
 

Jason Bellipanni
Click to view Resume Portfolio

1.  Jason Bellipanni C.V. 2018 

2.   Course Design & Development 

 i. ENG 529 Fiction Fundamentals: Online 

             a. Course Blueprint, Objectives,  Assessment 

             b. Video Tutorials ENG 529 Fiction Fundamentals: Graduate 

       ii. ENG 215 Business & Professional Writing: Traditional  

  3. Technical Writing 

  a. Course Development Proposal 

  b. Textbook Chapter 

  c. Online Learning Module
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Classroom Teaching & Course Development Experience (2002-Present) 
Endicott College (2017-Present) Adjunct Faculty: College Composition 111 &112 

University of Massachusetts, Lowell(2016-Present): Composition 1010,1020 

Manchester Community College (2014-Present): Composition 1 & 2, Ethics 

Southern New Hampshire University (2002-2015): Arts & Sciences, Composition,  

Communication, Business Writing 

Saint Anselm’s College English Faculty (2003-2015): Composition, Literature 

* Course development: Saint Anselm College (2015)

EN 215: Business and Professional Writing
Wrote, Developed and Implemented business writing course.
Developed & Produced all lesson descriptions and instructional material
Prezi & Powerpoint training and utilization
Technology Instruction for students:
Online Assignments including, how to create online accounts: Linked-in, Twitter, Facebook,
Google Documents Tutorial

Online Teaching & Course Development Experience (2011-Present) 
Southern New Hampshire University SNHU Online (2011-2015) 

Taught graduate & undergraduate courses

Baker College (2013-2015) Taught online composition 101 

Pearson Education Assessment (2012-2015) Online Tutor: Synchronous/Asynchronous Assessment 

Southern New Hampshire University (2012) Instructional Design, SME 

Elearning Innovations P.O Box 201, Mont Vernon, NH 03057

o ENG 549 Graduate Fiction Writing Online Course: 12 Module Graduate Course
o Wrote, Edited, and Produced a Twelve Module Graduate Course –ENG 529 Fiction

Fundamentals
o Developed competencies and instructional goals
o Wrote and Edited instructional material for student & instructor: online LMS-Blackboard 9.1

Assignments, examples, worksheets, pdf forms
o Step-by-step Instructional documents explaining various technologies

College for America 33 South Commercial Street, Manchester NH 03101 
o Online Course Module, Level 1 Task (Sample Module)

o Lesson Template
o Lesson Description & All Instructional Material
o Prezi & PowerPoint
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Education 

M.F.A Writing, 2006, University of So. Maine, Portland, ME
M.A English, 1999 University of Colorado, Boulder, CO
A.D Culinary Arts, 1995 Cordon Bleu, Florence, Italy
B.A. History, 1993 College of the Holy Cross, Worcester, MA 

Publications 

BOOKS 
Bellipanni, J. (2013). Fifty Stories: How to Read and Write Experimental Fiction.    Concord: Story 

Review Press. Print. 

Bellipanni, J. (2012). Slippery Devils: Collected Stories. Concord: Story Review Press. Print. 

Bellipanni, J. (2011). Word: Creative and Critical Composition. Mont Vernon: Story Review Press, 
2011. Print. 

STORIES & ESSAYS 
"Be Good." Mukherjee, Wanda Wade. Blink: Flash Fiction. Charlotte: Paper Journey Press, 2006. 34. 

”Drifting Out of My Mind.” A World of Words, Anthology, Surrey, Canada, (2004) 

”The Last Elf-Mite.” Feathers and Cigarettes: An Anthology, Fish Publishing, Dublin, Ireland 

(2003) “Impressions.” The Cream City Review , University of Wisconsin, Milwaukee(2002) 

“Dust.” The Berkeley Fiction Review, University of California, Berkeley, 45-48. 

Technology Training & Proficiency: 
Learning Management Systems 

Blackboard, Canvas, Sakai, Chalk & Wire,
MyCompLab, Smarthinking, Google apps

Presentation & Broadcast: 
Prezi, Powerpoint
Ustream, Livestream Producer
Acrobat Pro, Adobe Presenter, Connect
Nicecast, Broadwave, Fission

Web Instruction/Development 
Adobe Dreamweaver, WordPress,
Google Drive, Windows Skydrive 
Dropbox, ICloud, JustHost,

Text & Photo Design: 
Microsoft Office, Paint
Adobe Acrobat Pro, Photoshop
Picasa, Google Drive, AVS Suite,
Flipbook

Video/Audio Editing: 
Camtasia, Imovie, Finalcut, AVS
Video & Audio
Audacity

Web Presence: 
LinkedIn, Facebook, Twitter, Paypal
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PROFESSIONAL SKILLS 
Learning Management Systems: Blackboard, 

Canvas, Sakai, Chalk & Wire 
Writer, Writing, Proofreading 
Editor, Copy Editor 
Research, Technical & Textbook Content 

Development 
Subject Matter Expert 
Certified Online Instructor 
Instructional Technology Integration 
Faculty Training and Instruction 
Lesson planning 

 

Certified Online Tutor- Composition 
o Synchronous, Asynchronous 

Rubric Development 
Portfolio Development 
Advising, Scheduling 
Online Media Publishing 
E-book, flipbook, Prezi, PPT, Adobe 
 Website Development 
Data Entry, Description 
 Creative & Critical Writing 

Books 

Word: Creative and Critical Composition, by Jason Bellipanni. (2011) 

“His composition textbook is fascinating, strikingly original yet educationally effective. He 
not only discusses classic composition textbook subjects—description, narration, the 
brainstorming process, persuasion, 
research, etc.—but dares to include his own writing: vivid, detailed short stories and 
essays that serve as examples of different tasks and of excellent prose.” 

Dr. Ann Norton, English Chair, St. Anselm College. 

“Jason also focuses on creating a certain setting in his classroom; perhaps a "community of writers" would be a 
good way to describe his intended effect. As a writer himself, Jason, I believe, offers both expertise and 
experience in the ''real-world" kind of writing-- drafting, revision, peer review, and reading aloud. It seems that 
his courses help students "think better" as well as "write better"; by ''better" I mean that his students are asked 
to look into themselves and their culture to examine their own views, and then they are offered several 
different ways of communicating those views, academic and otherwise.” 

Dr. Meoghan Cronin, Professor, Director of College Writing, Saint Anselm College 

Slippery Devils: Collected Short Stories by Jason Bellipanni (2012) 
“The Last Elf-Mite most definitely did surprise me, like some skewed but ordinary Harold 

Pinter domestic episode eccentrically reworked by Isaac Asimov. I found it courageous and 
fastidious and unflinching in its courage. A writer well worth watching, I feel.” 

Patrick McCabe, author The Dead School, and The Butcher Boy. 

"Jason is a dazzling writer. Sharp-witted, linguistically interesting, and wholly original. The 
intellectual concepts behind his work are formidable and impressive, but they are woven into 
thematically rich but accessible narratives. He has enormous talent..." 

Dean Bakopoulos, author of Please Don't Come Back from the Moon 
and My American Unhappiness 

“I found Jason Bellipanni’s protagonist in ‘Skin and Rain’ to be one of the most compelling 
characters I’ve come across recently.” 

Wanda Wade Mukherjee, Editor, Paper Journey Press. 
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Fifty Stories: How to Read and Write Experimental Fiction
by Jason Bellipanni (2013)

“Jason’s fiction is as inventive as his pedagogy.  He manages to inspire non- 
English major, technical students with his teaching style—and inspire those students as writers. 
His source of energy as a teacher, I believe, is the power of his own burgeoning body of writing. I 
deeply admire the completely fresh approach which Jason uses in his short fiction. Each sentence 
contains an extreme musicality; each word is a volt. His work has the patina of metaphor 
without too-loose lyricism.” 

Dr. Alexandria Peary, author of Lid to the Shadows and Fall Foliage Called 
Bathers and Dancers. 

“As Editor-in-Chief of The Cream City Review, I read hundreds of submissions by emerging 
and established fiction writers each year and I can tell you with absolute certainty that 
Jason’s work is not only refreshing and cutting edge, it’s topnotch and represents some of 
the best new writing I’ve seen. He’s a writer to watch.” 

Dr. Karen Auvinen, poet, University of Colorado. 

“Like few other writers, Jason has the ability to write from the point of view of a younger 
character, preserving realism that allows one to believe the character without forsaking the 
adult experience that renders the experience meaningful in a larger context." 

Philip Baruth, author of X-President, The Dream of the White Village, and 
The Millennium Shows
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SNHU Course Specification Template and Blueprint 

 

Associate Dean Course Author Instructional 
Designer 

Content 
Architect 

Patrick Hayes Jason Bellipanni Sylvia Eastman 

Course Description:  
This course is designed to deepen writers' understanding and mastery of elements of fiction, including voice, 
point-of-view, theme, characterization, structure, reflexivity, symbolism, imagery, rhythm, and tone. Writers 
practice a variety of fiction writing, reading, and workshop skills. They also study major examples of the novel, 
novella, short story and representative critical texts. 

Course Concept: 
Fiction Fundamentals gives students the opportunity to explore one of the oldest and most popular forms of 
creative writing.  There are myriad forms of fictional narrative storytelling.  Through in depth study and creative 
development, students can better understand how structure and story have changed over time, and more 
importantly, how that information can be used to create contemporary prose. 

The course should be designed in a workshop-type structure. Emphasis should be placed on students developing 
their own writing and collaborating with one another for revision and feedback. Assigned readings should 
accompany each week’s assignments as a way for the student to explore different writing techniques, but 
emphasis is on the development of personal/professional writing.  
Program: MA English and Creative Writing 

Program Outcomes: N/A 
Course Objectives: 

The graduate analyzes popular fiction works to define the elements
of fiction writing.
The graduate develops outlines for original essay concepts that
incorporate standards of development and structure.
The graduate integrates technical and creative strategies to
successfully convey narrative story elements, including voice, point-
of-view, theme, characterization, structure, reflexivity, symbolism,
imagery, rhythm, and tone.
The graduate develops narrative works that effectively integrate
various storytelling techniques in a cohesive manner.
The graduate collaborates with peers in the critiquing and
development of creative writing.

Module Objectives: 

See blueprint below for 
individual module objectives. 

Required Materials 

Third Party Resources (List all resources used other than the textbook) Textbook 
Burning Down The House: Essays 
on Fiction by Charles Baxter, 
Graywolf Press, 2008, ISBN: 978-1-
55597-508-1.  

