
English 3304, Business Writing (Spring 2014) 
Instructor: Ms. Erica Haugtvedt 
Class Meets: MWF 12:40-1:35pm in Denney 316 
Office Hours: MW 1:35pm-3:15pm in Denney 407 
Email: Haugtvedt.3@osu.edu 
 

Course Description and Objectives 
 
English 3304 focuses on “the study of principles and the practice of techniques associated with business and 
professional writing; emphasis on the style, organization, and conventions appropriate to business letters and 
reports.” In other words, during this course you will develop your competence in assorted forms of professional 
communication—such as the email, memo, business letter, resume, oral presentation, and report—and learn 
how to analyze and respond to a variety of professional rhetorical situations.  While writing will of course be 
our primary focus, more broadly the course will train you in standards of communicative professionalism 
suitable for a work environment, and will demand a similar commitment to professionalism in the classroom.   
 
Required Texts 

ü Philip C. Kolin, Successful Writing at Work (Concise Third Edition). ISBN 9780495901945. E-book 
rental available at http://www.cengagebrain.com/shop/isbn/9780495901945. 

ü Assorted handouts and online readings via Carmen, as assigned.  
Recommended: 

ü A flash/thumb/jump drive to save work you do in class or access to an online dropbox account.  
 

Course Assignments 
 

o Homework Exercises: 15% of final course grade  
• Bad News Letters, 3% (20% weight) 
• Article related to professional writing, 2% (14% weight) 
• In class activities (submitted to Carmen by the end of class), 10% (66% weight) 

o Resume and Cover Letter: 20% 
• Identify and rank 2-3 jobs in class, 5% (25% weight) 
• Resume and Cover letter, draft and final, 10% (50% weight) 
• Letter of recommendation request email, 5% (25% weight) 

o Key Topic Group Presentations: 10% 
• Proposal, 2% (20% weight) 
• Presentation, 6% (60% weight) 
• Feedback on another group, 2% (20% weight) 

o MMORE Kitty Locker Contest: 30% 
• Audiences memo for brochure, 2% (7% weight) 
• Brochure, 5% (17% weight) 
• Solicitation and Thank You letters, draft and final, 5% (17% weight) 
• Marketing Proposal, 10% (33% weight) 
• Group Progress Memo, 8% (26%) 

o MMORE Final Project Group Presentations: 10% 
• Group Meeting Minutes (x3), 3% (30% weight, 10% each) 
• Presentation, 5% (50% weight) 
• Feedback on another group, 2% (20% weight) 

o Professionalism and Participation: 15%  
• Group Evaluations, 7% (47% weight) 
• Class participation and attendance, 8% (53% weight) 



Course Policies 
 

• Good participation takes place both inside and outside the classroom. In-class participation includes 
coming to class on time, using personal and classroom technology appropriately, active listening, in-
class writing, being prepared to contribute your views on the assigned reading, showing a positive 
attitude, collaborating appropriately, and showing respect to your classmates and to me.  Outside 
participation includes completing assigned reading and homework activities. Should anything hinder 
your ability to participate, please speak with me and we will work together to resolve the situation.  
 

• Attendance is important to the success of this class and to your development as a writer. Therefore, 
each unexcused absence after four will result in the lowering of your final course grade by one third of 
a letter grade (A to A- etc). Twelve unexcused absences (four weeks of class) will result in a failing 
grade for the course. Excused absences, such as those for documented illness, family tragedy, religious 
observance, or travel for inter-collegiate athletics, will not affect your grade, but you must contact me 
before or within 36 hours after the missed class to request an excused absence. You are also 
responsible for contacting one of your classmates to catch up on any missed material. 

 
• Tardiness is disruptive to the classroom environment, and prevents you from fully participating and 

assimilating the information and materials discussed in class. If you are not in the classroom when I take 
attendance, you will be counted tardy; each tardy beyond two will count as ½ of an absence. 

 
• Plagiarism is the unauthorized use of the words or ideas of another person. It is a serious academic 

offense that can result in referral to the Committee on Academic Misconduct and failure for the course. 
Please remember that at no point during the writing process should the work of others be 
presented as your own.  If you have any questions or concerns about defining plagiarism and/or 
crediting others’ work appropriately, please talk to me! 

