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FENG CHIA UNIVERSITY
Business Writing

GMIF222，December 20, 2021-January 21, 2022

Instructor: TBA

Email: TBA

Contact hours: 60 (50 minutes each)

Credits: 4

Office hours: 2 hours (according to the teaching schedule)

Course Description
In this course we will learn the concepts for use in developing a broadening

awareness of business and technical writing. Students shall develop their own

visualizations, writings, and presentations and learn how to make wise, professional

decisions in their own future business communications and career. In order to become

more savvy and digitally literate, students shall examine cross-cultural understandings,

tools used to help discern and evaluate media communication with a keen, critical eye,

and analyze how speakers and audiences create meaning and understanding through

multimodal, digital communications..

Required Textbook
Business and Administrative Communication, 11 edition, By Kitty Locker and Donna

Kienzler ISBN13: 9780073403250 .

Course Schedule
Week 1

 Chapter 1: Succeeding in Business Communication

 Chapter 3: Building Goodwill
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 Chapter 9: Sharing Informative and Positive Messages with Appropriate

Technology

 Chapter 10: Delivering Negative Messages

Week 2

 Chapter 6: Designing Documents

 Chapter 16: Creating Visuals and Data Displays

 Chapter 17: Writing Proposals and Progress Reports

 Chapter 19: Making Oral Presentations

Week 3

 Chapter 2: Adapting Your Message to Your Audience

 Chapter 5: Planning, Composing, and Revising

 Chapter 11: Crafting Persuasive Messages

Week 4

 Chapter 4:Navigating the Business Communication Environment

 Chapter 7: Communicating across Cultures

 Chapter 12: Building Resumes

 Chapter 13: Writing Job Application Letters

 Chapter 14: Interviewing, Writing Follow-Up Messages, and Succeeding in the

Job

Week 5

 Chapter 8: Working and Writing in Teams

 Chapter 15: Planning and Researching Proposals and Reports

 Chapter 18: Analysing Information and Writing Reports

Grading Policy
Your final grade is based on the following components:
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Grading System of FCU:

Letter Grade Score

Projects (Each project will have a detailed handout and grading
rubric.)

Points Word Count

Project One: Online Communication Paper
Students shall develop and write emails suitable for variable
professional situations.

100 100 minimum

Project Two: Infographic Paper & Presentation
Students shall examine, assess, and create a small infographic,
compose a reflective short paper about the inforgraphic’s design and
purpose, and provide short presentation of the infographic and
discuss key points.

275 300 minimum

Project Three: Rhetorical Analysis of Website
Students shall analyze the multimodal rhetoric of the static and
dynamic digital elements found at a website of their choice and also
discuss criteria for determining the effectiveness of each.

200 300 minimum

Project Four: Resume and Cover Letter Paper
Students shall examine and use the best protocol for composing a
draft for a preliminary resume and cover letter for future employers.

100 300 minimum

Project Five: Digital Portfolio and Final Course Reflection
Paper
At the end of the term, students shall compile all coursework they
produced throughout the five weeks and also compose a final
reflection (500 word min) that synthesizes all they have learned.

100 Final Course
Reflection

300 minimum

Activities
In designated weeks, students shall answer 15 activity prompts that
correspond with course projects and learning objectives. All
activities are completion grades and will be provided with an
accompanying rubric to help guide the expectations for each.

225
(15 pts
each)

75 minimum

Total: 1000
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A 80-100

B 70-79

C 60-69

D 50-59

E Below 50

Academic Honesty
Feng Chia University defines academic misconduct as any act by a student that

misrepresents the student’s own academic work or that compromises the academic

work of another. Scholastic misconduct includes (but is not limited to) cheating on

assignments or examinations; plagiarizing, i.e., misrepresenting as one’s own work

any work done by another; submitting the same paper, or a substantially similar paper,

to meet the requirements of more than one course without the approval and consent of

the instructors concerned; or sabotaging another’s work within these general

definitions. Instructors, however, determine what constitutes academic misconduct in

the courses they teach. Students found guilty of academic misconduct in any portion

of the academic work face penalties that range from the lowering of their course grade

to awarding a grade of E for the entire course.


