Public Relations and Corporate Communications

School of Continuing Studies

Georgetown University

Washington, D.C.

MPPR 703: Business Writing for Communicators
Syllabus

INSTRUCTOR: Michael Long
EMAIL: Mike@MikeLongOnline.com
PHONE: 703.408.7570
OFFICE HOURS: by appointment

IMPORTANT NOTE:  Students are required to bring to class a laptop equipped with Microsoft Word or compatible program.  
Course Description:  In this course students acquire practical, template-driven techniques for writing effective versions of the most often-used business documents. Students learn to produce professional correspondence, fundraising and marketing letters, brief biographies, deal memos, and more. In addition, students will be exposed to the basics of grant writing, and will receive focused instruction on practical rules for grammar and punctuation. Lecture and workshops feature significant interaction with the instructor. Students who successfully complete this course will be prepared to produce professional-quality documents vital to the workplace.
Learning Goals: At the end of this class,
· Students will be able to write effective business documents;

· Students will be able to recognize and deploy the key elements of business documents; 

· Students will have strengthened their writing and editing skills; and

· Students will have a strong sense of how to write and edit well under time constraints.

Because writing is best learned by doing, students will write and edit in almost every class.
Attendance:  Your physical presence is required in the classroom and is indispensable to learning this material. In the case of an absence, the student is responsible for securing notes, announcements and assignments from classmates. The instructor will not provide this information outside of class. 
Excuses for absence will be granted only in very special circumstances and at the discretion of the instructor. Please notify the instructor by email as soon as you know you will be late or absent. This is courteous, professional and absolutely expected.

Without exception, any unexcused absence will result in a significant lowering of your final grade.

Submitted Work: Your assignments should meet Georgetown University’s high standard of excellence. You should employ a reasonable point-size and font (e.g., Times New Roman, Palatino, or Georgia), and reasonable margins.

Formatting will vary with each assignment, so be sure to write down specifications in class. 

Bring one (1) printed copy of your assignment to class the day it is due. 

Bring one (1) electronic copy of your assignment in editable form (e.g., .doc or .docx -- not .pdf) on a USB memory stick or on your hard drive.

The following rules are inviolable:

· Print your 

· name, 

· class name, and 

· the start time of your section in the top right corner of the first page (unless otherwise directed for special formatting).

· Bind papers with staples. If you use paperclips, folded corners or loose pages, your grade will be lowered.

· Do not print on the back of the page. If you print on the back of the page, your grade will be lowered.

· Part of your job as a student is to arrive at class completely prepared. When you walk in, your assignment should be ready to turn in. I will not accept the excuse of "printer trouble" or allow you to "run to the printer." You will have had a week to complete the assignment and print it; preparing it for proper submission is part of the assignment. Plan accordingly. 


Late assignments will not be accepted 

and will be recorded as F. 

Papers failing to meet the standards above will not be accepted 

and will be recorded as F. 

Preparation and Readiness:  This class is for students who have already mastered general writing and grammar. Grades will reflect not only the completion of the assignment but also spelling and use of proper English. Submit each assignment as if it will be published as-is with your name attached.
Civility:  The use of cell phones, PDAs, and other devices is prohibited in the classroom.

Guest Speakers:  Throughout the semester, we may have guest speakers.

Ethics Statement:  As signatories to the Georgetown University Honor Pledge, and as good scholars and citizens, you are expected to uphold academic honesty in all aspects of this course.  You are expected to be familiar with the letter and spirit of the Standards of Conduct outlined in the Georgetown Honor System and on the Honor Council website.  The instructor is similarly obligated to uphold the Honor System and report all suspected cases of academic dishonesty.

