MANHATTAN COLLEGE

School of Continuing and Professional Studies (SCPS)

Writing in the Workplace 

Instructor: 

Email:
Phone:
Course Description
This required course is an intensive writing workshop with occasional lectures by the teacher.  Students are expected to complete a variety of writing exercises and assignments, both in class and as homework.  The goal is for you to write fluent, logical, and grammatically correct Standard English.

Course Format: All of our courses are currently offered in a hybrid format, i.e. students will attend regularly scheduled onsite classes supplemented with online learning activities that include completing assignments and participating in discussions with faculty and classmates.

Texts


Bovee & Thrill, Business Communication Today, 11th edition, ISBN-13: 978-0138155063
Hacker, A Writer’s Reference, 7th edition, ISBN-13: 9780312601430
Learning Outcomes

By the conclusion of the course, students will be able to:

· Master the 3-step writing process: plan, write, and complete.

· Work effectively in small groups as critical readers and to participate in peer-review.

· Demonstrate competency in writing and presenting written, electronic, and oral workplace communications, as well as competency in using required business writing formats.

· Demonstrate an understanding of and competency in writing an effective project proposal, in conducting research which will include an annotated bibliography, and in writing a final report based on their project proposal and incorporating research/documentation in APA format.

· Demonstrate an understanding of and competency in effective and engaging PowerPoint design by delivering an oral PowerPoint presentation based on their final report.

Evaluation
Class participation AND Read/React/Respond discussion board participation
40% 

Good News Memo/Bad News Memo/Persuasive Essay



10%

Project Proposal with Annotated Bibliography




15%

Formal Report based on Project Proposal





15%

PowerPoint Presentation







10%

Oral Presentation








10%

CLASS SCHEDULE

Week One:
Introduction
· Overview of Syllabus
· Modes of communication


· The 3-Step Writing Process

In-class reading—Bovee & Thrill, pages 87-93.

· Reactions and Responses

Positive Messages

· In-class reading—Bovee & Thrill, pages 219-223

· Reactions and Responses

· In-class writing—The Good News Memo:

Your company has had an outstanding year, in spite of the weak economy.  The CEO and the Board of Trustees have decided to pass on some of the gain to the company’s employees.

Write a memo from the CEO that gives the good news that all employees will receive a 
4% cost-of-living raise. Because good news is always welcome, use the direct approach.  Remember to give specific details (why everyone is getting a raise, for example).


· Apply the 3-step writing process—plan (50%), write (25%), and complete (25%)

Negative Messages

· In-class reading—Bovee & Thrill, pages 247-254

· Reactions and Responses

· In-class writing—The Bad News Memo:

You’ve been proud of many things your gardening tool company has accomplished as it grew from just you working in your basement shop to a nationally known company that employs over 200 people.  However, nothing made you prouder than the company’s Helping Our Hometown Grow program, in which employees volunteer on company time to help residents in your city start their own vegetable gardens using tools donated by the company.  Nearly 50 employees participated directly, helping some 500 families supplement their grocery budgets with home-grown produce.  Virtually everyone in the company contributed, though, because employees who didn’t volunteer to help in the gardens pitched in to cover the work responsibilities of the volunteers.  Sadly, ten years after you launched the program, you have reached the inescapable conclusion that the company can no longer afford to keep the program going.  With consumers around the country still struggling with the aftereffects of a deep recession, sales have been dropping for the past three years—even as lower cost competitors step up their presence in the market.  To save the program, you would have to lay off several employees, but your employees come first.

Write a memo to the entire company, announcing the cancellation of the program.

· Apply the 3-step writing process—plan (50%), write (25%), and complete (25%)

Persuasive Messages
· In-class reading—Bovee & Thrill, pages 282-287

· Reactions and Responses

· In-class writing—the Persuasive Letter

The coffee shop across the street from your tiny apartment is your haven away from home—great beverages, healthy snacks, an atmosphere that is convivial but not so lively that you can’t focus on your homework, and free wireless.  It lacks only one thing: some way to print out your files when you need hardcopies.  Your college’s library and computer labs provide printers, but you live three miles from campus, and it’s a long walk or an inconvenient bus ride.

Your task:  Write a letter to the owner of the coffee shop, encouraging her to set up a printing service to complement the free wireless access.  Propose that the service run at 
a break-even prices, just enough to pay for paper, in cartridges, and the cost of the printer itself.  The benefit to the shop would be enticing patrons to spend more time—and therefore more of their coffee and tea money—in the shop.  You might also mention that you had to take the bus to campus in order to print this letter, so you bought your afternoon latté somewhere else.

· Apply the 3-step writing process—plan (50%), write (25%), and complete (25%)

Homework 

· Read Bovee & Thrill—chapters 1 and 13
· Discussion Board prompts:

· Explain why effective communication is important to your career and discuss what makes Business Communication Effective.
· How does one adapt the 3-step writing process to proposals and reports?

