BA 225 - Report Writing

Instructor: Douglas Briney                           email: dbriney@eou.edu
Office: Zable 214                                  Office Phone:  (541) 962‑3345

OFFICE HOURS: Mon./Wed./Tues/Thurs.10:00-11:00 & 12:00-1:00

TEXT AND SUPPLEMENTARY MATERIALS
Oliu, Walter E., Charles T. Brusaw, and Gerald J. Alred.   Writing That Works:   Communicating Effectively On the Job.  8th ed.  New York:  St. Martin's Press, 2001.

Also recommended are Roget's International Thesaurus and either the American Heritage Dictionary or Webster’s Eleventh Dictionary.    Students with writing problems should order

A Writer's Reference by Diana Hacker to supplement the mechanics section at the back of the course text.

COURSE DESCRIPTION

Purpose:  The purpose of BA 225 is to develop proficiency in writing both informal and formal reports appropriate for business and other professional disciplines. Writing exercises and classroom activities guide development of a formal report writing style and knowledge of proper format for documenting memos, letters, proposals, and reports across the curriculum.

Objectives: Upon completion of this course students will be able to demonstrate:

· an ability to effectively communicate ideas, in writing, in an organized, coherent manner using correct grammar, spelling and mechanics.

· knowledge of and an ability to use the elements of the writing process (pre-writing, organization, drafting, editing and revising, evaluation and publication).

· an understanding of the proper format of documents used in business communication.

-     the ability to write both informal and formal reports appropriate for business and other                 professional disciplines.  In preparing formal reports students will demonstrate knowledge of        proper report format and documentation. 

Requirements:  Course requirements include reading in-class exercise participation, assignment completion, and preparation of a final 10-page formal report that includes quotes and paraphrases from six properly documented sources.  All assignments must be typed.   Grading is based on the total points earned on the assigned writing . (90%=A, 80%=B, 70%=C, 60%=D)  

Late Assignments:   Late assignments will be accepted at one grade lower for each class day late. Only two late assignments per term will be accepted for credit.

Attendance: Attendance is required.  Students who do not attend class regularly will have their final grade lowered by 5%.

Ethical Standards

Acts of “plagiarism,” as defined in the catalog, will result in an automatic zero for projects on which they occur and in some cases an “F” may be recorded for the course.  Give credit to the author for a paraphrase as well as a quoted phrase of three words or more, except for phrasing considered “common knowledge.” 
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