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Guizhou University, China
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Course number and title.  ENG368, “Business and Organizational Writing.”
Professor. Dr. William B. Lalicker.
Office hours and contact information. Office hours: Mondays, Wednesdays, and Thursdays, 10:30 a.m. to 12:00 p.m.; Fridays, 10:30 a.m. to 3:00 p.m.; and by appointment.  Note that these hours may change due to meetings and other responsibilities; appointments are always wise, even during posted hours, for most timely attention.


Office hours will usually be held in the professor’s base of operations as College of Arts and Sciences Dean’s Assistant for Student Issues: Anderson 119C. Students may also meet me in my Department of English office in Main Hall if arrangements are made for meeting at that site, Main 534. 

Telephones: 610.436. 3521 (Anderson 119C), 610.436.2822 (department), 610.436.2268 (Main 534), 610.918.9866 (home).

Email: wlalicker@wcupa.edu.

Website: Desire2Learn (D2L) course management system; access details to be discussed in class. Also, there may be an e-reserve site established by F. H. Green Library to facilitation distribution of electronic reserve materials that will supplement our class discussions; go to http://www.wcupa.edu, click on Library, click on Reserves, click on Electronic Reserves, and access the website crosslisted under the course number and the professor’s name. The password will be provided in class.  

Writing Emphasis goals. This course fulfills the requirements for the Writing Emphasis component of the WCU General Education curriculum. This course meets two General Education goals (linked to the Writing Emphasis component) that will help students learn to:

· Communicate effectively;

· Think critically and analytically.

Furthermore, students will be given opportunities to revise their writing with the benefit of feedback from the instructor and peers (see references to workshop drafts). You will note that the syllabus includes formal writing in the Project One, Two, and Three essays; informal impromptu writing in the Midterm Examination and essay question element; and informal writing in the Introductory Essay. You will note, also, that class time will be allotted for instruction concerning techniques of composition as appropriate to the writing assignments: prior to every workshop draft, the instructor will focus on generating ideas for the genre, plus the methods of drafting, organizing, revising, and proofreading. The Introductory Essay plus the Project One, Two, and Three  essays together account for 65% of the course grade; furthermore, writing will be required in answers on the examinations that account for the remaining course percentage. 

Course description.  The official description reads, “The nature of communication within business and organizations. Theoretical basis and practical application.”


More expansively, this is a course about how rhetoric—the effective use of language for nonfictive purposes—works in written contexts common in professional life. We can’t possibly study every context and situation, so we will focus on principles and strategies that may be adapted to the specific purposes, audiences, and discourses you encounter in businesses and organizations. 

Course objectives. By the end of this course, you should be able to:

1. Understand the interaction of purpose, audience, format (including style and grammar), evidence, and organization in successful business and organizational writing;

2. Apply effective and personalized options for effective processes and efficient management of writing projects ;

3. Demonstrate an ability to understand principles of discourse communities (including organizational and global cultures) in the context of businesses and organizations, and apply those principles for appropriate style;

4. Understand and apply genre conventions for letters, memoranda, proposals, reports, and resumes; 

5. Identify the specific rhetorical challenges and opportunities of electronic communication and networking as aspects of business and organizational writing;

6. Understand the challenges of cross-cultural and intercultural writing in the context of globalized business and organizational communication, and strategies for meeting those challenges.  

Course method. The emphasis in this course will be on discussion, demonstration, and group collaboration, not on lecture. You should be ready to engage in discussion every day based on the readings for that day (read ahead as indicated by the syllabus; the professor will sometimes alert you, at the end of each class, to the material we’ll get to discuss in the next class). Imagination and guessing are encouraged; you are strongly encouraged to make connections that question and critique the principles and examples in the readings in relation to what you know from your own exposure to businesses, organizations, and the writings that emerge from these professional and institutional contexts. Every class day, you should be ready to answer, from your own perspective, the following questions about the readings at hand:

· What’s the point of this reading?

· What does the writer bring use in terms of assumptions, supportive examples, logical arguments, slices of organizational life articulated, to support that point?

· What in my own experience as a worker, a customer, a citizen, an organization member, a manager, a reader, a writer, a student, an observer of life, provides perspective (support, critique, complication) to the writer’s point?

· Do I believe this writer’s point? Do I like it? Do I think it is valid? What’s the alternative?

