“It may well be, in fact, that competence in editing and correctness is a late-developing skill that blossoms only after students begin taking pride in their writing and seeing themselves as having ideas important enough to communicate.”
John C. Bean (2001)

GEB 3213:  Communicating Business Information
I.
Course Overview:
The skilled communication of bad information is just as ruinous to a business as the poor communication of good information.  Today’s business leaders recognize that managers must be capable of gathering, analyzing and communicating information in meaningful ways.  More immediately, your future success in business classes will largely depend on your ability to perform those tasks well.
GEB 3213 Business Communications provides a supportive environment in which you learn how to think out business decisions through your knowledge of writing strategies, business, and business reporting techniques.  The writing assignments build conceptual and writing skills necessary to communicate business conditions, strategies, policies and directives, research findings, and the like.

You learn how to find, organize and communicate business information as you develop thinking through writing skills.  The nature, purpose and techniques of key business communication formats are presented and discussed.  You learn business fundamentals and writing strategies through the portfolio approach.  It is based on multiple revisions of writing assignments, self-reflection on writing accomplishments, and your selection of some submissions for final grading.
Writing will be assessed and evaluated using the portfolio approach.  See the subsequent section entitled “Portfolio Writing, Self-Evaluation, Cover Letters and Other Responsibilities” for details.

II.
Texts:

Required texts:
Patzer, Gordon L. (1995), Using Secondary Data in Marketing Research, Westport, Connecticut: Quorum Books. (ISBN: 0-89930-961-5)
Lehman, Carol M. and Debbie Dufrene (2002), Business Communications, 13th edition, Cincinnati, Ohio:  Southwestern Publishing.
Reynolds, Nedra (2000), Portfolio Keeping: A Guide for Students, Boston:  Bedford/St. Martin’s. (ISBN:  0-312-19151-0)


Recommended supplemental text:
Harris, Muriel (2003), Prentice-Hall Guide to Grammar and Usage, 5th edition, Upper Saddle River, New Jersey:  Prentice Hall. (ISBN:  0-13-098221-0)
III.
Course Learning Goals:
The learning goals noted below highlight the benefits you receive from making a strong commitment to the course.  They also create the parameters around which the course has been developed. 


Primary Goals:
The primary learning goals require evidence that you can:

· Apply critical thinking skills and writing strategies
· Think and communicate effectively by writing clearly
· Find, organize and report business information
· Use standard business reporting and writing formats to convey information

· Use relevant writing strategies to accomplish communication objectives

· Revise your writing through self-reflection and peer response

Secondary Goals:
The secondary learning goals are that of:

· Elevating your written work so that you can enjoy a more successful career 

· Expanding your ability to discover, develop, justify and refine ideas

· Overcoming your discomfort in writing

· Making your ideas more interesting and meaningful to others

· Improving your performance in advanced business classes
IV.
The Writing Intensive Nature of the Course:

The course is an intensive writing course, requiring a number of written exercises that collectively entail at least 6,000 written words.  Several of the assignments concern global revision, which goes beyond the editing of grammatical errors to encompass reorganization of the original thesis and the inclusion of additional topics, information and references.  A variety of common business problems will be presented to increase your critical thinking and writing skills.  Responses to the problems will be developed through such writing exercises as:

· Exploratory writing and talking

· Small group problem solving

· Class discussions

· Think-on-your-feet scenarios
· Debates and panel discussions

· Peer reviews

· Cases and vignettes
· The development, classification and reporting of categorical information 
· Focused topical assignments

· Formal writing assignments

· Practice exercises
· Cover letters

Portfolio Writing, Self-Evaluation Cover Letters and Other Responsibilities:
You are required to develop and manage a portfolio or a collection of your written work undertaken during the class.  Portfolio writing requires you to reflect on the strengths and weaknesses of your writing.  It also requires that you write a self-evaluation of your writing and submit it in the form of a cover letter attached to your portfolio.  Through self-reflection, you are required to write how you revised and refined your writing assignments over the duration of the course.  The portfolio approach to writing requires that you:

· Develop and manage a collection of your written work
· Discuss drafts of your writing with your peers and professor
· Self-select for grading certain pieces from your collection that demonstrate how your writing has improved
· Submit a cover letter with your portfolio at the mid-term point and final exam date.


Mid-term portfolio and cover letter 
The mid-term presents an opportunity for you to reflect on your progress and meet privately with your professor to discuss your progress, concerns, and helpful strategies for improving your writing.  At mid-term, you are required to submit a portfolio of your writing assignments and a cover letter.  Your cover letter allows the professor to provide more helpful assistance to you during the mid-term meeting.  The cover letter includes your comments on:

· What you liked most about your portfolio
· The problems you are having with it

· The nature of the work that remains to be completed

· What things you want the instructor to pay attention to when reviewing your portfolio so that you 
benefit from her/his feedback

The final portfolio---three (3) submissions and a cover letter:
The final portfolio consists of three submissions and a cover letter.  One of the submissions, the business plan, is a required submission.  You select and submit two additional pieces that are reflective of your writing achievements.

At the final examination period, you are required to submit two (2) copies of your cover letter and portfolio.  One copy is for the professor and is used in determining your grade.  The second copy is submitted by your professor to the Writing across the Curriculum Committee (WAC).  WAC members use the second copy as one way of assessing and strengthening the Writing across the Curriculum program.  The members do not use their copy to assess calculate your grade in the class.  Only your professor assigns your final grade.

Major Writing Assignment—An Elementary Business Plan:
Among the required written assignments are a set of modular tasks.  When completed, they unite to form a few key components of a business plan.  It will be developed using the following modules:

· Company description, mission, values and business model

· Situational analysis (secondary, exploratory and primary research)

· The identification of challenges, goals and objectives

· Strategic plan
· Basic financial projections
· Executive summary

V.
Supportive Learning Environment
All indications are that a supportive learning environment does much to enhance your thinking through writing skills.  Therefore, care is placed on creating and sustaining a supportive environment.  The supportive environment consists of:

· A sequential structure that allows you to improve your writing


· Multiple opportunities to revise a paper before receiving a final grade


· A mixture of professor-led and student-led discussions concerning writing strategies and your 
writing assignments that are often based on a discussion of selected samples of students writing, 
with the name of specific student kept anonymous


· The inclusion of class time for you to plan, reflect on your writing, and revise written assignments


· Substantial, constructive feedback from the instructor to improve your thinking and writing skills


· Periodic writing assignments that are not graded, allowing for peer assessment, self-
reflection, and opportunities for you to synthesize course material and identify effective writing 
strategies


· Detailed written instructions, including an explanation of the goals and specific evaluation 
criteria for each assignment, the discussion of the assignment, and the evaluative criteria used in 
grading the assignment


· Lectures and discussions focusing on the purpose, method, and techniques underlying written 
business communications


· Class time devoted to individual writing


· The formulation of peer groups and the use of class time for focused peer group activities concerning ideas about how to tackle an assignment, the meaning of instructions, writing strategies, the purpose and format of a specific report, and the like


· At least one personal conference between you and your professor, generally occurring around mid-term
VI.
Course Policies:
Course policies are fair.  They set standards and clarify basic expectations and responsibilities.  Carefully examine Figure 1.

Figure 1:  Course policies
	Policy
	Explanation

	Prerequisites
	To enroll in the class, you must have:  1) completed ENC 1101 and ENC 1102 and have earned grades of C or better in both classes, 2) attained junior status (60 credit hours), and 3) have declared business as your major.

	Attendance
	Attendance is mandatory.  More than three absences result in a failing grade, unless there is a written, documented excuse for EACH absence.

	Participation and involvement
	Participation and involvement in class activities are critical in sustaining an interactive, supportive learning environment.  You are fully expected to prepare for and engage in class activities.  You are expected to bring drafts to class on days slated for peer evaluation.  If you exhibit a pattern characterized by absenteeism, insufficient preparation and/or non-involvement in classroom activities, you will not pass the class.  Participation does not imply a need to ask questions or make comments on a daily basis for the sake of mere participation.   

	Plagiarism and references
	A final grade of “F” in the course will most likely be assigned to students who plagiarize.   Other penalties include the assignment of a failing grade on the report and/or recommend that your permanent record reflect your action.  Plagiarism is one form of theft.  Students are expected to submit their own original writing and cite and reference the work of others. 

If you have a question concerning plagiarism and do not have the opportunity to discuss it with the professor, include it as a point in your cover letter.  In addition, make a note in the margin next to the material in question.  Do both of these things before submitting the paper.
Use the American Association of Psychologists (APA) format in citing the works of others and in developing your reference section.

	Submissions, formatting guidelines, deadlines and penalties
	Submissions are due on specified dates.  Penalties are:  1) one day late = one letter grade, two-three days late = two letter grades, 3) more than three days late = F or zero points.
All written assignments, except in-class exercises, must be printed out from a word processor.

