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Eng 352 “Technical Communication” is a writing intensive course whose goal is to develop the ability of the student to understand and utilize the process of communication to accomplish desired tasks.  Everyone in the class will write every day and be assigned writing for homework.  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 the writing process as it applies to: business correspondences, critical analyses, process descriptions, proposals, résumés, and cover letters.  There is one text for the class: Lipuma , J. (2009) Fundamentals of Education and Learning (FUEL) 1 edition. Kendall Hunt

ASSIGNMENTS  & ATTENDANCE/LATENESS

Attendance will be taken randomly throughout the semester.  A greater emphasis is placed on participation rather than simple attendance; however, you cannot participate if you do not attend.  Absences and late work are excused only by prior arrangements with the instructor.  Any late assignment is assessed a reduction of grade per late day.   Throughout the semester, there will be homework and paper assignments that must be completed in order to receive a grade in the class. 

The papers handed in for this course are to be college-level research papers.  A college-level paper is type written, has page numbers, contains references to research and includes a reference page at the end for works quoted or otherwise referenced to in the document.  Citations for the research used needs to be included with the paper and should follow the APA format for citations.  This means parenthetical citations within the text with a reference page at the end of the document.  Only works that are actually quoted from or referenced directly should be cited.  Do not list all works that were read for the creation of the paper.  This is not a bibliography but rather a “Reference Page.”  Please remember, simply lifting text from a dictionary or encyclopedia is something found mainly in high school.  Though it may be necessary to quote from these sources, rarely are they the only works used for references.

It should be stressed that the work for this class should be formal research papers. There should be no contractions, spelling errors, punctuation errors, or mistakes in grammar.  Please be consistent within the paper with abbreviations and other acronyms.  Double-space the paper.  Please use Times New Roman 12-point font, as it is clear and easy-to-read.  Your margins should be a uniform 1-inch on all sides and the paper should minimize large areas of white space within the text.  If you wish to have assistance with writing, the HSS department has a writing tutor who can be contacted for assistance with all aspects of the paper.  The lead contact is Dr. 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 PLAGIARISE.  If you are unclear about the rules, please see the NJIT student handbook.  All papers must be submitted to http://turnitin.com and emailed as an MS word attachment to Lipuma@NJIT.edu
CONTACTING THE PROFESSOR

Office: Culimore—Room 420
  Phone:  973-642-4743
http://web.njit.edu/~lipuma 

Office Hours-M 3-6 TR-10:30-11:30  Fax: 973-642-4689
Lipuma@NJIT.edu
OUTLINE OF ASSIGNMENTS AND PROJECTS

The major projects for the class are: journal, resume/cover letter, group oral report, process description critique, Wiki proposal with individual oral report, and web showcase.  Students will be asked to access WebCT to complete written homework and hold discussions about class topics. These assignments will include definitions, progress reports and summaries pertaining to the project proposal for the class.  Details of each assignment will be provided on the WebCT page.

SYLLABUS

	WEEK
	SUBJECT MATTER
	Readings
	Assignment

	1
	Introduction
	Fuel Chapter 1-2
	Introduction/ Definitions

	2
	Reviewing the Basics
	Fuel Chapter 2
	Resume

	3
	The Writing Process/Grammar
	Fuel Chapter 2-3
	Letters

	4
	The Technical Writing Process
	Fuel Chapter 5
	Group Orals

	5
	Letter, Memos, Directions, and Steps
	Fuel Chapter 5
	Group Orals

	6
	Graphics and Design
	Fuel Chapter 5
	Process Critique

	7
	Essays and Research
	
	Wiki Topic

	8
	Proposals
	
	

	SB
	Spring Break
	
	

	9
	Proposals
	
	Proposal

	10
	Critique of Work
	
	Presentations

	11
	Critique of Work
	
	Presentations

	12
	Multimedia/Web Design
	
	Presentations

	13
	Multimedia/Web Design
	Web Showcase Review
	Journal submission

	14
	Web Page Discussion
	Web Showcase Review
	Memo


GRADING

Resume/cover letter = 5%
Group Oral = 10%
Process Description Critique= 10%

Wiki Proposal= 10%

Wiki Oral=15%
Wiki Memo= 5% 

Web/Showcase= 20%
Journal = 15%
Participation = 10%

A = 91-100
B+ =86-90
C+  = 76-80
D  =65-69 
F = 0-64

B = 81-85
C    = 70-75


WebCT
WebCT will be used to handle some homework submissions along with out-of-class communications and participation as well as for submitting each journal entry.  You must register for a WebCT account and log yourself into this class.  This can be done at Http://webct.njit.edu with your UCID.  Some class files and assignments will also be posted on WebCT for you to download.  You should write all posts for WebCT in MS Word or another word-processing program before posting and then paste them into a blank submission page as well as keep the file with all your posts so that the file can be reposted if needed.  Do not attach assignments to WebCT or use it as an email to contact the professor.   