You should annotate the readings, define terms that you aren’t familiar with, bring questions that arise, and generally be able to show that you have grappled intellectually (and maybe emotionally) with the material, every class day. Remember that the prof values the questions you might ask as much as the answers you might produce; and you may get a grasp on a principle discussed in a course reading by focusing on a part of it, an interesting or intriguing or infuriating sentence or two, an example or case study that works or doesn’t work for you, as a way in and a contribution to class discussion.

International partnership participation. Students in this special section of ENG368 are part of an international partnership between Guizhou University in China and West Chester University. Participation in this partnership comes with special opportunities and responsibilities. About half of the students are from GU, and about half are from WCU; students will be assigned to two- or three-person teams for regular study, for work inside and outside of the classroom, and for several assignments. Each team will include students from both nations. Such a partnership will require blends of creativity and tolerance, honesty and tact, careful listening and inquiry; let the professor know immediately of any problem at all that comes up for you, for your team, or for this team approach.  You will be given time in class to make initial arrangements for study sessions and team writing sessions; you should establish a regular schedule for discussing together your reading assignments and working on writing assignments outside of class. (A chart listing team members will be distributed with this syllabus.) 

The opportunities provided by this cooperative venture between universities of two great nations are both intellectual and practical. Writing, in businesses and organizations and in every communicative context, reflects and expresses our ideas, beliefs, values, and ways of seeing the world. Writing constructs our identities, earns or shows respect, and locates us inside or outside of communities of power. Effective written rhetoric always requires a rhetor—that is, a writer who is applying thought to the question of how to communicate effectively—to understand an audience that necessarily differs from the rhetor: consider the challenges we sometimes find in communicating our message to someone who differs from us by gender, by generation, by race, by interest, by economic class, by life experience, by culture or nationality. We regularly, sometimes consciously but sometimes not consciously, switch codes, alter speaking styles, change our level of written formality, to communicate effectively to an audience differing from us. Intellectually and practically, writing—and thinking—that involves crossing the boundaries from one’s baseline assumptions about the world, that connects us to differing cultural assumptions, provides the conditions for creative synergy, for new ideas born of new perspectives, for discovery and change. Learning from the experiences and knowledge of people from a differing set of cultural, historical, rhetorical, social, economic, and other value systems can help one to find the common ground that leads to effective communication, and can help one to articulate one’s own differing position in terms that relate effectively to others.  
An understanding, through personal engagement, of a broader set of cultural positions is especially appropriate for a Business and Organizational Writing course, as businesses and organizations now operate interculturally, transnationally, in globalized contexts. What we do, and how we do things, and many aspects of life, are all affected by events around the globe. Even the English language itself is now transnationally influenced by the several intersecting “world Englishes” that allow business communications to occur in a common, but culturally conditioned and necessarily flexible, linguistic space. Therefore, students in this international partnership section of ENG368—zhongguo ren and meiguo ren alike—will benefit from practice in communicating for business and organizational purposes with their counterparts from the other hemisphere. You will all emerge from this course better prepared for a future in which citizens and businesspeople from China and America will work together and communicate together on a common and regular basis—an interculturally enriching reality and functional agility that is the present norm for many businesses, institutions, and disciplines. 
Brief course outline. The course will proceed according to the following topics:

I. Principles and Processes for Business and Organizational Writing

II. Discourse Communities and Writing Styles

III. Codes, Cultures, and Values: Communicating Across Boundaries

IV. Genres, Purposes, and Practices: Memoranda and Letters (Traditional and Electronic)

V. Genres, Purposes, and Practices: Application Letters and Resumes

VI. Genres, Purposes, and Practices: Reports (Individually and Collaboratively Produced)

Course readings and required texts. The required textbook is Philip C. Kolin’s Successful Writing at Work, Concise Third Edition (Boston: Wadsworth, 2011/12), ISBN 978-0-495-90194-5. Most of our readings will come from this collection.  Additionally, I may place on e-reserve in the F.H. Green Library (see “Website” section above for information) some essays, case studies, and other examples of business and organizational writing for our consideration. Any essays added to the course texts through e-reserve will be required reading in the same way as the other texts are required, and I will provide details about the readings as we approach them. 

Course writing assignments. This is a Writing Emphasis course, and thus you’ll write a variety of assignments in varying degrees of formality, in differing genres, with differing purposes. You will also, in this international partnership approach, write in teams for many of your assignments; this is appropriate not only as a way for students from each nation to learn from each other and model each others’ strengths (as writers, as students, as thinkers), but as a way to prepare for the common practice of collaborative project writing that is a part of the daily work at businesses and organizations.