Professional-looking reports are expected.  Use one inch margins.  Follow the double-space format.  Use page numbers.  Staple pages.  Paper clips are not acceptable.  Use standard paper as the title or cover page.  Do not use plastic or other types of covers on short assignments.  Just staple the report.  On the title sheet, include the title of the assignment, your full name, social security number, class name, semester and date.  

Follow the specific directions when they are included with a special assignment. 

	Professional and academic irregularity
	Professional conduct and honesty are fundamental business values.  Students exhibiting disruptive and unprofessional behavior will be suspended from the class or university.  Academic irregularities, as explained in the FAU Student Handbook, will result in a final grade of “F” in the course and possible suspension from FAU.  In all cases, a letter of record will be placed in the student’s file. 

	Organization and management of your portfolio
	You are expected to organize, track and exercise control over all of your writing assignments.  It is critical that you develop an organized system, allowing you to track and readily find your written assignments. Some assignments must be submitted more than once.  Moreover, some assignments must be submitted at the end of the semester even though they were developed and revised much earlier.  You have the option of selecting two of the three written assignments to submit with your final portfolio.


VII.
Grading:

Business plan




100 points

Self-selected portfolio assignments

  80 points (2 @ 40 points each)

Attendance and participation


  20 points

TOTAL POINTS:



200 points
Grading Scale:  The percentage points needed to attain final grades are noted below.

A = 92%, A- = 90%, B+ = 88%, B = 82%, B- = 80%, C+ = 78%, C = 72%, C- = 70%, D+ = 68%, D = 62%, D- = 60% and F = 59% and below 
VIII.
 Participation and Written Assignments:
You are expected to attend classes and fully participate in class activities on a regular basis.  In addition, you are required to submit a cover letter, a business plan, and two of the four self-selected portfolio written assignments.  An overview of each assignment is presented below.

Business Plan:
As noted earlier, the business plan is comprised of several modules that are developed and revised over the course of the semester.  The business plan is the major component of your portfolio.

Optional Self-Selected Written Portfolio Assignments:

In addition to the required business plan, you must select, develop and submit two (2) other written assignments as part of your final portfolio.  You submit any two, and only two, of the following four assignments to round out your portfolio.
A.
Position Paper:

You may elect to develop, revise, and submit a position paper as one component of your portfolio piece.  The position paper requires you to research, evaluate, and justify taking a certain position on a current issue impacting business.  An issue implies that there are at least two different views on how best deal with a significant concern facing managers.  The position paper prepares you to engage in managerial deliberations and the ongoing discourse of the business field.
B.
Program Plan and Directives:

You may elect to develop, revise and submit a written report that specifies a desirable, tactical program for a company.  The written report should describe the program, justify the reason for the program, specify its goals, and provide directives concerning its execution to managers charged with implementation.
C.
Primary Research Paper:

You may be interested in developing a survey to investigate an area of interest to a business.  That entails such activities as designing a questionnaire, analyzing the findings, and drawing and reporting implications from the findings.  The written report should specify the research methodology, provide a copy of the questionnaire, present the findings in words and tables, highlight the findings, and provide managerial implications based on the results.

D.
Scenario Writing---Portraying Future Environments of Business:
One option for developing a portfolio piece is that of portraying plausible future environments of a business.  Using the scenario writing format, the assignment entails the identification of a number of plausible future landscapes each of which projects and characterizes a unique portrayal of a firm’s long-term environment.  Should you select this assignment, you will identify key variables impacting a firm or brand.  You will manipulate those variables in developing optimistic, pessimistic and most likely scenarios, each of which sheds a different light on a firm’s likely future environment.
IX. 
Help and Assistance:
You are encouraged to take advantage of the assistance provided by the university in support of your efforts.  A snapshot of the assistance is provided below.


University Center for Excellence in Writing:
The University Center for Excellence in Writing provides free assistance to you with writing assignments and writing strategies.  The main office is located in Social Science, Room107.  The Center also provides assistance in the Oxley Center Monday through Friday from 7:00 p.m. to 9:30 p.m.

Information Literacy Workshops Offered by the FAU Libraries:

The workshops provide a series of free, one-hour help sessions.  A session called “The Basics” provides an overview of the structure of information.  It shows how to determine information needs and how to identify sources to fulfill them.  “Keys to Database Searching” workshop builds skills useful in finding books or articles in any database.  For information, call (561) 297-0204, or e-mail lyilis@fau.edu.  In addition, one-on-one reference consultations can be arranged to help you find specific information.


Stuart-James Research Center and other Computer Centers:
The Stuart-James Research Center of the College of Business, which is located on the second floor of Fleming Hall and other FAU computer centers provide computers as well as access to electronic databases.  
X.

Course Structure (based on 2 meetings per week for 15 weeks):
	Meeting
	Topic
	Organization
	 Assignments

	1
	Introduction and nature of the class
	1.  Goals and contributions of the class
	Reading Assignment:

Examine the syllabus

Lehman & Dufrene:  Chapters 1 & 2

	
	
	2.  Intensive writing requirements
	

	
	
	3.  Methods and class environment
	

	
	
	4.  Supportive atmosphere
	

	
	
	5.  Portfolio method
	

	
	
	6.  Requirements and policies
	

	2
	Explanation of class routines
	Questions and answers about the syllabus
	In-class writing exercise:  A self-reflection exercise on “you as a writer” will be conducted during this class.
Reading assignment:

Sahlman, William A. (1997), “How to Write a Great Business Plan,” Harvard Business Review, 75 no. 4 (July-August), 98-108.

	
	
	Overview of a business plan
	Company description, mission, values and business model
	

	
	
	
	Situational analysis—the analysis of a firm’s position in its environment
	

	
	
	
	Challenges, goals and objectives
	

	
	
	
	Strategic plan
	

	
	
	
	Basic financial statements & projections
	

	
	
	
	Executive summary
	

	3
	Strategies for conducting a situational analysis, organizing the results, and writing the findings
	The purpose of a situational analysis
	Research Assignment:

Begin gathering secondary information on your firm.  Begin to conduct an on-going, in-depth search.


	
	
	Organizing a situational analysis and classifying information
	

	
	
	APA reference format
	

	
	
	Writing and reporting strategies
	

	4
	Writing a company description and depicting its business model
	Finding information on a company
	Research assignment:

Gather and read two articles or newspaper reports about values and ethics and bring them to the next class.

Reading assignment:
Lehman and Dufrene:  Chapter 3

	
	
	Writing a company description
	

	
	
	Conveying and depicting a business model
	

	5
	The nature of values and ethics
Mission statements and core company values
	Discussion of  business values and ethics
	Reading assignment:

Bart, Christopher K. (1997), “Industrial Firms and the Power of Mission, Industrial Marketing Management, 26 no. 2 (July), 371-383.



	
	
	How to write a mission statement
	

	
	
	In-class writing exercise:

How can the setting of company values shape a firm’s internal environment?
	

	6
	A template for reporting the situational analysis component of the business plan
	The importance of developing a situational analysis
	Business Plan Assignment:
Complete the first draft of the section of the business plan, which includes a company description, mission statement, company values and the company’s business model.  Bring it to the next class.
Reading Assignment:

Lehman and Dufrene:  Chapter 9

	
	
	The research process and the role of secondary information
	

	
	
	A model template for organizing and classifying secondary information
	

	7
	Peer discussion of  the first section of the business plan--Company description, values, mission and business model
	Peer evaluation and discussion of  writing a company description, mission statement, company values, and a company’s business model
	Bring a draft of the first section of your business plan to class for the purpose of peer discussion.


	
	
	Identification of repetitive and common errors in your writing
	

	8
	Situational analysis---the second section of the business plan
Peer discussion of the situational analysis

Writing strategies for summarizing the situation
	The goals and contents of a situational analysis
	Develop a one page memo that communicates the writing assignments you plan to submit in your final portfolio and the problems you may encounter in undertaking them.  Bring it to the next class.
Reading Assignment:

Lehman and Dufrene:  Chapter 4.

	
	
	Discussion of past experiences and strategies useful in gathering secondary information
	

	
	
	Writing strategies for completing a situational analysis
	

	
	
	Questions and answers
	

	9
	Student feedback on their progress, the class and other portfolio assignments
	Peer discussion of portfolio writing assignments and problems
	Bring to class your memo that communicates the optional portfolio writing assignment that you intend to select and likely problems you expect to face.

Reading Assignment:

Lehman and Dufrene:  Chapter 6



	
	
	Strategies for dealing with problems
	

	
	
	Guidelines for writing business memos
	

	10
	Gathering, organizing, summarizing and reporting secondary information
	Finding secondary information
	Reading Assignment:

MacInnis, Michael and Louise Heslop (1990), “Market Planning in a High-Technology Environment,” Industrial Marketing Management, 19 (May), 107-116.
Lehman and Dufrene:  Chapter 9



	
	
	Categorizing and organizing secondary information
	

	
	
	Citing and referencing secondary information
	

	
	
	Referencing information downloaded from the Internet
	

	11
	Depicting and reporting macro-environmental forces and their impact on demand 
	The macro-environment and business challenges
	Reading Assignment:
Read the optional portfolio written assignment concerning scenario writing---“The Future of NASCAR.”

