TECHNICAL COMMUNICATION-

ENG 352 Syllabus 

   
Professor James M. Lipuma

Summer 2011
Eng 352 “Technical Communication” develops the ability of the student to understand and utilize the process of communication to accomplish desired communication tasks.  This course strives to teach the basics of good communication and the importance of understanding and using specialized forms and formats when interfacing with different targets in a variety of situations to understand and accomplish specified goals.  It uses real-world situations to both learn and have students produce final packages.  The core ideas of the course are intended to introduce the concept of communication and the tools used to meet a variety of challenges that the student may encounter in college and in his or her career.  This will assist students to improve both the form and content of various forms of communication.  Through the course of the class, each student will be exposed to aspects of the communication process as it applies to: business correspondences, critical analyses, process descriptions, proposals, résumés, letters, and memos amongst others.  

The material in this course is intended to provide students with an understanding of the elements of different communication mediums and forms that are commonly encountered as they seek employment and begin working in their chosen careers.  This course will use Moodle to deliver course content and allow you to turn in reflection assignments, quizzes, discussion forum posts and larger project assignments as MS Word 2003 files You need to review the submission guidelines for general instructions about how to submit work and understand the comments that are returned.  As an online class, it will be your responsibility to keep current with the work, meet deadlines for readings, postings, and other submissions.  The course has several overarching goals that fit together to accomplish the learning objectives as well as provide you the needed skills to accomplish the final projects.  At its heart, the course teaches about how to most effectively craft a communication package that accomplishes a student's goal in a given situation for a specified target.  To do this, the students will learn about:

1 How to use clear communication techniques and correct form for a specified situation

2 Assessing personal goals 

3 Identifying targets and accurately understanding what will work best for those targets 

4 Adopting appropriate tone and adjusting tone when needed

5 Selecting the correct scope for work,

6 Critiquing the work of oneself and others to develop judgment about what is better and worse for creating the package.

7 Assessing sources of material to judge quality

There is one text for the class that must be purchased as it will be used to complete assignments for class and has all of the needed material for completion of the course.  You can order the text through the NJIT bookstore or pick it up on campus. 

Lipuma, J. (2009) Fundamentals of Education and Learning (FUEL) 1st edition. Kendall Hunt ISBN: 978-0757562006 

For more in depth or expanded information, other sources can be consulted.  You may also wish to consult the online writing texts listed below but without my text, you will not be able to complete the assignments for class that are given via Moodle.

The Online Writing Lab (OWL) at Purdue http://owl.english.purdue.edu/owl/ 

Online Technical Writing Textbook http://www.io.com/~hcexres/textbook/
Online Technical Writing Text http://www.free-ed.net/free-ed/MiscTech/TechWriting01/default.asp 

All materials for the class will be available through the web or distributed via Moodle the online course management tool.  Every attempt has been made to find free materials for the course.  Most readings are available publicly through the Internet or through the NJIT database system.  Links and citations for these will be given via Moodle, which will be used to handle course interactions.  Lectures and instructional material will be presented in Word 2003 documents or with PowerPoint and Netcasts, most of which will be available through NJIT webspace or directly from the web.  Students are required to download and install a number of programs for this course.  I have tried to identify shareware/open source applications so that you do not have the burden of purchasing expensive software.  If you already have a program that you are familiar with that is similar to one of the items listed below then you should feel free to use the item you already have.

General Course Policies for Lateness and Penalties for Fatal Errors
This online course is organized as a virtual independent study so that attendance is measured by participation in class discussions and posts that occur throughout the class.  Each discussion posting will have an opening and closing date after which work will not be accepted.  Major assignments and projects will have a due date.  Work submitted after this date will not be accepted unless a prior arrangement has been made with the professor or the NJIT Dean OF students provides written excuse for lateness. Most of the work in the class is designed to be accessed individually and worked through at your own pace.  The pace of the work to be handled is up to you but certain milestones have been set up throughout the semester.  

