English 321:  Writing for Engineers (3 credits)
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Instructor:  Deona McEnery     

Office: Minard 223A


Office Hours:  12-1 MWF, 3-4 M or by appointment

Office Phone and Voice Mail: 231-8503

Mail Box: In English Dept. Office (Minard 320)

E-mail: Deona.McEnery@ndsu.edu
Section:  1:00-1:50 MWF (Call #13691) section 3

*This is a Blackboard course.  Students will be enrolled automatically.
Required text:  Lannon, John.  Technical Communication.  Longman, 2006.  

-----------------------------------------------------------------------------------------------------------------Course Description and Course Objectives:

Course Description:

English 321 uses an “application of written and oral aspects of technical communication geared especially toward the engineering profession.  Students create documents and presentations for a variety of purposes.” (from the NDSU Bulletin)

Course objectives:

· Working alone and collaboratively, students will analyze and write documents that are accessible, usable and relevant for a variety of audiences and purposes.

· Students will use a variety of research tools, including general publications, professional research journals, and primary research such as interviews.

· Specific assignments will include memos, letters, proposals, descriptions, and reports.

-----------------------------------------------------------------------------------------------------------------

Policies: 

All Writing Assignments must be word processed, with appropriate spacing (single or double, depending on the assignment), white space, and approximate one-inch margins on all sides.  The textbook provides models and guidelines. 
Assignments are graded on a variety of criteria used by professionals:

· An A paper would impress an employer with its professionalism.  It would show an outstanding sense of audience need and purpose; it would have clear, ample and concise content; it would express appropriate tone; it would have fine organization with sensitive use of paragraphs and transitions; it would be free of mechanical errors. 
· A B paper would satisfy but not impress an employer.  For example, it might have a good sense of audience, but might have brief or loosely organized information.  Mechanical errors are few.

· [image: image2.wmf]A C paper would have some problems with content, style, or mechanics, and the employer would need to make corrections and send it back for revision.

· A D paper would disappoint the employer with major problems that couldn’t be easily marked for revision.  It would barely meet the employer’s requirements and most likely has numerous mechanical errors.

· An F paper would not meet the requirements of the assignment.  




Grading Scale

	A =
	90-100%
	900-1000
	Total points = 1,000

	 B =
	80-89%
	800-899
	

	C =
	70-79%
	700-799
	

	D =
	60-69%
	600-699
	

	F <
	60%
	<599
	


(*A curve will be applied to borderline grades.  This curve takes into account semester 


performance, and overall class standing.)                                                         

Due Dates:



Due dates are firm.  Assignments are due at the beginning of class on the date specified on the syllabus.  If you put an assignment in my mailbox, have the office secretary sign her name and the time so I know when you turned it in.  If no time or name is found, it will be assumed it was turned in just minutes before I found it in my box, and the grade will be lowered accordingly.  Late major assignments will drop one grade level per day late. After one week, a late assignment will be given a zero.  You must complete all Activities marked with an asterisk (*) in order to pass this class.  In-class work cannot be made up or turned in late.

Attendance Policies:

Attendance is expected.  If you must miss class or turn in late work (with a university-approved excuse), make arrangements with the instructor in advance; at the very least notify the instructor of your absence before the beginning of class.  Please call and leave a message on voicemail or use email.  

Expectations:

For every hour of class time, be prepared to spend two hours out of class, or 5-6 hours per week reading and writing.  Some weeks will require less, some weeks will require more, but this is standard for a class of this level.

---------------------------------------------------------------------------------------------

[image: image3.wmf]Collaborative Assignments:

Some assignments will require collaboration with classmates.  All group 

members will receive the same grade unless members request a lower grade for partially participating group members or a failing grade for non-participating group members.

----------------------------------------------------------------------------------------

Special Needs:

In keeping with the Americans with Disabilities Act, students with special needs are encouraged to speak with the instructor about appropriate accommodations as soon as possible.

-----------------------------------------------------------------------------------------------------------------

Academic Honesty:

[image: image4.wmf]All work in this course must be completed in a manner consistent with NDSU University Senate Policy, Section 335: Code of Academic Responsibility and Conduct <http://www.ndsu.nodak.edu/policy/335.htm>.  Specifically, whenever a writer uses a fact, statistic, idea or opinion from a source, the writer must cite that source appropriately.  Intentional misuse of source material will result in a zero for the assignment and possible failure of the course.  Plagiarism also includes:  borrowing word for word from another writer without giving him/her credit for the work, having someone else do your assignments or handing in assignments which have been turned in by someone else in the past.  This will not be tolerated.  Intentionally plagiarized work will be given a zero and cannot be revised for a grade.  Unintentional misuse of source material will require a rewrite of the assignment.

