	None


	Date
	July 10

	Reading for Today
	· Tone and Style Packet

· G&M & Punctuation Packet

· Class Style Guide

	Objectives
	· Use appropriate tone and style in all forms of business writing.

· Effectively edit your own writing and samples of other writing.

	Assignments Due
	Audience Analysis Study


	Date
	July 17

	Reading for Today
	I’ve Got Good News and Bad News Packet

	Objectives
	· Write an effective good news memo

· Write an effective bad news memo

	Assignments Due
	Audience Analysis Study


	Date
	July 24

	Reading for Today
	· Persuasion Packet

· Presentation Skills Packet

	Objectives
	· Write an effective persuasive business memo

· Master the skills and confidence to make an information business presentation.

	Assignments Due
	Audience Analysis Study


	Date
	July 31

	Reading for Today
	None

	Objectives
	· Make a presentation

· Learn to be an effective audience member for presentations.

	Assignments Due
	Persuasive Memo & Group One – Presentations 


	Date
	August 7

	Reading for Today
	None

	Objectives
	· Make a presentation

· Learn to be an effective audience member for presentations.

	Assignments Due
	Group Two – Presentations 


	Date
	August 14

	Reading for Today
	· Resume Packet

· Online Job Hunting Packet

	Objectives
	· Write an effective marketing-style resume

· Write an appropriate cover letter tailored to a specific job opening

· Find a job using the Internet

	Assignments Due
	None


	Date
	August 21

	Reading for Today
	Proposal Packet

	Objectives
	· Understand the basic outline and parts of a business proposal

	Assignments Due
	Employment Proposal


	Date
	August 28

	Reading for Today
	None

	Objectives
	· Outline your own business proposal.

· Flesh out the details and organize thoughts using excellent tone, style, grammar, and audience awareness.

· Create in-class dueling competitive proposals and pitch them to the audience.

	Assignments Due
	None


	Date
	September 4

	Reading for Today
	None

	Objectives
	· Work independently with groups outside of class for final projects.

	Assignments Due
	None


	Date
	September 11

	Reading for Today
	None

	Objectives
	· Turn in final proposal.

	Assignments Due
	Final proposal.



