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Course: BUCO 89E Workplace Writing 

Course Description:  Participants attending this course are given an introduction to a variety of documents 

commonly used in the workplace.  Course emphasis is on planning, organizing, and writing effective workplace 

and technical documents using effective writing skills.  Specific types of documents may include, but are not 

limited to emails, memos, letters, cover letters and thank you notes. 

Date Created: Created prior to M-CAM.  Revised in 2014 

Faculty Developer(s)/Instructional Designers(s): N/A 

Employer/Industry Partner: N/A 

College Contact: Levi Good 

 Phone: 269-565-2828 
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Additional Information/Comments: 

Instructional Materials: 

Writing Worksheets and Assignments 

This workforce solution was funded by a grant awarded by the U.S. Department of Labor’s Employment and Training Administration. The solution was 

created by the grantee and does not necessarily reflect the official position of the U.S. Department of Labor. The Department of Labor makes no guarantees, 

warrantees, or assurances of any kind, express or implied, with respect to such information, including any information on linked sites and including, but not 

limited to, accuracy of the information or its completeness, timeliness, usefulness, adequacy, continued availability, or ownership. 

  

The eight community colleges and MCAM is an equal opportunity employer/program provider. Auxiliary aids and services are available upon request to 

individuals with disabilities. TTY users please call 1-877-878-8464 or visit www.michigan.gov/mdcr.” 

  

This work is licensed under a Creative Commons Attribution 4.0 International License. 
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Workplace Writing 
 

Course Number: BUCO 89E 

 

Credits: 1 

 

Semester: Spring 2017 - KAMA 

 

Start and End Dates: February 2-16, 2017 

 

Meeting Times/Dates: Days and times vary 

 

Location of Course: Regional Manufacturing Technology Center (RMTC) 

 405 Hill Brady Road 

 Battle Creek, MI  49037 

 

Instructor: Maggie Murphy 

 

KCC Staff Email Address:  murphym@kellogg.edu  

 

Instructor Phone Number: (269) 660-5360 

 

Instructor Office &  

Mailbox Location: RMTC 

 

Course Description: Participants attending this course are given an introduction to a 

variety of documents commonly used in the workplace.  Course 

emphasis is on planning, organizing, and writing effective 

workplace and technical documents using effective writing skills.  

Specific types of documents may include, but are not limited to 

emails, memos, letters, cover letters and thank you notes.  

 

Prerequisites:  None 

 

Textbook(s): None 

 

Learner Supplies:  None 

 

General Education:  N/A; this course is not a General Education course. 

 

http://www.kellogg.edu/
mailto:murphym@kellogg.edu
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Occupational Program or Accreditation Standards: 

 

N/A 

 

Course Competencies:  

 

1. Paragraph Writing 

2. Business E-mails 

3. Professional Letters 

4. Memo 

5. Grammar Review, Run-ons, and Fragments 

6. Thank you notes 

7. Cover Letter 

 

Mode of Instruction:   

 

This course will incorporate a variety of learning experiences. Lectures, class discussions, large 

and small group work, and oral and written assignments will be used to enhance and reinforce 

textbook readings. Videos and hands-on learning activities may also be used to support textbook 

theory and practice.. 

 

  

http://www.kellogg.edu/
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Assignments: 
[List the assignments and the respective point values with a brief description. NOTE: Each 

assignment relates to course outcomes. Information is provided by Departments on how to proceed 

with this section.] 

 

Competency Assignment Description Possible  

Points 

 Pre-

Assessment 

Paragraph response to reading 5 

1 Paragraph Students write an examples paragraph, demonstrating 

plan for success during course 

5 

2 Business e-

mail 

Students send e-mail using professional format, 

discussing first week of class 

5 

2 Business e-

mail 2 

Students send e-mail using professional format, 

responding to fictional problem in the work place 

20 

1 Paragraph Personal Responsibility Paragraph 5 

3 Letter Students write Professional Letter to instructor 5 

4 Memo Professional Memo 10 

5 Grammar 

Review 

Run-on Sentences 5 

1 Paragraph Ways to change the world paragraph 5 

5 Grammar 

Review 

Fragments 5 

6 Thank you 

notes 

Write a professional thank you note 10 

7 Cover 

Letter  

Write a professional cover letter 20 

5 Grammar 

Quiz 

Run-ons and Fragments 10 

 Exit 

Assessment 

Paragraph summary of what was learned 5 

 

 

Make-up Work and Late Assignments: Make-up work must be completed within one week or 

will not be accepted. It is the expectation that students complete and turn-in assigned work on-

time and in accordance with the course syllabus and instructor guidelines. Retakes on writing 

assignments are not common practice, and may only be granted as the result of extreme 

circumstances, as determined by the instructor.  

