Class

Assignment

Week 1

Mon  Aug 25
Introduction to class

Wed  Aug 27
Read ch. 1, “Planning,” in W



Preview ch. 6, “Memos, Letters, and Electronic Mail,” in W



Discuss résumé and job letter assignment and guidelines



Individual Exercise on pg 167 in W (rough draft due Fri Aug 29)

Fri  Aug 29
In groups revise letters from pg 167 in W



Indirect Style to Direct Style Worksheet, in-class assignment



Read ch. 6, “Memos, Letters, and Electronic Mail,” in W



Preview ch. 17, “Finding a Job,” in W

Week 2

Mon  Sep 1
Labor Day—No Classes

Wed  Sep 3
Read ch. 17, “Finding a Job,” in W

Bring copy of Job Listing



Discuss job application letters pp. 459-461 in W (due Mon Sep 15)



Hand in:  final draft of letters from pg. 167 in W

Fri  Sep 5
Read ch. 5, “Editing for Style,” in W 

Discuss Library Search memo (due Fri Feb 15)

Cover Letter workshop

Week 3

Mon  Sep 8
Discuss résumés pp. 461-470 in W



Discuss Proposal topics

Wed  Sep 10
Résumé and App. Letter Workshop



Bring two copies of your draft



Bring two copies of possible Proposal topics

Fri  Sep 12
Tour of Library (bring list of Proposal topics)



Hand in:  Workshop Partner Memo (2 copies)

Week 4

Mon  Sep 15
Read ch. 7 “Instructions and Procedures,” in W.



Bring a set of poorly written instructions



Hand in:  Résumé and Job App. Letter



Hand in:  Job Ad Analysis

Wed  Sep 17
Instructions workshop



Read ch. 8, “Describing and Summarizing Technical Information,” in W



Individual ex. #2



Collaborative ex. 1 (in-class) and 2 (homework)

Fri  Sep 19
class cancelled

Week 5

Mon  Sep 22
Read ch. 3, “Organizing for Readers,” in W



Discuss Letter of Inquiry

Instructions Workshop

Wed  Sep 24
Read ch. 9, “Abstracts and Executive Summaries,” in W



Library Search Memo and Abstract workshop

Fri  Sep 26
Questions about Letter of Inquiry



Hand in:  Library Search Memo and Abstract with 1 copy of source

Week 6

Mon  Sep 29
Discuss Oral Briefings  (to be held Mon Oct 6 and Wed Oct 8)



Discuss Short Reports



Hand in:  Letter of Inquiry

Wed  Oct 1
Conferences?

Fri  Oct 3
Conferences

Week 7

Mon  Oct 6
Oral Briefings:  3-5 minutes long



Review ch. 4 in W

Wed  Oct 8
Oral Briefings:  3-5 minutes long

Fri  Oct 10
class cancelled

Week 8

Mon  Oct 13
Short report workshop

Wed  Oct 15
Discuss mid-project concerns



Hand in:  Workshop partner memo, re:  Short Report (bring 2 copies)

Fri  Oct 17
Discuss Visual Aids:  review ch. 4 in W

Week 9

Mon  Oct 20
Discuss Visual Aids



Hand in:  Short Report

Wed  Oct 22
Discuss Progress Report:  



Discuss Revising:  pg. 139 in CP; do exercise. in class

Fri  Oct 24
Discuss Editing:  pp. 148-151 in CP; do exercise. in class

Week 10

Mon  Oct 27
Read ch 11, “Proposals,” in W

Discuss Proposals

Wed  Oct 29
Progress Report Workshop

Fri  Oct 31
Progress Report Workshop



Hand in:  Hand in:  Workshop partner memo, re:  Progress Report (bring 2 copies)

Week 11

Mon  Nov 3
Hand in:  Progress Report

Wed  Nov 5
Hand in Proposal Outline

Fri  Nov 7
Discuss Oral Presentations:  ch. 13 in W

Week 12

Mon  Nov 10
Discuss Oral Presentations



Schedule Oral Presentations

Wed  Nov 12
Proposal workshop and/or conferences



Schedule Oral Presentations

Fri  Nov 14
Proposal workshop and/or conferences

Week 13

Mon  17
Hand in:  Proposal Report



Oral Presentations

Wed  Nov 19
Oral Presentations

Fri  Nov 21
Oral Presentations

Week 14

Mon  Nov 24
Oral Presentations

Wed  Nov 26
Thanksgiving—class cancelled

Fri  Nov 28
Thanksgiving—class cancelled

Week 15

Mon  Dec 1
Oral Presentations

Wed  Dec 3
Oral Presentations

Fri  Dec 5
Last day concerns 

