urse Description
Students will be instructed in the design and preparation of
technical writing projects appropriate to the world of work,
including resumes, letters, proposals, reports, instructions,
ummer as | prochures, and oral presentations. They will be encouraged
0 discuss to consider the audience of each of their technical

e and we wil communication assignments, paying particular attention to
design, style, and tone as they deliver accurate and
thorough results that are thoughtfully prepared for their
readers

Prerequisite : Grading Policy
r Final grades will be assigned based on total points for the
semester. The final exam is optional and can be used to
raise your grade. If you are happy with your grade you will
not need to take the final.
Please be advised that | do not accept late work for any
2 reason.
By the end of the C he— | Reading Assignments and Video Lectures
following: \3 Mandatory, assigned reading is required for this course; you
To know the ri <07 B0k June also be required to watch recorded video
ization i | ) 2 lectures. Reading and video lecture assignments can be
found on the module pages in Blackboard.
Module Assignments
You will be required to submit module assignments for this
To understand the basic types of gnaphrc aﬁds and'to course, the details of which are found in the various module
incorporate such graphic aids in written and or’al~repo folders.
To realize.the importance of personal responsibility in Module assignment grades will vary based upon the
preparing documents and meeting deadlines.. « . assignment. Assignment values will range between 25 and
To understand and deal with the eth|ca| msues of ’ 250 pOintS. The pOint value reflects the seriousness of the

technical communication R \ assignment: .
g% Module assignments will normally be due at 11:59 PM and

Y must be submitted online via Blackboard.
Discussions
Collaboration and communication are essential to success
in both the academic and professional setting. To practice
these skills and further our knowledge of the subjects we
| cover in this course, each student will be required to
be submltted as a .ppt , .pptx Or prezi A ¥ participate in weekly discussions.
There June be one or two parts to each module disc
assignment. The first is an initial post, and the seg
June include responses to your peers. A 10 pe
deduction will be applied to initial posts not p
first deadline, and no response posts wi
credit after the second deadline.
Discussion Board assignments wij

R Q'he\.str*Jctor




are firm. Most assignments are due at 11:59 PM. | do not grant
submitted after the due date will not be evaluated and will

appropriate Blackboard module. If there is an issue with
so ONLY in an emergency. REMEMBER
\ssignments must be in .doc, .docx, or .pdf format.

honesty and a high standard of integrity. The
as not honestly performed is regarded by the
ble to serious'consequences and possible
cheating and plagiarism.

Do not, under any circumstances, give
Internet. AlNOBthESESituations are

sion. Please trust me when | say |
you are.

June be accessing in chat
e United States
. We disclaim all liability

p differences and
)l serve to
ersity and

Any successful learning experience requires mutual respect on the part of the student and the instructor. Neither instructor nor
student should be subject to others’ behavior that is rude, disruptive, intimidating, aggressive, or demeaning. Student conduct

which disrupts the learning process or is deemed disrespectful or threatening shall not be tolerated and June lead to
disciplinary action and/or removal from class.




Calendar
June 1—1A—Getting Started

June 3—1B—Technical Writing and Memos

June 5—2A—Ethics
June 7—3A—Readability
June 9—4a—Research
June 11—5A—Visuals
June 13—5B—Visuals
June 15—6A—L etters of Application
June 17—6B/6C—Resumes
June 19—7A—Instructions
une 21—7B—Instructions
ne 23—8A—Informal Reports
c 25—8B—Informal Reports
R7—9A—Formal Reports
10A—Social Media

—Presentations