 

Grade Determination: [Required; you may choose the format which works best for you.] 

http://www.kellogg.edu/
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Competency Assignment Points Possible Weight 

 Pre-Assessment 5 5% 

1 Paragraph Assignments 15 15% 

5 Grammar  20 20% 

2 E-mails 25 25% 

3 Professional Letters 25 25% 

4, 6 Misc. Writing (Memo and Thank you notes) 20 20% 

 Exit Assessment 6 6% 

 Attendance 

Student may earn 2 points per day of scheduled 

class.   

8 8% 

 Participation 8 8% 

 TOTAL POINTS POSSIBLE  100 100% 

 

 

Instructor Course Policies:  N/A  

http://www.kellogg.edu/
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Grading Information: In this course, you will earn a pass (P) or no-pass (N) grade. 

 

Grading Chart:  

Grade Explanation Credit  

Awarded 

P Earned 70% or more of the total possible 

points 

Yes 

N Earned less than 70% of total possible 

points 

No 

   

 A “P” indicates you have passed the course and academic 

credit is earned for the course. This is equivalent to a “C” 

grade or better 

 To earn a “P” grade, you must earn at least 70% of the total 

possible points for available for the course 

 An “N” indicates that you have not passed the course and no 

academic credit is earned 

 You should be aware that an “N” grade on your academic 

record may jeopardize your ability to obtain federal financial 

aid or your ability to transfer, since many colleges and 

universities consider this grade a failure. 

 

 

  

http://www.kellogg.edu/
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Attendance:  

1. KCC Required Statement:  

Regular attendance is an essential part of the educational experience and a requirement for 

an adequate evaluation of each student’s academic progress. Excessive absence is reported 

to the Academic Advising department.  An Advisor will reach out to students to discuss 

options for success.  Continued absenteeism may lead to administration action. Faculty are 

required to report to the Financial Aid office students who have never attended class. 

Federal aid may be reduced if a student does not begin attendance in all classes. This 

includes online courses. For more information, please visit: http://www.kellogg.edu/wp-

content/uploads/2016/08/Handbook-2016-2017.pdf.  

 

2. Department Specific Attendance Info: 

 

Attendance will be taken into consideration when grades are being determined.  Points are 

assigned for attendance in the Grade Determination chart and will count toward your final 

grade.   

 

If a student has excessive absences, the instructor will notify a Career Coaches to develop 

an appropriate action plan to mitigate or eliminate barriers causing the excessive absences.   

 

Drop/Add Procedures:  
Drop/Add procedural information may be found at: http://www.kellogg.edu/catalog. The drop/add 

dates for every course may be found on the KCC web site at: www.kellogg.edu follow the schedule 

link. 

 

Incomplete Grade and Additional Grading Policies:  
For information regarding additional grading policies, please visit the KCC catalog at: 

http://www.kellogg.edu/catalog.   

 

Disability Services: 
While ensuring the academic integrity of its programs, Kellogg Community College is dedicated 

to providing the reasonable accommodations needed to ensure equal access to educational 

opportunities for individuals with verified disabilities. Disability services are provided to students 

who self-disclose a disability to the Support Services Department and provide appropriate 

documentation. Support Services may be reached at 269.965.4150 or 

supportservices@kellogg.edu.  

 

Academic Integrity Policies:  

Ethical conduct is the obligation of every member of the KCC community.  Breaches of Academic 

integrity constitute serious breaches of ethical conduct.  Academic integrity requires that all 

academic work be wholly the product of an identified individual or individuals.  This policy 

http://www.kellogg.edu/
http://www.kellogg.edu/wp-content/uploads/2016/08/Handbook-2016-2017.pdf
http://www.kellogg.edu/wp-content/uploads/2016/08/Handbook-2016-2017.pdf
http://www.kellogg.edu/catalog
http://www.kellogg.edu/catalog
http://www.kellogg.edu/services/student-support-services/
http://www.kellogg.edu/services/student-support-services/
mailto:supportservices@kellogg.edu
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demonstrates KCC’s concern for academic integrity and guarantees a fair procedure for handling 

these concerns.  Examples of unethical conduct include:  cheating, fabrication, and plagiarism.  

