ENGLISH 3373-501

MW 7:00-8:20 pm

216 Ransom Hall

INSTRUCTORS:


Ms Barker 



Ms. Gerik


OFFICE: 




B29 Central Library 

608 Carlisle

PHONE: 




817-272-6064



817-272-2692


(This is the English Department Office. 













Leave message.)

OFFICE HOURS:


By appointment


11-12 M, 4:30-5:30 W













And by appointment

E-MAIL: 




ebarker@uta.edu


rgerik@uta.edu




WEB PAGE:









http://www3.uta.edu/faculty/rgerik
Within the first week of class, email Ms. Gerik. Put ENGL 3373-501 in the subject line. This will be used to create an email class list to pass messages and syllabus changes to class. This is worth 5% of your grade.

Because so many of us deal with allergies, please use restraint with colognes and perfumes.

As a courtesy to others in the class, please turn off cell phones and pagers during class.

HANDBOOK
(Optional)  Alred, Gerald J. et.a.  Handbook of Technical Writing.  7th Edition. Boston: Bedford/St. Martins Press, 2003
CLASS GOALS

In this class you will learn:

*
The difference between technical and essay writing 

*
Types of documents produced in a business setting 

*
To design and produce documents that meet the intended audience's needs

*
To design and produce competent, professional documents that would be expected in industries

*
To design and deliver effective presentations 

*
To work with others to give and receive project information 

*
To work with others to give and receive assignment feedback 

*
To interview SMEs for technical information 

*
To act as an SME to give useful information 

*
To present technical information to a non-technical audience 

*
To structure documents for maximum clarity and readability 

*
To assess your audience so that you may tailor your presentation accordingly

*
To give useful feedback to others regarding their work 

*
To work in a team environment to complete a project 

*
To write a variety of documents for various audiences 

*
To use a variety of software to communicate information 

ATTENDANCE


Because participation is so important, you should obviously attend every class. If you must miss class, check with your classmates to catch up on any work you missed. Any more than three absences may result in the dropping of your grade by one letter grade. Excessive absences may result in your being asked to drop the class. 


Chronic lateness is unacceptable, as are coming to class unprepared, doing work for other courses during class, reading newspapers during class, and so on. Attending class without having the assignment prepared will be treated as an absence. Come to class on time, ready to work.

OFFICE HOURS


Ms. Gerik has regularly scheduled office hours each week. Appointments may be made to speak with Ms. Barker.

GRADES


Grades will be weighted as follows:

Email address




  5%

Participation




10%

Cover Letter and Resume

15%

Manual 





15%

Article Rewrite 



10%

White Paper 




15%

Proposal 





15%

Oral Presentation



15%

Save all graded assignments until you have received your final grade. You cannot appeal your grade if you do not have your graded assignments.
ONE MINUTE PROGRESS REPORTS

Periodically, you will be given class time to prepare a short evaluation of your progress on the current project. These progress reports are to be formatted in accordance with material learned in class.

PLAGIARISM


Plagiarism is the presentation of another person's work as your own, whether you mean to or not!   Copying or paraphrasing passages from another writer's work without acknowledging that you've done so is plagiarism. Allowing another writer to write any part of your essay is plagiarism. 


Plagiarism is a serious offense. If you are suspected, you will be called before the Vice President for Student Affairs for disciplinary action. You will be given an incomplete for the course until your case is resolved.


Plagiarism is easy to avoid. Simply acknowledge the source of any words, phrases or ideas that you use. If you're not sure how to quote or paraphrase a source or if you need help with the format of endnotes or bibliographies, check with me. While you can (and should) seek the help and advice of friends, classmates, and tutors, be sure that your written work is completely your own.


Each student in this class is required to complete the online plagiarism tutorial by September 22. This tutorial, Acknowledging Sources, is located at http://library.uta.edu/main/tutorials.uta. Email Ms. Gerik with ttorial results or print copy and bring to class.


For more information, visit http://libraries.uta.edu/infolit/plagiarism/plagiarism.htm
STUDENTS WITH DISABILITIES

The University of Texas at Arlington is on record as being committed to both the spirit and letter of federal equal opportunity legislation; reference Public Law 92-112 - The Rehabilitation Act of 1973 as amended. With the passage of new federal legislation entitled Americans with Disabilities Act (ADA), pursuant to section 504 of the Rehabilitation Act, there is renewed focus on providing this population with the same opportunities enjoyed by all citizens. 

As a faculty member, I am required by law to provide "reasonable accommodations" to students with disabilities, so as not to discriminate on the basis of that disability. Student responsibility primarily rests with informing faculty of their need for accommodation and in providing authorized documentation through designated administrative channels. Information regarding specific diagnostic criteria and policies for obtaining academic accommodations can be found at www.uta.edu/disability. Also, you may visit the Office for Students with Disabilities in E. H. Hereford University Center or call them at (817) 272-3364.

ANY AREA OF THIS COURSE DESCRIPTION AND SYLLABUS IS SUBJECT TO CHANGE.

September 27—Cover Letter and Resume Due

October 11—Manual Due

November 1—Article Rewrite Due

November 3—White Paper Due

November 17—Proposal Due

November 29/December 1—Oral Presentations

All projects will be critiqued by class members. If proposed changes are not implemented, be prepared to explain why.

8/23

Syllabus, class schedule.

What is technical writing? Types of material? How is this different from other writing?

8/25

Diagnostic

8/30

Audience analysis

9/1

Organizing information

9/8

Finer points of style/Syntax, Active verbs

9/13

Cover letters and resumes

9/15

Manuals/Assumptions in writing

9/20

Manuals.
9/22

Rewrite instructions, exercises on word choice, etc. (SEE SIMS)
9/27

Final Project topics. Ask about issues with manuals.
9/29

Role playing—SME and writer. 


Peer review of manuals.


First draft of manual due.

10/4



10/6

White papers, proposals and oral presentations.

10/11
Final manual due.
10/13
Critique library web site in terms of one of your persona—write report.

10/18
Guest  speaker (Engineer)

10/20
Research for article to rewrite—library. Write for freshman.

10/25
Draft of white paper due. Peer critique.

10/27
TBA

11/1

Article rewrite due.

11/3

White paper due.

11/8

Comparative analysis

11/10
Draft of proposal due. Peer critique.

11/15
Guest  speaker (Tech Writer)

11/17
Proposal due.

11/22
DMC day. Oral presentation dos and don’ts.

11/29
Oral presentations

12/1

Oral presentations.

