
ENGLISH 3010 (Fall 2012) 
(Section 40 CRN:  40773 and Section 41 CRN:  43807) 

WRITING IN THE PROFESSIONS (online) 
INSTRUCTOR:  DIANE L. ALBERTINI 

OFFICE:  Holland Centennial Commons Building #452 

PHONE:  652-7829 

E-MAIL ADDRESS:  albertin@dixie.edu 

 

COURSE DESCRIPTION: 

This course is primarily for students who have been accepted into one of Dixie State College’s 

baccalaureate programs.  The focus of the course is to give you experience in developing the writing and 

communication skills you will use in your profession.  English 3010 will help you to understand a variety 

of approaches to professional writing, to analyze approaches to writing found in various texts from 

professional settings, and to develop skills in writing for professional purposes and the workplace.  You 

also will have the opportunity to explore intercultural contexts in writing, business ethics in writing, and 

the Internet’s impact on writing.   

English 3010 will be a student-centered class that uses a workshop style, so class sessions will focus on 

three related activities:  (1) discussing, analyzing, and planning the assigned writing projects; (2) 

analyzing, critiquing, and revising sample texts, your own texts, and other students’ drafts-in-progress; 

and (3) reading and discussing professional articles that present topics relevant to writing in the 

professions.  We will use a process approach for each writing project; this approach emphasizes all 

stages of writing:  prewriting, writing, revising, and editing.     

REQUIRED TEXTS, MATERIALS, AND ACCOUNT: 

1. Successful Writing at Work, tenth edition by Philip C. Kolin  (required) 
2. Computer access to the class and a specific information storage system 
3. A Dixie State College e-mail account 
4. Make sure you have all the necessary computer specifications to effectively access everything in 

this class.  Check out this website:  
http://new.dixie.edu/academicoutreach/computer_access_guidelines__software_downloads.p
hp 
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BASIS FOR EVALUATION (Letter grades: A-F): 

1) Written assignments, revisions, and peer writing exchange and evaluation (submission of 

completed grading grids), and completed pre-writing activities 

2) Midterm exam, final exam, article analyses, discussion participation/posting, and other writing 

activities 

3) Final presentation  incorporating sound and/or video 

 

GRADING SCALE: 

95-100=A  80-84=B-  68-69=D+ 

90-94=A-  78-79=C+  65-67=D 

88-89=B+  75-77=C  60-64=D- 

85-87=B  70-74=C-  59 and below=F 

WRITING PROJECTS: 

There will be two brief writing assignments to help us get acquainted to the class and to one another: 

Course First Impression Assignment Due Date:  Friday, August 24 

Introductory Memo Due Date:  Tuesday, August 28 

 

There will be five main writing assignments for varying purposes and audiences,  
with varied formats. (Some projects will involve various stages/steps that need 

 to be submitted with the main writing project.)  The projects are listed below:   

Occupation Analysis Project Due Date:  Monday, September 17 

Interview or Alternative Project Due Date:  Monday, October 1 

Collaborative Project (must be done with writing 
partners) 

Due Date:  Monday, October 15 

Research Report Proposal Due Date:  Monday, October 29 

Final Research Report with Oral Presentation Due Date:  Monday, December  3 

 

 



COMMUNICATION WITH THE PROFESSOR AND CLASSMATES: 

Please use Canvas email to communicate in writing with the course professor or classmates.   Use a 
specific subject in the subject line for each email and a professional tone.  Allow 24 hours for a response 
to your questions. 

DISCUSSIONS: 

Almost every week there will be an assigned, required discussion—much as you would have in a regular 

class.  The discussions will be based on reading and analysis of assigned professional articles and from 

student writing samples or discussion of particular information in our textbook and other sites.  In order 

to obtain full credit for each discussion, you must follow this process: 

 Read the prompt provided at our discussion site 

 Post an effective, analytical response using good writing skills (avoid using an attachment) 

 Answer any questions posed by the instructor and/or your classmates 

 Respond to two classmates’ postings.  Your response must be developed and go beyond just 
stating that you agree or disagree with that statement 

 Complete all of these steps within the assigned time frame 
Below is the list for graded discussion and their availability. (There also will be a non-graded self-
introduction discussion available from Monday, August 20-Sunday, August 26; please introduce yourself 
to the class during that discussion): 
 

