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COURSE DESCRIPTION:
(Include format, prerequisites, and fees, if any).

Preparation of various types of technical business, government and scientific communications, including résumés, progress, examin​ation, and recommen​dation reports, proposals, and memoranda.  A continuation and extension of the rhetorical principles and composition skills addressed in EGL 101.  Focus on devel​op​ing clear, concise, and accurate style for communicating complex information, with emphasis on audience, purpose, and presentation choices.  Prerequisite:  Grade of C or higher in EGL 101.

EXPECTED COURSE OUTCOMES:

(Attach supplementary sheets if needed.)

At the end of the course, the student should be able to

1.
Analyze audience needs and accommodate them in writing.
2.
Use a variety of composition modes effectively, including description, definition, comparison/contrast, and process.

3.
Present technical information, explanations, and recom​men​dations clearly and effectively, using formal grammar, usage, and mechanics, and formats.
4.
Prepare reports, proposals, abstracts, memoranda, and career-related communications, researching and documenting primary and secondary sources appropriately.
5.
Identify legal, ethical, and cultural considerations regard​ing technical communication.
6.
Prepare employment resume and application letter.
RANGE OF SUBJECT MATTER ADDRESSED IN MODEL COURSE OUTLINE:

(Exact sequence of topics and emphasis may vary with the instructor and the text used, within the limits defined in the preceding course description.  Attach additional sheets as required.)

ORGANIZATION

Reinforce
Focusing on a main idea in paragraphs and essays

Using outlines and other prewriting techniques

Organizing data (classification, comparison/contrast, and other patterns)

Revising for unity, completeness, structure, cohesiveness

Developing and supporting complex theses

STYLE

Reinforce
Writing with precision and economy

Writing with vividness, avoiding the trite, clichéd

Recognizing rhetorical devices, figurative language, sentence variety and emphasis

Developing tone appropriate for the situation

WRITING SITUATION

Reinforce
Assessing task (time constraints, appropriate length, degree 
of polish)

Assessing audience

Writing for self

Writing for others

Assessing purpose (explore, explain, analyze, prove)

Working collaboratively (writing groups)

Understanding writing in a college culture (issues of proof, 
authority)

Introduce

Writing within a technology-based cultural environment

Using format conventions (titles, paragraphs, headings, and other visual cues) 


Integrating written and spoken text as appropriate (oral presentations)
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SOURCE SELECTION

Reinforce
Using primary and secondary sources

Choosing appropriate sources in college library and

elsewhere (issues of recency, variety, credibility, balance)

ANALYTIC READING

Reinforce

Reading for the main idea and supporting points

Introduce
Reading in technology-oriented fields

NOTE TAKING

Reinforce
Summarizing a source

Taking notes without plagiarizing

Recording documentation information accurately

DOCUMENTATION

Reinforce
Distinguishing between direct and indirect discourse

Attributing sources

Using quotation marks correctly

Documenting sources with a standard system used by the technology community (MLA, APA)

INCORPORATION

Reinforce
Using source material to further writer's purpose

Using signal phrases to integrate quotations and borrowed ideas

Incorporating sources without plagiarizing

Taking into account conventions of the technology community

ABSTRACTION AND GENERALIZATION

Introduce/Reinforce
Relating theory to applications; general principles to specific instances

Identifying hasty and sweeping generalizations

Arguing from precedent and analogy
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SORTING, SELECTING, REPORTING AND SUPPORTING IDEAS

Introduce/Reinforce

Recognizing need for writer credibility, accommodation of

audience, and adaptation of style to fit topic and data

Eliminating logical fallacies
Analyzing and synthesizing facts and other forms of evidence

from primary and secondary sources, as well as personal obser​vation, to support argumentative thesis

Interpreting facts and drawing conclusions from several

sources to form own ideas ("new knowledge")

ANALYSIS AND EVALUATION OF SOURCES

Reinforce
Explaining progression of ideas (argumentative chain) in

several texts; comparing, evaluating and choosing best source, based on credibility, quality of information, logic, and develop​ment

OWNERSHIP AND ATTRIBUTION

Introduce/Reinforce
Distinguishing between information regarded as common knowledge ledge in a field and information requiring 
attribu​tion

GRAMMAR AND PUNCTUATION

Introduce and Reinforce
Punctuation conventions:  colon, dash, bullet points, enumeration, capitalization

SENTENCE RHETORIC

Introduce and Reinforce
Sentence style:  sentence length and construction, readability, active versus passive verbs, conciseness, parallelism

Precision:  clarity, accuracy, concreteness, connotation and denotation

Appropriateness:  jargon, sexist language, levels of formality
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EDITING SKILLS

