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- ABSTRAC"J’: o

Studles show an 1ncrease in the collaboratlve wrltlng
'idone 1n bus1ness and 1ndustry 'For'example,'ln a 1981
survey of workplace wr1ters, Lester Falgley reports that

u;”less than 30 percent of the 1nd1v1duals surveyed stated they

have never collaborated (Anderson 50) “And, in a study done»a

"f1ve years later,»Ede and Lunsford found that "87 percent of
) 520~profeSSlonals wrote collaboratlvely at least ‘some of

the tlme“ (Forman~236) Other surveys,l“of thosealnrthe

g profess1ons reveal that between 75 and 87 percent of

respondents sometlmes collaborate" ‘in on the jOb wrltlng
Yet research also shows "a real dlchotomy between the way
wrltlng is taught and the way 1t 1s practlced" in real llfe
s1tuatlons (Dale 21) 'If one of the goals of teachlng
wrltlng in the unlver81ty is to meet the needs of demandlng‘
jOb markets, un1vers1t1es w1ll need to explore more fully
.collaboratlve wr1t1ng in the unlver51ty Thus, my study
~yworks to answer th1s questlon How can collaboratlve wrltlng
v-more effectlvely be taught to meet the needs of the students
‘ ”seeklng jObS in bus1ness and 1ndustry7 I offer a model for 7d
a collaboratlve bus1ness focused wrltlng class as one answerf-’
.to thlS questlon | | ” o
Chapter one deflnes and then dlscusses.collaboratlve

”vwrltlng as it 1s practlced in- bu81ness ‘and 1ndustry by

iii



focu31ng on the wrltlng done at two corporatlons (1)-Exxongy““

‘Corporatlon, as descrlbed by James Paradls, Dav1d Dobr1n,
B and Rlchard Mlller, and (2) General Electrlc Capltal
Mortgage Corporatlon, San Bernardlno, Callfornla, from my
'flrst hand partlclpatlon as an employee | -
Chapter two examlnes theorles of collaboratlvevwrltlng[dx
'lus1ng the works of Anne Ruggles Gere,,Kenneth A. Bruffee,_"c
'James E Porter, and others, to . 1llustrate the numerous and
’confllctlng 1deas about how collaboratlve wrltlng should be

aught. as well as 1mp11catlons for preparlng students to |
‘wrlte on the jOb | | ) | T

Chapter three, then, proposes a wrltlng class that
models 1ts teachlng of collaboratlve wrltlng on that done by

. ﬁbu81ness wr1ters The model comblnes some of the practlces:*

-_exempllfled in chapter one w1th the theorles dlscussed in.

.chapter two and shows how theorles and practlces can work
.together to better prepare students to collaborate on the
'?job}. ThlS model's purpose is. not to propose an all—i'
’;ﬁlnclu51ve model but to 1llustrate ways the collaboratlve'”
j‘fwrltlng taught 1n un1vers1ty classrooms may converge”
'Vconstructlvely w1th the collaboratlve wrltlng students w1ll}
fproduce as they move 1nto the world of bus1ness and |

- 1ndustry
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CHAPTER ONE
Introduction

What is the'purposehof‘a college‘education? StatistiCS
show that between 1998 and 2007 "college enrollment is-
) prOJected to increase at an. average annual rate of 1.3
percent" (Natlonal Center for Education Statlstics 1). This
means that college enrollment is- expected to increase "to
l15.6 million,byvthe‘year»2007" (2).’ But why are all these.
c“people‘going'tOjcollege?v Is»it, as some claim, to‘learn a
list of“ "terms and information" that will make them
[culturally 11terate (Elbow 17)7 Or‘are people flocking to
college so that they can gain "the abillty to interpret
'question, ‘and evaluate information" in ordervto become
better 01tizens and members of a democracy (32)7 Or; do -
people attend college to learn "to think both logically and
~creat1vely and‘ to-work cooperatively in,groups,' for
vexample, ‘to acquire skills that are "highly valued in
: bus1ness and 1ndustry at the present time" (37)9

Whatever our beliefs about the purpose of a college
education,‘or our speculations about the 1ntentions of the"
15 6 million future college~graduates, the fact 1s-that-most
.‘students graduating from colleges and univer51ties will be

» fheading to'workvin diverse_fields. Entering the workforce



fstudents will be more”likely-to succeed if they can.actively
effectively partiCipate in diverse and in competition ‘with
more experienced workers, today s and ever -changing buSiness
~env1ronments Therefore, argue many buSiness people and
veducators, one way colleges and univers1ties can contribute
to the success. of their graduates is to teach them these
‘valuable,thinking‘and communicationgskillsiand,.very

specifically, to teach them how to write collaboratively.
Business Writing

Studies'showanfincreasein:the collaborative writing
dOne'in business,and industry. For example, in arl981c
survey of workplace writers, Lester Faigley reported that
Wless than 30 percent of the indiViduals surveyed stated they'
never collaborated (Anderson 50) . tAnd in a study done five’
'years later, Ede and Lunsford found that "87 percent of 520
profeSSionals . wrote collaboratively at;least some of the
time" (Forman 236) . Yet research also shows us’ that
v}currently, "there lS a real dichotomy between the way .
writing is taught and the way it is practiced“ in real life

fsituations (Dale 21) As a teacher of: future bus1ness

‘jrwriters, ‘I am interested in helping students bridge the gap

between the university ‘and the‘workplace.‘



Because bus1ness wrltlng and lower lelslon college

twrltlng are currently qulte dlfferent undertaklngs, success:lff‘-

»lln one does not necessarlly mean success 1n the other Th1s j‘

ﬂpfgap leaves students at a dlStlnCt dlsadvantage when they

'uﬁp,enter the workforce B However, the research c1ted above f;gf”‘

‘?}hsuggests that collaboratlve wrltlng may be the s1te where;z L

sﬂthe gap between school wrltlng and workplace wrltlng can beji\V'f'

-‘dbrldged | Therefore,_thls study w1ll try to determlne how.g'bkfdf

i}collaboratlve wr1t1ng can- be used more effectlvely to meet R

7lﬁfthe needs of students seeklng jobs in: bu81ness andd;ﬁjf”h‘?;,““”

‘ifand thus create that 1mportant brldge

Before I begln, I need to prov1de deflnltlons for such;;ﬁ

k-"terms as "bus1ness wrltlng" and "collaboratlve wrltlng

‘;For the purpose of thlS study,,"bus1ness wrltlng" w1ll be

,:;ffdeflned as any on- the jOb wrltlng acth1ty ranglng from"““'

“‘*memos and letters to formal reportS, press,rjleasesl-f

"“~?f¢comp081tlon,\the term "collaboratlve wrltlng"'can have any

”fproposals, and presentatlons

*"bus1ness

'h*profess1ona1s on the jOb for jobﬂrelated purposes

Deflnlng "collaboratlve wrll,pgi_-sfmuch more

hgcompllcated ;‘In the bus1ness world ‘as. 1n;the f1eld of'

ffone of a number of" deflnltlons In fact most studles on

';jcollaboratlve wrltlng use the word "collaboratlon" as 1f

*everyone knows what 1t means But there are many dlfferent




:‘Ioftenfconflicting;bideas and aSSumptions about theftermpthat'75
73make 1t not so eas1ly understood , Based on both the

research I have done and on my own experlence w1th

'3collaborat1ve wr1t1ng, I w1ll narrow the broader deflnltlongffg”

";of "collaboratlve wrltlng" to wrltlng done by a group of
o two or more wrlters produc1ng a 51ngle text ’ ThlS group offltt
‘j7wr1ters may or may not have generated the 1dea themselves,

p,yet they are’ plannlng, draftlng, wr1t1ng, and rev151ng

‘»together to create a 81ngle document , Further, I w1ll llmltfv"‘

fmy study to wrlters worklng face to face 1 The wrlters canyiﬂfl7,~'

fsee each other and 1nteract w1th one another at the tlme oflh
lftext PrOduCtlon. I offer a‘narrower deflnltlon of i g
_,"collaboratlve wrltlng" because it best descrlbes thefﬁtl
chwrltlng I have seen’ done on the ]Ob and 1t best flts theglﬁt

Vmodel that I am propos1ng k o

The collaboratlve group may or may not have generated

bf,the 1dea about wh1ch they wrlte 7 As is common in’ the‘<7?

or wrltten work as the 1deas for

adybu81ness world the 1deas'
ﬁ?other jobs,,often come from‘ﬁ'hlgher managerlal authorlty
dlAnne Ruggles Gere s descrlptlons of non autonomous,_seml—

autonomous,.and autonomous groups may be helpful here to gf‘

’°ffurther descrlbe the type of group to Wthh I refer

hfrgAutonomous groups are self formed and self dlrected they_fh‘ff

;are groups of hlghly skllled wrlters and are usually not "qt

:{'ffound 1n classrooms or workplaces One example of an




autonomous writing grOupimight be a 1iterary society whose
members collaborate to improve their writing,vto receive
feedback on their work, and to produce polished pieces for
publication. Semi—autonomousvand non-autonomous groups ére
the types usuélly found in the classroom and the workplacé
(Gere iOO—lOl). A non-autonomous group has no control over
what‘ér how'they write. They are directedrby othérs in
every facet of‘the writing process.