ENG 529 Fiction Fundamentals 

ENG 529 Fiction Fundamentals 

Online Graduate Writing Course
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The Scene Book: A Primer for the 
Fiction Writer by Sandra Scofield, 
Penguin Books, 2007, ISBN: 978-
0143038269. 

The Scribner Anthology of 
Contemporary Short Fiction: 50 
North American Stories Since 1970 
(Touchstone Books) [Paperback] 
by Lex Williford (Editor), Michael 
Martone (Editor) Publisher: 
Touchstone, 2nd edition, 2007, 
ISBN-13: 978-1416532279.  

Prerequisites: ENG 550 – Graduate Studies in English Language 
Timeline for Delivery 

Course Plan Blueprint Design 
Cycle Begins/Ends 

Course to Production Course to 
Instructor(s) 

Course to 
Students 

Complete 

Grading Distribution 
Assignment Category Number of 

Graded Items 
Point Value 
Per Item 

Total Points 

Discussion Board 7 30 210 
Creative Writing 5 65 325 
Critiques (workshop wiki) 5 45 225 
Personal Blog 6 40 240 

TOTAL = 1000 points 



Module- 1 SCENE Event & Meaning OBJECTIVES Scene Story Discussion Write Evaluate 
1. To write interesting and compelling fiction, you must be
able to locate and express the heart of your story.  In
short fiction especially, this must be done quickly and
efficiently. By thinking of stories in terms of scenes and
their component parts, you can more easily identify the
strongest and weakest moments in your own work.  In
this module you will share a brief bio with your classmates
and describe some of those strengths and weaknesses.
You will identify scenes in published stories and learn to
distinguish between the occasion, the event and the pulse
of a scene.  After completing a brainstorming exercise to
generate ideas for potential scenes, you will select one
and write a short story.

Identify your strengths
and weaknesses as a
writer
Deconstruct published
works into scenes
Write a short story
with identifiable scenes
Distinguish between
the occasion, event
and pulse of a scene
Develop the emotion
contained within in a
scene.

Intro 
ch.1,2 

Hanse
n, 
Jones 

Icebreaker-bio Post a short bio to Write 1.1. It 
should include a description of your strengths 
and weaknesses as a writer, three authors 
whose work you particularly admire and the 
reasons.   If there is a particular aspect of the 
craft that you would like to focus on or 
develop, tell us here. Also, tell us how your 
classmates can best assist you when providing 
constructive critique.  
Once your classmates have posted their 
introductions, read and provide your feedback 
using the comments feature of the blog. 

Short Story 
#1 Expand 
occasion 

Submit 
story 1 

Module- 2 STRUCTURE Beats & Focal Points OBJECTIVES Essay Scene Story Discussion Critique Reflective Blog 
2 When you write fiction, you are expressing 
change in a narrative of linked scenes.  In a 
series of small steps or beats, each scene leads 
up to its own mini-change or what The Scene 
Book refers to as the focal point. In this 
module, you will identify the beats and the 
focal point in both published work and in your 
classmate’s first writing assignment.  You will 
read an essay by Charles Baxter and focus on 
the difference between focal points and 
epiphanies.  Your constructive critique of your 
classmates’ work will conclude our overview of 
the main elements of a scene, and you will 
reflect on scene as it relates to story meaning 
and to your own work. 

Identify the beats and the
focal point of a scene.
Conduct a constructive
critique of Short Story #1
Discuss the occasion,
event and pulse of a
scene
Distinguish between the
focal point of a scene and
an epiphany
Reflect on the connection
between scene and
meaning in your own
work

‘Again
st 
Epiph
anies’ 

Ch3.4 Dybe
k 

Epiphanies and Insights 
Evaluate this statement as it
relates to your conception
of ‘the professional fiction
writer.’  In your view, what
is the professional fiction
writer’s purpose?
What skills or abilities does
the fiction writer develop in
the course of practicing
their craft?
Do you think fiction writers
should strive to produce
insights or epiphanies in
their fiction?

Critique 
story 1 

Describe your familiarity 
and experience with 
insights and epiphanies in 
life and in your own 
writing.  Like Baxter, have 
your insights turned out to 
be ‘dead wrong’ or have 
they held true?   
As a fiction writer, reflect 
on the nature of true 
insight and its place in 
your own work. As a 
creative artist, what 
responsibilities do you 
have to yourself and to 
your audience?   

Module 3. TENSION Pulse, Tension, Negotiation OBJECTIVES Scene Story Discussion Write Evaluate 
3 One of the main goals of a fiction writer is to engage with 
their audience.  Whether the connection is emotional or 
intellectual, successful fiction affects the reader.  Some 
form of conflict creates the tension necessary to draw 
readers to the end of a story.  Maintaining the tension 
through the story is what The Scene Book refers to as the 
pulse of a story.  In this module you will identify the pulse 
in published short stories and discuss how negotiation can 
be used to create tension.  You will choose a situation that 
contains an inherent conflict and write a short story with 
tension and a strong pulse. 

Discover how the
pulse works in a scene
Write a short story
that features a clear
conflict
Utilize and exploit the
tension within a short
story
Evaluate the use of
negotiation in
published fiction

Ch.5,
6,7 

Gaitsk
ill 

Negotiation 
Both the story “We Didn’t”, by Stuart Dybek, and 
“Tiny, Smiling Daddy,” by Mary Gaitskill  are 
stories that demonstrate the tension building 
technique of negotiation.  Compare and contrast 
the way each author uses negotiation to drive the 
story.  If there is no central conflict, how does 
each author use negotiation to create tension in 
the story?  Assess how well negotiation resolves 
the tension it creates in each  story. 

Short 
Story 2 
Tension 

Submit 
Story 2 
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*Incomplete and Incomplete/Failure: Any student requesting an “I” grade must complete a Student Petition and

Contract for a Grade of Incomplete and submit it to the proper offices prior to the final day of the term/semester. 

The petition will specify a deadline by which the coursework must be completed. The incomplete automatically 

becomes an “IF” if work has not been completed and a grade has not been submitted by the specific deadline. 

Grading Guides  

Specific activity directions and grading guides can be found in the Course Information area in the Assignment 

Guidelines and Rubrics folder.  

Weekly Assignment Schedule 

The Learning Modules area in Blackboard contains one module folder for each week of the course. All reading and 

assignment information can be found in the folders. All assignments are due by 11:59 p.m. EST on the last day of 

the module week. 

In addition to the textbook readings that are listed, there may be additional required resources within each 

module in Blackboard. 

Module Topics and Assignments 

1 Icebreaker Activity (Required) 

Event and Meaning 

Reading: The Scene Book, Introduction, Chapters 1 and 2 

Reading: The Scribner Anthology of Contemporary Short Fiction, “Wickedness” and “Marie”  

Creative Writing: Short Story #1 – Event and Meaning 

2 Beats and Focal Points 

Reading: The Scene Book, Chapters 3 and 4 

Reading: The Scribner Anthology of Contemporary Short Fiction, “We Didn’t”  

Workshop Wiki: Critique Short Story #1 – Event and Meaning 

Personal Blog: Beats and Focal Points 

3 Pulse, Tension, and Negotiation 

Reading: The Scene Book, Chapters 5, 6, and 7 

Reading: The Scribner Anthology of Contemporary Short Fiction, “Tiny, Smiling Daddy” and “We Didn’t”  

Discussion: Negotiation 

Creative Writing: Short Story #2 – Pulse and Tension 

4 Symbolism, Imagery, and Descriptive Language 

Reading: The Scene Book, Chapter 8 

Reading: Burning Down the House, “Talking Forks: Fiction and the Inner Life of Objects” 

Reading: The Scribner Anthology of Contemporary Short Fiction, “The Things They Carried”   

Discussion: Elaborating Sentences 

Workshop Wiki: Critique Short Story #2 – Pulse and Tension 

Personal Blog: Symbolism and Pathetic Fallacy 
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Attendance Policy 

Failure to participate during the first week of the course (12:00 a.m. Monday through 11:59 p.m. Sunday) will 

result in automatic withdrawal. Participation is defined as posting within a discussion board, wiki, or blog, and/or 

5 Character Response and Action 

Reading: The Scene Book, Chapter 9 

Reading: The Scribner Anthology of Contemporary Short Fiction, “Winners on the Pass Line” 

Discussion: Character Response Strategies 

Creative Writing: Short Story #3 – Character Response 

6 Openings and Plot 

Reading: The Scene Book, Chapter 10 

Reading: The Scribner Anthology of Contemporary Short Fiction, “The Disappeared”  

Reading: Burning Down the House, “Counterpointed Characterization” 

Discussion: Opening Scene 

Workshop Wiki: Critique Short Story #3 – Character Response 

Personal Blog: Conflict 

7 Point of View 

Reading: The Scene Book, Chapter 11 

Reading: The Scribner Anthology of Contemporary Short Fiction, “Girl,” “Boys,” and “Orientation”  

Discussion: Point of View 

Creative Writing: Short Story #4 – Point of View 

8 Scenarios 

Reading: The Scene Book, Chapter 14 

Workshop Wiki: Critique Short Story #4 – Point of View 

Personal Blog: Scenarios 

9 Defamiliarization 

Reading: Burning Down the House, “On Defamiliarization” 

Reading: The Scribner Anthology of Contemporary Short Fiction, “Sea Oak” and “The Way We Live Now”  

Discussion: Defamiliarization 

Creative Writing: Short Story #5 – Defamiliarization 

10 Self-Assessment 

Reading: The Scene Book, Chapter 13 

Workshop Wiki: Critique Short Story #5 – Defamiliarization 

Personal Blog: Self-Assessment 

11 Reflexivity 

Reading: Burning Down the House, “The Donald Barthelme Blues” 

Reading: The Scribner Anthology of Contemporary Short Fiction, “Sarah Cole: A Type of Love Story” and 

“The School”  

Discussion: The Writer and the Reader 

Personal Blog: The Personal Statement 



Course Description 

This course is designed to deepen writers' understanding and mastery of elements of fiction, including voice, point-of-view, theme, characterization, 
structure, reflexivity, symbolism, imagery, rhythm, and tone. Writers practice a variety of fiction writing, reading, and workshop skills. They also study 
major examples of the novel, novella, short story and representative critical texts. 

Course Objectives 
The graduate analyzes popular fiction works to better define the elements of fiction writing.
The graduate outlines original story concepts in adherence to plot development and narrative structure.
The graduate integrates technical and creative strategies to successfully convey narrative story elements, including voice, point-of-view, theme,
characterization, structure, reflexivity, symbolism, imagery, rhythm, and tone.
The graduate develops a narrative work that effectively integrates various storytelling techniques in a cohesive manner.
The graduate collaborates with peers in the critiquing and development of creative writing.