Schnaars, Steven and Paschalina (Lilia) Ziamon (2001), “The Essentials of Scenario Writing,” Business Horizons, 44 no. 4 (July-August), 25-31.


	
	
	Identifying and reporting factors shaping demand for a firm and/or brand
	

	
	
	Depicting the macro-environment through scenario writing
	

	
	
	Discussion of the optional portfolio writing assignment concerning scenario writing---“The Future of NASCAR”
	

	12
	Analyzing and reporting  demographic, geographic and psychographic/lifestyle data
	The nature of demographic, geographic and psychographic/lifestyle information
	Reading Assignment:
Lehman and Dufrene:  Chapter 10



	
	
	Contributions and limits of demographic and geographic information and the contribution of psychographic/lifestyle information
	

	
	
	Sources of demographic, geographic, and psychographic/lifestyle information
	

	
	
	Using writing strategies and graphics to report demographic, geographic and psychographic/lifestyle information


	

	13
	Competitive analysis
	Profiling an industry landscape
	Reading Assignment:

Eisenhart, Kathleen M. (1999), “Strategy as Strategic Decision Making,” Sloan Management Review, 40 no. 3 (Spring), 65-72.


	
	
	Porter’s five competitive forces
	

	
	
	Assessing customers’ definition of competition through substitution patterns
	

	
	
	Analysis of the strategic group of competitors
	

	
	
	Writing the competitive analysis
	

	14
	Persuasive writing strategies:  Using competitive strategies to demonstrate persuasive writing for business 
	Persuasive writing—strategies for communicating and defending your position or view on a business issue or decision
	Optional Portfolio Writing Assignment---The Position Paper:

Simply identify and select a few issues impacting business and the divergent views involved in each one.

Bring them to the next class for a peer discussion.

Reading Assignment:

Lehman and Dufrene:  Chapters 8 and 9



	
	
	Leaders, followers and challengers:  Competitive strategies in business
	

	
	
	A case study in persuasive writing:  Strategies for Defending a Market Leader Position
	

	
	
	Identifying topics suitable for the Optional Portfolio Writing Assignment:  The Position Paper
	

	15
	Persuasive writing


	Explanation of the Optional Portfolio Writing Assignment:  “The Position Paper” 
	Research Assignment:
Bring your list of suitable position paper topics to class for discussion. 


	
	
	Discussion of the assignment and workable topics
	

	
	
	Peer discussion of the assignment and relevant writing strategies
	

	16
	Mid-term assessment


	Class discussion of problems and solutions regarding writing assignments
	Self-reflection Assignment:
Reflect on your writing progress and problems.  Make a list of relevant topics that you would like to discuss in class.

*Submit your Mid-Term Portfolio:
Today, submit a: 
1) 
Cover letter
2) 
A copy of your written 
business plan as it stands to 
date
3)
A copy of what you have 
written so far regarding your 
two optional portfolio pieces 
* For directions, see the section above entitled, “Mid-Term Portfolio and Cover Letter.”  

	
	
	Open forum
	

	
	
	Make an appointment for a personal meeting with your professor to discuss your progress and problems.
	

	17
	Market segmentation and target marketing
	Market segments and criteria useful in segmenting markets
	Research Assignment:
As an on-going effort, gather secondary information that enables you to identify market segments, uncover the criteria used as the basis for segmentation, and select a market segment.

	
	
	Criteria used to segment target markets
	

	
	
	Target markets
	

	18
	Market segmentation and target marketing
	Peer discussion of market segmentation and target marketing:  Where to find the information and writing and graphical techniques useful in developing this section of the business plan 
	Research Assignment:
As an on-going effort, gather secondary information that enables you to identify market segments, uncover the criteria used as the basis for segmentation, and select a market segment.

	19
	Strategic business planning
	Long-term strategic planning
	Research Assignment:
As an on-going effort, gather secondary information that enables you to identify market segments, uncover the criteria used as the basis for segmentation, and select a market segment.

Reading Assignment:

Eisenhart, Kathleen M. (2002), “Has Strategy Changed?” Sloan Management Review, 43 no. 2 (Winter), 88-91.



	
	
	The identification of markets to serve
	

	
	
	An overview of the products and services to be offered
	

	
	
	Supply chain, channel strategies and external alliances
	

	
	
	Human resources
	

	
	
	Technology requirements
	

	
	
	Performance measurement
	

	20
	Strategic business planning and the identification, selection and reporting of growth strategies
	Major growth strategies
	Reading Assignment:
MacMillianm Ian C. and Rita Guntherr McGrath (1997), “Discovering New Points of Differentiation,” Harvard Business Review, 75 no. 4 (July-August), 133-138, 13-145.

	
	
	Growth strategies and strategic planning
	

	
	
	Using the SWOT Diagram in identifying growth strategies
	

	
	
	Developing and reporting the SWOT Diagram
	

	
	
	Writing and justifying growth strategies
	

	21
	Primary research and the  design of questionnaires
	The nature of survey research in business
	Business Plan---Written Assignment:
Develop and write an explanation of your SWOT Diagram as well as a description and justification for an attractive growth strategy for your firm that will be included as a component of your business plan. 

	
	
	Principles of questionnaire design
	

	
	
	Pre-tests of questionnaires
	

	22
	Primary research
	Presentation of the Optional Portfolio Writing Assignment---Primary Research Paper
	Reading Assignment:
Read the handout describing the Optional Portfolio Written Assignment---Primary Research Paper.

	
	
	Peer discussion of the Optional Portfolio Writing Assignment---Primary Research Paper
	

	23
	Writing and reporting the findings and implications from survey research
	The use of tables, bar charts, pie charts and the like in reporting findings
	

	
	
	Tabulating and reporting findings and implications
	

	24
	Identifying and writing challenges, goals and objectives
	The nature and types of challenges facing a firm
	Business Plan Research Assignment:
Develop a draft of the challenges, broad goals and specific objectives that you will include as a section of your business plan.  Bring it to the next class for discussion and revision.

	
	
	The nature of broad goals
	

	
	
	Writing broad goals
	

	
	
	Criteria used in formulating specific objectives
	

	
	
	Writing specific objectives
	

	25
	Identifying challenges, goals and objectives
	Peer evaluation of written challenges, broad goals and specific objectives
	Business Plan Peer Reviews and Revision:
Bring to class a draft of your list of challenges, broad goals and specific objectives for peer evaluation and revision.

	
	
	Discussion of written challenges, broad goals and specific objectives
	

	26
	Writing plans and directives that communicate specific  business programs
	The nature of business programs and their integration with strategic planning 
	Reading Assignment:
Read the Optional Portfolio Writing Assignment---Program Plan and Directives and have questions about it ready for discussion. 

	
	
	Communicating business programs across management levels
	

	
	
	Presentation and discussion of the Optional Portfolio Writing Assignment---Program Plan and Directives


	

	27
	Writing financial reports
	Business plans and financial statements
	

	28
	Writing an executive summary
	Purpose of the executive summary
	In-Class Exercise:
Examples of executive summaries:  The good, the bad, and the ugly



	
	
	Common contents of an executive summary
	

	
	
	Common mistakes id writing an executive summary
	

	
	
	Strategies for writing your executive summary
	

	29
	Writing to communicate business programs

Writing an executive summary
	Peer discussion of  the Optional Portfolio Writing Assignment---Program Plan and Directives
	Written Assignment:

Bring to class and be prepared to discuss and revise your drafts of both the:

A) Optional Portfolio Written Assignment---Program Plan and Directives 

B)  Executive Summary of your Business Plan

	
	
	Peer discussion about strategies for writing an effective executive summary
	

	30
	Final exam period
	Course recap

Submission and collection of your written portfolio
	On the day slated for the final examination, submit your written portfolio, which includes:

1.
A cover letter

2.
The business plan

3.
Two optional portfolio 
written assignments of your 
choice

Submit two (2) copies of your cover letter and portfolio


 References:
Aaker, David A. and Gary Shansby (1982), “Positioning Your Product,” Business Horizons, 25 no. 3 (May-June), 56-62.

Abratt, Russell, Maria Beffon and John Ford (1994), “Relationship between Marketing Planning and Annual Budgeting,” Marketing Intelligence & Planning, 12 no. 1, 22-28.
Anderson, Carol H. and Julian Vincze (2004), Strategic Marketing Management, 2nd edition, Boston: Houghton Mifflin.

Andrews, Deborah C. and William D. Andrews (2004), Management Communications: A Guide, Boston: Houghton Mifflin.