Semi—autonbmous groups are most simiiar to the type
found both in the’collaborative-classroom and in the
workplace, In the classroom, the teacher retains authority
to give assignments and grade; in the workplace, the
supervisor or manager retains authority over such aspects of
writing as generating ideas, editing, and final approval of
publishing or distributing. However, semi-autonomous groups
have more control over their writing process than do members
of non-autonomous groups. Semi—aﬁtohomous groups have the
freedom to delegate responsibilities as the members see fit
and to choose the words they use aﬁd how to use them. For
example; a semi—autonomoﬁs group in the workplace may
receive a project from a supervisor who asks the group to
write a memo to all employees detailing a new policy. It is
then up to the group to decide how to delegate such tasks as
researching the new policy, chairing each meeting, recording

the activities in the form of meeting minutes, writing



draf‘{:'é . and eaitiﬁg‘.," It is also .u'p" to 'tﬁé*’é'roﬁplEb.yldéc.i‘aé
"f-whlch pleces of " 1nformatlon about the new pollcy belong 1n
.the-memo,.how that 1nformatlon should be organlzed w1th1n -
' the memo,‘what tone 1s most approprlate,-and what layout..:
flooks most attractlve Thus, when I speak of collaboratlve
wrltlng groups both on the jOb and in the classroom,vlt 1s
f’these seml autonomous groups to Wthh I refer
I have chosen two corporatlons——Exxon ITD and General
'ldElectrlc Capltal Mortgage Corporatlon, Incorporated(GECMSI)—‘
-J—for thlS study Yet I am aware that I cannot generallze‘»' .
,these_two corporatlons,to corporatlons everywheref.
'Differing‘corporatefcultures‘make that impossible. . Nor can
I say‘that'the collaboratlve writing‘donevathxxonvITD'and
at GEEMSI is the»Only collaborative writlng thatsis done;
for I'have‘purposely excluded other corporations,
icorrespondence between corporations;-andfelectronic-mail
'However, I belleve I can say that the collaboratlve wrltlng“
descrlbed here prov1des good examples of‘the range of
“:dlverse tasks students w1ll,be d01ng when they begln working l
‘in-their'chosen'fields ,‘Additionally,,as eXamples, both
& lcorporatlons allow me to hlghllght the dlverse cultures and
'}wrltlng tasks faced by students enterlng the workforce |
‘And as examples, both corporatlons allow me to talk about
, collaboratlon w1th an. eye toward transferrlng of SklllS from

one sett;ng to another.' Wlth this in mlnd, I'w1ll examlne,



two corpérations I have chosen for this very preliminary

study of collaborative business writing.

fCollabdtative Writing:at General Electric and Exxon:

An Overview

The two corporations I will be examining forvthis
'poftipn of my study aré Geheral Electric Capital Mortgage
Sérvices, Incorporated, and Exxon ITD. GECMSI, located in
usén’Bernardino, Célifornia,‘is GE's only mortgage servicing
branch on the West Coast. During the mid419908,>my term of
employment, this branch employed approximately 450 peoplé
»and.housed the followihg departments::a customer service
department that fielded most calls from mortgagors regarding
their home loans; an investor reporting‘departmént, which
handled reporting to Fannie Mae, Freddie Maé, HUD, and
varioﬁs minor investors}'tax and insuranée départments; and
a foreclosﬁre department that was responsible for the
serviding of loans from their first day of delingquency
through the time thé homes were either sold back to the
investor or sold on the opén‘ﬁarket.

| The information on Exxon ITD is drawn from a study
condﬁcted by James Paradis and David Dobrin, who spent a
weék "obéerving the writing activities of 33 engineers and

scientists" employed by the Intermediates Technology



Division (ITD) of Exxon Chemicals Company in Baton Rouge,
Louisiana (Paradis et ai. 282) . The Intermediates
Technology Division ié a‘research>and development diviéion
résponsible for "conducting process and product research for
the larger organization" (282). The members of the ITD
pafticipated in such tasks as developing new products;
:"provid[ing] marketing support er technical products"; and
creating such documents as progress reports, patent
applications, and operationsimanuals (282, 291) .

Paradis and Dobrin focﬁs.their study dn the activities
of "writing and editing one's own documents" and "editing
and reviewing the...documents of others," as completed by
employees in the three organizational levels of the company:
staff (junior and senior enginéers and scientists),
supervisors, and managers. |

Both GECMSI and Exxon ITD are similar in that both have
a similar corporate structure. This structure places those
who do the most daily writing of crucial documents at the
bottom of the corporate hierarchy and those who do the least
daily writing of crucial documents at the top. Both
corPoratiOns are also diverse with regards to race, age, and
gender. The collaborative groups at both corporations, as I
will discuss iﬁ more detail shortly, are both semi—
autonomous and are made up of individuals who, while they do

a good deal of individual writing as part of their‘jobs,‘



also collaborate quite often while writing documents at

work.
Collaborative Writing: My Personal Experience

My introduction to business writing began as a crash
course. I entered‘the business world in 1993 at the.height
of the refinance boom in the'mortgage industry.  From the |
beginning, I was required to write onvthe job. At first, I
wrote only memos to my supervisor or'notes to go in files.
However, as I began to move up within the company, I began
to write more often. Sometimes, I spent‘a day or e#en,two
days of my’WOrk week documenting case notes in the computer
vand‘writing letters to mortgagors or, later, to HUD field
~offices and outside contractors. I also did.committee work
that invo1Ved significant_amounts of'writing; ‘It'was here;
at GECMSI, where I participated in the kind of collaborative
writing I have defined here | |

IOne'speoific example of-a o011aborative writing session
:in which I»participated was with a,committee,that'was
responsible'for setting up anpemployee rewards‘and.
.reCognition programvfor our worksite. The committee members
came from several departments, and we all had different
ideas'about the program and what‘wevwanted it to accompiiSh.

We were assigned by the vice president of‘our‘department——



the foreclosure department-—to wrlte an artlcle for the
company newsletter 1ntroduc1ng the new program to our site
and the other SlteS around the world. We also were assigned
to write instructions to the department managers who wished
to nominate employees for the program. The article was to
be one-half of a letter-sized page, approximately two t¢,
three paragraphs, so that there would be‘roomvfor both the
description of the new program and the'graphicstwe wanted to
include. | | |

»The collaborative writing session began with seven of
us seated around the conference table in the boardroom. The:
room was well 1lit and the table large enough to accommodate h
us and our materials. Our first task was to elect one
person to the job of secretary; she was the_one who
transcribed what we discussed and later typed up our final
draft and presented it to the vice pre81dent Ueing notes
‘from prev1ous meetings and suggestlons from the vice
pre81dent, we began the session by bralnstormlng. The
entire process lasted one hour duringfwhich we wrote,
sometimes on paper and sometimes on the board'at‘the front
of the room. We also spent‘a good deal of.time discnssing
the article and whatfme wanted it to accomplish.  There was
a lot of debate over the exact purpose of the article and we
frequently stopped writing to ask ourselvee questions and |

clarify our purpose. We negotiated word choice, sentence

10



arrangement, and font size. We read the article often, both
aloud and silently, fearranging sentences and paragraphs
numerous tiﬁes, and finally we produced a finished product.

While writing this short article, each‘one of us
attempted to make our ideas heard and respeCted ehough to be
put dawn on paper. There was much verbal debate going on
between us as portions pf the text were beihg written down,
other portions being edited, and étill others invented. For
~me, the process was excitihg. I enjoyed hearing what others
had to say and how they-chése to say it. I found the
constant talking to be not a hindrance but a help. And,
upon reflection, I‘was rather surprised at how fluid the
whole process was: it wasithe epitome of all I had been
taught about writing process and the circular nature of text
production.

The way the seven of us conducted»our collaborative
writing session was a reflection of text production
throughout the company on‘the lower staff level. I spécify
lower staff level as Band 1 through 3 employees--including
all clerks, collectors, foreclosure represéntatives;
administrative assiStants, and floor supervisors--for I was
not privy to the writing done by uppef management . Like
everyone in my department; I passed my written documents to
others for’reView; and they oftén passed theirs to me. My

supervisor often had us read over her letters and memos, and

11



: I collaborated frequently w1th others-outslde my 1mmed1atef;fff"
,department on many dlfferent types of wrltten texts B

Although I had no spe01al tralnlng in wr1t1ng
i{collaboratlvely, th1s collaboratlve wr1t1ng sess1on was’*:fﬁ‘&

"~successful Looklng back on thlS experlence,,two thlngs

”3stand out "Flrst the seml autonomous nature of our groupﬂfﬂg~'

‘:r~1s now ev1dent to me. B We were glven a task by a member ofsff' o

gupper management and were told to show hlm our flnlshed

‘:.;product There was 11tt1e 1nvolvement 1n the wr1t1ng

;%process from anyone out81de our collaboratlve group, almost
tthe entlre process took place behlnd closed doors 5Aﬁd”119
“"_second the negotlatlon of everythlng from concepts and

vpurpose to commas and capltal letters occurred _fj

-s1multaneously ThlS process stands 1n strlklng contrast to’f.ut

[xthe way wr1t1ng teachers and textbooks often teach wr1t1ng——.~ff

-u_bralnstorm, prewrlte, wrlte, rev1se-—as 1f these tasks

k“happen in thlS order and only in thlS order I belleve thatg

'fi”the freedom our group had to make most dec131ons about the

f,text plus the actlve negotlatlon about those dec1s1ons,

rfTvcomblned to make our group E collaboratlon a success




Collaboratlve ertlng at General Electrlc and Exxon

E Rev181ted

Writing and‘writingérelatedlactiyitiéglétlEXXOn‘Ifﬁx
?‘were both dlverse and time consumlng ;Stafflmembers wrote
. such varylng documents as prOJect proposals, progress.lu‘ ‘
yreports, and research reports—-the klnds of core documents
f‘rated by employees as very 1mportant to the overall f_“
'7t,funct10n1ng and product1v1ty of the company (Paradls et .alfju
'291) Superv1sors wrote the ‘same klnds of core documents as
“lower level staff members,‘but they also "wrote |
‘ admlnlstratlve memoranda" and partlclpated heav1ly 1n thef"
iidocument cycllng process, Wthh I w1ll descrlbe in more mf
"detall later Managers spent far less t1me engaged in
'preparlng core - documents and 1nstead spent most of thelr o
time wr1t1ng admlnlstratlve memoranda,d"reportlng to upperf
' management in ITD process toward Exxon R & D objectlves,‘
‘and generally ﬁover[seelng] the productlon of documents 1nv
'the broadest terms" (285 286) ' In other words, staff
iﬁmembers wrote most of the core documents necessary for theif‘
'day to day functlonlng of the company, superv1sors d1v1dedt“f:
nthelr tlme between wr1t1ng core documents and superv1s1ng
;rthe work of the staff members, and managers, qulte farx.
,‘removed from the day to- day wr1t1ng belng done, oversaw 511;"

of the var;ous projects_and vlewed only flnlshed products;

