English 20002:  Technical Writing

Dr. Elizabeth Howard






Office:  303b Satterfield

Eng 20002/003







MWF 2:15-3:05  212 Satterfield Hall

Office hours:  1:10-2:00  MWF





email:  ehoward@kent.edu

Office Phone:  330-672-1782





English Dept. Phone:  330-672-2676

Required Texts:
Writing for the Technical Professions  by Kristen R. Woolever

Coursepack—available only at WordSmiths, 402 E. Main St., Kent, OH 44240, 330-677-9673

Course Description:
Because you may spend more than 20% of your job time writing, your ability to communicate effectively will be an asset to your career.  This course concentrates on professional formats, including résumés, proposals, memos, and progress reports.  Additionally, you will complete a comprehensive final report, present your report orally, and participate in reading assignments, daily in-class activities, group discussions, and workshops.

This course will be run as an apprenticeship.  Everything you hand in to me should be the same quality work you would hand in to your boss on the job.  I will evaluate your work in the same way.  The consequences of this approach are that:


*Late work will be penalized by one letter grade for each class day late.


*Tardiness and absenteeism will influence your final grade negatively.


*The appearance--format and mechanics--of your work is just as important as the content.

Other Policies:
If You:
*Miss five or more classes, you will fail the course.

*Hand in a paper or assignment after it has been collected, it will be considered late.

*Attend a workshop unprepared, you will be asked to leave, and will be considered absent for the 
day.

*Plagiarize anything, you will fail the course.

Attendance and Homework

Attendance:  Because class discussions and in-class activities are important parts of this course, attendance is required.  Please arrange your vacations and work for other courses or for you employer so that they don't keep you from attending class.  There are, of course, good reasons for missing class, such as illness, death in the immediate family, or religious observances.  You should, however, remember that the student bears the responsibility for fulfilling all course expectations in a timely and responsible manner.  You should tell me the reason for your absence, in advance if possible.

Homework:  The homework in this course plays an essential role in your learning because it provides you with practice at applying the advice and developing the skills you will learn about from readings and class discussion.  Sometimes I will collect homework, sometimes I may ask to see it during the class session, and sometimes I will call upon you to give your responses to homework exercises.  Please note that all homework is due at the beginning of the class for which it is assigned.  

Assignments:


Major Assignments

42%




Résumé 

Letter of Application




Library Search Memo and Abstract with one source




Instructions




Letter of Inquiry




Short Report




Progress Report



Proposal


30%



Oral Report


10%



Minor Assignments

18%




Homework 




In-class writing




Attendance




Class participation

Major Assignments will receive letter grades, certain Minor Assignments will receive √-, √, or √+ and others will receive letter grades.

Disability Policy:
In accordance with University policy, if you have a documented disability and require accommodations to obtain equal access to this course, please contact me at the beginning of the semester or when given an assignment for which the accommodation is required.  Students with disabilities must verify their eligibility through the Office of Student Disability Services (SDS) in the Michael Schwartz Student Services Center (672-3391).

Grading Criteria

These grading criteria follow the high standards of professional communication principles required by most businesses and institutions.  Therefore, as I evaluate your work, I will expect “A” work to approach the distinguished writing of your colleagues entering a profession that demands excellence in rhetoric, organization, style, delivery, and content.

A
Distinguished writing that demonstrates a mastery of formats, writing style, and 

mechanics.  In addition, the paper consistently recognizes the readers’ needs and 

expectations by presenting complete information in a concise and clear style.

B
Excellent writing that illustrates an understanding of formats, writing style, and 

mechanics; however, some minor errors may occur.  The writer appears to apply the 

reader-centered approach to the work most of the time.

C
Average writing that fulfills the basic requirements of the assignment; however, the paper 

may lack wither reader awareness, technical writing style, or coherency.  In 

addition, the paper may contain distracting mechanical errors.

D
Below average writing.  This paper exhibits several of the conditions mentioned in the 

“C” paper.  Because of the preponderance of errors and/or lack of coherence, the reader 

will find the writing confusing.

F
Unacceptable writing due to plagiarism, a disregard for the basic tenets of technical 

writing as discussed in class, a disrespectful attitude toward the reader, and/or an 

avoidance of the assignment.

Any late assignment will receive an automatic grade reduction:  one letter grade for every class period that it is late.

Homework/In-class Assignments


Major Assignments

Job Ad Analysis




Résumé and Letter of Application

Memo






Library Search Memo & Abstract w/ source

Workshop partner memos (2)



Letter of Inquiry

Company Profile/Defining Objectives memo

Short Report

Oral Briefing





Progress Report

Edited memo





Proposal

Organizational Patterns/Visual Aid assignment
Oral Presentation

(this is not an exhaustive list)
Chapter 1:  Planning


Read pp. 9-20


Audience Analysis Homework (handout)

Chapter 6:  Memos, Letters, and Electronic Mail


Read pp. 141-173


Indirect to direct homework (handout)


Homework page 167 individual exercises a, b, c

Chapter 17:  Finding a Job


Read pp. 454-481


Job ad analysis (handout)


Cover letter and resume assignment (handout)

Chapter 5:  Editing for Style


Read pp. 113-139


Grammar assignment (handout)


Common Reducible wordy phrases (handout)

Chapter 7:  Instructions and Procedures


Read pp.175-202


Instruction critique assignment (handout)


(create an instructions/procedures assignment)

Chapter 3: Organizing for Readers


Read pp. 62-84

Chapter 8:  Describing and Summarizing Technical Information


Read pp. 203-223


Individual exercise 2


Collaborative exercise 1 (in-class) 2 homework

Chapter 9:  Abstracts and Executive Summaries


Read pp. 225-247


Summarize an article homework

Chapter 2:  Researching


Read pp. 38-60

Chapter 10:  Reports and Studies


Read pp. 249-296


Write a few short reports

Chapter 11:  Proposals


Read pp. 297-344


Write a proposal

Chapter 4:  Designing the Document:  Format and Graphics

