English 1B (College Composition, Second Course)                       Handout WB2 – Class Calendar and
Mr. John Murphy



    
                       Information for Fall 2010
NOTE: This calendar may be subject to revision, based upon class needs or for unforeseen circumstances.
Office: FO-215

Office Phone: (408) 924-5064

Campus email: jmurphy5@email.sjsu.edu

Office Hours:  M 10:45–11:45 a.m. and 3–5 p.m.; W 10:45–11:45 a.m., and by appointment.  Any “extended” or special office hours will be announced in class weekly.  (Under rules set forth by SJSU’s Academic Senate, faculty must hold one office hour per week for every three-unit class taught.  Since students cannot expect faculty to have 24/7 phone and email access, we provide excellent academic support facilities on campus.  See “Campus Resources for Academic Assistance” on Handout 1.)
Sections:
(02) (#40569) MW 12:00–1:15 p.m., BBC 123*


(*Classroom assignments are always subject to change.)

Required Textbooks:  Alred, Brusaw, Oliu: The Business Writer’s Handbook (9th).  Boston: Bedford/St. Martin’s, 2009.  
Required Supplies:     Class readings and other instructional materials will be distributed in class as handouts. 
Other Needed Supplies:
reliable paperback college dictionary 
black ballpoint pens



small stapler



colored pens/pencils



lined loose leaf paper


ring binder


manila folder or envelope

hole punch

CALENDAR OF DAILY ACTIVITIES AND ASSIGNMENTS
(KEY: B= The Business Writer’s Handbook)
NOTE: Abbreviated notations in the “Class Topics and Activities” column, in boldface and italics, are mandated by the University’s administration.   These notations refer to “General Education Learning Objectives/Outcomes” (LO), and “Content Objectives” (CO).  For page and word requirements for each essay assignment, and their accompanying OBJECTIVES/OUTCOMES, see Handout 1, page 3.  The Class Materials Packet provides details on papers and activities due.
	Week
	Dates
	Class Topics and Activities
                                                                             G.E. Objectives
	Assignments Due Today

	1
	WED

Aug
25
	Enrollment/Verification of Prerequisites

Distribution of course “Greensheet” and Calendar
Student Information Form (Handout 1A)

COURSE INTRODUCTION: Class Policies and Requirements (Handout 1), Calendar (Handout 2)
	- - - - -



	2
	MON

Aug 

30
	Enrollment/Verification of Prerequisites (late adds)

IN-CLASS DIAGNOSTIC ESSAY (Course Paper #1)
                                                                                               LO1
	Read “Diagnostic” article (Handout).
Purchase all books and supplies.

Bring lined paper, pens, stapler and dictionary to class.



	
	WED

Sep
1
	DISCUSSION: Diagnostic Essay topic.

LESSON: BUSINESS WRITING BASICS

REPORT WRITING (Handout): Incident/Occurrence Reports
DETAILS OF BUSINESS NEWS REPORT ASSIGNMENT (“Lottery” for Presentation Dates) (Handout)
PAIRED “FIELD” ACTIVITY: INVESTIGATIVE REPORT (Handout)         
                                                                            LO1, LO2, LO3       
	Read B 33-37 (Report Writing), 65-67 (Business Writing Style), 195-98 (Feasibility Reports), 206-28 (Formal Reports), 288-89 (Investigative Reports), 405-09 (Progress & Activity Reports), 459 (Reports-General), 538-40 (Trouble/

Incident Reports)


	3
	MON

Sep

6
	                             NO CLASSES – LABOR DAY HOLIDAY

	
	WED

Sep
8
	PRESENTATION 1: Business News Report/Discussion
LESSONS: REPORT WRITING, cont.

DOCUMENT DESIGN (Handout)                  
                                                                                               LO3
	INVESTIGATIVE REPORT DUE (Course paper #2)

BUSINESS NEWS REPORTS BEGIN (20 Activity Points)
Read B 549-54 (Visuals Basics), 300-04 (Layout & Design), 58-61 (Brochures), 168-72 (Drawings), 201-03 (Flowcharts), 231-35 (Forms), 242-44 (Graphics), 247-52 (Graphs), 254-56 (Headings), 299-304 (Layout & Design), 317-18 (Maps), 361 (Organizational Charts), 378-79 (Photographs), 524-26 (Tables)

	Week

	Dates
	Class Topics and Activities
                                                                             G.E. Objectives
	Assignments Due Today

	4
	MON

Sep

13

	PRESENTATION 2: Business News Report/Discussion
LESSON: SPECIFICATIONS DOCUMENTS

Details of Group Activity Assignment (Handouts)

GROUP ACTIVITY: SPECIFICATIONS DOCUMENT (Product Design)                                                                                   

                                                          LO1, LO2, LO3
	Read B 267-70 (Writing Instructions), 386-87 (Procedures/

Processes)


	
	WED

Sep

15
	PRESENTATION 3: Business News Report

GROUP ACTIVITY: SPECIFICATIONS DOCUMENT
(Team Meeting)

