

 
Barbara Grogan-Barone                                              Office Hours, T/R 10-11:45; 3-4
GMU~~Fall 2012                                                                                       Robinson A455
bgroganb@gmu.edu                                                                                      703.993.1161

“The business of America is business.”  Calvin Coolidge

SYLLABUS
ENGH 302 B23, T/R, Noon-1:15, IN 323
ENGH 302 B24, T/R, 1:30-2:45, IN 323

“Wall Street” reads the sinister old gag is a street with a river at one end and a graveyard at the other.  This is striking, but incomplete.  It omits the kindergarten in the middle.”  F. Schwed

“Oregon~~A 27-year old jobless man with an MBA said that his college degree was to blame for his murdering three people.  ‘There are too many business grads out there.  If I had chosen another field all of this may not have happened.’”  WP

“In the workplace, no one wants to read what you write~~seriously.”
Tebeaux and Dragga (See below)

TEXTS
Tebeaux, Elizabeth and Sam Dragga. The Essentials of Technical Communication.
     New York:  Oxford UP, 2012.      
Finder, Joseph.  Paranoia.  Boston:  St. Martin’s Press, 2005.
Neman, Beth and Sandra Smythe.   Writing Effectively in Business.  NY:  
    HarperCollins (WEB).
Machiavelli, Niccolo.  The Prince.  NY:  Penguin, 2009.
The Wall Street Journal.  (WSJ) (Editions to be assigned); DVDs—“Inside Job,” “Smartest Guys in the Room,” “Too Big to Fail,” “The Fall of Lehman Brothers”
This course is designed for business majors, and “business” will clearly be our focus during the semester.  Time is money, and the bottom line is what counts in business.  Our basic, yet most important, premise is learning to communicate effectively through our writing.  This course revolves around three basic components~~ 
reading, writing, and research~~all of which are also crucial to academic and
real world (business) success. We will conduct extensive research, and peer reviews will enable you to formulate solid theses to support your ideas; assignments generally exceed 4,000 words for the semester.
                                                                                                                                                                                                                                                                                                                                                                                                                                           SNOW~~Keep an eye on the weather.  HEALTH~~If you are ill, please stay home.

ENTRY~~For admission to this class, you need to have 45 credits including English 101 and 6 hours of Humanities.  Frankly, without those credits, you will find the work too difficult, so please see me immediately if you do not meet these requirements.
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PROJECTS~~In effect, group work reflects real-world work situations, so there will be several collaborative written assignments and oral presentations.  To combat one having more than one’s share of the burden for such projects, you will also grade each participant in your group.  This information is strictly confidential, and I expect honest evaluations.

WHITE PAPER~~In light of the recent corporate scandals, your final project will be a 50-page WHITE PAPER on:  ENRON; GOLDMAN SACHS; AIG, or LEHMAN BROTHERS.  To prepare yourself for this assignment, you will need to familiarize yourself with these corporations by consulting some of the books and videos listed at the end of the syllabus (check Amazon, Netflix, etc.). You will have ample research time, and research will be on-going during the semester.  You may follow the MLA, APA, or Chicago formats though SOM has recently stated, that now, APA is preferred.  The WHITE PAPERS are to be submitted prior to an oral presentation of your findings that will take place during the last few weeks of the semester.

GRADES~~Because this class is intended to prepare students for writing in the workplace, the following criteria apply:
GRADE
      A      Manager would be very impressed and remember you at promotion time
      B      Manager would be satisfied, but not impressed, with your work
      C      Manager would be disappointed and ask you to revise or rewrite sections
               of your work before others outside the department see it
      D      Manager would be troubled by the poor quality of your work
      F       Grab your pink slip
A more detailed GRADING STANDARDS sheet will be forthcoming.
 NOTE~~You must receive a “C” or better to complete the 302 requirement.
                                                                                                                         PLAGIARISM or cheating will not be tolerated. (See Page 6 of Syllabus)

ALL ASSIGNED PAPERS, INCLUDING THE WHITE PAPER WILL BE DROPPED A FULL LETTER GRADE IF NOT SUBMITTED ON TIME.  Papers must be typed, double-spaced, and carefully proofread by the student.  In-class writings should be in blue or black ink~~NO PENCIL USE.  ALL ELECTRONIC DEVICES MUST BE TURNED OFF DURING CLASS, OR I WILL CONFIS-                                                                                                                                                                                                                                            CATE THEM.  Unless otherwise noted, all assigned papers are due on Thursdays. 
                                                                                                                            
Your final grade will be determined as follows:
            Assigned papers, exercises                60%   
            WHITE PAPER (written)                25%
            WHITE PAPER (oral)                      10%
            Oral participation/in-class work        5%
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CAREER COUNSELING CENTER ~~All students should meet with your career counselor and familiarize yourselves with “MOVING ON” from the Career Counseling Center website.  (There is a special edition there for IT majors.)

