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Communication 2204: Technical Writing
CREDITS: 3
PREREQUISITES: ENGL 1100 or equivalent.

COURSE DESCRIPTION
Students learn the principles of technical writing and practice those types of writing required of technicians including letters, memos, and reports as required in a student’s technology. A problem-solving report is written. Resume preparation and job search techniques are covered. Oral reports using visual aids are required.

COURSE LEARNING OUTCOMES (CLO are highlighted on course schedule below)
1. Students will use conventions of Standard English in technical writing.
2. Students will describe the differences between academic writing and technical writing, and explain the legal and ethical ramifications of technical writing.
3. Students will use prescribed technical writing forms.
4. Students will write effective memorandums, letters, and emails.
5. Students will write a resume that will enhance employment prospects.
6. Students will show evidence in assignments that the reader and his/her needs have been considered regarding selection of content and writing style.
7. Students will demonstrate in writing those skills frequently used by technical writers, including writing definitions, descriptions of mechanisms, instructions processes, and the use of graphic aids.
8. Students will write reports using a variety of report writing formats including the letter, memorandum, and formal report.
9. Students will demonstrate the skills required in presenting a formal oral report.

COURSE MATERIALS REQUIRED
Access to a computer with Internet connection for completion of all assignments.

TEXTBOOK:
John M. Lannon and Laura J. Gurak. Technical Communication. Pearson.

STANDARDS AND METHODS FOR EVALUATION (List of class assignments and point values):
Assignments and Point Breakdown	Points
Research Project
Research Project Proposal Memo (includes discussion #1)	30
Research Project Survey or Interview Questions	15
Research Project Check-In List (includes discussion #3)	10
Research Project (includes Peer Review)	70
Oral Presentation of Project	45
Technical Writing Forms
Introductory Memo	15
Visual Analysis Memo	25
Page Design Exercise	15
Technical Expanded Definition	30
Technical Description	40
Technical Instructions (includes discussion #2)	45


Employment Unit
Job Announcement/Advertisement	5
Cover Letter	30
Resume	30
Mock Interview (includes discussion #4)	30
Follow-Up Thank You Note	15
Reading Quizzes	50
Total Possible Points	500
GRADING SCALE
Excellent: 100-90% = A Good: 80-89% = B
Average: 70-79% = C Poor: 65-69% = D
Failing: 64%- = E/EN (EN grade will be used if student failed due to non-attendance/non-participation)
COLLEGE SYLLABUS STATEMENT: STUDENT RESOURCES, RIGHTS, AND RESPONSIBILITIES.
Columbus State Community College required College Syllabus Statements on College Policies and Student Support Services can be found at www.cscc.edu/syllabus or on the College website Quick Links “Syllabus Statements”.

COMM 2204 - SEMESTER CALENDAR -- Subject to Change (check weekly announcements to stay informed)

	Week
	Concepts
	Student Learning Outcomes
	Reading/Assignments

	1
	-Syllabus
-Communicating in the Workplace
	CLO #1
	-Read Chapter 1 – Communicating in the Workplace

-Submit Course Questionnaire

	2
	- Workplace Memos and Letters
	CLO #1,
#2, #7
	-Read Chapter 15 – Workplace Memos and Letters

-Submit Introductory Memo Exercise

- Submit Discussion #1 Post

	3
	
-Formal Analytical Reports
-Proposals
	
CLO #1,
#2, #3, #6,
#7, #8
	
-Read Chapter 21- Formal Analytical Reports
-Read Chapter 22- Proposals

-Submit Research Project Proposal Memo
- Submit Discussion #1 Replies

	4
	-An Overview of the Technical Writing Process
-Designing Pages and Documents
	CLO #2,
#5, #6, #7
	-Read Chapter 6 – An Overview of the Technical Writing Process
-Read Chapter 13 – Designing Pages and Documents

-Submit Page Design Exercise
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2


	
	
	
	-Complete Quiz 1 (readings up to now)

