
 

Introduction to Business Writing 
 
Instructor: Hartaj Sanghara 
 
 
Required Text(s): 

The required textbook is Communicating for Results: A Canadian Student’s Guide, Third Edition (2014), 
by Carolyn Meyer. The Concise Canadian Writer’s Handbook or The Canadian Writer’s Handbook is a 
recommended reference on writing and grammar. Please purchase your copy at the UBC Bookstore or 
online and allow time for delivery. 
 
Course Description and Objectives: 

Never before has there been such a demand on employees, supervisors, and managers to ensure their 
writing reflects the professional style and image of their companies or organizations. Due to the mass of 
emails and correspondence at work, it can be difficult to consistently produce flawless writing. In this 
course, you will learn strategies, skills, and competencies for effective business writing. You will practice 
planning, writing, and revising routine messages and business documents. You will acquire both skills 
and experience for the course and the workplace: 
 

• Learn practical business writing and communication strategies 
• Develop your style and professional writing skills 
• Analyze your purpose and audience’s needs 
• Write emails, memos, letters, reports, and proposals 
• Convey positive, negative, or sensitive news 
• Use persuasive appeals in business writing 
• Write clearly, concisely, and efficiently 

 
Instructor Availability: 

I will check my emails during the week and on the weekends as required. 
 
Readings: 

The course covers key topic(s) or one module almost every week and offers various learning materials: 
 
Lessons on business writing and communications principles 
Presentations, guides for each module, and handouts (PowerPoint and PDF materials will be provided in 
class and online) 
Required readings and chapters from the textbook 
Writing activities and assignments from the textbook and modules 
Discussion forums for posting short writing activities and any questions 
Drop boxes for posting assignments and receiving the instructor's feedback 
 
  



Course Policies: 
 
Withdrawal and Cancellation Policies 
 
Part-Time and Online Courses 
No refund will be made for cancellations received later than three business days before the course 
begins. If you need to withdraw from the course due to extenuating circumstances, please contact the 
Writing Programs office at 604.822.9564 or writing.exl@ubc.ca. 
 
Summer Institute Programs 
The withdrawal deadline for our intensive summer institutes is one week before the course start date. A 
$100 administration fee is deducted from each refund; no refunds are possible after the deadline. 
 
Transferring to Another Course 
Please note that we cannot transfer students between courses or between an online and face- to-face 
section. 
 
English Language Proficiency Requirement 
English is the primary language of instruction for Writing Centre courses. All prospective students are 
required to have a minimum level of English. Non-native English speakers may be asked to demonstrate 
a score of 570 or higher on the paper-based TOEFL exam (88 or higher on the Internet-based TOEFL), or 
equivalent English language proficiency test results. 
 
Behaviour Policy 
Because of the personal nature of our writing courses, the Writing Centre asks that students 
demonstrate the utmost respect for each other and for their instructor. This includes  respecting the 
work, experience, and expertise that others share in the classroom and respecting everyone’s time.  
When discussing personal experiences in class and talking about others’ work, please be sure that you 
remain constructive and supportive, and think about how your feedback will sound before you present 
it. We also ask that you respect the classroom time by allowing everyone a chance to participate equally 
in the discussion and by following the instructor’s lead as s/he moves the discussion from point to point. 
Writing Programs gives instructors the right to ask a student to withdraw if the behaviour policy has 
been violated. 
 
Participation 

You will have an opportunity to participate in our class, discussion forums, writing activities and 
assignments. These will help improve your business writing skills. 
 
Each week, the instructor will provide modules with readings and a writing activity/assignment. The 
students are expected to complete the readings and the coursework for each week or module. 
 
For the online course, the students are required to submit postings in our Writers’ Café forum and the 
discussion forums for most modules. Your postings in the forums are equivalent to class discussion, and 
they give you the opportunity to practice writing and to engage online with other participants. You will 
also receive valuable feedback and suggestions from your instructor and peers when you participate in 
the course. 
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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 
The instructor will assess students’ written work by using criteria such as professional style and 
grammar, content development, and format for specific topics of business writing. Students are required 
to complete assignments if they are enrolled in a UBC Certificate Program. Students are also required to 
attend most classes – 7 out of 8 classes – to receive a letter of completion for the course. 
 
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. 
 
Feedback 
The activities and assignments are recommended for all students/participants, especially if you wish to 
receive the instructor’s feedback. Please note that the assignments are mandatory for the students 
enrolled in Introduction to Business Writing as a required course for the Certificate in Professional 
Communication. The instructor will provide feedback and assess assignments based on key criteria or 
guidelines for this course: 

• Business style and tone 
• Audience 
• Content 
• Format 
• Grammar 
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Course Outline 

Week 1 
Course overview 
Learning business writing and communications strategies 
Understanding the communication and writing process 
Activity – Profile  
 
Week 2 
Developing your professional style and tone 
Writing effective emails 
Activity – Revision exercise/email 
 
Week 3 
Writing routine positive messages, emails and memos 
Applying the direct writing plan 
Assignment – Case study and informative email  
 
Week 4 
Writing business letters 
Conveying sensitive and negative news 
Applying both direct and indirect writing plans 
Assignment – Case study and business letter  
 
Week 5 
Writing persuasive messages 
Using persuasive appeals or strategies 
Assignment – Case study and persuasive memo  
 
Week 6 
Preparing reports and proposals 
Collaborative writing 
Assignment – Case study and proposal/report 
 
Week 7 
Preparing reports and proposals 
Designing and formatting documents 
Assignment – Case study and proposal/report 
 
Week 8 
Enhancing style and readability 
Writing clearly and concisely 
Using plain language 
Activity – Writing exercises 
 


