
Basic Information

Instructor:

Heather Caldwell

ashmc11@uaa.alaska.edu

Office Hours:

ADM 101

Tuesday and Wednesday

1:00 - 2:00 pm

and by appointment

Required Materials

Markel, M. (2010). Technical 
communication. (9th ed.). Boston: 
Bedford/St. Martin.

Additional materials will be 
provided on Blackboard

Reliable internet access & an 
email account you check 3-4 
times a week.

continued on page 2

I am in my second year teaching at UAA 
and am excited to be your instructor this 
term. I graduated from the University of 
North Carolina - Chapel Hill many years 

ago with a degree in English and Women 
Studies. I am finishing my Master’s degree 
in Literature, Rhetoric and Composition 
and will graduate in the Spring. I am 

a co-director for the Pacific Rim 
Conference, a member of Sigma Tau 
Delta, and participate in Understory. In my 
spare time I enjoy everything outdoors.

TECHNICAL WRITING
SPRING 2010	 	 CRN: 31551

ENGLISH 212

Course Policy Statement and Syllabus

Course Description:

“Instruction in basic communicative purposes, forms, styles, and 

visual elements commonly used by professionals who write and edit 

technical documents. Provides experience in writing and editing in a 

collaborative environment. Requires a research report and APA 

documentation style.”

By taking this course, you will become familiar with technical 

communication, or the process of “creating, designing, and 

transmitting technical information so that people can understand it 

easily and use it safely, effectively, and efficiently” (Markel, 2010, p.4). 

Thus, you will become acquainted with technical communication 

principles and conventions about style, usability, and design, and you 

will use these to produce a variety of technical documents including 

memos, instructions, a questionnaire, a graphic, a proposal, and a 
feasibility report. You will also conduct primary research and learn 

productive secondary research methods. 

You will gain a detailed understanding of job-related composition and 

communication, and a fine-tuning of your professional writing skills. 

You will do this by practicing in-class discussions and activities and 

finishing all assignments to the highest possible standards.



Attendance, Late 
Arrivals, and Early 
Departures

On the job site, your presence is 
required. You are expected to 
show up on time and remain at 
work until your shift ends. This 
class is no different. Absences, 
tardiness, and early departures 
affect not only your education, 
but the class as a whole. 

If you must be absent, arrive late, 
or leave early, please notify me 
ahead of time. 

• Four absences will result in a 
one-letter grade deduction from 
your final course grade.

• More than 6 absences may 
result in a failing grade for the 
course.

• Three late arrivals or early 
departures will be counted as 
one absence. Arriving late or 
leaving early is defined as ten 
minutes after class has started 
or ten minutes before class has 
been dismissed.

Academic Integrity

Plagiarism is a serious crime in 
the academic and professional 
world. I expect you to use 
appropriate citation practices
(APA), always noting when you 
are using ideas, words, images, 
etc. from a source. I will guide you 
in further developing your 
citation practices. I also expect 

you to write your own papers. In 
short, you will fail the 
assignment and risk failing the 
course as well as being reported 
to the Dean of Students for any 
instance of blatant plagiarism.

Negotiations

The policies in this syllabus are 
not negotiable, although I do 
recognize different learning 
styles and grant some flexibility 
in how you complete 
assignments. Just like the work 
place, I will not adjust the 
workload, the deadlines, the 
absence policy, and so forth 
because of special 
circumstances in your life.

Group Work

According to UAA’s 
curriculum for ENGL 212, 
students are required to do 
group work on a larger scale 
than you may be used to. This 
course requires you to 
participate in peer reviews, 
group discussions, 
presentations, and group 
projects. If you feel that you 
cannot work collaboratively 
because of extracurricular 
commitments, I recommend 
taking a different 200-level 
English course (211 does not 
require group work for 
example). As a member of a 
group, you will be graded on 
individual effort as well as 
the cumulative project.

Daily Information: The Nitty Gritty

Grading Scale
A  900 - 1000

B  800 - 899

C  700 - 799

D  600 - 699

F  0 - 599
Grading Policy:  This is a writing-
intensive course. Activities require 
you to apply the knowledge  you 
learn about technical writing. Your 
grade reflects the quality of your 
documents and not necessarily the 

effort put forth.

Course Eligibility

In order to remain enrolled in this course, you must have demonstrated eligibility in one of the following ways, or you will be dropped automatically by the registrar:

1. C or better in English 111

2. SAT Verbal Score of 620 or higher or ACT English 
Composition Score of 30 or higher

3. Accuplacer test from UAA’s Advising and Testing that places you into 212

STUDENT RESOURCES
PLEASE REMEMBER THAT YOUR 
ADMISSION INTO THE UNIVERSITY 
AND YOUR REGISTRATION FOR THIS 
COURSE MEANS THAT YOU HAVE 
ACCESS TO A WIDE RANGE OF 
RESOURCES. AMONG THEM ARE THE 
FOLLOWING:

• Consortium Library (786-1871). 
The library offers you the world 
via databases, materials, and staff. 
The librarians love to help!

