BU 308-02:  Professional Writing and Presentation

Spring 2010


Meeting Times:
MWF 1:00 – 1:50 PM

Instructor: 
Virgilio Ramon de la Cruz


Office: 
TBA


Office Phone: 
TBA


  Office Hours:
By Appointment Only


Email: 
virgilio.delacruz@adjunct.chaminade.edu 

Course Objectives:

You may expect this course to fulfill the following learning outcomes for Accounting, Business Administration, and Marketing majors: “Ability to use University-level written and oral communication skills suitable for business and other tasks.

BU 308 Learning Outcomes:

· Demonstrated ability to complete business and other presentations using appropriate research and technology;

· Demonstrated ability to facilitate/ participate in one-on-one and group meetings;

· Demonstrated ability to write effective professional correspondence, including letters, memo’s, and e-mails; & 

· Demonstrated 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

Other Requirements

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

2. Black-ink pen(s);

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

4. Valid e-mail account; & 

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

Student Responsibilities

I. Attendance, Participation, and Homework:  You learn to write, partly, by reading – but ultimately by actually writing.  Therefore, you are expected to attend class regularly, come prepared and participate in class discussions and writing activities.  Chronic lack of preparing for class will adversely affect your grade.

Late Assignment Policy: Late assignments will be penalized 10% (or one letter grade) per day including weekend days 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 compatible software), unless done in class.  All drafts must be completed to receive a grade for the assignment.  These assignments will vary in length; all should be neat, as though you as a professional were presenting them to a source of your ongoing funds.  Be sure to include your name, class and section with each assignment.  Assignments must be stapled or otherwise neatly 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 sources you use for assignments.

The assignments for this class may include the following:

· E-mails

· Letters

· Memos

· Short Report(s)

· Group Project(s) 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 a special circumstance or family emergency occurs, please contact me before the very next class session, so 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 you have certain responsibilities assuring that our learning community is beneficial for everyone: Courtesy is expected in the classroom at all times.  Please silence all cell phones and other electronics.  Please wait until after class to return any phone calls, pages, text messages, etc. (except for life-and-death emergencies).  If you must take a call during class hours, please leave the room so that the rest of the class may continue undisturbed.

Plagiarism: Plagiarism is offering the 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 – or student – may choose to refer the incident to the Dean or Graduate Program Director or other University official.  If the faculty member or student chooses to confront the situation and the situation is not 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.

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

Required Coursework and Grading Breakdown


Midterm
10%

Final
20%


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).

Class Meetings:
See the CUH Term Schedule and the following outline: (Syllabus subject to change)




Mon. Jan. 11: 
Introductions/ ice breakers; course & syllabus overview; discussion of class schedule


ASSIGNMENTS for next class:  Reading “About the Authors”; “Preface”; “A Quick Look at the New Edition”; & “Brief Contents” – prepping for a QUIZ; scanning “Table of Contents”; reading SYLLABUS & Chapter 1 “margin notes”; & WRITING one-page “history” of your family and self


You are responsible for reading (& may be tested on) all chapters. 

Wed. Jan. 13:  Discussion of “About the Authors”; “Preface”; “A Quick Look at New Edition”; “Brief Contents”; “Table of Contents”; Chap. 1 “margin notes”; and the “history” of your family and yourself. Prepare Vocabulary List for the term.


 ASSIGNMENTS for next class:  Reading Chapter 1; reading Chapter 2 “margin notes”

Fri. Jan. 15: 
Discussion of Chapters 1 & 2; discussion of your family- and self-history. Discuss Vocabulary List


ASSIGNMENTS for next class:  SCANNING ALL remaining “margin notes” (Chapters 3 - 19); reading Chapters 2 & 3 – prepping for a QUIZ. Write one page teaching someone how to do something you enjoy doing. 

Wed.Jan.20:
Discuss Chapters 2 & 3. Why is communication important? Share procedures.


ASSIGNMENTS for next class: Reading Chapter 17  

Fri. Jan. 22:
Discusson on Chap. 17 and English grammar. Why is grammar knowledge important for communication?  


ASSIGNMENTS for next class:  Reading Chapters 4, 5

Mon. Jan. 25:
Discuss methods of outlining and drafting. Why are multiple drafts so important?


ASSIGNMENTS for next class Reading Chapter 6. Scan Chapters 7 & 8

Wed. Jan. 27:
Discussion on the differences between direct and indirect communication


ASSIGNMENTS for next class:  Reading Chapter 7

Fri. Jan. 29:
Discussion of Chapter 7. 


ASSIGNMENTS for next class:  Reading Chapter 8. Write me a persuasive essay convincing me of something. 

Mon. Feb. 1:
What makes a good persuasive essay and why is it important to know how to write one? 


ASSIGNMENTS for next class: Read Chapter 9. Construct a basic resume.

Wed. Feb. 3:
Discussion of what makes a solid resume/cover letter. What is their purpose? 


ASSIGNMENTS for next class:  Read Chapter 10. 

Fri. Feb. 5:
Discussion of Chapter 10


ASSIGNMENTS for next class:  Reading Chapter 11 & scanning 12. Read one sample report and write an executive summary on it. 

Mon. Feb. 8: 
Discussion of Chapter 11. Share executive summaries with class. 