	5
	
-Thinking Critically about the Research Process
-Evaluating and Interpreting Information
	
CLO #1,
#2, #6, #8
	
-Read Chapter 7 -Thinking Critically about the Research Process
-Read Chapter 8 – Evaluating and Interpreting Information
-Submit Primary Research Survey or Interview Questions for Research Project

	6
	
-Designing Visual Information
-Technical Definitions
	
CLO #1,
#2, #6, #7
	
-Read Chapter 12 – Designing Visual Information
-Read Chapter 17 – Technical Definitions

-Submit Visual Analysis Memo

	7
	
-Organizing for Readers
-Editing for a Professional Style and Tone
	
CLO #1,
#2, #6, #7
	
-Read Chapter 10 – Organizing for Readers
-Read Chapter 11 – Editing for a Professional Style and Tone
-Submit Technical Expanded Definition

-Complete Quiz 2 (readings between last quiz and now)

	8
	-Weighing the Ethical Issues
-Technical Descriptions, Specifications, and Marketing Materials
	CLO #1,
#2, #6, #7
	-Read Chapter 4 – Weighing the Ethical Issues
-Read Chapter 18– Technical Descriptions, Specifications, and Marketing Materials

	9
	-Meeting the Needs of Specific Audiences
-Email and Text Messaging
	CLO #1,
#2, #6, #7
	-Read Chapter 2 – Meeting the Needs of Specific Audiences
-Read Chapter 14 -Email
-Submit Technical Description

-Complete Quiz 3 (readings between last quiz and now)

	10
	-Instructions and Procedures
-Informal Reports
	CLO #1,
#2, #6, #7
	-Read Chapter 19 - Informal Reports
-Read Chapter 20 – Instructions and Procedures

- Submit Discussion #2 Post

	11
	
-Summarizing Research Findings and Other Information
-Social Media
	
CLO #1,
#2, #6, #9
	
-Read Chapter 9 - Summarizing Research Findings and Other Information
-Read Chapter 25 – Social Media

-Submit Technical Instructions



	
	
	
	
-Submit Discussion #2 Replies

-Submit Discussion Post #3 - Research Project Check-In Lists

	12
	-Resumes and Other Job-Search Materials
	CLO #1,
#2, #6, #9
	-Read Chapter 16 – Resumes and Other Job-Search Materials

-Submit Job Announcement/Advertisement of Interest to You
-Complete Quiz 4 (readings between last quiz and now)

-Submit Discussion #3 Replies

	13
	-Employment Communications Continued
-Teamwork and Global Considerations
	CLO #1,
#2, #4, #5,
#6, #9
	-Read Chapter 3 – Persuading Your Audience
-Read Chapter 5 -Teamwork and Global Considerations

-Submit Job Search Cover Letter
-Submit Job Search Resume

-Submit Discussion #4 Post

	14
	
-Oral Presentations and Webinars
-Web Pages
-Employment Communications Continued
-Draft of Research Project
	
CLO #1,
#2, #4, #5,
#6, #9
	
-Read Chapter 23– Oral Presentations and Webinars
-Read Chapter 24 – Blogs, Wikis, and Web Pages
-Complete Mock Interviews –Questions and Answers
-Submit Discussion #4 Replies

-Email Full Draft of Research Paper as attached Word document to Partner & COPY INSTRUCTOR

	15
	
-Peer Review
-Work on Research Paper
	
CLO #1,
#2, #4, #5,
#6, #7, #8
	
-Email Research Paper Feedback and attached Word document with line by line comments to Partner & be sure to COPY INSTRUCTOR
-Submit Job Search Interview Thank-You Note

-Complete Quiz 5 (readings between last quiz and now)



	16
	
	
	

	
	-Oral Presentations for Research Project Due
-Final Research Project Due
	CLO #1,
#2, #4, #5,
#6, #7, #8
	-Submit Oral Presentation for Research Project

	
	No Final Exam for this Course
	
	-Submit Final Research Project Paper to
Blackboard
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