
 
English 3010: Writing in the Professions  
Fall 2009 

 
Section 

Days/Time 
Place 

 
Instructor 

Office 
E-mail 
Phone 

Office Hours 

English 3010 01 
TR 1:00 – 2.15 p.m. 
MCD 102 
 
Julia Combs 
BRN 112A 
combs@dixie.edu 
435-673-7989 
TR  8-9 a.m. and 12 - 1 p.m. and by appointment 

 

Description 
This course is primarily for students who have been accepted into one of the Dixie State 
college’s baccalaureate programs:  business or computer science.  English 3010 aims to help 

you develop the skills you will need to write successfully in the workplace. The course introduces you 
to the rhetorical principles and compositional practices necessary for writing effective business letters, 
memos, and reports, including how to: 

 Write to multiple audiences, for various purposes  

 Plan and manage short- and long-term writing projects 

 Draft, design, revise, and edit documents 

 Design and implement appropriate research strategies 

 Write collaboratively (e.g., co-authoring, peer revising) 

 Follow and adjust to business writing conventions, including style and tone 

 Design documents for both content and visual appeal 

 Use writing to help prepare and deliver oral presentations 

 Write ethically and responsibly  
 

English 3010 uses both a computer classroom and a significant online component to facilitate the 
teaching and learning of business writing.  In this course you will be expected to participate 

successfully in both environments.   
 

Prerequisites 
 ENGL 2010 or 2011 and acceptance in to baccalaureate program or departmental consent.  3 

lecture hours per week.  

 Junior or senior status strongly recommended, but not required. 

 

Required Materials 
 Business and Technical Writing  by Jeffrey Jablonski  

 An e-mail account, preferably a DSC email account, since that is the approved form of 
communication on the DSC campus  

 Some means to save your files electronically  
 

Writing Objectives 
By the end of English 3010, students will have significantly improved their ability to do the following: 

 Clearly and critically write and analyze business documents 
 Write clear, active and direct sentences and paragraphs, with few errors 

 
Writing/Thinking Objectives 

By the end of English 3010, student will have significantly improved their ability to do the following: 
 Organize and focus thoughts for business documents 
 Focus and develop their own thoughts for extended business documents 
 be more aware of (and sensitive to) professional audiences 
 be more aware of (and sensitive to) international professional audiences 



 recognize and address thoughts contrary to their own 

 recognize ethical dilemmas in business communication  
 apply ethical models to analyze and begin solving ethical dilemmas 

 

Research Objectives 

By the end of English 3010, students will have significantly improved their ability to do the following 
tasks: 

 utilize a wide variety of research sources 
 synthesize research with their own ideas and writing 

 document research in long, formal reports 
 utilize computer and the Internet to improve their writing and knowledge of business groups 

 

Student Writing Requirements 

Students will typically generate several smaller to medium length assignments and at least one longer 

research text, totaling approximately 6,000 words (or 23-25 pages of writing—for the entire semester, 
counting all projects) 

 
 

Calculating Grades 
Grades will be determined on a percentage basis. Major assignments will be graded on the standard 
letter-grade scale with plusses and minuses. Your overall grade and project grades are based on the 
following percentages: 
 

A = 100 – 92 % A- = 91 – 90 % B+ = 89 – 88 % B = 87 – 82 % B- = 81 – 80 % 

C+ = 79 – 78 % C = 77 – 72 % C- = 71 – 70 % D+ = 69 – 68 % D = 67 – 62 % 

D- = 61 – 60 % F = 0 %    

 
 
Assignments 
Assignments will be evaluated on the standard plus/minus letter-grade scale and total 100 points. Use 

the table above to track your performance in the class. 

