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BCOM 522 MANAGERIAL WRITING 

Fall 2014
Section 004    T/TH 10:20-11:50 a.m.  R2320
INSTRUCTOR INFORMATION 
Instructor
Lisa Pawlik
Office

R 3468
Office Hours
T/TH Noon – 1:00 p.m. and by appointment
E-Mail

lapawlik@umich.edu
Course Description and Objectives
Managerial Writing Fundamentals explores the communication strategies and techniques necessary to manage time, people, and projects.  Managers must deal with the complex role communication plays in today’s diverse business environments.  This course provides students with conceptual frameworks and tools to make informed communication decisions in their careers. 
Participants complete a variety of writing activities, including responding to management communication cases and evaluating examples of written communications using holistic and analytical tools.  Every class requires preparation and participation.  By the end of the course, students should be able to:

· Understand and appreciate the basic strategic aspects of communication

· Understand how components of written messages (content, organization, design/delivery, audience, language) function in a variety of managerial contexts
· Construct informational, persuasive, and relational messages for multiple readers with varying needs

· Choose syntactical and grammatical patterns based on an analysis of intended readers and managerial/organizational goals
· Use drafting and editing techniques that facilitate the managerial writing process
· Know the complementary aspects of written, oral, and electronic communication
· Assess their own and others’ written communication choices, using comprehensive assessment criteria

· Write like a manager, with more confidence, ease, and efficiency
COURSE CONCEPTS
The course will cover the following communication concepts:

· Building Rapport

· Building Credibility

· Predicting Audience Response

· Communicating Across Styles and Cultures

· Managing Tone

· Navigating Information Overload

· Selecting and Shaping Information

· Planning and Polishing Writing

· Managing Channel Choice

· Writing Under Pressure

· Leading With Language

· Generating Support

· Gaining Compliance

· Providing Feedback

· Writing Collaboratively

· Delivering Negative News
COURSE MATERIALS

Students will need to purchase an e-course pack that contains all core readings for the class.  Instructions for how to buy the e-course pack will be posted on the class CTools site.  Additional readings, including cases, exercises, communication tools, and writing assessment instruments will be posted to the class CTools site by individual instructors.  Many of the communication concepts covered can be reviewed in this text on reserve at Kresge Library: Munter, M. (2013).  Guide to Managerial Communication (10th edition – 8th or 9th ed. fine).
MAJOR ASSIGNMENTS AND GRADING

Conference Bio


10 points
Style/Cultural Assessment

  8 points
Informative Document


Draft



 5 points

Final 



20 points

Quiz




20 points
In-class collaborative Memo

20 points
Document analysis




Draft



 5 points

Final 



30 points

Attendance and Participation

40 points
EVALUATION & PARTICIPATION

Students will earn points for writing assignments, exercises, and participation.  These points will be used to determine each student's final score.  LHC 522 is an elective MBA class, which means grading will follow the distribution specified:  Up to 35% of the total class can receive an “Excellent”; however, “Excellents” and “Goods” can be no more than 75% of the total class grades.  Graded writing assignments will be evaluated by the professor.  Some assignments, drafts and exercises will be evaluated by peers prior to the professor.  

Participation is determined by attendance, promptness, cooperation, attitude, improvement, and contributions to class activities and exercises.   Attendance and participation will be assessed for each class. Assignments must be completed as scheduled and in-class exercises cannot be made up outside of class.  Non-completed work receives a zero score.  If you will miss class for any reason, you must report your absence through http://www.bus.umich.edu/impact/Profile/ClassAttendance.aspx
CLASS EXPECTATIONS & SCHEDULE

Students will complete a variety of diverse writing exercises that provide opportunities to develop and practice managerial writing principles and skills.   In-class activities involve case analyses, writing drills, discussion of readings, group tasks, and document evaluations.  For example, during a class period, students may draft, exchange, evaluate and revise a document or assess a set of documents, compare results and give an oral statement.  