• Advising and Counseling Center 
(University Center, 786-4519). 
Both academic advising and 
personal counseling are available.

• Computers (786-4646). In addition 
to the many computer labs across 
campus where you can work and 
access the internet, UAA provides 
you with an email account, 
assistance, and training. IT is a 
great resource for all of your 
technological questions.



 Peer Reviews
You will share your work with other members of 

the class to review and provide feedback making 

each writing assignment a more polished 

document. The goal here is to review critically, not 

to demean or insult others’ work. Keep in mind the 

type of feedback you would like for your 

assignments as well as “You” vs. “I” statements.

  Emailed Letters of Inquiry & Memos

You will craft professional emails and memos 

throughout the term. You will be responsible for 4 

letters of inquiry throughout the semester (p. 

371-376). The operative is to convey your 

understanding of the daily readings, relate them 

to real life situations, and post several questions 

you are left with to lead class discussions.

 Reading Quizzes
Because many of our course projects rely on a 

clear understanding of the assigned reading, there 

will be impromptu quizzes throughout the term.

 Professional Portfolio
For this project, you will craft a resume and cover 

letter for a job. This will include a memo 

describing your audience and a thank you note for 

an interview. The goal here is to create a 

professional portfolio to provide to a potential 

employer. 

 Questionnaire
You will create, test, and administer a 

questionnaire based on your project. You will be 

responsible for creating effective questions and 

then analyzing the results of your data. Based on 

your results, you will create a graphic.

      Graphic
You will plan and create a graphic that suits your 

questionnaire’s data. This project will also include 

an essay analyzing your data and choice of 

graphic.

 A Proposal & Status Report
You will write a brief proposal describing your 

approved final project topic. Later in the semester 

you will follow up on the proposal with a status 

report, outlining the progress you have made on 

your project.

Final project
The entire term will be geared towards this final 

project. You will create a feasibility report and 

perform all of the steps necessary to complete the 

project such as research, proposals, graphics, and 

so on. This extensive project will include peer 

review sessions, revisions, and in-class 

workshops.

Emailing the Instructor and Classmates
Feel free to email me with any questions, problems, or concerns that you may have. 
However, as you will be learning in class, you should always be professional in your 
correspondence with me and your classmates.

This means you must open all emails with a greeting and conclude each email by 
signing your name. Each email should also include important information including 
your full name, the title of the course, and an appropriate subject line that lets me 
know what your email is regarding.

I check Blackboard and my emails frequently.  However, in order to give thoughtful 
and accurate responses to each email, I may take 24-48 hours to reply. 

In addition to emails, please come to my office hours or set up an appointment to 
discuss any questions, concerns, or problems.

Late work
All late work will be deducted 20% before grading. If  you do not hand in your work within one week of the due date, I will not accept it.

ASSIGNMENTS



POINTS
BREAK DOWN                    

   

In-class assignments:               
	 50 points

Quizzes:  (5@10)                                     
	 50 points

Homework exercises: 
	 50 points

Letters of Inquiry: (4@25)     
	 100 points

Professional Goals email:       
	 25 points

Audience Analysis Memo: 
	 25 points

Professional Portfolio:      
	 200 points

Project Proposal:  
	 25 points

Questionnaire w/ Analysis:    
	 50 points

Graphic w/ analysis: 
	 50 points

Project Status Report:       
	  25 points

 Outline & Draft:               
	 50 points

Conference:                         
	 50 points

Peer Reviews:  (2@25)            
	 50 points

Final Project & Presentation:           
	 300 points

Total = 1,000 points

UNIT 
ONE

Overview of
Technical 
Writing

Unit 
Two

Professional 
Portfolio

COURSE SCHEDULE
TENTATIVE AND SUBJECT TO CHANGE

Week 1: January 12-14  
 Welcome!  Introduction to Technical Writing and the course
*HMWK: Read Chapter 1. Complete exercise 3 on p. 16.

 Chapter 1  Introduction to Technical Communication and         
                      Writing
*HMWK: Read Chapter 2. Professional goals due before class 
(see Bb).

Week 2: January 19-21
 Chapter 2 Ethics of Technical Communication
*HMWK: Read Chapter 5.

Chapter 5   Analyzing Your Audience and Purpose
                      Apology letter                         
*HMWK: Read Chapters 3 & 9.