Module 1: (Event & Meaning) 

Module 2: Structure (Beats & Focal Points) 

Module 3: Tension (Pulse, Tension and Negotiation) 

Module 4: Imagery (Images and Emotions) 

Module 5: Character (Character and Tension) 

Module 6: Plot (Openings and Plot) 

Module 7: Point of View 

Module 8: Style  (Style, Tone, Language) 

Module 9: Theme 

Module 10: Reflexivity 

Module 11: Revision 



A. Add New Page
B. Click name of

student to
critique

C. Create Page
Title: Last
Name, 2.1,
Critique

D. Continue

Critique of the Story typed or copy/pasted here 

E. New Page appears

HOME



HOME



Introduction Video for ENG 529 Fiction Fundamentals

How to Post Critiques on Wiki ENG 529

How to Post Stories on Wiki ENG 529
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I. Proposal for the Introduction of a New Course: 
Department: English 
Title of Course: EN 215 Business & Professional Writing 

Catalog Description: 

Students will plan, produce, edit, and adapt both the content 
and the structure of their writing to successfully address 
specified business and professional audiences. Students will 
develop a portfolio of writing that includes revised and 
polished samples of business correspondence, reports, formal 
proposals and presentations.  

Faculty Member Proposing: 
Meoghan Cronin and Luke Miller (course designed by Jason 
Bellipanni) 

Duration of course: One 
Semester 

X Two 
semesters 

Initial Offering: Semester SPRING Academic 
Year 

2015 

Prerequisites for the Course: EN 105 

Open to: General 
Students 

X Majors Only 

Freshmen Sophomores X 
Juniors X Seniors X 

Has the course proposal been formally approved by the department? 
(Proposals must be approved prior to being submitted for sub-committee review.) 
Will the course be a permanent offering in the department? YES 
How frequently will the course be offered? 
Does this course deal with material or issues dealt with in a course offered by 
another department? 

NO 

If so, does that department support the approval of this course?  

Please include with the Proposal Form the following: 
I. A sample course syllabus 

The syllabus will a) describe the format of the course (lecture, seminar, tutorial, internship, field 
study);  
b) identify the major topics/issues to be covered in the course; e) present the writing
requirements of the course; d) identify required readings. 

II. A narrative which justifies the course educationally and addresses the issues of resources
and audience.

The following specific topics and questions should be answered in the narrative: 

a. Educational Justification
How does the course contribute to the mission of the College?



I. Sample Course Syllabus

II. Sample Course Syllabus

Course Title:  ENG 215 Business & Professional Writing 
Course Instructor: Professor Jason Bellipanni 
Office:   Joseph Hall 207 
Office Hours:   Monday 10:30-1:00 & by appointment 
E-mail: jbellipanni@anselm.edu 
Classroom: Gadbois 101 

A. Course Description:
Success as a communicator in the business environment requires the ability to compose clear, concise,
and comprehensible copy. In this course, students learn techniques for clarifying purpose,
understanding audience expectations, and organizing ideas. Students will plan, produce, edit, and
adapt both the content and the structure of their writing to successfully address specified business and
professional audiences. Vocabulary development, document organization and structure, correct
grammar and punctuation usage, and revision practices will reflect the particular demands of a
business workplace environment. Students will develop a portfolio of writing over the course of the
semester that includes revised and polished samples of business letters, memos, reports, email
messages, summaries, resumes, and proposals.

B. Required Text & Materials:
TEXTBOOK:  Writing That Works: Communicating Effectively on the Job. Walter E. Oliu, Charles T. Brusaw ,
Gerald J. Alred. Vol. Eleventh Edition. Boston: Bedford/St. Martin's;, 2012. Book. ISBN-10: 1457611139 ISBN-
13: 978-1457611131

WEBSITE: Moxley, Joseph M. Writing Commons: home. 1 January 2009. Website. 5 August 2014.

SAKAI: Readings & Handouts

C. Course Objectives
Apply the writing process through invention, drafting, revision, editing, and presentation and
demonstrate a command of standard grammar, spelling, and punctuation in business
communication
Plan, produce, edit, and adapt the following rhetorical strategies to writing that addresses specified
audiences and well-defined goals:  definition, description, process, summary, explanation,
persuasion, compare/contrast, cause/effect and division/classification
Comprehend the content, audience focus, and organizational strategy of various kinds of technical
materials in a variety of workplace genres including resumes, procedures, proposals, reports,
correspondence: letters, emails, and memos.
Analyze written and verbal communications and evaluate their usefulness, relevance, rhetorical
components, and stylistic elements according to standard business practices
Conduct research using a broad range of sources, synthesizing and judging the quality of collected
information
Identify the ethical and legal obligations required in the business environment and apply the

principles for ethical communications using a variety of writing platforms.
Apply strategies to avoid the hazards and harness the benefits of using technology in business
writing and communication



I. Sample Course Syllabus 

D.  Course Requirements & Assignments: 
Unit #1:  
Writing, Style & Tone: Business 
Communication 

Writing 2-3 pages 

Summary & Analysis 1 pg
Peer Review A

Reading 100 pgs 

Chapter 1 The Writing Process
Chapter 3 Writing the Draft

Unit #2: 
Business Correspondence 

Writing 3-5 pages 

Business Correspondence
2 pages
Peer Review B

Reading 77 pages 

Chapter 8 273-313 40 PAGES
Chapter 9 Writing Business
Correspondence   313-350  37 pgs

Unit #3:  
Rhetorical Analysis of an 
Article 

Writing 2-3 pages 

Article Analysis 2-3 pages
Peer Review C
Analysis Presentation

Reading 20 pages 

HANDOUTS 20 PAGES

Unit #4:  
Informal Reports 

Writing 2-3 pgs 

Report 2-3 pages
Peer Review D

Reading 28 pgs 

Chapter 10 Informal Reports

Unit #5:  
Formal Report/Proposal 

Writing 8-10 pages 

Proposal 8-10 pages
Proposal Presentation 3-
4 pgs

Reading 89 pgs 

Chapter 13 Proposals
Chapter 14 Giving Presentation

Unit #6 Business Writing & 
Technology 

Writing  3-5 pages 

Website analysis 1-2 pgs
Website Biography

Profile 2-3 pages

Reading 32 pgs 
Chapter 15Writing for the Web

FINAL EXAM-Final Portfolio 
Presentation & Review 

Portfolio Presentation

E. Assessment of objectives 
Assignments will be evaluated on content, use of appropriate business writing formats, 
professional voice and style, understanding of and tailoring to their audience, layout, and 
design.  General writing characteristics, such as coherence, flow, sentence and paragraph 
development, clarity, correctness, and grammar will also be evaluated 

F. Course Type & Teaching Methods 



II. Narrative 

 

III. Narrative 
1. Educational Justification 

“Business and Professional Writing” is a course that supports the college’s focus on improving 
the writing of all students by offering an upper level writing course that will develop students’ 
ability to express facts and ideas correctly and persuasively in business and technical 
documents. “Business and Professional Writing has been developed to fulfill the writing 
intensive course requirement and will be available to sophomores, juniors and seniors. Upon 
approval, the course will be considered for inclusion as a requirement within the sequence of 
applicable majors (i.e. economics, business, finance, communication, etc.) majors.  While EN 
105 addresses many aspects of academic writing, Saint Anselm College does not currently offer 
any writing courses that focus on the writing skills and document creation required by business.  
Students in “Business and Professional Writing” will develop the ability to communicate clear, 
concise messages to their intended audiences, using appropriate, business-specific writing 
conventions in a variety of technical materials including resumes, procedures, proposals, 
reports, and correspondence (letters, emails, and memos).  In addition to developing a clear 
and effective business writing style, students will sharpen their critical thinking and persuasive 
skills as they construct complex and logical arguments using relevant and credible supporting 
materials. “Business and Professional Writing” will stress the importance of writing as a tool for 
analyzing business writing while also preparing students to produce exemplary business and 
technical documents.   Each student will compile a portfolio of relevant business and 
professional documents. 
 

2. Resources 
EN215 Business and Professional Writing will require the use of technology as well as access to 
the library databases. Laptops will be used in class, and students will learn how to adapt 
business and technical writing formats for electronic delivery.  Students will develop both a 
physical portfolio and an e-portfolio over the course of the semester. The course will be taught 
in a smart classroom, but will not require the purchase of any additional equipment.  
 
 Business and Professional Writing is not replacing an existing course, but strengthening the 
college’s overall writing program.  So long as the incoming freshman class remains at 510-530 
students, if 2-3 sections of Business Writing are offered in a fall semester and 2-3 in a spring 
semester, the English department believes it will be able to staff the course with currently 
employed adjunct instructors without employing additional instructors. If the course is strongly 
recommended or even required for majors in the Economics and Business department, the 
English department would need to hire additional instructors or add a full-time line for an 
Assistant Professor of Writing (presumably a person who could teach any of the department’s 
courses in writing).   
 

3. Audience 
“Business and Professional Writing” will appeal to a majority of students as an elective, and the 
course will help new students meet the college’s requirement for writing-intensive and/or 
writing courses.  Since the course is business related, the offering will appeal to those students 
who are interested in pursuing degrees in business, economic, or finance at the college.  



Course Title: EN  Business & Professional Writing
Course Instructor: Professor Jason Bellipanni 
Office: Alumni 77 
Office Hours: Monday 10:30-1:00 & appointment 
E-mail: jbellipanni@anselm.edu 
Classroom: ALUMNI 16 
Class time: MWF 9:30am -10:20am       
CCourse Description: 

Success as a communicator in the business environment requires the ability to compose clear, concise, 
and comprehensible copy. In this course, students learn techniques for clarifying purpose, understanding 
audience expectations, and organizing ideas. Students will plan, produce, edit, and adapt both the content and 
the structure of their writing to successfully address specified business and professional audiences. Vocabulary 
development, document organization and structure, correct grammar and punctuation usage, and revision 
practices will reflect the particular demands of a business workplace environment. Students will develop a 
portfolio of writing over the course of the semester that includes revised and polished samples of business 
letters, memos, reports, email messages, summaries, resumes, and proposals.  

