
Course:		English 302 B22   Advanced Composition: Writing in Business	
When & Where:	Spring 2012 / Rob 105 / T/R 10:30 – 11:45 am
Teacher:		Dr. Donald Humbertson
Office: 		Robinson A112
Phone & Email:	703-993-1171 / dhumbert@gmu.edu			
Office Hours:		Thursday 1:30 – 3:00 pm

Required Texts:	English 302 Advanced Composition Reading Anthology 
Selected Business Journals

Supplemental Text:	Writing in the Workplace by Jo Allen published by Allyn and Bacon, 1998

Course Overview:	

This course will focus on the standard principles of effective business writing reflective of a wide range of business applications.  Students will analyze purposes, audiences, techniques, and forms of business writing and produce similar writings using current technology skills and applications.  In addition, students will produce a research paper which includes effective techniques of business writing, including appropriate documentation.

As a General Education course, Advanced Composition is designed to help you develop effective written communication and analytical skills, which are critical to the learning of every well-educated student.

Course Objectives:
1. Use strategies that focus on writing as a communicative process, to include invention, drafting, revision, editing
2. Give and receive useful criticism of their writing from their teacher and their peers in order to promote effective revision
3. Produce writing that demonstrates basic proficiency in Standard Edited American English
4. Recognize and write within different rhetorical situations, to include purpose and audience, especially as related to their majors and possible future work places
5. Produce writing that employs the organizational techniques and formats typical in their disciplines
6. Recognize that way(s) that knowledge is constructed in their disciplines
7. Use newly emerging technologies for communication, to include email and word processing
8. Identify and use research sources (print and electronic), to include advanced online library searching of databases pertinent to their disciplines and the critical use of web sites, and documentation styles preferred in their majors
9. To compose and present work-place related documents, which may include resumes, proposals, reports, and web pages, produced either individually or collaboratively
10. Use campus support resources (the University Writing Center, the Disability Resource Center, and the Counseling Center) as needed to enhance their success in ENGL302

Methods of Instruction and Evaluation

This course will combine lecture, class discussion, research and reporting, student self-and peer-evaluation, analytical reading and writing, oral reports, technical writing and applications, and selected grammar review.  Students will be expected to participate in all aspects of the course with respect and support for each other.

Course Requirements and Grading Policy

Major Papers: 1) essay on major/discipline  2) analysis of trends and issues in your field  3) technical persuasive writing on a topic in your field  4) analytical report on journals in your field  5) documented research paper on specific topic in your field.  (These assignments are tweaked for application to your specific major.)

Papers will be taken through an in-class protocol for teacher and peer review using procedures designated by the teacher.  

Final copies must use the templates posted on Blackboard.  No cover pages, title pages, plastic liners, etc.  No fancy fonts or irregular sizes.  Use the templates!

Papers will be worth 100 points each and will be graded according to a scoring rubric designated by the teacher.  Revisions of final papers will not be allowed, nor will extra credit be allowed.

Several shorter writing assignments related to essays written for class and textbook selections will be assigned.  In addition, several assignments will be posted on Blackboard that will be the basis for activities in the following class.  All of these assignments will vary in point value.

Tests:  There will be three tests of an objective nature that focus on principles of writing studied in class.  Tests will range between 30 and 40 points each.  

Grading Scale: Final grades will be determined by the percentage of points attained out of the total number possible throughout the course.  Specifically—
 (
So for example, if at the course end there were 600 total points, a student would need 564 to earn an ‘A’ grade.
) (
       C+ 
= 75%
       C   
= 70%
       C-
= 65%
       D   
= 60 %
       F
= 0-59%
)
       A    	= 94% 
       A-   	= 90%
       B+  	= 87%	
       B    	= 83%
       B- 	= 80 % 	

Late Assignments and Class Participation: Assignments are due at the beginning of class or through email as directed.  Students absent from class should email class-due assignments by noon of the following day unless they have negotiated a different date or time with the teacher.

Late assignments may be lowered a half-grade or whole grade at the teacher’s discretion, depending on the circumstances.  Failure to submit drafts for in-class review will incur a 5 point penalty.  Students are expected to attend class and participate actively.  


 (
A grade of “C” or better is required to pass this course.
)

Plagiarism: (from the Department of English Guidelines) 


“Plagiarism means using the exact words, opinion, or factual information from another person without giving that person credit. Writers give credit through the use of accepted documentation styles, such as parenthetical citation, footnotes, or endnotes; a simple listing of books and articles is not sufficient. Plagiarism is the equivalent of intellectual robbery and cannot be tolerated in an academic setting. 

“Students 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 formally unknown to the writers or which the writers did not discover themselves. Exceptions to this include factual information which can be obtained from a variety of sources, the writers own insights or findings from their own field research, and what has been termed ‘common knowledge.’ What constitutes common knowledge can sometimes be precarious, and what is common knowledge for one audience might not be so for another. In such situations, it is helpful to keep the reader in mind and think of citations as being ‘reader friendly.’ In other words, writers provide a citation for any piece of information that they think their reader might want to investigate further. Not only is this attitude considerate of the readers, it will almost certainly ensure that writers will never be guilty of plagiarism.”  

Evidence of plagiarism will be turned over to the Honor Committee.

Accommodating Disabilities:  Students who have certain disabilities and need accommodations in instruction and/or assessment should let the teacher know as soon as possible.  These students should present a faculty contact sheet from the Disability Resource Center to the teacher.

Enrollment Information: Students are responsible for verifying their enrollment in this class.

Important Dates Governing Schedule Adjustment:

January 31..................Last day to add class
February 24................Last day to drop class 
Feb 27 – Mar 30........“Selective withdrawal” drop period

After the last drop date (both “regular” and ‘selective withdrawal”), withdrawing from this class requires the approval of the dean and is only allowed for nonacademic reasons.

Final Word:  Your success in this class is going to depend to a large degree on how much of yourself you choose to invest in the in-class activities and in your writing.  Good luck!

 (
Email
 – Please use my email 
account <
dhumbert
@
gmu.edu
> 
instead of Blackboard
 to
 contact me.  Use BB only for accessing course information and contacting each 
other.
 
I will be contacting you regularly through email and Blackboard (BB).  I will use both your Mason account and any additional accounts you have given me.  Please check 
e
mail and BB daily so that you do not miss any messages.
)
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