
Chaminade University of Honolulu - BU 308 01 

Professional Writing & Presentation
Henry Hall Room # 107

INSTRUCTOR:
Professor Bruce Monahan, BS, MA


Office Hours: Tuesday 1:00 to 3:00 or by Appointment


Location – School of Business, Kieffer Hall – Room 27


Instructor’s Chaminade Phone: 440 - 4253 (Dial “253” to call from campus)

Instructor’s e-mail: bmonahan@chaminade.edu
COURSE TITLE:
Professional Writing & Presentation 
TEXT:
Basic Business Communications, 2005, 10th ed., Raymond Lesikar, Ph.D. and            
Mari Flatley, PhD.
TECHNOLOGY REQUIREMENTS:

Students must have computer access and an active Chaminade e-mail account.  All e-mail messages between the instructor and students (and between the students and the instructor) are to be sent via the Chaminade e-mail system.  Students will be using the textbook publisher (McGraw Hill) web site to review class materials and take “practice tests.”  Instructions will be provided on accessing/using the web site.
PROFESSIONAL & ACADEMIC WRITING STANDARDS:

Students are to follow professional and academic standards for writing papers and completing class assignments on schedule.  
PURPOSE:
1. Introduce students to the tools, practices and disciplines of professional writing/communications. 
2. Develop student portfolios of well written communications based on class assignments which can serve as models to be applied to other classes at CUH and in current and future work and/or professional correspondence.
3. Develop/enhance critical thinking skills.
4. Present oral presentations of critical thinking questions and exercises.

5. Preparing written presentations of critical thinking questions, exercises and problems
6. Identifying and reporting back to the class opportunities that students found in their other course work at CUH to incorporate/integrate the tools/methods/best practices presented in Professional Writing & Presentation. 
7. Develop personal skill in critiquing the written and oral communications of other students in the class.

8. Assess your participation in a “service learning” experience at a local elementary or intermediate school in which students assist teachers in enhancing the written and oral communication of the students.

 COURSE OBJECTIVES:

1. Understand and be able to apply the Basic Business Communication Terms, Concepts and Best Practices (listed at the end of each chapter) to effective business communications. 
2. Identify potential career opportunities in fields such as advertising, publishing, technical writing, marketing, finance, operations management, etc. and facilitate student understanding of the prerequisite requirements (knowledge, skill and experience).  

REQUIREMENTS & MAJOR ASSIGNMENTS:
1. Students are to come to class having read and studied each chapter by the date shown on this syllabus.  Every student should be prepared to:
a)   Answer questions by the Instructor and/or other students about the Chapter Objectives.
b)   Demonstrate your understanding of the chapter objectives by discussing the Objective/Goal Criteria listed after each of the chapter objectives.
c) Prepared a list of questions to ask the instructor or other students about the key points/ topics in each chapter.

d) Prepare written answer(s) to assigned Critical Thinking Question(s) and/or other exercises in the chapters.
e) Being ready to answer/discuss what you learned from completing the Critical Thinking Exercise(s).
2. Prompt and regular attendance is expected of all students.  
3. If a student is absent for more than 3 times, 25 pts will be deducted for each absence beyond three (unless the absence is necessitated by a medical condition and the student provides a note from their physician/health care provider.)  
4. Students are expected to take exams as scheduled.  No make-up exams will be given unless the student has notified the instructor BEFORE the exam is administered that he/she will be unable to take the exam with the class, and the student provides a note signed by a medical provider, or will be absent for a Chaminade sporting event.
 PW&P COURSE OUTLINE

	#
	Date
	Focus
	Homework

	
	
	
	Ex
	Pg(s)

	 Part 1 – Introduction (Ch 1)

	1
	22 Aug
	· Introduction & Approach to Class
	Overview
	n/a

	2
	24 Aug
	· Ch 1 Communication in the Workplace
	Discuss
	01 - 15

	3
	26 Aug
	· Ch 1 CT Questions/Exercises
	Student

 Reports
	16 - 17

	 Part 2 - Fundamentals of Business Writing (Ch 2 – 4)

	4
	29 Aug
	· Ch 2 Adaptation and the Selection of Words
	Discuss
	19 - 38

	5
	31 Aug
	· Ch 2 CT Questions/Exercises
	Student

 Reports
	39 - 41

	6
	02 Sep
	· Ch 3 Construction of Clear Sentences Paragraphs
	Discuss
	42 - 59

	-
	05 Sep
	No Classes - Labor Day 
	 Study
	Study

	7
	07 Sep
	· Ch 3 CT Questions/Exercises
	Student

 Reports
	60 - 61

	8
	09 Sep
	· Ch 4 Writing for Effect
	Discuss
	62 - 79

	9
	12 Sep
	· Ch 4 CT Questions/Exercises
	Student

 Reports
	80 - 81

	 Part 3 Basic Patterns of Business Messages (Ch 5 – 9)

