Course Syllabus
Engl 231: Introduction to Professional Writing
Dr. Charlotte Kupsh (“cup-sh”), she/her
Department of English, Ball State University, Muncie IN 
Course details, meeting time, office hours, and contact info posted on Canvas

About This Course
Welcome to English 231! This course introduces you to the world of professional writing. As your professor, I come from a professional writing background: I was a technical writer for a major healthcare software company after I graduated from college. It was at that job that I became interested in how we use writing in all kinds of ways to communicate and achieve our goals at and beyond work, and I think it’s really fascinating. I also think that as a culture we significantly underestimate the amount of writing we do, and we tend not to talk about or teach it enough. “Professional writing” can encompass everything from the text messages you send your coworkers to formal reports that you send to clients or investors. Almost every workplace uses professional writing of some kind, from firefighters to physician assistants to lawyers to people who actually have “writer” in their job title. And every part of workplace writing is deeply informed by your company’s culture, history, priorities, and goals, which means writing looks different in each of those settings. Professional writing is an inherently rhetorical act, and I think that makes it interesting to learn about, as well as a type of writing that requires a lot of critical thinking and analysis skills. 

In this class, you’ll learn about what professional writing is, some of the forms it takes, and some best practices for writing in professional settings. You’ll leave this class with skills that will help you approach what scholar Deborah Brandt calls our “writing-saturated” world. Over the course of the semester, you will produce five examples of professional writing in common genres, suitable for use on the job market and as examples of your professional writing skills: a memo, a press release, an informal problem-solving report, a resume, and a cover letter. 

Course Description
Introduction to the Professional Writing major. Familiarizes students with the genres, technologies, and practices of professional writing in everyday and workplace contexts. 

Course Prerequisites
C or higher in ENG 104 or ENG 114

Course Objectives
ENG 231 introduces the concept of knowledge work and professional writing for knowledge work environments. In ENG 231 students will: 
· Define core concepts of professional writing, such as genre, audience, user-centered design, technology and multimodality, usability, and accessibility
· Describe how professional writing practices function within organizations and workplace settings
· Analyze print and digital documents to better understand the rhetorical, social, cultural, and ethical implications of professional writing in everyday experience 
· Use appropriate research methods to conduct research individually and in teams  
· Identify and reflect on patterns in their own writing practice and in the writing practices of the organizations and communities in which they work and live
· Design a portfolio of work that showcases their writing strengths and communicates who they are as a professional

Course Modality and Structure
Our course meets in person twice a week. While assignments and activities will be posted on Canvas and usually submitted digitally, you are expected to be physically present in class so you can participate in class discussions and complete class activities with your classmates. You cannot complete this course remotely. 

Required Materials and Technology 
There is one required book for this class. We will use this textbook regularly, and you should bring it with you to class on days we have assigned readings due: 
· MacRae, Paul. Business and Professional Writing: A Basic Guide, Second Edition. Broadview Press, 2019. 

Other class readings will be posted on Canvas, or I will provide links to online versions of the readings. To succeed in this course, you also need: 
· A personal computer or tablet with internet access (if you ever experience issues with your computer, you can temporarily check one out from the library); 
· A basic understanding of how to use Canvas, our course management site; 
· A way of backing up your work, such as using Ball State’s free OneDrive cloud storage, or using a flash drive; 
· A word processing program, such as using Ball State’s free Office365 access; 
· A valid student ID so you can request and access materials in Bracken Library.

If you do not have access to one of these things or if you have questions about them, please let me know. 

Assignments and How They’re Weighted
Assignment details, including instructions, relevant readings, due dates, and grading criteria/rubrics will be posted and updated on Canvas. Please check Canvas regularly to stay informed and on track.
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	Assignment Type
	Total Points 

	Annotations
	25

	Reading quizzes 
	40

	Rough drafts
	50

	Peer review
	110

	Projects 1-4  
	650

	Writing Center visit
	50

	Attendance 
	75

	
	1000



	Grade
	Total Points Earned

	A
	930-1000

	A-
	900-929

	B+
	870-899

	B
	830-869

	B-
	800-829

	C+
	770-799

	C
	730-769

	C-
	700-729

	D+
	670-699

	D
	630-669

	D-
	600-629

	F
	590 or fewer




Annotations 
To ensure reading comprehension and foster class discussion, you’ll collaboratively read and annotate important course documents. These assignments will be graded based on the quality of your annotations. 

Reading Quizzes 
To incentivize your engagement with course concepts, you’ll regularly be quizzed in class on the course readings. Midway through the semester, we can evaluate the efficacy of the reading quizzes and change the modality if appropriate. These quizzes will be assessed based on whether they reflect genuine engagement with course readings. 

Rough Drafts
You’ll submit rough drafts of each major project in this class for peer review. Your rough drafts will be graded on a complete/incomplete basis. 

Peer Review
You’ll review classmates’ work regularly in this class. Writing is a social process (we’re always writing for an audience), and peer review is designed to help you learn to give feedback and work with others. Peer review will be graded based on the quality of your responses to classmates. 

Writing Center visit 
You’ll visit the Writing Center at least once during this class to practice using campus resources and getting an outside perspective on your work. You’ll reflect before and after your visit. Your reflections will be graded on a completion basis. 

Attendance 
You will be graded on your attendance and participation in class. See “Attendance and Participation” later in this syllabus for more details. 