                                              LO1, LO2, LO3                                             
	Work on Specifications Document

	5
	MON

Sep
20
	PRESENTATION 4: Business News Report/Discussion
LESSON: LANGUAGE & AUDIENCE

GROUP ACTIVITY: Peer Review of Specifications Documents (Peer Review Form)
                                                                            LO1. LO2, LO3 
	Read B 46-47 (Writing for Diverse Audiences), 50-52 (Language Biases), 81-83 (Collaborative Writing Teams)
SPECIFICATIONS DOCUMENT (Draft) DUE FOR PEER REVIEW

	
	WED

Sep
22
	PRESENTATION 5: Business News Report/Discussion
LESSON: TYPES OF BUSINESS LETTERS, 
MEMOS, EMAILS
                                                                                      LO2,LO3                   
	SPECIFICATIONS DOCUMENT 

(Final Revision, Course Paper #3) DUE
Read B 305-10 (Letters), 9-11 (Acceptance and Refusal Letters, Acknowledgement Letters), 16-19 (Adjustment Letters), 53-56 (Blogs), 83-86 (Collection Letters), 99-100 (Complaint Letters), 116-21 (Correspondence), 121 (Face Letters), 176-80 (Email Design), 205-06 (Form Letters), 263-65 (Inquiry Letters), 272-77 (International Correspondence), 325-26 (Memos), 454-57 (Refusal Letters), 470-72 (Resignation Letters), 496-97 (Sales Letters)

	6
	MON

Sep
27
	PRESENTATION 6: Business News Report/Discussion

PAIRED ACTIVITY: Complaint Letter (Handout)
                                                                            LO1, LO2, LO3
	Investigate a defective product or service, find the person, group or company responsible, find their address and bring this information to class.


	
	WED

Sep
29
	PRESENTATION 7: Business News Report/Discussion

LESSON: PERSONAL CAREER PLANNING
RESUMES, COVER & FOLLOW-UP LETTERS

Details of Career Plan Assignment (Handouts)

                                                                           LO 1, LO2, LO3
	Typed COMPLAINT LETTER due from each team. 
(20 Activity Points)
Read B 38-42 (Application Letters), 292-97 (The Job Search), 474-90 (Resumes)


	7
	MON

Oct
4
	PRESENTATION 8: Business News Report/Discussion
GROUP ACTIVITY:  Peer Review of Career Plan Assignment (Peer Review Form)
                                                           LO1, LO2, LO3
	CAREER PLAN ASSIGNMENT (Draft) DUE FOR PEER REVIEW


	
	WED

Oct
6
	PRESENTATION 9: Business News Report/Discussion
LESSON: PROPOSAL WRITING
Details of Research Project, Group and Individual Components (Handout)

                                                             LO1,LO2, LO3
	CAREER PLAN ASSIGNMENT (Final Revision, Course Paper #4) DUE
Read B 61-65 (Business Plans), 104-07 (Conclusions & Recommendations), 191 (Executive Summaries), 284-88 (Introductions), 417-38 (Writing Proposals) 

	8
	MON

Oct
11
	PRESENTATIONS 10, 11, 12: Business News Reports/
Discussions
LESSON: BUSINESS LANGUAGE

GROUP ACTIVITY: TEAM MEETINGS-PROPOSALS
                                                                            LO1, LO2, LO3
	Read B 46-47 (Writing for Diverse Audiences), 50-52 (Language Biases), 81-83 (Collaborative Writing Teams)


	
	WED

Oct
13
	PRESENTATIONS 13 &14: Business News Reports/
Discussions
GROUP ACTIVITY: TEAM MEETINGS-PROPOSALS

CLASS “ROUND TABLE” DISCUSSION: PROPOSAL TOPICS
                                                                            LO1, LO2, LO3
	Bring Proposal materials to class for your team.


	9
	MON

Oct
18
	CLASS ACTIVITY: LIBRARY SESSION (10 Activity Points for attendance).  Do not report to the classroom!  Go directly to the assigned library training room.

                                                            LO1, LO2, LO3
	Bring Proposal materials for research, as directed.


	
	WED
Oct
20
	PRESENTATIONS 15, 16: Business News Reports/
Discussions
Preparing for Impromptu Writing Situations (Handouts)                                                   LO2, LO3
	Continue Working on Proposals.


	Week
	Dates
	Class Topics and Activities
                                                                             G.E. Objectives
	Assignments Due Today

	10
	MON

Oct 

25
	MIDTERM IN-CLASS ESSAY (Course Paper #5,

Reading Response, Analysis/Argument)               
                                                                                     LO1, LO2
	Bring to class: lined paper, pens, stapler, dictionary.

	
	WED

Oct
27
	PRESENTATIONS 17, 18, 19, 20: Business News Reports/Discussions
DISCUSSION: Midterm Essay Topic

                                                                           LO2
	Continue Working on Proposals


	11


	MON

Nov
1
	WORKING WITH SOURCES: The Personal Interview

Types of Questions/Developing Questionnaires and Conducting Surveys (Eng 1B Review Handouts 19,19A)

PAIRED ACTIVITY: Composing Practice Questions (Personal Introductions).                           LO1, LO2                                   
	Continue Working on Proposals this week.