Required Text & Materials: 
TEXTBOOK:  Writing That Works: Communicating Effectively on the Job. Walter E. Oliu, Charles T. Brusaw , 

Gerald J. Alred. Vol. Eleventh Edition. Boston: Bedford/St. Martin's;, 2012. Book. ISBN-
10: 1457611139 ISBN-13: 978-1457611131  

LAPTOP COMPUTER:  Bring to class 
WEBSITE: Moxley, Joseph M. Writing Commons: home. 1 January 2009. Website. 5 August 2014. 
SAKAI: Readings & Handouts 

Course Objectives 
Apply the writing process through invention, drafting, revision, editing, and presentation and demonstrate a
command of standard grammar, spelling, and punctuation in business communication
Plan, produce, edit, and adapt the following rhetorical strategies to writing that addresses specified
audiences and well-defined goals:  definition, description, process, summary, explanation, persuasion,
compare/contrast, cause/effect and division/classification
Comprehend the content, audience focus, and organizational strategy of various kinds of technical materials
in a variety of workplace genres including resumes, procedures, proposals, reports, correspondence: letters,
emails, and memos.
Analyze written and verbal communications and evaluate their usefulness, relevance, rhetorical
components, and stylistic elements according to standard business practices
Conduct research using a broad range of sources, synthesizing and judging the quality of collected
information
Identify the ethical and legal obligations required in the business environment and apply the principles for

ethical communications using a variety of writing platforms.
Apply strategies to avoid the hazards and harness the benefits of using technology in business writing and
communication Assessment of objectives



CCourse Type & Teaching Methods 
Assignments will be evaluated on content, use of appropriate business writing formats, professional voice and style, 
understanding of and tailoring to their audience, layout, and design.  General writing characteristics, such as coherence, 
flow, sentence and paragraph development, clarity, correctness, and grammar will also be evaluated 

This course will be taught using both lecture and workshop formats.  I will present information on each type of writing; 
we will then discuss examples and frequently practice developing a sample.  You will be asked to bring in rough drafts of 
your major writing ASSIGNMENT, which you will discuss in small groups with other students.  We will also discuss 
readings, both as models and for their relevant content.  Because this is a workshop and discussion based course, 
attendance and participation are particularly important.  Much of the instruction will be presented orally, rather than in 
the textbook. 

COURSE REQUIREMENTS:
1. Writing ASSIGNMENT:   Completed papers range from one to five typewritten pages in length. Note: Each

assignment’s grade includes an evaluation of your draft work and revision.

2. Formal Proposal 8-10 page—including several written ASSIGNMENT/drafts Note: Each assignment’s grade
includes an evaluation of your draft work and revision.

3. Portfolio Presentation

4. ATTENDANCE MORE THAN 3 ABSENCES WILL LOWER YOUR FINAL GRADE. You will be allowed *3 absences*
without penalty. I do not distinguish between "documented" and "undocumented" absences. For each
additional absence beyond 3, your final grade will be lowered one-third of a letter grade (e.g., with 4 total
absences, a Final Course Grade of B- becomes a C+

5. .Plagiarism Policy:  I reserve the right to give any student who knowingly plagiarizes a failing grade for this class.
I reserve the right to ask students for earlier drafts of their work and to examine source material. If you have
questions about source material or citation mechanics, please refer to
http://www.anselm.edu/Library/Research-Help/Research-Tutorials/Academic-Integrity.htm

6. Saint Anselm College Policy on the Use of Electronic Devices:  The Office of the Dean prohibits the use by
students of cell phones, pagers, PDAs, or similar communication devices during scheduled classes. Text
messaging or accessing information on these devises is likewise forbidden. All such devices must be put in a
silent (vibrate) mode and ordinarily should not be taken out during class.

7. Email:   Official communication outside of class will take place through campus email.  Please make sure you
have an active Anselm.edu account, and that you check it regularly.  If you are emailing me, please do so
through your Anselm account.

8.

GRADING:

Writing Assignments 400  Points 40% 
Formal Proposal 200 Points 20% 
Assignments & Quizzes 200  points 20% 
Portfolio Presentation  100 points 10% 
 Final Exam   100 points 10% 



COURSE WORK DUE DATES 
INTRODUCTION: BUSINESS COMMUNICATION 

ASSIGNMENT 1-TOPIC AUDIENCE & PURPOSE Fri  Jan 16 
WORST RESPONSE Fri  Jan 16 
MEMO TO STUDENT Fri  Jan 16 
BEST RESPONSE FRI JAN 23 
CREATING A BUSINESS WRITING RUBRIC FRI JAN 16 

PEER REVIEW RUBRIC MON JAN  19 
ASSIGNMENT 2 MEMO TO INSTRUCTOR MON JAN 19 

AUDIENCE: BUSINESS LANGAUGE &  TONE 
QUIZ CH 2&3 Mon Jan 26 
ASSIGNMENT 3 AUDIENCE ARTICLE ANALYSIS Mon Jan 26 
DECODING A MEMO (WORKSHEET 9) FRI JAN 30 
DECODING A LETTER (WORKSHEET 10) FRI JAN 30 
WORDINESS 1 REWRITE FRI JAN 30 
BUSINESS PUNCTUATION FRI JAN 30 
QUIZ CH.8 MON FEB 2 
ASSIGNMENT 4 TONE-EMAIL MON FEB 2 

BUSINESS CORRESPONDENCE:LETTERS & EMAIL 
3 EMAIL RESPONSES FRI FEB 6 
PEER REVIEW-3 EMAIL RESPONSES MON FEB 9 
QUIZ CH. 9 MON FEB 9 
ASSIGNMENT 5 BUSINESS LETTER MON FEB 9 
ASSIGNMENT 7 REVISION 3 EMAIL RESPONSES MON FEB 13 
ASSIGNMENT 6 PEER REVIEW BUSINESS LETTER FRI FEB 13 
ASSIGNMENT 8REVISION BUSINESS LETTER p.346#8 MON FEB 16 
ASSIGNMENT 9 GROUP EXERCISE 1 p.347 MON FEB 16 

INFORMAL REPORTS & RESEARCH 
ASSIGNMENT 10 research project #1 p.348 FRI FEB 20 
ASSIGNMENT 11 INFORMAL REPORT #6 P.374 MON FEB 23 
QUIZ CH. 10 MON FEB 23 
ASSIGNMENT 12 REVISIED INFORMAL REPORT FRI FEB 27 
WORDINESS 3 FRI FEB 27 

FORMAL REPORTS & PRESENTATIONS 
QUIZ CH. 11 MON MAR. 9 
ASSIGNMENT 13 FORMAL REPORT #7 P.411 MON MAR 16 
ASSIGNMENT 14 PEER REVIEW FRI MAR 20 
ASSIGNMENT 15 FINAL DRAFT FORMAL REPORT MON MAR. 23 
ASSIGNMENT 16 PRESENTATION FORMAL REPORT MON MAR 23-FRI MAR 27 
QUIZ CH. 13 MON MAR. 30 

PROPOSALS & PORTFOLIOS 
ASSIGNMENT 17  P.491 Proposal OUTLINE WED APR. 1 
QUIZ CH. 14 WED APR 
ASSIGNMENT 18  P.491 PROPOSAL ROUGH DRAFT MON APR. 13 
ASSIGNMENT 19 PEER REVIEW FRI APR. 17 
ASSIGNMENT 20 FINAL DRAFT PROPOSAL MON APR. 20 
QUIZ CH.15 MON APR. 20 
ASSIGNMENT 21 OUTLINE Proposal Presentation WED APR. 22 
ASSIGNMENT 22 PROPOSAL Presentation WED APR 22-27 
ASSIGNMENT 23 WEBSITE BIOGRAPHY WED. APR 27 
ASSIGNMENT 24 Writing PORTFOLIO WED. APR.27 
ASSIGNMENT 25 FINAL EXAM FRIDAY MAY 1 9:00AM 
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Proposal for the Introduction of a New Course: 
Department: English 
Title of Course: EN 215 Business & Professional Writing 

Catalog Description: 

Success as a communicator in the business environment 
requires the ability to compose clear, concise, and 
comprehensible copy. In this course, students learn 
techniques for clarifying purpose, understanding audience 
expectations, and organizing ideas. Students will plan, 
produce, edit, and adapt both the content and the structure of 
their writing to successfully address specified business and 
professional audiences. Vocabulary development, document 
organization and structure, correct grammar and punctuation 
usage, and revision practices will reflect the particular 
demands of a business workplace environment. Students will 
develop a portfolio of writing over the course of the semester 
that includes revised and polished samples of business letters, 
memos, reports, email messages, summaries, resumes, and 
proposals.  

Faculty Member Proposing: Meoghan Cronin uke Miller 

Duration of course: One 
Semester 

X Two 
semesters 

Initial Offering: Semester SPRING Academic 
Year 

2015 

Prerequisites for the Course: EN 105 

Open to: General 
Students 

X Majors Only 

Freshmen Sophomores X 
Juniors X Seniors X 

Has the course proposal been formally approved by the department? 
(Proposals must be approved prior to being submitted for sub-committee review.) 
Will the course be a permanent offering in the department? YES 
How frequently will the course be offered? 
Does this course deal with material or issues dealt with in a course offered by 
another department? 

NO 

If so, does that department support the approval of this course?  

Please include with the Proposal Form the following: 
I. A sample course syllabus

The syllabus will a) describe the format of the course (lecture, seminar, tutorial, internship, field
study);
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b) identify the major topics/issues to be covered in the course; e) present the writing 
requirements of the course; d) identify required readings. 

II. A narrative which justifies the course educationally and addresses the issues of resources 
and audience. 

The following specific topics and questions should be answered in the narrative: 
 
a. Educational Justification 
How does the course contribute to the mission of the College? 
If the course is intended primarily for majors, how does it contribute to the major? 
If the course is intended primarily as an elective open to general students, how does it 
contribute 
 to the general education program of the College? 
b. Resources 
What material resources will be needed for this course – library, audio-visual, laboratory, 
computer-related equipment? 
What course is this proposed course replacing, or where will the quarter-time needed to 
teach the course come from? 
c. Audience 
How many currently enrolled students are likely to enroll in this course? 
Is this course likely to contribute short-term or long-term to the efforts of the Admissions 
Office to attract qualified students to Saint Anselm College? 

 



 
Course Title:  ENG 215 Business & Professional Writing  
Course Instructor: Professor Jason Bellipanni 
Office:    Joseph Hall 207 
Office Hours:   Monday 10:30-1:00 & by appointment 
E-mail:   jbellipanni@anselm.edu 
Classroom:   Gadbois 101 
 

Course Description: 
Success as a communicator in the business environment requires the ability to compose clear, concise, 
and comprehensible copy. In this course, students learn techniques for clarifying purpose, 
understanding audience expectations, and organizing ideas. Students will plan, produce, edit, and 
adapt both the content and the structure of their writing to successfully address specified business and 
professional audiences. Vocabulary development, document organization and structure, correct 
grammar and punctuation usage, and revision practices will reflect the particular demands of a 
business workplace environment. Students will develop a portfolio of writing over the course of the 
semester that includes revised and polished samples of business letters, memos, reports, email 
messages, summaries, resumes, and proposals.  