Discussion #1 Dates Available:  Aug. 29-Sept. 5 

Discussion #2 Dates Available:  Sept. 5-12 

Discussion #3 Dates Available:  Sept. 12-19 

Discussion #4 Dates Available:  Sept. 19-Sept. 26 

Discussion #5 Dates Available:  Oct. 3-10 

Discussion #6 Dates Available:  Oct. 24-Oct. 31 

Discussion #7 Dates Available:  Oct. 31-Nov. 7 

Discussion #8 Dates Available:  Nov. 28-Dec. 5 

 

PROJECT COMPLETION, TIME MANAGEMENT, AND ONLINE BEHAVIOR 

This online course has deadlines just as a regular, face-to-face class, so you must set aside regular, 

weekly times to work on this course.  If an extenuating circumstance begins to appear, let me know in 

advance; don’t wait until a project is due or after a week/several weeks.  Consider this class as part of 

your professional life and keep in mind that you could not fail to report to work, or expect to be paid, 

without giving appropriate notice about missing work. 

As we communicate with one another online, we need to be professional, so civility towards one 

another is expected.  The effort and contributions you make in this class will be noticed. 

 



34.2  Disruptive Behavior:  Even though the class is online, we still need to be civil towards one another.  

Teachers at Dixie State College have the right to manage the classroom environment to ensure a good 

learning climate.  Toward this end, teachers may dismiss and remove disruptive students from individual 

class activities.  If a student’s behavior continues to disrupt class activities, the teacher may dismiss and 

cause removal of disruptive students from their course. 

ASSIGNMENT GRADING AND TURNAROUND TIME: 

Each project will be graded and returned with comments and a grading rubric at its submission site.  It is 

your responsibility to check out your graded documents.  Depending on the size and number of 

documents within a project, most projects will be returned within a week, but projects with more than 

one document might require more grading time. 

COMMUNICATION VIA DMAIL: 

You are required to frequently check your dmail account.  Important class and college information will 

be sent to your dmail account, including DSC bills, financial aid/scholarship notices, notices of cancelled 

classes, reminders of important dates and deadlines, and other information critical to your success at 

DSC and in your courses.  If you don’t know how to access your dmail account, go to www.dixie.edu  and 

select “Dmail” from the left column.  To locate your dmail username and password, to  www.dixie.edu, 

click on “Log in to student services” (upper right corner). 

DSC POLICIES ON CLASS ATTENDANCE:  

(These are some of the DSC policies on attendance; the complete list of policies can be found at the DSC 

Policies and Procedures Manual).  Please check out the attendance policies even though this class is 

online.   

23.3—An absence does not excuse a student from completing work missed. 

23.4—It is the student’s responsibility to find out which assignments are missed during an absence. 

23.5.3—Students who must miss class because of a college-sanctioned activity, such as an athletic 

event, club activity, class assignment, or other approved event, are responsible to assuring that their 

instructors have been notified and for completing any missed assignments. 

23.5.3.1.1—Students involved in a club event or an activity related to another course or program 

requirement must provide written notification from the faculty or staff member supervising the activity 

that explains the nature of the activity.  This should include a list of eligible students and be provided in 

advance of the expected absence. 
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23.5.3.1.2—By the second day of class, students with recurring absences must provide each instructor 

written notification from the appropriate department that includes a schedule of competition, the 

names of those students on specific teams likely to travel, and the dates and approximate times of 

departure and return to campus.  So that student participation in travel can be verified, the appropriate 

department will be responsible for informing individual faculty of changes to team rosters and travel 

schedules throughout the semester. 

WORKSHOPS: 

To obtain full credit for each writing project, you must participate in a writing workshop by exchanging 

drafts online with a writing partner and evaluating his/her draft within a given time frame.  Participation 

in these project exchanges/evaluations is a requirement of this class, and it is absolutely important to 

help you become a better writer.   

LATE PAPERS: 

Writing projects that are submitted late without acceptable excuse or advance permission are 
penalized in the following manner:   If a project is late by more than a few days (1-3), one letter 
grade will be deducted or the project may not be accepted for evaluation.  Discussions will be 
available only at the times indicated, and they cannot be made up at later dates.   
 
