Chaminade University
Course Syllabus

BU 308
Professional Writing and Presentation
Credit Hours: 3
                      Fall 2011:  August 22 – December 5
Instructor
Dr. Hans Chun
Email:  hans.chun@adjunct.chaminade.edu
Office Hours: By appointment
Required Texts: 
Rentz, K., Flatley, M., & Lentz, P. (2011). Lesikar’s Business Communication: Connecting in a Digital World. 12th ed., New York: McGraw-Hill.
Course Description

This course will help to fulfill the learning outcomes for Accounting, Business Administration, and Marketing majors with written and oral communication skills suitable for business and other tasks.
Course Objectives
Letters, proposals, reports, and presentations are often the vehicles through which professionals get their ideas accepted and their contributions valued.  This course teaches the rhetorical principles and writing and presentation practices required for effective communication in business.  The course focuses on format, layout, and design strategies for developing informative documents and presentations that use business data to address specified audiences in a variety of professional situations.
· Demonstrate ability to complete business and other presentations using appropriate research and technology;

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

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

· Demonstrate ability to write effective formal reports and proposals.

Academic Honesty:  Plagiarism is grounds for zero points on an assignment, F for a course, or probation or suspension from the University.  Honesty, integrity, and adherence to Chaminade University policies and procedures are expected from all students at all times.  Plagiarism and cheating will not be tolerated and could result in an F for the assignment and/or failure from the course and possibly suspension from the University.  Plagiarism includes the "deliberate use or reproduction of ideas, words, or statements of another as one's own without proper acknowledgement or citation"; "using verbatim or paraphrased text without proper citation"; "paraphrasing as to mislead the reader regarding the source"; and "submitting, without permission, the same written or oral material in more than one course."  You may NOT give or receive help on the quizzes, midterm exam or final exam.  You MAY give and receive help on homework and group assignments.
Grading 
	500-430
	A
	

	429-380
	B
	

	379-330
	C
	

	329-200
	D
	

	199-0
	F
	


A =  Excellent performance. Work is exemplary and worthy of emulation by others. Student constructively contributes to the learning environment.

B =  Above average performance. Assignment is complete and on time and exhibit a complete understanding and an ability to apply concepts.

C =  Average performance. Student accomplishes only the minimum requirements or does not complete all aspects of an assignment. 

D =  Work is below acceptable level for a college student. Student shows only a very basic understanding of the material or does not meet the assignment requirements.

F =  Work is not passing. Student’s work is incomplete, chronically late, or does not apply information and concepts in a satisfactory manner.
	Assignments
	Points

	Participation
	50

	Assignments 
	300

	Mid-term Exam
	75

	Final Exam
	75

	Total
	500


-Subject to change during the course-
Course 

Students are expected to keep up with the readings for the week.  Students are expected to keep up with the readings for the week.  Written assignments can be turned-in the following class with a 25% deduction.
Cell phones must be on silent before coming to class.  Laptop use is not permitted in the course unless allowed by the instructor.
The textbook is required for this course and will be brought to class.  

Failure to take an exam or presentation on the scheduled date will result in zero points.  No make ups will be allowed, except if the absence is arranged due to an emergency that is approved by the instructor.

Attendance - Regular, on time attendance is expected.  Excused absences must be declared in advance.  Absences due to illness must be accompanied by a doctor’s note.  Athletes should have a letter from his/her coach prior to missing class.  Failure to attend class will negatively affect your grade as follows: 

o 
First two absences are without penalty. 

o 
A third, fourth, and fifth absence will lower your participation grade by 15 points for the third and fourth and 20 points for the fifth.
o 
Sixth absence – course failure

o 
You must attend 45 minutes of the 50-minute class to be counted present 
Timeliness.  Students are expected to be on time, ready to participate in class. Unexcused tardiness will result in the loss of participation points at the discretion of the instructor. 

Participation.  There will be ample opportunity for group discussions.  Disruptive behavior will not be tolerated and will result in loss of points and/or expulsion from class.  No cell phone use in class, including checking and sending text messages in silent mode.
Course Schedule
The following schedule represents the planned flow of this course and the work that you will be expected to do to complete the requirements of the course.  However, depending on the pace of the class and other factors, this schedule may be modified.  Assignments will be announced in class.
	Wk
	Class
	Read

Chapter(s)

	Aug. 22 – Aug. 28

	Introduction, Communication in the Workplace
	1

	Aug. 29 – Sept. 4

	Communication in the Workplace, Adaptation and the Selection of Words

	1, 2

	Sept. 5 – Sept. 11
Sept. 5 – Labor Day, no class
	Construction of Clear Sentences and Paragraphs

	3

	Sept. 12 – Sept. 18

	Writing for a Positive Effect, The Writing Process and the Main Forms of Business Managers

	4, 5

	Sept. 19 – Sept. 25

	Directness in Good-News and Neutral Messages, Indirectness in Bad-News Messages

	6, 7

	Sept. 26 – Oct. 2

	Indirectness in Persuasive Messages, Communicating in the Job-Search Process


	8, 9



	Oct. 3 – Oct. 9

	Basics of Report Writing, Types of Business Reports
Mid-term exam on Chapters 1-9

	10, 11

	Oct. 10 – Oct. 16
Oct. 10 – Discoverers’ Day, no class
	Graphics in Reports and Other Documents, Oral and Interpersonal Communication
	12, 13

	Oct. 17 – Oct. 23
	Spring Break

	14

	Oct. 24 – Oct. 30
	Oral Reporting and Public Speaking

	15

	Oct. 31 – Nov. 6
	Cross-Cultural Communication

	15

	Nov. 7 – Nov. 13
	Correctness of Communication

	16

	Nov. 14 – Nov. 20

	Technology-Enabled Communication

	17

	Nov. 21 – Nov. 27
Nov. 25, Thanksgiving Break, no class
	Business Research Methods
	18

	Nov. 28 – Dec. 4
	Project 

	

	Dec. 5

	Final Exam on Chapters 10-18
	




4