Required Text & Materials: 
TEXTBOOK:  Writing That Works: Communicating Effectively on the Job. Walter E. Oliu, Charles T. Brusaw 
, Gerald J. Alred. Vol. Eleventh Edition. Boston: Bedford/St. Martin's;, 2012. Book. ISBN-10: 1457611139 
ISBN-13: 978-1457611131  
 
WEBSITE: Moxley, Joseph M. Writing Commons: home. 1 January 2009. Website. 5 August 2014. 

 
SAKAI: Readings & Handouts 

 

Course Objectives  
Apply the writing process through invention, drafting, revision, editing, and presentation and 
demonstrate a command of standard grammar, spelling, and punctuation in business communication 
Plan, produce, edit, and adapt the following rhetorical strategies to writing that addresses specified 
audiences and well-defined goals:  definition, description, process, summary, explanation, persuasion, 
compare/contrast, cause/effect and division/classification   
Comprehend the content, audience focus, and organizational strategy of various kinds of technical 
materials in a variety of workplace genres including resumes, procedures, proposals, reports, 
correspondence: letters, emails, and memos. 
Analyze written and verbal communications and evaluate their usefulness, relevance, rhetorical 
components, and stylistic elements according to standard business practices 
Conduct research using a broad range of sources, synthesizing and judging the quality of collected 
information 
 Identify the ethical and legal obligations required in the business environment and apply the principles 
for ethical communications using a variety of writing platforms. 
Apply strategies to avoid the hazards and harness the benefits of using technology in business writing 
and communication



 
Course Requirements & Assignments: 
Unit #1: Writing, Style & Tone: Business Communication 
Writing Requirements    2-4 pages Reading Requirements  100 pages 

1. Correspondence summary 1 page Chapter 1The Writing Process   1 
2. Article Summary 1 page  Chapter 2Organizing Your Information     30 
3. Peer Review A  Chapter 3Writing the Draft   70 
 Chapter 4Revising the Draft    98 

Unit #2: Business Correspondence 
Writing Requirements  4-5 pages Reading Requirements 77 pages 

1. 1 letter 
2. 1 memos 

Chapter 8 Understanding the Principles of 
Business Correspondence 273-313 40 PAGES 

3. 1 Business Emails 
4. Peer Review B 

Chapter 9 Writing Business Correspondence   
313-350  37 PAGES 

Unit #3 Rhetorical Analysis of an Article 
Writing Requirements  4-5 pages Reading Requirements HANDOUTS 20 PAGES 

1. Article Analysis 2-3 pages 
2. Peer Review C 

 

Unit #4 Informal Reports 
Writing Requirements  5-6 pages Reading Requirements 28 PAGES 

1. Academic Progress Report-2-3 pages 
2. Campus Incident Report 2-3 pages 
3. Peer Review D 

Chapter 10Writing Informal Reports   350- 378 28 
PAGES 

Unit #5. Formal Report/Proposal   
Writing Requirements  11-14 pages Reading Requirements 89 PAGES 

1. Proposal 8-10 pages Chapter 13Writing Proposals    444- 494 50 PAGES 
2. Presentation 3-4 pgs Chapter 14Giving Presentations and Conducting 

Meetings    494-533   39 PAGES 
Unit #6 Business Writing & Technology 
Writing Requirements  3-5 pages Reading Requirements 32 PAGES 

1. Website analysis 1-2 pages Chapter 15Writing for the Web: Rhetorical Principles 
for a Diverse Medium   533-565 32 PAGES 

2. Website Biography Profile 2-3 pages  

FINAL EXAM 

Assessment of objectives 
Assignments will be evaluated on content, use of appropriate business writing formats, professional voice and 
style, understanding of and tailoring to their audience, layout, and design.  General writing characteristics, 
such as coherence, flow, sentence and paragraph development, clarity, correctness, and grammar will also be 
evaluated 

Course Type & Teaching Methods 
This course will be taught using both lecture and workshop formats.  I will present information on each type of 
writing; we will then discuss examples and frequently practice developing a sample.  You will be asked to bring 
in rough drafts of your major writing assignments, which you will discuss in small groups with other students.  
We will also discuss readings, both as models and for their relevant content.  Because this is a workshop and 
discussion based course, attendance and participation are particularly important.  Much of the instruction will 
be presented orally, rather than in the textbook. 



 

TOTAL STUDENT LEARNING HOURS:  176 hours 

Class hours: 43 

Final exam: 2 

Reading: 27 hours  
Textbook, Writing That Works: Communicating Effectively on the Job. Vol. Eleventh Edition. Boston: 
Bedford/St. Martin's;, 2012.  Book. TEXTBOOK 350 PAGES HANDOUTS/ONLINE 50 PAGES 15 pp/hour = 27 
hours 

Written Assignments: = 65 hours 
ASSIGNMENTS  PAGES HOURS 

WRITTEN CORRESPONDENCE 4-5 pgs 9 
  2 Memos,  1 letters, 1 email   
ANALYSES: 2 3-5 pgs 6 
 1 Article, 1 Website   
SUMMARIES: 2  2-4 pgs  3 
 1 correspondence, 1 article   
REPORTS: 2 4-6 pgs 16 
 1 Progress, 1 incident    
PROPOSAL: 1 8-10 20 
PRESENTATION: 1 3-4 4 
INTERNET Profile-1 2-3 pgs 3 
PEER REVIEW -4 2-3 pgs 4 
TOTAL 30-40 PAGES 65 HOURS 

Out of class meeting with instructor (required): 1 hour 
 

Homework and class preparation: 34 hours: This work includes grammar exercises, work on 
documentation, drafts & outlines, Sakai forum postings, discussion responses to other students’ 
writing, and short writing exercises.  

Final Exam preparation: 4 hours



 

 

 

Writing Intensive Designation 
 
 
 
 
 
 

Faculty Name:  Department: 

Course Number: Course Title: 

Frequency course will be offered: Maximum enrollment: 

Course Prerequisite(s): Course syllabus attached 
 
 

Course Description (as it appears in the College Catalogue) 
 
 
 
 

Statement on Writing 
 

At Saint Anselm College, writing is fundamental to the pursuit of knowledge in the tradition of the liberal arts. The 
College Writing Program offers students the opportunity to develop written communication skills across and 
within disciplines. In concert with Freshman English, Writing Intensive courses emphasize writing as a process. 
Writing Intensive courses in all disciplines do not simply require more writing than other courses do; they 
provide students with specific writing instruction and embed writing tasks into the course structure to 
enhance students’ learning of material. These courses expose students to conventions of various genres; 
encourage students to develop clear, cogent, and persuasive language; and require students to write 
frequently and with respect for their audience. In their writing for these courses, students adhere to academic 
standards and disciplinary expectations. 

 
 

Writing Intensive Criteria 
Please describe how the proposed course will fulfill each of the following criteria. 

 
Students are required to write 3000 total words shared among two or more assignments, which may 
include informal and formal writing. The course requires 30-40 pages of writing in more than 20 writing 
assignments.  Some assignments (i.e., x and y) are informal, ungraded assignments and others (i.e., a and 
b) assignments are longer, formal professional and academic papers. 

 
The evaluated writing assignments in the course will count as 20% or more toward a student’s final 
grade. The evaluated writing assignments are counted as 90% of the course grade.   

 
The faculty member devotes class time to explicit writing instruction (to the degree appropriate to the 
course, assignments, and disciplines). For research assignments in Writing Intensive courses, the faculty 
member provides instruction in use of sources and documentation. The course comprises 6 units, each of 
which involves explicit writing instruction: 

1. Unit #1: Writing, Style & Tone: Business Communication 



 

 

2. Unit #2: Business Correspondence 
3. Unit #3 Rhetorical Analysis of an Article 
4. Unit #4 Informal Reports 
5. Unit #5. Formal Report/Proposal   
6. Unit #6 Business Writing & Technology 
 

The lectures, textbook, discussion, assignments, group work, and evaluation of assignments will focus on 
teaching writing skills in the following areas: 

• WRITTEN CORRESPONDENCE  2 Memos (1 letters, 1 email) 
• WRITTEN ANALYSES: 2 (1 Article, 1 Website) 
• SUMMARIES: 2 (1 correspondence, 1 article) 
• INFORMAL REPORTS: 2 (1 Progress, 1 incident ) 
• FORMAL REPORT: PROPOSAL: 1 
• INTERNET Profile-1 

 
The faculty member provides feedback on a student’s written work. Because that feedback is aimed at 
helping students improve their skills in writing, some of the feedback should occur during the process of 
writing. Each assignment will require either an outline (for shorter documents) or rough drafts.  These drafts 
will be reviewed and written feedback provided by the instructor. Written feedback will focus on the core 
writing principles as they apply to the specific assignment. These principles are as follows: attention to tone 
and audience, content development, research integration, language choice, and correct and varied use of 
punctuation and sentence structure. 
 
The course emphasizes writing as a process that includes drafting, outlining/organizing, peer-editing, 
conferencing with the instructor, revising, and/or editing among the required steps for at least some of the 
written work. This course will focus on developing writing skills using document analysis, strategic pre-
writing, outlining, and drafting exercise and activities. Each assignment will require a detailed outline or 
rough draft, and students will be expected to review and evaluate the suggestions made by peers and the 
feedback provided by the instructor before they revise their work for final submission.  Each component of 
the writing process will be practiced and applied toward the goal of producing work of distinction within the 
business and professional context of the course. 
 

 
 
 
 

Approved by department    
Signature of Department Chairperson Date 

 
 
 

Approved by Committee on                       College 
Writing  Signature of Committee Chairperson Date 

 
 
 

The Committee on College Writing plans to provide support for both students and faculty with the help of the CTE 
and the ARC. We would like to develop the support you are most interested in. Would you please indicate your 
preferences below? 

