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Course Description and Objectives 
 

This course aims to introduce you to the basic grammatical and stylistic principles of good, clear, written 

English within a specific context. That context is professional writing. You will be introduced as well to 

basic theories and concepts in professional writing, given opportunities to develop skills applicable to 

writing in a professional context, and encouraged to read about and apply findings from research in 

professional writing. Generally, the course aims to help you develop “the ability to communicate 

information, arguments, and analyses accurately and reliably, orally and in writing, to a range of 

audiences” (Ontario Council of Academic Vice Presidents’ statement on “University Undergraduate 

Degree Level Expectations,” December, 2005). More specifically, upon successful completion of this 

course, you will have demonstrated the ability to 

 

1.   identify and define rhetorical contexts for professional communication; 

2.   identify, define, and understand the purpose for writing within those rhetorical contexts; 

3.   understand the relationship between context, purpose, and audience and how that relationship should 

shape a message; 

4.   use that understanding to develop a persuasive argument; 

5.   generate ideas for a variety of communicative purposes, such as communicating a negative message 

with positive emphasis; 

6.   understand basic principles of cross-cultural communication and their significance; 

7.   understand basic principles of document design and apply them;  

8.   write cohesive and coherent prose using the grammar and conventions of Standard Written English; 

9.   identify and correct errors in composition, grammar, and mechanics; and 

10. incorporate feedback into revisions. 

 

Required Texts 
  

Rentz, Kathryn, Paula Lentz, and Marco Campagna. Business Communication: A 

Problem-Solving Approach. First Canadian edition. Toronto: McGraw-Hill, 2021. 

 

Messenger, de Bruyn, et al.  The Canadian Writer’s Handbook:  Second Essentials 

Edition. Toronto: Oxford University Press, 2017. 

  



Final Course Grades 
 
Y



 Support your opinion with sufficient reasons or evidence. 

 Display good grammar and organization. 

  

Postings should not 

  

 ♦   Contain disrespectful, insulting, or offensive language. 

 ♦   Be excessively long (more than one screen length) or excessively short. 

 ♦   Be unrelated to the forum topic. 

 ♦   



 

Note: a class meeting missed in order to write a test, exam, or other form of ‘make-up class’ in 

another course will count as non-attendance, and will attract penalties as defined above if 

applicable. Instructors at the University of Western Ontario shall not require a student to write a 

make-up test or similar at times which conflict with that student’s other scheduled class times.  If 

you are asked or ‘required’ to do this, you should immediately contact an academic counsellor in 

your Dean’s office.  If you elect to miss a class in order to write such a test, that is your choice; 

your absence will not be excused. 

 

Western University COVID-Related Ground Rules 
Masking Guidelines: 
 
Students w



¶ Students not wearing masks will be asked to leave the classroom. Students with 
accommodations approved by Accessible Education must make arrangements with the instructor 
before coming to class, lab, practicum or clinical site. 

¶ Eating and drinking is prohibited in the classroom to facilitate proper mask wearing. Individuals 
found to have attended class without appropriate vaccination, or who are found to have engaged 
in fraud related to the vaccination policy, will face academic sanctions up to and including 
expulsion. 

¶ Students who are not fully vaccinated by October 12th and who are not granted an exemption 
under the policy will be issued a trespass order. Enforcement of this trespass order will be carried 
out by campus police, and will be accompanied by academic sanctions, including expulsion. 

¶ Please be respectful of your classmates and your instructors at all times, as we navigate re-
entry. 
 


