NDSU Fall 2006: English 320--Writing in the Business Professions, 3 credit hours

Instructor: Linda Fricker


Email: Linda.Fricker@ndsu.edu

Office: South Engineering 318E         

Phone: 231-8768 

Office Hours: MWF 12-1:45, TR 9-10:45
Mailboxes: Minard 320 (open 7:30-4 M-F), South Engineering 318 (open sporadically)

Course Description: Intensive practice of the writing needed in professional settings: writing to inform, analyzes, evaluate, and persuade.  All writing assignments emphasize business and professional communication.  This course is broader in scope and the writing assignments are longer and more complex than English 215.  Engl. 120 (formerly 111) and junior standing are prerequisites.

Course Objectives: 
· Working alone and with others, students will analyze and write documents that address the needs of specific audiences and specific purposes

· Students will use a variety of research tools
Special Needs: Any student with disabilities or other special needs that require special accommodations in this course is invited to share these concerns or requests with the instructor as soon as possible.

Academic Honesty: All work in this course must be completed in a manner consistent with NDSU Policy, Section 335: Code of Responsibility and Conduct ‹http://www.ndsu.nodak.edu/policy/335.htm›. Borrowing statistics, ideas, opinions, or  anything 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 will not be tolerated. 
Text: Anderson, Paul V. Technical Communication: A Reader Centered Approach, 6th ed., 2007.
Course Requirements: Assignments on the syllabus should be completed before coming to class on the day they are listed; syllabus dates are subject to change with adequate notice.  Unless other arrangements have been made, you are responsible for attending class, getting assignments and turning them in on time. Collaborative projects must be done with at least one other person unless circumstances require otherwise.

Grading for collaborative assignments: Each group member receives the same grade unless members request a lower grade for a partial participation, or a failing grade for non-participation by a peer.
Writing Assignments are due in class or in one of my mailboxes by 5 p.m. on the due date.  Late Writing Assignments will be lowered a partial grade for each day they are late, unless prior permission is received for an extended due date (with the exception of the last Writing Assignment, which cannot be handed in late). You will not pass the class unless all Writing Assignments are handed in.

All Writing Assignments must be typed, with appropriate spacing and margins.

· Each Writing Assignment must fulfill the requirements given when it is assigned, those that do not will receive an “F.”  

· Writing Assignments that barely fulfill the minimum requirements and have excessive spelling, grammatical, or punctuation errors will receive a “D.” 

· A “C” Writing Assignment fulfills the minimum requirements but lacks clarity, coherence, or unity and has several spelling, punctuation, and grammatical errors. 

· A “B” Writing Assignment fulfills the minimum requirements and has evidence of coherence, clarity and unity, with some spelling, punctuation, and grammatical errors.  

· An “A” Writing Assignment is clear, coherent and unified; it has few or no spelling, punctuation or grammatical errors.

Some assignments for this course build on information used in earlier assignments so please keep all work from this course until the end of the semester.

Required course work and percentages of your final grade:

  5% -- In class & out of class assignments, workshops

15% -- Unit #1: Instructions (Collaboration required)

25% -- Unit #2: Looking for Possible Employers—Recommendation

10% -- Informational Booklet (Collaboration required)

25% -- Unit #3: Applying for Employment—Letter and Resumes

10% -- Unit #4: Gift to NDSU—Proposal (collaboration optional)

10% -- Brochure (collaboration optional)

A=91-100%; B=81-90%; C=71-80; D=61-70; F<60

Daily Schedule:
Tu 8/22: Finding out about the class; getting to know each other.

Getting Acquainted—due Th Aug. 24
Part 1: Interview a classmate and write a half-page introduction. You will introduce your classmate to the rest of the class and then hand in what you have written.

Part 2: Send an email to your instructor with a piece of information about yourself that you did not share in your interview. 

Th 8/24: “Getting Acquainted” exercise due; “Chapter 1: Introduction” 3-23.

Tu 8/29: “Chapter 3: Objectives” 55-75; “Chapter 4: Usability” 81-94.

Th 8/31: “Chapter 16: Creating with a Team” 439-456; “Chapter 23: Instructions” 642-668. 

Tu 9/5: Writing instructions with a team in class.
Th 9/7: “Chapters 14, 15: Revising/Testing Drafts/” 401-434; Testing another team’s instructions.

Tu 9/12: Instructions Unit Assignment due; Looking for Possible Employers; Chapter 6: Conducting Research” 151-161.
Th 9/14: Part 1 of Potential Employers Assignment due; “Chapter 12: Graphics” 325-371.

Tu 9/19: Part 2 of Potential Employers Assignment due; “Chapter 21: Reports” 539-556; "Chapter 11: Front and Back Matter" 305-322.
Th 9/21: Part 3 of Potential Employers Assignment due; Parts of the report; “Chapters 7: Paragraphs, Sections” 199-223; “Appendix A: Documenting Your Sources” 671-685.

Tu 9/26: "Chapters 8, 9,10: Style, Beginnings, Endings” 257-302.
Th 9/28: Workshop—Draft of Potential Employers Recommendation due.

Tu 10/3: Employer Recommendation due; “Chapter 2: Obtaining a Job” 25-59; Letters of Application.

Th 10/5: Scannable Resumes, Text file Resumes.

Tu 10/10:  Workshop—Draft of Letter and Scannable Resume due for peer review.
Th 10/12: Meet with instructor at scheduled time to review resumes.
Tu 10/17: Meet with instructor at scheduled time to review resumes.

Th 10/19: Letter and Resumes due; “Chapter 13: Designing Pages” 372-393; How to make a booklet.

Tu 10/24: Work on Booklet with group.

Th 10/26:  Work on Booklet with group.

Tu 10/31: Booklet due; “Chapter 22: Proposals” 618-641.
Th 11/2: Part 1 of Proposal unit due; “Chapter 5: Planning Persuasive Strategies” 118-146; 

choose days for presentations.

Tu 11/7: Work on Presentation.

Th 11/9: Work on Presentation.

Tu 11/14: Presentations
Th 11/16: Presentations
Tu 11/21:  How to make a brochure.

Th 11/23: Thanksgiving—No class.

Tu 11/28: Part I of brochure due; Work on brochure.

Th 11/30: Work on brochure
Tu 12/5: Workshop—Draft of Brochure due for peer review.
Course Reflection—due Th Dec. 8

Write a memo or send an email to your instructor regarding what you learned about the following during this course: 

--writing in general

--writing with others

--your own writing ability

In your discussion of your own writing ability, identify what you think was your weakest Writing Assignment and why you think that, and your strongest Writing Assignment and why you think that.

Your memo or email should be approximately ½ to 1 page.

Th 12/7: Last day of class—Brochures due; Course Reflection due; course evaluations.
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