	10
	14 Sep
	· Ch 5 Intro to Messages & Writing Process
	Discuss
	83 - 103

	11
	16 Sep
	· Ch 5 CT Questions/Exercises 
 Mid Term 1- Rescheduled to 23 Sept 05
	Student

 Reports
	104

	12
	19 Sep
	· Ch 6 Directness in Messages 
	Discuss
	105 - 143

	13
	21 Sep
	· Ch 6 CT Questions/Exercises/Problems
	Student

 Reports
	144 - 162

	14
	23 Sep
	· Ch 7 Indirectness in Persuasion & Sales Messages -  Mid Term 1 6 Chs 1 to 6
	Exam
	163 - 181

	15
	26 Sep
	· Ch 7 CT Questions/Exercises/Problems
	Student

 Reports
	182 - 190

	16
	28 Sep
	· Ch 8 Indirectness in Persuasion & Sales Messages
	Discuss
	191 - 213

	17
	30 Sep
	· Ch 8 CT Questions/Exercises/Problems
	Student

 Reports
	214 - 221


PW&P COURSE OUTLINE

	#
	Date
	Focus
	Homework

	
	
	
	Ex
	Pg(s)

	18
	03 Oct
	· Ch 9 Strategies in the Job Search Process  
	Discuss
	222 - 264

	19
	05 Oct
	· Ch 9 CT Questions/Exercises/Problems
	Student

 Reports
	265 - 270

	 Part 4 - Fundamentals of Report Writing (Ch 10 – 13)

	20
	07 Oct
	· Ch 10 Basic Report Writing
	Discuss
	271 - 298

	-
	10 Oct
	No Classes - Discovers Day
	Study
	Study

	21
	12 Oct
	· Ch 10 CT Questions/Exercises 
	Student

 Reports
	299 - 300

	22
	14 Oct
	· Ch 11 Report Structure  
	Discuss
	301 - 327

	23
	17 Oct
	· Ch 11 CT Questions/Exercises/Problems/ Topic for Report Problems
	Student

 Reports
	328 - 341

	24
	19 Oct
	· Ch 12 Long, Formal Reports
	Discuss
	342 - 371

	25
	21 Oct
	· Ch 12 CT Questions/Exercises/Problems/ Long Report Topics
	Student

 Reports
	372 - 382

	26
	24 Oct
	· Ch 13 Graphics
	Discuss
	383 - 406

	27
	26 Oct
	· Ch 13 CT Questions/Exercises
	Student

 Reports
	407 - 408

	 Part 5 - Other Forms of Business Communications (Ch 14 – 15)

	28
	28 Oct
	· Ch 14 Informal Oral Communications
	Discuss
	410 - 429

	29
	31 Oct
	· Ch 14 CT Questions/Exercises
	Student

 Reports
	430 - 431

	30
	02 Nov
	· Ch 15 Public Speaking and Oral Reporting
	Discuss
	432 - 448

	31
	04 Nov
	· Ch 15 CT Questions/Exercises -  Mid Term 2
	Student

 Reports
	449 - 450

	 Part 6 - Cross Cultural Correctness Tech & Research (Ch 16 – 19)

	32
	07 Nov
	· Ch 16 Techniques of Cross-Cultural Communications
	Discuss
	451 - 467

	33
	09 Nov
	· Ch 16 CT Questions/Exercises
	Student

 Reports
	486

	-
	11 Nov
	No Class - Veterans Day
	Study
	Study


PW&P COURSE OUTLINE

	#
	Date
	Focus
	Homework

	
	
	
	Ex
	Pg(s)

	34
	14 Nov
	· Ch 17 Correctness of Communication
	Discuss
	469 - 492

	35
	16 Nov
	· Ch 17 CT Questions/Self Admin Test
	Student

Reports
	493 - 494

	36
	18 Nov
	· Ch 18 Technology-Enabled Communication
	Discuss
	495 - 517

	37
	21 Nov
	· Ch 18 CT Questions/Exercises
	Student

 Reports
	518

	38
	23 Nov
	· Ch 19 Business Research Methods
	Discuss
	519 - 549

	-
	24/25 Nov
	No Class - Thanksgiving 
	Study
	Eat

	39
	28 Nov
	·  Ch 19 CT Questions/Exercises
	Student

 Reports
	550 - 551

	 Appendixes – A/B/C/D/E

	40
	30 Nov
	· Appendix A / B / C / D / E 
	Discuss
	552 - 597

	41
	02 Dec
	· Class Review 
	Discuss
	-

	FE
	06 Dec
	· Final Exam 10:30 – 12:30
	Think
	Write


PW&P GRADING POLICY:
	Scoring Elements
	Points

	1st  Midterm - 23 Sept 
	150

	2nd Midterm - 04 Nov
	150

	Oral Presentations/Participation
	200

	Assignments
	200

	Final Exam - 06 Dec 10:30 - 12:30
	300

	Total
	1000
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