MISU-BOTTINEAU

Course Outline 

Course Title and Number, Credits:

ENGL 125 Introduction to Professional Writing, 3CR

Prerequisite:

English 110

Course Description:
An introduction to the rhetoric of workplace communication 
Required Text:
Riordan, Daniel G. and Pauley, Steven E. Technical Report Writing Today. 8th ed. Houghton Mifflin Company: Boston and New York, 2002

Course Objectives:
· 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

Analyzing and writing descriptions of mechanisms
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

Course Requirements and Evaluation:

Course requirements consist of reading assigned text; participating in class room discussions; locating and evaluating information; planning, drafting, and delivering completed sample workplace documents; doing peer editing critiques; writing in-class audience analysis reports; and solving case study exercises for potential best answers (See syllabus for details.)

Grading is based on a standard college curve. (See syllabus for details.)

