Mohawk Valley Community College
Utica and Rome, New York

Course Outline
EN153   Practical and Professional Written Communications  
    C-3, Cr-3
Course Description:

This course covers the skills required to communicate in the industrial, business, and technical settings. Emphasis is placed on the objective presentation of ideas and information. It includes the preparation of formal and informal reports, abstracts, summaries, and proposals.  It covers practice in the coherent organization of ideas, stylistic conventions, standard language usage, and the design and decisions necessary for successful written communication.
Prerequisites:   EN101 English 1: Composition or EN105 English Composition for Speakers of Other Languages or EN106 English 1: Composition & Reading, and EN102 English 2: Ideas & Values of Literature.
Student Learning Outcomes:
Upon the successful completion of this course the student will be able to:
· Write clear, well organized, and correct business letters and memos.
· Prepare both formal and informal longer reports of the type used in business and industry.
· Proofread and edit business writings for clarity, coherence, organization, and correctness.
· Demonstrate understanding of business writing style.
· research a topic, develop an argument, and organize supporting details;*
· demonstrate coherent college-level communication (written and oral) that informs, persuades, or otherwise engages with an audience;*
· evaluate communication for substance, bias, and intended effect;* and

· demonstrate the ability to revise and improve written and oral communication.*
Major Topics:
· Formal and informal reports, abstracts, summaries, and proposals
· Coherent organization of ideas

· Stylistic conventions

· Standard language usage

· Design and decisions necessary for successful written communication
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* = SUNY General Education requirement