 
Projects Components Overall % Points 

Intro Project  1 page memo to class 
 2 pp. memo to instructor 

5% 5.00 

Case Project 
 

• Internal Memo 
• External Letter 

• Project Assessment Memo(PAM) 

15% 15.00 

Job Project • Letter 
• Resume 
• PAM 
• Job Analysis Memo 

15% 15.00 

Major  • Research Design Plan* 10% 10.00 

Project • Progress Report 5% 5.00 

 • Oral Presentation of Findings* 10% 10.00 

 • Final Report Draft Misc. -- 

 • Peer Review Misc. -- 

 • Final Written Report* 15% 15.00 

 • PAM** Misc. -- 

Quizzes •10 quizzes 10% 10.00 

Exercises  10 exercises 10% 10.00 

Miscellaneous • Attendance & Participation 
• Misc. assignments* 

5% 
 

5.00 

  100% 100 

* = Collaborative assignments (group projects where individuals receive separate grades) 

**= Failing to complete PAM is automatic letter grade reduction to Major Project Written Report grade 

 



Quizzes and Exercises 
There will be 10 reading-comprehension quizzes administered during the semester, totaling 10% of 

the overall grade. Each quiz will contain 10 questions. There are no make-up quizzes. 
 
There will be 10 exercises assigned during the semester, totaling 10% of the overall grade.  These 
exercises are designed to help you apply the principles and practices discussed in the course readings 
and in our class discussions. 

 

Miscellaneous Grade 
Your miscellaneous grade is based on your attendance, in-class participation, and completion of day-
to-day assignments not listed as major projects. Examples of miscellaneous assignments include 
planning assignments and document drafts. Generally, miscellaneous assignments are graded 
pass/fail.  Your grade could be lower if you fail to submit or perform well on miscellaneous 

assignments. 
 
Your instructor reserves the right to assess the miscellaneous grade on a student-by-student, case-

by-case basis. The grade is determined after reviewing your record of attendance, in-class and online 
participation, and miscellaneous assignments. 

 

Project Submissions 
You are expected to produce high-quality professional documents. A part of that quality is the 
appearance of your work. Your documents should have appropriate margins, spacing, pagination, and 
formatting.  Neatness, visual appeal, and mechanical and grammatical correctness do matter—though 
they do not by themselves guarantee that a document is well written. All assignments must be 

submitted electronically through the Assignment Dropbox in Blackboard by the scheduled 
deadline.  
 
 

Review Policy 
Because most writing in business contexts must be professional quality (i.e., excellent), and document 

review and revision is commonplace in achieving this in the workplace, you will have the opportunity 
to receive help from your peers and to submit all of your projects to your instructor for review and 
comments before you submit the project for a grade.  The submission to your instructor for review is 
always optional, but your instructor’s comments should help you revise more effectively.    
 

Grading Criteria 
The instructor will explain specific criteria for each major assignment. Generally, however, three 
overarching criteria of professional quality writing will be used to assess your written work:  
 

 Purpose: How effectively does the document accomplish its intended task? The 

overarching aim of all business writing is to maintain and improve relations between people. 
Your documents will foremost be graded according to how well your documents: meet your 
goals and the demands of the writing situation; solve a problem or need; meet readers’ 
needs; provide relevant, useful, and accurate information; and provide sound arguments in 
support of claims. 

 

 Product: How well constructed is the document? Your documents will also be graded 

according to orderly and coherent presentation of material, professional tone, business style, 
page formatting, visual design, and correctness (mechanical issues of grammar, spelling, and 
punctuation).  
 

 Production: How effectively was the document produced? Careful planning is required 
to produce professional quality writing. Your documents will be graded according to evidence 

of effective planning, collaboration, research, drafting, revising, editing, and proofreading. 
Your instructor will also assess how well you apply course principles and terminology in your 
documents and project assessments. 

 
NOTE: Special Grading Policies 



 You must submit for evaluation all project components listed above to pass the course.  