WRITING PROJECTS & PROJECT SUBMISSION: 
 
All writing projects must be word-processed in Microsoft Word. (Avoid using a pdf format so that 

comments/corrections can be inserted within your projects.) Please be aware of individual writing 

project formats.  Some will require particular formats and single spacing.  Review writing samples that 

are provided in our textbook.  Please submit the following items with each writing project:  project final 

copy + the pre-writing activity.    

TEST TAKING DATES/PROCEDURE & TEST PROCTORING: 

The midterm and final exam will be taken in the DSC Testing Center.  If you reside out of the Washington 

county area or Utah state, you can arrange to take these exams at another institute’s testing center or 

at a library.  You will be required to complete a Proctor Request Form and submit it to the DSC Testing 

Center.  This form can be found at the DSC Testing Center site:  http://dixie.edu/testing  

The required midterm and final exam test dates are listed below.  You will take these exams in the DSC 

Testing Center, unless you have made different location arrangements using the Proctor Request Form. 

Midterm Exam Available Dates:  October  5, 6, 7, 8 

Final Exam Available Dates:  December  7, 8, 9, 10 

 

http://dixie.edu/testing


COURSE EXPECTATIONS: 

To be successful in this class, you will need to log in at least 3 times per week so that you read emails, 

announcements, and other course materials.  You’ll also be participating in discussions and working on 

writing projects on a weekly basis.  Keep in mind that you should reserve 3 hours for each credit hour of 

class each week; this means you should reserve 9 hours for a 3 credit class such as this one. 

PLAGIARISM: 

Plagiarism will not be tolerated and will result in either an “F” on the paper or an “F” in the course.  In 

your academic and professional career, you will often draw upon and incorporate work written by 

others.  You will be expected to use outside sources in this course, but you are always required to give 

due credit to the person whose words, thoughts, ideas, or phrases you are using in your writing projects.  

3-34 ACADEMIC DISCIPLINE 

34.1 Cheating:  Academic dishonesty in any form will not be tolerated at Dixie State College, including 

but not limited to plagiarism on written assignments, submitting other person’s work as one’s own, and 

cheating on exams or quizzes.  Teachers at DSC may discipline students proven guilty of academic 

dishonesty by: 

34.1.1 Giving a failing grade on the specific assignment where dishonesty occurred, 

34.1.2 Failing the student in the entire course, 

34.1.3 Immediately dismissing and removing the student from the course, and/or 

34.1.4 Referring the student to Student Affairs, a committee which may reprimand, place on probation, 

suspend, and/or expel the student. 

 

 

 

 

 

 

 

 

 



DSC WRITING CENTER 

Dixie State College provides a free service for students desiring additional assistance with their 

writing assignments in all courses. The Writing Center’s mission is to help writers improve their 

composition assignments through a process of invention, writing and revision. The Writing 

Center is not a proofreading service, but is instead staffed by peer tutors who offer suggestions, 

instructions and tips to help you improve your assignments.  The Dixie State College Writing 

Center is located on the fourth (4th) floor of the Holland Centennial Commons Building (HCC), 

room 421. The Writing Center hours are as follows: 

Monday through Thursday, 9am-8pm 

Friday, 9am-5pm 

Call (435) 652-7629 or visit http://www.dixie.edu/english/dsc_writing_center.php for writing 

center information.   While the Writing Center does accept walk-in writers, appointments are 

strongly recommended, particularly during high-traffic weeks such as mid-terms and the days 

leading to finals.  

While face-to-face sessions are most effective, the Writing Center also offers an Online Writing 

Lab (OWL), which can be accessed at http:// owl@dixie.edu. 

You may e-mail your paper as an attachment to this site; tutors review the paper and return it to 

you via e-mail.  If you use this service, allow a few days for your paper to be reviewed. For 

example, if a paper is due on Friday, you should not wait until Thursday night to submit the 

paper to the Writing Center.   

