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Text: Anderson, Paul V.  Technical Writing: A Reader Centered Approach, 6th ed.  Boston: Thompson Wadsworth, 2007.

Description: Intensive practice of the writing needed in professional settings: writing to inform, analyze, 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.  English 120 (formerly 111) and junior standing are prerequisites.

Course Objectives: 

1) Outcomes: Gen ed 1; Gen ed 6
· Outcome 1: Communicate effectively in a variety of contexts and genres, using a variety of communication skills.

· Outcome 6: Integrate knowledge and ideas in a coherent and meaningful manner.

2) Departmental Outcomes:

· Outcome 4: Manage sophisticated writing and research projects, planning, documenting, completing, and assessing work on-time and within the constraints of the project.

· Outcome 7: Develop professionalism exhibited in such qualities as self-direction, cooperation, civility, reliability, and care in editing and presenting the final product.

3) Disciplinary Outcome:

· Become familiar with the discourse and generic conventions of the discipline.

Policies: Much of the work in this class will entail service to local agencies, problem-based learning and active learning.  The students in the class will take most of the responsibility for identifying problems and implementing solutions with writing projects; they will, in many ways, “teach themselves” and create the appropriate details of their own assignments  Also, because I want them to practice a variety of formats in a variety of contexts, they will do some “busy work” most weeks. They will also read and respond to most of the chapters in the text. Critical reading is important in this course.  I want my students to “learn how to learn.”
Students should devote an average of six hours to prepare for classes each week.  If you do not think these activities will serve your needs and learning preferences, please transfer to another section that would better meet your needs.

Special Needs: If you have any disabilities, speak to me as soon as possible so I can try to make personal accommodations and possible arrangements with other offices.

Academic Honesty: 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.  Whenever a writer uses a fact, statistic, idea, opinion or wording from a source, the writer must cite that source appropriately.
Policies:
· All out-of-class writing assignments must be word processed with spacing appropriate for the

assignment.  Use appropriate heads, white space, and one-inch margins on all sides.  Keep hard copies and electronic copies of these assignments until you learn your grade after the semester is over.
· Due dates are firm.  Assignments are due at the beginning of class on the date specified on the syllabus.  If you must miss class or turn in late work with a university-approved excuse, make arrangements with me in advance; at the very least, notify me of your absence before the beginning of class.   Late major assignments will be accepted with the condition that the grade will drop one grade level per day late.  You must complete all major assignments in order to pass the class.  In-class work cannot be made up or turned in late.

· With collaborative assignments, all group members are given the same grade unless group members request a lower grade for partial participation or a failing grade for non-participation by a peer.

· I expect you to always save a backup of all assignments for safety and for the end-of-the-semester assignment.
· 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; and it would be free of mechanical errors.

· A B paper would satisfy but not impress an employer because it would lack one or more of the elements listed above.  For example, it might have a good sense of audience, but might have brief or loosely organized information.

· 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.

Grades for individual assignments and for the entire semester will be calculated as follows:  A=90% and above, B=80-89%, C=70-79%, D=60-69%, and F=59% and below.

Major Assignments and Their Possible Points

    
Series of Reading Responses


100
See directions below
#1 Resume and Letter of Application

100
See Project 1, 687
 
#2 Analysis of a Published Report
                
  50
See handout 

#3 Report on Agency Needs and Possible Services 
  50
See handout

#4 Proposal for Service Project 


100
See Project 8, 693
#5 Oral Briefing I: Service Project Plans  

  10
See Project 11,696
#6 Progress Report on Service Project 

  80
See Project 9, 694

#7 Service Project/Report 



200
See Project 10, 694

#8 Service Project Activity Log
  

  30
See handout


#9 Oral Briefing II: Service Project/Report Results  
  10     
See Project 12, 697 
#10 Instructions
(or Major Project)

  80
See Project 6, 620

#11 User Test Report  (or Major Project)

  20
See Project 7, 621 

#12 Reflective Letter and Portfolio


  70
See handout                           




            

900

The remaining 10% (equivalent of 100 points) will be earned with in-class and out-of-class exercises.

Directions for Reading Responses    

The series of reading responses will be your notes about information as you read the text chapters. Note what impresses you as important, surprising, confusing, objectionable.  Paraphrase or quote the concept or fact and explain why it’s noteworthy to you in a context outside the reading of the chapter.  For example, the concept that “readers react moment by moment” might make sense to you because you recall reading an advertisement that at first piqued your interest but then angered you with information intended to mislead readers.  Another important approach is to make a direct and detailed application of a concept to a document you are working on.  For example, you might decide to change the wording of your beginning to a letter to “I enjoyed our chat yesterday” to encourage a positive response from your reader.  Don’t just repeat an idea you find interesting.  Apply it to some situation in your life in order to earn full credit.
Your overall purposes are to increase your reading comprehension and to show me that you have actively studied the reading assignment.  Your responses will ramble as you read the chapter. These responses replace quizzes.  Hand in a minimum of one double-spaced page per chapter.  Generally, the more you write, the more you learn and the higher your score.
If you would prefer to take quizzes rather than write responses, see me.

