English 302 B16				Instructor: Dr. Kenneth Broyles	
MW 1:30 pm - 2:45 pm				Office: A455 Robinson. 	Phone: 993-1176
Robinson Hall B102				Office Hrs: MW: 12:30-1:15  
E-mail: kbroyles@gmu.edu			and by appointment 				

Course Goals
English 302 B is designed to prepare students for the diverse demands of writing in upper‑level business courses (or related upper‑level major coursework) and in the workplace. This class will introduce students to ways of thinking, organizational techniques, and formats typical in business or related disciplines and help students identify and use research resources (print and electronic) and documentation styles preferred in their disciplines.
This course will prepare all of its students for upper level writing in their respective disciplines, give them practical research tools, and teach them to compose and present some workplace‑related documents. To some extent students will determine their own respective course goals.

Textbooks and Materials:  
Rob Biesenbach. Act Like You Mean Business: Essential Communication Lessons from Stage and Screen. Brigantine. 2011.

Course Requirements and Grading Percentages
5%	major/ discipline memo			Due 1/30
5%	Class Goals Proposal			Due 2/6
10%	Paper #1				Due 2/13
10% 	Paper #2				Due 3/5 *
15% 	Literature Review			Due 4/21 *
25% 	Term paper				Due 5/12
10%	Group Presentation
10%	Homework/Short Assignments				
10% 	Class Participation

* These dates are tentative

Completion Policy:
All assignments worth 10% of your final grade or more must be accompanied by one or more earlier drafts.  You must complete all these assignments to earn a "C" or higher.

Submitting Class Work 
Assignments are due at the beginning of class on the due date.  Unless otherwise noted, all formal assignments should be typed using a standard font and size (Times New Roman 12 point), and double-spaced.  Multi-page assignments should be stapled.  Put your name, the instructor's name, the class session, and the date at the top of the first page.  I accept emailed assignments only as "place-holders" to avoid a late penalty; unless otherwise stated, all assignments must be turned in as hard-copy. 

Late Work Policy
Late assignments are those arriving any time after the beginning of class on the due date.  If you need to, you can email me an assignment to avoid a grade penalty, but you must still turn in a hard copy as soon as possible. I will not begin grading your paper until I receive a hard copy. You may place an assignment in my mailbox in Robinson A487.
Late assignments will lose 5% of their points for each calendar day that they are late.  


English Department Statement on Plagiarism
Plagiarism means using the exact words, opinions, or factual information from another source without giving that source credit.  Writers give credit through the use of accepted documentation styles, such as parenthetical citation, footnotes, or end notes; a simple listing of books, articles, and websites is not sufficient.  Plagiarism is the equivalent of intellectual robbery and cannot be tolerated in an academic setting. 
Student writers are often confused as to what should be cited.  Some think that only direct quotations need to be credited.  While direct quotations do need citations, so do paraphrases and summaries of opinions or factual information formerly unknown to the writers or which the writers did not discover themselves. Writers provide a citation for any piece of information that they think their readers might want to investigate further. Not only is this attitude considerate of readers, it will almost certainly ensure that writers will not be guilty of plagiarism.  Consult the George Mason Honor Code for more information.

Students with disabilities
Students with documented disabilities are legally entitled to certain accommodations in the classroom.  If you are a student with a disability and you need academic accommodations, contact the Disability Resource Center (DRC) at 993-2474.  All academic accommodations must be arranged through the DRC.  I will be happy to work with students and the DRC to arrange fair access and support.

The University Writing Center: 
Since you will be writing several papers in this course, you may want to visit the University Writing Center (http://writingcenter.gmu.edu), located in Robinson A114, for assistance. The Writing Center is one of the best resources you will find on campus. They have an outstanding website that offers a wealth of online resources for student writers.  You can schedule a 50‑minute appointment with a trained tutor to help with any phase of the writing process.  You can even obtain assistance with papers by visiting the online writing center at http://writingcenter.gmu.edu/owl/index.html, but please plan ahead and allow yourself at least two days to receive a response. Make an appointment by calling 703-993-1200, or stop by and schedule a session.