It is important to me that the team-authored projects represent the equal joint efforts of each individual on the team. Different team members will bring differing strengths to the process, but writing is a matter of many steps and many applications of skills. Therefore, the team-authored Project One and Project Three must include, as addenda, a paragraph written by each team member describing the contribution that member made to the process of producing the project. 
1. Introductory Assignment: Memorandum. Individually-Authored Assignment with Team Input.
This is a one- to two-page memo you will write to the professor explaining the reasons why one member of your team (not yourself) is taking this course, and what  benefit the subject of your memo hopes to gain from the course. The memo will be authored by you as an individual, but will be based upon an interview you conduct with the team member whose reasons for taking the course are the subject of the memo, and any relevant background information about that team member. You should also expect to work with the individual who is the subject of the memo in revising and editing the memo for factual accuracy, for use of the memo format as appropriate for the genre, and for adherence to English grammar. Your memo should end with a parenthetical acknowledgment of the contributions of the team member who is the subject of the memo. Please follow the genre criteria noted in Kolin 69-77 and 91-94. (5 points.)

2. Project One: A Customer Relations Letter. Team-Authored Assignment.
This one- to two-page letter should follow the principles of the customer relations letters initially described in Kolin 109-110 (follow-up letters, complaint letters, adjustment letters, or collection letters) and in more detail in Kolin 114-134. Your team will work together, devoting equal joint efforts, to produce the letter together, one letter per team, signed by all of the team members. Your letter should, as far as is possible, reflect a real customer relations situation you have experienced from a customer or organizational viewpoint. Your team will discuss a draft in a workshop with another team (and receive 5 of the project’s 20 points for the draft), then submit a final version. (20 points.)

3. Project Two: A Resume and Letter of Application. Individually-Authored Assignment with Team Input.
This project consists of two parts: the letter and resume, both responding to an actual job listing you find and provide. The total page count should be no more than four pages. Follow the advice given by Kolin 160-185. Individuals will write their own resumes and letters of application, but should consult with team members for input on any aspect of the writing. You will discuss a draft in a workshop (and receive 5 of the project’s 20 points for the draft), then submit a final version. (20 points.)

4. Project Three: A Long Report. Team-Authored Assignment.
This report will follow the guidelines and models in Kolin 320-356. Your report should be about 10-14 pages in length; should incorporate evidence (with appropriate documentation); and should represent the equal joint efforts of the team. The topic should be a genuine problem for which you see an organizational or policy practice solution. (To generate a topic, think about what you think should be changed in local public policy; in the practices where you work; in the rules and regulations of your university, regarding housing or majors or other academic and extracurricular matters; or in clubs or sororities or fraternities you know. If you are stuck for a topic, read a local newspaper or blog. Remember that you can consult me if you need some suggestions—and don’t wait too long, especially in our intensive five-week timeline.) Your team will discuss a draft in a workshop with another team (and receive 5 of the project’s 20 points for the draft), then submit a final version. (20 points.)

Examinations. There will be two examinations in the course.


The Midterm Examination will be a combination of essay and short-answer questions, based on the Kolin readings and any additional readings placed on e-reserve or distributed in class, through Tuesday of the third week; it will be held on Tuesday of the third week (July 12). (15 points).


The two-hour Final Examination will focus on specific questions to  be applied to an example case of business and organizational writing, linked to major course issues, and will definitely include some “correct the error” or definitional questions linked to the Course objectives listed above, as well as the material in the Kolin text and from class discussions. Exam material will be based on the entire course; more detail will be provided in the last week of the course. The exam will be given at the officially scheduled final examination time., 8:00 a.m. to 10:00 a.m. on Friday, July 29. (20 points.)

Grading system. This course uses the standard grading system found in West Chester University catalogues, and course writing is the main factor in arriving at the grade:

· Introductory Assignment, 5%

· Projects One, Two, and Three (20% each), 60%

· Midterm Examination, 15%

· Final Examination, 20%

Although businesses and organizations do rely on flex-time and electronic work from home, you have plenty of flex-time and electronic work in the homework, drafting, and study portions of this course; consider our class meetings to be like work meetings that you must attend in order to experience the spontaneity of collegial collaboration. The success of this course relies on this engaged in-class discussion, so attendance is an appropriate factor in the grade.  Therefore, 3% will be subtracted from the grade total for each absence, after the first two. (In special circumstances, the professor may agree that a makeup assignment can recover the lost points—if the professor determines that such a makeup assignment is appropriate, and if not too much of the course has been missed.)