 
 
 



 

 

Course Outline 

Unit #1 Introduction WEEK 1 & 2   READING 120 page   WRITING 
  The general goal for this first section of the course is for students to develop an understanding of their relationship to their audience and text and to 
develop writing strategies accordingly. With Chapter 4, work with students on the notions that no one ever writes anything perfectly the first time and that 
all writing requires multiple revisions and proofreading. During this time, have each student create a description of the company that will provide the 
context and focus of his or her writing throughout the course. Share the descriptions in class. 
Assigned Reading    
Chapter 1: Assessing Audience and Purpose: A Case Study 
Writing Systematically 4 
Determining Your Purpose 5 
Assessing Your Audience’s Needs 6 
Considering the Context 8 
Generating, Gathering, and Recording Ideas and Facts 9 
Brainstorming 9 • Using Other Sources of Information 11 
Establishing Your Scope   12 Organizing Your Ideas   12 
 

Selecting the Medium   15 
E-mail    15 
Memos   15 
Letters   15 
Faxes    1 
Instant Messaging    16 
Text Messaging    16 
Telephone and Conference Calls    16 Voice-Mail Messages  17 
Face-to-Face Meetings    17 
Videoconferences   17 
Web Communication    17 
Web Conferencing 17 • Professional Networking 18 • Web-Site 
Postings 18 
 Writing for Results   18 
Chapter Summary 26 • Exercises 26 • Collaborative Classroom Projects 
28 • Research Projects 29 

Chapter 2: Organizing Your Information 
Outlining 31 
Traditional Roman Numeral Outline 32 
Decimal Numbering System Outline 35 
How Audience and Purpose Shape Organization: A Case Study   37 
 

Essential Organizing Patterns     40 
Sequential   40 
Chronological   43 
Spatial   43 
Division and Classification   48 Decreasing Order of Importance 51 
Increasing Order of Importance    51 General to Specific   53 
Specific to General   56 Comparison 57 
Chapter Summary 64 • Exercises 65 • Collaborative Classroom Projects 67 • 
Research Projects 68 



 

 

 

Chapter 3: Writing the Draft  
Beginning Your Rough Draft 70 
Keeping Your Audience in Mind 73 
Writing from the Audience’s Point of View 73 
Accommodating Multiple Audiences 74 
Writing for an International Audience 74 
Persuading Your Audience 76 
Establishing Your Role and Voice as the Writer 79 

Development Strategies 81 
Explaining a Process 81 
Describing Information 82 
Defining Terms and Concepts 84 
Explaining Cause and Effect 86 
Writing an Opening   88 Writing a Closing   90 
Case Study: Drafting the Lifemaker Brochure   92 
Chapter Summary 92 • Exercises 94 • Collaborative Classroom Projects 96 • 
Research Projects 96 

Chapter 4: Revising the Draft 
Content and Organization 100 
Coherence 101 
Paragraph Unity 101 
Transitions 103 
Transitions Between Sentences 103 • Transitions Between 
Paragraphs 104 
Emphasis   105 
Active and Passive Voice 
Subordination    106 
Parallel Structure   108 
Lists   108 Point of View    110 Language   112 

Revising the Draft  98 
Context and Word Choice 112 
Conciseness   113  
Redundancy 113 • Padded Phrases 114 
Bias   114 
Sexist Language 114 • Other Types of Biased Language 115 
Plain Language   116 
Affectation 117 • Technical Terminology 118 • Jargon 118 
Proofreading  119 
Physical Appearance    121 
Case Study: Revising the Lifemaker Brochure    121 
Chapter Summary 126 • Exercises 126 • Collaborative Classroom 
Projects129•ResearchProjects130 

Lecture 1 
 

“Effective Business Writing” 
“Good Business Writing” 
“Principles of Written Communication” 

 

Plan, produce, edit, and adapt to specified audiences such common 
business writing  elements as definition, description, process, summary, 
explanation, persuasion, compare/contrast, cause/effect and 
division/classification   

Lecture 2 
 

“Style in Written Communication” 
"Overcoming Barriers to Effective Written Communication" 

  

Lecture 3 
 

"Text, Email, and Netiquette" 
"Email Guidelines for Students" 

  



 

 

Unit #2 Letter & Memo Writing: WEEK 3 & 4  READING 70 PAGES 
Assigned Reading 
 
 

After working on the writing process in 
general, narrow the focus to how to write 
business letters for different situations and 
people. 

Here students read Chapter 8 because it covers the basic modes of vocational writing of 
all kinds, and then they move on to specific types of letters in Chapter 9, which they write 
to each other’s companies. In this section, discuss international correspondence and 
create relevant assignments like the letter from Sun West Corporation in this chapter. 

Chapter 8: 
Understanding the 
Principles of 
Business 
Communication 
 

Selecting the Appropriate Media274  
Developing Style and Tone 276 
Audience and Writing Style   277  
Goodwill and the “You” Viewpoint277  
Structuring Effective Correspondence279 
Direct and Indirect Patterns   279 
Direct Pattern 279 • Indirect Pattern 281 
Openings   284 
Closings   285 
Clarity and Emphasis    286 
Lists 286 • Headings 286 
Subject Lines   287 
Observing Protocol   287 
Organizational Rank 287 • Copy Protocol 288 
 

Meeting the Deadline: The Time-Sensitive Message 289 
Understand the Assignment    289 Gather Information    289 Organize Your Thoughts   290 
Write the Draft   290 
Polish the Draft   290 
Take a Well-Deserved Break   291 
Writing E-mail, Text, and Instant Messages 291 Review and Confidentiality 
Implications        291 Observing Netiquette      292 
Design Considerations    293 
Salutations, Closings, and Signature Blocks    293 Writing Text and Instant Messages    296 
Designing Memos 298 
Memo Formats  298 
Designing Letters 300 Common Letter Styles     300 Heading     303 
Inside Address   303 
Salutation    303 
Subject Line   304 
Body    305 
Complimentary Closing 305 Writer’s Signature Block 305 End Notations    305 
Continuing Pages    306 
Chapter Summary 307 • Exercises 308 • Collaborative Classroom Projects 310 • Research 
Projects 312 

Chapter 9: Writing 
Business 
Correspondence 

Routine and Positive Messages 314 
Cover Messages (or Transmittals) 314 
Acknowledgments 314 
Inquiries 314 
 Responses to Inquiries 318 
Sales and Promotions 318 
 

Sensitive and Negative Messages 323 Routine and High-Stakes Refusals       323 
Complaints      328 
Adjustments   329 
Collections   332 
Writing International Correspondence 336 Culture and Business-Writing Style     336 
Language and Usage     339 
Dates, Time, and Measurement    340 Cross-Cultural Examples   340 
Chapter Summary 344 • Exercises 344 • Collaborative Classroom Projects 347 • Research 
Projects 348 

Lecture 1 
“Memorandums 
and Letters" 

Compose business-
related texts that 
demonstrate a 

Positive Letter  
Practice writing a 
business letter 

Positive News Letter 



 

 

 
 

command of standard 
grammar, spelling, and 
punctuation 

that delivers 
positive news. 
You will write a 
positive business 
letter that follows 
the conventions 
of a business 
letter and 
addresses one of 
the following 
scenarios: 

1. Write a letter to a company that expresses your appreciation for consistent quality, 
either in service, product, or both. Be sure to provide specific information about your 
positive experiences. 
 
2. You are the dean of a college within a large university, and you have just learned that 
your budget has been raised by 20% for the next school year. This budget increase not 
only means that you can purchase some additional supplies, but that you can also give 
each staff member in the department a 2% raise. Write a letter that informs your staff of 
the budget increase, identifies the new supplies you will purchase, and explains the 
details of the pay raises. 
 
3. You are the CEO of Fortune 500 company, and after interviewing a number of qualified 
candidates, you have decided to extend one of the applicants an offer of employment for 
the position of Vice President of Sales. Write the applicant a letter that delivers the good 
news and clearly details the offer of employment, including information about salary, 
benefits, expected start date, and the deadline for acceptance. 

Lecture 2: 
"Negative News 
and Crisis 
Communication"  
 
“Delivering a 
Negative News 
Message” 
 
“Eliciting Negative 
News” 

Apply the writing 
process through 
invention, drafting, 
revision, editing, and 
presentation. 

Negative Letter 
Write a negative 
news letter that 
addresses one of 
the following 
scenarios: 

Negative News Letter 
1. You are the manager of a company, and you have noticed that once of your employees 
has been arriving to work 20 minutes late every day for the past two weeks. You have 
made an appointment to speak with the employee, but it is also company policy that you 
write a letter to the employee that identifies the infraction, explains the action necessary 
to correct the problem, and explains the consequences for not addressing the issue. 
2. Identify a company with which you had an unsatisfying experience as a consumer. 
Write a letter to the company that expresses your dissatisfaction, provides a detailed 
account of your experience, and suggests a possible solution for the problem. 
3. As the human resources manager for a large company, you are tasked with informing 
250 of the company’s 700 employees that they are being laid off. Write a letter that 
clearly explains the situation to the employees but that also maintains trust and respect 
for the company. 

Lecture 3:  
 “Sales Message” 

Compose texts that effectively address 
purpose, style, and content. (This 
includes a clear focus, a structurally 
unified development of ideas, an 
appropriate rhetorical style, and the 
use of credible evidence as support.)  

Sales Letter 
A  fundraising letter is very similar to a sales 
message—the main difference between the 
two is that a sales message is intended to sell a 
product or service, while a fundraising letter is 
intended to sell the feeling of goodwill that 
comes from philanthropy 

Fundraising Letter  
 Identify a non-profit organization that 
upholds a mission you support, and write a 
fundraising letter that is designed to inspire 
people to support this organization by 
donating either money or items that can be 
resold or reused. 



