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English 125 Introduction to Professional Writing

Spring 2006

3 credits 

MWF 11:00 a.m. Old Main 23

Gary Albrightson

· Office hours: 12-1 MWF but stop in anytime my office door (OM 32) is open or call
· Office Phone: 701 228 5602


· E-mail address: gary.albrightson@misu.nodak.edu

Course description
This course introduces students to the processes and techniques used for creating effective workplace writing and to the rhetoric of workplace writing. 

Pre-requisites
English 110
Course objectives
Students will study summaries and abstracts, letters and memos, informal reports, proposals recommendation reports, feasibility reports, instructions, and formal reports to use these as models for writing these same kinds of workplace documents. Students will also deliver one speech, based on the formal report written for the class

Course Goals
Students who finish this course should be able to identify a communication situation and analyze it to successfully to accommodate an audience, manage ethos, develop research strategies, organize information, design pages, create and use visual aids, use an effective style, and “satisfice.” 

Course Format
The class proceeds by lecture and discussion of reading assignments from the assigned textbook and discussion of homework assigned from the textbook.

Required text
Technical Report Writing Today, 9th ed. Daniel G. Riordan
Supplemental text
Some reading from sources outside the required text will be distributed by the instructor or links will be provided to online sources.

Course management
This class uses a course management system called Nicenet which you can access at this URL: http://www.nicenet.org/ 
To access the class site enter this class key GZ52337S49 at the place on the Nicenet homepage that says “students” “join a class” and follow the instructions. 
Please provide all the information requested and use your name--not an alias, avatar, or “anonymous,” the default. Nicenet automatically creates a class mailing list, and since you will be asked to contribute to the class discussion board at various points in the semester, others will need to know who is posting comments as will the instructor so grades can be assigned for class participation. In addition, all the handouts and assignments for this course can be found at the documents link on the course Nicenet space and all assignments should be submitted to Nicenet as well as on paper. 

Other requirements for course (Technical Requirements)

All students should have e-mail access and will find useful any of the word processing programs that offer spell check, grammar check, and the search/find feature

Expectations for the student/student outcomes

This class like any communication class teaches a set of skills, and communication skills are learned by discussion, practice, and repetition. All students can earn an “A” in this course, but only if they cooperate with the instructor, which they do by completing the work assigned and meeting all deadlines on assignments done outside of class. Students should budget about three hours out of class for every hour in class if they intend to earn an “A” in this class. Learning in college is about showing up on time, doing the work, and meeting the deadlines.

Students requiring special services 
If any students have special needs, please contact the instructor immediately by phone, email, or in person so arrangements can be made to provide whatever is required. 

Academic Integrity
Since English 110 is a prerequisite for this course, the instructor assumes all students know what plagiarism is and know that each student must submit his or her own work. If students submit work not their own, they will receive a zero on that assignment with revision not allowed. 
Components of Course Grade
	Assignment 
	Percentage 
	Points

	Summaries and abstracts
	05
	20

	Letters and memos
	05
	20

	Informal report
	10
	40

	Instructions
	10
	40

	Proposal
	10
	40

	Recommendation report
	10
	40

	Feasibility report
	10
	40

	Speech with visuals
	10
	40

	Formal report
	20
	80

	Midterm/Final 
	10
	40

	Total 
	100
	400


A = 93-100%, B = 81-92%, C = 70-80%, D = 60-69%

Calendar of Assignments 

Jan 11 Introduction to the class

Jan 13 Read chapter 1 Definition of Technical Communication do 15 on 29-30

Jan 16 No class—Martin Luther King Jr. birthday observed

Jan 18 Read chapter 2 Profiling Audiences
Jan 20 do 4 on 45 (use exercise 15 on 29-30)

Jan 23 Read chapter 8 Summarizing 

Jan 25 Chapter 8 Summarizing continued 

Jan 27 Read Chapter 4 Technical Communication Style
Jan 30 Read chapter 6 Designing Pages; do 10 on 163 
Feb 01 Designing Pages continued

Feb 03 Read chapter 7 Using Visual Aids; do 9 on 200

Feb 06 Read chapter 3 The Technical Communication Process; do 11 on 80

Feb 08 Read chapter 5 Researching; do 1 on 132 a, b, c

Feb 10 Topic for formal report chosen and working bibliography due 

Feb 13 Read chapter 10 Describing 

Feb 15 write mechanism description do 1 on 258

Feb 17 write process description do 3 on 258

Feb 20 No class—President’s day

Feb 22 Read chapter 9 Defining 

Feb 24 write a definition of a concept basic to your formal report’s topic

Feb 27 Read chapter 19 Letters do 1 on 511

Mar 01 Review for Midterm

Mar 03 Midterm 

Mar 06 Read chapter 11 Instructions 

Mar 08 Begin writing instructions for using a search engine not Yahoo

Mar 10 Annotated bibliography for formal report is due today

Mar 20 Read chapter 12 Memos and informal reports 

Mar 22 Web exercise on 315-316 worked in class

Mar 24 Memos and informal reports continued

Mar 27 Read chapter 15 Recommendation reports 
Mar 29 communication problem involving a recommendation worked in class

Mar 31 recommendations continued

Apr 03 Read chapter 15 Feasibility reports 

Apr 05 communication problem involving a feasibility report worked in class

Apr 07 feasibility reports continued

Apr 10 Read chapter 16 Proposals 

Apr 12 do 1 on 439-440

Apr 14 No class—Easter holiday 

Apr 17 No class—Easter holiday

Apr 19 Read chapter 14 Formal reports 

Apr 21 Formal reports continued 

Apr 24 Read chapter 18 Oral Presentations
Apr 26 Begin speaking assignment 494-495

Apr 28 Formal report due today

May 01 speeches 

May 03 speeches 

May 05 speeches

May 08 review for final examination
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