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ENG 30063-003 
Business & Professional Writing 

Spring 2013 
T/R 9:15-10:30 

Instructor: Jessica Corey 
Office: Satterfield Hall, 206 A  
Office Hours: Tuesdays and Thursdays, 10:30-11:30 (or by appointment) 
Phone: 330-672-1892 
Email: jcorey4@kent.edu 

Required Texts & Materials: 
Graves, H., & Graves, R. (2011). A strategic guide to technical communication, second 
 Edition. Buffalo, NY: Broadview Press. 

Barbato, C. A., Davis, L. L., & Seeman, M. F. (2012). This we know: A chronology of the 
 shootings at Kent State, May 1970. Kent, OH: The Kent State University Press. 

A jump drive or DVD-RW on which you will turn in your final Service Learning project 

Course Description: 
As budding professionals, you must know how to communicate effectively within your vocation. 
Effective written communication involves awareness of audience, purpose, and conventions. 
This course, then, serves as a comprehensive introduction to strategies for composing successful 
business documents and presentations. We will engage in reading rhetorical theories about 
business communication, and applying these theories. Finally, to bring awareness to the 
importance of using knowledge and business to create positive social changes, this course 
addresses business and professional writing for both for-profit and non-profit organizations, and 
involves a service learning component. 

Course Objectives: 
* To use appropriate rhetoric for various professional contexts 
* To analyze complex documents 
* To integrate graphics and other visual elements into professional documents and multi-modal 
 projects 
* To determine and utilize appropriate collaborative techniques for a given document, including   
 peer review 
* To compose text that is mechanically proficient with very few or no errors 
* To practice giving professional and engaging presentations.   
* To practice writing a variety of business formats, such as memos, letters, proposals, status 
 reports, and marketing materials.  
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Assignments & Evaluation 
Resume & Cover Letter (50 points) 
Memo & Business Letter (50 points) 
Reading Responses & Quizzes/Assignments (150 points) 
May 4 Service Learning Project (500 points total) 
   Proposal (100 points)  
   Status Report (50 points)  
   Marketing Project Presentation (50 points) 
    Final Marketing Project (300 points)  
Reflective Essay (100 points)  
Participation ( 150 points)  

A  930-1000 pts.  B+ 870-899 C+ 770-799 D+     670-699 
A- 900-929  B 830-869 C 730-769 D       600-669 
      B- 800-829 C- 700-729 F 0-599 

You will receive detailed assignment sheets, which we will review in class.  

The Terms of Our Contract 

Registration: The official registration deadline for this course is January 27, 2013. University 
policy requires all students to be officially registered in each class they are attending. Students 
who are not officially registered for a course by published deadlines should not be attending 
classes and will not receive credit or a grade for the course. Each student must confirm 
enrollment by checking his/her class schedule (using Student Tools in FlashFAST) prior to the 
deadline indicated.  

Remaining enrolled in this course after knowing the policies and requirements means that you 
agree to abide by the terms of the contract set forth in this syllabus. If you think you will find the 
course too demanding or unpleasant, you may want to consider taking a different section of the 
course or taking the course in another semester. You may withdraw with a “W” through the tenth 
week of the semester. Please seriously consider your decision to stay or leave and remember that 
dropping this course after the registration deadline will impact your group members.  

Students with Disabilities: University policy 3342-3-18 requires that students with disabilities 
be provided reasonable accommodations to ensure their equal access to course content. If you 
have a documented disability and require accommodations, please contact the instructor at the 
beginning of the semester to make arrangements for necessary classroom adjustments. Please 
note that you must first verify your eligibility for these accommodations through Student 
Accessibility Services. (Contact 330-672-3391, or visit www.kent.edu/sas, for more information 
on registration procedures.) 

Attendance and Promptness: Anyone not coming to class is not taking the same course as 
everyone else. I understand that life presents some uninvited adventures, so I will grant you two 
unexcused absences. Every unexcused absence over two will result in a reduction of your final 
grade, possibly by a full letter grade. Therefore, with 3-6 absences, you risk failing the course. 
You may not make up in-class work for unattended sessions, and it remains your responsibility 
to find a classmate to update you on what you missed. If absent, you need to email me your work 
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by the beginning of that class session (according to the scheduled time) or you will earn a zero 
on the assignment. An absence does not give you an automatic extension or excuse you from 
work due that day. As for tardiness, habitual tardiness, to any extent, will lead to a discussion 
between student and teacher. This same policy applies to leaving class early.  