 
• Student work must be completed and submitted on time. You’ll turn in your work to Carmen. I DO 

NOT ACCEPT ASSIGNMENTS BY EMAIL. For Carmen submissions, you must use Microsoft 
Word format: .doc or .docx.  If you don’t have Microsoft Word on your computer, you can use a 
library or lab computer to convert your file into the appropriate format. Please plan ahead in case 
of technological failures. If you do not receive a receipt for your Carmen submission via email, the 
submission did not go through.  

 
• You will submit rough drafts of two of your major assignments: the resume & cover letter and the final 

individual project. In both cases, you will get feedback from me and from your peer group on your ideas 
and presentation, and you will conference with me to discuss revision strategies. Drafts are not graded, 
but failing to turn in a draft or failing to attend a draft conference will cost you one letter grade on 
the final version. 

 
• Late submission of a final graded assignment will result in the deduction of one full letter grade for 

each day past the due date (for example, B+ to C+). The grade will not be affected when a graded 
assignment is late for reasons that would result in an excused absence. If you know you will be late 
with an assignment, you must contact me to make arrangements to turn it in. Do not just email me 
the late assignment. 
 

• Class Cancellation Policy: In the unlikely event that I must cancel class due to an emergency, I will 
contact you via email and request that a note on department letterhead be placed on the classroom door.  
In addition, I will contact you as soon as possible following the cancellation to let you know what will 
be expected of you for our next class meeting.  

 



Resources 
 

ü The Ombudsman of the Writing Programs, Debra Lowry (lowry.40@osu.edu), mediates conflicts 
between instructors and students in Writing Programs courses. Her Spring 2014 walk-in office hours in 
Denney Hall 441 are Monday, 1-3PM, and Thursday, 9-11AM. All conversations with the Ombudsman 
are confidential. 
 

ü The OSU Writing Center is available to provide free, professional writing tutoring and consultation. 
You may set up an appointment by calling (614) 688-5865, visiting http://cstw.osu.edu/writingcenter, or 
dropping by the center at 475 Mendenhall Lab or 460 Thompson Library.  

 
ü The OSU Libraries include many books, periodicals, and websites about business and business writing. 

See http://library.osu.edu/find/subjects/business-resources/find-articles-2/ as well as the links on 
Carmen. 
 

ü The Office for Disability Services, located in 150 Pomerene Hall, offers 
services for students with documented disabilities. Contact the ODS at (614) 
292-3307 or via http://www.ods.ohio-state.edu/. 

 
Evaluation 

 
All assignments will receive some sort of evaluative feedback.  For in-class work, I generally use the “check” 
system: a check means satisfactory, a check-plus means good, and a check-minus means unsatisfactory.  
Everything else will receive at least a letter grade.  For your major written assignments, you can expect 
comments from me explaining the document’s strengths and weaknesses, and why it received the grade it did.  
If you have questions about a grade, I ask that you take 24 hours to read over my comments carefully and get 
your questions down in writing rather than simply reacting emotionally to a grade.  I’d be glad to sit down and 
talk about any grade, if we can’t resolve your concerns by email.   
 

Grading Standards 
I use the OSU standard grading scheme 

 
A/A- = Excellent paper.  It offers an effective solution to the problem based on good audience analysis; it fulfills 
minor as well as major purposes.  Its overall pattern of organization is appropriate; the internal organization of ideas is 
effective; transitions are smooth.  Reader benefits and logic are well developed.  The message is well written, interesting, 
and easy to read.  It may show originality in visual impact, reader benefits, details, or word choice.   
 
B/B+ = Good paper.  It offers an effective solution to the problem.  Both the overall pattern of organization and the 
internal organization are good.  Reader benefits and logic are developed adequately.  The writing style is clear, concise, 
and friendly.  It may have a few minor mechanical errors or some awkward spots, but basically it is well written and has 
good visual impact. 
 
B-/C/C+ = Satisfactory paper.  It offers a solution which is basically acceptable; it uses an acceptable pattern of 
organization; the writing follows the conventions of standard English and the principles of business writing.  There 
may be minor errors in style, tone, internal organization, or mechanics; reader benefits or logic may not be developed 
fully. Also, a Good (B) paper with a major flaw in the solution, organization, tone, or writing style. 
 
C-/D =  Poor paper.  It shows some evidence of attempting to solve the problem, but has many minor errors in 
organization, development, word choice, style, tone, and mechanics.  None of these alone would necessarily doom the 
paper; however, together they make the paper unsatisfactory. Also, a Satisfactory (C) paper with a major flaw in 
the solution, organization, tone, or writing style.   