13



At Exxon‘ITD wr1t1ng and wrltlng related act1v1t1es -1.“
vtook up a great deal of the ITD employees' tlme | |
,ESuperv1sors,vwho had by far the toughest and most dlverse
”tasks,.spent up to f1fty percent of thelr total jOb tlme

Vengaged 1n some form of wrltlng or edltlng act1v1ty (284)

o And staff members spent s1xty six percent of thelr total

'l;wrltlng related jOb t1me wr1t1ng the core documents detalled‘

,above (wrltlng here does not 1nclude edltlng) (Paradls et
5 al 285) | |
Staff members' wr1t1ng act1v1t1es were. usually

'fffcompleted 1nd1v1dually, for the staff members at Exxon f.*'

"fbpreferred not to. collaborate f Yet "[e]ach person at ITD -

'loperated in ass001atlon w1th a small network of people, la*‘

‘;collaboratlve group, who contrlbuted to the wrltten work of 3”"'

:;the 1nd1v1dual in varlous ways, 1nclud1ng promotlng,the
Vflnd1v1dual s 1deas and prOJects and prov1d1ng leads for_ -
J}current prOJects Desplte the fact that staff members
‘iifpreferred to draft alone, they d1d collaborate ‘ The mostfb
‘jcommon form of collaboratlon was what Paradls and Dobrln

'°TCall,documentncyc11ng ThlS process proceeded as. follows
A document was ass1gned to an employee Usually,_butf

”f not always, ‘the superv1sor was the 1n1t1ator of- thlS

bifprocess. At Varlous stages of wr1t1ng, staff would

" 1w4f_



pass the document on to a supervisor, who reviewed the

document and then called for certain revisions (294).

.This cycle of writing and revision could be repeated as many
as six times. Yet with each revision, the document's scope
was refined, the lénguagé Was made more clear and
technically correct, and the organization became more
focused (294). The document came to represent thé goals and
language of Exxon ITD rather than the goals and,language of
any one individual.‘ Such documents could not be produced
alone; junior staff members recognized this and, despite the
tensions the cycling proceés often produced, Came to
appreciate the process. |

The writing of a technical document in the manner
described above was frustrating to many of the staff
members. Paradis and Dobrin report that during "a group
lunch session...with younger staff, seVeral thought the
[documerit cyclihg] procéss arbitrary...painful...and even -
myStifying" (294). These writers seemed to feel this way
about the collaboration process because the‘kind of writing
they were being asked to perform at Exxon ITD was quite
different from the writing_they had done in school. In
' fact, Paradis and Dobrin report that there_was a three- to
fouf—Year socialization,time during whichbnew hires had ﬁo

become socialized into Exxon's work environment and to learn
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how to Write within Exxon's corporate“culture._ This pfoCeSs.
was often aveink or swim initiation with frightening
consequences; As one staff scientist said, "New people tend
to get pegged in their first two Years in ﬁhe basis of their
doeuments for the management‘treck or for horizontal
movement" (Paradis et al. 297~298)r_v

Paradis and Dobfin claim that the problems experienced
‘by the younger staff members stem from the fact that
uniVersity‘writingeciasses, with'acfivities such as peer
‘editingeand revision,vlead_students»te believe that the
"quality of writing effort counﬁs" (302). In anvindustrialv
researcﬁland‘deVelopment erganization, however, "results‘and
how they proﬁote esteblished geals" count regardless of
proof oﬁ effort (301),f‘And withlopportunities forupromotion
~ riding on one's documents, it is no wonder thet juhier staff
members were frustrated by»collaborating} ,They c0u1d~no£
see how collaborating could improve'theif‘individual or
group writing. |

While‘I did not experienee frustfation with the
"coilaboretion proeess during my time'at GECMSI, I, like
Exxon's junior staff membere, was not prepared by my college
writing classes‘to Write}on the»job.’iIn fact, the two o
activities seemed.like‘juet that: two separate activities
with no relation to each other whatsoever. The thought

never crossed my mind, while writing at work, that I could
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ﬁhave or should have learned bus1ness wrltlng at school

Conversely, work d1d not seem to be one of the goals of

. g01ng to school However, I belleve that I was nalve, that'ﬁf“

h"my professors dld not make the college workplace

”Vlntersectlon exp11c1t and that along w1th an 1ncreas1ng

) number of college students,.enterlng the workforce prepared}fhffk

..ﬂls one of the goals of g01ng to college In chapter tWo,g;vgg_u

fftherefore, I w1ll explore the theorles that 11e behlnd what”f;lﬁl__v

'.;kteachers today are d01ng to prepare students for thelr rolesfjf’

Mfln the bu81ness world
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CHAPTER TWO

Process Theory: A Revolution in Writing

The history of the process movement is important to the
rise in interest in coliaborative’writing.vPrior to the
1960s, nniversity English clesses looked quiteddifferent
from those we know today. Then, the elite--upper and upper-
middle class white men-—enjoYed higher education in far
greater numbers than any‘other group - Women, minorities, and
lower cless men were much less weli represented invcollege
classrooms. The studies in.which these largeiy eiite
students engaged were alsouﬁuch different than.those today.
Grammar exercises and rhetorical modes were the focus of
1nstructlon, and wrltlng was usually done out81de the
ciassroom Instructors saw only the finished written
product and did not concern themselves w1th how the product
. came into’existence. However,,w1de8pread discontent with
the status quo came to a head in the \GOsr leading to a rise
of such movements as‘the feminist and civil rights movements
»hthat dramatically affected all facets of society.

" With the passage of the Civil Rights Acts of 1964 and
1968,;and as the Vietnam War_was drawing to a close,
colleges and uniVersities began to mirror the‘discontent.

‘that had‘so characterized thersixties‘(ﬂcivil Rights Acts"

18



:alfSXL "Toward the end of the s1xt1es and lar961Y.ln response'f

-to the protests of that decade, many four year colleges ‘f>
:flbegan admlttlng students who were not by tradltlonal »
,istandards ready for college"'(Shaughnessy 1) ‘-Schools

f‘durlng th1s perlod were flooded w1th students for whom the

f"‘fstatus quo was not worklng And nowhere was th1s more

’fﬁObVlous than 1n Engllsh classes where Johnny and Janle dTT

;’couldn't wrlte,;where they spoke dlfferent dlalects (or

ﬁ*flanguages) out51de of school and where they struggled to -

’jfwrlte the dally or weekly themes requlred under pre process o

”ycurrlcula It soon became apparent that educators needed tO':

. girethlnk the way they v1ewed students,,teachlng, and wrltlng,“

:"fthls rethlnklng ‘came in the form of the process movement 1n;a’

Vf,compos1tlon studles Today, the process movement 1s marked

"f.by several features that dlstlngulsh 1t from earller‘_“

’-'movements, among them (1) ‘a focus not on the flnlshed
:‘wrltten product produced by a wrlter but on the road

Q‘process, traveled by that wrlter to get to the product (2)

;ha Shlft 1n classroom authorlty and respons1b111ty away from ;:T

'dﬁﬁthe teacher and towards the students, and (3) a. bellef thatb

"fwrltlng 1s a soc1al process and students learn to wrlte by
‘{wrltlng w1th and for others | ‘
. Process theory comes 1nto the compos1tlon classroom
'somewhat later than process wrltlng In her artlcle "Toward

a,a Theory of . Compos1tlon,ﬂ Lll Brannon says that
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Janet Emig's 1971 study entitled The Composing Process of
lTwelfth'Graders generated intereSt:in and afconcern:forv"the'
_general pr1nc1p1es that underlie comp081ng and. ..the nature

and value of. compos1ng"‘(Brannon 8) . In other words, Emig's

tudy opened up the 1dea of ‘a theory of process writing, and

 since then, comp081tlon researchers and teachers have

attempted "to bring theory to bear on classroom practice"
(Brannon 8) . | | o |

'Process'writing theory, onebof many competing practices
deployed by practitioners in the field of cOmposition, is
not one single’entity as,-say, the Theory of Relativity |
might'be considered, but is instead an umbrella under which
many different and often conflicting theories and practices
are grouped. Indeed} up until quite recently, as Brannon
explains, comp081tion 1tself was considered not so much a
field as a group of people who possessed "a shared interest".
in writers writing while at the same time retaining
nconflicting theoretical commitments" in other disciplines
(6) .

Although I could extend this discussion of the
different "sub-theories" and the often conflicting practices‘
‘that all call themselves process theory or:process methods
for teaching writing, I would like instead to focus on
several areas of the'process movement that I think clearly

show the connection between collaborative learning
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and the growing interest in composing processes: the rise in

interest in collaborative writing.
Theories of Collaborative Writing

Collaborative writing, itself a subset of the larger
concept of collaborative learning, grows out of an interest
in éomposing processes and shares many of process writing's
features. Collaborative writing operates under several
preﬁises: |

1. ‘A belief in decentering the classroom by making

students and étudent work, rather thanvthe teacher and

the teacher's work, the focus of the classroom.

2. A belief‘that consensus is a'necessary goal of

collaborativeugroups.

3. A belief that assignment design is cruéial to the

success of the collaborative writing project;

4. A belief that writérs Wkavbest when they interact

with other writers and pool their resources.

