
BU 308-01: Professional Writing and Presentation
Spring 2008

Meeting Times:
MWF 9:00–9:50am


Instructor: 
Meredith J. Lee, PhD

Office: 
Henry 206L


Office Phone: 
440-4213


Office Hours: 
MF 11:15am–12:30pm, 1:00–2:00pm;



W   11:15am–12:30pm; or by appointment


Email: 
meredith.lee@adjunct.chaminade.edu

Course Objectives
This course fulfills the following program learning outcome for all accounting, business administration, and marketing majors: Demonstrate written and oral communication abilities appropriate to business-related tasks.

BU 308 Course Learning Outcomes:

· Demonstrate the ability to construct a business presentation using appropriate research and technology.

· Demonstrate the ability to conduct a business presentation appropriate to a professional audience.

· Demonstrate the ability to facilitate and participate in individual and group meetings.

· Demonstrate the ability to write effective professional correspondence, including letters, memos, and e-mails.

· Demonstrate the ability to write effective formal reports and proposals.

Required Text
Lesikar, Raymond, Marie Flatley, and Kathryn Rentz.  Business Communication: Making Connections in Digital World. 11th Ed. New York: McGraw-Hill, 2008.

Required Extras

1. Loose left (folder) paper for in-class assignments

2. Blue or black ink pen

3. Binder or multi-pocket folder to organize your work for this class

4. Email account that you will check regularly!

5. Access to a computer with reliable internet access and a printer

Student Responsibilities

I. Attendance, Participation, and Homework:  You can’t learn to play tennis by sitting in the bleachers.  And you can’t learn to write without actually participating in class. Therefore, you will be expected to attend class regularly, come prepared and participate in class discussions and activities.  Chronic unpreparedness will adversely affect your participation grade.  Writing is not a spectator sport!

Late Assignment Policy: Late assignments will be penalized 10% (or one letter grade) per day including weekends and holidays.  ALL essays must be completed to receive a final course grade.  

II. Assignments:  All assignments should be done on a computer (preferably using MS Office software).  All drafts must be completed to receive a grade for the assignment.  These assignments will vary in length.  However, all should be neat as they represent you as a professional.  Be sure to include your name, class and section with each assignment.  Each assignment should be neatly stapled or otherwise held together (such as with a report cover).  Specific formats—such as fonts, margins, tables and charts, images, and the use of color—will be discussed in class. Be sure to cite any sources you use for assignments.
The assignments for this class will include the following:
· Emails
· Letters
· Memos

· A Short Report

· A Group Project consisting of 

· Part 1: Written Report with Oral Presentation, and 
· Part 2: Written Proposal with Oral Presentation
Assignment details will be provided in class.
III. Important Information

Special Circumstances and Disability Accommodations:  If special circumstances or a family emergency arises, please contact me as soon as possible so that we can make alternative arrangements and/or deadlines.  DO NOT WAIT until it is too late!  If you require special disability accommodations, please see me immediately.

Class Behavior:  This class is a learning community and there are certain responsibilities that each of us has that will insure that our learning community is beneficial for everyone.  This means courtesy in the classroom is expected at all times.  Please turn of all cell phones and other electronics.  Please wait until after class to return any phone calls, pages, text messages, etc. (except for emergencies).   If you must take a call during class hours, please leave the room so that the rest of the class can continue undisturbed.

Plagiarism: Plagiarism is the offering of work of another as one's own. Plagiarism is a serious offense and may include, but is not limited to, the following:

1. 
Complete or partial copying directly from a published or unpublished source without proper acknowledgment to the author. Minor changes in wording or syntax are not sufficient to avoid charges of plagiarism. Proper acknowledgment of the source of a text is always mandatory.

2. 
Paraphrasing the work of another without proper author acknowledgment.

3. 
Submitting as one's own original work (however freely given or purchased) the original exam, research paper, manuscript, report, computer file, or other assignment that has been prepared by another individual.

In the cases of alleged academic dishonesty (such as plagiarism, cheating, claiming work not done by the student, or lying) where a faculty member observes or discovers the dishonesty, the faculty members may choose to confront the student and handle the matter between the faculty member and the student, or the faculty member may choose to refer the incident to the Dean or Graduate Program Director. […] If the faculty member chooses to confront the situation and it is not satisfactorily resolved between the faculty member and the student, the matter may then be referred or appealed to the Dean or Director.

In either case, the Dean or Graduate Program Director may choose to resolve the matter through a meeting with both the student and the faculty member, or refer the matter to the Executive Vice President and Provost. The findings, in either case, are final. (University Catalog, 2007-08, p. 55)

** If you are still unsure about what plagiarism is, please do not hesitate to ask! Please do not just turn your paper in and hope for the best. 
Required Coursework and Grading Breakdown


Short Assignments
30%

Group Projects Part 1 Written Report
10%

Report Presentation
10%


 Group Projects Part 2 Written Proposal
15%


Proposal Presentation
15%

Attendance, Participation, Homework
20%


100%
Grading Scale

‘A’
Outstanding scholarship and an unusual degree of intellectual initiative (90-100).
‘B’
Superior work done in a consistent and intellectual manner (80-89).
‘C’
Average grade indicating competent grasp of subject matter (70-79).
‘D’ 
Inferior work of the lowest passing grade, not satisfactory for fulfillment of prerequisite course work (60-69).
‘F’
Failed to grasp minimum subject matter; no credit given (59 or less).