Angell, Pamela A. and Tecanna Rizkallah (2004), Business Communication Design: Creativity, Strategies, Solutions with PowerWeb and BCOMM Skill Booster: Boston, McGraw-Hill.
Armstrong, J. Scott (1985) Long-Range Forecasting: From Crystal Ball to Computer, New York: John Wiley & Sons.
Baldinger, Allan L., Edward Blair, and Raj Echambadi (2002), “Why Brands Grow,” Journal of Advertising Research, 42 no. 1 (January-February), 7-14.
Baron, David (2003), Business and Its Environment, 4th edition, Upper Saddle River, New Jersey: Prentice Hall.
Bart, Christopher K. (1997), “Industrial Firms and the Power of Mission, Industrial Marketing Management, 26 no. 2 (July), 371-383.
Bell, Arthur H. and Dayle M. Smith (1999), Management Communications, Hoboken, N.J.: John Wiley & Sons, Inc. 
Bienvenu, Sharron and Paul Timm (2002), Business Communications and CD, 1st edition, Upper Saddle River, New Jersey: Prentice Hall.

Bogart, Judith and Rebecca Worley (1988), Managing Business Communications:  An Applied Process Approach, Upper Saddle River, New Jersey: Prentice Hall.

Bovee, Courtland (2000), Business Communication Today, 6th edition, Upper Saddle River, New Jersey: Prentice Hall.

Bovee, Courtland, John Till and Barbara Schtzman (2003), Business Communications Today, Upper Saddle River, New Jersey: Prentice Hall.

Case, Karl and and Ray Fair (2002), Principles of Macroeconomics, 6th edition, Upper Saddle River, New Jersey: Prentice Hall.
Chaney, Lillian and Jeanette Martin (2004), Intercultural Business Communications, 3rd edition, Upper Saddle River, New Jersey: Prentice Hall.
Christensen, Clayton M., Mark W. Johnson and Darnell K. Rigby (2002), “Foundations for Growth: How to Identify and Build Disruptive New Businesses,” Sloan Management Review, 43 no. 3 (Spring), 22-31.

Day, George S. (1981), “The Product Life Cycle: Analysis and Application Issues,” Journal of Marketing, 45 no. 4 (Fall), 60-67.
Eisenhart, Kathleen M. (2002), “Has Strategy Changed?” Sloan Management Review, 43 no. 2 (Winter), 88-91.
Eisenhart, Kathleen M. (1999), “Strategy as Strategic Decision Making,” Sloan Management Review, 40 no. 3 (Spring), 65-72.
Ferrell, O.C., John Fraedrich and Linda Ferrell (2005), Business Ethics:  Ethical Decision Making and Cases, 6th edition, Boston: Houghton Mifflin.

Ferrel, O.C. and Geoffrey Hirt (2002), Business: A Changing World, 4th edition, Boston, McGraw-Hill.
Fisher, Ann and Margot Northy (1993), Impact: A Guide to Business Communications, Upper Saddle River, New Jersey: Prentice Hall.
Fitzgerald, Jerry and Alan Dennis (2002), Data Communications and Networking, 7th edition, Hoboken, N.J.: John Wiley & Sons, Inc.
Fox, John (1989), “Creating a Marketing Plan that Works: The Eight Basic Elements,” Applied Marketing Research, 29 no. 2 (Spring), 57-59. 
Gillespie, Kate, Jean-Pierre Jeannet and H. David Hennessey (2004), Global Marketing: A Global Approach, Boston: Houghton Mifflin.
Graham, John R. (1993), “What a Company Should Expect from Its Marketing Plan,” Marketing News, 27 no. 4 (February 15), 7, 14.
Griffin Ricky W. (2005), Management, 8th edition, Boston: Houghton Mifflin.

Griffin, Ricky W. (2003) Fundamentals of Management:  Core Concepts and Applications, 3rd edition, Boston: Houghton Mifflin.

Gulati, Ranjay (1998), “Alliances and Networks,” Strategic Management Journal, 19 no. 4 (April), 293-317.
Hammer, Michael (2002), “Process Management and the Future of Six Sigma,” Sloan Management Review, 43 no. 2 (Winter), 26-32.
Hansen, Frederick and Michele Smith (2003), “Crisis in Corporate America:  The Role of Strategy,” Business Horizons, 46 no. 1 (January-February), 7-18.
Harris, Muriel (2003), Prentice-Hall Guide to Grammar and Usage, 5th edition, Upper Saddle River, New Jersey:  Prentice Hall.
Hatten, Timothy S. (2003), Small Business Management: Entrepreneurship and Beyond, 2nd edition, Boston: Houghton Mifflin.

Hemphill, Phyliss, Donald McCormick and Robert Hemphill (2001), Managing Communication with Writing Improvement Exercises, 6th edition, Upper Saddle River, New Jersey: Prentice Hall.
Hiebing, Roman G., Jr. and Scott W. Cooper (1991), The Successful Marketing Plan: A Disciplined and Comprehensive Approach, Lincolnwood, Illinois: NTC Business Books.
Higgans, James M. (1996), “Achieving Core Competence—It’s as Easy as 1, 2, 3,...47, 48, 49,” Business Horizons, 39 no. 2 (March-April), 27-32.
Hill, Charles W. and Gareth R. Jones (2004), Strategic Management: An Integrated Approach, 6th edition, Boston: Houghton Mifflin.

Hirst, D. and Mary Lea McNally (2001), Cases in Financial Reporting: An Integrated Approach with Emphasis on Earnings and Persistence, 3rd edition, Upper Saddle River, New Jersey: Prentice Hall.
Huffman, Brian (2001), “What Makes a Strategy Brilliant?” Business Horizons, 44 no. 4 (July-August), 13-20.

Kaplan, Robert S. and David P. Norton (1992), “The Balanced Scorecard—Measures that Drive Performance,” Harvard Business Review, (January-February), 71-79
Keane, John G. (1987), “Focusing on the Corporate Future: Not a Trivial Pursuit,” Business Horizons, 30 no. 1 (January-February), 49-57.
Keller, Kevin Lane and Y.R. Moorthi (2003), Branding in Developing Markets, Business Horizons, 46 no. 3 (May-June), 49-59.
Kim, W. Chan and Renee Mauborgne (2002), “Charting Your Company’s Future,” Harvard Business Review, 80 no. 6 (June), 76-83.
Klein, Eric A. (1990), Write Great Ads: A Step-by-Step Approach, Hoboken, N.J.: John Wiley & Sons, Inc.

Kramer, Melinda (2001), Business Communication in Context:  Principles and Practice, 1st edition, Upper Saddle River, New Jersey: Prentice Hall.
Kreitner, Robert (2005), Foundations of Management: Basic and Best Practices, Boston: Houghton Mifflin.

Kreitner, Robert (2004), Management, 9th edition, Boston: Houghton Mifflin.

Lehman, Carol M. and Debbie Dufrene (2002), Business Communications, 13th edition, Cincinnati, Ohio:  Southwestern Publishing.
Lesikar, Raymond and Marie E. Flatley (2005), Basic Business Communication: Skills for Empowering the Internet Generation with Student CD and PowerWeb, 10th edition, Boston, McGraw-Hill.

Locker, Kitty O. (2003), Business and Administrative Communication, 6th edition, Boston, McGraw-Hill.

Lowery, James R. (2003), “A Primer for Lean Marketing,” Business Horizons, 46 no. 3 (May-June), 41-48. 
MacInnis, Michael and Louise Heslop (1990), “Market Planning in a High-Technology Environment,” Industrial Marketing Management, 19 (May), 107-116.

MacMillianm Ian C. and Rita Guntherr McGrath (1997), “Discovering New Points of Differentiation,” Harvard Business Review, 75 no. 4 (July-August), 133-138, 13-145.
Malhotra, Naresh (2004), Marketing Research and SPSS 11.0 Package, 4th edition, Upper Saddle River, New Jersey: Prentice Hall.
Markides, Constantinos (1997), “Strategic Innovation,” Sloan Management Review, 38 no. 3 (Spring), 9-23.
McAlister, Debbbie Thorne, O.C. Ferrell and Linda Ferrell (2005), Business and Society: A Strategic Approach to Social Responsibility, Boston: Houghton Mifflin.
McDonald, H.B. Malcom (1992), “Ten Barriers to Market Planning,” Journal of Business and Industrial Marketing, 7 no. 1 (Winter), 5-18.
McFarlin, Dean and Paul Sweeny (2003), International Management:  Strategic Opportunities and Cultural Challenges, 2nd edition, Boston: Houghton Mifflin.

Moorthi, Y.l.R. (2002), “An Approach to Branding Services,” Journal of Services Marketing, 16 no. 3, 259-274.
Monoky, John F. (1991), “Why Marketing Plans Make Sense,” Industrial Distribution, 80 no. 7 (May15), 105.

Nickels, William G., James McHugh and Susan McHugh (2005), Understanding Business with OLC PowerWeb Card and CD, 7th edition, Boston, McGraw-Hill.
Ober, Scot (2004), Fundamentals of Contemporary Business Communications, 5th edition, Boston: Houghton Mifflin.

Ober, Scot (2003), Contemporary Business Communications, Boston: Houghton Mifflin.