Those who teach by these premises can trace their roots
to Kenneth A. Bruffee working in the late 1970s and early
1980s. In his landmark article "Collaborative Learning and

the ~Conversation of Mankind,'" Bruffee quotes Michael
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iiitoakeshottlsrhThe ?oicefof“Poetryiiﬁithe‘Con;ersation of
“Mankind": EERP O T |
We are the 1nher1tors | .of a conversation begun in
’ the prlmeval forests . It“is.a conversation which
‘goes on both in publlc and w1th1n each of ourselves..
Educatlon } .is an initiation into the skill and
ipartnership of thlS conversatlon (Bruffee 638)
The portionvof,this‘never—endingiconversation that_takeS‘
place inside of onr headsg, Bruffee says, "is what we‘call
reflective thought"- "reflective thought is public or social
conversation 1nternallzed" (639) . Ityfoliows) then, that we
ilearn‘to think 1ike those with whom we associate. If we
want to-think in new or different waYs, then we need to join
groups--or discourse communities--who think in theisame ways
we want_to‘think.iAsvwe engage ‘in publicchnversation using
the'group‘s language,vwe will then be able to participate in
the sameoconVersations internally. For exampie, if I want to
be a coin collector, I must learn to think like a coin
collector,' Accoroing to Bruffee, I must first engage in
conversations with other‘coin collectorshabout the kinds of
things coinecollectors'discuss: Morgan Dollars, proof sets,
mint condition.,’bnlvahen I have done this‘will I be able
to think like‘a coin collectOr-and carry on such

conversations in my head.
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But what about wr1t1ng° Suppose Irwant to publlsh an

art1c1e in. The C01n Dealer newsletter»
" wrltlng process flt 1n to the process of learnlng to thlnk
{llke a coin collector° A dlagram here w1ll help 111ustratep'

wrltlng s connectlon to speech and reflectlve thought

L geﬁeratesfv :

thre does the ,:ﬁh?;p'g

"ertlng,_ Bruffee says, "iS'at 6nceltwo~steps'aWay ]f;*;-~‘

from conversatlon and a return to conversatlon" (641)
"ertlng 1si"1nterna11zed soc1a1 talk made publlc and soc1al

agaln" (641) Hence, wrltlng cannot be known w1thout

'ffconversatlon and thought Conversatlon, therefore,:must be

“as much a part of the learnlng process as readlng and

wrltlng In the classroom, teachers must organlze student T

bfbgroups in. such a way that they have the opportunlty to speak



”w1th each other in a focused and meaningful way and to
negotiate meaning With others in. the group "In other words,h
teachers must help students to form classroom discourse |
communities in which students can speak with their peers in:‘
a shared language,‘termed by Richard Rorty_"normal:
’discourse"? negotiate meaning within that discourse-
'community, and reach a meaning which is approved of‘by the
group- a consensus | | B
B USing Bruffee s discuss1on of Rorty as a springboard
'Trimbur says that the bus1ness norm is not consensus as:
~vagreement;but consensus as dissensus‘ Us1ng Rorty s
_definition of normal discourse (that which maintains
knowledge) and abnormal discourse (that which generates
"knowledge), Trimbur says that consensus 1is not a method of
brainwashing students,;nor is it a way'to.suppress their
individuality or to force them to conform On‘the contraryff
.consensus allows indiViduals to_"realize their own power to.
'Ktake control of their s1tuation" (Trimbur 441) . Becauseﬂ
consensus works only as - indiViduals take respons1bility for
their opinions and beliefs, consensus cannot be understood
w1thout taking all indiVidual voices into cons1deration
 There cannot be consensus Without dissensus, Just as there:
cannot be normal discourse Without abnormal discourse both:n

must exist in'ordervfor‘either to,eXist.,
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This means that both normal ana abnofmal discourse are
a necessary part of eoﬁVefsatieﬁ.> For instance, in business
meetings and conversations among friends and colleagues, the
consensus that usually is reached includes some agreements
to disagree and to live and work with these disagreements.

This, Trimbur says, is the kind of consensus we need to ask

our students to strive for in collaborative writing because

it is this kind of consensus that business people and

professionals reach in their daily work. Consensus, in
other words, must be ﬁaught as "an oppositional...[practicel

"that challenges" business as usual (Trimbur 451).
A Business View of Collaboration

Bruffee's and Trimbur's theories have influenced the
field of composition, tQ be sure. But they have also
influenced business writers and business writing theorists
as well. James E. Porter's essey "Ideology and
Colleboration in the Classroom and in the Corporatioﬁ"
ibuilds upon Trimbur's notion of dissensus by introducing the‘e
concept ofvideologyjand its influence‘on.dissensuss'
.Ideelogy,‘generally speaking( is a set of beliefs about how
the‘world works and how and why things exist in thejﬁerld.

"Considered from the perspective of rheteric, ideology
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ﬂ_Eprov1des the language to def nk'th subjeCt (the self) ﬁa”r

';the relatlon" of the self to. all oth(r‘“hlngS'

(Porter 18) '"Ideology,? Porter concludesibﬁls thus j.bg_"v

”T*glnscrlbed 1n language practlces" (18) .

Quotlng Trlmbur, Porter contlnues‘"[c]ollaboratlon
.'1tself 1s 1deologlcal because 1t 1nvolves a group-
'forganlzlng 1tself to produce common work" (18) Thus,n

gcollaboratlon revolves around groups and group dynamlcs are

'f,flnfluenced by 1deology or the bellefs of the group members

;?These bellefs shape the way group members react to one

“u'another and 1nfluence the Value the members place on the i
‘koplnlons and contrlbutlons of other members U51ng hh
-:Bruffee s and Rorty s language, 1deology determlnes whlch
-,v01ces count as normal dlscourse and Wthh v01ces count‘as’
Cabnormal dlscourse Ideology also 1nfluences how each group
\fmember w1ll react to elther the - malntalnlng of current

i knowledge (through normal dlscourse) or the creatlng of new
T.knowledge (through abnormal dlscourse) |

~L1ke Trlmbur,_Porter belleves that the successful

é‘collaboratlve group 1s one that works w1th dlssensus by

: "recognlzlng, [and] perhaps .even valulng" the presence of L

‘fldlfferlng——or confllctlng——ldeologles (Porter 22) lee

'Trlmbur, Porter encourages teachers to embrace rather than B

" avoid. dlfferlng 1deologles so as to prepare student wrlters.p
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to recognize and deal with"them when'they_enter the
workplace; |

In sum, then, Bruffee says that reflectlve thought is
public conversation internalized. If people want to change
the way‘they think--as most people entering college do—fthen
they must enter into groups that think and speak the way.
~ they want to thlnk and speak The college bus1ness wrltlng
classroom thus becomes a transitional discourse community
between a person's pre-college world and the new world of
the workplace they hopevto enter. In this transftional
discourse,community, teachers must give the students focused
tasks that allow the students to nake meaning'with theirh
peers. This group meaning-making is called the reaching ofh
a consensus through dissensus.

Though some critics of collaboratlve ertlng wWorry
about how reachlng a’ consensus may affect students'
1nd1v1dua11ty, Trlmbur‘says thatvconsensus, as he has
%'defined it, does not rob students of their individuality.
‘Additionally, Trimbur,says;.teachers do not have»to change
the way they teach collaborative writing tolavoid'consensusr
They need only change their definition of‘c0nsensus so that‘
consensus is not thought of as bralnwashlng or bu31ness as
’usual but is 1nstead an agreement to dlsagree and to respect

individual voices and thelr contrlbutlons to the group
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Bulldlng upon these‘ldeas,,Porter says that it is
1deology that 1nfluences group dynamlcs by 1nfluenc1ng
v1nd1v1dual bellefs and language practlces Agreelng w1th
Trlmbur, Porter says that dlssensus is the norm in bu81ness
and should be the norm -in the business wrltlng classroom
-Thus, bu51ness wrltlng teachers should contlnue to requlre
blstudents to collaborate as a way to help accustom students
to dissensus and to prepare them to work‘W1th%1t-1n the

N

business world.
What Does it. Mean to Teach Collaborative Writing? '

How, then, do these theorles help teachers understand
what it means to teach collaboratlve wrlt:Lng'p Flrst,
teachlng wrltlng collaboratlvely starts w1th.a focus’on"
studentsv ThlS may be dlfflcult for some teachers who
belleve, however subcon801ously,~1n Paulo Frelre s }

pdescrlptlon of the "banklng concept" of learnlng, bellev1ngf;‘
vh%that it 1s ‘their duty to transfer knowledge, as one would
‘transfervfunds, from the teacher s full head to the
ffstudentJS‘empty one. Shlftlng attentlon away from oneself
'scan be dlfflcult allow1ng students to learn by dlscovery,‘ll
through problem p081ng that 1ncludes trlal and error,'ls
even more dlfflcult However, students and thelr work must'

be the focus of the collaboratlve wrltlng class
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Next ‘teachlng wrltlng collaboratlvely requlres‘a

._ﬁbellef in negotlatlon and consensus f Wlthout the need for}
'.negotlatlon——requlred by a. well planned ass1gnment—~there f?
;can be no collaboratlve wr1t1ng | . |

And flnally, teachlng collaboratlve wrltlng means a:
‘fde81re to see students taklng charge of thelr learnlng,

pflnteractlng w1th one another as they struggle to make

‘meanlng W1th1n the1r classroom dlscourse communltlesw

Therefore, if one of the goals of college wrltlngﬂls topf

: prepare students for workplace wrltlng, and. 1f at least some

vbus1ness wrltlng is collaboratlve,vand if the,f

d characterlstlcs of a collaboratlve class 1nclude a

. decentered atmosphere, a complex ass1gnment and a search

for consensus, then what would such a class look llkeo in“,‘l”“"

#chapter three, I w1ll explore the transfer of collaboratlve_p

theory into bus1ness classroom practlce
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CHAPTER THREE

In this final‘chapter, I bring together chposition
theory, workplace practice, and classroom pedagogy by
proposing a'writing claes;that models'ite teaching of
collaborative writing on that done by business writers. My
purpose here is not to propose an all-inclusive model but to
iillustrate ways the collaborative writing taught in |
univerSity classrooms might converge constructively with the
collaborative writing students will do as they move intQ the
worlds of-business and industry. I conclude with a critique

of a pilot of this proposed model.