Introduce and Reinforce
Use of handbook and style checkers:  finding answers to

common and sophisticated questions; using and misusing style checkers

Proofreading:  producing error-free copy

PROCESS

Introduce/Reinforce
Analysis of individual and collaborative writing processes

VOICE

Introduce/Reinforce
Refinement of personal, academic, and public voices for multiple contexts

DIMENSIONS OF WRITING

Reinforce

Analysis of writing as discovery, exposition, and action

ROLES OF WRITERS

Introduce
Writers' roles and responsibilities in the disciplines and professions

TOPICAL CONTENT (representative)

REPORTS

Chosen from these types (with emphasis on process

description, mechanism description, and definition 
reporting):

Technical memoranda

Descriptive and informative abstracts

Progress report

Recommendation report

Periodic report

Laboratory report

Library research report

Formal and semi-formal reports

Operations research report

Résumé and cover letter
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Special Elements
Documentation

Tabular and Graphic Aids

Format

Procedure

PROPOSALS

Chosen from these types (either singly or in combination):

Preliminary study

Writing plan

Draft, layout, and illustration development

MODEL COURSE OUTLINES:  Representative course syllabi follow:

EVALUATION OF STUDENT PERFORMANCE:
(List minimum and, where applicable, maximum departmental criteria, as well as a description of any written/oral

Required
6 to 10 written reports, proposals, memoranda--including one multiple source report and a résumé 

Attendance and participation

Optional
Quizzes

Final exam

Group presentations

Oral report

INSTRUCTIONAL MATERIALS:
Required:  Full-time instructors select their own textbooks.  Textbooks for adjunct faculty are chosen by a committee. 

Representative Textbooks:

Alred, Brusaw, Oliu.  Handbook of Technical Writing  7th ed.2003  Bedford/Martin’s,
Recommended:  Carbone.   Writing Online: A Student’s Guide to The Internet, 3rd ed., 1998., Houghton Mifflin, 

Pfeiffer, William S.  Technical Writing, 5th ed.  Prentice Hall. 
Reading Lists and Other Supplemental Materials
Supplementary material, when appropriate, will be assigned by the instructor and either provided or located for the student.  Such material changes from semester to semester.
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Attachment A


Sample Syllabus 1

EGL 134:  Introduction to Technical Writing
Michael Nielson

Textbook:
Markel, Michael H., Technical Writing:  Situations and Strategies, St. Martin's Press, NY.

Schedule:  [1 June - 1 July 1993][Section ....]

Jun   
1:
Introduction.  Ch 1.  Paper 1 (done in class).


2.
Ethics; Audience, Purpose, and Strategy. hs 2&3.

   
3:
Finding and Using Information.  Ch 4.

   
7:  
The Writing Process.  Ch 5; Appendix A.

      
8:
Writing Effective Sentences.  Ch 6.

   
9:
Writing Coherent Prose.  Ch 7; Appendices B & C.

   
10:
Definitions and Descriptions.  Chs 8 & 9.

14:
Organizing Discussions.  Ch 10.  Paper 2 due.

   
15:
Graphics and Page Design.  Chs 11 & 12.

     
16:
Memos.  Ch 13.

17:
Letters.  Ch 14.

   
21:
Job Hunt.  Ch 15. 

     
22:
Instructions and Manuals.  Ch 16.  Papers 3&4 due.

23:
Technical Articles.  Ch 17.

24:
Oral Presentations.  Ch 18.

Paper 5 (Outline and Abstract for Paper 6).

28:
Report Elements and Proposals.  Chs 19 and 20.

29:
Types of Reports.  Chs 21 and 22.

30:
Paper 6 due.  Oral Presentations ("Paper" 7).  

July
 1:
EXAM
Papers:
[All papers except Paper #1 MUST be typed; all except Paper #3 (Résumé) must be double-spaced]
1.
Descriptive.  Topic assigned and memorandum completed in class.

2.
Instruction.  Generate 500-word memorandum describing operation of equip​ment or technical process to be accomplished by reader.  Include at least one graphic.  Focus on clarity and logical sequence.  Use Check​list, page 234.
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3.
Résumé.  Follow Checklist on page 422 and instructions given in class.  Résumé should not exceed two pages nor be less than one.  Page layout and content will be graded.  Do not make up any qualifications, be yourself.  Use NORMAL spacing.
4.
Job Application.  Follow text and class instruction.  One to two pages.

5.
Abstract and Table of Contents.  Write the Abstract and Table of Contents for Paper 6.  Use the style employed on page 613.

6.
Formal Report.  At least 15 pages, 8 references, 2 graphic aids (must be incorporated in text).  Must include:  Title Page, Abstract, Executive Summary, Table of Contents, Intro​duction, Body, Graphics, Con​clusions, Recom​men​​da​tion(s), End​notes, and Bibliography.  Satisfactory completion of this report is MANDATORY for a passing grade.  Follow sample on pages 613-634.

