
 

Business Writing Essentials 
 
Required Text(s): I will provide all course readings in class. 
 
Course Description and Objectives: 

Business Writing Essentials gives students practice in the writing skills necessary for success in today’s 
highly competitive workplaces. Designed specifically for students learning English as an additional 
language, the course introduces effective communication strategies and illustrates their use in the North 
American business context. With a focus on targeting diverse audiences, Business Writing Essentials 
helps students create clear, convincing and memorable business communications. 
 
Participation: 

This course is intended to stimulate a dynamic exchange of ideas between the instructor and students. 
Classes will be most productive and enjoyable if every student makes regular contributions to class 
discussions and group work. This includes sharing your ideas and experiences and asking questions. 
I will assign homework each week. You will usually be able to complete these homework assignments in 
30‐90 minutes. By completing the homework and volunteering your work as an example during 
feedback and discussion sessions, you help to ensure a meaningful classroom experience. You will also 
benefit most from this course if you complete all assignments to the best of your abilities. Remember to 
focus on using the writing strategies covered in class. 
 
Offering Feedback 
Please do not hesitate to share your ideas. Receiving frequent feedback is important to anyone seeking 
to improve his or her writing. 
 
Providing feedback on other students’ work offers your classmates a range of ideas they can examine 
and evaluate. Your perspectives are valuable. I encourage you to highlight things you like about their 
writing. And when you have suggestions for improvement, remember that you are not saying your 
classmate did something wrong, but rather suggesting something you might have found more engaging 
or convincing. 
 
If you feel uncomfortable making comments on other students’ work, try phrasing your suggestion as a 
question. Rather than saying, “You should target this email to your audience,” you could ask, “To what 
audience have you targeted this email?” 
 
Assessment: 

Certificate Students 
If you are a student in our professional communication certificate or our creative writing award of 
achievement, your assessment may differ from that of your classmates. Please note that part of that 
assessment will be a final portfolio that will require you to submit a piece of writing or other project 
from this class. 
 



Assessment for the Course 
Each student will receive a final evaluation of either “pass” or “fail.” Achieving a “pass” evaluation 
requires demonstrating a commitment to learning by engaging actively in the coursework and classroom 
proceedings. 
 
Letters of Completion 
In order to be eligible for a letter of completion, you will need to attend at least 80% of the classes (or 
the online equivalent) and complete the assignments. You can request a letter of completion by 
emailing us at writing.exl@ubc.ca after the course has finished. 
 
Instructor Feedback 
I will provide feedback on student writing in most classes. There will not be enough time to offer 
feedback to each student on each assignment. Rather, I will highlight learning points from which all 
students can benefit. We will also conduct some peer feedback activities. Additionally, I will provide 
some examples of how to complete assignments successfully. You can compare these examples to your 
writing to make improvements. 
 
Additional Information: 

You should expect students with a range of skill levels in this course. Some may possess more highly 
developed language or writing skills than you. Remember that each student learns at his or her own 
pace. The goal is not to be perfect, but simply to work hard and enjoy the learning process no matter 
what skill level you possess at the start of the course. 
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Course Schedule: 

Each class will focus on one main topic in addition to work on writing skills and exploration of critical 
business‐writing concepts. I will assign homework and readings each week based on class progress, and 
the last class will feature an in‐class final project presentation. 
The main topics for each week are as follows:  
 
Week One: 

• The business case for writing well 
 
Week Two: 

• Convincing a business audience  
 
Week Three: 

• Key skills: conciseness and avoiding ambiguity 
 
Week Four: 

• Business email etiquette  
 
Week Five: 

• Writing a pitch/proposal 
 
Week Six: 

• Summarizing key points  
 
Week Seven: 

• Writing a short bio  
 
Week Eight: 

• Final presentations 
 


