English 2700.042: Introduction to Technical Writing

Tu —Th 9:30 — 10:50 am
Aud. Bldg. 301 and 306, Technical Writing Lab

Instructor: Dr. Gail Lippincott

Office: Aud. Bldg. 316

Phone: 940-565-4386

Emal: gal @unt.edu (Please start your email subject line with 2700 so that | will be sureto
read your messages ASAP.)

Office Hours: Tu & Th 9-9:30 and 11-11:30 am; W 5-6:30 pm, and by gppointment

Course Materials
Y ou will need the following required items:
=  Sims, Brenda R. Technical Communication for Readers and Writers. 2™ ed. 2003.
* anemall account

Course Goals
Technica Writing is not a grammear class but an gpplied writing course in which you will learn to

= writeclearly, concisdy, and accuratey for intended readers

= goply good writing skills to technica documents

= write various technica documents common in business and industry
» write asamember of ateam

= useword processing, €ectronic mail, and graphics software applications on a persond
computer

Projects and Value
Your find course grade will come from the following components:

= Homework and quizzes 10%
»  Proposd for individud report 15%
»  Progress report for individua report 5%
» Individud report 25%
» Resume and cover letter 15%
= Brochure (team) 10%
* Ingructions (team) 10%

=  Feashility report (team) 10%



Grading Scale
| use the following grading scale:

90-100 A excdlent (reserved for red excellence)

8090 B good (an honors grade)

70-80 C far (9gnifies average competence)
60-70 D passng

Bdow60 F faling

Class Policies
The following dass policies will help you understand what | expect of you.

Attendance

Attend classregularly. Y ou cannot perform well in this course unless you attend class. If you
miss class for any reason, you are responsible for al materia covered and al assgnments
made.

Contact meif you must miss class or will be coming late. Communication is extremely
important!

If you exceed five unexcused absences, you will receive an F in the course.

If you consgtently arrive late or leave early, | will count you absent.

If you will be absent because of areigious holiday, you must notify me in writing by

September 5. Y ou are responsible for turning in al assigned projects before the excused
absence occurs.

Assignments

Submit all assgnments on time. | do not accept late papers. If you are having trouble
completing an assgnment, talk with me several days befor e the assgnment is due.

| will accept an excuse for adelayed paper only when atechnica writing lab staff member
verifies the computer-rel ated problem.

Prepare dl outside class assgnments (except some daily exercises) usng word-processing
software.
Use the Technicad Writing Lab software when you write your assgnments in the lab.

Print dl documents on alaser printer to ensure that your documents are neat and visudly
appeding. | expect your work to have a professiona appearance.

Prepare dl assgnments specifically according to ingructions for formet, organization, or style.
Assignments not prepared according to instructions may receive a grade of F.

Make copies of your individua project and any other documents that you would like to keep.
| must keep your individud project and other documents on file for one year.
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Technical Writing Lab

= Asatechnica writing sudent, you may use the Technical Writing Lab in room 307 of the
Auditorium Building. Be sure you understand and follow the lab policies
I will fail any student caught damaging lab equipment, changing computer settings,
downloading software, or sending broadcast messages.

* Inaddition to class meetings, you should be prepared to put in severa hours per week in the
Technicad Writing Lab learning programs and working on your projects.

»= The Technicd Writing Lab isateaching lab, not agenerd access|ab. Weekly handouts tell
you when the lab is open.

Academic Dishonesty Policy

Plagiarism, according to the Merriam-Webster Collegiate Dictionary, means “to sted and pass of f
the ideas or words of another as one'sown” or to “use another’ s production without crediting the
source” (www.m-w.comy/). Sudents guilty of plagiarismwill receive an F in this course.

If you have any question about how to cite published materid, please discussit with me.

Disability Accommodation

In accordance with the terms and spirit of the Americans with Disabilities Act and Section 504,
Rehabilitation Act, | will cooperate with UNT’ s Office of Disability Accommodation (ODA)to
make reasonable accommodations for qudified students with disabilities.

If you have a disability and have not registered with the ODA, | encourage you to register.

Please present me with your written request for accommodation no later than the fourth day of
class.

Essential Competencies

Essentid competencies for this course include the ability to
*» Read and andyze technicd documents

= Write clear, concise, and visudly appropriate technical prose for the intended readersin
response to various types of assgnments

» Discuss indassand in smdl groups, technica documents

»  Useapersona computer with various word processing, eectronic mail, and graphics
software gpplications
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Schedule of Readings and Assignments

NOTE: This syllabus is subject to slight revision, with advance notice.