7.
Oral Presentation.  Three minutes.  Addresses Formal Report.  Follow Ch 18 guidelines and requirements presented in class.  
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Attachment B

Syllabus for EGL134 (Weekender) 
Writing about Technical Topics
The course requirements, relevant assignments and readings are outlined in the material that follows on this page.

	BOOKS
	OBJECTIVES
	REQUIREMENTS

	ATTENDANCE
	GRAMMAR
	INTEGRITY

	ASSIGNMENTS
	COURSE CALENDAR
	GRADES


Required Books
Handbook of Technical Writing, 7th ed., Alred, G.J., Brusaw, C.T., & Oliu, W.E.
Recommended Books
Writing Online: A Student’s Guide to the Internet and World Wide Web, Crump & Carbone, 2nd edition.
These texts are available at the College Bookstore. You may buy books in person or have them shipped to your home.   Contact the bookstore by phone, email or in person. 

Course Objectives
By the end of this course you should be able to:

     Analyze and accommodate, in writing style, audience compo​sition and needs, including lay, technician, manager, and expert readers.

     Use a variety of composition modes effectively, including description, definition, comparison/contrast, and process.

     Present technical information, explanations, and recom​men​dations clearly and effectively, using formal grammar, usage, and mechanics.

     Prepare reports, proposals, abstracts, memoranda, and associated written matter appropriate to technology-associated subject matter.

     Address legal, ethical, and cultural considerations regard​ing technical communication.

     Learn and practice the skills necessary to search for career employment and meet the challenges of job interviews in technical fields.

Course Requirements
All out of class work must be word processed, double-spaced (except business letters/memos, which are single-spaced), and should have 1" to 1 ½" margins. Use good quality paper (NO erasable bond!) and a printer that produces clear, black text (e.g., laser, inkjet). All work must be submitted on the due date. In the format of a weekender course, we have no “late” dates. A missed deadline will result in a grade of “F” for that assignment. 
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All work must be carefully proofread, free from visible corrections, and free of typographical and mechanical errors. Each assignment will require a distinctive format; I will expect you to follow specific instructions for each assignment. 
►I will evaluate assignments, written and oral, based on worth and clarity of the topic, organization, and presentation. I expect correct, standard American English on all work.
Attendance Policies
Attendance during a weekender course is crucial, as much of your work will be done in class. If you must miss, you must explain, in writing. Also, it will be your responsibility to make sure you complete any missed assignments. 


►
You may not make up missed in-class work without my prior consent.



►
I will reward perfect attendance in some fashion, just as businesses may reward their employees with bonuses and other incentives. 

If you must withdraw from the class, check with the Admissions and Records Office to make sure you comply with proper procedure; otherwise, you might receive a grade of ‘F’ for the course.

Grammar Component 
The course will attempt to sharpen your understanding of grammar and syntax; as a class, we will undertake a systematic review of standard American English practice, through quizzes and other assignments. Be advised, however, that this is not a developmental course; students with low proficiency will be responsible for additional tutorial work at the Academic Skills Center.

Academic Integrity
Academic dishonesty is a very serious academic offense, with severe consequences, from an automatic “F” on the assignment, to an “F” for the course, to possible suspension from the college (as outlined on pages 41-42 of the 2002-2003 Student Handbook). According to the 2002-2003 Student Handbook (p. 40), academic dishonesty includes:
 i. Cheating, which means intentionally using or attempting to use unauthorized materials, information, or study aids in an academic exercise;
ii. Fabrication, which means intentional and unauthorized falsification or invention of any information or citation in an academic exercise;
iii. Facilitating academic dishonesty, which means intentionally or knowingly helping or attempting to help another to commit an act of academic dishonesty; or
iv. Plagiarism, which means intentionally or knowingly representing the words or ideas of another as one’s own in any academic exercise.
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English 134: Introduction to Technical Writing                                                                   

	Fall 2002
TTH: 9:30-10:45am
Classroom: M 3082


	Instructor: M. Jamal (M3074)
Office Hrs.: TTH:  1-2pm 
Phone: 322-0114, e-mail: mjamal_99@yahoo.com


Required Text: Mike Markel, Technical Communication, 6th Edition (Prentice Hall)
Reference Text: Diana Hacker, Rules for Writers, 4th Edition (Bedford)
Schedule*:  August 26 - Dec 15, 2002 
Week of:
	Aug 26
	Introduction and Course overview. Two commonly used workplace documents. In-class Assignment: Introductory Memo 

	Sept. 3
	Labor Day. College Closed.

	Sept 2
	Definition of Technical Communication. Difference between TC  and Academic Writing.    Measures of Excellence in TC. Chapter #1

	Sept 9
	Understanding the Writing Process: Planning, Drafting and Revising. Chapter #3

	Sept 16
	Analyzing Your Audience and Purpose. Chapter 5

	Sept 23
	 Assignment #2 (Due Next Wk.)  