The assignments handed in for this course are expected to be University-level work and must follow instructions and the supplied submission guidelines.  There should be no contractions, spelling errors, punctuation errors, or mistakes in grammar.  Mistakes of these types are fatal errors and are penalized 20%.   In addition, you must follow submission guidelines for formatting the work and naming the file correctly.  Failure to follow instructions or submission guidelines will result in a loss of 10% of the grade.  

If you wish to have assistance with writing, the Humanities department has a writing tutor who can be contacted for assistance with all aspects of the paper.  The lead contact is Janet Bodner (Bodner@njit.edu).  You may also ask your professor, Dr. James Lipuma, for further assistance or more detailed information.  All assignments handed in for this course should be original and the sole work of the student.  The rules and procedures set down in the student handbook as administered by the Dean of Students office will be used to judge plagiarism.  DO NOT PLAGIARIZE.  If you are unclear about the rules, please see the NJIT student handbook. www.Turnitin.com will be used to check for plagiarized work via an assignment link in Moodle. 

Grading

A = 91-100
B+ =86-90.5
C+  = 76-80.5

D  =61-69.5
F = 0-60.5
B = 81-85.5
C    = 70-75.5


CONTACTING THE PROFESSOR

Office: Culimore—Room 420

Office Hours- By Arrangement
Phone:  973-642-4743
 

Fax: 973-642-4689

Lipuma@NJIT.edu
Eng 352 Outline Of Assignments And Projects—Fall 2010

ENG352 uses real-world situations to teach skills of good communication and the importance of understanding and using specialized forms and formats when interfacing with different targets in a variety of situations to understand and accomplish specified goals.  Material is drawn from the course text, Fundamentals of Undergraduate Education and Learning (FUEL), videos and online resources. At core concept is that there is not a single correct answer that is sought for all things encountered in technical communication at all times.  Instead students are asked to develop a sense of the range of results (better to worse) to develop the ability to critique the work of others as well as themselves, allowing students to create a range of packages that suits the needs of each particular situation in order to meet a specified goal for a desired target.  Each student will demonstrate his or her development by presenting final packages that are designed to accomplish a specified goal in a particular situation for the designated target of the technical communication process.  Small activities and posts on Moodle are used to explore course content and help students understand the core ideas.  At the same time, larger projects are used to have students demonstrate his or her mastery of course materials. Below is the grade breakdown and due dates for the tasks in the class.  It is your responsibility to complete work correctly and submit it on time.

ENG352-Summer 2011 Calendar

	Due
	Assignment
	Value

	July 5
	First Day of Classes
	

	July 5
	Last Day to Add a Class
	

	July 6
	1.0-Moodle Icon and Profile
	1%

	July 7
	1.1- Wikipedia User ID 
	1%

	July 7
	1.2-Diagnostic PreTest Explanation Word document
	2%

	July 7
	1.3b-Introductory Assignment Forum
	1%

	
	Phase 1 Grade will be entered 1.2 grade (total 5%)
	