------------------------------------------------------------------------------------------------


Extra Notes:

· Please bring your textbook to class each day.  

· Please turn off cell phones during class.

· In case of canceled class, due to instructor illness or bad weather, please continue to follow the syllabus and expect to catch up the next time we meet.  

· This syllabus is subject to change.  All policies and content are subject to amendment at the instructor’s discretion.

-----------------------------------------------------------------------------------------------------------------

	
	ASSIGNMENT
	Points Possible
	Your Points

	
	Unit 1: Getting Started
	
	

	
	What do Engineers Write?
	
	

	Activity 1
	     Interview Report
	5
	

	Activity 2
	     Collaborative Document
	15
	

	Activity 3
	     Presentation #1
	10
	

	
	Ethics
	
	

	
	     Codes of Conduct (in class)
	5
	

	Activity 4
	*Audience Analysis
	50
	

	Activity 5
	*Technical Description (in class)
	50
	

	
	Unit 2: Seeking Employment
	
	

	Activity 6
	Looking for Jobs
	5
	

	Activity 7
	Analyzing Your Employable Skills
	5
	

	Activity 8
	*Letter/Scannable Resume
	150
	

	
	*Text File Resume
	25
	

	
	Unit 3: Potential Employers
	
	

	
	Researching Potential Employers
	
	

	Activity 9
	       Analyzing Web Sites
	15
	

	Activity 10
	       Table
	15
	

	Activity 11
	       Graph
	15
	

	Activity 12
	Report Proposal
	10
	

	Activity 13
	*Recommendation Report
	200
	

	
	Unit 4: Fun and Games
	
	

	Activity 14
	*Research Proposal
	50
	

	Activity 15
	*Research Analysis
	75
	

	Activity 16
	Progress Report
	25
	

	Activity 17
	*Technical Definition/Description
	225
	

	Activity 18
	Presentation #2
	15
	

	
	Miscellaneous
	
	

	
	Other Class Activities and Exercises
	10
	

	
	Final Exam
	25
	

	
	Total
	1,000
	


     Date

Daily Assignments and Activities 

Homework due

	Jan. 11 (WED)
	Introduction to course and each other.

Syllabus handed out in class.

In-class writing.
	

	Jan. 13 (FRI)
	Read Chapter 1 (pgs. 2-12)  

       “Introduction.”
	


	Jan. 16 (MON)
	Martin Luther King Jr. Day.  No Class.
	

	Jan. 18 (WED)
	Read Chapter 2 (pgs. 15-24) “Preparing 

       an Effective Document.”

Read Chapter 6 (pgs. 97-114)  “Working          in Teams.”
	

	Jan. 20 (FRI)
	Read Chapter 15 (pgs. 340-363)     

       “Designing Pages and Documents.”
	


	Jan. 23 (MON)
	Out-of-class workshop.
	Work on Activity 2: Collaborative Document and 3: Presentation #1.

	Jan. 25 (WED)
	Activity 3: Presentation #1
	Activity 2 due.

	Jan. 27 (FRI)
	Activity 3: Presentation #1 cont.
	Activity 2 due.


	Jan. 30 (MON)
	Read Chapter 5 (pgs. 74-92)  “Weighing         the Ethical Issues.”

Discuss codes of ethics.
	Bring a copy of a professional code of ethics from your chosen career or an appropriate professional organization to class.

	Feb. 1 (WED)
	Read Chapter 3 (pgs. 28-40)  “Delivering        Essential Information.”

Read Chapter 11 (pgs. 198-211)      

       “Summarizing and Abstracting   

       Information.”
	

	Feb. 3 (FRI)
	Read Chapter 12 (pgs. 219-241)   

       “Organizing for Users.”
	


	Feb. 6 (MON)
	Read Chapter 13 (pgs. 244-285)   

       “Revising for Readable Style.”
	

	Feb. 8 (WED)
	Peer Review.
	Draft of Activity 4: Audience Analysis due.

	Feb. 10 (FRI)
	Read Chapter 21 (pgs. 503-527)   

       “Technical Descriptions and   

       Specifications.”

Trial Technical Description in class  

     (collaborative).
	Activity 4 due.


