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PRONTUARIO
TITLE : SEMINAR ON WRITING TECHNIQUES
AND BUSINESS DOCUMENTS
ANALYSIS
CODE : | INCO 3010
HOURS/CREDITS : | 45 hours / 3 credits
PREREQUISITES:
Ninguno / none
COURSE DESCRIPTION:

Face-to-

SEMINAR DESIGNED TO PROVIDE STUDENTS WITH THE NECESSARY TOOLS TO IMPROVE
THEIR LISTENING, SPEAKING AND WRITING COMMUNICATION SKILLS THROUGH THE READING.

face, online and hybrid course.
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Throughout the seminar, student will able to:

review the essentials of grammar, mechanics, and usage by writing business documents.
apply the essentials of grammar, mechanics, and usage by translating business documents.
discuss the main elements of literature within business related texts.

critically analyze assigned texts to develop awareness of topics such as: ethics, social
responsibility, and diversity.

integrate communication technology using the Internet as a communication tool.
integrate communication technology using the Internet for writing.

integrate communication technology using the Internet for research.

improve their pronunciation by developing and participating in oral business presentations.
improve their enunciation by developing and participating in oral business presentations.
improve their presentation skills by developing and participating in oral business presentations.

CONTENT OUTLINE & TIME DISTRIBUTION:

Topics Time Distribution
Face to face Hybrid Online
General introduction to course 3 hours 3 hours 3 hours
(face to face)
Review the essential linguistic processes 3 hours 3 hours 3 hours
e Listening (face to face)
e Speaking




e Reading
o Writing

33.75 online = 75%)

Use different business communication 3 hours 3 hours 3 hours
formats in the process of generating (face to face)

business communication issues.

Relate content to the process of language 7 hours 2.25 hours 7 hours
in use (face to face and

4.75 hours online)

Discuss elements of business-related 6 hours 6 hours 6 hours
issues such as: Ethics, Cultural, (online)

Entrepreneurship, Legal aspect,

Communication, Social responsibility

Demonstrate knowledge in the decision 6 hours 6 hours 6 hours
making process of business (online)

communication issues.

Critically discuss and write about business 6 hours 6 hours 6 hours
issues: Inferences, Inductive reasoning, (online)

Deductive reasoning

Integrate elements of oral presentation 6 hours 6 hours 6 hours
and written business documents within a (online)

simulated business context.

Integrate acquired knowledge from 5 hours 5 hours 5 hours
courses and experiences to the (online)

development of business communication

issues.

Total Contact Hours 45 hours 45 hours 45 hours

(11.25 face to face =25%
&

INSTRUCTIONAL TECHNIQUES:

oral production skills.

Students will be assigned business readings for analysis and discussion. They will be expected to
integrate communication technology when preparing documents and using online resources.
Translation of business documents will be one of the methods used to review grammar, mechanics, and
usage. A variety of classroom activities and presentations will be carried out to improve listening and




The course will use some of the following instructional techniques:

FACE TO FACE HYBRID ONLINE
e lectures e Online instructional modules e Interactive instructional
e  Readings o Online readings: Academic Journal modules
e Group projects e Instructional Videos e Online readings: Academic
e Individual Assignments e Group projects Journal
e Measurement activities ¢ Individual Assignments e Instructional Videos
e Hands on activities e Measurement activities e Group projects
e Oral Presentations e Hands on activities e Individual Assignments
e Oral Presentations e Measurement activities
e Synchronic and asynchronic * Hands on activities
videoconferences e Oral Presentations
e Synchronic and
asynchronic
videoconferences
Textbook:

Alfred. G, J., Brusaw, C. T. & Oliu, W.E. (2008). The business writer’s companion. (5" ed).
Boston, MA: Bedford/St. Martin’s.

Kaplan, S. M. (2006). Webster’s new world English-Spanish/Spanish-English business
dictionary. [ISBN 04717199439780471719946]. Indianapolis, IN: Wiley.

Readings: Selected and assigned each semester according to relevance of topics.

COURSE RESOURCES AVAILABLE OR/AND REQUIRED:

The Business English Department’s resources to support this seminar are: instructional materials
prepared by the professors, audiovisual equipment—IN Focus projectors, TV set, DVD player, laptop
computers and a course textbook. Students may also use the Department’s Language Laboratory and
Multimedia Resource Center to receive writing and research assistance. Available software: MS Office,
MS Teams, MS Azure, Moodle, Google Classroom, Google Apps for Education.

camera and data plan

Resources/Equipment Face to face Hybrid Online
Institutional Learning Management System (e.g. | Institution Institution Institution
Moodle, MS Teams, Google Meet)

Organizational email (upr.edu) Institution Institution Institution
Computer, Tablet or Smartphone with high- Student Student Student
speed access to the internet or data plan.

Software (MS Office, Google Suite) Student Student Student
Speakers NA Student Student
Webcam and Microphone or Smartphone with | NA Student Student




EVALUATION TECHNIQUES:

Students’ final grade will consist of the amount of points accumulated in the different activities during
the semester. If necessary different evaluation process will be used for students with special needs. We
are prepared to provide reasonable accommodations for evaluation (those that do not substantially
alter the nature of the course or cause undue burden on the professor) to students with disabilities
while maintaining the academic standards that are fundamental to the quality of our courses.