August 26 What we'll doin class: Introduction to the course
What to read: Nothing!
What’sdue: Nothing!
August 28 What we'll doin class: Understanding the Writing Process and
Writing for Y our Reeders
I ntroduction to the computer lab
(Meet in Auditorium Bldg 307)
What to read: Chapters 1-2
What’sdue: Exercise 1, p. 33
September 2 What we'll doin class: Writing Sentences and Paragraphs
What to read: Chapter 7
What’sdue: Exercises 1-5, 6 (complete only d),
pp. 190-192
September 4 What we'll doin class: Writing Sentences and Paragraphs
What to read: Chapter 7
What’sdue: Nothing!
September 9 What we'll doin class: Using Reader-Oriented Language
What to read: Chapter 8
What’sdue: Exercises 1-11, pp. 216-218
September 11 What we'll doin class: Using Reader-Oriented Language

What toread:

What'sdue:

Chapter 8

Nothing!
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September 16

What we'll doin class:

Style Quiz

What to read: Review Chapters 7-8
What’sdue: Quiz by end of class
September 18 What we'll doin class: Organizing Information, Using
Headings, and Writing Previews
What to read: Chapter 6
What’s due: Case Study, p. 173
September 23 What we'll doin class: Graphics Orientation / Brochure
What to read: Chapter 9
What’s due: Exercise 3, p. 250 by email
September 25 What we'll doin class: Designing Documents and Visud Aids
What to read: Chapter 9
What’sdue: Draft of style sheet or edited text
September 30 What we'll doin class: Team Project: Design Brochure
What to read: Chapter 9
What's due: Brochuredue at end of class
October 2 What we'll doin class: Introduce Individua Project

What to read:

What'sdue:

Assgnment
Letters, Memos, and E-Mall

Chapter 18

Exercise 1, p. 586
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October 7 What we'll doin class: Proposals
What to read: Chapter 12
What’sdue: Exercise 1, p. 384
October 9 What we'll doin class: Workshop: Proposas
What to read: Chapter 12
What’sdue: Draft of proposal due at the end of class
October 14 What we'll doin class: Individua conferences to discuss proposal
rough drafts
What to read: Nothing!
What’sdue: Bring draft of proposal to conference
October 16 What we'll doin class: Individua conferencesto discuss proposa
rough drafts
What to read: Nothing!
What’s due: Bring draft of proposal to conference
October 21 What we'll doin class: Instructions
What to read: Chapter 15
What’sdue: Proposal for individual project
October 23 What we'll doin class: Advanced Manud Orientation

What to read:

What'sdue:

Workshop: Team Ingtructions
Chapter 15

Nothing!
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October 28

What we'll doin class:

Workshop: Team Ingtructions

What to read: Nothing!
What's due: Draft of Team Ingructions
October 30 What we'll doin class: Preparing Front and End Matter
Workshop: Team Instructions
What to read: Chapter 11
What’s due: Nothing for class, kegp working on your
individua project
November 4 What we'll doin class: Workshop: Team Ingtructions
What to read: Nothing!
What’s due: Team Instructions due at end of class
November 6 What we'll doin class: Informa Reports
Wheat to read: Chapter 13
What’s due: Progress Report due at end of class
November 11 What we'll doin class: Writing Reader- Oriented Formal Reports
Workshop: Team Feashility Study
What to read: Chapter 14
What’s due: Team topic due a end of class
November 13 What we'll doin class: Workshop: Team Feashility Study

What to read:

What'sdue:

Individual Conferencesto review
Formal Project rough drafts

Nothing!

Draft of your individua project
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November 18

What we'll doin class:

What toread:

What's due

Workshop: Team Feasihility Study
Nothing!

Team Feasbility Study at end of class

November 20 What we'll doin class: Resume and Cover Letter
What to read: Chapter 19
What’sdue: Your individual project
November 25 What we'll doin class: Workshop: Resume and Cover Letter
What to read: Nothing!
What’s due: Nothing!

November 27 NO CLASS ENJOY THANKSGIVING!
December 2 What we'll doin class: Peer Edit: Resume and Cover Letter
What to read: Nothing!

What’s due: Draft of resume and cover |etter
December 4 What we'll doin class: Review of Individud Projects

What to read:

What'sdue:

Nothing!

Resume and cover letter

Wewill not have afinal exam in this class!
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