 Late major assignments will be downgraded one letter grade per day late  

 Computer problems, related to either PC malfunction or network access, are not a valid excuse 

for late work or incomplete assignments   

 In group projects, students receive separate grades (poor group participation can hurt your 
grade)  

 An act of plagiarism (or other form of academic/ethical dishonesty) will result in an F for the 

project and, if deliberate, for the course 
 

Attendance & Punctuality 
Attendance is required. If you do miss a class, for whatever reason, you are responsible for making up 
missed work. Your “miscellaneous” grade (and thus your final grade) will be lowered according to the 
number of classes you miss: 1 absence = A; 2 = B; 3 = C; 4 = D; More than 4 absences = F. Being 
excessively late for class counts as an absence.  
 

You are expected to notify your instructor by phone or e-mail prior to an absence. In the case of 

unexpected emergencies, notify your instructor as soon as possible afterwards. You can be 
administratively dropped from the class after 4 absences without instructor notification.  
 
Religious observance: As a general rule, a student missing a class assignment because of a religious 
holiday shall have the opportunity to make up missed work. Students must notify the instructor of 
anticipated religious absences by the last day of late registration.  
 

Extracurricular activities: Students who represent Dixie State College at official extracurricular 
activities can make up missed assignments, but the student must provide official written and/or e-mail 
notification to the instructor no less than one week prior to the missed class(es). 
 
 

Plagiarism, Academic Dishonesty, & Ethics 
You must do your own original work in English 3010, and appropriately identify that portion of your 
work which is collaborative with others, or borrowed from others, or which is your own work from 

other contexts. Whenever you borrow graphics, quote passages, or use ideas from others, you are 
legally and ethically obliged to acknowledge that use, following appropriate conventions for 
documenting sources.  

 
If you have doubts about whether or not you are using your own or others’ writing ethically and 
legally, ask your instructor. Follow this primary principle: Be up front and honest about what you are 
doing and about what you have contributed to a project. 
 
Academic dishonesty: Plagiarism is a form of academic dishonesty.  It includes any act that violates 
the academic process of Dixie State College. This includes giving your work to another to be copied, 

copying graded homework, looking at another student’s exam, giving or selling class work to another 
student, handing in another’s work as your own, and informing someone of questions that appeared 
on an exam. Penalties for academic dishonesty, including plagiarism, include failing the immediate 
assignment or the entire course. The instructor can also initiate disciplinary procedures through 
Student Judicial Affairs that could result in a warning, probation, suspension, or expulsion.  

 
Act Professionally: In addition to following the basic principles of honesty and forthrightness in 

crediting the contribution of others to your work, you are expected to adhere to another basic 
professional principle: treat others with the respect that you would wish them to grant you. “Others” 
includes the people you work for and with (classmates, instructors, corporation, clients); the people 
you write to (audiences); and the people you write about.  
 

Use of Samples: Caution! 
This English 3010 course includes numerous samples of the kinds of documents you will be writing in 
the course, including samples from previous English 3010 students. It is important that you 
understand how to use these models in this class. Generally, your instructor will lead class discussions 
of samples, critiquing them to discern their strengths and weaknesses and generating from this 



discussion principles and tactics for business writing. You should then apply the principles and tactics 

you learn to your own projects.   
 
Do not copy or apishly imitate the models! Why not? 1) Because direct copying from models could be 

plagiarism. 2) Because not all the models are samples of good writing: you could imitate a bad sample 
or an ineffective tactic. 3) Though most of the samples are generally good ones, they are not good in 
all respects: you need to develop the judgment necessary to discriminate between effective and 
ineffective tactics. 
 

Writing Center Support 
One-on-one or small group assistance with writing is available free of charge to students at the 
Writing Center, located in the Browning Resource Center.  
 

Documented Disability 
If you are a student with a medical, psychological, or learning disability and would like 
accommodations, please contact the Disability Resource Center (652-7516) in room 201 of the 

Student Service Center.  The Disability Resource Center will determine your eligibility for services 
based upon complete professional documentation.  If you are deemed eligible, the Disability Resource 
Center will further evaluate the effectiveness of your accommodation requests and will authorize 
reasonable accommodations that are appropriate for your disability.   

