KAIST Business School
FMBA Business English Writing
Fall 2015

Professor: Keera Smith, S243, keera@business.kaist.ac.kr

Course Description

This course is intended to develop a core competency in organizing your ideas into generally
accepted forms of business writing.

Course Goals
You will organize ideas into a coherent, focused, and defendable text.

Course Objectives

1.

Write purposefully: you will have a definite outcome, you will write to solve a problem, and convey
information effectively.

2. Write persuasively: you will write so that people believe and accept your ideas.
3.
4. Write empathetically: you will write in a way that focuses on a problem from your audience’s

Write economically: you will write in a concise and direct manner.

perspective.

Course Evaluation

This course is graded on a satisfactory/unsatisfactory basis. You must complete the following in order
to receive a satisfactory (passing) grade.

1. Attendance: You can have up to 4 absences. 5 or more will result in failing this course. You may
request to see your attendance record at any time during the semester.

2. Participation: Active engagement in each class is important for receiving a passing grade. This
includes but is not limited to brainstorming, discussions, and feedback.

3. Homework: On-time completion of homework assignments (outlines, rough drafts, revisions) is
required.

4. Assignments: You must complete and receive a satisfactory mark for 4 rough drafts and 4
revisions of 4 writing assignments. Failing to do so will result in an unsatisfactory grade.

Materials

The class handbook will be made available for purchase and pick up at the Copyland Center.



Submission Process and Standards
Rough Draft (RD) Submission:
For each writing assignment, you will submit your rough draft 2 ways:
1. Via email to: keera@business.kaist.ac.kr
2. As a printout, 1 hardcopy brought to class for the peer-editing session.

Rough Draft (RD) Feedback:
For each rough draft, | will provide feedback on your content, organization of ideas and tone.
You must apply the feedback to your final revision.

Final Revision (FR) Submission:
You will turn in a final revision to me via email, as indicated on the class schedule.

Final Revision (FR) Feedback:
For all final revisions, | will provide feedback based on your grammar and vocabulary.

Format:

You must submit your rough drafts and final revisions on an A4 size paper. The margins
should be set at 1” on all sides. For this class only, you should double-space your content, so
there is room for your peer-editor and myself to write feedback.

Software Program:
You must email your homework as a Microsoft Word document — not Hangul Writer.

Document File Naming:
You will save your document under the following naming convention:

Assignment File Naming Format Microsoft Word File Name

Assignment 1 Rough Draft First Name Last Name A1RD | David Lee A1RD.docx

Assignment 1 Final Revision | First Name Last Name A1FR David Lee A1FR.docx




Schedule

This schedule is subject to change based on the professor’s discretion.

Tuesdays Thursdays

Sept 1 Syllabus, The Writing Process | Sept 3 The Writing Process

Sept 8 Case 1 Discussion Sept 10 Lecture 1

Sept 15 Peer-Editing Practice Sept 17 Assignment 1 Outlining

Sept 22 Assignment 1 Peer-Editing Sept 24 Assignment 1 Final Copy Due,
Recap

Sept 29 Chuseok Oct 1 Case 2 Discussion

Oct 6 Lecture 2 Oct 8 Assignment 2 Outlining

Oct 13 Assignment 2 Peer-Editing Oct 15 Assignment 2 Final Copy Due,
Recap

Oct 20 Midterms Oct 22 Midterms

Oct 27 Case 3 Discussion Oct 29 Lecture 3

Nov 3 Peer-Editing Practice Nov 5 Assignment 3 Outlining

Nov 10 Assignment 3 Peer-Editing Nov 12 Assignment 3 Final Copy Due,
Recap

Nov 17 Case 4 Discussion Nov 19 Lecture 4

Nov 24 Peer-Editing Practice Nov 26 Assignment 4 Outlining

Dec 1 Assignment 4 Peer-Editing Dec 3 Assignment 4 Final Copy Due,
Recap

Dec 8 OPI Update Period Dec 10 OPI Update Period

Dec 15 Final Exams Dec 17 Final Exams