ASSIGNMENTS for next class:  Reading Chapter 12; 

Wed.Feb.10:
Discussion of Chapter 12.


ASSIGNMENTS for next class:  Reading Chapter 13

Fri. Feb. 12: 
Discussion of Chapter 13. What are the importance of graphics and is there such thing as too many? 


ASSIGNMENTS for next class:  Reading Chapters 14 & 15

Mon. Feb.15:
NO CLASS – “PRESIDENTS’ DAY”

Wed. Feb.17:
Discussion of Chapter 14. Time management and efficient meeting conduction. 


ASSIGNMENTS for next class:  Scan Chapter 15 to prepare for Friday's discussion.

Fri. Feb. 19:
Discussion of Chapter 15. Compare meeting conduction to oral reports. What skills are unique and what skills are shared? 


ASSIGNMENTS for next class:  Reading Chapter 16. Prepare one of the Critical Thinking Exercises from pg. 481 to present to small groups on Monday. 

Mon. Feb. 22: Discussion of Chapter 16. Sample oral presentations in small groups. 


ASSIGNMENTS for next class:  Reading Chapter 17

Wed. Feb.24:
Discussion of Chapter 17.


ASSIGNMENTS for next class:  Reading Chapter 18

Fri. Feb. 26:
Discussion of Chapter 18. Review semester vocabulary. Discuss and hand out Take Home Mid-Term. 


ASSIGNMENTS for next class:  Take Home Mid-Term Exam

Mon. Mar.1:
Hand in Mid-Term Exam.


ASSIGNMENTS for next class: Read Chapter 19.  

Wed. Mar. 3: 
Discussion of Chapter 19. Discuss the importance of doing research efficiently and effectively. Discuss group project expectations. Break class into groups. 


ASSIGNMENTS for next class:  Begin to prep. Group Projects

Fri. Mar. 5: 
Discussion of group presentation topics. 


ASSIGNMENTS for next class:  Continue to prep. Group Projects Re-read Chapter 19 and take notes on how the techniques in the chapter will apply to your group presentation. 

Mon. Mar. 8: 
Discuss Chapter 19 again and how the chapter can benefit your presentations. 


ASSIGNMENTS for next class:  Re-scan Chapters 1-3; continue to prep. Group Projects  As a group, present a one page progress report to me, by appointment, outside of class. 

Wed. Mar.10: Discuss Chapters 1-3. 


ASSIGNMENTS for next class:  Re-scan Chapters 4-6; continue to prep. Group Projects As a group, present a one page progress report to me, by appointment, outside of class.

Fri. Mar. 12: 
Discuss Chapters 4-6


ASSIGNMENTS for next class:  Re-scan Chapters 7-9; continue to prep. Group Projects As a group, present a one page progress report to me, by appointment, outside of class.

Mon. Mar.15: Discuss Chapters 7-9


ASSIGNMENTS for next class :  Re-scan Chapters 10-12; continue to prep. Group Projects

Wed. Mar.17:
Discuss Chapters 10-12


ASSIGNMENTS for next class:  Re-scan Chapters 13-15; continue to prep. Group Projects

Fri. Mar. 19:
Discuss Chapters 10-12 


ASSIGNMENTS for next class: continue to prep. Group Projects

Mar. 22- 26:
NO CLASS: “Spring Recess”. Go play on the swings.

Mon.Mar.29: HAND IN & PRESENT Group Projects


ASSIGNMENTS for next class:  Re-scan Chapters 16-19 

Wed. Mar 30: HAND IN & PRESENT Group Projects


ASSIGNMENTS for next class:  Re-read Chapter 9. Revisit your resume. Find some examples of professional resumes and take notes to share with the class.

Fri. Apr. 2:
Good Friday NO CLASS

Mon. Apr. 5:
Discuss Chapter 9. Talk about comparisons between your resume and the examples you found. What is the most important thing to have on a resume? 


ASSIGNMENTS for next class:  Re-read Chapter 19. Choose one topic from the list and create a procedure for performing research based on Chapter 19.

Wed. Apr. 7:
Discussion of procedure and proper methods of research.


ASSIGNMENTS for next class:  Re-read Chapter 10.

Fri. Apr. 9:  Discuss Chapter 10 and the basics of report writing.


ASSIGNMENTS for next class: Re-read Chapter 11. Prepare one of the Critical Thinking Exercises on page 360.

Mon. Apr.12:
Discussion of Chapter 11.


ASSIGNMENTS for next class:  Re-read Chapter 12 

Wed. Apr.14: Discussion of Chapter 12. Introduce Research Project. 


ASSIGNMENTS for next class: Review vocabulary list. Start work on research project. 

Fri. Apr. 16:  Discuss some sample reports and how templates can help you with research.


ASSIGNMENTS for next class:  Work on project. Write an executive summary of your report

Mon. Apr.19:
Share executive summaries with small groups for feedback/advice.


ASSIGNMENTS for next class :  Continue work on project. 

Wed. Apr.21:
Discuss projects and progress.


ASSIGNMENTS for next class:  Continue work on project.

Fri. Apr.23:
PROJECTS DUE!

Mon. Apr.26:
Review textbook 

Wed. Apr.28:
Review textbook.

Fri. April 30: Hand out and go over Take Home Final. Discuss 

Wed. May 5: FINAL EXAM:  8:00 a.m. to 10:00 a.m.