The Model

My context for this model is Chaffey Community College,
located in Rancho Cucamonga; California. Chaffey College is
a small state-funded school that specializes in cne— and
two-year certificate programs and vocational training, an
educational/vocaticnal track selected by many California
high school graduates. <Classes at Chaffey Community College
vary widely from‘aeronautics to keyboarding, hazardous waste
management to French, and real estate to chemistry.

Advanced Business Writing (BW.II),the model class, 1is to be

offered through the Department of Business and Office
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_Technologies (BUSOT); BW IT is an alternative”tovEnglish‘
| 102 or other second—semester, lower—division university
writing classes. ‘However, the.classkis of fered through the
Business Department rather than through the English B
»Department so that students ‘with similar goals and
experiences can associate with one another in a setting that
is at once classroom and WOrkroom.

Because the class is offered through the'BUSOT, most of
the students enrolled in the class,,like those enrolled in
other classes offered in this department,,are in one-year
certificate programs such as Certified X-ray Technician or
Certified Professional Secretary. Few are planning to earn
two-year Associate's degrees, and fewer still are planning
to transfer to four- year universities to earn Bachelor' [
degrees. Although the students"career goals vary widely,
their primary reason for enrolling in the class is the same:
job training. Therefore, the class focuses on workplace |
writing. |

What does writing apprOpriately for work ﬁean? The
question is difficult yet 1t is one that needs an answer.
Barbara Couture and her associates at Wayne State Univer81ty
in Detroit, Michigan, discovered, while building a business
writing program, that successful business writers must
possess specific skills. Some of those skills, such as the

ability to analyze readers and purposes and to gather
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'“];(Couture et al 414 415)

”.pstyle,. also called a "blunt and no- nonsense" style,'

”.ffsubstltutlon of smaller words for larger,,perhaps more

”~1nformatlon from non llbrary sources, could be sald to be

'“common to all successful wrlters, bus1ness or otherw1'e

make the bu81ness wrlter s jO d,fferent rom the jObS other ﬁf"

\f[wrlters perform Skllls such as "developlng?a profes31onalifQ%

l?ablllty to adapt qulckly to spe01flc wr1t1ng constralnts ﬁhnr?"”

‘1make bu81ness wrltlng dlfferent from other types of wrltlngf, }jfp

t.‘(Couture et al., 413 415)
In addltlon to the dlfferences Couture notes,;I -[Af"
?‘observed several others durlng the four years in Wthh I }{'

"wrote on the job Flrst bus1ness wrlters use dlscourse—

‘.spec1f1c tones,,styles, and formats : For example, bu31neSSLl‘“'

7:wr1ters see a frlendly, conversatlonal tone as most -f“
_approprlate to- bus1ness wrltlng Th1s tone 1s achleved

,through the use of contractlons (I'm, you re),v hefef5'

ri»dlfflcult to understand words (substltutlng "check" for

“thOf "you and "your" 1nstead of "I"'Or."we" to emphas1ze

"monltor" or "use" for "utlllze" for 1nstance) and the usef;‘“"”;'

;"reader beneflts (Guffey 3)

Bu81ness wrlters also wrlte‘for speclflc‘buslness
m»purposes‘ In general bu81ness wrlters wrlte to stlmulate‘
11mmed1ate actlon 1n thelr readers In contrast 'the wrltlng

"done 1n most college classes 1s done to tell a story,.to G
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argue a point, or to interpret theiwritingioffothersi
Although I havevnot discoVered any‘studies‘on‘these‘aspeots h
’of,business writing,.Couture‘s‘observations ooupled‘with}ﬁy
own observations that bus1ness writing requires o |
hcollaboration and is often done on tight deadlines lead me -

" to conclude that business writing is ltS own genre,
different from other types of writing It is on thlS.‘
premise, and on the research discussed in chapter two, thatT
the following course description and ass1gnment sequence‘areh

built.
The Articles and Assignments

The textbook used in this model class is Mary Ellen

‘Guffey's Essentials of Business Communication, fourth:
edition. It is a practical how-to book that outlines the:
basic methodsvof business text‘organization and then teaoheS’
students how to use those methods when writing various types
of memoranda and letters. I chose this text over other,
perhaps more theory oriented texts for several reasons.
First, the book is written in a style and presented in a
format that is familiar to business writers. The "blunt and
no-nonsense" language of the text models for students the

language appropriate for work. Additionally, the format
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ls.eye catchlng, and the advlce offered 1s practlcal erM”i;'

”,one bu81ness person to another | e

o Second I chose thlS text because the casesdare
r?excellent ) They are modern,vthe s1tuatlons they present areiil
jcomplex, and they accurately represent real s1tuatlons fff{

"vbu81ness wrlters encounter dally*‘ffliwv‘.w SN |

| 'h Thlrd the text offers world w1de web and Internet

f11nks to s1tes that can prov1de students w1th valuable"‘jbhﬁ

»fresources not just for the work they do 1n the class but

:also for the work they do on the jOb or in - thelr personal
‘llves 'For example, at the end of chapter three,vthe text

) offers a world w1de web address to a 81te that has | |

‘plnformatlon on bus1ness ethlcs,,and chapter seven. offers‘akfhlﬁk

world w1de web address for the' Lectrlc Law lerary, a~81tei'

that offers free legal adv1se on a varlety of toplcs ’Bothfﬁ%

':fllnks are 1ntended to help students complete the cases, but;ﬂ*f’

bthese s1tes are also Valuable resources 1n other respects

Flnally, I chose Essentlals of Bu31ness Communlcatlon

'gbecause the book has a grammar and mechanlcs handbook at theh*55

- end 1n essence prov1d1ng students two books for the prlce,ﬂyfﬂ*

Tf“of one.

Desplte the text's beneflts, however,‘lt 1s v

3’problematlc - Its accompanylng 1nstructor s manual and
v‘materlals often 1nv1te students to complete the1r work

'tllnd1v1dually rather than in groups and often encourage o



g;lnstructors to ass1gn students to memorlze facts that can [Qf“"

‘f*then be assessed by the multlple ch01ce or flll 1n the blankil-“:

':Vtests 1ncluded 1n the 1nstructor S manual a pedagogy that

5;1s 1ncompat1ble w1th the compos1tlonﬁ

v,chapter two Thus, thlS model uses the te%tbook as a ‘

llstartlng p01nt for lessons that then allow ;dents to move P

‘ﬂ:'gback and forth between the text and outs1de materlals, u81ngl

'd;wthe concepts in the text to wrlte about the artlcles and

‘;us1ng the artlcles as examples of the concepts 1n the text
vThe model class' pedagogy 1s more compatlble w1th the
‘pcompos1tlon theory presented 1n chapter two, for thlS
j;pedagogy glves students a broader appllcatlon and audlence el
: for thelr wrltlng students wr1te to real world 31tuatlonsul
j?'and to a known audlence of thelr peers The text glves

;group members a common knowledge base from wh1ch to begln

‘ffthe negotlatlon requlred by collaboratlon

In addltlon to the textbook I have selected four o

.1Ljartlcles that the students w1ll read as part of the

1.é0 y”outllned 1n fglf.RV*"-”

'4lcollaborat1ve ass1gnment sequence presented here | The flrstl;n

L’artlcle,]"A V1ew From the East " was wrltten by Boston Globe

”j'journallst Tom Ashbrook upon h1s return to Amerlca after

a_more than ten years llVlng and travellng in Japan and the :

1ZFar East Ashbrook c01ns the term "overrlpe" to descrlbe an'77'““'

3Amer1ca past 1ts prlme, lazy, and content to llve on credlt; T

B Ashbrook compares Japan w1th Amerlca 1n a‘u‘:"'
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many areas including industry,‘eduCation, and economy, and
contrésts the personal characteristics of Americans to
Japanese, saying finally that América has lost its cutting
iedge in thé world. Ashbrook;s ﬁone is one of sadness, yet
" he offers a glimmer of hope'at_therend. " This article is
easy to read énd interesting in the way Ashbrook interweaves
facts in with personal commentary. This article is the
first in this sequence because it is quité accessible and
- will introduce students to the subject matter of this unit.

| The next two articles offer opposing viewpoints on
Japan's trade practices with the U.sS. The secoﬁd article,
by Fred Barnes, "Japan's Trade Practides With the U.S. Are
Unfair," takes an_anti-Japanese>Stance, stating that, even
though Americans allow easy access to their real estate,
stock market, and trading ports, JapanVs reception to
Aﬁericans has been cold, even hostile. This article opens up
questiohs that will push students to consider the cultural |
factors that cause Americans to éee Japanese as cold and/or
hostile as well as the cultural factors'which affect
Americans} way of seeing’these traits. The third artidle,’
William A. Niskénenﬁs,"Japan's Trade Practices With the U.S.
Are Fair,ﬁ rebuts the second, stating that Americans are
doing as they have always done, definihg the game by their
own rules. Instead of defining "unfair trade" by the

internationally agreed—upon_definition of M"any
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practlce that is not con81stent w1th rules to which each
affected»party ‘has agreed," the U.S. now says: that "any
practlce perceived to harm U.S. interests is'unfalr"
(lekanen 95). He adds that Japan has been espec1ally

' targeted in thls sentlment ThlS artlcle allows students to‘p
‘explore the cultural factors that make Japan a target of
Amerlcan hOStlllty | ‘ ‘ |

" The final text, chapter twelve of The Do's and Taboos |

of International Trade: A Small Business Primer by'Roger E.