	July 8
	2.1 Make your initial definition Post
	1%

	July 10
	2.4- Defining Terms 
	1%

	July 13
	3.3-View of Communication
	2%

	July 15
	4.2b-Thoughts about the videos
	1%

	July 15
	4.5-Importance of Word Choice 
	1%

	July 16
	5.8-Green Page Evaluation Essay Submisison
	10%

	July 18
	6.5- Resume Package Memo Assignment
	20%

	July 18
	Check Memo for Plagiarism
	1%

	July 22
	7.5- Wikipedia Source Evaluation Submission Assignment
	10%

	July 26
	8.4-Topic Selection
	2%

	July 29
	8.6-Submit your WISER Proposal 
	15%

	July 29
	Check Proposal For Plagiarism
	3%

	July 26
	Last Day to Withdraw from a Course
	

	Aug 6
	9.2-Formal Persuasive Research Essay submission 
	25%

	Aug 6
	Check Formal Persuasive Research Essay For Plagiarism
	3%

	Aug 8
	Summer II Semester Ends
	

	Aug 9
	Grades Due in Registrar's Office
	


Task breakdown and rubrics

Every attempt has been made to give specific dates for submissions as well as the detailed assignments for the task along with the criteria used for grading on Moodle.  Grades are earned for each specified task as the class moves forward.  Be sure to work on these things as the semester passes as late work is not accepted.  Meeting deadlines is a vital part of the real world situations presented and vital to success in one’s career.    Be sure to read the assignments carefully and follow directions.  It is your responsibility to keep up with course materials and complete assignments.  The dates given are the last possible time to complete the work.  Please start early and submit work before this deadline.  The class has several phases with tasks in each phase.  Not allthe tasks are open at the start of the class and as due dates pass, tasks will close,  No late work accepted grade =0

All formal written tasks (5-11) will share the same fatal errors.  A fatal error is anything that should already have been learned and mastered before taking a 300 level writing course in college such as following directions and mastery of basic English conventions.  Making any fatal error costs you all the points so that this is an all-or-nothing situation. 

-10%-Fatal error following instructions and formatting given in submission guidelines

-20%- Fatal error in Basic Writing—grammar syntax, proofreading, vocabulary 

Phase 1- Introductory & Diagnostic Tasks 

July 6
10-Moodle Icon and Profile
July 7
1.1- Wikipedia User ID 
July 7 
1.2-Diagnostic PreTest Explanation Word document
July 7 
1.3b-Introductory Assignment Forum
There are no wrong answers to these. As long as you submit them on time and follow directions correctly you will earn full credit for all parts of the task.

Phase 2-Moodle Participation

July 8
2.1 Make your initial definition Post
July 10
2.4- Defining Terms 
July 13
3.3-View of Communication
July 15
4.2b-Thoughts about the videos
July 15
4.5-Importance of Word Choice 
Moodle home works are short and simple things to get your opinion and help you reflect on the work being covered in the text and videos.  The Moodle Forums are designed to encourage discussion by all class members and will be graded on both your post and your replies to the posts of others.  A discussion forum is designed for the group to post and discuss what was presented.  Each forum is graded on the following scale:

0 
No Post or Reply

1 
Post made no replies to others made

2 
Post and Reply with limited information and discussion

3 
Post and reply with details and good content

4 
Posts and more than 1 reply with details and discussion

5
 Post and several replies all with good discussion and details on topic including evidence and examples to support ideas in discussion

The most important thing is for you to participate and present ideas that are relevant to the questions asked so you are adding to the discussion and learning of others.  The tasks on Moodle should be progressed through in order as each assignment ties into the next. I may not engage in all the forums as I do not want to force my ideas on the class but I am reading what is written.  You are asked to work at your own pace but there are deadlines for each section so that you do not fall too far behind.  The initial assignments are focused on small reading, viewing, and writing assignments that build an understanding of the central ideas of technical communication.  Several videos and exercises are used to illustrate points and serve as teaching objects. Though a final date for each assignment is given, please work on the material sooner and post when you are finished.  Also, note that the major assignments should be worked on as you progress through the class not just at the end.  You will have the opportunity to respond to my comments and improve your work as you go along with the parts of the process. 
Phase 3: Elements of Technical Communication
July 16
5.8-Green Page Evaluation Essay Submission
This requires web pages to be found, then cited in correct APA format fully, summarized correctly with all main points listed, and a brief comment on the quality and reliability of the author/source presented.