JOURNAL
Throughout the course, you must maintain a written journal that keeps your thoughts about technical writing, class topics and your opinions of what happens in class. You will find a folder on WebCT labeled with your name that is only accessible to you and the professor.  This is where you should write your journal entries.  You should also keep a copy of the entries in a Microsoft Word file dated at the start of each new entry.  It is suggested to write at least one entry for each class meting or about 200 words a week.  It is important to reflect on the previous week's group or class discussion and how the lessons covered throughout the semester tie together so that your learning and understanding are shown in the journal you are keeping. This is similar to your own blog that only you and I will see.  DO NOT neglect your journal and try to write all of your entries at once when it is to be reviewed.  Journals will be reviewed and evaluated on your 1) conceptual clarity 2) writing and expression 3) degree of reflection and depth of discussion. WebCT will keep the record of when you wrote but in case of problems, the Word file will be a backup.

Initial Entry, Autobiography—The first entry in your journal should be a brief history of your academic, work, and personal life to explain what has brought you to this class.  Afterwards, give an evaluation of your own strengths and weaknesses along with your view of your own communication skills and needs.  

Journal 1—Define the following terms in your own words: Technology, Technical, Writing, and Communication. You may use outside sources but I do not want you to just copy and paste or retype what they have written.  

Journal 2—What type of work do you want to pursue after graduation and what should be on your resume?

Journal 3—What do you think about when writing an assignment for class?  Do you think others in class feel the same way as you do about the assignments?

Journal 4— Write about the process you chose and explain why you chose it.

Journal 5—What do you think of working with others in class?  Do you think group work is necessary and helpful? 

Other Journals—Feel free to write about the group presentations or more about your own work.  In either case, the journals should show your thinking and learning during the class.

Final Journal—The last journal entry you write should cover what you feel you have learned in the class and what you feel the class has provided you as a student.  Also, give any other comments or criticisms you wish.

Resume &cover letter

The Resume and Cover Letter are the first introduction to all the aspects of technical writing and will be used throughout the semester to teach the different assignments.  The final versions must be included on the web showcase to be reviewed at the end of semester.

Group Oral Report

Groups of 4-5 will prepare a presentation on one of the following topics: Ethics, Cheating, and Plagiarism; False/Deceptive Advertising; Subliminal Messages in Media; Copyright and Infringement; Intellectual Property and Patents; and Engineering Ethics and Professional Codes.  Presentations should be 15 minutes including time for questions.  Each member of the group must speak and/or answer questions.  The groups must make a powerpoint presentation following the guidelines distributed during class and will be asked to post these to WebCT after the presentations. 

Process Description

Each student will critique a technical procedure or steps, for a specific function or program related to the things done in class.  Several different processes will be posted on WebCT from which the students may choose.  The final process critique should be submitted as a MS Word document, that is approximately five pages long with headings, graphics, and a table of contents submitted to Turnitin.com and an MS Word file attached in an email sent to Lipuma@NJIT.edu.

Wiki Proposal-Report-Memo

The wiki assignment is broken into several parts.  Each student will choose a topic to write about (or an existing Wikipedia topic to revise) in wikipedia.com.  You will write (or revise) your entry, as well as find and include links and references to reputable sources for the selected topic.  The page must stay active and accepted by Wikipedia until the end of the semester.    

The first part of the assignment is for each student to write a proposal to the professor that explains the topic chosen and why it is worth creation/revision along with the research that will be used to make the changes.  The second part will be an individual oral report in which you present what you found at first, how you revised it, as well as what sources you used and why they are reputable.  The student will make an oral report to the class that will last 10 minutes including time for questions that must explain how the page looked when you started and what additions and changes you made that show the work done and why it is worthy of notice.  After the oral report, the student must write a memo detailing the wiki assignment completed by the student with an argument why what you did is worthwhile.  The memo should be written in MS Word and submitted as an attachment emailed to Lipuma@NJIT.edu   The student must also make an electronic presentation following the guidelines distributed during class that details the material in the oral report and the arguments in the memo.  This final presentation must be presented in the web showcase. 

The proposal follows the form of proposals taught in class using MIMES and TRIBE.  The individual oral is a report that explains the actions taken and why you feel these were needed as well as how they improve the entry and the entire Wikipedia.  You should be working to create a good article according to the Wiki guidelines as well as striving to make a substantive improvement as discussed in class using sources of good quality.  The memo is more of an argument for why you feel what you did deserves a good grade.  It deals not only with the quality of what you did but also proposing that the work is of value based upon what we did in class.  You should explain your goal, target, situation, and why your package is effective with respect to these parameters.  Finally, the electronic presentation  is meant to be a summation of all the aspects of this and needs to be accessible electronically for a general audience that might view it as if ti were posted on YouTube or a similar site.

Web Showcase

Each student will create a website or electronic document as a showcase of his or her work that makes an argument and highlights the accomplishment of the goals of the class.  A rubric will be distributed explaining the goals of the class and it will be the responsibility of each student to select those works from class that he or she feels best represent each of the aspects being evaluated by the professor. The required elements for the showcase are the resume-cover letter package, the electronic wiki presentation and at least one other writing assignment.  Students may choose to include as many other pieces of work form class along with the required navigation tools to access them successfully in electronic form.   

Good luck and if there are other questions, please contact me.