Face to face Hybrid Online
HOMEWOrK....ooceureerriiiiiiiiiines 10% | HOMework .....ccevereneererneenee 10%  [HOMEWOrK .....ocovevreveereieieierieinan 10%
EXamS... e 30% | EXaMS....coiveiviininieniinne 20% EXamS.. i 20%
POrtfolio ....cccovevevreeieerereenne 10% | Portfolio....c.ccceoevereenerieriennes 10% Portfolio.......ccevveenreirenine, 10%
Oral Presentations. ........c.c.eeuueee 20% | Oral Presentations. ......c.ccccnen. 20% Oral Presentations. ........coeceuen. 20%
CaSeS... ot 10% | CaSES....ccerrerrererrerrireirersereieisenenne 10% CaSeS... v 10%
Research Group Projects  20% Research Group Projects .......20% Research Group Projects .......20%
synchronic meetings ....10% synchronic meetings ....10%
Total... oo 100% TOA oo 100% Total... cocvviriiiiriniicicenne 100%

REASONABLE ACCOMODATION ADA LAW:

La Universidad de Puerto Rico (UPR) reconoce el derecho que tienen los estudiantes con
impedimentos a una educacion post secundaria inclusiva, equitativa y comparable. Conforme a
su politica hacia los estudiantes con impedimentos, fundamentada en la legislacion federal |
estatal, todo estudiante cualificado con impedimentos, tiene derecho a la igual participacion de
aqguellos servicios, programas y actividades que estan disponibles de naturaleza fisica, mental o
sensorial y que por ello se ha afectado, sustancialmente, una o méas actividades principales de
la vida como lo es su area de estudios post secundarios, tiene derecho a recibir acomodos o
modificaciones razonables. De usted requerir acomodo o modificacién razonable en este curso,
debe notificarlo al profesor sobre el mismo, sin necesidad de divulgar su condicién o diagndstico.
De manera simultanea, debe solicitar a la Oficina de Servicios a Estudiantes con Impedimentos|
(OSEI) de la unidad o Recinto, en forma expedita, su necesidad de modificacion o acomodo
razonable.

ACADEMIC INTEGRITY




La Universidad de Puerto Rico promueve los mas altos estandares de integridad académica y
cientifica. El Articulo 6.2 del Reglamento General de Estudiantes de la UPR (Certificacion Num.
13, 2009-2010, de la Junta de Sindicos) establece que “la deshonestidad académica incluye,
pero no se limita a: acciones fraudulentas, la obtencion de notas o grados académicos
valiéndose de falsas o fraudulentas simulaciones, copiar total o parcialmente la labor
académica de otra persona, plagiar total o parcialmente el trabajo de otra persona, copiar total
0 parcialmente las respuestas de otra persona a las preguntas de un examen, haciendo o
consiguiendo que otro tome en su nombre cualquier prueba o examen oral o escrito, asi como
la ayuda o facilitacion para que otra persona incurra en la referida conducta”. Cualquiera de
estas acciones estard sujeta a sanciones disciplinarias en conformidad con el procedimiento
disciplinario establecido en el Reglamento General de Estudiantes de la UPR vigente.

Para velar por laintegridad y seguridad de los datos de los usuarios, todo curso hibrido,
a distanciay en linea deber& ofrecerse mediante la plataforma institucional de gestién de
aprendizaje, la cual utiliza protocolos seguros de conexién y autenticacion. El sistema
autentica la identidad del usuario utilizando el nombre de usuario y contrasefia
asignados en su cuenta institucional. El usuario es responsable de mantener segura,
proteger, y no compartir su contrasefia con otras personas.

POLITICA Y PROCEDIMIENTO PARA EL MANEJO DE SITUACIONES DE DISCRIMEN POR SEXO O
GENERO EN LA UNIVERSIDAD DE PUERTO RICO

La Universidad de Puerto Rico (Universidad), como institucion educativa y centro laboral,
tiene como norte proteger los derechos y ofrecer un ambiente seguro a todas las personas
que interactuan con la institucién, ya sean estudiantes, empleados, contratistas y/o
visitantes (en adelante “personas concernidas”). En atencion a ello, se promulga la
presente Politica por virtud de la Certificacién 107, JG 2021-2022, con el fin de promover
un ambiente de respeto a la diversidad y los derechos de los integrantes de la comunidad
universitaria. Se establece el protocolo, para el manejo de situaciones relacionadas con
las siguientes conductas prohibidas: discrimen por razén de sexo, género, o embarazo,
hostigamiento sexual, violencia sexual, violencia doméstica, violencia en citay acecho,
(en adelante, «las conductas prohibidas»), en el ambiente de trabajo y estudio.

PLAN DE CONTIGENCIA EN CASO DE UNA EMERGENCIA

En caso de surgir una emergencia o interrupcion de clases, el profesor continuara ofreciendo el curso
utilizando la modalidad a distancia o en linea, segun establecidas en este prontuario oficial. De
acuerdo con la informacion oficial y las directrices institucionales, el profesor realizara esfuerzos
para comunicarse con los estudiantes via correo electrénico institucional u otros medios alternos
disponibles para coordinar la continuidad del ofrecimiento.
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Las personas matriculadas en esta clase tienen el derecho a la inclusion, la equidad y a
que se les llame por el nombre de su preferencia, independientemente de su género.
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