According to University Policy 3342-2-01.2, “Legitimate reasons for absence include, for 
example, death in the immediate family, religious observance, academic field trips, participation 
in an approved concert or athletic event, and direct participation in university disciplinary 
hearings.”  Such absences are considered excused, and thus do not result in the use of one of 
your two unexcused absences, as long as the following requirements are fulfilled:  

  1.   If the absence is planned, you must submit an official letter/note/memo to me from  
       the  sponsor of the event (i.e. sports event, field trips, etc.). You must also submit all  
       assignments on time.  Failure to follow these requirements will result in an   
       unexcused absence.  

 2.   If the absence is unplanned (medical emergency or death in the immediate   
       family), you must give me notice of your situation as soon as possible, and all  
       assignments must be submitted on time (if any are due). Assignment extensions due    
       to extreme situations will be rare and require that you contact me as soon as possible   
       to discuss your options.  You must submit an official notice to me as proof of the  
       situation upon your return to class.  Doctor’s notes must state that a medical      
       emergency/illness prevented you from attending class (as per University policy).    
       Appointments, health center receipts, etc. do not excuse you from class.  Failure to   
       follow these requirements will result in an unexcused absence, and any assignments  
       will be considered late and, therefore, will not be accepted.  

Habitual tardiness, to any extent, will warrant a discussion between student and teacher. 
Excessive tardiness may bring the absence policy into play, as regular late arrivals can be 
counted as absences. This policy will be enacted entirely at the instructor’s discretion.  This same 
policy applies to leaving class early.  

Late & Make-up Work: As stated above, late work will not be accepted. Assignments are due 
at the start of class, whether you are present or absent. When absent, you must email your work 
by the time the class begins (according to the scheduled time). If aware of your absence ahead of 
time, please make arrangements with me as to how you will submit your work early rather than 
sliding papers under my office door. Also, do not take assignments to the English office and try 
to put them in my mailbox. Finally, if you come to class without your work, you will get a zero 
for that work. In-class work cannot be made-up. Remember, as stated below and on the next 
page, when possible, it is best to bring concerns to my attention ahead of time.  

Academic Integrity: Plagiarism occurs when a writer incorporates an author’s words, thoughts, 
and/or graphic representations into his or her work without properly citing the original author. 
This definition includes using another student’s work as your own, as well as inadequately 
referencing other sources in your work. Neither plagiarism nor cheating will be tolerated in this 
class, as it demonstrates irresponsibility and disservice to yourself and your peers. Academic 
dishonesty will result in severe consequences. The University Policy on Plagiarism is located 
online at www.kent.edu/policyrer (type “plagiarism” into the search box). In addition, the 
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university has created a plagiarism website for faculty and students: 
www.kent.edu/academics/resources/plagiarism/. If you are unclear about the policy or whether 
or not you are plagiarizing, please see me for help.  

Computer Problems...are inevitable; but with careful archiving of your work (preferably on 
your computer, in your e-mail, and on your USB drive), you can avoid losing important 
documents. Computer problems will not serve as an excuse for an incomplete or missing 
assignment; you should always have a back-up. I suggest creating a folder for this course on your 
USB drive (in addition to another location) so that you have at least two copies of your work for 
this class. Furthermore, I encourage the use of an online server such as Dropbox; this way, you 
will have access to your files as long as you can access the internet. 

Cell Phones and Internet: I expect your cell phones to be silent and kept out of sight—and by 
silent, I mean that I do not want to hear them vibrating. If an emergency situation occurs and you 
need to have your cell phone close to you, please let me know and quietly leave class if you must 
answer your phone. Texting, checking email, playing games, or any other nifty thing you can do 
with your phone and other electronic gadgets is disruptive and disrespectful. Furthermore, I ask 
that when discussing readings, you keep classroom laptops closed and classroom desktop 
computers off. When we use computers for class activities, avoid engaging in irrelevant activity 
(i.e. checking facebook, planning vacation, shopping the latest fashions, etc). If I see you 
engaging in these activities, you will lose participation points and I will ask you to refocus. If 
you continue to engage in these activities, I will mark you absent.   