O’Sullivan Arthur and Steven Sheffrin (2003), Economics:  Principles and Tools, 3rd edition, Upper Saddle River, New Jersey: Prentice Hall.
Parasuraman A., Dhruv Grewal and R. Krishnan (2004), Marketing Research, Boston: Houghton Mifflin.
Parasuraman A., Leonard L. Berry and Valarie A. Zeithaml (1991), “Understanding Customer Expectations of Services”, Sloan Management Review, 32 (Spring), 39-48.
Patzer, Gordon L. (1995), Using Secondary Data in Marketing Research, Westport, Connecticut: Quorum Books.
Pine, Joseph and Thomas H. Gilmore (1999), The Experience Economy, New York: Free Press.

Porter, Michael E. (1979), “How Competitive Forces Shape Strategy, Harvard Business Review, (March-April), 137-145.  
Pride, William M. and William C. Ferrell (2003), Marketing: Concepts and Strategies, 12th edition, Boston: Houghton Mifflin.

Reynolds, Nedra (2000), Portfolio Keeping: A Guide for Students, Boston:  Bedford/St. Martin’s.
Roeback, Deborah (2001), “Improving Business Communication Skills, 3rd edition, Upper Saddle River, New Jersey: Prentice Hall.
Rodrigues, Ann Honan (2001), English that Works, Boston: Houghton Mifflin.
Roney, C.W. (1999), Assessing Business Environments:  Guidelines for Strategists, Westport, CT:  Quorum Books.

Russo, Michael V. (1999), Environmental Management, Readings and Cases, Boston: Houghton Mifflin.

Russow, Lloyd C. and Sam C. Okoroafo (1996), “On the Way toward Developing a Global Screening Model, International Marketing Review, 13 no. 1, 46-64.

Sabin, William A. (2004), The Gregg Reference Manuel: A Manuel of Style, Grammar, Usage, and Formatting, 10th edition, Boston, McGraw-Hill.
Sahlman, William A. (1997), “How to Write a Great Business Plan,” Harvard Business Review, 75 no. 4 (July-August), 98-108.
Schnaars, Steven and Paschalina (Lilia) Ziamon (2001), “The Essentials of Scenario Writing,” Business Horizons, 44 no. 4 (July-August), 25-31.
Schoenebeck, Karen (2004) Interpreting and Analyzing Financial Statements, Upper Saddle River, New Jersey: Prentice Hall.  
Siegel, Carolyn (2004) Internet Marketing: Foundations and Applications, Boston: Houghton Mifflin.

Stull, James and John Baird (1993), Business Communications: A Classroom Simulation, Upper Saddle River, New Jersey: Prentice Hall.
Thierauf, Robert J. (2001), Effective Business Intelligence Systems, Westport, CT:  Quorum Books.

Thill, John and Courtland Bovee (2005) Excellence in Business Communication, Upper Saddle River, New Jersey: Prentice Hall.
Warwick, Mal (2001), How to Write Fundraising Letters, Hoboken, N.J.:  John Wiley & Sons, Inc.
Wansink, Brian and Jennifer Marie Gilmore (1999), “New Uses that Revitalize Old Brands,” Journal of Advertising Research, 39 no. 2 (March-April), 90-98.
Ward, Scott, Larry Light and Jonathan Goldstine (1999), “What High-Tech Managers Need to Know about Brands,” Harvard Business Review, 77 no. 4 (July-August), 85-95.

Webster, Frederick (1988), “The Rediscovery of the Marketing Concept,” Business Horizons, 31 no. 3 (May-June), 29-39.
Wood, Marian (2003), Marketing Plan: A Handbook with Marketing PlanPro, Upper Saddle River, New Jersey: Prentice Hall.
Zeithaml, Carl P. and Valarie A. Zeithaml (1984), Environmental Management: Revisiting the Marketing Perspective,” Journal of Marketing, 40 no. 2 (Spring), 46-53.
Overview of Written Assignments

	Written Assignment Number
	Goal
	Description
	Student Responsibility

	1
	To develop a self-reflection orientation on the part of students

	Students are asked to self-select one of the following writing assignments that they feel most comfortable undertaking.  The options are:

· How I feel as a consumer in today’s marketplace


· Contrast Burdines to a clothing boutique


· Spend a day with an entrepreneur, a salesperson or another business professional a develop a journal of your experience


· Should an advertiser select a spokesperson who the audience rates high in source credibility or high in source attractiveness when designing an advertisement


· Select a brand and analyze its competitors


	Select one of the writing assignments.  Write two paragraphs about why you selected it.  Write a third paragraph explaining how you would undertake the assignment of your choice.  Do not develop a written response to the assignment you selected.

	2
	To apply writing strategies in developing a brief, meaningful description of a business firm, a mission statement and a flow chart depicting the firm’s business model
	Develop a first draft of the section of the business plan pertaining to the company description, mission, values and business model.
	Develop the section of the business plan concerning the company description, mission, values and business model

Present it for peer review and discussion

	3
	Learn to write a business memo
	
	Write a memo to the professor communicating your understanding of the course requirements, how you feel that you are progressing in the class and suggestions on how you wish to be graded.

	4
	How to categorize, summarize and report secondary data
	Use background data gathered from electronic databases to report secondary data
	Gather background information from secondary sources.  Organize, summarize and develop a written report highlighting secondary information.  

Bring to class a draft that reports the secondary data that you uncovered about your firm.

Subject the report to a peer review.  Revise and improve.



	5
	To learn how to uncover, explain and report the challenges facing the business
	Challenges consist of opportunities, problems and public issues.
	Based on the background information acquired, present draft of the significant challenges facing the business

Subject the draft to peer review.  Revise and improve.

	6
	To provide experience in developing a meaningful executive summary
	Create an executive summary for your business plan that does not exceed two pages.
	Develop a draft of the executive summary for your business plan.

Bring it to class, subjecting it to peer evaluation.

Revise and improve.

	Optional
	To learn how to provide a written description of a plausible future environment of business
	Use scenario writing to portray optimistic and pessimistic scenarios for NASCAR
	Write an optimistic and pessimistic portrayal of the future environment of NASCAR

Use environmental scanning methods to identify the environmental forces shaping the future of NASCAR.

Be organized so that you can trace how the paper was revised and refined over the course of the semester.

Use citations and develop a reference section.

Use global revision.

Attach a cover letter.



	Optional
	Strategies for defending a leadership position
	Develop a referenced research paper using the business literature to suggest strategies tat a pioneer firm can use in defending its leadership position.
	The writing assignment qualifies as a portfolio submission.

Be organized so that you can trace how the paper was revised and refined over the course of the semester.

Use citations and develop a reference section.

Use global revision.

Attach a cover letter.

	Optional
	To learn how to write persuasively.
	Should managers spend their scare resources on developing direct benefits and product quality or should managers spend them on the marketing of experiences and customer relationships?

Develop a referenced research paper using the business literature to argue persuasively a case for either strategy.
	The writing assignment qualifies as a portfolio submission.

Be organized so that you can trace how the paper was revised and refined over the course of the semester.

Use citations and develop a reference section.

Use global revision.

Attach a cover letter.

	
	
	
	


Notes for the Professor:
Professors assigned to teach the class should read Bean John C. (2001) Engaging Ideas:  The Professor’s Guide to Integrated Writing, Critical Thinking, and Active Learning in the Classroom, San Francisco:  Jossey-Bass Publishers.  (ISBN:  0-7879-0203-9)

All non-tenure earning faculty who do not have at least eighteen hours of credit in the discipline in which the course is taught must take a teaching seminar before or during their first term teaching, attend supervised colloquia in subsequent semesters until they have earned the eighteen credits, and be mentored by designated Instructors of Record.

Assignment 1:

Taken from Bean, (2001, pages 39 and 43), the assignment attempts to develop a self-reflection orientation within students about writing.  The point is that according to some research, students’ personalities and experiences may impact preferences for writing tasks.  At any rate, the exercise causes students to explore themselves as writers.  In addition, it provides a segue to discuss peer evaluation, class routines, and class participation.
Self-selection of a writing assignment

· Introversion/extroversion

· Thinking/feeling

· Sensing/intuition

· Perceiving/judging

(from page 39)
· Concrete experience (feeling)

· Reflective observation (watching) 

· Abstract conceptualization (thinking)

· Active experimentation (doing)

· Convergers (quick closure solution)

· Divergers (brainstorming/imagining)

· Assimilators (lots of info, compare)

· Accommodators (trial, error, risk-taking)
(from page 43)
	
	
	

	Part Two:

Examining traditional writing problems
	Timeline or chronological order exercise: “And then writing” (3 pages)
	Trace the development customer-based brand equity from its origin in brand loyalty

	
	“All about writing:” Encyclopedic order: (3 pages) 
	Present the pros, cons and challenges facing strategic business planners

	
	Data dumping (3 pages)
	Research and summarize U.S. Census 2000 data depicting the Southeastern United States

	Part Three:

Critical thinking and writing

 
	Problem-based thinking
Problem-thesis pattern
	Are pioneers or early-entrants more likely to become long-term market leaders? (4 pages)

	
	
	Should a manager select a skimming or penetrating price for a new brand?