Axtell,‘isrentitledd"Dealing with the Japanese Mystique."
._This'Chapter demonstrateS'statistically.the'importance”of
’Japan to both Amerlcan and world economies. dThe‘author then
-‘glves adv1ce, from one bu51nessperson to- another, for how to
most effectlvely deal w1th the Japanese in bus1ness The
‘author s rules 1nclude paying attentlon to and respectlng‘
:.the Japanese "pecklng order,"_collectlng as many business
»cards as poss1ble, and arrlvrng on tlme ‘for meetlngs (Axtell
;~24l—243). This assignmentnacts as the-leada;n‘to the large
.collaboratlve paperv |
The ass1gnment sequence, whichpthave entitled

"Diversity in Bu81ness,' is based on an eighteen—week
semester. The class meets tw1ce per week for 1.5 hours, a
totalvof three hours per week. The course is sequenced

:aroundvthe textbook chapters; therefore, each unit is
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approximately three'tc_four weeks loﬁg, This first unit,
focusing on weeks,one-through fOur, is four weeks lcng.

| The assignments are structured so that students can
begin practicing allvthe skills they wiil need to succeed in
this classband beyond} reading,'Writing;_speaking, and
listening. Subsequent>aSSignments both buildiqn prior
'skills and introduce new skills. In the first‘week, student
groups form and begin reading the Ashbrook article, looking
'specifically at a series of questions which have them focue
on cultural issues in that article and in their textbook;

The assignments in week two give students the
opportunity to discuss the Ashbrook article with the class .
at large and within their small groups. The assignments ask
them to practice writing by summarizing, to read the
textbook and three more articles, and then to speak by
participating in group work.

The assignments scheduled for week three ask students
to practice all of the tasks they performed in week two as
they begin library or Internet research for their large
project. This means additional reading and summarizing,
additional writing, and additional speaking with their group
members and the class as a whole.

The final assignment in this sequence is a ten- to
fifteen—page collaboratively-written paper. In the writing

scenario I have created, fictional boss Walter Hughes wants
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vto SOllClt Japanese 1nvestors for hlS company ER product but‘,j,

»flhe 1s 1nt1m1dated by the thought of d01ng bu81ness w1th theisv

s Japanese for all the cultural reasons the readlngs and classt“”

' :d1scuss1ons have uncovered

| The students must role play as members of a commltteei e

.fdrawn together by Mr Hughes,_Thelr commlttee s jOb 1s to,

',l‘wrlte a report to Mr Hughes dlscu881ng Japanese hlstory,ll-yéf

liculture, and bus1ness hlerarchles go he w1ll bewprepared
'*when he goes to Japan By the tlme the students have»w
’bareached thlS part of the ass1gnment sequence, they have

fexamlned Amerlca through the eyes of the Japanese, Japan

aﬁthrough the eyes of Amerlcans,_and thelr own att1tudes about; o

“hthe Japanese and U. S trade w1th Japan They then ‘can. brlngff”“

E together everythlng they have read dlscussed andnwr;tten‘
‘ghabout in thlS large progect
In week four, the flnal week of th1s sequence, the."l

"students experlence the negotlatlon that occurs in buS1ness -

wufjwrltlng when they begln worklng on comblnlng 1nd1v1dual

*'ldrafts to create the flnal collaboratlve prOJect They

fi,tlalso begln reV181ng at th1s t1me Students have both class

{*ﬁfysesslons durlng week four (three hours total) durlng Wthh

’f'to collaborate,,as well as out of class tlme durlng Wthh
”y”they‘can choose to meet w1th thelr group members
' Week flve, whlle not . a part of th1s flrst unlt is'a:y'

ftrans1tlonal stage, for 1n 1t the students complete the




first unit and begin'theosecond;7WHich dealé with‘business
ethics.o‘In week five, the'étUdents,oompléte their final
‘wrevisiohé ofvthé‘leiaborative projeCtvand lookoahead to
.textbook ohapterothree. During‘weéks’onejthrough four,
vstudents‘aiso bégin to read tegtbooktchapters’oné, three;
and four, so the concepts in thosé chapteté; business.
, commﬁhication in‘genéfolgandvﬁhen a.feviéwvof bééio'and
- advance writing'techniqués, can undergird‘thevworkibeing
done on the collaborative report and‘provide support or
vscaffolding.fof the‘meohanics‘of writing (see Appendix A).
Although my description here is brief, I think that it
"provides a clear‘picturevof how the sequence will work.
- This assignment sequence is‘consistent with the goals of
collaborative business writing in that the individual
‘assignments require the writersito interact with one
another; they require discussion ahd.a reaching of
consensus, aﬁdvthey éllow students' work and négOtiation to
be the focus of classwork and diScﬁSsion. For example, the
classwork dﬁring week four focuses alﬁost\exolUsively on
group work allowing for a deoentered classroom. The work
during'week two as well as thé two collaborative sessions
during week four requiré the'students‘to reach a consensus:‘
in week two a:consensus‘on how‘to most effectively combine
their individual‘summaries and in week four, the more‘

intense negotiation required to revise and combine their
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drafts into a single, coherent unit that answers the
guestion pqsed in the assignment. In sum, this assignment
sequence sets up a realistic business-related scenario
during which students are given the opportunity to
participate in a transitional discourse community similar to

the one Bruffee described;
Classroom Arrangement,

To support this model; the classroom éetting as well as
the instructor's pedagogy must differ from that of
traditional classrooms. Ideally, chairs or desks in a
collaborative classroom are arranged in clusters with the
number of seats/desks in each cluster equal to the number of
students in each group. Each seat/desk faces the other so
that student writers can see and hear each other as they
produce their text. This arrangement, more so than any
other such as rows or one large circle, most closely
resembles the collaborative work done at GECMSI.v At GECMSI,
writers worked in a loose semi-circle clustered around a
large table. The cluster arrangement also resembles the
grouping of workers by departments or specialties as
practiced by many large companies.

For teachers teaching in rooms furnished with tables or

in computer labs with fixed stations, seating arrangements
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can pose a'problem If studentslcannot see and speak eas1lytpf:
“l:to one another and VleW the common documents s1multaneously,_

,then the essence of collaboratlon——the negotlatlon, the ld‘

‘sharlng of 1deas and the poollng of resources——ls |
1?.threatened and collaboratlve wrltlng as I have descrlbed 1tlu
‘tﬂhere 1s less successful However,_teachers ass1gned to teachf}
:_’1n elther a: computer lab or 1n a. room w1th long tables can u

create clusters. 1In computer labs,»teachers can gather

7,students in clusters around a: s1ngle computer or have them

w; turn thelr chalrs toward each other w1th one computer off to

£ one 81de yet at arm ] reach In rooms w1th large or flxed

’; tables, teachers can use the follow1ng arrangement

50-0 o0
EFGH
900 O
A B c D

"Instead of students A B, C, and D trying to work side b?i
’181de, students A and B turn around and work collaboratlvely
‘fw1th students E and F whlle students C and D turn around and;
work collaboratlvely w1th students G and H ThlS arrangement
4Hallows‘for"the face—to—face;negotlatlon so‘necessary for 1

successful collaboration.
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The Model's Intention: One Piece of a Puzzle

David Bartholomae says that “students should master the
figures and forms of academic wrlting"’(70). Susan V. Wall |
echoes this conviction as she chronicles the progress of
‘John, a student in the BasicAReading and Writing (BRW) class
at the University of Pittsburgh. Near‘the.end of her essay
"ertlng, Reading, and Authorlty- A Case Study," Wall states

that she was "concerned.. that much of what John had learned
about composing had been abandoned" once he passed the BRW
course (133). Happlly, as she reports 1n the essay's
epilogue, John did well in Engllsh 87 a writing course in
his major; because he himself ‘"put what he was learning [in
Engllsh 87] together w1th what he had learned in Basic
‘Readingtand Writing" (135).

'As.Wall 's essay suggests, it took John more‘than‘one
writing course to mature enough to trust hlS own voice and
his own sklll as a writer. - Wall helps us envision a college
educationias something like a jigsaw puzzle with each piece
fOrming but one part of the complete picture. The model>
class I am proposing is meant to functlon this way: as one
piece, which, when assembled with other pieces by the:
students, forms a COmplete educatlon;l This model,
therefore, is limited in scope, focusing primarily on the

"figures and forms" that will prepare'students for the
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‘srest of thelr academlc and business careers. The model)ls
‘s;thus llmlted to two broad categorles of activities in Wthh‘-
'the students”need to part1c1pate: learnlng the forms and
‘organlzatlonal strategles of wrltten memoranda and letters,
',and pract1c1ng all other forms of communlcatlon 1nclud1ng
oral communlcatlon, llstenlng, and readlng Collaboratlon,
as enactedinere,‘enables students to learn the skllls
necessary tolbecome successful business writers in a safe
transitional discourse communlty. In other words,
" collaboration allows students to seek help in assembling
‘crucial parts'of their.academic "puzzles."

Collaboration, and its focus on”audience and
communlcatlon between group members, is the place where
university wrltlng and workplace wrltlng converge It.lsb
during the COllaborative process in the model discussed here
that class assignments start to look and feel less like
school work and more like the meaningful, purposeful work
’done by colleagues in the workplace | o

Collaboratlon helps the classroom feel llke a work
place by prov1d1ng a real audlence and: encouraglng
discussion and negotiation. According to David A. Lauerman
and his associates at Canisius College,l"audience response"
was the "overriding concern" of the professional writers
they interuiewed for their study (Lauerman et al. 450).

Students in other types of writing
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classes often write fbr general orvunknowngaﬁdiences, or ,
wdrse, for the teacher. Business writers, on the other
hand, know "who they [are] Writing for, and it [is] never
"the géneral reader"‘" (Lauerman et al., 450). ‘Business
writers, the authors»say, know their audiences quite well.
Through using collaborative groups, this model‘sets up é
realistic audience, similar to what the authors suggest
here, an audience of thé students' co-writers.