For more information regarding KCC’s Student Code of Conduct, please visit: 

http://www.kellogg.edu/wp-content/uploads/2016/08/Handbook-2016-2017.pdf.  
 

Code of Conduct: 

Kellogg Community College students are expected to model the skills and behaviors of working 

professionals. This includes exhibiting behaviors which support respect and courtesy in the class 

environment. For more information regarding KCC’s Student Code of Conduct, please visit: 

http://www.kellogg.edu/wp-content/uploads/2016/08/Handbook-2016-2017.pdf.  

 

Safe and Successful Campus Environment: 
KCC is dedicated to providing a safe environment which is conducive to success for all students.  

When staff notice that a student is struggling emotionally, intellectually, or behaviorally with 

classroom expectations, they may notify the appropriate personnel on campus to intervene and 

provide assistance to that student.  Academic assistance is available in The Bridge and through 

Academic Advising; personal counseling is also available in Support Services. 

 

Students whose behavior suggests they are struggling may also be contacted by the KCC Director 

of Student Relations or by KCC Public Safety.  If students have safety concerns about others’ 

behavior in class or on campus, those students are encouraged to discuss their concerns with KCC 

Public Safety directly. 

 

Academic Support Services: 

Kellogg Community College is committed to your academic success. If for any reason a student 

is struggling with a class, speak to the Professor immediately. They are the best resource. 

Additional resources available include The Bridge (http://www.kellogg.edu/services/the-bridge/) 

and Support Services (http://www.kellogg.edu/services/student-support-services/).   

 

Honors Contract Information: 

Honors contracts are a way for students to turn any college-level KCC course into an honors 

course, giving them the flexibility to take ownership over learning. At the beginning of the 

semester, with instructor approval, a student may work with the instructor to develop a unique 

honors project beyond the course syllabus. Once the honors project is clearly defined and the 

student’s project has been approved by the instructor, the student works independently on that 

project during the semester and may seek support from the instructor as needed; then, at the end 

of the semester, when the student successfully completes the honors project as outlined in the 

contract and earns at least a B+ in the course, the student will earn honors designation on their 

transcript. To download the honors contract and learn more about the Honors Program, please visit 

http://www.kellogg.edu/academics/honors-program/.  

 

http://www.kellogg.edu/
http://www.kellogg.edu/wp-content/uploads/2016/08/Handbook-2016-2017.pdf
http://www.kellogg.edu/wp-content/uploads/2016/08/Handbook-2016-2017.pdf
http://www.kellogg.edu/services/student-support-services/
http://www.kellogg.edu/academics/honors-program/
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Retain this Syllabus & Syllabus Disclaimer: 

This syllabus is a record of learning outcomes associated with this course. Many institutions will 

require a copy of this syllabus to grant transfer credit. It is the student’s responsibility to retain a 

copy for future use. 

 

Information contained in this syllabus was, to the best knowledge of the instructor, considered 

correct and complete when distributed for use at the beginning of the semester. However, this 

syllabus should not be considered a contract between Kellogg Community College and any 

student, nor between the instructor and any student. The instructor reserves the right, acting within 

the policies and procedures of Kellogg Community College, to make changes in course content or 

instructional techniques without notice or obligation. 

 

Use of Technology & Student Email Accounts:  

The College has a variety of computer systems which are provided for the use of students and are 

to be used for education, research, academic development, and public service only. You are 

responsible for seeing that the computing facilities are used in an effective, efficient, ethical, and 

lawful manner. Computer systems, such as e-mail, are intended for college related activities only. 

Inappropriate messages and/or materials are not to be sent or stored. For more information, visit 

the KCC web page at: www.kellogg.edu.  

 

Textbook Statement: 

There are multiple choices for purchasing textbooks, including the Kellogg Community College 

bookstore (www.kellogg.edu - follow the on campus link to the bookstore). Please be advised that 

each student should fully investigate the refund policies of book retail stores, including the Kellogg 

Community College bookstore, PRIOR to purchasing a book for any course. When purchasing a 

book from the Kellogg Community College bookstore, students are encouraged not to break a 

textbook's binding, or open a book in shrink-wrap covering, prior to attending the first course 

session in order to verify that a correct book has been purchased. Students are advised to keep all 

receipts from book purchases. 

 

Service Learning Option:  Service learning is not an option for this course. 

http://www.kellogg.edu/
http://www.kellogg.edu/
http://www.kellogg.edu/
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