STUDENT SUPPORT SERVICES 

 Writing Center 
Visit the Writing Center in the Holland Centennial Commons Building (rm. 421) for tutoring 

assistance with any of your writing needs. For more information, call (435)652-7629.  Their 

website address is the following: (http://new.dixie.edu/english/dsc_writing_center.php.  Also, 

an Online Writing Lab (OWL) is available if you go to this site:  http://owl@dixie.edu 

 Library 
Check out all the available library services by visiting the following address:  

http://library.dixie.edu 

 Testing Center 
For DSC Testing Center information, visit the following site:  http://dixie.edu/testing 

 (435) 652-7696 North Plaza Building 
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 Tutoring Center 
For information about tutoring services offered at DSC, please check out this site: 
http://dixie.edu/tutoring 
(435) 879-4731 Holland Centennial Commons #431 
 

 Computer Labs: 

Dixie State College of Utah provides a computer lab in the Smith Computer Center) and several 
additional computer equipped special use labs and classrooms.  The open access lab contains 
approximately 210 networked and stand alone workstations.  Full access to the Internet is 
available on all machines.  Lab hours average 80 hours per week during the course of the 
semester including evening, weekend and holiday hours.  A somewhat restricted schedule is 
followed between semesters and during holidays.  Check each facility for hours of operation. 
 
For computer lab information, visit:  www.dixie.edu/helpdesk/lab_hours.php 
 
For Help Desk information, visit this site: 
http://www.dixie.edu/helpdesk 

. 
 

SYLLABUS SUPPLEMENT: 
 

If you are a student with a medical, psychological or a learning difference and want to request 

reasonable academic accommodation due to this disability, you must provide an official request 

of accommodation to your professor(s) from the Disability Resource Center within the first two 

weeks of the beginning of classes.  Students are to contact the center on the main campus to 

follow through with, and receive assistance in the documentation process to determine the 

appropriate accommodations related to their disability. 

You may call (435) 652-7516 for an appointment and further information regarding the 

Americans with Disabilities Act (ADA) of 1990 per section 504 of the Rehabilitation Act of 1973. 

REGULAR SEMESTER DATES: 

 Aug 20  Class work Starts 

 Aug 24  Last Day to Add Without Signature 

 Aug 27  Drop Fee Begins ($10 per class) 

 Sep 3  Labor Day Holiday 

 Sep 4  $50 Late Registration/Payment Fee 

 Sep 10  Pell Grant Census 

 Sep 10  Last Day for Refund 

 Sep 10  Last Day to drop without receiving a “W” grade 

 Sep 11  Courses Dropped for Non-payment 

 Sep 14  Last Day to Add Classes 

 Sep 28  Graduation Application Deadline 

 Oct 10  Midterm Grades Due 

http://dixie.edu/tutoring
http://www.dixie.edu/helpdesk/lab_hours.php
http://www.dixie.edu/helpdesk


 Oct 11-12 Semester Break 

 Oct 15  Last Day to Drop/Audit Classes 

 Nov 9  Last Day for Complete Withdrawal 

 Nov 12  Registration open to Seniors (90+ credits) 

 Nov 13  Career Day 

 Nov 13  Registration open to Juniors (60+ credits) 

 Nov 15  Open Registration 

 Nov 21-23 Thanksgiving Break 

 Dec 7  Class work Ends 

 Dec 10-14 Final Exams 
 

DROP DATE:   

If you stop attending class, it is your responsibility to drop the class before October 15 to avoid receiving 

and “F” on your transcript. 

OFFICE & ONLINE HOURS: 

I will be available at the following times in my office and online (#452 in the Holland Building): 
Monday, Wednesday:  9-11:00   

Tuesday   1:30-3:30 

Friday:      9-10:00 by appointment 

Note:  I usually can be found online using Canvas on Monday-Thursday between 7-8 p.m. 

Also, you may e-mail me with your comments and questions about the course and/or assignments using 

the Canvas email system.   I also can be reached at my office phone:  435.652.7829 or at 

albertin@dixie.edu 

 

 

 

 

 

 

 

 

mailto:albertin@dixie.edu


English 3010 -Writing in the Professions  

Overall English Department Mission Statement  

The English Department at Dixie State College strives to instill in students an appreciation for the 
centrality of language and literature in human culture, particularly their function in social, 
historical, and political contexts. Students who major in English master skills in analyzing and 
evaluating texts and other media, as well as learning how to produce focused critical essays.  