	
	 Researching Your Subject. Chapter #7 

	9/30-10/1 
	Developing Textual Elements; the Drafting of Documents. Chapters: 10 & 12  Assignment #2 Due 

	Oct 7
	Designing Documents and Creating Graphics. Chapters 13 & 14 

	Oct 14
	 Writing Letters, Memos and E-mails. Chapter 15. Proposal (Due Next Week)  

	Oct 21
	Writing Proposals and Informal Reports. Chapters 17 & 18. Assignment #3 Due

	Oct 28 
	 Preparing Job-Application Materials. Chapter 16. Job Search Assignment (Due in 2 Weeks.)  

	
	Professional Development Day (Oct 30). No Class

	Nov 4
	Formal Reports and Manuals. Chapters 19-20   Final Assignment (Due 12/12)  

	Nov 11
	. Handout for Recommendation Report (Team Project). Assignment #4 Due   

	Nov 18
	Recommendation Report Workshop  

	Nov 25
	Workshop on Recommendation Report 

	
	Thanksgiving Vacation (11/28-12/1). No Class

	Dec 2
	Review of  Recommendation Report.   

	Dec 9
	Final Exam Period (12/10-12/15): Final Report Due by Dec 12.  

	
	All papers/assignments must be accounted for by this date (Dec 12). No papers will be accepted after today.  


[image: image1.wmf]
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ENGL 134 begins with two assumptions about technical writing: 

i) writing is social action 

ii) writing is technology 

People write technical documents because they want to do things in the world: the social action involved in technical writing connects the intangible sphere of thought with the concrete realm of activity. A person authoring online help for a word-processing program, for example, aims to help users understand a specific computer program and, in turn, write more effectively. Likewise, an engineer writing a forty-page recommendation report detailing a six-month-long study of groundwater patterns near a proposed kraft-process paper mill informs crucial decisions about mill construction. If a technical document does not initiate, effect, or affect action, then it probably would not be done. 

Writing is also a technology, in both the narrow and broad senses of the term. In the narrow sense, writing involves the manipulation, arrangement, and use of artifacts, ranging from chalk on stone to the contemporary system of sending electrical impulses over wires to be decoded and displayed as interconnected, fluid pages on the World Wide Web. Broadly speaking, literacy is a complex system of codes that users rely on for sharing information, action, and ideas; writing relies on interlocking social and technical systems including such things as electrical power grids (to run computers and other communication devices), motor transport (to move devices needed for writing and reading, from paper for print to CPUs for computers), and education (where people learn to be literate). All of these things make technical writing a complex activity. The range of different types of social action involved, coupled with rapidly shifting technological environments, defy simple explanation. Rather than learning how to respond to a single, oversimplified situation, ENGL 134 will help you learn how to analyze, understand, and act under these situations, adapting general strategies to your concrete, specific needs. The Course Goals below suggest some ways you'll learn effective technical communication. 
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Course Goals: 


ENGL 134 is designed to help you accomplish the following goals: 



· Prepare you to be a better communicator in your profession by 
  helping you improve your writing skills 

· Increase your ability to understand writing situations, including 

roles played by writers and readers in effective communication 

· Give you practice collaborating/discussing workplace situations with your classmates 

· Give you practice analyzing writing situations and responding to them in writing 

POLICIES: 

Papers: All papers, must be single-spaced and follow the suggested format (memo, letter, etc.). 

Attendance: Regular attendance/participation is required. Since we “meet” only twice a week, it will be difficult to make up for lost time. Three unexcused absences will automatically lead to loss of a letter grade. 

Assignments: i) All assignments are due on the day they are to be “handed” in. No late papers will be accepted. ii) You are expected to complete all assignments in order to pass the class (For those who are behind on work, I will discuss this matter on an individual basis). 

Quizzes: Quizzes will cover all class materials from the readings and discussions. They will be unannounced and you will be given a specific amount of time to complete them. Sorry, no make-up quizzes! 

Final Report: Satisfactory completion of this report is MANDATORY for a passing grade. 

Grades: The following grade range will be used to evaluate your work: 

A+ (97-100) B+ (87-89) C+ (77-79) D+ (67-69) 

A (93-96) B (83-87) C (73-76) D (63-66) 
A- (90-92) B- (80-82) C- (70-72) D- (60-62) 

*Final course grade will be A, B, C, D, or F, only (no + or - letter grades). 
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Assignments and Grades: 

1. Assignment #1: 10 points 

2. Assignment #2: 15 points 

3. Assignment #3: 15 points 

4. Assignment #4: The Job Search Assignment--20 points 

5. Assignment #5: Final Report--30 points 

6. Quizzes--10 points 

Plagiarism: Plagiarism in any form is unacceptable. 

Plagiarized work will lead to loss of credit for the course. 
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