Week 3: January 26-28
 Chapters 3 & 9 Writing Technical & Coherent Documents
*HMWK: TBA

 Workshop Revisions and rewriting                     
*HMWK: Read Chapter 16.

Week 4: February 2-4
 Chapter 16  Writing Proposals
*HMWK:  Read Chapter 16

Chapter 14 Writing Letters, Memos, and E-mails
*HMWK: Read Chapter 15 pp. 389-422. Find business to 
submit your resume to and bring company/position information 
to class.

Week 5: February 9-11
Chapter 15  Preparing Job-Application Materials
*HMWK: Audience Analysis. Bring lists of: all prior employment, 
education, honors, relevant references, community service 
(activities), applicable skills (see pp. 408-411 for ideas)

Chapter 15 Resume Workshop
*HMWK: Read Chapter 15 pp. 422-426.

Week 6: February 16-18
Chapter 15 Thank You letters and Interviews

*HMWK: Bring in 2 printed copies of you job application 
materials including cover letter, resume, and thank you letter.

Chapter 15  Peer Review
*HMWK: Professional Portfolio Due next class. Read Feasibility 
Reports (Bb).



“What is written 

without effort is in 

general read 

without pleasure.”

	

-Samuel Johnson

“We make out of the 

quarrel with others, 

rhetoric, but of the 

quarrel with 

ourselves, poetry.” 

- William Butler 

Yeats

“Easy reading is 

damn hard writing.”  

- Nathaniel 

Hawthorne

Unit 
Two

Professional 
Portfolio

Unit 
Three

Technical 
Writing 

in
Action

COURSE SCHEDULE
TENTATIVE AND SUBJECT TO CHANGE

Week 7: February 23-25 
Introduce Final Project
*HMWK: Read Appendix A & B. Read Feasibility Reports (Bb). 
Email your 3 final project topic choices memo.

Feasibility Reports & Appendix A & B Skimming, Note-taking, 
and Documenting
*HMWK: Read Chapter 6. Final project topic due.

Week 8: March 2-4
Chapter 6  Researching Your Subject & Questionnaires
*HMWK: Bring in your set of questions.

Questionnaire Workshop  Results are due in 2 weeks (Mar 25)
*HMWK: Read Chapter 20 pp. 558-571. Project Proposal due 
March 18th.

Week 9: March 9-11

SPRING BREAK

Keep researching and working on your project.

Week 10: March 16 -18
 Chapter 20  Instruction Sets

*HMWK: Prepare your project proposal for professional 
presentation.

Proposal Presentations                      
*HMWK: Read Chapter 17.

Week 11: March 23-25
Chapter 17  Informational Reports
*HMWK: Read Chapter 12. Bring in your synthesized 
questionnaire data.

Chapter 12 & Graphic Workshop
*HMWK: Read Chapter 20 pp. 540-557. Status Report and 
outline due next class.

Week 12: March 30 - April 1
Chapter 20 Definitions and Descriptions
*HMWK: Chapter 11. 

Chapters 11 Creating Documents & Web Sites                      
*HMWK: Sign up for conferences. Work on a draft of your 
project.



“The difference 

between the right 

word and the 

almost right word is 

the difference 

between lightning 

and a lightning 

bug.” 

 - Mark Twain

“Every writer I 

know has trouble 

writing.”  

- Joseph Heller

Unit 
Three

Technical 
Writing 

in
Action

COURSE SCHEDULE
TENTATIVE AND SUBJECT TO CHANGE

Week 13: April 6-8  
 No Class - Conferences!
*HMWK: Bring in draft of your project

Workshop
*HMWK: Read Chapter 21.

Week 14: April 13-15
 Chapter 21  Making Oral Presentations & Slide shows
*HMWK: Read Chapter 10 pp. 221-239. Bring your working 
draft to class. 

Chapter 10 Writing Effective Sentences & Creating Slide shows
*HMWK: Bring in two copies of your final draft.

Week 15: April 20-22
Peer Review

*HMWK: Revisions on your proposal. Bring in your references 

page(s)

Reference Page Workshop

*HMWK: Final touches on your proposal. Get a good night sleep 

and see you during the finals!

“Do not put statements in the negative form.And don't start sentences with a conjunction.If you reread your work, you will find on rereading that a great deal of repetition can be avoided by rereading and editing.
Never use a long word when a diminutive one will do.
Unqualified superlatives are the worst of all.De-accession euphemisms.If any word is improper at the end of a sentence, a linking verb is.

Avoid trendy locutions that sound flaky.Last, but not least, avoid cliches like the plague.”-William Safire, "Great Rules of Writing"

Final: 

Thursday 

4/29 

from 1- 3:45

Room: TBA