	Feb. 13 (MON)
	Technical Description in class (no 

       collaboration allowed)
	

	Feb. 15 (WED)
	Looking for Jobs.

Read Chapter 18 (410-424)  “Letters 

       and Employment Correspondence.”
	

	Feb. 17 (FRI)
	Discuss Letter format.

Read Chapter 19 (425-457) cont.
	Activity 6: Looking for Jobs due.


	Feb. 20 (MON)
	President’s Day.  No Class.
	

	Feb. 22 (WED)
	Application/Cover letters
	Activity 7: Analyzing Your Employable Skills due.

	Feb. 24 (FRI)
	Traditional, Scannable, and Text file 

       Resumes
	


	Feb. 27 (MON)
	Peer Review.
	Draft of Activity 8: Letter/Resumes due.

	Mar. 1 (WED)
	Read Chapter 19 (pgs. 460-478) “Web  

       Pages and Other Electronic 

       Documents.”
	Activity 8 due.

Hand in Letter and Scannable Resume on paper; Hand in Text file resume as an attachment to instructor.

	Mar. 3 (FRI)
	Read Chapter 10 (pgs. 165-194)  

       “Evaluating and Interpreting 

       Information.”
	


	Mar. 6 (MON)
	Read Chapter 14 (pgs. 289-334)  

       “Designing Visuals.”
	Activity 9: Analyzing Websites due.

	Mar. 8 (WED)
	Read Chapter 16 (pgs. 366-379)  

       “Designing and Testing the 

       Document for Usability.”
	

	Mar. 10 (FRI)
	Peer Review.
	Activity 10: Table and Activity 11: Graph drafts due.


March 13-17

Spring Break!  No Class.

	Mar. 20 (MON)
	Read Chapter 24 (pgs. 606-640)  

       “Analytical Reports.”
	Activities 10 and 11 due.

	Mar. 22 (WED)
	Read Chapter 4 (pgs. 44-68)  “Making a 

       Persuasive Case.”
	

	Mar. 24 (FRI)
	Read Chapter 25 (pgs. 643-651)  

       “Adding Document Supplements.”

Read Appendix A (pgs. 681-688)  

       “Recording and Documenting 

       Research Findings.”
	


	Mar. 27 (MON)
	Out-of-class workshop on Report.
	Work on Activity 13.

	Mar. 29 (WED)
	Peer Review.
	Draft of Activity 13 due.

	Mar. 31 (FRI)
	Read Chapter 23 (pgs. 568-590, 601)  

       “Proposals.”
	Activity 13 due.


	Apr. 3 (MON)
	Read Chapter 21 (pgs. 503-527)  

       “Technical Definitions.”
	

	Apr. 5 (WED)
	Read Chapter 7 (pgs. 119-126)  “Thinking 

       Critically about the Research 

       Process.”
	

	Apr. 7 (FRI)
	Out-of-class workshop.
	Work on Activity 14: Proposal with group member(s).


	Apr. 10 (MON)
	Read Chapter 8 (pgs. 129-146)  

       “Exploring Electronic and Hard 

       Copy Sources.”
	Activity 14 due.

	Apr. 12 (WED)
	Read Chapter 9 (pgs. 150-162)  

       “Exploring Primary Sources.”
	

	Apr. 14 (FRI)
	Easter Break.  No Class!
	


	Apr. 17 (MON)
	Easter Break.  No Class!
	

	Apr. 19 (WED)
	Out-of-class workshop.
	Work on Activity 15: Research Analysis with group member(s).

	Apr. 21 (FRI)
	Read Chapter 17 (pgs. 385-406)  “Memo 

       Reports and Electronic Mail.”
	Activity 15 due.


	Apr. 24 (MON)
	Read Chapter 26 (pgs. 654-674)  “Oral 

       Presentations.”
	

	Apr. 26 (WED)
	Out-of-class workshop.
	Work on Activity 17: Technical Desc./Def. with group member(s).

Activity 16: Progress Report due via email.

	Apr. 28 (FRI)
	Out-of-class workshop.
	


	May 1 (MON)
	Activity 18: Presentation #2
	Activity 17 due.

	May 3 (WED)
	Activity 18: Presentation #2 cont.
	Activity 17 due.

	May 5 (FRI)
	No class due to English Department 

        workshop for Program Assessment.
	


The final exam will be available on Blackboard during Finals Week and must be completed prior to the end of the scheduled final exam time for this class.
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