
 

Report and Business Writing 
 

Instructor: Eric Tung 

Required Text(s):  
 
Meyer, Carolyn. Communicating for Results: A Canadian Student’s Guide. 3rd Edition. Oxford 
University Press, 2014  
 

Course Description and Objectives: 

Report and Business Writing (RBW) is designed to help you develop the confidence necessary to 
excel in your writing—writing that is direct and proficient. You will learn and apply the 
principles of written communication in business and professional contexts. You will have the 
opportunity to practice writing email, memos, letters, proposals, and reports.    

The practical focus of RBW is to train you to use a range of tools to write successfully in the 
workplace. The course is not document-focused. That is, the course is not structured around 
the production of documents. Rather, RBW centers on a range of strategies you can rely on and 
adapt to fit any business writing scenario. As a result, you can take what you learn in the course 
and apply it to the production of any document, not just the documents you have practiced 
here.   

RBW is designed around three core competencies of business writing: strategy, mechanics, and 
professional image. With such competencies anchoring the course material, you will be 
immersed in the process of planning, writing, and revising business documents. As critical 
thinking and critical writing skills provide the infrastructure for a writer’s professional image in 
the workplace, RBW gives you practice in conceptualizing, analyzing, synthesizing, and applying 
information in order to write clear documents that can inform or persuade readers. Group 
discussion and peer review are central course components that reflect the realities of working 
in team-driven business environments.  

During the course, you will be expected to work in four ways:  

• Independently  
• In consultation with your instructor 
• In collaboration with your writing teams during in-class workshops 
• Through discussions with your peers 



  



As a result of taking RBW, you will be able to do the following:  

• Analyze writing contexts, target specific audiences, and use reliable strategies to 
produce clear, purposeful business writing.  

• Follow a structured approach to planning, drafting, and revising your business 
documents.  

• Project a strong professional image for yourself (and your organization) through 
business writing.  

• Read to analyze, synthesize, and apply information.  
• Manage business writing strategy, mechanics, and professional image to produce 

writing that demonstrates critical thinking.  
• Engage productively in discussions and give peer feedback that is positive and 

constructive.  

 

Participation 

Students are expected to participate in group workshops, and in peer review sessions during 
class. In addition, there is one major group project that spans multiple classes. For this 
assignment, students may be required to work remotely with their writing team.  

 

Offering Feedback 

Students will receive feedback and comments on their submitted assignments, and I will often 
return their assignments within one week of submission. 

  



Course Schedule: 

Class 1 
 

Understanding the communication process 
Adapting your message to your audience and purpose 
Workshop: conducting an audience analysis 
 

Class 2 Writing emails and memos 
Avoiding common sentence errors 
Using effective punctuation 
Reading: Meyer Chapters 1 and 5  
Workshop: crafting a direct message 
Submit proposal for term project 
 

Class 3 Planning your writing 
Writing effective paragraphs 
Reading: Meyer Chapters 2 and 4 
Workshop: drafting a group business proposal 
 

Class 4 Writing concisely 
Writing summaries 
Reading: Meyer Chapter 3 
Workshop: summarizing content 
Workshop: editing your group business proposal 
 

Class 5 Writing reports and proposals 
Reading: Meyer Chapters 10 and 11  
Workshop: sample reports and proposals 
Submit group business proposal 
 

Class 6 Editing your writing 
Writing persuasive messages 
Learning about letter formats 
Reading: Meyer Chapters 6 and 8 
Workshop: responding to a claim request 
Review term project draft 
 

Class 7 Written versus oral communication 
Navigating social media and networking 
Reading: Meyer Chapters 12 and 13 
Workshop: presenting on your term project 
Term project due 
 

Class 8 Course review 
Conveying negative news 
Reading: Meyer Chapter 7 
Workshop: Reviewing corporate apologies 

 
 