(2 pages)

	
	
	Some entrepreneurs believe that consumer input cannot be used to assist in the development of a new-to-the-world service.  Other entrepreneurs would not develop one without first getting advice from consumers.  Defend both positions.  Which group is correct? (4 pages)

	
	
	Explain and defend the criteria that executives ought to use in segmenting international markets.

	Part Four: 

Identifying your own grammatical mistakes
	Edit by reading using a simple task
	Write a two paragraph explaining your own style of management.  (Have students write the paragraph and pass it to a peer for review.  Identify mistakes.)

	
	Edit by reading using a complex task
	Write a page summarizing Transaction-Cost Theory.  (Have students read their paper to another student.  See if they can identify their mistakes.)

	
	Practice essay (30 minute timed test)
	How can a manager motivate an employee?

	
	Write a situational analysis and Develop a SWOT Diagram by analyzing the environment facing a firm.  Identify systematic and repetitious errors in your work. 
	Develop a figure. In the first column, identify mistakes repetitiously found in your writing.  Corrections should be listed in the second column.

Share your work with 

	
	Referenced position on a current issue facing business: Multiple draft exercises (8 to 10 pages)
	Submit 2 drafts before submitting the final paper.

(Use minimal marking of errors but stressing clarity and coherence.)

	Part Five:

Writing for business 
	Selected formats (modular exercises, each one of which unites in a more complex business plan or case solution)
	Problem analysis---the case approach

	
	
	Collecting and reporting background information

	
	
	Gathering and reporting exploratory research:  Writing the results of qualitative research

	
	
	Developing questionnaires

	
	
	Developing the situational analysis and the SWOT diagram

	
	
	Formulating and writing goals and objectives

	
	
	Writing policies

	
	
	Considering alternatives and writing recommendations

	
	
	Writing an executive summary

	
	
	Writing memos

	
	
	

	
	
	

	
	
	

	
	Fundamentals of copywriting
	

	
	
	


	Exercises and assignments
	Self-reflection
	Peer review
	
	Portfolio

pieces
	Global revision
	Business plan modules
	Date due

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	


“It may well be, in fact, that competence in editing and correctness is a late-developing skill that blossoms only after students begin taking pride in their writing and seeing themselves as having ideas important enough to communicate.”
John C. Bean (2001)

GEB 3213:  Communicating Business Information

I.
Course Overview:
The skilled communication of bad information is just as ruinous to a business as the poor communication of good information.  Today’s business leaders recognize that managers must be capable of gathering, analyzing and communicating information in meaningful ways.  More immediately, your future success in business classes will largely depend on your ability to perform those tasks well.  

GEB 3213: Business Communications provides a supportive environment in which you learn how to think out business decisions through the knowledge you acquire about writing strategies, business, and business reporting techniques.  The writing assignments build conceptual and writing skills necessary to communicate business conditions, strategies, policies, directives, research findings, persuasive messages, everyday memos and the like.

Equal emphasis is placed on explaining the techniques of business communications and on the development of thinking through writing skills.  The nature, purpose and techniques of key business communication formats are presented and discussed.  Important business strategies are explained.  Writing strategies for developing business communications assignments are also examined.  Writing will be assessed and evaluated using the portfolio approach, which is based on multiple revisions, self-reflection on writing accomplishments and student self-selection of some submissions for final grading.

II.
Texts:

Required texts:
Patzer, Gordon L. (1995), Using Secondary Data in Marketing Research, Westport, Connecticut: Quorum Books. [ISBN: 0-89930-961-5]
Lehman, Carol M. and Debbie Dufrene (2002), Business Communications, 13th edition, Cincinnati, Ohio:  Southwestern Publishing.
Reynolds, Nedra (2000), Portfolio Keeping:  A Guide for Students, Boston:  Bedford/St. Martin’s. (ISBN:  0-312-19151-0)


Recommended supplemental text:
Harris, Muriel (2003), Prentice-Hall Guide to Grammar and Usage, 5th edition, Upper Saddle River, New Jersey:  Prentice Hall. (ISBN:  0-13-098221-0)
III.
The Writing Intensive Nature of the Course:

The course is an intensive writing course, requiring a number of written exercises that collectively entail at least 6,000 written words.  Several of the assignments concern global revision, which goes beyond the editing of grammatical errors to encompass reorganization of the original thesis and the inclusion of additional topics, information and references.  A variety of common business problems will be presented to increase your critical thinking and writing skills.  Responses to the problems will be developed through such writing exercises as:

· Exploratory writing and talking

· Small group problem solving

· Class discussions

· “Think-on-your-feet scenarios”

· Debates and panel discussions

· Peer reviews

· Cases and vignettes

· The development, classification and reporting of categorical information 

· Focused topical assignments

· Formal writing assignments

· Practice exercises

· Cover letters


Portfolio Writing and Self-Evaluations:
You are required to develop a portfolio of their written work.  Using self-reflection peer group review, you demonstrate how you revised and refined your writing over the duration of the course by developing, discussing and refining drafts.  The portfolio approach to learning requires that you put together and manage a collection of your written work, self-select for grading certain pieces from the collection that demonstrate how your writing has improved, and submit a written description of what you feel that you learned and executed to improve your writing.

Self-evaluations will include mid-term and final self-assessments


Major Writing Assignment:
Among the required written assignments are a set of modular tasks.  When completed, they unite to form a business plan.  It will be developed using the following modules:

· Company description, mission, values and business model

· Situational analysis (secondary, exploratory and primary research)

· The identification of challenges, goals and objectives

· Functional area strategies

· Organization and operations

· Implementation plan

· Control plan

· Financial statements

· Executive summary


Cover letters:
You are expected to submit a cover letter for every assignment submitted to the professor.  The cover letter includes your comments on:

· What you liked most about your report

· The problems you are having with it

· The nature of the work that remains to be completed

· What things you want the instructor to pay attention to when reviewing the report

IV.
Supportive Learning Environment
All indications are that a supportive learning environment does much to enhance thinking through writing skills.  Therefore, care is placed on creating and sustaining a supportive environment.  The supportive environment consists of:

· A sequential structure that allows students to improve their writing


· Multiple opportunities to revise a paper before receiving a final grade


· A mixture of professor-led and student-led discussions


· The inclusion of class time for students to plan, reflect on their writing and revise written assignments


· Substantial, constructive feedback from the instructor to improve thinking and writing skills


· Periodic writing assignments that are not graded, allowing for peer assessment, self-
reflection, opportunities for students to synthesize course material, the identification of effective 
writing strategies


· A set of focused, modular assignments that unite with other coursework to form a larger business 
plan


· Detailed written instructions, including an explanation of the goals and specific evaluation 
criteria for each assignment, the discussion of the assignment and the evaluative criteria used in 
grading the assignment


· Lectures and discussions focusing on the purpose, method, and techniques underlying written 
business communications


· In-class analysis and discussion of selected samples of students writing, with the name of specific student kept anonymous


· Class time devoted to individual writing


· The formulation of peer groups and the use of class time for focused peer group activities, aligning with ideas about how to tackle an assignment, the meaning of instructions, writing strategies, the purpose and format of a specific report and the like


· Opportunities for students to discover meaningful strategies for writing and reporting in the context of business


· At least one individual conference between student and professor, generally occurring around mid-term

V.
Course Learning Goals:
The primary learning goals require evidence that students can:

· Apply critical thinking skills and writing strategies
· Think and communicate effectively by writing clearly

· Use standard business reporting and writing formats to convey information

· Use relevant writing strategies to accomplish communication objectives

· Revise their writing through self-reflection


Secondary Goals:
The secondary learning goals are that of:

· Elevating your written work so that you can enjoy a more successful career 

· Expanding your ability to discover, develop, justify and refine ideas

· Overcoming your discomfort in writing

· Making your ideas more interesting and meaningful to others

· Improving your performance in advanced business classes
VI.
Course Policies:
Course policies are fair.  They set standards and clarify basic expectations and responsibilities.  Carefully examine Figure 1.

Figure 1:  Course policies
	Policy
	Explanation

	Prerequisites
	To enroll in the class, students must have:  1) completed ENC 1101 and have earned a grade in it of C or better, 2) attained junior status (60 credit hours), and 3) have declared business as their major.

	Attendance
	Attendance is mandatory.  More than three absences result in a failing grade, unless there is a written, documented excuse for EACH absence.

	Participation and involvement
	Participation and involvement in class activities are critical in sustaining an interactive, supportive learning environment.  Students are fully expected to prepare for and engage in class activities.  Students are expected to bring drafts to class on days slated for peer evaluation.  Students who exhibit a pattern characterized by absenteeism, insufficient preparation and/or non-involvement in classroom activities will not pass the class.  Participation does not imply a need to ask questions or make comments on a daily basis for the sake of mere participation.   