· What are the options for organizing information and analytical reports?  

· Explain how to choose and organizational strategy when writing a proposal.
· What is the difference between a proposal and a report?

Week Two:
Creating an in-depth, researched project proposal

· Choosing a topic

· Clarifying and focusing your topic

· Developing a work plan

Gathering Information

· Basic Research Methods
· Library Resources
· On-line catalog—basic search and advanced search

· Databases
· Evaluating Resources
· Bibliographic format—APA style
· Read Hacker, pages 458-463

· Annotating a bibliography—Read Hacker, pages 358-365
Build your annotated bibliography

· Find at least 10 sources from either the library’s online catalog or its databases
· Use the correct APA documentation style to format your bibliography (Hacker, APA-4b, pages 463-482).
· Keep track of source materials

· Avoid unintentional plagiarism

· Annotate your bibliographic entries

· Write several brief sentences summarizing key points of a source

· Will help identify how the source relates to your argument

· Use your own words

· Use quotes sparingly

· Clarify the source’s ideas

Homework

· Read Bovee & Thrill, chapter 14
· Discussion Board prompts:

· Why is it important to adapt to your audience when writing a report?  How does one make such an adaptation?

· What are the characteristics of effective report content?

· Why do formal reports include an introduction, body, and close?

· Write a rough draft of your project proposal

· Apply the 3-step writing process—plan (50%), write (25%), and complete (25%)

· Due at beginning of class, Week Four
· Include completed annotated bibliography

Week Three:
Workshop/Peer review your project proposal
· Develop your inner reader-critic

· Is the proposal adapted to its audience?

· Is the proposal in the appropriate format?

· Does the proposal build a relationship with its audience?

· Does the proposal have an appropriate style and tone?

· “Housekeeping”

· Spelling?
· Logical organization?

· Appropriate word choice?

· Correct grammar?

Writing a 7-10 page formal, research-based report
· Drafting Report Content—creating an outline

· Introduction

· Body

· Close/Conclusion

· AIDA 
· Attention

· Interest

· Desire

· Acceptance/Action

In-class writing

· Rough draft of report—due at end of class

Homework

· Read Bovee & Thrill, Chapter 15

· Discussion Board prompts

· Describe the challenge of revising reports.

· What are the major components of formal reports?

· Why is it important to have an effective plan for proofreading report?

· Describe such a plan.
Week Four:

Workshop/Peer review rough draft of report

· Develop your inner reader-critic

· Is the report adapted to its audience?

· Is the report in the appropriate format?

· Does the report build a relationship with its audience?

· Does the report have an appropriate style and tone?

· “Housekeeping”

· Spelling?

· Logical organization?

· Appropriate word choice?

· Correct grammar?
Revise and Rewrite your report
· Pay close attention to organization

· Strive for clarity

· Proofread carefully

Producing the report
· Project proposal with annotated bibliography

· Prefatory materials

· Executive Summary

· Table of Contents

· Letter of Transmittal

· Title Page

· Title Fly

· Cover

· Report Text

· Introduction

· Body

· Conclusion/Close

· Supplementary materials

· Appendixes

· References

· Index

Final draft of report, with all its format components, due at the end of class.

Homework
· Read Bovee & Thrill, chapters 12 and 17

· Discussion Board prompts

· What are some principles of graphic design that will help ensure effective visuals?

· What kinds of ethical lapses are possible when using visuals?
· Explain how best to integrate visuals with text.

· How does one create effective slide content?

· Discuss the decisions involved in selecting color, artwork, and typefaces to create effective slide design.

Week Five:

Creating a PowerPoint presentation
· Planning

· Designing effective slides

· Color

· Artwork

· Typefaces

· Consistency

· Designing effective content

· Text

· Tables and graphics

· Transitions and builds

In-class assignment
· Begin designing a PowerPoint presentation that will support your oral presentation of your formal report.

Homework

· Read Bovee & Thrill, chapter 16

· Discussion Board prompts

· Describe and discuss the tasks involved in analyzing the situation for a presentation and for organizing a presentation

· Discuss how to adapt to your audience and develop and effective opening, body, and close for an oral presentation.
· Discuss five steps for delivering a successful presentation.
· Discuss how an effective PowerPoint presentation can support and strengthen your oral presentation.

Week Six:

Workshop/Peer review PowerPoint presentations

· Critique

· Edit

· Revise

· Proofread

Develop your oral presentations
· Analyze the situation

· Organize your presentation

· Define your main idea

· Limit your scope

· Choose your approach

· Prepare your outline

In-class writing
· Create your outline

Homework

· Carefully review and proofread your project proposal, annotated bibliography, and your formal report
· Correct spelling?