Course Description  

Designed for majors in the School of Business, successful students will be able to effectively 
recognize and model diverse professional writing styles by analyzing various business audiences, 
writing purposes, and documents (including extensive formal research reports) based on 
business communication theory and through practical application. Students will also learn about 
matters of business ethics, international business, and the Internet's impact on business 
communication. Prerequisite: ENGL 2010; and Advanced Standing. FA, SP, SU  
 

Course Goals:  
By the end of English 3010, students will have significantly improved their ability to do the 
following:  
• Critical thinking and clarity of expression in both written and oral form;  
• Awareness of and sensitivity to professional work-place audiences;  
• Awareness of and sensitivity to international, professional audiences;  
• Awareness of the impact of technology on business writing;  
• Awareness of different types of formats – and purposes – in business writing (email, memo, 

short report, long report, etc.);  
• Recognition of respect for thoughts contrary to one’s own;  
• Recognition of ethical dilemmas in business communication.  

 

Course Learning Outcomes:  
By the end of English 3010, students will demonstrate their ability to  

• Write clearly and analyze critically several types of business documents;  
• Compose active and direct sentences in grammatically correct English;  
• Focus, organize, and develop thoughts for business documents (both short and long);  
• Apply ethical models to analyze and begin solving ethical dilemmas;  
• Utilize a wide variety of research sources;  
• Synthesize research with their own ideas and writing;  
• Document research in long, formal reports;  
• Engage in peer-critique and revision of their own written work;  
• Utilize computers and the Internet to improve their writing and knowledge of business 

groups.  
• Analyze and write about texts critically and clearly;  
• Produce grammatically correct and stylistically engaging sentences;  
• Contribute to textual analyses and discussions with fresh and cogent insights;  
• Organize their thoughts clearly and maintain a focus, especially in their written work;  

 



 
• Read scholarly research about professional workplace writing (i.e. articles that improve 

understanding of the ways in which audience, purpose and context affect one another);  
• Conduct scholarly research effectively and critically;  
• Incorporate their research in persuasive, effective ways (utilizing a unified citation style 

common to the mode/field of writing).  
• Present their research, using appropriate electronic presentation software.  
• Participate in discussions to develop skill in articulating and defending analyses and 

interpretations of written works in group contexts.  
 

Methods of Assessment:  
Formative Assessment Methods  

Complete regular homework assignments that meet the professional standards of 
successful writing in workplace professions.  

Summative Assessment Methods  
Final Exam: Perform satisfactorily on exams and writing assignments that measure 
retention of course material (as well as original analysis and interpretation)  
Oral Presentation: Give at least one oral presentation of research and/or final 
report, accompanied by an appropriate electronic presentation (i.e. PowerPoint or 
some other media).  

Value-Added Assessment Methods  
Pre/Post Test: Students will take a course-specific pre- and post-test, to assess the ways in which 

their learning has increased during the semester. The pre and post-test is a short answer 

questionnaire taken online. 

 

 

 

 

 

 

 

 

 

 

 



 

ENGLISH 3010 COURSE SCHEDULE 

Note:  The learning modules contain this weekly information and any other 

document/activity that is needed for that week. 

Week One (August 20-24) Introduction to Course:  First Impression and Memo of Introduction 

1.  Read pages 4-43 in Successful Writing at Work (SWW) book.   

2. Go to the Discussion site and introduce yourself to the class at the self-introduction discussion.  

Please complete this activity on or before Sunday, August 26. 

3. For a review about how to write effective memos, e-mails, faxes, IMs, and blogs, check out 

pages 132-162 in SWW. 

4. Complete Course Impression Assignment and submit it on or before Friday, August 24 via the 

Canvas system. 

5. Complete the memo of introduction pre-writing and submit the memo of introduction and pre-

writing activity in Canvas on or before Tuesday, August 28. 

6. Check out the chapter reviews for Chapter 1 & 4.  Access the textbook’s English CourseMate 

interactive self-check quizzes via the key card code found in your SWW book.  (You need not 

send me your scores, but you will be held accountable for this information on the midterm and 

final exam.) 

 

Week Two (August 27-31) Audience and Purpose Analysis:  Discussion One, Introduction to 

Occupation Analysis Project, and Pre-writing Activities 

1. Participate in Discussion 1 at our discussion site.  This activity is available from August 29-

September 5.   Discussion makeup is not available, so participate in each discussion while it is 

available. 

2. Complete the required English Dept. questionnaire.  It can be found in the exam folder and is 

available from August 29-September 5. 

