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ENG 2413: TECHNICAL WRITING 
 

TEXTS 
Technical Writing: Principles, Strategies, and Readings, 8th ed: Diana C. Reep (REQ) 
Handbook of Technical Writing, 9th ed: Alred, Bursaw, and Oliu (REC) 

 
COURSE DESCRIPTION 

Technical Writing introduces students to the basics of writing done outside the academic sphere. It 
emphasizes the writing process and considers all aspects of the rhetorical situation but concentrates 
on the analysis of audience. Assignments will consider situations and audiences that are both 
technical and non-technical; however, the latter writing audience is stressed. Students practice and 
hone their ability to communicate effectively. The course’s goal is to sharpen the skills needed for 
writing (planning, designing, writing, revising, and editing) to achieve success during and after 
college. 
 
Technical Writing is writing designed for students in all fields of study; therefore, a technical 
background is not needed. As the name suggests, the class focuses on writing, primarily done on a 
word processor; however, students do not need previous experience. The class’ goal is to provide said 
experience with the completion of quizzes and various homework assignments based on material 
explored in the text and discussed in class. Finally, the primary form of assessment will be in the form 
of five projects focusing on key writing and an individual presentation of a final project. 
 

POLICIES 
The goal of technical writing is to prepare students to write in the work place; therefore, the following 
policies – resembling related work place ones – will be instituted. 

- Attendance is required for success and required in the class. Students will be allotted 4 days of 
missed class or early leave (more than 15 minutes). Any additional days will lead to a penalty of 
two points per missed class. The only “excused” absences are those defined by the university. 

- Tardiness is a detriment to the entire class and will not be tolerated. Any student arriving 15 
minutes late or leaving with 15 or fewer minutes left of class will be counted late. 

- There are no make-ups for assignments or quizzes. Missed assignments may be submitted via 
email by the beginning of class and quizzes must be submitted on time via Blackboard.  

- Class is a mixture of lecture, discussion, and practice. On some occasions, there will be 
assignments done in-class; these cannot be made up. 

- Students may submit one of Projects 1-4 late, but it must be turned in within two class days of the 
original due date and will incur a deduction of ten points (no exceptions). Any additional papers 
turned in late – after the first – will not be accepted. 

- Students are encouraged to meet with me during office hours or schedule appointments. 
- It is recommended to regularly check Blackboard for information regarding the course. 
- Please be respectful to everyone in class. Disruptive behavior will not be tolerated (i.e. using any 

electronic device, talking/interrupting, coming late/ leaving early). 
 
GENERAL REQUIREMENTS 

- You will complete 5 projects during the semester worth 70% of your grade. 
- There is no final; instead, students will submit their Proposal at the university’s assigned final 

time (Sect 2f: Wed, July 6 @ 10:30am; Sect 3f: Thurs, July 7 @ 10:30 am). This cannot be turned 
in late or via email. In addition, most students will give their presentation at this time as well. 



ENG 2413: Technical Writing  Summer 1 2011 

- One individual oral presentation (for a total for 10% of your grade) is required and will be done 
during either the last day of class or during our scheduled final time. 

- Regular Blackboard quizzes will be given throughout the semester, as well as regular writing 
activities. The average of these will account for 20% of your overall grade. Some of these 
assignments are notated on the calendar, but I will add as need arises. 

 
ASSIGNMENTS 

- Quizzes: These will be over material from the required text and must be completed before class 
via Blackboard. No quiz can be made up and the total of them will be averaged with all 
assignments to constitute 20% of your grade.  

- Writing Assignments: In addition to the quizzes, students will be expected to complete regular 
writing exercises and practices. Some of these may be done during class time and others will be 
assigned as homework. Those to be done outside of class will be announced in class and via 
Blackboard; no writing assignment can be made up, but noted ones can be submitted on time via 
email. 

- Individual Presentation: All students will be required to present either their Feasibility Study or 
their Proposal to the class during one of the two scheduled days (see calendar). This presentation 
will be between six and nine minutes in length for a specified audience. You will be required to 
create a PowerPoint visual to accompany your presentation, as well as provide “take-aways” for 
your audience. This entire presentation will be worth 10% of your grade. 

- Projects: Worth a total of 70% of your grade, this work will constitute the majority of the class. 
Each assignment will have specific guidelines and requirements that must be met – including 
appropriate research and documentation. Also, all projects must be submitted by hand (hard-copy); 
I will not accept any via email. Following is a brief description of each: 

1. Resumes and application letter (10%): Students will apply to a specific job. To do so, they 
will create an honest and suitable resume for this position, as well as submit an application 
letter for it. The resume will be submitted in the traditional paper style, but the assignment 
will also require adaptations of the resume into other formats. The resumes, letter, and a 
copy of the job listing will be turned in. 