»Negotiation is also important to the collaboration
proceés; Collaborative writing distributes power to the
group and aWay‘from the teacher by allowing writers to
negotiate anéwers to questions and'solutions"to'problems
themselves. In other words, negotiation gives rise to the
authority over the subject matter that empowers the
collaborative group. Without authority, students have
little stake in what they are learning, or worse, they may
not even learn at all.

It follows,ithen, that becausé ofvthis course's
.iemphasis on collaborative writing and myvbelief that writing
is an on-going cycle, I value revision.‘After having worked
in the business world for four years where writing and
revision-occurredjon a daily basis, I want my students to
learn that real world writing does th occur as a Single
draft produced by a lone writer at a computer. Rather,

writing is an active and interactive process that occurs as
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writers read manuals on the subjects about which they are
writing, consult notes from meetings where the subjects have
been discussed, talk té co—workérs about how a pafticular
sentence sounds, borrow a dictionary from a supervisor to
check the spelling of a certain word, and then write,
printing, passing the document around for others to see and
comment on--and then starting the cycle all over again.

' Collaboration and revision, the.way they.are performed by
the collaborative groups in this model, mimic this
collaborative and recursive way of writing on the job.

And finally, this model‘emphasizés the connection
between writing and the other necessary cbmpbhents of the
communication process: speaking, listening, and reading. For
business‘writers, the composing process involves so much
more than just writing. In fact, the course textbook
. focuses on the close connections between reading,‘writingl
listening, and speaking. Guffey says that "successful
people, in both their business and private li#es, require‘a
vafiety of commuﬁication skills," of which listening,
speaking, and reading‘are the most important (315). This
may seem like a statement of the obvious, but these skilis
‘are essential to business writers who use voice mail and
,telephones, meetings and presentations,‘along with writing

to communicate successfully. And what better way to learn
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all these skills than in a class designed to teach them in

conjunction with each other?
Expectations and Grading

Teachers of business writing are particularly awére
that; with regards to éssignments, realistic and relevant
must go hand—in—hand. Case studies and scenarios should
‘realistically represent the situationé studenﬁs will
encounter (or, for those students already working, have
encountered) on the job.‘"If.they do, thenvstudents have a
- stake in what they do. They are drawn into the assignments,
and the writing méans something to them besides a good
grade. The skills mastered through writing move out of the
classroom and into students’ personal and professional
lives.

. So now comes the hard part. Teachers of collaborative
business writing have to make the aSsignments relevant and
realistic,.yét they still have to teach students the things
they are going to need to know as future business writérs:
writing skills, proper grammar, oral commuhication. How
should this be done? The model fuses these twb‘goals and
also deVelops expectations for studentvwork. Although

specific expectations for student work are formally
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,tdescribed in the course description and handed out with the
‘syllabus at the beginning of the semester, I include, as an.
,,example, the collaborative progect described in thlS |
‘fsequence. The model creates a scenario that anyoneiplanning ‘fw
;uto work in an 1ndustr1a1 setting might encounter fThe
vlireadings, while not 11ke1y to be 1ntroduced by a superior on
the jOb represent materials that could be on record in a‘
| company S research library or found on the world wide web
_The summary, which might be done by one member of a
hcommittee for ‘the benefit of all members,vand the reason for
iwriting all create a realistic ‘scenario. Teachers u81ng this
‘model’a881gnment~ or one s1m11ar, do their part setting
goals by creating a realistic case on which students can
‘work and can then expect students to do their part by
"part1c1pat1ng fully By, creating a realistic scenario,kthis
model opens a door for the students to a somewhat surreal
‘ world: a‘world that is half classroom and half workroom,
‘where scenarios are both fictitious and real. ‘Thuspl
vteachers can eXpectjstudents to enter‘this world and not
look back, toﬂwrite for theafictitious»bosses they way\they
,WOuld write for their»own'realjboss.i. o
Expanding on this 1dea, I findﬂthat this course expects
-a 1ot of the students It expects that‘they”want‘to work
'through difficult ass1gnments‘and that‘the? arepwilling to

put time into this class. This class also assumes that the
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‘students are’ 1ntelllgent and dedlcated to themselves and
-thelr careers ~The work the students do 1s dlfflcult as
the flrst a581gnment sequence 111ustrates Yet 1t 31mulateS’
‘real world wr1t1ng s1tuat10ns in a way. that rote exerc1ses
_o’can never do Students who are able to Sthk w1th thlS
a851gnment w1ll prove the1r dedlcatlon to succeedlng 1n
schoolrvand,'by,extenslon,;thelr careers. |

In'the endl howeVerfiteachersmmust remember'that‘then'v
students are in school and one. questlon students will |
,'surely have about thls’course is how is the collaborat1ve>
' a881gnment to be graded Wlll ‘one grade be glven to all
students, or w1ll each student recelve a-separate grade? gi'
There are a number of advantages and. dlsadvantages to both
':ways of- gradlng | One compos1te way to grade such a d |
v collaboratlve a881gnment is to give one grade for the whole
prOJect.' This. grade is the one each group member recelves
“However,.an equally;welghted partlclpatlon grade;‘whlch
1ncludes part1c1pat10n 1n group dlSCUSSlonS and the amount
of text each student contrlbuted to the prOJect as a whole,
may also be g1ven ‘ Class tlme is then set aside for small
group dlscuss1ons so students' conversatlons“can~begj- |
'observed ‘and students"lnd1v1dual drafts are turned{in With
- the group progect so that ‘each student's contrlbutlon can be

verlfled.‘
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Problems and Solutions

Although I present this model in the abstract, I now
conclude with observations drawn ffom a pilot that I
conducted at the site. The pilot of this model went
surprisingly well. However, two prleems with the assignment
sequence surfaced in this pilot study. The first problem
was that the assignment sequence demahded évlot of hard work
at the outset. Some students felt overwhelmed'and gave up
before giving the class a try. The majority of the students
were in one- or two-year certificate programs and had much
more immediate career goals than do many freshmen beginning
their first of four years in a university degree program.
Because of this, some of the students entering the class
seemed to want an easy pass, a class that did not require
them to think too much or work too hard. And, since several
other sections of this class were being taught by professors
who gave muitiple choice tests, the students had every
opportunity to drop this more difficult class and replace it
with the easier one.

To overcome this problem,'the revised model includes
other projects such as a research paper on four professional
journals in the stucilents‘| chosen field and a résumé,
professional portfolio, and letter of application. These

other projects should prove interesting and relevant enough
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to most students that they‘w1ll contlnue w1th the class 1n
splte of the amount of work 1nvolved 1n the collaboratlve .
‘proyect Also, because students are shown that the o
klass1gnment 1s collaboratlve, the rev1sed model helps themvf"‘
»understand that they w1ll not be wr1t1ng a ten to flfteen—u{u?
page paper alone, each 1nd1v1dual s portlon of the prOJect :
‘totals only about three £o f1ve pages The course syllabus‘h’v
'dnow 1ncludes brlef descrlptlons of the ass1gnments, ‘an o
,explanatlon of how many pages each person s requlred portlon
'»ls, and the dates the as51gnments are due..

The second problem was that of group dynamlcs Group'}
projects certalnly have the potentlal to work qulte poorly,
yand most students have part1c1pated in groups in Wthh |
sgradeS‘dld not accurately represent 1nd1v1dual
: contrlbutlons Also,‘personalitybconflicts:can arise»ln
groups, cau81ng group members to work below thelr normal
potential. oI contlnue to struggle with thlS 1ssue ' Whlle
the groups should be close enough to feel comfortable
sharlng wr1t1ng and drafts w1th one another, ‘the groups
should not functlon chlefly as soc1al gatherlngs. Bus1ness’
vwrltlng students need group work so they ¢an experience
work1ng Wlth people whom they do not know because in

gbus1ness thlS happens all the t1me
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To counter these problems, the revised model giVes‘the
‘students the freedom to choose their own groups and.to |
change groups if they feel that they are encountering
unresolvabie problems with another group member or members.
The revised model also offers guidance inbaSSembling work
groups as well as:in group problem—solving strategies.
'Regarding group dynamics, the prbblems encountered with the
pilot of this model nevér became sd severe thaE students
needed to change groups. The.problems inStead'ééemed to
stem from a lack of desirevto work with others and a fear
that one person would do all the work and the other members
would act irresponsibly and not participate. While I see no
need to change the way I grade this assignment——éach group
member's grade represents a combination of the group's‘grade
plus each member's individual.contribution gfade——I
recognize the need to encourage each group to put their
fears of group work aside, to try collaborating, and to put
forth an effort to do so to the best of their abilities.

| Despite the problems discovered during the pilot of
this model, I am confident that, with close attention to
solving the prbblems I encountered, this model can work
because it combines the best of the process movement's
beliefs--a shift in classroom authority and a‘belief in
writing as a sécial process--as discussed by Bruffee and

Trimbur, with Porter's respect for individual ideologies and
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Couture's recognitidn of the special skills needed byr
business writers. It is a significant model because it
allows for the‘best of classroom theory to come tdgether
with workplace practice in a site that is at once classroom

and workplace.
Conclusion

Clearly, there are différences between classrooms and
~workplaces. in the classroom, the focué is onklearning and
assessment. The immediate audience for papers written in
schoql is usually the teacher; the purpose becomes "because
the teacher says I have to." The larger audience and
purpose of school papers is often too far reméved or not as
immediate or relevant to students' lives.

