
BUSINESS REPORT WRITING SYLLABUS

BEIT - BUSINESS REPORT WRITINGâ€”3 Credit Hours. TuTh â€“ pm. COB Course Syllabus- Fall Instructor: Dr.
William.

Paper 3 Examiners Approachâ€¦â€¦â€¦â€¦â€¦. Get help early; the longer you wait, the further behind you get.
Write the applicant a letter that delivers the good news and clearly details the offer of employment, including
information about salary, benefits, expected start date, and the deadline for acceptance. Write down ideas
rather than word-for-word statements by the instructor. You are the CEO of Fortune company, and after
interviewing a number of qualified candidates, you have decided to extend one of the applicants an offer of
employment for the position of Vice President of Sales. Sharpen your communication skills. Treat others with
respect. Students will submit their findings in memo format. Learn to take good notes. Remember, I cannot
grade what you can do; I can grade only what you do. You should log on to the course at least 3 times a week.
You will write a negative news letter that addresses one of the following scenarios: You are the manager of a
company, and you have noticed that once of your employees has been arriving to work 20 minutes late every
day for the past two weeks. However, writing is essential to all fields of study, whether big or small. Whether
you write annual reports or board reports, leadership reports or marketing reports, operational reports or
business submissions, your audience is pressed for time. Plagiarism: Intentionally or knowingly representing
the words and ideas of another as one's own in any academic exercise. Organization and time management can
go hand-in-hand. However, graphic designing is such a pretty broad topic that designing is just a part of the
profession. I began my college journey as a pre-Business Administration student. Any student who engages in
such offenses as here defined will be subject to one or more courses of action as determined by the instructor,
and in some cases, by the Division Chairperson or Program Director, the Vice President of Learning, and the
Institutional Standards and Appeals Committee as well. Note: You are welcome to bring any
reports-in-progress as the basis for our writing exercises, and for discussion and feedback. Visit your instructor
during office hours for help with material or assignments you do not understand; use the library; use the free
tutors, tapes, computers, and other resources in the Learning Assistance Center. Accommodations for students
with special needs: North Arkansas College complies with Section of the Rehabilitation Act of and the
Americans with Disabilities Act of  Never interrupt another class to talk to the instructor or a student in that
class. Write a letter to the company that expresses your dissatisfaction, provides a detailed account of your
experience, and suggests a possible solution for the problem. I am familiar with this problem. I never make
frivolous assignments; I always expect your best work. Attendance Policy: You should be spending
approximately hours working in the online portion of this course. Schedule your time wisely. A business
report is a powerful communication tool. The syllabus tells you what the instructor expects from you. Be
prepared for class. The writing submitted to professors gives them an impression of the way our practical mind
works when confronted with a significant topic in a distinct field of study. Several of the exercises are
intended for you to plan, organise and draft elements of an actual report you are working on or a fictional
exercise if you prefer. If you are a non-native English speaker, you may want to take the Business Writing 1
course first, or browse our English language courses in various specific and general topics. Context for Project
While it is certainly important to be able to read a document and determine what is being said directly, it is
also important to develop the skills necessary to look deeper at a piece of writing in order to determine how
persuasion and rhetoric are being used in order to craft a particular message. Readings and Resources. Listen
to others and evaluate ideas on their own merit. Something important to learning happens during every class
period. Project 2: Rhetorical Analysis of a Popular Press Business Article To complete this project, students
will complete a rhetorical analysis of a contemporary, popular press business article. If I suspect cheating or
plagiarism, I will follow the guidelines in the Student Handbook. I also visited the academic advising office
and secured flyers and pamphlets pertaining to the degree. Life is all about your choices, now and until you
choose or are selected to die! If you must miss a class meeting, talk to the instructor in advance about what
you should do. In this class, we will be employing empowering choices.