I realize that many of you have high standards for your learning and are sometimes anxious to find out what grade you have earned on a given assignment, and why; I am happy to discuss this topic with you, as a contribution to your development as a student. Feel free to make an appointment with me for any such discussion; as detailed commentary and dialogue serves this need best, try to refrain from emailing me for your grade (especially at the end of the semester when I am very busy reading essays and exams and recording grades for all of my classes: your final grade is available online at myWCU about two days after the final exams end).  

Standards of academic community. The organizational culture of the academic community in which we work together—and the culture of our class—puts a high value on the intellectual and ethical ideals expressed in the West Chester University Mission Statement.  The Mission Statement says, in part, "We appreciate the diversity the members of our community bring to the campus and give fair and equitable treatment to all; acts of insensitivity or discrimination against individuals based on their race, gender, ethnicity, age, sexual orientation, abilities, or religious beliefs will not be tolerated." We will honor these values; moreover, all ideas may be heard fairly, while all individuals are treated with respect and dignity.  If you have any concerns about a possible violation of any aspect of this ideal, feel free to discuss the matter with me. 


The organizational culture of the academic community in which we work together—and, again, the culture of our class—includes being fully present: not just physically (although attendance itself counts—see Grading system  above) but in terms of respectful and undivided focus on those who are speaking. What I mean is that, although I’m sure that a lot of you are excellent multitaskers and can check your email, text friends, surf the Web, and keep generally conscious of class discussion at the same time, your full intellectual engagement and likeliness of actually being in dialogue with others is really enhanced when you turn off the phone, turn off the screen, and listen actively and completely to whomever is sharing ideas. It disrespects your classmates to act as if somebody on the phone or something on the screen is more important than the person right in front of you in the present moment. If a special circumstance or condition requires computer use, let me know. If your phone rings in class—and I know that safety and security make it an advantage for us to have those phones on—deal with the interruption quickly and, barring real emergency, get back with your class community, present and focused.     

Our class should be a community of seekers after knowledge, not just an exercise aimed at credit hours and a grade. Therefore, academic honesty will be strictly enforced, first for ethical reasons, and additionally because the course requires a true participation within an intellectual community, as such participation will prepare you for achievement of your academic goals as an English major. Plagiarism will result in a failing grade on any assignment and, if appropriate in the view of the professor, a failing grade in the course.  I may require work to be submitted in electronic format for testing against anti-plagiarism software and online services. (Don’t be offended—requests will sometimes be made at random, to test the anti-plagiarism systems as much as to test student writing. I aim to be an idealist, and I also aim not to be a fool.)  In my classes, there is no penalty for asking a question or seeking help. If you have any doubt about the propriety of your work procedures, collaborations, drafting, and research methods, or if you’re feeling cornered by a deadline, talk with me—I’ll help you.

Support services.  The university’s Writing Center is closed for the summer, but online writing support resources from many universities (including some tailored for those who have English as a second language) are available through its “Links” service at http://www.wcupa.edu/_academics/writingcenter/links.asp.  The Office of Services for Students with Disabilities (Lawrence Center 105, 610.436.2564) is available for appropriate support; if you would like necessary accommodations, let me know the need and I will gladly coordinate such accommodations with that office. The WCU Office of Public Safety supports your security, and you should call them at 610.436.3311 with any security concerns.

Miscellaneous suggestions. Try to show up on time to class; it’s boring for the whole class when a prof has to repeat stuff because you weren’t there to hear it the first time, and it interrupts class. Workshop drafts are due, of course, at class time for in-class discussion. When final drafts of essays are due, they may be given to the professor in class or may be placed in his box in the Department of English mailroom (Main 527) any time the day they’re due, but can lose 10% of their grade for each day late (to be fair to those who handed it in, ready or not, on time)—unless you ask for an extension, which generally will be granted with a reassigned due date. Emailed essays are accepted, but the burden is on you to make sure they arrive, in unencrypted and readable form; emailed essays can get lost in cyberspace or in the prof’s long email queue or in inexplicable shunting to junk mail files, so it’s much better to provide a hard copy. Office hours (or appointments, if those fit your schedule better) are intended for you to use: don’t be shy about asking questions, getting advice, getting commentary on your drafts. 