ATTENDANCE~~Attendance is expected in each class.  Given the nature of the course and the workload, with more than three (3) absences (without mitigating circumstances), you will find it difficult, if not impossible, to catch up on missed work.  If you miss a class, please contact a group member to find out what we did in class.  Non-attendance, without explanation, will result in your removal from the class roll.

ASSIGNMENTS~~There is much flexibility in this schedule that will be adjusted to the needs of each class; papers are due on Thursdays unless otherwise stated.

WEEK OF AUGUST 28TH AND 30TH:  9/3, LABOR DAY, NO CLASSES
INTRODUCTION:  TEXTS; WSJ, WHITE PAPER; MLA/APA/Chicago formats; “Moving On”; email accounts; Students as Scholars; PARANOIA; “Inside Job” 
Principles of Effective Business Writing
Writing and Revision
5 Steps to Successful Writing; free write

WEEK OF SEPT. 4TH AND 6TH: 9/3, Last day to ADD, 9/4 DROP~~no penalty
Composing Effective Business Prose
Expediting Your Business Prose
Social Networking Dangers
Diagnostic Quiz
PARANOIA, 1-34  (Thurs.);  ENRON ASSIGNMENT DUE (Thurs.)
                                                                                                                     
WEEK OF SEPT. 11TH AND 13TH: 
Writing Effective Business Letters
Brady Letter Discussion (Letter due Tues., 9/18)
Cover Letter Assignment (discussion) 
THE PRINCE 1-6 (Thurs.)
“Inside Job” DVD
 PARANOIA, 35-65
Annotated Bibliography
 
WEEK OF SEPT. 18TH AND 20TH:
Writing Effectively to Plan Your Career 
BRADY LETTER DUE (TUES.)
Key Elements of Scholarly Research
THE PRINCE, 7-11 
Inside Job” DVD 
PARANOIA, 66-99 
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WEEK OF SEPT. 25TH AND 27TH:~~LAST DAY, FINAL DROP~~SEPT.28TH: 
Writing Effective Business Letters:  Special Cases
PRINCE, 12-14
COVER LETTER FOR EMPLOYMENT DUE (Thurs.)
PARANOIA  ANALYSIS AND ANNOTATED BIBLIOGRAPHY DUE  
WHITE PAPER Assignments
WHITE PAPER Research
“Inside Job” DVD

WEEK OF OCT. 2ND AND 4TH :
Writing Effective Business Memos
Writing Effective Recommendation Memos 
Mid-Term Assignment (choose 1 of 4 case studies)
WHITE PAPER research
PRINCE, 15-19

WEEK OF OCT. 9TH & 11TH:NO CLASSES MON; MON. CLASSES MEET TUES. Mid-Term Case Study Discussion
PRINCE, 20-23 

WEEK OF OCTOBER 16TH AND 18TH: 
Writing Effective Business Proposals
MID-TERM CASE STUDY DUE (Thurs.)

WEEK OF OCT. 23RD AND 25TH: 
Writing to Speak Effectively
PRINCE, 24-26, final summary and Annotated Bibliography 
WHITE PAPER research

WEEK OF OCT. 30TH AND NOV. 1ST: 
Illustrating Recommendation Memos and Reports~~ graphics, what works, what doesn’t 
WHITE PAPER preparation for presentations

WEEK OF NOV. 6TH AND 8TH:
Researching and Writing Short Business Reports
WHITE PAPER research
ANNOTATED BIBLIOGRAPHIES due

WEEK OF NOV. 13TH AND 15TH:
WHITE PAPER Research/Presentations                                                                                                                          
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WEEK OF NOV. 20TH AND 22ND:
WHITE PAPER Discussion, THANKSGIVING RECESS, NOV. 21ST-25TH 

WEEK OF NOV. 27TH AND 29TH:
WHITE PAPER Presentations

WEEK OF Dec. 4th and 6th:
WHITE PAPER Presentations
Investing Tips
Course Wrap-up

DECEMBER 8TH, 2012~~LAST DAY OF CLASSES

FINAL EXAMINATIONS
NOON CLASS~~B23, Thursday, Dec. 13th, 10:30 am--1:15 pm
1:30 Class~~B24, Tuesday, Dec. 18th, 1:30--4:15 pm
         
									



Please let me know if you have a documented disability that is on file with The Disability Support Services Office so that I may make the necessary accommodations for you.