	Plagiarism and references
	A final grade of “F” in the course will most likely be assigned to students who plagiarize.   Other penalties include the assignment of a failing grade on the report and/or recommend that your permanent record reflect your action.  Plagiarism is one form of theft.  Students are expected to submit their own original writing and cite and reference the work of others. 

If you have a question concerning plagiarism and do not have the opportunity to discuss it with me in person, include it as a point in your cover letter.  In addition, make a note in the margin next to the material in question.  Do both of these things before submitting the paper.

Use the American Association of Psychologists (APA) format in citing the works of others and in developing your reference section.

	Submissions, deadlines and penalties
	Submissions are due on specified dates.  Penalties are:  1) one day late = one letter grade, two-three days late = two letter grades, 3) more than three days late = F or zero points.

All written assignments, except in-class exercises, must be printed out from a word processor.

Professional-looking reports are expected.  Use one inch margins.  Follow the double-space format.  Use page numbers.  Staple pages.  Paper clips are not acceptable.  Use standard paper as the title or cover page.  Do not use plastic or other types of covers on short assignments.  Just staple the report.  On the title sheet, include the title of the assignment, your full name, social security number, class name, semester and date.  

Follow the specific directions when they are included with a special assignment. 

	Professional and academic irregularity
	Professional conduct and honesty are fundamental business values.  Students exhibiting disruptive and unprofessional behavior will be suspended from the class or university.  Academic irregularities, as explained in the FAU Student Handbook, will result in a final grade of “F” in the course and possible suspension from FAU.  In all cases, a letter of record will be placed in the student’s file. 

	Organization and management of your portfolio
	You are expected to organize, track and exercise control over all of your writing assignments.  It is critical that you develop an organized system allowing you to track and readily find your written assignments. Some assignments must be submitted more than once.  Moreover, some assignments must be submitted at the end of the semester even though they were developed and revised much earlier.  You have the option of selecting two written assignments to submit with your portfolio.


VII.
Grading--Written Assignments and Participation:

Business plan





100 points


Position paper



  

  40 points


Self-selected portfolio assignments


  40 points


Attendance and participation



  20 points

TOTAL POINTS:




200 points 

Business Plan:
As noted earlier, the business plan is comprised of several modules that are developed and revised over the course of the semester.  The business plan is the major component of your portfolio.


Position Paper:
You are expected to develop, revise submit a position paper.  The position paper requires students to research, evaluate, and justify taking a certain position on a current issue impacting business.  The position paper is designed prepares you to engage in managerial deliberations and the ongoing discourse of the business field.

Self-Selected Portfolio Assignments:
You are expected to submit a portfolio of your writing near the end of the semester.  The portfolio consists of four written assignments.  You have the opportunity to self-select two of four written reports to submit in fulfilling the portfolio requirement of the class.  The business plan and the position paper comprise the two mandatory requirements.
VIII.
Help and Assistance:
Students are encouraged to take advantage of the assistance provided by the university in support of your efforts.  A snapshot of the assistance is provided below.


University Center for Excellence in Writing:
The University Center for Excellence in Writing provides free assistance to students who seek help with writing assignments and writing strategies.  It is located in Social Science, Room 107.  The Center also provides assistance in the Oxley Center Monday through Friday from 7:00 p.m. to 9:30 p.m.


Information Literacy Workshops Offered by the FAU Libraries:
The workshops provide a series of free, one-hour help sessions.  A session called “The Basics” provides an overview of the structure of information.  It shows how to determine information needs and how to identify sources to fulfill them.  “Keys to Database Searching” workshop builds skills useful in finding books or articles in any database.  For information, call (561) 297-0204, or e-mail lyilis@fau.edu.  In addition, one-on-one reference consultations can be arranged to help you find specific information.


Stuart-James Research Center and other Computer Centers:
The Stuart-James Research Center of the College of Business, which is located on the second floor of Fleming Hall, and other FAU computer centers provide computers as well as access to electronic databases.  
IX.

Course Structure (based on 2 meetings per week for 15 weeks):
	Meeting
	Topic
	Organization
	 Assignments

	1
	Introduction and nature of the class
	1.  Goals and contributions of the class
	Writing Assignment One:  Self-reflection on you as a writer

Examine the syllabus

	
	
	2.  Intensive writing requirements
	

	
	
	3.  Methods and class environment
	

	
	
	4.  Supportive atmosphere
	

	
	
	5.  Portfolio method
	

	
	
	6.  Requirements and policies
	

	2
	Explanation of class routines
	Peer evaluation and discussion of Assignment One
	

	
	
	Identification of repetitive and common errors in student’s writing
	

	
	
	Questions and answers about the syllabus
	

	3
	Developing a business plan:  An overview
	Company description, mission, values and business model
	Reading assignment:

Sahlman, William A. (1997), “How to Write a Great Business Plan,” Harvard Business Review, 75 no. 4 (July-August), 98-108.

	
	
	Situational analysis
	

	
	
	Challenges, goals and objectives
	

	
	
	Functional area strategies
	

	
	
	Organization and operations
	

	
	
	Implementation plan
	

	
	
	Control plan
	

	
	
	Financial plan
	

	
	
	Executive summary
	

	4
	Writing a company description and depicting its business model
	Finding information on a company
	Research assignment:

Gather and read three to five articles and stories about values and ethics and bring them to the next class.

	
	
	Writing a company description
	

	
	
	Depicting a business model
	

	5
	The nature of values

Mission statements and core company values
	Discussion of values
	Reading assignment:

Bart, Christopher K. (1997), “Industrial Firms and the Power of Mission, Industrial Marketing Management, 26 no. 2 (July), 371-383.



	
	
	How to write a mission statement
	

	
	
	In-class writing exercise:

How can the setting of company values shape a firm’s internal environment?
	

	6
	Company description, mission and business model
	Peer evaluation of the section of the business plan concerning the company description, mission, values and business model

Discussion of superior and deficient points
	Writing Assignment Two:

Complete the first draft of the section of the business plan concerning the company description, mission, values and business model

	7
	A template for reporting the situational analysis component of the business plan
	The importance of developing a template for the situational analysis
	

	
	
	Peer group discussion to identify the major components of a situational analysis
	

	
	
	Discussion
	

	
	
	A model template
	

	8
	Student feedback on their progress, the class and the grading policies
	
	Writing assignment Three:  Memo on performance and grading preferences

	9
	Gathering, organizing, summarizing and reporting secondary information
	Role of secondary information
	

	
	
	Finding secondary information
	

	
	
	Categorizing and organizing secondary information
	

	10
	Macroenvironmental forces and the nature of demand 
	Identifying and reporting factors shaping demand
	Optional Portfolio Writing Assignment:

Scenario writing:  The Future of NASCAR

	11
	Analyzing and reporting  demographic data
	The nature of demographic information
	

	
	
	Contributions and limits of demographic information
	

	
	
	Sources of demographic information
	

	
	
	Reporting demographic information
	

	12
	Competitive analysis
	Profiling an industry landscape
	

	
	
	Porter’s five competitive forces
	

	
	
	Assessing customers’ definition of competition through substitution patterns
	

	
	
	Analysis of the strategic group of competitors
	

	
	
	Writing the competitive analysis
	

	13
	Competitive strategies
	Leaders
	Optional Portfolio Writing Assignment:

Strategies for defending a leadership position 

	
	
	Challengers
	

	
	
	Followers
	

	
	
	Mass customizers
	

	
	
	Niche players
	

	14
	Market planning and market segmentation
	Market segments 
	

	
	
	Market segmentation
	

	
	
	Criteria used to segment markets
	

	15
	Buyer behavior
	
	Optional Portfolio Writing Assignment :

Should companies spend their scarce resources on developing direct benefits or on the marketing of experiences and customer relationships?

	16
	Market planning and the selection of a target market
	
	

	17
	Summary of current business strategies
	Rubrics useful in summarizing current business strategies
	

	
	
	How to organize and report a firm’s current business strategies


	

	18
	Exploratory research
	The nature and contributions of exploratory research
	

	
	
	In-depth, focus group and expert interviews
	

	
	
	Observation and protocol methods
	

	
	
	Strategies for reporting the results and implications of focus group interviews
	

	19
	Primary research and the  design of questionnaires
	The nature of primary research
	

	
	
	Principles of questionnaire design
	

	
	
	Pre-tests of questionnaires
	

	20
	Reporting the findings and implications from survey research
	The use of tables, bar charts, pie charts and the like in reporting findings
	

	
	
	Tabulating and reporting findings and implications
	

	21
	Secondary research reports
	Peer review of secondary research report
	Written Assignment Four:
Draft of secondary data report

	22
	SWOT DIAGRAM
	Purpose of the SWOT Diagram
	

	
	
	Categorizing critical factors
	

	
	
	Developing the SOT diagram
	

	23
	Identifying and writing challenges, goals and objectives
	The nature and types of challenges facing a firm
	

	
	
	The nature of broad goals
	

	
	
	Writing broad goals
	

	
	
	Criteria used in formulating specific objectives
	

	
	
	Writing specific objectives
	

	24
	Identifying challenges
	Peer evaluation of written challenges
	Written Assignment Five:  Draft of the  challenges facing your firm

	
	
	Discussion of written challenges
	

	25
	Developing broad goals and formulating specific objectives
	Peer evaluation of broad goals and specific objectives
	Written assignment:

	
	
	Discussion of broad goals and specific objectives
	

	26
	Strategic business planning
	Long-term strategic planning
	Reading Assignment:

Eisenhart, Kathleen M. (2002), “Has Strategy Changed?” Sloan Management Review, 43 no. 2 (Winter), 88-91.