Schedule of Readings, Writings, Special Activities, and Examinations

Week 1. The Big Picture.

· Get Started.  Set your priorities and goals for the course by analyzing the syllabus and making plans for success at the tasks ahead of you.
· Establish Processes. Consider what processes you need to follow, as a writer, in order to produce your best results in the rhetorical contexts of business relationships and the writing practices that make or break those relationships.
· Acquire a Long-Term Vision. Begin the practice of working within a long-term vision by starting on the research for the Long Report (Project Three); though it’s not due for some weeks, your reflection and research and planning and initial drafting can help to ensure a well-written result. 

READING: Syllabus; Kolin 1-2, 31-84, 91-94, 320-323, 338-354 .

WRITING:  Introductory Assignment memo: details provided Monday, June 27; memo due Wednesday, June 29.

Week 2. Audiences, Purposes, and Principles.

· Connect with Global Audiences. Understand and respect the priorities, values, and motivations of those who read your business writing from cultural positions differing from your own.
· Identify Discourse Communities.  Know how your power to cross boundaries as you communicate can lead to more effective problem-solving between individuals and groups, and more efficient work within an organization.
· Tailor Your Writing to Your Purpose. Understand how genres and subgenres (such as letters with specific purposes) provide structures that audiences recognize, and thus serve clarity and communication.
· Understand the Ethical Implications of Writing. Choose language and rhetorical approaches that are clear, fair, honest, appropriate and productive, using established professional standards.
READING: Kolin 2-30, 95-109, 128-130, 134-151.

WRITING: Workshop Draft of Project One due in class for workshop, Wednesday, July 6.
Week 3. Audience and Purpose in Practice: Writing to the Employer for a Job. 

· Imagine the Employer as Audience. Know the steps the employer follows in finding a job candidate; the values the employer honors in seeking a job candidate; and how your writing can intersect with those steps and values.
· Decode the Language and Visuals of Employment Resource Writing. Understand the key terms that allow you to identify with the needs of the employer’s discourse community, and use visual rhetoric to make your resume and letter of application emphasize your strengths. 
· See the Resume and the Letter of Application as Argument and Evidence. Focus your language to build an argument for your career objective and credentials, with supportive evidence.
· Continue research for Long Report. Identify bibliographic methods, including use of online databases and search engines, to find support for your Long Report.
READING: Kolin 152-157, 160-185, 192-196.

WRITING: Project One: final draft due Monday, July 11.

MIDTERM EXAMINATION: Tuesday, July 12.

SPECIAL ACTIVITY: Career workshop, with analysis of job goals, guided by Mr. Philip Tripp at Twardowski Career Development Center (225 Lawrence Center)—go there instead of our regular class location, at our regular class time, Wednesday, July 13.
SPECIAL ACTIVITY: Research workshop, guided by Dr. Rachel McMullin, F. H. Green Library, Room 309—go there instead of our regular class location, at our regular class time, Thursday, July 14.

Week 4. Analysis, Argument, and Solution in the Long Report.

· View the Multiple Report-Writing Steps. See the process of writing a long report as a series of discrete problems to solve, creative decisions to make, and ongoing processes to engage.
· Implement the Structure of the Genre. Understand how separate parts of the long report fulfill specific purposes for the audiences that will read the report, using a model long report as a flexible template.
· Focus on Argument and Documentation of Evidence. Meet the expectations, and earn the respect, of a professional audience by providing documented evidence in which the research supports your argument.  
READING: Kolin 320-356 (including material reviewed from Week 1).

WRITING: Workshop Draft of Project Three due, Wednesday, July 20.
Week 5.  Review and Revision.

· Complete the Long Report. Continue with the multiple report-writing steps to achieve a professional product.
· Review the principles and practices of the course. Focus on main points that will be important for the Final Examination, and think about application of principles to specific business and organizational writing situations.
READING: Kolin, student’s choice for review (to be discussed and chosen in class on or prior to Monday, July 25).

WRITING: Final Draft of Project Three due, Tuesday, July 26.  

The final examination will be administered at the scheduled final examination time.

The requirements described in this introduction and the schedule of this syllabus may be altered as necessary, to meet the professor’s judgment of the best provisions for the students; any such changes will be noted in class.