Participation: You will need to do more than just show up to class; you will need to actively 
participate. Earning credit for participation means that you do the following: come to class 
prepared, with reading materials and assignments; engage in discussion (this includes remaining 
attentive if you do not feel comfortable speaking); remain focused and productive during classes 
in which we review drafts; take notes; ask questions, share sources, and visit the Writing 
Commons. The Writing Commons helps with all steps of composing: understanding 
assignments, generating and organizing ideas, editing prose, and documenting sources. To 
schedule an appointment, or to find out what services are available to you, you can visit their 
website at http://www.kent.edu/writingcommons/about/index.cfm. Each student begins the 
semester with the full number of participation points and loses points for failure to engage in the 
above activities, and for breaking the “Cell phones and Internet” policy.  

Grade Concerns and Disputes: Though I make a sincere effort to provide extensive comments 
on your work, there may be some element(s) of my grading that you struggle to understand. In 
the event that this happens and you would like to discuss the issues, I ask that you wait 24 hours 
(from the time you receive your graded assignment) to meet with me. I will not change your 
grade—unless I’ve made some sort of obvious mathematical error. I will, however, always meet 
with you, before or after an assignment has been graded, to aid your success. Before contacting 
me, please see the syllabus and assignment sheet; often, reasons for my grading can be found 
here. In addition, please remember to maintain your professionalism as a student. A discussion of 
your grade should be scholarly and productive. I will explain, but not defend, the reasons for my 
grading. You must take responsibility for addressing these matters in a timely manner; 
approaching me near the end of the semester most likely will not yield the results you hope for.  
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*The instructor reserves the right to amend the syllabus, course schedule, and course documents.  

Tentative Schedule  

Week 1 
  T 1/15 Course Introduction  
  R 1/17  Reading Responses 1 & 2 due. Robert McEachern, “Problems in Service  
  Learning and Technical/Professional Writing: Incorporating the Perspective of 
  Nonprofit Management” & Louise Rehling, “Doing Good While Doing Well:  
  Service Learning Internships” 

Week 2 
  T 1/22  Reading Response 3 due. Barbato et al., This We Know: A Chronology of the 
  Shootings at Kent State University, May 1970  
  R 1/24   Field Trip to the May 4 Visitor’s Center  

Week 3  
   T 1/29 May 4 Visitors Center Guest Speakers  
  R 1/31   SGTC Chapter 1, “Thinking about Audience, Purpose, and Genre”  

Week 4 
  T 2/5 Resume & Cover Letter and Reading Response 4 due. SGTC Chapter 2,  
  “Leading and Misleading the Reader: Ethical Issues of Technical   
  Communication” & Sandra Larson, “Unique Nature and Struggles of   
  Traditional Small Nonprofits” 
 R 2/7 SGTC Chapter 7, “Writing Email and Letters for the Workplace” 

Week 5 
  T 2/12  Reading Responses 5 & 6 due. James Reither, “Bridging the Gap: Scenic  
  Motives for Collaborative Writing in the Workplace and School” & Lisa  
  Meeder Turnbull, “Writing for Government and Nonprofit Social Service  
  Agencies”  
 R 2/14 Memo & Business Letter due. Service Learning 

Week 6 
  T 2/19 SGTC Chapter 8, “Writing Winning Proposals”  
  R 2/21 Service Learning  

Week 7  
  T 2/26 Reading Response 7 due. SGTC Chapter 4, “Writing Technical Prose” & Art  
  Young, “Storytelling in a Technical Writing Class: Classroom-Based   
  Research and Community”    
  R 2/28 SGTC Chapter 5, “Designing Documents and Page Layout” & Chapter 6,  
  “Communicating Through Visuals: Visual Technical Communication”   

Week 8  
  T 3/5  Proposal due. SGTC Chapter 12, “Taking Technical Communication Online:  
  Sharing Documents Electronically & Writing Online Documents”  
   R 3/7  Service Learning  
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Week 9  
  T 3/12 Service Learning   
  R 3/14  Service Learning  

Week 10 
  T 3/19 Service Learning  
 R 3/21  SGTC Chapter 9, “Reporting Technical Information” & Service Learning  

Week 11 
  T 3/26 No Classes, Spring Break  
  R 3/28 No Classes, Spring Break  

Week 12 
  T 4/2  Service Learning  
 R 4/4  Status Report due. Service Learning  

Week 13 
  T 4/9   Service Learning   
  R 4/11 SGTC Chapter 13, “Presenting Technical Information Orally”  

Week 14 
  T 4/16 Service Learning  
  R 4/18 Service Learning  

Week 15 
  T 4/23 Presentations due. Presentations 
  R 4/25  Presentations 

Week 16 
  T 4/30  Writing Workshop  
  R 5/2 Reflective Essay and Final Marketing Project Due 

 

  

 

 

 

	  