Assignments listed must be completed and submitted by the designated time.  Readings should be completed prior to the listed class session, and students should be prepared to answer discussion questions about the reading at the beginning of each class.  The following questions will be the starting point for class discussions:

1. What are your 2-3 key takeaways from the reading?

2. How does the information in this reading apply to your work experiences?

3. How will you incorporate this into your future communications?

Prepare to answer these questions and any additional questions the instructor may ask for each reading.   
	Date
	Topic
	Readings
	Assignments

	
	
	
	

	
	BUILDING RAPPORT
	
	Conference Bio
Due: Midnight, 11/1
Style/Cultural Assessment
Due: Midnight 11/8

	
	
	
	

	Class 01

Oct. 28
	· Introduction to Managerial Writing

· Building Credibility
	· Munter “Communicator Strategy”


	

	Class 02

Oct. 30
	· Predicting Audience Response
	· Quinn, Rogers, Hildebrand “Competing Values”


	· Complete bio draft

	Class 03

Nov. 4
	· Communicating Across Styles and Cultures
	· Harrington “The Communication Quadrant Framework”

· Jameson “Reconceptualizing Cultural Identity and Its Role in Business Communication”
	· Complete Communication Quadrant Profile

	Class 04

Nov. 6
	· Managing Tone
	· Stowers “Don’t Ignore the Tone of Your Writing”

· Review the Tone Tool
	

	
	
	
	

	
	MANAGING INFORMATION OVERLOAD
	
	INFORMATIVE MEMO

Draft due: In-class 11/13
Final due:  Midnight, 11/19

	
	
	
	

	Class 05

Nov. 11
	· Selecting and Shaping Information
	· HBR Ideacast (Garner, 2013)


	

	Class 06

Nov. 13
	· Planning and Polishing Writing
	· Review Writing Assessment Tools & Holistic Criteria
· Flower and Hayes  “Problem-Solving Strategies and the Writing Process” (optional)
	· Bring copies of draft for peer review

	Class 07

Nov. 18
	· Managing Channel Choice

· Writing Under Pressure
	· Hemp “Death By Information Overload”


	

	
	
	
	

	
	LEADING WITH LANGUAGE
	
	IN-CLASS COLLABORATIVE PERSUASIVE MEMO

Due:  End of class, 12/2
QUIZ

Due:  11/29
DOCUMENT ANALYSIS

Draft Due: In-class  12/9
Final Due: Noon  12/16

	
	
	
	

	Class 08

Nov. 20
	· Generating Support

· Gaining Compliance
	· Empire State College:“Using Evidence to Prove Your Point in Business Writing”


	· Bring example of persuasive communication to class

	Class 09

Nov. 25
	· Collaborative Writing
· Applying the Writing Process

	
	· Read case for practice collaborative writing

	Class 10

Dec. 2
	· Collaborative writing


	
	· In-class assignment:

Collaborative Persuasive Memo

	Class 11

Dec. 4
	· Delivering Negative News
· Providing Feedback
	· Weeks “Taking the Stress Out of Stressful Conversations”
· David and Baker “Rereading Bad News” (optional)
	 

	Class 12

Dec. 9
	· Course Summary and Wrap-Up
	
	· Bring copies of draft for peer review


HONOR POLICY

 Academic Honor Code: Personal integrity and professionalism are fundamental values of the Ross Business School community. This course will be conducted in strict conformity with the Academic Honor Code. The Code and related procedures can be found at www.bus.umich.edu/Academics/Resources/communityvalues.htm. The site also contains comprehensive information on how to be sure that you have not plagiarized the work of others.  Claimed ignorance of the Code and related information appearing on the site will be viewed as irrelevant should a violation take place. Non-Ross Business School students taking the course should also familiarize themselves with the Code as they will be subject to the Code as well while in this course.
ROSS COMMITMENT TO LEARNING
The Ross learning experience transforms students by developing the ability to think rigorously, work collaboratively, and lead effectively.  The classroom and course work are the foundational components of the Ross learning and growth process.  Classroom activities are central to each student’s experience – an experience they share with their classmates and faculty to develop each student’s knowledge and personal growth and that of the student body as whole. The expected level of engagement goes far beyond mere physical presence in class.  Rather, students should come to each class having read all material, prepared all assignments, and ready to share their insights, thoughts and intellectual struggles with their classmates.
DISABILITY ACCOMODATIONS

If you think you need an accommodation for a disability, please let me know.  Some aspects of the course, the assignments, the in-class activities, and the way I teach may be modified to facilitate your participation and progress. As soon as you make me aware of your needs, we can work with the Office of Services for Students with Disabilities to determine appropriate accommodations.  Information provides is private and confidential.

COMMUNICATION CONSULTANTS AVAILABLE

Communication Consultants can provide support on a variety of tasks: help develop top-notch job application materials, coach presentations and slide design, guide interviewing strategies, and provide feedback on class assignments. Consultants work with you one-on-one, or with a small group. They are available for appointments during the day and evening.   Students who have special challenges, such as those whose first language is not English, are encouraged to meet regularly with consultant to review class assignments. Sign up Link: http://www.bus.umich.edu/iMpact/CounselingCalendar/WritingProgram/ 
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