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TCO 341.003
Technical Communication

Instructor:

Dr. Helen Grady, Associate Professor

Department of Technical Communication

Office:

Room 201G, School of Engineering

Phone:

301-2211(w)

301-2241(FAX)

E-mail:

grady_h@mercer.edu
Website:

www.bedfordstmartins.com/techcom

Textbooks and Supplies:
Required – Markel, M.  (1998).  Technical Communication.  New York:  St. Martin’s 

Suggested  -Good college-level English handbook



Good college-level dictionary

Class notebook - Three-ring standard binder and notebook paper; dividers for separate sections.

Course Purpose:

TCO 341, required for all students earning a degree from the School of Engineering, is designed to acquaint you with the forms and conventions of technical documents.  You will produce a resume, letters, memos, reports, instructions, and a proposal.  Additionally, you will make oral presentations.  Professional standards will be expected as you learn the importance of skilled communication in working contexts.  Emphasis will be placed on writing as a process of thinking, of clarifying ideas and discovering questions, as well as on writing as information transfer.  You should expect to write a great deal and to gain fluency and ease as you master different techniques.

Because of the technical nature of assignments it is requested that students achieve junior-level status before enrolling in TCO 341.

Course Objectives:

Upon successful completion of this course, you should be able to do the following:

1. Analyze audience and purpose for a document and design an appropriate document to achieve the communication goals.

2. Identify the types and purposes of documents used in a professional context.

3. Prepare an effective resume of your skills and experience.

4. Prepare and deliver an effective oral presentation.

5. Conduct peer reviews.

6. Participate in team writing activities.

7. Use effective proposal writing techniques to develop a brief proposal.

Prerequisites:  Successful completion of Engineering 107/108 or FYS 101/102 or equivalents.

Course Standards:
1. Assignments are due at the beginning of the class period on the date due.  In an exceptional circumstance you may petition to hand in an assignment late.  If granted, the grade will be reduced one letter grade per day late.  Learning to meet deadlines is almost as important as learning to write well.

2. In-class writing should be turned in as written, preferably on standard notebook paper and in dark ink.  If your handwriting is hard to read, please double space.  Illegible text will be assumed to be incorrect since it does not communicate your ideas, which is the goal of this course.

3. Out-of-class writing will be prepared using a word processor and properly formatted in a business-like manner.

4. Correct grammar (usage, spelling, and punctuation) is the standard requirement for technical communication.  It is assumed that you know the mechanics of writing and this will not be the focus of this course.  Therefore, errors will count in class, just as they do in the business world.

5. Attendance is required due to the large amount of in-class work and team activities we will be doing.  You can’t “make up” experiential learning.  Therefore, if you must miss a class, please notify me in advance and bring a memo of explanation with you when you return to class.  More than three unexcused absences will result in grade penalties.  It is especially important that you be present when your classmates give peer reviews and oral presentations, since you will be giving written feedback.  Absences during peer reviews and oral presentations will be counted as double.

6. Collaborative work will be assigned regularly because companies routinely use teams to accomplish their business goals.  Collaborative work is a learned skill that you must consciously develop.  You will be learning to manage the group process as well as the communication principles in this course.  Each group member will be asked to rate the participation and effectiveness of others. 

7. Grading encompasses every aspect of the course, from participation through final products.  You can assume that every task requested directly or indirectly factors into your grade.  For example, having your work prepared for your group is as important as having it ready for me.  Regular feedback will be given on documents handed in. 

8. You are encouraged to schedule a conference at any point that you need it.  If you need to see me, catch me after class to schedule a time or call Ms. Alice Nolen, the TCO Secretary, at 301-2430 to get on my calendar.

9. Your class notebook will be an essential part of our work.  The journal section will be described and (at first) prescribed.  Keep every paper you prepare, including ones that are returned to you for a grade.  At the end of the quarter, you will submit a portfolio containing specified items as part of your final grade.

10. Out of courtesy for all those participating in the learning experience, all cell phones and pagers must be turned off before entering the classroom or lab.

11. The honor code provisions as outlined in the Bulletin and in the student handbook, The Lair, will be assumed for everyone.   It should be clear from class discussion which projects will be collaborative and which ones must be individual.  When in doubt, please ask to avoid potentially embarrassing situations.

Electronic Communication:

Electronic communication is an important adjunct to face-to-face communication, including from professor to students, students to professor, and students to students. You must have regular access to your e-mail and to WebCT. If you do not have an active e-mail address on the first day of class, please secure one. Access to the Web and to the Internet is also integral to the class work. A number of laboratories on campus will provide access, in addition to EGC 102 and ECG 111-B.

Subscribe to the class listserv within 24 hours of the first class meeting.

File-naming conventions will be prescribed in order to avoid needless confusion about electronically submitted documents. Set your e-mail so as to assure that you get a time-and-date confirmation of any assignments submitted electronically. You are responsible for using the correct mailing address--either to me individually, or to the class listserv.




Approximate Weighting Of Assignments:  

(Points are assigned in this typical fashion, but subject to modification at the instructor’s discretion)
	Written Assignments:  35%
	Other Class Work:  20%

	Letters

Memos 

Technical Reports


Resume

Instructions


	  25

  25

150

   50

100
	Quizzes

Homework

Journal 

Peer Reviews

Participation and Attendance
	40

40

20

50

50

	Total
	350
	Total
	200

	Final Project:   20%
	
	Oral Presentations:   25%
	

	Draft Proposal (Red Team)

Proposal and Working Papers 

Progress Reports


	  30

150

  20
	Feasibility Report

Group Presentation

Proposal Presentation
	  50

  75

125



	Total
	200
	Total
	250


Grading Scale:

A = 901-1000;    B+ = 861-900;    B = 800-860;    C+ = 761-799;    C = 700-760;   

D = 600-699;  F = <599
The Journal
What Is It?

· Not a diary, not exactly a class notebook, but somewhere in between
· Section(s) of class notebook so that pages can be added, handed in, moved

· Checked periodically although entries are not assigned separate grades 

· Selected sections may be called for at end of term

How to Use It

· For in-class writing assignments, exercises, musings, reflections, ideas, reminders, etc.

· As a window on your internal learning processes

· At a minimum, note whether you have seen/used anything like the topic discussed in class thus far in your work experience.  If yes, what?

Why It’s Worthwhile
Journals are a device to help you integrate new information.  You should review journal entries (and any new material you want to master) 3-7 times afterwards to build and reinforce them in your “internal” database.  Journals are based on the following assumptions about connections between thought and language. 

1.  When people articulate connections between new information and what they already know, they learn and understand that new information better (Bruner, 1966).

2.  When people think and figure things out, they do so in symbol systems commonly called languages, most often verbal, but also mathematical, musical, visual, and so on (Vygotsky, 1962).

3.  When people learn things, they use all of the language modes to do so--in addition to reading, talking, and listening; each mode helps people learn in a unique way (Emig, 1977).

4.  When people write about new information and ideas--in addition to reading, talking, and listening--they learn and understand them better (Britton, 1975).

(From Fulwiler, T.  1987.  The Journal Book. Portsmouth, NH:Boynton Cook)

PAGE  
Page 5 of 5











  TCO 341_03:  03/26/03

