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Textbook
Contemporary Business Report Writing, 4th Edition. S. Kuiper, Thomson South-Western, 2009.
Course objectives
· Recognize the different needs, functions, and classifications of reports.

· Recognize channels and media of communication for internal and external communications.

· Recognize the importance of correct mechanics in report writing and apply correct mechanics.

· Differentiate between subjective and objective, direct and indirect, and inductive and deductive approaches.

· Communicate clearly and in an appropriate language level, style, and approach for a specific audience.

· Solve problems involved in planning and writing short reports and in an optional formal report.
· Apply the principles of logical organization and written communications.

· Practice steps in problem-solving and decision-making related to report writing.

· Locate, critically analyze, and document primary and secondary sources of report data.

· Use correct form and style in presenting formal and informal reports.

· Critically analyze and interpret data when reading and writing reports.

· Observe the necessity for reliability in report writing.

· Use word processing and editing computer software to plan, organize, revise, and prepare report assignments.

Participation in Forums
Participation matters! You are expected to participate in all scheduled activities or risk being dropped from the class. When you do not participate, you are considered absent.
Assignments

You are expected to turn in all assignments on their due dates. However, things do happen, so you are allowed one late assignment—not to exceed one class time period—without penalty. However, it cannot be the last assignment of the semester.
Grades
Reports









65%

Grammar and Mechanics exercises






15%

Final Project









20%
BSEN 76 ASSIGNMENT SHEET

Some of your projects will be team-centered; that is, you will work with other students to complete them. The majority, however, are individual assignments.
01/23 

Introduce Course.


Review features of textbook.



Discuss Report Characteristics, Chapter 1, pp. 1-21.
01/28

Complete Topics for Discussion and Applications, pp. 21-22.
02/04

Discuss Planning the Report, Chapter 2, pp. 27-51.
02/11

Complete #1, pp. 52-54. (Group assignment)

Discuss Producing the Report, Chapter 3, pp. 55-62
02/18

Discuss Writing Styles and Lapses, Chapter 4, pp. 67-96.
Complete Topics for Discussion, pp. 96-98.



Turn in #1, p. 98.
02/25

Complete Illustrating the Report, Chapter 5, pp. 101-129.
Complete #9, p. 133. 
03/04

Discuss Formatting the Report, Chapter 6, pp. 137-158.

Prepare #3, p. 160. (Group assignment)

03/11

Begin Writing Routine Reports, Chapter 7, pp. 163-177.



Complete #1, p. 178. 

03/18

Complete Writing Nonroutine Reports, Chapter 8, pp. 185-203.

Begin work on #2, p. 204. (Group assignment)

03/25

SPRING BREAK
04/04

Discuss Planning and Delivering an Oral Report, Chapter 9, pp. 213-245.



Turn in #5, p. 247.
Chapters 10-14 begin an assignment that follows from one chapter to the next. That is, each assignment will be based on the one you begin in Chapter 10.
04/08

Discuss Planning the Research, Chapter 10, pp. 251-267.


Complete #1, p. 268. (Assignment will be according to group color.)
04/15

Discuss Selecting Data Sources, Chapter 11, pp. 273-284.


Complete #1, p. 285. (See example on p. 274.)


Follow directions in #4, p. 289.

04/22

Discuss Using Secondary Data Sources, Chapter 12, pp. 291-312.
Complete #5, p. 313. (Base the instructions on the report from Chapter 10.)
04/29

Discuss Using Primary Data Sources, Chapter 13, pp. 315-341.
Turn in #4, p. 342.

05/06

Discuss Documenting Data Sources, Chapter 14, pp. 347-361.


Turn in #1, p. 361.
05/13

Final Report due.
05/20

Course Evaluation due.