                                       +    +    +     +    +    +    +    +    +    +

Lest we forget, in business (and life),


“Accept that some days you’re the pigeon, and some days you’re the statue.”
     
                                                                                        --Unknown
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“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. 

This class will include direct instruction in strategies for handling sources as part of our curriculum. However, students in composition classes must also take responsibility for understanding and practicing the basic principles listed below.
· To avoid plagiarism, meet the expectations of a US Academic Audience, give their readers a chance to investigate the issue further, and make credible arguments, writers must
· put quotation marks around, and give an in-text citation for, any sentences or distinctive phrases (even very short, 2- or 3-word phrases) that writers copy directly from any outside source: a book, a textbook, an article, a website, a newspaper, a song, a baseball card, an interview, an encyclopedia, a CD, a movie, etc.
· completely rewrite—not just switch out a few words—any information they find in a separate source and wish to summarize or paraphrase for their readers, and also give an in-text citation for that paraphrased information
· give an in-text citation for any facts, statistics, or opinions which the writers learned from outside sources (or which they just happen to know) and which are not considered “common knowledge” in the target audience (this may require new research to locate a credible outside source to cite)
· give a new in-text citation for each element of information—that is, do not rely on a single citation at the end of a paragraph, because that is not usually sufficient to inform a reader clearly of how much of the paragraph comes from an outside source.
· Writers must also include a Works Cited or References list at the end of their essay, providing full bibliographic information for every source cited in their essay.
· 
While different disciplines may have slightly different citation styles, and different instructors may emphasize different levels of citation for different assignments, writers should always begin with these conservative practices unless they are expressly told otherwise. Writers who follow these steps carefully will almost certainly avoid plagiarism. If writers ever have questions about a citation practice, they should ask their instructor! 

Instructors in the Composition Program support the George Mason Honor Code, which requires them to report any suspected instances of plagiarism to the Honor Council. All judgments about plagiarism are made after careful review by the Honor Council, which may issue penalties ranging from grade-deductions to course failure to expulsion from GMU.”




ENRON~~FIRST CORORATE ASSIGNMENT~~ENRON  bgb 7


    On national and international levels, the collapse of ENRON, one of the most highly respected companies in the world, shook the financial sector to its core.  “How could such a failure have happened?” millions asked.  Who was minding the store?  Where was the oversight?  Who was in charge?  Why weren’t politicians and the SEC monitoring ENRON’s activities more closely? From hiding bad debt in the form of Special Purpose Entities (SPEs), to “cooking the books” with the help of its accounting firm (or maybe not with Andersen’s help?), to manipulating the use of “mark-to-market accounting practices,” Enron executives brought the company to ruin.

     Tens of thousands of ENRON employees lost their entire 401K investments. Internationally, poorer countries, in desperate need of energy, lost millions as a result of ENRON’s deals.  Millions of Californians fell prey to Enron’s traders and their manipulation of energy during an energy crisis.  Congressional hearings were held, and fingers were pointed; corporations instituted “ethics reforms” within their institutions and required employee attendance.  Politicians balked at the fact that they’d received money from ENRON’s lobbyists.  Business schools required that ethics courses become part of their academic programs in the hope that such ruin would never occur again.  
   Oh, really. 
        
        Ten years from now, we’ll look back on the ENRON debacle and think of 
         it as a morality play on the rights and privileges of the rich vs. the regular 
         employees.  One of the most outlandish aspects of the scandal is that the 
         people at the top seem to have gotten their money out, leaving their 
         fortunes intact.  In fact, their claim that they were running one of the
         great risk-seeking enterprises of the new economy was rather hollow. 
         They were running a risk-free company for themselves while the risk was                                               
         assumed by the people at the lower levels of the organization.
                      -- “What Really Went Wrong with ENRON?  A Culture of Evil?”
                          Santa Ana University for Applied Ethics, 5 March 2002
      
 Does the above sound familiar?  Flash forward to 2012~~ Did ENRON set the standard for corporate failure? 25 bank failures in 2008; 140 in 2009; 157 in 2010; 92 in 2011; 39, thus far, in 2012. Circuit City, Eddie Bauer, Six Flags, ~~failed.  Sub-prime loans were the centerpiece of the mortgage crisis collapse.  Goldman Sachs, AIG, Lehman, Merrill Lynch.  Are executives still worshipping at the “altar of greed”?  Did ENRON set the standard for corporate failure and greed?  
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“Those who do not learn from the past are doomed to repeat it.”
                                                   --George Santayana, American poet, philosopher

     In order to understand the present, we must understand the past.  To that end, our initial research this semester will revolve around ENRON, its rise over consecutive years as “America’s Most Innovative” company, its startling collapse, and the personalities who molded this corporation and managed to violate ENRON’s  impressive Code of Ethics every step of the way.  The issue of ethics will be key here, and combined with the other books we’ll be reading, THE PRINCE and PARANOIA, we may find our ideas about ethics tested.  Perhaps the most important question I can ask is, “What is your price?”
     