Optional Portfolio Writing Assignment:  Best Practices in Strategic business Planning



	
	
	The identification of markets to serve
	

	
	
	An overview of the products and services to be offered
	

	
	
	Supply chain, channel strategies and external alliances
	

	
	
	Human resources
	

	
	
	Technology requirements
	

	
	
	Performance measurement
	

	27
	Writing financial reports
	Business plans and financial statements
	

	28
	Writing financial reports
	Business plans and financial statements
	

	29
	Writing an executive summary
	Purpose of the executive summary
	Written Assignment Six:  Draft of the executive summary

	
	
	Common contents of an executive summary
	

	
	
	Common mistakes id writing an executive summary
	

	
	
	Peer evaluation of your executive summary
	

	
	
	Discussion of strong and weak points
	

	30
	Final exam period
	Submit written portfolio
	Written Portfolio Assignment includes:

Cover letter

Business plan

Position paper

Two written assignments of your choice


Overview of Written Assignments

	Written Assignment Number
	Goal
	Description
	Student Responsibility

	1
	To develop a self-reflection orientation on the part of students

	Students are asked to self-select one of the following writing assignments that they feel most comfortable undertaking.  The options are:

· How I feel as a consumer in today’s marketplace


· Contrast Burdines to a clothing boutique


· Spend a day with an entrepreneur, a salesperson or another business professional a develop a journal of your experience


· Should an advertiser select a spokesperson who the audience rates high in source credibility or high in source attractiveness when designing an advertisement


· Select a brand and analyze its competitors


	Select one of the writing assignments.  Write two paragraphs about why you selected it.  Write a third paragraph explaining how you would undertake the assignment of your choice.  Do not develop a written response to the assignment you selected.

	2
	To apply writing strategies in developing a brief, meaningful description of a business firm, a mission statement and a flow chart depicting the firm’s business model
	Develop a first draft of the section of the business plan pertaining to the company description, mission, values and business model.
	Develop the section of the business plan concerning the company description, mission, values and business model

Present it for peer review and discussion

	3
	Learn to write a business memo
	
	Write a memo to the professor communicating your understanding of the course requirements, how you feel that you are progressing in the class and suggestions on how you wish to be graded.

	4
	How to categorize, summarize and report secondary data
	Use background data gathered from electronic databases to report secondary data
	Gather background information from secondary sources.  Organize, summarize and develop a written report highlighting secondary information.  

Bring to class a draft that reports the secondary data that you uncovered about your firm.

Subject the report to a peer review.  Revise and improve.



	5
	To learn how to uncover, explain and report the challenges facing the business
	Challenges consist of opportunities, problems and public issues.
	Based on the background information acquired, present draft of the significant challenges facing the business

Subject the draft to peer review.  Revise and improve.

	6
	To provide experience in developing a meaningful executive summary
	Create an executive summary for your business plan that does not exceed two pages.
	Develop a draft of the executive summary for your business plan.

Bring it to class, subjecting it to peer evaluation.

Revise and improve.

	Optional
	To learn how to provide a written description of a plausible future environment of business
	Use scenario writing to portray optimistic and pessimistic scenarios for NASCAR
	Write an optimistic and pessimistic portrayal of the future environment of NASCAR

Use environmental scanning methods to identify the environmental forces shaping the future of NASCAR.

Be organized so that you can trace how the paper was revised and refined over the course of the semester.

Use citations and develop a reference section.

Use global revision.

Attach a cover letter.



	Optional
	Strategies for defending a leadership position
	Develop a referenced research paper using the business literature to suggest strategies tat a pioneer firm can use in defending its leadership position.
	The writing assignment qualifies as a portfolio submission.

Be organized so that you can trace how the paper was revised and refined over the course of the semester.

Use citations and develop a reference section.

Use global revision.

Attach a cover letter.

	Optional
	To learn how to write persuasively.
	Should managers spend their scare resources on developing direct benefits and product quality or should managers spend them on the marketing of experiences and customer relationships?

Develop a referenced research paper using the business literature to argue persuasively a case for either strategy.
	The writing assignment qualifies as a portfolio submission.

Be organized so that you can trace how the paper was revised and refined over the course of the semester.

Use citations and develop a reference section.

Use global revision.

Attach a cover letter.

	
	
	
	


Notes for the Professor:
Professors assigned to teach the class should read Bean John C. (2001) Engaging Ideas:  The Professor’s Guide to Integrated Writing, Critical Thinking, and Active Learning in the Classroom, San Francisco:  Jossey-Bass Publishers.  (ISBN:  0-7879-0203-9)

All non-tenure earning faculty who do not have at least eighteen hours of credit in the discipline in which the course is taught must take a teaching seminar before or during their first term teaching, attend supervised colloquia in subsequent semesters until they have earned the eighteen credits, and be mentored by designated Instructors of Record.

Assignment 1:

Taken from Bean, (2001, pages 39 and 43), the assignment attempts to develop a self-reflection orientation within students about writing.  The point is that according to some research, students’ personalities and experiences may impact preferences for writing tasks.  At any rate, the exercise causes students to explore themselves as writers.  In addition, it provides a segue to discuss peer evaluation, class routines, and class participation.

Self-selection of a writing assignment

· Introversion/extroversion

· Thinking/feeling

· Sensing/intuition

· Perceiving/judging

(from page 39)
· Concrete experience (feeling)

· Reflective observation (watching) 

· Abstract conceptualization (thinking)

· Active experimentation (doing)

· Convergers (quick closure solution)

· Divergers (brainstorming/imagining)

· Assimilators (lots of info, compare)

· Accommodators (trial, error, risk-taking)
(from page 43)
	
	
	

	Part Two:

Examining traditional writing problems
	Timeline or chronological order exercise: “And then writing” (3 pages)
	Trace the development customer-based brand equity from its origin in brand loyalty

	
	“All about writing:” Encyclopedic order: (3 pages) 
	Present the pros, cons and challenges facing strategic business planners

	
	Data dumping (3 pages)
	Research and summarize U.S. Census 2000 data depicting the Southeastern United States

	Part Three:

Critical thinking and writing

 
	Problem-based thinking
Problem-thesis pattern
	Are pioneers or early-entrants more likely to become long-term market leaders? (4 pages)

	
	
	Should a manager select a skimming or penetrating price for a new brand?

(2 pages)

	
	
	Some entrepreneurs believe that consumer input cannot be used to assist in the development of a new-to-the-world service.  Other entrepreneurs would not develop one without first getting advice from consumers.  Defend both positions.  Which group is correct? (4 pages)

	
	
	Explain and defend the criteria that executives ought to use in segmenting international markets.

	Part Four: 

Identifying your own grammatical mistakes
	Edit by reading using a simple task
	Write a two paragraph explaining your own style of management.  (Have students write the paragraph and pass it to a peer for review.  Identify mistakes.)

	
	Edit by reading using a complex task
	Write a page summarizing Transaction-Cost Theory.  (Have students read their paper to another student.  See if they can identify their mistakes.)

	
	Practice essay (30 minute timed test)
	How can a manager motivate an employee?

	
	Write a situational analysis and Develop a SWOT Diagram by analyzing the environment facing a firm.  Identify systematic and repetitious errors in your work. 
	Develop a figure. In the first column, identify mistakes repetitiously found in your writing.  Corrections should be listed in the second column.

Share your work with 

	
	Referenced position on a current issue facing business: Multiple draft exercises (8 to 10 pages)
	Submit 2 drafts before submitting the final paper.

(Use minimal marking of errors but stressing clarity and coherence.)

	Part Five:

Writing for business 
	Selected formats (modular exercises, each one of which unites in a more complex business plan or case solution)
	Problem analysis---the case approach

	
	
	Collecting and reporting background information

	
	
	Gathering and reporting exploratory research:  Writing the results of qualitative research

	
	
	Developing questionnaires

	
	
	Developing the situational analysis and the SWOT diagram

	
	
	Formulating and writing goals and objectives

	
	
	Writing policies

	
	
	Considering alternatives and writing recommendations

	
	
	Writing an executive summary

	
	
	Writing memos

	
	
	

	
	
	

	
	
	

	
	Fundamentals of copywriting
	

	
	
	


	Exercises and assignments
	Self-reflection
	Peer review
	
	Portfolio

pieces
	Global revision
	Business plan modules
	Date due
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