 

 

Unit #3:Research -Rhetorical Analysis of a Popular Press Business Article WEEK 5 & 6 READING 70 PAGES 
Assigned Reading    
Chapter 5:  Collaborative Writing  
 

Advantages and 
Disadvantages of 
Collaborative Writing 136 
Functions of a Collaborative 
Writing Team 137 
Planning 137 
Selecting the Publication 
Medium 138 • Agreeing on 
Style Standards 138 • 
Collaborating Electronically 
139 

Research and Writing   139 
Review and Revision   140 
The Role of Conflict in 
Collaborative Writing143 
Leading a Collaborative Writing 
Team 145 
Schedule   145 
Review Transmittal Sheet   146 
 

Collaborating with 
Other Departments
 14
8 
Chapter Summary 149 
• Exercises 149 • 
Collaborative 
Classroom Projects 151 
• Research Projects 
152 

Chapter 6:  Researching Your Subject 
 
 Conducting Primary Research: Experience, Interviews, 
Observations, and Questionnaires156 
 Beginning with Your Experience   157 Interviewing for Information   
157 
Determining Whom to Interview 157 • Preparing for the Interview 
158 • Conducting the Interview 158 • Expanding Your Notes 
Afterthe Interview 159 
Observing Firsthand  159 Using a Questionnaire  160 
Advantages 160 • Disadvantages 160 • Selecting Questionnaire 
Recipients 160 • Preparing and Designing Your Questionnaire 161 
Conducting Secondary Research: The Workplace, the Library, and 
the Internet 165 
Developing a Search Strategy   165 Workplace Sources of 
Information    166 
 

Library Research   167 
Using Library Catalogs 
to Locate Books 168 • 
Using Databases to 
Locate Articles 170 • 
Using Reference 
Works to Locate Facts 
and Topic Overviews 
172 • Other Library 
Resources 174 
Searching the Web   
175 
Search Engines 175 • 
Subject Directories 
176 • Metasearch 
Engines 177 • Web-
Based Tools 178 • 
Locating Business and 
Government Sites 179 
 

Evaluating, Recording, and 
Acknowledging Research Sources
 179 

Evaluating Sources   180 
Authority 181 • Accuracy 181 • Bias 
182 • Currency 182 

Taking Notes   183 
Quoting from Your Sources   184 
Direct Quotations 185 • Indirect 
Quotations 185 • Deletions or 
Omissions 185 • Inserting Material 
into Quotations 185 • 
Incorporating Quotations into Text 
186 

Paraphrasing    187 
Summarizing    187 
Avoiding Plagiarism and Copyright 
Violations   188 

Acknowledging Your Sources 188 • 
Common Knowledge 189 • 
Copyright 189 • Public-Domain 
Materials 190 • In-House Materials 
190 

Documenting Sources 
190 
APA Style   191 
APA In-Text Citations 191 
• APA Citation Format for 
a References List 193 • 
APA Documentation 
Models 195 • APA 
Sample Pages 200 
MLA Style   202 
MLA In-Text Citations 202 
• MLA Citation Format 
for a List of Works Cited 
203 • MLA 
Documentation Models 
205 • MLA Sample Pages 
210 
Other Style Manuals   212 
Chapter Summary 213 • 
Exercises 214 • 
Collaborative Classroom 
Projects 216 • Research 
Projects 216 



 

 

 
 

Lecture 1 
"Critical Reading Practices"  
Rhetorical Analysis: “Why 
Study Rhetoric? or, What 
Freestyle Rap Teaches Us 
About Writing” 

Analyze various business and 
technical documents for, coherence, 
clarity, and credibility in order to 
compose effective and persuasive 
written, visual, and oral texts for 
diverse audiences 

Your goal for this Unit 
is to select, critically 
read, and analyze and 
business article from a 
popular press source 
that was published in 
the last 5 years. 

You will write a 1-2 page memo that presents a 
rhetorical analysis of your chosen article. Not only is it 
important to discuss the author’s use of rhetorical 
appeals, you must also identify the author’s intended 
audience and intended message, commenting on the 
success or failure of the author’s use of persuasion and 
rhetoric in achieving his or her desired result. In other 
words: Does the author successfully convince his or her 
intended audience of the message he or she is trying to 
convey? If so, how? If not, what went wrong? 

Lecture 2 
“Rhetorical Appeals” 
“Ethos” 

"Pathos" 

"Logos" 

"Kairos" 

 

The student will learn to 
understand and apply 
basic critical thinking, 
problem solving, and 
technical proficiency in 
the development of 
exposition and argument. 

Sources that you might use for 
this Unit include, but are not 
limited to: 
Bloomberg Business Week 
(http://www.businessweek.co
m/) 
Forbes 
(http://www.forbes.com/) 
The Economist 
(http://www.economist.com/) 
 

Fortune 
(http://money.cnn.com/magazines/fortune/) 
Wired (http://www.wired.com/) 
Fast Company 
(http://www.fastcompany.com/homepage/201
3/10/25) 
*Please note that each of the above listed 
publications contain articles on a variety of 
topics. Please choose an article that is, in some 
way, related to the field of business. 

Lecture 3 
“Logical Fallacies” 

“Fallacious Ethos” 

“Fallacious Pathos” 

“Fallacious Logos” 

“Fallacious Kairos” 

 

The student will learn to 
understand and apply basic 
critical thinking, problem 
solving, and technical 
proficiency in the 
development of exposition 
and argument. 

  



 

 

  

Unit # 4 Informal Reports CH. 10 & Grammar Review  READING 70 pages 
Assigned Reading    
Writing Informal Reports Chapter 
Overview 
Key Concepts 
 
• Planning and writing informal 
reports 
• Knowing the parts of informal 
reports (introduction, body, 
conclusions, recommendations) 
• Creating different types of 
informal reports including: 
o Progress reports 
o Periodic reports 
o Investigative reports 
o Incident reports 
o Trip reports 
o Test and laboratory Reports 
 
Chapter 10 details the six most 
common types of informal reports, 
focusing on the purposes and 
audiences for each. 

   



 

 

Unit #5  Formal Report/ Proposal Week 11, 12 READING 90 pages 

Assigned Reading    
Chapter 11: Writing 
Formal Reports  
 

Transmittal Letter or Memo 381 
Front Matter 382 
Title Page 382 
Abstract 383 
Table of Contents 387 
List of Figures 387 
List of Tables 387 
 Foreword   388 
Preface   389 
List of Abbreviations and Symbols   389 
Body 389 
Executive Summary   391 

Introduction   393 
Introducing the Subject 393 • 
Stating the Purpose 393 • 
Stating the Scope 393 • 
Previewing How the Topic Will 
Be Developed 393 
Text (Body)    396 
Headings 396 • Explanatory 
Notes 402 • Chapter Summary 
410 • Exercises 410 • 
Collaborative Classroom Projects 
412 • Research Projects 412 

Graphic and Tabular Matter 403 
Conclusions   403 
Recommendations    403 
Works Cited (or References)   404 
Back Matter 407 
Bibliography   407 
Appendixes   408 
Glossary   408 
Index   408 
 

Chapter 13: Writing 
Proposals 

Planning and Writing Proposals 445 
Audience and Purpose 445 
Project Management 446 
Repurposing Content (Boilerplate) 447 
Organization 448 
Persuasive Writing 449 
 

Internal Proposals 450 
Routine Internal Proposals450 
Formal Internal Proposals450 
External Proposals 458 
Solicited Proposals 458 
Unsolicited Proposals 458 
Grant and Research Proposals
 463 

Cover Letter 464 • Title Page 464 • 
Introduction/Summary/Abstract 464 • Literature 
Review 467 • Project Narrative 468 • Project 
Description 468 • Project Outcomes 468 • Budget 
470 • Schedule 470 • Conclusion 470 
Sales Proposals   471 

Lecture 1 
 

“Business Proposal” 

“Report” 

 

Unit Specific: 

Option 1: 

“Sales Message” 

“Press Conference” 

  

Company concept and logo 
 Website home page 
News Release 
PR Piece 
Promotional video 
Business plan 
Presentation 

Option 1: The Business Plan is designed for 
students who are interested in becoming 
entrepreneurs or managers. This Unit option allows 
the student to develop a business concept and 
create a related business plan, while also 
developing associated promotional materials.  



 

 

[ 

Lecture 2 
 

“Audience Analysis in Form

“Front Matter Component

 
 
 

Option 2: Client Deliverable 
Proposal 
Progress Report 
Client Deliverable 
Final Report 
Presentation 

 Option 2: The Client Deliverable is designed for students interested in 
producing professional documents for a real client. The documentation 
might include the development of an electronic resource, creation of 
promotional materials, such as brochures or pamphlets, or the 
development of an instruction manual, just to name a few. This Unit allows 
students to create an actual product for the client while also asking them to 
produce a series of documentation surrounding the Unit, including a 
proposal, a progress report, and a final report. 

Lecture 3 
"Business and Professiona

“Body of Report” 

“Back Matter Components

 
 
 
 

Option 3: Local Informative or 
Recommendation Report              
Proposal  
Progress Report 
Final Report 
Presentation 

  Option 3: The Local Informative or Recommendation Report is designed for 
students who are interested in solving problems. This Unit option asks 
students to identify an issue that concerns a local organization. After 
researching the problem, students will complete the process of writing 
either an informative report, which should be used in cases in which the 
organization is unaware of the problem, or a recommendation report, 
which should be used in cases in which the organization is aware of the 
problem but is unsure of how to solve it. As with the other Unit options, 
this option asks students to create a series of documentation, including a 
proposal, progress report, and final report. 



 

 

UNIT #6: Writing &Technology WEEK 13, 14, 15 READING 65 PAGES 
Chapter 15 Writing 
for the Web: Rhetorical 
Principles 
for a Diverse Medium 

Writing for Rapid Consumption 534 
Crafting Content for the Web 534 
Using the Inverted Pyramid 535 
Using a Simple Style and an 
Appropriate Tone 535 
Writing Concisely 537 
Chunking Content 539 
  
Linking to Internal Content     539  
Linking to External Content     541  
 

Highlighting Information 543 
Using Headings and Subheadings  
543 
Using Bulleted and Numbered Lists    
543 Giving Directional Cues   543 
Providing Keywords for Content 
Retrieval   544 Using Graphics and 
Typography    544 
Graphics 545 • Font Size and Style 
545 • Line Length 545 • Special Font 
Characters 546 
Enhancing Access to Content 546 
Ensuring Access for People with 
Disabilities   546 Considering 
International Users    547 
Repurposing Existing Content 548 
Protecting the 

Privacy of Your Users 550 Documenting Sources 
of Information 551 
Contributing Content to Workplace Social and 
Collaborative Media 552 
Blogs   553 
Organizational Blogs 553 • Writing for 
Organizational Blogs 555 • Tagging Blog Postings 
556 
Wikis   556 
Podcasts   556 
FAQs (Frequently Asked Questions)   558 
Questions to Include 558 • Placement 559 
Contributing to Workplace Social-Networking 
Media    559 
Chapter Summary 560 • Exercises 562 • 
Collaborative Classroom Projects 563 • Research 
Projects 563 

Chapter 14 Giving 
Presentations and 
Conducting Meetings 

Preparing and Delivering Presentations
 495 
Determining Your Purpose 495 
Analyzing Your Audience 496 
Gathering Information 496 
 Structuring Your Presentation  496 
Introduction 497 • Body 498 • Closing 
498 • Transitions 499 
Using Visual Aids    499 
Using Presentation Software 504 • 
Using Flip Charts, Whiteboards, and 
Chalkboards 506 • Using Handouts 507 
Delivering Your Presentation   507 
Practicing Your Presentation 507 • 
Dealing with Presentation Anxiety 509 
Reaching Global Audiences   510 
 