2. Researched Paper (10%): This is a researched essay dealing with the student’s field of 
study.  

3. Case Study (10-15%): Basic report and correspondence documents will be created to 
fulfill specific purposes in a provided scenario. The goal is work on effective 
communication, both through written word, organization, and design. 

4. Feasibility Study (15-20%): This will be similar to the Case Study; however, it will be a 
longer report with more elements, as well as require some research. This will also be 
based on a provided scenario. This project may also be used for the individual 
presentation. 

5. Proposal (20%): Based on a provided scenario, students will research and develop a 
proposal for a specific audience. This will be similar to the Feasibility Study, but it will be 
less defined to allow for application of numerous aspects. This will be due at our 
scheduled final. 
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ENG 2413: COURSE CALENDAR 
* All items are due on the date listed at the beginning of or before class.* 

* This calendar is tentative. All changes will be noted in class and on Blackboard. * 
 

DATE READING ASSIGNMENTS 
May 31 Chapter 1: 3-17 

Chapter 15 (Looking for a Job): 401-402 
 

 

June 1 Chapter 15 (Writing Resumes ): 402-407 
Chapter 6 (Using Format Elements): 143-151 
 

Job Listing due 

June 2 Chapter 15 (Writing Job-Application Letters): 408-411 
Chapter 14 (Selecting Letter Format): 384-389 
 

Quiz 1 

June 3 Chapter 5 (Making Fine Tuning Revisions): 103-113 
Bagin and Van Doren, “How to Avoid Costly …”: 447-449 
 

Project 1 draft due 

June 6 Chapter 15 (Understanding Workplace Culture): 411-414 
Chapters 3: 49-64 
 

Project 1 Due 

June 7 Chapter 8: 176-186 
Chapter 12 (Gathering Information 299-306) 
 

Quiz 2 

June 8 Chapter 9: 194-204 
Chapter 11 (Documenting Sources 264-275) 
Handouts (download from Blackboard): Plagiarism 
 

 

June 9 Chapter 4: 74-91 Annotated 
Bibliography due 

June 10 Chapter 5: 99-113 
Appendix A 
 

Project 2 draft due 

June 13 Chapter 12 (Understanding Reports): 280-281 
Chapter 10: 214-233 
 

Project 2 due 

June 14 Chapter 13 (Writing … Incident – Trip Reports): 322-333 
Readings 
 

Quiz 3 

June 15 Chapter 12 (Developing Short Reports): 281-286 
Readings 
 

 

June 16 Chapter 14: 367-392 
 

Quiz 4 

June 17 Readings 
Appendix A Review 
 

Project 3 draft due 
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DATE READING ASSIGNMENT 

June 20 Readings 
Chapter 13 (Feasibility Report): 319-322 
 

Project 3 due 

June 21 Chapter 12 (Developing Long Reports):  286-296 
Chapter 11 (Documenting Sources): 254-265 
 

Quiz 5 

June 22 Chapter 12 (Developing Long Reports): 296-298 
Chapter 11: 247-253 
Handouts: Writing Formal Reports 
 

 

June 23 Chapter 6 (Understanding & Creating Graphics): 123-143 
 

Abstract due 

June 24 Readings 
 

Project 4 draft due 

June 27 Chapter 13 (Proposal 345-350) 
Review: Chapter 11  
 

Project 4 due 

June 28 Chapter 16 (Understanding Presentations): 428-430 
Readings 
 

 

June 29 Chapter 16 (Organizing an Oral Presentation): 430-432 
Handouts: Guidelines to Introduction & Conclusion 
Chapter 16 (Using Visual Aids): 437-439  
 

Quiz 6 

June 30 Handouts: Choosing & Creating Appropriate Visual Aids 
Handouts: PowerPoint and Presentation Software 
Readings 
 

Project 5 abstract & 
Annotated 
Bibliography due 

July 1 Chapter 16 (Preparing and Delivering Presentations): 432-437 
Readings 
 

Presentation Outline 
due 

July 4 No class 
 

 

July 5 Presentations 
 

 

July 6 Sect. 2f (11am): meets from 10:30am-1pm 
Finish Presentations 
 

Project 5 due 

July 7 Section 3f (1:45): meets from 10:30-1pm 
Finish Presentations 

Project 5 due 

 
Final Exam 

*All students will be required to attend the entire class time* 
During the scheduled final time, students will submit their final project. In addition, 2/3 of the 
students will also do their individual presentation 

• Sect. 02F (11am-12:30): Wed, July 6 @ 10:30am-1:00 
• Sect. 03F: (12:45pm-2:15): Thurs, July 7 @ 10:30am-1:00 
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