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ENG 400-3 COU~SE OUTLINE: Adyanced Techn.~9q~, 1~riting,.. 'r~,age 2..l J " " ".. .. ,_I . " .. (. . _ . -

GENERAL DESCRIPTION ..- - ,. . 'i., ~- -
This cOU(S~ prepar~s. the, technologist to co~~~nj9ate ef~ectiv~ly at
work by refining an~r extending the basic 'rep.o.r:t'ln~' skJ11s ii'H..roduced
in Engl ish. 210. . t\n i'nJ:roduct'ipn. reviews 'th~" b'a~.ics bf" cofnmu'n'ica t ion
theory, emphasizing.th~ Impor.t.an'ce of pla'n.n;ing' f!;Yr.purpose.'and
audience. Students are'taught~strategies and skllis necessary to
solve the problems of gathering, organizing and presenting information
in a formal technical report. Where appropriate,. studen.ts complet.e
exercises to de~elop specific stylistic and mechanl~al skills. . Time
permitting, bus1ness letter writing is also includ~d and is usually
related to a project or to employment seeki~i. :;.

COURSE OBJECTIVES

The ~tudent willJ ..

. '. .-. ',' t. ' f

1. .' underst'and' ~~d~ deal eit:ect i v~eiy wi th some psychological elements
of communications.

2.
.. .. . ... ~

unders'tanq~. the_~dj.'ffe'rence_.be.tween. re,pa.1::"t's, J.nferences and. ". .. _. . ... . . ... J " .? '..r

judgments. :.' ';..' "" .. ",._'. . _ : :;r...

. ,. J ,.:: \f.':'..< r .;: :.. j. I

be able to' give a 'short cas~a.1 o,r,aI- ~'epprt.

4. recognize the importance of non-verbal language.

3.

5. write effective memos (formal and informal)
situations.. ,. ,.

in response to given
~{

6. . .- '. "':,,, : ",' i.,. '" .. . ,I,: :. r. L.. . .
wrlte effectlve business letters 1n response to glven sltuations.

7.give;,_<i'-nin£p,rm~1. proppsa~. fpr a project '..J :."

8. know pr~be.aur~s ;..fo,r,:p~'epar~~g a propos.aL ! ,'~ '

9. p.r~s~n,t.;.~ f()~rmal( wJ"itten proposal ,for""a proj~.ct ~.

10'. ~r'~sJ-tl~:.'a' ;fo.,rma1i ~~al~ ;p;~qpoS~l: io;~~ a: i)rF8-j.~C\,~~~o'Y1;,~e)pi~-ina techni-
c.al .pp:int;. to~, 'a~ -r:¥>n,-techn.ical. a.udi,enc~~.-.: "f' , . / \" '.. ~

. '. ~',,"'..or . : _4i ;. \ -. ~ " .-, I ,-_ " .. , \

11. present a f'ormaJIC'-progiess""'~eport' o~i:r pr~1ect,. p~'.. '

12. prepare a draft copy of a project report. . 0[:-~_._...-

~ . ;j_7~: .fb~~~~~ -..J . ..- '.

14. submit a written copy of a report which demonstrates an under-
standing of the mechanics, conventions and sound principles of
effective technical reporting.
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FORMAT FOR ASSIGNMENTS

I' " i .., .' '...-',. ,; .

ti"tle bf ~;rss1.gnment ..' - .'~

date r -,- ~"'-',i:..",' ",' -- .'
'. . ~ f " ~.- r:- .;.

name and class' "of aut'hQT'
name of instructor .'..r :

. :.;: ~: t ..'.~. r. ...!~._ ;:',r _

, 1 ..' :c \

::~ :

- ~ ,
:..

Z':..c: -: ,

- .
.'

ATTENDANC E,
. "t'-. ..~ - - "

.._,_.~ ~- ..~...-

Students are expected to attend all classes. T~rdiness.will-~b~ 6~
tolerated. In-class assignments (or tests) missed becaus~ of absence. . ~ "'. ~, . ".. .' - ,... - r\ -- ;-royt ~ .I

will be graded "zero". .'" -"', ",' , .,...'",.",
. :: ~ r :~-,.. ,.~.. .; ,"

"Make-up" tests may be arra9.<f~d_for student,s ~~o have. ~uff~~~cj, a: sub-
stantial illness, accident or."e'ther'haraship."' However',' stich'" ~<- ~

-- arrangements are to be at the discretion and cohvenience o'f'the';" ..,
teacher subject to the constraints of time and the availability of
facilities and suitable a1t'erflative tests';, t. i, '.". , . ',':~

.. .' '1 (, - .".

GRADING
...J, : ~.

- )..

I

50% of the final grade is based on tests and assignments~'r
50% of the final grade will be for the writing and editing of a. .

report. " " .- '..' --'. : f " 'j" ;.. '.~ '.\

Students are required' to maintain a fite' of dorhplet.~'d".a.ss-i"gninen~\s.

tests so that the teacher can check revised work and note the
student's progress in dealing' with spec'i f ic -pt'6btems.~ -' c ~ , ')

".. : ~

'.>

. A_ ,...) ~., '-.')'~;,~'''''-'''f.
All assignments are due. at the' 'beglttning "of class" o'n'"the' date spec 1-

fied., Work han~~2,i,I1 lc;t,e wi}l r,~c_eive;-(n?..h}ghe.r.tb,a.n~a~ "Co,!Ilpl,e,te:"o,r
"C" grade. 'RevlS"ed 'asSTgnmer'i't5'may. be 'Upcgrade~ to a-,.nC'''.~ Tf'le "'BI'.

grade is given for above averciq-e"work'an'a.t'lie:'n:A1':;(gi'ade'-''-ls. dis~erve-d

for. outstanding work.:r:ests,., may.. ,be9Faged_.nu~~7.r..i.ca.l-ly'.,and then.
assigned an "A", "B" or ,ne"-.' ',J ' . "~.'J..r.',',' '. . .

TEXTBOOK

Clear TechnicalWriting by B~ogen~ MC~ra~Hill
,-

- - -----
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Writing. ~age 4

A $,uggested Teaching' Outline

:, Assignment

1 Communication Theory

2 , Prop6sals: (identifying
audience and purpose) .

Informal proposal for a project
(orally and by letter)

3 Procedures Out~ioe of procedures

4

5

6

7

Style (conciseness). .
Exercises pre-test

Style (clarity) Exercises quizzes

Style (pacing information)

Organiza,tion

Mechanics

Exercises post test

Outlines of ceports

8 pre-test
quizzes

9 Mechanics (cont.) Exercises pos t. tes t

10 Proposals (rev~ew) Formal propO!!al for project

11 Tables and Figures Plan of project showing use of
.tabl~s and:figures

12 Nohformal Reporting

Writing the draft

Editing the dr~ft

Oral Progress reports

13 Draft of final re~ort

Work'shop14

15

16-', '

Business letters

Empioyment, letters

Writing specif.ic lett'ers

Write emp10ymefit .X€!l'ated
letters

::ote: The ord.er and' arrangement: of t:opi~o:. ,may .change t;.q~:';lqe.e,tchanges'
.iri teacb-i ngass ignments. .arid student'; needs., ,Sqme' topi--cs may be
dropped at the discre~ti,O:rt df. the 'teach~r. ., .

-- ......