Grading Criteria

10%-Following instructions and formatting given in submission guidelines

20%- Basic Writing—grammar syntax, proofreading, vocabulary 

30%-Proper APA Citation

20%-Proper Summary of main points and opinions

20%-Assessment of quality

July 18
6.5- Resume Package Memo Assignment
July 18
Check Memo for Plagiarism

The final product for this assignment will be a resume package that is consistent and connects to your real experiences at school and an internship, coop, and/or job you wish to obtain.  You will be asked to identify the goal, target, and situation and explain the elements of the package you create.   Based on the class materials, you will need to write Dr Lipuma a properly formatted memo that clearly lists out a specific goal, target(s), and situation that has led to the resume package you created.  Along with this, you will be asked to create a set of resume elements based on what they have given and what is listed in FUEL to identify the necessary pieces of information that should appear on your resume for the given target and situation to accomplish your goal.  The memo along with the complete resume package that is consistent with your goal, target, and situation should be submitted using the assignment tool given in Moodle.  Note: Due to privacy issues, you do not have to list all of your information when creating the resume or cover letter (feel free to use 123 Fake Street etc.)  However, the edits I make will be done as if this is your true situation and focused on the correct target to attain your goal of obtaining a job.  Please make every attempt to be consistent with this.  The goal of this exercise is not just to have you create an acceptable resume but rather use the resume to teach you core ideas of this class.  
Grading Criteria
10%-Following instructions and formatting given in submission guidelines

20%- Basic Writing—grammar syntax, proofreading, vocabulary 

10%- Memo Format

10%- Situation

10%- Goal

10%- Target

10%- Resume Elements

20%- Resume Package

Phase 4: Communication Packages--Criticism and Argumentation
July 22
7.5- Wikipedia Source Evaluation Submission Assignment
Grading Criteria

10%-Following instructions and formatting given in submission guidelines

20%- Basic Writing—grammar syntax, proofreading, vocabulary 

5%-How source was located

5%-Proper APA Citation

10%-Proper Summary of main points and opinos

50%-Quality analysis of two selected sources

July 26
8.4-Topic Selection
Each student in the class must choose a unique Wikipedia article for the WISER project proposal. So the first person to post the article topic reserves that topic. Be sure to list the article topic in the subject line of the post and include the following details in the forum post itself.

1. First, provide the properly formatted APA citation for the Wikipedia article you want to use. The following link will assist with the APA citation for your selected article:
http://en.wikipedia.org/wiki/Citing_Wikipedia
2. Include the definition given on your article page for your topic. This can be quoted directly. After this, comment on your assessment of the quality of the definition given and if it needs to be improved.

3. Discuss why you selected the topic, how it relates to your major, and why you feel it may need expert support and revisions. 

4. Include the proper APA citation for one source you might use to support your work.
Grading Criteria

20%-Proper APA Citation for Wikipedia Article as listed in part 1
25%-Definition from Wikipedia provided with assessment of quality as listed in part 2
40%-Proper Discussion given as listed in part 3
15%-Proper APA Citation for one possible source as listed in part 3
July 29
8.6-Submit your WISER Proposal 
July 29
Check Proposal For Plagiarism
For this task, you will be bringing together the learning on source evaluation and package creations so that a message is delivered to attain a goal for a given target in a specific situation.  One of the most common technical writing situations that might be faced is the need to make a formal proposal and so that is what is required for this task.  The focus of the task is a response to a Request for Proposal (RFP) in order to make an improvement to Wikipedia.  Wikipedia.org has become a major source of information and means of finding answers for many people.  In addition, it is often used as a way to become familiar with a topic that you do not know much about and find routes to new and more detailed information on the topic as a start for research.  Unfortunately, it does not always have the highest quality support and presentation for the information listed.  For the Wikipedia Improvement By Expert Supported Revisions (WISER) project, you are asked to draw on your own expertise and interest to find a page that needs work to improve the level of expert knowledge presented with support.   As a student you have a tremendous amount of access to authoritative texts and journals as well as expert knowledge.  It is this knowledge base that the WISER project taps to make the improvement.  Wikipedia is entirely created and maintained by user contributions and so you will need to engage in a discussion and proposal with that online community. This class project asks you to use your learning about evaluating sources and creating effective packages to propose an edit to a Wikipedia article.  You should begin by reading the RFP and reviewing the instructional material about Wikipedia in order to select your topic and provide the necessary parts of the proposal to be included in the forma written response to the RFP.  When you have completed the written proposal, you must submit it as a Word document using the assignment tool in Moodle.