3. Read the description for the first major project:  the Occupation Analysis.  Please find a position 

that allows you to research the employer.  You should be able to answer questions about this 

company that are listed on page 307--#1 under “Do your homework about the company.”  You 

also will be required to post a profile about this company at our discussion #2. 

4. Find a professional job posting so that you can adapt your resume and cover letter to fit this 

position.  For tips on where to find the right job, check out pages 257-263 in SWW; many job 

search websites are listed there. 

5. In SWW, check out pages 254-307 (How to Get a Job), especially concentrate on the samples.  

Resume samples = 276 (little job experience), 277 (some job experience), 279 (significant job 

experience), 283, 286, 287 (organized by skills), 289 (scannable); letter samples= 301 (little job 

experience), 304 (some job experience), 305, 306 (significant job experience).  



6. Complete the pre-writing activities and write your resume and cover letter.  Then, exchange 

drafts of your resume and cover letter with your writing partner.  Use the grading rubric to rate 

and evaluate your partner’s drafts.  (The grading rubrics can be found in the weekly learning 

modules.)  Evaluations should be completed by Tuesday, September 4.  Send a copy of the 

grading rubric to your writing partner and the instructor.   

7. Check out the reviews for Chapter 2, 5, and 7.  Take the interactive self-check quizzes for these 

chapters. 

 

Week Three (September 4-7; September 3 is the Labor Day Holiday) Continuation of Occupation 

Analysis Project 

 

1. The entire Occupation Analysis project is due on Monday, September 17.   Please submit the 

professional job ad, resume, and cover letter.  Include the professional job ad with the 

resume.  

2. Participate in Discussion #2 that will be available September 5-12.  Discussion #2 focuses on 

posting a profile of the company/employer for the position used in your Occupation Analysis 

project. 

8. Check out the review for Chapter 14.  Take the interactive self-check quiz for this chapter. 

 

Week  Four  (September 10-14)  Project 2—The Professional Interview Project or the 

Alternative Project 

 

1. In SWW, read pages 642-681 to gather more information about writing short memo reports 

(such as for project 2).  For information on the APA documentation system, check out pages 

388-397 in SWW. 

2. Read the description for project #2.    

3.  Complete the pre-writing activity for project #2.  For advice on how to format this report, check 

out pages 648-649.  Then, write a draft of the interview report or the alternative project; 

exchange it with your writing partner.  Complete an evaluation of the draft and send the 

completed grading rubric to your writing partner and the instruct- 

4. Project 2 (the interview or alternative project) is due on Monday, October 1. 

5. Participate in Discussion 3; it will be open September 12-19. 

6. Check out the reviews for Chapter 6, 8, and 9.  Take the interactive self-check quizzes for these 

chapters. 

 

 

 

 

 

 

 



Week Five (September 17-21) Writing Instructions and Procedures 

1. Read the description for the Instruction/procedure project.   

2. Send a Canvas email to the course instructor to inform her about your instruction/procedure 

project; include the following information:  choice of topic, purpose, targeted audience, format 

for the project, and types of visuals that will be used.  Send this Canvas email on or before the 

following date:  Wednesday, September 26.  

3. In SWW, read pages 555-598.  See sample instruction documents on pages 562, 563, 579-592; 

for a procedure document, check out pages 595-596. 

4. Work on tasks for instruction/procedure project. 

5. Participate in discussion 4; it will be open from September 19-26. 

6. Check out reviews for Chapter 3 & 12.  Take the interactive self-check quizzes for these 

chapters.  

  

Week Six (September 24-28) Continuation of Instruction/Procedure Project 

1.  In SWW, read pages 460-508 (Designing Clear Visuals) and 555-597 (Writing Instructions and 

Procedures). 

2. Continue working on tasks for your instruction/procedure project. 

3. Check out reviews for Chapter 10 & 11.  Take the interactive self-check quizzes for these 

chapters.  

   

Week Seven (October 1-5)  Finalize & Instruction/Procedure Project; Take Midterm Exam 

1.  Exchange a draft of the instruction/procedure project with your writing partner on or before 

Monday, October 8. 