 

Listening 511 
Fallacies About Listening   511 
Steps to More Effective Listening   
511 
Make a Conscious Decision 512 • 
Define Your Purpose 512 • Take 
Specific Actions 512 • Adapt to the 
Situation 513 
Meeting the Deadline: The Time-
Sensitive Presentation 514 
 

Part I: Planning Your Presentation (45 Minutes)  514 
Part II: Creating Your Presentation (90 Minutes)  
515 Part III: Practicing Your Presentation (45 
Minutes)  515 
Part IV: Delivering Your Presentation (Allotted 
Time)   516 
Conducting Productive Meetings 517 
Planning a Meeting    518 
What Is the Purpose of the Meeting? 518 • Who 
Should Attend? 518 • When Should the Meeting Be 
Held? 518 • Where Should the Meeting Be Held? 
519 • What’s on the Agenda? 520 
Running a Meeting    522 
Dealing with Conflict 523 • Making a Record of 
Decisions and Assignments 524 • Closing the 
Meeting 527Chapter Summary 528 • Exercises 529 
• Collaborative Classroom Projects 531 • Research 
Projects 531 

Business & Social Media Linkedin Twitter 
Facebook & Busibess 

Creating and protecting a professional  online presence 



 

 

NARRATIVE 
1. Educational Justification 

 
“Business and Professional Writing” is a course that supports the college’s focus on improving 
the writing of all students by offering an upper level writing course that will develop students’ 
ability to express facts and ideas correctly and persuasively in business and technical 
documents. While EN 105 addresses many aspects of academic writing, the college does not 
currently offer any writing courses that focus on the writing skills required by business.  
Students in “Business and Professional Writing” will develop the ability to communicate clear, 
concise messages to their intended audiences, using appropriate, business-specific writing 
conventions in a variety of technical materials including resumes, procedures, proposals, 
reports, and correspondence (letters, emails, and memos).  In addition to developing a clear 
and effective business writing style, students will sharpen their critical thinking and persuasive 
skills as they construct complex and logical arguments using relevant and credible supporting 
materials. “Business and Professional Writing” will stress the importance of writing as a tool for 
analyzing business writing while also preparing students to produce exemplary business and 
technical documents.   Each student will compile a portfolio of relevant business and 
professional documents. 
 
2. Resources 
 
“Business and Professional Writing” will require the use of technology as well as access to the 
library databases. Laptops will be used in class, and students will learn how to adapt business 
and technical writing formats for electronic delivery.  Students will develop both a physical 
portfolio and an e-portfolio over the course of the semester.  “Business and Professional 
Writing” is not replacing an existing course, but strengthening the college’s overall writing 
program 
 
3. Audience 
 
“Business and Professional Writing” will appeal to a majority of students as an elective, and the 
course will help new students meet the college’s requirement for writing-intensive and/or 
writing courses.  Since the course is business related, the offering will appeal to those students 
who are interested in pursuing degrees in business, economic, or finance at the college. 



 

 

Index 1. STUDENT LEARNING OUTCOMES 
 

Business & Professional Writing reflects three of the college’s Student Learning Outcomes and 
two of the college’s Core Outcomes as shown in the table below 
 

Student Learning Outcomes: 
Communication - Written 

Course Goals   
EN 215 Business & Professional Writing 

a) Demonstrate a command of standard 
grammar, spelling, and punctuation  

a) Compose business-related texts that demonstrate a 
command of standard grammar, spelling, and 
punctuation 

b) Develop an effective writing process of 
planning, writing, reflecting, and revising  

b) Apply the writing process through invention, 
drafting, revision, editing, and presentation. 

c) Write well-organized papers that make 
effective and discipline-specific use of 
credible evidence in support of clear 
theses that acknowledge complexity and 
alternative views  

c) Compose texts that effectively address purpose, 
style, and content. (This includes a clear focus, a 
structurally unified development of ideas, an 
appropriate rhetorical style, and the use of credible 
evidence as support.)  

d) Employ rhetorical strategies suited to the 
purpose(s) and audience(s) for the 
writing, to include appropriate 
vocabulary, voice, tone, and level of 
formality  

d) Plan, produce, edit, and adapt to specified 
audiences such common business writing  elements 
as definition, description, process, summary, 
explanation, persuasion, compare/contrast, 
cause/effect and division/classification   

e) Cite and document sources effectively 
and meet readers’ expectations about 
genre and document design 

e) Apply methods of conducting, citing and integrating 
appropriate research to meet readers’ expectations 
about genre and document design 

 Critical and Imaginative Thinking EN 215 Business & Professional Writing 
a) Read and evaluate texts (and other 

media) critically from multiple 
perspectives 

a) Comprehend the content, audience focus, and 
organizational strategy of various kinds of technical 
materials in a variety of workplace genres including 
resumes, procedures, proposals, reports, 
correspondence: letters, emails, and memos. 

b) Demonstrate proficiency at basic 
deductive and inductive reasoning 

b) The student will learn to understand and apply 
basic critical thinking, problem solving, and 
technical proficiency in the development of 
exposition and argument. 

c) Categorize, analyze, and synthesize 
complex ideas 

c) Analyze various business and technical documents 
for, coherence, clarity, and credibility in order to 
compose effective and persuasive written, visual, 
and oral texts for diverse audiences 

d) Demonstrate a capacity for creative 
problem solving 

d) Use technology to effectively present your 
messages 



e) Question popular assumptions and other
factors that limit their own thinking

e) Analyze written and verbal communications and
evaluate their usefulness, relevance, rhetorical
components, and stylistic elements

Information Literacy EN 215 Business & Professional Writing 
a) Formulate a well-defined research

question with a manageable focus and
articulate the information needed to
address it

a) Plan, produce, edit, and adapt to specified
audiences such common business writing
elements as definition, description, process,
summary, explanation, persuasion,
compare/contrast, cause/effect and
division/classification

b) Develop an effective strategy for seeking
the needed information and retrieve
information from appropriate, relevant
sources in an efficient manner

b) Apply methods of conducting, citing and
integrating appropriate research to meet readers’
expectations about genre, content, and document
design

c) Evaluate information and its sources for
issues including reliability and bias, as
well as potential shortcomings such as
flawed reasoning or methodological
weakness

c) Conduct research using a broad range of sources,
synthesizing and judging the quality of collected
information

d) Synthesize the information to construct
new ideas that address the initial
research question and communicate the
information clearly and effectively

d) Create an oral presentation of material presented
in a written report.

e) Demonstrate an understanding of the
ethical issues and social context related
to information, including the importance
of avoiding plagiarism and documenting
sources appropriately

e) Identify ethical and legal obligations in business
and apply the principles for ethical
communications.

























Social Media  Education
Social Networks, Data Collection & Presentation 



Level 1
1. .1

Name Who Needs Facebook?
Family Establishing a Professional Presence

Competency Can use social media to accomplish educational and business purposes.
Can create personal and professional networks.

Deliverable Google Presentation: Survey Form, Spreadsheet, Data Summary ,
Conclusion and relevant screen shots

Overview It has been claimed that social media is quickly becoming a platform for 
business and education as well as for social connection. Is this true? For this 
task you will extend your Facebook and Twitter networks and create a survey 
to collect data about how people use Facebook.  You will summarize the 
collected data, announce your results on Facebook and Twitter, and answer 
the question, Is Facebook being used for purposes other than socializing and 
playing games? You will submit a Google Presentation that includes the 
following: the survey form, the spreadsheet of collected data, your summary
or the data, and the conclusion you’ve drawn about whether or not the way 
Facebook is used has begun to change.

**You will need a Google, Facebook and Twitter account to complete this task

Individual or 
Team

Individual

Directions 1. Click this link  to open the Presentation labeled: Level 1 Task: Who Needs
Facebook? This presentation will guide you through the following steps

2. You will extend and expand your friend networks on Facebook and Twitter
3. You will prepare a 5-8 question survey using Google Drive (forms)
4. You will share the survey through Facebook and Twitter.

Google will automatically record the responses on a spreadsheet.
5. After collecting data for 48-72 hours, review and summarize the data for the

responses to each question.
6. Do you see any evidence of people using Facebook for anything other than

socializing or playing games?  Do you think the way Facebook is used will
change significantly in the near future? Why or why not?

7. Post and tweet the summarized results on Facebook and Twitter respectively.
8. Submit a Google presentation containing the survey form, the spreadsheet of

collected data, your summaries, conclusion, and relevant screenshots.



Rubric

Criteria Green Yellow
Creation Establishes a social and 

professional network 
by completing an
online profile in
Facebook and Twitter

Needs to establishes a
social and professional 
network by completing 
an online profile in
Facebook and Twitter

Application Conducts an online 
survey and collects data
using Google Drive 
(documents)

Needs to conduct an 
online survey and collect
data using Google Drive 
(documents)

Analysis Summarizes data and 
presents work in a 
Google Presentation

Needs to summarize data 
and present information 
in a Google Presentation

Communication Posts data analysis and 
summary to Facebook 
and Twitter

Needs to post data 
analysis and summary to
Facebook & Twitter

Task 
Resources Level 1 Task: Who Needs Facebook? A Prezi Presentation

Setting up a Twitter Account. How to Setup a Twitter Account in under 10 
minutes.

Setting Up a Facebook Account How to set up a Facebook Account How to
Set up a Facebook Account, Video Tutorial.

Making Screenshots How to Take a Screenshot in Microsoft Windows

Google Presentations. How to Create a Presentation Using Google Drive

Skill-
Building 
Resources

Using Google Drive. Google Drive Tutorial. 4 Part Series

How to Set-up a Linkedin account

Nada D., Anastasia K.(2012). Personal Learning Environments, social media, 
and self-regulated learning: A natural formula for connecting formal and 
informal learning. Original Research Article. The Internet and Higher 
Education, Volume 15, Issue 1, January 2012, Pages 3-8

Evaluator
Guidance

In this task, the student’s grasp of the process is central rather than the results 
yielded. The student should be evaluated based on the satisfactory completion 
of each step in the task, rather than on qualitative criteria such as the number of 
survey responses collected or the validity of the conclusion drawn from the 
data.



For Example:
Google Presentation is Complete:

Original Survey Form Survey Contains 5-8 questions that seek 
information about how a person uses Facebook

Spreadsheet Contains some responses to the survey

General summary of data
& general conclusion

Data presented in a meaningful way 
(percentages, pie charts, etc)

Social Media Presence is Established
Facebook and Twitter accounts contain profile information
Survey link and survey results shared through Facebook & Twitter














