 
E or F = Poor (D) paper with a major flaw in the solution, organization, tone, or writing style. Also, any paper that 
violates explicit facts in the problem, plagiarizes from print or online sources, or has an unacceptable number of errors in 
organization, development, word choice, style, tone, and mechanics.   
 
Minor errors in format (for example, not initialing a memo or signing a letter) lower the paper grade one-third 
letter.  Initials and signatures may be done electronically for documents submitted to Carmen.  Major errors (for 
example, using a letter when a memo is needed) will lower the grade one full letter. 

 



Course Schedule 
 
Week 1: Course Introduction 
M 1/6  In Class: Syllabus Overview; Professional Introductions. What are your workplace’s standards for 

professional behavior and communication? 
 
W 1/8  Reading Due: “The Perfect (Elevator) Pitch” (Carmen); Ch. 8, “Writing Effective Short Reports and 

Proposals,” p. 300-303 (ONLY section “Writing Successful Proposals) 
In Class: Elevator Speeches, forming “key topic” presentation groups 

 
F 1/10 Assignment Due: Key topic Proposals (due on Carmen by the end of today, 11:59pm) 

Reading Due: Chapter 5, “How to Get a Job: Searches, Dossiers, Portfolios, Resumes, Letters, and 
Interviews”  
In Class: Job Search Workshop; Resume/Cover Letter Expectations. Browse the campus job fairs at 
http://careers.osu.edu/students/career-fairs/ to locate one relevant to your field/major. Identify two or 
three jobs that you would like to apply for after graduation. Rank your choices, and submit the ranked 
job ads to Carmen by the end of class. 

 
Week 2 
M 1/13  Reading Due: Chapter 1, “Getting Started: Writing and Your Career”  
  In Class: Discussion of Workplace Ethics; Key Topic Presentation Expectations   
 
W 1/15 Reading Due: Chapter 5 Section, “Going to an Interview,” p. 186-190 
  In Class: Resume Workshop; Practicing Interview Skills 
 
F 1/17 Assignment Due: Resume and Cover Letter (on Carmen by noon)  

Reading Due: Chapter 3, “Writing Routine Business Correspondence: Memos, Faxes, Emails, IMs, and 
Blogs,” Academic Etiquette (on Carmen) 
In Class: Letter of Rec Request Emails Expectations, Cover Letter Workshop; Practice Interview Skills.  

 
Week 3 
M 1/20: Martin Luther King Day, NO CLASS 
 
W 1/22 In Class: Letter of Rec Request Email Workshop 
 
F 1/24 Assignment Due: Letter of Recommendation Request Emails (due on Carmen by noon); Resume and 

Cover Letter (on Carmen by noon) 
Reading Due: Chapter 10, “Making Successful Presentations at Work” 

 In Class: Effective and Ineffective Use of Powerpoint; Key Topic Group Meeting 
 
Week 4 
M 1/27  Reading Due: Chapter 4, “Writing Letters: Some Basics for Communicating with Audiences  

Worldwide”  
 In Class: Group A Key Topic Presentation (Peer Feedback by Group F due 2/3 in class); Exercises in 

Tone; Revised Resume/Cover Letter Expectations 
 
W 1/29 In Class:  
 Resume/Cover Letter Revision Workshop  
 
F 1/31 Assignment Due: Revised Resume and Cover Letter (due on Carmen by noon) 

In Class: Group C Key Topic Presentation (Peer Feedback by Group B due 2/7 in class); Group B Key 
Topic Presentation (Peer Feedback by Group A due 2/7 in class);  Bad News Letter Expectations. 



 
Week 5 
M 2/3 Reading Due: Chapter 2, “The Writing Process and Collaboration at Work”  

In Class: Group D Key Topic Presentation (Peer Feedback by Group C due 2/10 in class); Exercises in 
Revision 

 
W 2/5 In Class: Bad News Letters Workshop 
  
F 2/7  Assignment Due: Bad News Letters (due on Carmen by noon) 

In Class: Group F Key Topic Presentation (Peer Feedback by Group E due 2/12 in class); Discussion of 
Locker contest 

 
Week 6 
M 2/10  Reading Due: Review Kitty Locker contest documents and come to class with questions.  

In Class: Group E Key Topic Presentation (Peer Feedback by Group D due 2/14 in class); Introduction 
of Kitty Locker contest and MMORE organization, final project. Discuss collaborative writing. Draft 
MMORE introduction memo.  

