MSU-BOTTINEAU

Course Outline

Name of instructor: Albrightson
Course Title and Number:Introduction to Professional Writing ENGL 125


Credits: 3 


Prerequisite: ENGL 110
	Course Description: Introduction to the processes and techniques for creating workplace writing. Letters, memos, formal and informal reports and instructions. Introduction to the rhetoric of workplace writing. 


	Required Text: 
Anderson, Paul V. Technical Communication: A Reader-Centered Approach 6th ed. Thomson Wadsworth , Bedford St. Martin’s, 2007. 



	*Course Objectives: (List which, if any, of the general education goals listed below each of your course objectives satisfies by writing the number of the goal beside the objective.)
The student who successfully completes ENGL 120 will 
•  Demonstrate the ability to locate and evaluate information gathered from print, online, and interview sources. (Meets MSU-B General Education Goal #9)

• Demonstrate the ability to adapt information to meet the needs of audiences diverse in expertise and language skills. (Meets MSU-B General Education Goal #1)

• Demonstrate the ability to use document design principles to make documents as usable as possible.  (Meets MSU-B General Education Goal #2)

• Demonstrate the ability to use visual communication techniques to make workplace documents as understandable as possible. (Meets MSU-B General Education Goal #2)

• Demonstrate the ability to work in small groups to create usable and understandable documents. (Meets MSU-B General Education Goal #10)

• Assimilate strategies of editing to polish documents into a style of English appropriate for many workplace communication situations. (Meets MSU-B General Education Goal #1) 


	Course Content: 
Writing letters and memos

Analyzing and writing summaries and abstracts

Practicing techniques for defining concepts 

Writing informal and formal reports

Writing instructions 

Learning basic principles of document design

Learning basic techniques of visual communication

Class discussion of rhetorical issues and ethical issues in workplace communication

Quizzes, in-class writing assignments
 

	Relationship to Campus Theme: (Provide a statement describing how this course addresses the campus theme of Nature, Technology and Beyond.)

 Students will be asked to report on an example of a published workplace document addressing any issue relevant to nature, technology, and beyond. The report should evaluate the document chosen or assigned on the criteria of usability and persuasiveness. 

	Course Requirements and Evaluation: The grade in this class is earned by doing the lab assignments, by reading the chapters and passing the tutorial quizzes, by completing all document writing assignments, and by writing the final essay examination. The bulk of the grade is earned with the final portfolio, which should deliver final drafts of the case studies and the individual project. All writing is evaluated by content, voice, organization, style, and editing.



*Ten General Education Goals

1) To develop the ability to communicate

2) To develop thinking skills

3) To develop knowledge and application of technology

4) To develop skills in mathematical computation

5) To develop an aesthetic appreciation for the world in which we live

6) To promote the management and use of physical activity

7) To develop a knowledge and application of science

8) To understand and appreciate cultural diversity

9) To develop lifelong learning skills

10) To foster interpersonal development

Course Objectives (Sample)


To develop skills analyzing and interpreting dramatic texts, demonstrated through discussions (Meets MSU-B General Ed. Goal #2)


To develop your own critical analysis and interpretation through writing papers


To become more familiar with dramatic terminology


To explore dramatic texts through performance (Meets MSU-B General Ed. Goal #5)