2. The instruction/procedure project is due on Monday, October 15. 

3. Take the Midterm Exam in the DSC Testing Center.  It will be available October 5,6,7, and 8.  If 

you wish to take the exam in different testing center or city library, you will need to make 

arrangements by completing a Proctor Request Form in advance of the exam.  This form can be 

found at the DSC Testing Center site. 

4. Participate in Discussion #5; it will be open from October 3-10. 

Week Eight (October 8=10; Fall Semester Break=October 11-12) Introduction to the Research 

Proposal and the Research Report 

1.  Read the description of the research report and check the work schedule.  For sample reports, 

check out 398-413 and 701-718. 

2. In SWW, check out the student research proposal on pages 631-634.  Use this proposal as your 

model for your own academic proposal.  The research proposal is the foundation for your 

research report.  It presents the topic, tentative research resources, and a plan for your research 

report. 

3. Check out the review for Chapter 13.  Take the interactive self-check quizzes for this chapter. 

 



Week Nine (October 15-19) Continuation of Proposal Drafting and Research Collecting 

1.  In SWW, read pages 686-700. 

2. Collect research resources and work on drafting research proposal.  Use the model on 631-634 

and check 328-330 (The Research Process). 

3. Exchange and evaluate writing partner’s proposal on or before Monday, October 22. 

4. The proposal is due on or before Monday, October 29. 

Week Ten (October 22-26) Further Research Considerations and Documentation 

1.  Further examine research resources presented in your proposal.  

2. Complete report pre-writing activity.   

3. Review Chapter 8 again for documenting and integrating research resources into the research 

proposal and report.  Check out these pages for good suggestions about how to conduct 

research in the workplace:  333-336; 359-368 (useful business specialty databases). 

4. Participate in Discussion #6; it will be open from October 24-31. 

Week Eleven (October 29-November 2)  Drafting the Final Report 

1.  Check out the report sections via the sample report on pages 701-718.  You also can check out 

the report on pages 398-413.  Check out pages 698-700 for suggestions about drafting the 

report.  For formatting tips, check out pages 691-694 

2. Work on drafting your research report. 

3. Participate in Discussion #7; it will be open from October 31-November 7. 

Week Twelve (November 5-9)  Continuation of Report Drafting 

1. Continue working on your final report draft.  

2. Submit a draft of the final report draft to your writing partner and the instructor on or before 

Monday, November 12.  Use the provided grading grid to evaluate your writing partner’s draft. 

Week Thirteen (November 12-16)  The Progress Memo 

1.  Write a progress memo or email to the instructor; use the progress memo examples on pages 
657-659 as your models.  Check page 654 for tips on writing progress memos and reports.   
Submit this progress memo/email on or before Monday, November 19. 

Week Fourteen (November 19-20; Thanksgiving Break 21-23)  

1.  Make sure you have read evaluative comments from the instructor and your writing partner 
about your report draft so that you can continue to work and revise that document.  Check out 
the revision checklist pages 719.  

 

 

 



Week Fifteen (November 26-30) Presentations and Presentation Slides 
 

1. Design and write a slide show using PowerPoint or another method that could be used to 

accompany an oral presentation of your report to main reader(s).  For a sample PowerPoint 

show see pages 730-733.  Also, check 738-739.  For additional tips, check out pages 734-736.   

2. Exchange and evaluate oral presentations with your writing partner.  Use the provided grading 

grid to evaluate the presentation. 

3. The final research report and oral presentation with PowerPoint slides are due on Monday, 

December 3.  No exceptions will be made for this deadline. 

4. Check out the review for Chapter 16.  Take the interactive self-check quiz for this chapter. 

5. Participate in Discussion #8; it will be available from Nov. 28-Dec. 5. 

 

Week Sixteen (December 3-7)  Final Exam and Post-questionnaire 

1.  Study for the final exam.   

2. The final exam will be available in the DSC Testing Center December 7, 8, 9, 10.  If you want to 

take the exam in a different testing center or another city library, you will need to complete a 

Proctor Request Form prior to taking the test elsewhere. 

3. Complete the required English Department’s post-questionnaire.  It will be available December 

3-8. 

 

Week Seventeen (December 10-14)  Final Exam Week 

1. Make sure you have taken the final exam and completed the post-questionnaire.  

2. Check out all your grades and report any discrepancies to the instructor a.s.a.p. 

 

 

 

 

  

 

 

 

 

 

 



 

 

 