Grading Criteria

10%-Following instructions and formatting given in submission guidelines

20%- Basic Writing—grammar syntax, proofreading, vocabulary 

10%-Proper form of Proposal
10%-Background of Topic

10%-Scope of Work and Qualifications 
30%-Preparation to complete work
10%-Argument for your ability to make changes
Phase 5: Demonstration of Accomplishment
Aug 6
9.2-Formal Persuasive Research Essay submission 
Aug 6
Check Formal Persuasive Research Essay For Plagiarism
For this task, you are asked to download and read the instructions for the Final Persuasive Research Essay and submit your completed work to the assignment tool listed.  This will remain hidden until after the first week of class.

Grading Criteria

10%-Following instructions and formatting given in submission guidelines

20%- Basic Writing—grammar syntax, proofreading, vocabulary 

5%-Proper Essay form and formal tone

10%-Reflective statement (Evaluation of sources)

5%-Mechanics in citing and supporting work

20%-Integration

15%-Sophistication

15%-Augmentation

Submission Standards and Guidelines

I have given a basic set of instructions on how to submit the three forms used in the class—letter, memo, and essay.  All work needs to be submitted electronically so should be typed with the following common formatting elements

· Have no contractions, spelling errors, punctuation errors, or mistakes in grammar.  

· Be consistent within the paper with abbreviations and other acronyms.  

· Use proper spacing for the form of writing chosen.  

· Have uniform 1-inch margins on all sides 

· Left justify the text in the body of the work

· Use an appropriate font for the form or writing (Times New Roman 12-point font is a good default)  

· Give a title to the work that is descriptive and use headings when appropriate.  

Name the File Correctly

When submitting the work please

· Save it as an MS Word 2003 file 

· Name the file with: Yourlastname_firstname_class_sec_ Assignment—Such as: Lipuma_J_ENG352Resume.doc

Check For Plagiarism

You should also check the major written assignments for plagiarism by using the Turnitin.com assignment tools given in Moodle.  These are given right after the submission assignment tool on the Moodle page. 

My editorial Comments
When I return your paper I will use these highlights to make my comments:

Yellow = A change or correction I made.

Green
= A suggested change.  I cannot know exactly what you want to put but I feel a change is necessary.

Blue =Any language or ideas that are plagiarized or which I feel are not your own words and so need citations or support.

Purple = My comments usually in brackets {}.

Red= Word choice or level of professionalism change needed
Format for Letters Memos and Essays

Three common packages for students are Essays, Memos, and Letters.  Within each of these types of forms, there are some variations related to the situation and the personal choices about how to deliver the content in the package, but there are some common elements that differentiate these forms from one another.  Any of these can be more or less formal, but the essay form is usually able to accommodate the most formal packages and has the widest range of formality.  It can contain headings and a reference page or appendix.  These are not usually included with the letter or memo.  Below I have provided some basic format guidelines for the three general forms of a proposal that allow me to recognize what form you have selected.  The first form is the essay, the second is the letter, and the third is the memo.

Name

Class-section #

Due Date

Descriptive title (Centered)

Heading

The body has double spaced paragraphs with a half-inch or one tab indent at the start of each paragraph and 1 inch margins all around.  

There is not an extra return between paragraphs or between headings and the body paragraphs.  Essays usually also have the following:

· page numbers

· Use headings when 5 or more pages with an associated table of contents and title page

· Give references to research that are cited in proper APA format 

· APA format for citations means parenthetical citations within the text with a reference page in alphabetical order at the end of the document

Date

Recipient Name

Recipient Title

Recipient Organization

Organization/ Recipient Address

Dear Recipient Name:

The body is single spaced, with no indent and an extra return between paragraphs and 1 inch margins all around.  

Typically you should use the 3-paragrpah form given in class materials for cover letters, complaints, thank you notes, letters of transmittal, recommendations. Etc. 

Sincerely

Your name

Your contact information

Enclosure: (Used when something is sent with the letter)

Memorandum

(The word Memo or Memorandum is centered at the top)

To:
Recipient name or names with titles if appropriate (CC line can be added below if needed)

From: 
Your name, Title or relationship if appropriate

Date
Date written

Subject:
provide a brief detailed note on what the specifics of the memo are about

The body is single spaced, with no indent and an extra return between paragraphs.

