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Days:  Thursdays 



Instructor:  

Jodi Nooyen
Time:  8:00-10:00am



Classroom/Office: 
DC2–205

Dates:12 September – 29 November
2007
Phone Extension: 
212-963-2001
Email:  

nooyen@un.org 
Office Hours:  
mornings & afternoons*

* drop-in or by appointment

Course Description:  This course will teach the fundamentals of writing letters, memoranda and Email for the United Nations Organization.  Writing concepts will include identifying the reader and purpose, English paragraph structure, unity and coherence, parallelism, sentence length and variety, style, and tone.  Specific writing exercises will include letters, memoranda and Email.

Required Materials:  A United Nations publication on writing letters and memos will be provided for free by your instructor.

In addition, please purchase and bring the following materials to class:

· Everyday Letters for Busy People  (2004) Hart May, D. & McAloney, R.
· A 3-ring binder (for storing handouts)

· Loose leaf paper OR a notebook (for taking notes in class)

· A pen / pencil

· For the recommended book and other useful reference materials, you may want to visit the  
English Book Sale on Wednesday 12, 19 or 26 September in DC-2, 2nd floor 11:00-3:00pm.

Course Website:  http://www.unejn.org/LME
Evaluation: This is a pass/fail course.  The following is required to pass the course:

· Satisfactory attendance.  You should have 75% attendance or better. ( i.e. You can only miss 3 classes or fewer)
· Class participation.  The best way to learn is to practice.
· Weekly homework.  Each week, you are required to write 1-2 letters or memos and to send those to you instructor by Email before midnight on Monday evening.  You will also be requested to read and/or study materials in preparation for the next week’s class.
· Quizzes.  Each week, there will be a short quiz to review what we have studied the week before.
· Individual Appointments.  Instead of 2 or 3 group classes (TBA), you will instead meet with your instructor to discuss your individual writing questions and/or needs.

· Final Project.  Instead of a final exam, students will ‘perfect’ a minimum of two letters for their files, which can be later used as models.
Successful Completion Certificate:  Upon successfully completing this course (by attending 9 or more of the 12 classes and submitting a minimum of 11 writing assignments for review), you may request a ‘Successful Completion Certificate’ to add to your personnel file. 
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