Academic Resource Center: If you believe you have a disability, please contact the Academic Resource Center (arc@georgetown.edu) for further information. The Center is located in the Leavey Center, Suite 335. The Academic Resource Center is the campus office responsible for reviewing documentation provided by students with disabilities and for determining reasonable accommodations in accordance with the Americans with Disabilities Act (ADA) and University policies.
Textbooks: This class does not require a textbook. For students seeking reference material, the instructor recommends Elements of Style by Strunk & White, any edition (e.g. $9.40 Amazon, ISBN: 0205313426).
Participation:  Whether in discussion, working in small groups or pairs, editing a classmate’s work, or doing an in-class writing exercise, every student must significantly participate. 

Crisis Exercises:  The instructor will occasionally conduct crisis writing exercises. During these, the class will be briefed on a hypothetical situation and then instructed to write a specific document related to it. 
Grading Summary: The instructor will award students an A, A-, B+, B, B-, C, or F for each assignment. 

I assign letter grades instead of points because assigning points for writing can be arbitrary. (For example, there may be no significant difference between a paper marked 82 out of 100 and one marked 84 out of 100.)

All assignments have equal weighted value toward your final grade. (That is, the A you receive for writing a short letter will have the same impact on your final grade as the A you receive for writing a business proposal.) To calculate your grade, use this system:

Give yourself 1 point for each A, 2 points for each A-, 3 for each B+, etc. Add these numbers, then divide that sum by the total number of grades. The resulting quotient is a good estimate of your current overall grade. (For example, a student with three As, two Bs, and a C would get 3 points for the As, 8 points for the Bs, and 7 points for the C, totaling 18 points. Divide 18 by the total number of grades:  18/6 =3. By the scale at the beginning of this paragraph, a 3 is a B+.)

Note on Homework and Instructor Assistance:  To improve your writing, you must write frequently, seek feedback, and revise accordingly. Therefore the instructor will work with you by email as you complete the homework. You will not learn very much if you fail to exploit this opportunity. Speak to students who have taken this class under this instructor to better understand the importance of this opportunity.
COURSE SUMMARY

	Class
	Content
	Topic

	 1


	Introductions, Expectations, Procedures and Course Overview

Lecture:  Ten Good Writing Practices

Lecture:  Professional Correspondence

Homework:  Letter Set #1
	Admin

	
	
	Correspondence



	 2
	HW Review 
Homework:  Letter Set #2
	

	 3
	HW Review
Lecture:  Why Grammar, Punctuation and Proofing Matter

Lecture:  Real-World Guide to Grammar, Punctuation, and Proofreading
Homework:  Write Master/Edit/Corrected Essay
	Grammar, Punctuation, and proofreading

	 4
	Exam:  Swap and Proof Essay 

Lecture:  Deal Memos / Letters of Agreement / Business Proposals
Homework:  Deal Memo #1 
Homework:  Prepare for Proofing Exam #1
	

	
	
	Deal Memos, Letters of Agreement, and Business Proposals

	 5
	Exam:  Proofing #1

HW Review

Homework:  Deal Memo #2 

Homework:  Prepare for Proofing Exam #2
	

	 6
	Exam:  Proofing #2

HW Review

Homework:  Deal Memo #2

Homework:  Prepare for Proofing Exam #3
	

	 7
	Exam:  Proofing #3
Lecture:  Executive / Staff Biographies

Homework:  Bios
	Biographies

	 8
	HW Review

Lecture:  Resumes

Homework:  Resume
	Resumes

	 9
	HW Review

Resume work continued
	

	 10
	Lecture:  Fundraising and Marketing Letters 

Homework:  Marketing Letter #1
	Marketing Letters

	 11
	HW Review

Homework:  Marketing Letter #2
	

	 12
	HW Review

Lecture:  Reports and White Papers

Homework:  Report/White Paper
	Reports and White Papers

	 13
	 HW Review

In-class Writing on HW

Homework Continued:  Reports and White Papers
	

	 14
	HW Review

Lecture:  Introduction to RFPs and Grantwriting

Homework:  Analyze RFP
	Introduction to Grantwriting

	 15
	In-class Writing on HW
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