English 112 Online
Report and Technical Writing

Instructor: Ms. Laura Fitzwater







Phone: 
215-751-8989 Ext. 0068







E-Mail: fitzwater3g@yahoo.com
          
Lfitzwater@ccp.edu

Or email through Webstudy
Required Texts:  Essentials of Business Communication, 7th edition, by Maryellen Guffey



Rules for Writers, 4th or5th edition, Diana Hacker or any college writing handbook
Required Materials:
Disks, CD or flash drive on which you will save all of your work

(Even though you are doing everything on your PC, please back up assignments for your own protection.)
Course Description:
“This course introduces students to many typical modes of workplace communication. Topics include audience analysis, technical research and report writing, and Internet use. Report and Technical Writing provides preparation for writing assignments at the 200 level, while allowing students to continue to develop skills learned in English 101.”   Prerequisite: ENGL 101.

The course will be conducted entirely on the internet, and students will have new assignments every week. Basic keyboarding skills as well as an e-mail account and some knowledge of the Internet are necessary.  We will spend some time early in the course on the fundamentals of verbal and nonverbal communication, move on to memo and letter writing, then to the basics of Internet and print research. Finally we will use these skills to write a research paper.

We will review some basic grammar, but you should already have knowledge of such things as subject-verb agreement, tense, punctuation, and spelling.

Course Goals:
Technical writing has been defined as writing that people have to read, as opposed to literature, which people presumably read for pleasure.  What differentiates one definition of technical writing from another is the purpose of the writer: for whom and for what purpose is the writing intended?  For purposes of this course, the term “technical writing” refers to that mode of communication appropriate to business, industry, and academic writing.  It will not include writing software programs, nor writing jargon directed to professionals.

Major aims of this course are to help you improve your thinking and writing, to analyze the needs of your audience, to use the writing process to write letters and reports, to learn organizational and planning skills necessary to do technical writing, to learn research-based writing skills, and to write papers utilizing sources, both print and online, in addition to yourself. To that end we will work on reading, summarizing, synthesizing, research, and rhetorical skills.  Students who satisfactorily complete English 112 will be able to write letters, reports, and research-based papers appropriate to general business use.  

Course Requirements:
There will be weekly writing assignments due on each Saturday of the semester, several Forums, and a final research paper.  The research paper will be based on sources and must include citations in appropriate format (MLA).  An e-mail account and access to the Internet are essential for course communication: we will use these technologies to exchange information.

**If you have PC problems during the semester that affect your ability to turn in your assignments, contact me immediately, either by phone or through another PC.

Grading:
Assignments turned in late will be penalized; however, all assignments must be completed and turned in for a passing grade in the course.  At my discretion, assignments with a grade of C or lower may be revised for a better grade.  However, they must have been turned in on time, and must be revised within one week of the date they are returned.  If I return an assignment to you for revision, no grade will be assigned until the revision is complete.
A portion of the grade will be based on your contribution to the group dynamic: this includes timeliness in turning in assignments, the quality of feedback in the forum, and your willingness to work within the community of the course.  

Save a copy of everything you do for class, and back that up for good measure.  I am not responsible for lost material.

Attendance:
Attendance will be measured by the timely completion of assignments and forums. If you miss two consecutive deadlines, your grade will be lowered; if you miss three deadlines over the course of the semester, you may fail the course or you may be administratively withdrawn.

Because all assignments will be on the website, there is no excuse for you not to hand in the assignment on time. Most assignments are due on Saturday. Please check the Timeline and/ or calendar for due dates. Please notify me immediately if you do not understand an assignment. 

Withdrawals and Incompletes:
If you are thinking about withdrawing from the course, please speak with me first.  However, it is your responsibility to manage your registration, so please watch the deadlines and keep track of our progress in the course. I reserve the right to withdraw students who stop attending, or who don’t do the assigned work.  No grade of Incomplete will be given unless all the assignments up to the date of your request have been completed, and then only if a written request demonstrating good cause is made.

Plagiarism:
Plagiarism, the passing of work not your own, is against college policy as well as my own.  Anyone caught plagiarizing or cheating will fail the course.  Your writing is distinctive, and can be recognized by its style: using other people’s writing or editing will result in a grade of “F” for the course.

One of the purposes of this course is to teach you how to write using sources outside of yourself, and to correctly acknowledge the sources.  As you learn to give credit where credit is due, you will contribute to the communication not only of information but also of knowledge in the world.  Enabling others to find what you found where you found it and to build on it is a crucial part of that process.  Collaborative research and writing is not plagiarizing; crediting your sources is fundamental to academic integrity.

Grading:
Forum Participation


20%

Homework (exercises)


20%

Writing Assignments (letters,memos)
30%

Formal Research Report


30%

Syllabus

English 112 Online
Week 1
Getting familiar with online learning. Look through the website to become familiar with the tabs, email, etc. Also, look through your text book to see what it has to offer in addition to the chapters we will read. Then, read Chapter 1 in textbook. Complete the assignment on the website. Respond to the Forum “Getting to know you.”

Week 2
Read Chapter 2 and complete the assigned exercises. Visit the Student Lounge Forum.
Week 3

Read Chapter 3 and complete the assigned exercises. Respond to 

the Forum question.
Week 4
Read Chapter 4 and complete the assigned exercises. 

Week 5
Read Chapter 5 and complete the writing assignments. Respond to the Forum question.
Week 6
Read Chapter 6 and complete the writing assignments. Review Final Paper information.
Week 7

Read Chapter 9 and complete the writing assignments. Review the MLA 



Documentation website in the “Materials” section, as well as the 

plagiarism/documentation handouts. Review also the sections on plagiarism and MLA documentation in the Hacker text. 
Week 8

Read Chapter 10 and complete the writing assignments. Write one paragraph 

describing your final paper topic.
Week  9
Read Chapter 7 and complete the writing assignments. Respond to Forum question.
Week  10
Read Chapter 8 and complete writing assignments. Respond to Forum question.
Week 11
Read Chapter 12 and complete the writing assignments. A rough draft of your 

paper is due.
Week 12
Read Chapter 13. Using a Word template or one of your own, construct a résumé, using the type that suits your experiences best. Using a job description from an online jobsite, compose and send a cover letter, a résumé, and a copy of the job description as attachments in webstudy. Respond to Forum question.
Week 13
Read Chapter 14 and complete the writing assignments.

Week 14
Finish, revise and turn in your research report.