     The format we will be using is that of a WHITE PAPER, so you will need to define “WHITE PAPER” (list your source) and then write a brief paper (3-5 pages) on the ENRON scandal.  Many ENRON executives pled guilty to conspiracy charges and agreed to help investigators in uncovering the manipulation of ENRON’S books (in exchange for reduced jail time). 
 
       Write an analysis of the effects of the scandal.  Some questions to consider are:  What impact has this scandal had on the business world? To recent corporate collapses? To corporate accounting?  How has it changed business ethics? You should familiarize yourself with these names:  Kenneth Lay; Jeffrey Skilling; Andrew Fastow; Sherron Watkins; Cliff Baxter, et al.

      This is an overview, and most of us are approaching a topic we know little, if anything, about.  So you must document anything not considered “common knowledge.” Don’t hesitate to consult books; they won’t bite.  Other recommended sources can be accessed through GMU’s Library website:  (http://library.gmu.edu).  Click Databases; click Business & International Commerce: Lexis-Nexis (where you’ll find Wall St. Journal, Forbes, NYT, etc.); Hoovers On-line; General Business File ASAP; Wilson Business Abstracts, Factiva, etc.  Papers must be typed and double-spaced. (NO DOUBLE/DOUBLE SPACES BETWEEN PARAGRAPHS.) A minimum of FIVE sources should be documented in the text and in a reference list at the end of the paper.  You may use MLA, APA, or Chicago formats~~SOM prefers APA.  (DO NOT go crazy trying to fix the formats if you are unfamiliar with them~~I will adjust them for you so that you’ll know how to do them in the future.)

      I consider you to be “research scholars” for your assignments.  Please take the “high road”~~Please do not “Google” the first five ENRON sources and use them as the basis of this paper.  DUE Thursday, September 6th, 2012.   ENJOY!
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McLean Bethany and Peter Elkind.  The Smartest Guys in the Room:  The Amaz-
    
      ing Rise and Scandalous Fall of Enron.  NY:  Penguin, 2003. (DVD on-line)

Smith, Rebecca and John R. Emshwiller.  24 Days:  How Two WALL STREET  
   
       JOURNAL Reporters Uncovered the Lies that Destroyed Faith in Corporate 
   
       America.  NY:  HarperBusiness, 2003. 

Shelp, Ronald and Al Ehrbar.  Fallen Giant: The Amazing Story of Hank  
     
     Greenberg and the History of AIG.  NY: Wiley, 2009.

Spencer, Andrew.  Tower of Thieves: Inside AIG’s Culture of Corporate Greed. 
   
       NY:  Brick Tower Books, 2009. (more of a biography of John Falcetta)

McDonald, Lawrence and Patrick Robinson.  A Colossal Failure of Common
     
     Sense: The Inside Story of the Collapse of Lehman Brothers.  NY: Crown, 2009.

Sorkin, Andrew Ross.  Too Big to Fail: The Inside Story of How Wall Street and  
   
      Washington Fought to Save the Financial System—and Themselves.  NY: 
   
      Penguin, 2010. 

McGee, Suzanne.  Chasing Goldman Sachs:  How the Masters of the Universe
     
     Melted Wall Street Down and Why They’ll Take Us to the Brink Again.  NY:  
    
     Crown, 2010.  

McLean, Bethany and Joe Nocera.  All the Devils are Here: The Hidden History
     
     of the Financial Crisis.  NY:  Penguin, 2011.