Read B 277-83 (Interviews), 442-48 (Designing Questionnaires)
Read Review Handout 19.



	
	WED

Nov
3
	WORKING WITH SOURCES – PAIRED ACTIVITY: 

In-Class “Field Research.”  Teams will use prepared questions to interview another team. 

(Eng. 1B Review Handout 19B)
                                                                   LO1, LO2                                                             
	Work on interview topics/questions.

Continue work on Research Paper.

NOTE: Standard Time resumes on Sunday, November 7.
Turn clocks BACK one hour.  We all get an extra hour of sleep.  Hooray!

	12
	MON

Nov
8
	PRESENTATIONS 21, 22: Business News Reports/
Discussions

REVIEW: DOCUMENTING SOURCES

                                                                    LO1, LO2
	SURVEY QUESTIONS, RESPONSES AND ANALYSIS OF RESULTS DUE FROM EACH TEAM.  (30 Activity Points)

Read B 139-66 (Documenting Sources)


	
	WED

Nov
10
	PRESENTATIONS 23, 24: Business News Reports/
Discussions

MISC. BUSINESS TOPICS: Meetings, Mission Statements, Press Releases, Formal Presentations, Web Design                                                 

                                                                   LO2, LO3               
	Read B 328-30 (Meeting Minutes), 330-33 (Mission statements) 342-44 (Writing Newsletters), 393-402 (Presentations), 403-04 (Press Releases), 559-61 (Web Design), 586-89 (Writing for the Web)


	13
	MON

Nov
15
	PRESENTATION 25: Business News Report/

Discussion
ACTIVITIES: IN-CLASS CONFERENCES

PROPOSAL TEAM MEETINGS
                                                                                     LO2, LO3
	Bring Proposal materials to class.


	
	WED

Nov
17
	GROUP ACTIVITY: Peer Review, Proposal Papers
(Peer Review Form)
                                                                   LO1 ,LO3
	PROPOSAL COMPLETE DRAFT DUE FOR PEER REVIEW 

(Attach cover sheet as directed.)



	14
	MON

Nov
22
	Study Guide for Test distributed.
GROUP ACTIVITY: Team Meetings for Presentation Portion of Proposal Project       

                                                                           LO3           
	PROPOSAL (Final Revision, Course paper #6) DUE


	
	WED

Nov
24
	FINAL IN-CLASS ESSAY (Course Paper #6, Reading Response, two passages, analysis/argument)

(Attach Handout 1E and Question Sheet, as directed.)                                                     LO1, LO3                                                                                                                                                                      
	Bring lined paper, pens, stapler and dictionary to class.



	15
	MON

Nov
29
	COMPREHENSIVE CONCEPTS AND SKILLS TEST

                                                                                     LO1, LO3
	Study for Test!                             



	
	WED

Dec
1
	Preparation for Department Final (with sample passages and questions from past Department Finals)/Review of Test Taking Tips (Handout 8B)

                                                                                     LO1, LO2
	Read questions and passages from past 100WB Department Finals, as assigned.



	
	SAT

Dec
4
	ENGLISH 100WB DEPARTMENT FINAL ESSAY EXAM

12 noon to 2 pm, room ________________________

(Course Paper #7) 
                                                                  LO1, LO2                              
	Bring to Exam: two yellow exam booklets (Do not write anything on or in them!), two black ballpoint pens, dictionary.  NO OTHER MATERIALS ARE PERMITTED.


	Week
	Dates
	Class Topics and Activities
                                                                             G.E. Objectives
	Assignments Due Today

	16
	MON

Dec 

6
	GROUP ACTIVITY: PROPOSAL WRITING PROJECT CLASS PRESENTATIONS
Team Leaders: Fill out and turn in the Project Report Sheet, Handout 25B, before your presentation. 

                                                            LO1, LO2, LO3                   
	GROUP PROPOSAL WRITING PROJECT  PRESENTATIONS DUE (Part of Course Paper #9)

NOTE: Final office hours today.

	
	WED

Dec

8
	ACTIVITY: Review and Grading of Test.
Papers returned

END.

	Bring a red pen to class.

IMPORTANT!  To obtain your score on the department final, send an email to the instructor no later than Sunday evening, December 12. The University will release final grades online via MySJSU by early January.  Because of security concerns and privacy issues, I do not post, mail or email final grades.


NOTES: English 100WB final exams will be holistically graded by the English Department faculty on Friday, December 10.

My last office hours for the semester will be held on Monday, December 6.  I will be leaving the area for Winter Break, and will be unreachable by phone and email after Monday, December 13.  Watch the news over the break for bulletins on the continuing state, federal and University budget problems and additional education funding reductions.  Faculty layoffs, program cuts, class cancellations, student loan interest rate hikes and fee increases can occur at any time.  Register as early as possible to secure spaces in spring classes.








 



                                Revised 8/10, © John Murphy