Project 1: Understanding Professional Writing  
Your first project for this class is a portfolio that reflects a basic understanding of what professional writing is. The portfolio will contain three short writing assignments and an introductory memo. We’ll start these assignments together in class, and you’ll complete them independently. Your portfolio will include: 
· A 1-page summary of the informal interview you did with a professional writer
· A 1-page reflection on the Seven Cs of Professional Writing and what your main takeaways are about the basics of professional writing 
· A 2-page analysis of a piece of professional writing, such as a legal document, a lease, an online recipe, a press release, a memo, etc. 
· A short, professional memo written as if Dr. K is your “boss,” in which you describe the contents of the portfolio and what you’ve learned so far in the class 

Project 2: Speaking in Another Voice 
For the second major project in this class, you’ll complete an analysis of the branding and professional writing style of a popular brand—ideally one that you are a fan of yourself. You’ll also practice writing a press release in the style of the brand, using what you learned in your analysis. 

Project 3: Problem-Solving in English 231 or At Ball State: An Informal Report 
For this project, you’ll work in small teams to identify a problem in our English 231 class or at Ball State. You’ll research solutions for this problem, and you’ll write an informal report to the appropriate audience describing possible solutions. 

Project 4: Professional Writing Job Documents 
Your final project in this class is a portfolio of professional writing job documents. You’ll submit a portfolio that includes a job ad for a position that involves professional writing (as we’ve defined it in this class), an analysis of the job ad that describes what professional writing skills you assume it involves, a resume tailored to the job, and a cover letter for the position, written as though you are about to graduate from Ball State. Your resume and cover letter will include annotations where you describe how you used document design concepts to format and present information.  

Accommodations and Adaptations to the Course 
We are committed to ensuring that all members of the community are welcome, through valuing the various experiences and worldviews represented at Ball State and among those we serve. We promote a culture of respect and civil discourse. If you need course adaptations or accommodations because of a disability, please contact the instructor of record as soon as possible. Ball State's Disability Services Office coordinates services for students with disabilities; documentation of a disability needs to be on file in that office before any accommodations can be provided. Disability Services can be contacted at 765-285-5293 or dsd@bsu.edu.

Attendance and Participation 
As in the professional workplace, you’re expected to be here and participate every day that we have class. If you can’t be here, let me know. If you miss class, make up the work that was completed while you were out. 

While you’re here, pay attention, be respectful, and participate. To incentivize this, you will receive points for each class you are present for—both physically and mentally. Physical presence is straightforward. Mental presence is trickier. Basically, if I see you using your phone excessively, doing other work in class, not participating in small group activities, leaving the room excessively without explanation, or otherwise not really “being here,” I’ll send you an email about it. If the behavior continues, I’ll start marking you absent. If you have concerns about this, just let me know—I know that everyone interacts with the world differently. 

If you physically miss a class for an excused reason (medical or illness, jury duty, military commitments, bereavement, observance of religious holidays, pregnancy, athletics, or other circumstances on an ad hoc basis), you can earn back the “class presence” points by completing a “contribution to the class community.” 

To complete a contribution and earn back your attendance points, you must: 
· Email me within 24 hours of your absence, explaining why it was excused (see above guidelines). 
· Complete all in-class work you missed. 
· Take notes during a subsequent class period, suitable for students who cannot be present in class that day, and post them to our Class Notes discussion board. 

If you ever need to miss class for an excused reason (such as illness) but would like to attend class over Zoom, you may do so provided you find a classmate—not your instructor—to set up a Zoom for you. You will still be marked absent for the day, though if you have an excused reason, you may complete the contribution to the class community to earn back the attendance points. The Zoom option is purely so you don’t miss important discussions and content in class—it is not a substitute for your physical presence in class. 

Deadlines 
In the professional world, some deadlines are “hard” and others are “soft.” Either way, if something goes wrong with a deadline, you must always communicate with the other stakeholders. So, yes, I accept late work in this class under two conditions: 
· You must email me within 24 hours of the deadline and ask for an extension. Give the date you can submit the work by. I reserve the right to offer a different deadline based on final grade submission deadlines or based on the assignment schedule for the class. 
· If the work involves others (such as a group project or a peer review), you must email your collaborators, and the proposed extended date must be within a timeframe that is still meaningful for them. For example, if you’re doing peer review, you cannot submit peer review after the assignment you’re conducting the review for is due—that’s not meaningful for your classmate.  
If these conditions are not met, I will not accept your late work. Reach out to me if you have questions or concerns. 

Academic Integrity 
Unless otherwise discussed, the work you turn in must be written solely by you, written for this class (not recycled from a previous course), and give credit to all ideas and words that are not yours. Please don’t use ChatGPT or other AI writing tools and content generators without my permission—if you do want to use these tools, talk to me first. 

In general, I think students plagiarize or “cheat” because they either don’t understand how to cite something or they run out of time and make a bad decision. Please talk to me if you’re struggling. I am almost always willing to give extensions and help you learn, and I’d rather have you do that than risk your academic career over a single assignment. Here is Ball State’s academic ethics policy. Should I find instances of work that is not your own, as I’ve defined it here in the syllabus and in the ethics policy, I will ask to meet with you. After that, I’ll likely request that you redo the assignment or accept a failing grade. I may choose to escalate the issue to the Associate Provost and Student Ethics Committee. 

Freedom of Expression
In this course, we are committed to fostering a learning environment that values intellectual diversity, encourages free expression, and promotes open inquiry. As members of the Ball State Community, we treat each person in the Ball State community with civility, courtesy, compassion, and dignity and respect and learn from differences in people, ideas, and opinions. Please review Ball State University’s Statement on Freedom of Expression, the resources on Ball State’s Freedom of Expression webpage, and Ball State’s Beneficence Pledge.