Schedule
Any changes will be announced in class.  If class is cancelled for any reason, such as inclement weather, do as much of the work as you can on your own.  All listed assignments are to be done before class begins unless the assignment is obviously one that will be done in class.  Most in-class activities are not listed.

W 8.23

Introductions

F 8.25

Introduction of Service Project and discussion of #1 Resume and Letter of Application. 

M 8.28

Read Ch 1: 4-22 and write Reading Responses. Chapter exercises in class and discussion of service project ideas.

W 8.30

Read Ch 2: 26-49 and write Reading Responses. Bring to class one typed paragraph about your search for a service project. Chapter exercises in class and oral reports of searches.

F 9.1

Read Ch 2: 49-62 and write Reading Responses.

M 9.4

Labor Day holiday




W 9.6

Visit with Jill Wilkey of Career Services.

F 9.8

Bring a hard copy of the announcement of the position you will be writing your resume and letter for. Work on resume and letter.  

M 9.11

Bring two copies of drafts of your resume and letter and one copy of the position announcement to class.  Peer response.

W 9.13

Work on resumes and letters and bring questions to class.

F 9.15

#1 Resume and Letter of Application due.  Contact an agency and bring a professional article to class for the analysis assignment.  Start logging your activities and time for #7.  (You’ll need this information for #8.)

M 9.18

Assignment #2 Analysis of a Published Report due.  

W 9.20

Study Ch 3: 66-93 and write Reading Responses.  Work on report and bring questions to class.

F 9.22

Assignment #3 Report on Agency Needs due.  In-class review of “Proposals” 619-41.

M 9.25

Study Ch 4: 100-15 and write Reading Responses.  Work on proposal.  Continue logging activities and time for Assignment #7.

W 9.27

Work on proposal.  Log activities and time.  Bring me your ideas and questions.

F 9.29

Work on proposal.  Remember to gather numerous details.

M 10.2

#4 Proposal for Service Project due.  Study Project 11: 696 to prepare for Assignment #5 Oral Briefing I in class.

W 10.4

Study Ch 5: 119-150 and write Reading Responses.  In-class review of “Progress Reports” 607-17.

.F 10.6

Work on progress reports and research for agencies.  Bring questions to class.

M  10.9
Conferences.  Come to my office at the time you signed up for: day _____ time ________.  No class.  

W 10.11
Work on projects. No class. Conferences.  

F 10.13
Conferences.

M 10.16
Final draft of Assignment #6 Progress Report due.

W 10.18
Work on Project.  Bring final questions to class to write an in-class report.

F 10.20
Work on your project.  No class.  Study Ch 5: 119-50 and write Reading Responses and put them in my mailbox by class time.

M10.23
Work on your project.  Study Ch 9: 281-95 and write Reading Responses. 

W 10.25
Work on your project.  Study Ch 10: 297-303 and write Reading Responses.

F 10.27
Two copies of draft of #7 Service Project/Report due for peer response.

M 10.30
No class.  Conferences.  Come to my office at the time you signed up for: day______ time________.

W 11.1

No class.  Conferences.

F 11.3

Work on #7.  In-class discussion of Ch 8 “Style” 257-76.

M 11.6

Work on #7.  Continuation of Ch 8 in class. 

W 11.8

Final draft of #7 Service Project/Report due and #8 Service Project Activity Log due. Study Project 12: 697 to prepare for #9 Oral Briefing II in class.

F 11.10
Continue Oral Briefings.

M 11.13
Discuss Instructions/Major Paper topics and visual project worth 100 “daily” points. 

W 11.15
Study Ch 12 “Graphics” 325-47. In-class discussion and application of concepts.

F 11.17
Study Ch 13 “Design” 372-93.  In-class discussion and application of concepts.

M 11.20
Meet in IACC to work on visual projects.

W 11.22
Work on visual projects.

F 11.24
Thanksgiving recess

M 11.27
Visual project for 100 “daily” points due.

W 11.29
In-class review of “Instructions” 642-68.

F 12.1

Work on Instructions or Major Project.

M 12.4

Two copies of draft of #10 Instructions or Major Project due.  User tests in class.

W 12.6

Final draft of #10 Instructions and #11 User Report or Major Project due. Discussion of #12 Reflective Letter and Portfolio.

F 12.8

Hard copy of Reflective Letter and Portfolio due. 