At work, on the other hand, the focus is on text
vproduction. The immediate audience for papers written at
work is usually known and is, more oftén_than not, the
wriﬁer's co-wdrkeré, subordinates, and/or supériors. The
purposes of papers written for work are often immediate,
even urgent, and have direct personal, financial, and
professiohal'benefits to the writer if completéd or swift
~consequences if not. The»twb types of writing do not seem

" to resemble each other much at all.
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However, as I hope th1s model shows, classroom wr1t1ng
and workplace wr1t1ng need not be separate. Collaboratlve
wrltlng can bring the two. worlds closer together by creatlng
-an atmosphere and an opportunlty where learnlng can occur in
‘a workplace—modeled env1ronment ao This model I belleve,
dcomblnes the learnlng focus of the classroom and the known'
audience and 1mmed1ate personal beneflts of the workplace

As do most studles,'thls one ralses.as many questlons
1as it answers,‘ Some questlons for further study are as
hfollows

o How will students react to thlS klnd of env1ronment° Will
they accept a classroom.that functions more l;ke a |
:‘WOrkplace? |
e How should teachers' roles change9 vShould teachers still
fffact llke tradltlonal teachers, lecturlng and leading
_classroom act1v1t1es? Or, should teachers ‘become more
'llke managers and oversee the general worklngs of the
class ‘while students take on more respons1b111ty for the
day to-day act1v1t1es°
OglIf we dec1de that students should shoulder more
respon81b111ty for the day to day classroom act1v1t1es,
~how should the teacher manager make sure that the
,cstudents_stay on,task?»

o How should grades be determined?
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e What kinds of projects can be considered bdth'edﬁcational
and meaningful?
e On a larger scale, how might curriculum look? What

shOuld the goals of such a Curriculum‘bé?-

These are just a few of theaiSSUes'raiéed b? this
study, issues that will need to be étudied‘further if this
model is to be widely adapted for classroom practice.
However, . this stﬁdybrepresents an important step in using
‘collaborative writing to draw claésrooms and workplaces

together for the benefit of future business writers.
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APPENDIX A: THE ASSIGNMENTS
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BWIL o - ‘Kruizenga-Muro
Fall 1997 ' ‘ - Week 1, Meeting 2

Assignment #1 A :
Foundatlons of Intercultural Communication

. DUE: Week 2, Meetmg 1

Although you all have a syllabus that prov1des general 1nformat10n on which textbook
chapters we will be covering and when, I want to provide much more detail on your first

~ group of assignments. The first sequence of assignments will lay a foundation upon
which you can build the rest of this unit, the rest of the course, and possibly much of your

future work in the business world, for this first assignment sequence introduces you to the -

world of intercultural communication.

~You have already read the first textbook chapter, which covers intercultural
communication and diversity in the workplace. However, your textbook only touches on
issues that I think are worth studying in more detail. The concept of ethnocentrism, for
example is only given two paragraphs in your textbook, yet knowledge of this concept is
essential to business communicators.

Your first assignment, to be completed this weekend, is a combination reading and
writing assignment, The reading is a short article entitled “A View From the East” by
~ journalist Tom Ashbrook. The article is quite interesting and I think you will enjoy it.
Since the article is short, I want you to read it twice. The first time, read the article to get
a feel for it, what it is about and what point the author is trying to make. The second time
you read the article, think about the following questions:
1. Why are North Americans 1ncreasmg1y concerned with intercultural
‘ communication skills?
2. Describe the concept of N. American individualism as deﬁned by your
~ textbook. What is it? How do you see it at work in the article?

3. Ashbrook has worked hard using visual and emotional images to create a
particular picture of America. What picture do you see? Please be prepared to
point to specific places in the text to support your answers.

4. Ashbrook has also painted a picture of Japan. What picture do you see of
Japan? Again, be prepared to point to specific places in the text to
support your answer. |
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Remember, these are questions for you to think about, questions that should help you
focus your second reading. We will spend a good deal of class time in Week 2, Meeting
1 dlscussmg your answers to- these and other questions.

The second part of this assignment is a short, informal writing. After you have read
Ashbrook’s article twice, I would like you to summarize it. Do not use this short paper to
answer the questions above. Use this paper instead to gather your thoughts together
about the article. The summary should be between one and two double-spaced pages.
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BwWI - - | Kruizenga-Muro
Fall 1997 » S ' Week 2, Meetmgl

Ass1gnment #1'B :
Foundatlons of Intercultural Commumcatlou

‘ DUE Week2 Meetmg 2

This short assignment is a readmg as51gnment that will both bu11d on the concepts we
d1scussed in Assignment #1 A and will look forward to the next assignment in this un1t

Your syllabus states that you are to read chapter three in the textbook tonight. This
chapter is entitled “Developing Basic Writing Techniques” and will introduce you to such
concepts as redundanc1es jargon, and precise wording. These concepts will become
useful to you as you begin the next portion of this assignment sequence. Suffice to say

- for now, however chapter three is the first textbook chapter on the mechamcs of writing.

The other three artlcles that you w111 be readlng tonight will be handed out at the end of
class. They are not long, about 40 pages total, and again they are quite interesting. these

articles, unlike Ashbrook’s article, deal more directly with doing business with Japan. By .

this I mean that the three authors you will be reading over the next few days discuss U.S.
trade and business practices with J apan as opposed to the personal narratlve provided by
Ashbrook.

As you read these next three artlcles please think about the followmg questions:
1. In all of these articles, the U.S. is acting ethnocentrically. Where do you
‘see this the most? Be prepared to point to specific places i in the texts.
' 2. What are each author’s attltudes toward Japan? What evidence from the
* texts supports this?
3. What is each author’s outlook on U. S. trade with J apan‘? What evidence from
~ the texts supports this? L

Come to class Week 2, Meeting 2 prepared to discuss these and other questions.
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Assignment #2
- Diversity Dilemma -
Collaborative Writing Project

We have been d1scussmg cultural d1vers1ty in 1nternat10na1 business and the importance’ of
understanding diversity when communicating with associates from other cultures. We have
learned, for example, that Americans favor rather informal business settings and are quickly on a
first-name basis with one another, while Asian cultures must establish kinship with their '
associates and often take time exchanging business cards and the like before a meeting gets
under way.

- We have found from the readings in our textbook, that cultural diversity is not-something to be

~ angry about, nor is it something to be ignored when dealing with clients or associates from other
~cultures. Yet fear and ignorance of other cultures and their customs still exist. The additional
materials we read about trade practices with J; apan exemphfy this. Based on all the readings we
_have done, consider the following scenario.

American businesses are rapidly expanding into foreign markets, and the company you work for,

United TechniCorp, is no exception. The CEO of your company, Walter Hughes, is considering
sohcltmg Japanese businesses that may be interested in one of United TechniCorp’s products
conveyor belts.

However, Mr. Hughes is somewhat wary about doing business with the Japanese because he has
heard that they are difficult to do business with, they are hostile toward Americans, and they like
to waste time. Yet he knows that the future of United TechniCorp’s trade lies in the Far East. _
To this end, Mr. Hughes has chosen a committee, of which you are a member, to advise him how
to proceed. He will soon be making a trip to Japan to speak w1th potentlal investors and he '
- wants the committee to help h1m succeed. :

© Mr. Hostage needs 1nformat10n on Japan-- its govemment 1ts people, its customs--to function

" and to be successful while he is in Japan. What should he say or do when he enters a room full
of people? How does the government influence business and international trade? Are there any
national holidays in the near future? Should he bring gifts with him? He is not looking for a list
of answers to his questions, nor is he looking for your committee to write a sales pitch for him.
He is looking for comprehensive detail on Japan and Japanese culture and business practices so -

~ he can feel comfortable while he is there and secure business with J; apanese businesses. Your

committee’s assignment is to write a report of approximately 10-15 pages to prepare Mr. Hughes '

to meet with Japanese investors. You will have to use sources other than the articles to prov1de

Mr. Hughes with enough details.
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Before you begin writing, please elect group members for the following four positions: typist,
secretary, contact person, and timekeeper. We will go over these position, and what each entails,
“in class. Also, before you begin writing, decide which members of your group will handle each
part of the assignment. There are four areas that will need to be researched: the history of Japan
(only about the last 20 or so years), government structure, business/class hierarchies, and -
family/réligion/culture. We will also discuss this in class, and I will be happy to answer any
" questions you may have about the assignment next class time.

The calendar for this pfoject is as follows:

Week 2, Meeﬁng 2 , Cbllaboratiiré assignment given. Begin research,

Week .3, Méetings 1-2 ‘ Continue .researchv on project. Begin writing.

Week 4, Meeting 1 o Dfafts reviewed by éroups for content, accuracy. Continue
writing. ' S

Week 4, Meeting2 | Drafts to be reviewed by group members in terms of concepts

in chapters 1, 3, 4.

Week 5, Meeting 1 * Final drafts of collaborative project due.
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o Assignment #3

Diversity Dilemma Revisited

“Revision. The Random House Dictionary defines the word “revision” as the act of
changing or otherwise improving something editorially. While this is indeed true--when
you revise a paper, you change it--revision is much more than this. To revise is literally
to see again or to see anew. This is how I want you to come to understand the word
“revision.” Therefore, when you revise papers you have written, do not think of simply -
checking spelling or grammar. Think instead of retasting your thoughts on the subject, of
- savoring their aroma, of seeing new shades of color in your meanings. Revisit your ideas
to make sure your words say exactly what you want them to say.

This third assignment, the last in this sequence, is both a reading and a writing

assignment that will bring together everything you have done thus far in the semester.
This assignment will draw upon all the texts you’ve read including the textbook chapters,
and upon all the writing you’ve done including the summaries. You will put everything
'you have learned into the revision of this paper. ’

In class today, you will exchange papers with the members of your group. Read the
papers you receive today as you have read everything else: once to understand the

meaning and a second time to make comments. Use chapters 1,3, and 4 from the

textbook to guide you in the comments you make. Also, use your own common sense,
- and the questions that I will put up on the board to guide your reading.

I want you to‘ write notes to the author in the margins or at the end of the paper. If you
really liked the was something in the paper was worded, say so, and say why. If youdid

not understand something, say so and what might be done to improve clarity.

We will spend some class time today discussing the details of this assignment, so if you
have any questions, please ask them today.
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