 
 

English 3010—Fall 2009 Schedule  

Note: This schedule is subject to revisions, adjustments, and other updates through the semester.  All assignments, 
quizzes and projects are due on Friday by 11:59 p.m. of the week in which they are listed.  The Due dates on 
the schedule are SUGGESTED due dates.  If you follow the due date schedule listed here, you will have your 
work completed on time.  However, please note that you have until Friday of each week to submit material.  
The Friday deadlines are built into the online schedule. 

 

Wk 

Day 

Activity Assignment Due 

1 T Aug 25 Course Introduction 
Introductory Project 

 

R Aug 27 Business Writing Style 
Memos 

Read: Course Introduction Materials; Intro Project 

Materials 

2 T Sep 1 Major Project  

R Sep 3 Working in Teams 
Planning Major Project 

Read: Major Project Materials 
Due: Quiz 1; Exercise 1 

3 T Sep 8 Holiday  

R Sep 10 Intro Project Peer Review  Due: Quiz 2; Quiz 3; Exercise 2 
Due: Quiz 4; Quiz 5; Exercise 3; Exercise 4; Exercise 

5 (Group); 

4 T Sep 14 Case Project  Due: Intro Project Draft (Peer Review) 

R Sep 17 Case Project Planning Due: Intro Project Draft (Assignment Dropbox to 

Teacher-Optional); Quiz 6; Quiz 7 

5 T Sep 22 Research Design Plan  Read: Case Project Materials 
Due: Quiz 8; Exercise 6; Exercise 7 

R Sep 24   

6 T Sept 29 Case Project Peer Review  Due: Case Project (Peer Review) 

R Oct 1 Job Project Due: Intro Project (Assignment Dropbox-Evaluation) 
Read: Job Project Materials 

7 T Oct 6 Job Project Planning  

R Oct 8 Major Project Research or 
Prepare for Usability Testing  

Due:  Research Design Plan Draft (Assignment 

Dropbox to Teacher-Optional) 
Due: Case Project Drafts (Assignment Dropbox to 

Teacher-Optional) 



Wk 

Day 

Activity Assignment Due 

8 T Oct 13 Major Project Research or   
Prepare for Usability Testing 

Due: Research Design Plan (Assignment Dropbox-

Evaluation) 

R Oct 15 Progress Report Due: Quiz 9; Quiz 10 

9 T Oct 20 Usability Test Day  Due: Exercise 8 

R Oct 22 Usability Test Day Due: Case Project (Assignment Dropbox-Evaluation) 

10 T Oct 27 Major Project Data Analysis 
Constructing Visuals/Graphics  

Due: Exercise 9; Exercise 10 

R Oct 29 Major Project Final Report and Oral 
Presentation planning 

Due: Individual Progress Reports (Assignment 

Dropbox-Evaluation) 

11 T Nov 3 Job Project Peer Review Due: Job Project Drafts (Peer Review) 

R Nov 5 Plan/Draft Oral Presentation  

12 T Nov 10 Major Project Oral Presentations Due: Job Project Drafts (Assignment Dropbox to 

Teacher-Optional) 

R Nov 12 Major Project Oral Presentations Due: Oral Presentation 

13 T Nov 17 Final Report Production  

R Nov 19 Final Report Peer Review Due: Final Report Draft (Peer Review) 

14 T Nov 24 Final Report Revision  

R Nov 26 Holiday Due: Final Report (Assignment Dropbox to Teacher-

Optional) 

15 T Dec 1 Job Project Revision  

R Dec 3 Final Report Revision Due: Job Project (Assignment-Evaluation)) 

16 T Dec 8 Final report revision  

R Dec 10 Final report revision Due: Final Report (Assignment Dropbox-Evaluation) 

Finals Dec 14-18 Final Exam Tue, Dec 15,12:30 – 
2:30 p.m. 

Due: Final Report PAM (written during final exam 

time in class) 

 
 
 