· Correct punctuation?

· Correct grammar?

· Make sure that your project proposal and report have all the format components required for the submission of a formal business document
· Review your PowerPoint

· Consistent?

· Effective?

· Practice your oral presentation along with your PowerPoint in order to become comfortable with transitions

· Print out a hard copy of your PowerPoint presentation

Week Seven:

Oral Presentations of formal reports with PowerPoint presentations
Due at the end of class
· Project proposal

· Report

· Hard copy of PowerPoint presentation

· Outline for oral presentation

The weekly details connecting learning outcomes to various readings, assignments and activities are show in the table below.  For details see page 2. :

Sample Table - Topics/Assignments by class meeting/by the week

	Week
	Readings
	Assignments
	Learning Outcome Addressed

	1
	Bovee & Thrill, pages 87-93, pages 219-223
	Include: Bad news and Good news memo,

 Persuasive letter. 
Discussions
	LO 1, LO 2, LO 3

	2
	Hacker, p. 458 -463;

B & T, Chapter 14 
	Proposal Draft
Discussions

	LO 4

	3
	B&T, Ch. 15

	Discussions
Proposal Draft Due

	LO5 

	4
	B&T, Ch.12, 17
	Discussions
Final Proposal due

	LO3

	5
	B&T, Ch 16
	Begin Powerpoint Presentation
Discussions
	LO2, LO5

	6
	
	Outline 

Oral presentation practice
	LO2, LO5

	7
	
	Oral Presentations

Final Reports
	LO2, LO5


Relationship of course to Program Goals/Outcomes (From the Curriculum Map):
This course supports the development of oral communication, written communication, teamwork, and research skills.
Academic Expectations and Tips:

As working professionals, students are expected to bring the same commitment and to apply, academically, the same high standards they hold at their place of employment.

Class participation (which, by necessity, includes having completed the homework), attendance, and on-time arrival are mandatory.  

Discussion Board

The online discussion board is an essential component of this class.  Students are responsible for ensuring that they have access to Moodle by the first day of class.  The discussion board will take the form of a Reading Journal.  Students are required to Read/React/Respond to the assigned chapters from our texts.  The instructor will provide prompts from the assigned chapters to facilitate discussion.  The course requires that students respond to all classmates each week.  There is a 200 word minimum requirement for each entry. 

Conduct in Class Sessions:  Lively discussion and questions are always welcome. I expect everyone to be civil and respectful to each other in class and on the Discussion Board. I will try to schedule two breaks during the class sessions for you to use your cell phone, stretch, etc. There is an absolute ZERO tolerance policy regarding texting, emailing, or any other form of computer use or communication not directly related to your assignments during the class sessions. As a courtesy to your peers, please turn off all cell phones before entering the classroom.

Attendance Policy:

It is the responsibility of the student to attend all sessions. It is impossible to do well without doing so.  However, if a student is unable to attend a class, s/he must contact the Professor by e-mail or phone.  Students missing more than one (1) class session per term will automatically fail the course and be required to repeat the course for credit.   

Electronic Devices Policy (See sample on the next page)

Devices of all types are to be turned off  in class. Their usage is rude and most times of little learning consequence. Exceptions are to be brought to the instructor’s attention.

Policy on Academic Integrity:

The mission of Manhattan College is to provide a contemporary, person-centered educational experience characterized by high academic standards, reflection on faith, values and ethics and lifelong career preparation.

In keeping with this Mission, Manhattan College has devoted itself to fostering a climate of academic trust and integrity, so that our students master their disciplines through their own hard work and manifest their respect for their own work and the work of others through openness and honesty.  Our students accept the Academic Code of Honor and pledge that they will not cheat lie or steal or tolerate others who do.  Academic integrity is at the heart of the Manhattan College learning experience.

Academic integrity means that every member of the academic community accepts the responsibility to be honest, truthful, ethical and accountable for all intellectual efforts, for all access to and presentation of data, facts, information and opinions, and for all access to and use of data or other files (printed, oral, audio, video or digital) related in any way to students, faculty, staff or administration.

Americans with Disabilities Policy and the Specialized Resource Center

Manhattan College adheres to the requirements of the Americans with Disabilities Act of 1990 and the Rehabilitation Act of 1973, Section 504. No qualified individual with a disability shall, on the basis of disability, be excluded from participation in or be denied the benefits of this institution's classes or facilities. The College has made reasonable modifications in policies, practices, procedures and/or facilities when such modifications were necessary, to accommodate the needs of disabled individuals. The office of the SRC, has been designated to coordinate compliance with the nondiscrimination requirements contained in Subtitle A of the Americans with Disabilities Act of of 1990.

Visit http://manhattan.edu/academics/specialized-resource-center for more information

*     *     *
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