 
W 2/12 Reading Due: Chapter 6, “Choosing Effective Visuals,” 209-243. Consider three potential target  
 audiences for your brochure.  
 In Class: Review brochure memo exercise. Using InDesign to create brochures.  
 
F 2/14 Assignment Due: Target audiences memo for brochure (due on Carmen by noon) 

In Class: Discussion of sample brochures and visuals in document design. Continue to work on Mmore 
brochure 

 
Week 7 
M 2/17  *All this week, bring a digital copy of your MMORE brochure draft to class.  
 In Class: Group work on MMORE brochure in class.   
 
W 2/19 In Class: Large group workshop on brochure drafts 
 
F 2/21 In Class: Large group workshop on brochure drafts.  
 Assignment Due by end of class: Turn in your final brochure to Carmen by the end of class.  
 
Week 8 
M 2/24 In Class: Solicitation and thank you letter.  
   
 
W 2/26 In Class: Analysis of solicitation and thank you letters. Work on revising solicitation and thank you  

letters as homework.  
 
F 2/28 Assignment Due by the end of class: Turn in your solicitation and thank you letter drafts to Carmen  
 before the end of class.  
  
Week 9 
M 3/3 Assignment Due: Revised, final solicitation and thank you letters (due on Carmen by noon) 
 In Class: Workshop on library research for professional writing. Discuss kinds of research necessary for 

successful final projects. Outside of class, research professional writing topic and select an article to 
summarize.  
 

 



W 3/5 Reading Due: Review sample marketing proposals on Carmen.  
  
 
F 3/7 Assignment Due: Bring article related to a professional writing topic to class. 

In Class: Discuss student-selected articles. Summary writing activity. Draft summary memo in class.  
 

 
Week 10: SPRING BREAK 3/10-3/14 
 
Week 11 
M 3/17  In Class: In Class: Discussion of characteristics of successful marketing proposals. Marketing proposal  
 activity. Group work on marketing materials. Continue to work on MMORE marketing proposals  
 outside of class.  
 
W 3/19 Reading Due: Chapter 7, “Writing Instructions and Procedures,” 249-276.  
 In Class: Instructions, procedures as they relate to marketing proposal. Continue to work on MMORE  
 marketing proposal draft in class in groups. Draft progress report memo for group work.  
 
F 3/21 Assignment Due: MMORE marketing proposal for instructor review; progress report memo for group  
 work (due on Carmen by noon) 
 In Class: Designing promotional materials. Work on MMORE event materials in groups.  
 
Week 12 
M 3/24  Chapter 8, “Writing Effective Reports and Proposals” *Bring event materials digital draft to class all  
 this week.  
 In Class: Group work on MMORE event materials.  
 
W 3/26  In Class: Continue to work on MMORE event materials as a group.  
 
F 3/28 Assignment Due: Final draft MMORE marketing proposal and event materials (due on Carmen by the 

end of class) 
 In Class: Successful marketing pitches. Arrange for final project group presentation.  
 
Week 13 
M 3/31  Reading Due: “Tips for Writing Meeting Minutes” (Carmen) 

In Class: Discuss public speaking and presentations—review what we’ve learned so far. Project Group 
Meetings to discuss presentations. Submit group’s minutes to Carmen at the end of class.  

 
W 4/2 In Class: Continue to discuss presentations. Submit group’s minutes to Carmen at the end of class.  
 
F 4/4 In Class: Continue to discuss presentations. Submit group’s minutes to Carmen at the end of class.  
 
Week 14 
M 4/7  In Class: Group 6 presentation; Feedback memo by Group 5 due 4/11 

 
W 4/9 In Class: Group 2 presentation; Feedback memo by Group 1 due on 4/14 
 
F 4/11 In Class: Group 3 presentation; Feedback memo by Group 2 due on 4/16  
 
Week 15 
M 4/14  In Class: Group 4 presentation; Feedback memo by Group 3 due on 4/18 
 



W 4/16 In Class: Group 5 presentation; Feedback memo by Group 4 due 4/21 
 
F 4/18 In Class: Group 1 presentation; Feedback memo by Group 6 due on 4/21. 
 
Week 16 
M 4/21 (Last day): Reflection on what we have learned during class; discursive evaluations in class.  
 REMEMBER TO COMPLETE THE ONLINE SEI IN BUCKEYELINK.  
 