** CHECK AMAZON.COM FOR NEW BOOKS AND DVDs**
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SUMMARY OF GRADING STANDARDS
Items considered:  purpose; organization; content; language; focus; audience; grammar; mechanics; connection with assignment
GRADE A:  An essay at this level shows originality of thought in formulating, stating and developing a thesis.  Ideas are clear, logical, convincing, and interesting. The essay embodies the following positive qualities of critical thinking and writing: (1) careful construction and organization of ideas, sentences, and paragraphs with smooth transitions to show exact relationships; (2) careful choice of effective words and phrases to convey the meanings intended; (3) concentration on a single thesis idea with effective development; (4) free from any errors in grammar or mechanics, except a rare slip.   
GRADE B:  An essay at this level has a clearly stated thesis and is logically and adequately developed.  Its ideas are clear, and it reflects a very good performance in the positive qualities listed for an “A” essay.  This essay is mostly free from errors in the use of English.  Although indicating a high level of competence, the “B” essay lacks the originality of thought and the excellence of thinking and writing that characterizes the “A” essay.
GRADE C:  An essay at this level has a clear thesis relevant to the topic assigned or chosen and a thesis that receives fairly adequate development.  It is satisfactorily organized and has no really serious errors in the use of English.  It may, in fact, have few correction marks on it, but it lacks the vigor and originality of thought and positiveness of expression that would entitle it to a higher grade.
GRADE D:  An essay at this level indicates poor achievement in having and/or expressing ideas clearly, correctly, or effectively.  Its thesis is not formulated with adequate clarity or presented with sufficient completeness to reflect the necessary focus of the topic.  Usually, the theme contains serious errors in the use of English.  With more careful proofreading, with revision, and with fuller development, an essay in the “D” range might well have received a “C” grade.
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GRADE F:  An essay at this level has a poor thesis, a badly stated thesis, or, often, no thesis at all.  Its development is scant, illogical, or irrelevant, and its organization is unclear or non-existent. The writing is bad, largely because it has many serious errors in the use of English.
AUTOMATIC F:  This is an essay in which grammar and mechanics are not up to a minimum level—no matter what other virtues it may have—as is an essay in which the thesis and development are completely off-focus from the point of the topic assigned or chosen.
NO LATE PAPERS WILL BE ACCEPTED UNLESS YOU MAKE ARRANGEMENTS WITH ME PRIOR TO THE DUE DATE.
ASSIGNMENTS
FIRST CORPORATE ASSIGNMENT~~ENRON  (10%)
PARANOIA Analysis   (10%)           
THE PRINCE Analyses~~ assignments  (10%)
Re-write of Brady Letter    (0%)
Complaint or Complimentary Letter  (5%)
Cover Letter for Professional Position     (10%)
Mid-Term   (20%)
     Choices include:  Finance; Accounting; Corporate Relocation 
WHITE PAPER  (30%)  Includes research proposal; annotated bibliography; 
     50+ page~~text only~~not including Abstract; Timeline; Personalities; 
     Works Cited; Works Consulted, and oral presentation.   
ANNOTATED BIBLIOGRAPHPIES  (5 @ 5%)

ADDENDUM TO SYLLABUS FROM THE DIRECTOR OF COMPOSITION     12
Course Goals
“This course is designed to build on the general writing skills and techniques you have acquired in 101 and other university courses, and to prepare you for completing advanced level writing, analysis, and research tailored to your major discipline and possible future workplace.  We will, therefore, practice the various genres of writing you are likely to encounter. Throughout the semester, you’ll also learn to recognize the way(s) that knowledge is constructed in business disciplines (focusing on your own discipline or career interest), adapt your writing to common purposes and audience needs, conduct and synthesize research, use computer technologies as part of your research and writing process, and produce writing that employs the organizational techniques and genres typical in your discipline.  We’ll also focus on the professionalism and professional writing forms and techniques that you’ll need throughout your career.” 
General Education 
“This course is part of the GMU General Education Program, which is designed to help students prepare for advanced work in their major field and for a lifetime of learning. For more information on the mission of the General Education Program, consult the University Catalog or visit http://provost.gmu.edu/gened/.”

Methods of Instruction
“Most class sessions of English 302 will be interactive and will involve a significant amount of student discussion and writing.  Students may be asked to work individually as well as collaboratively as they investigate issues, practice writing strategies and techniques, learn research and critical reading approaches, and review their own and their peers’ writing.  Students who attend regularly and stay engaged in class activities, who keep up with all of the assignments, and who block off sufficient time each week for thoughtful drafting and revising usually succeed in this class.”

GMU Nondiscrimination Policy
“George Mason University is committed to providing equal opportunity and an educational and work environment free from any discrimination on the basis of race, color, religion, national origin, sex, disability, veteran status, sexual orientation, or age. GMU shall adhere to all applicable state and federal equal opportunity/affirmative action statutes and regulations.”

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 45‑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 2‑3 days to receive a response. Make an appointment via their website.”




