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Term: Summer 2011      Instructor: Cheri Crenshaw, Ph.D. 
E-mail:   crenshaw@dixie.edu (checked daily)  Office Phone: 652-7896  
Office Hours:  3-5 p.m. T/Th      Office Number:  MCDON 214 
If these office hours don’t work, please call or email to make an appointment. 
 

ENG2100. Technical Writing  Required for English majors pursuing an emphasis in 
Professional & Technical Writing, and open to students in science and technical disciplines who 
would like to increase their proficiency in writing. Provides students with opportunities to 
develop skills useful in professional, workplace settings. The course introduces students to 
technical formats, brevity and clarity strategies, and visual elements such as headings, lists and 
graphics. Prerequisite: ENGL 1010 (Grade C or higher).  

Departmental Mission Statements at http://new.dixie.edu/english/File/ENGL%202100.pdf 

Text: Technical Communication by Mike Markel. 9th edition.   
 
Course Goals:  By the end of English 2100, students will have significantly improved their 
ability to do the following: 

• write various types of technical documents: resumes, procedures, brochures, reports, 
proposals, and presentations 

• utilize a writing process in planning and developing technical documents 
• incorporate visual elements in designing their documents 
• write clear, active and direct sentences and paragraphs, with few errors 
• collaborate in writing a technical document 
• focus and develop their own thoughts for extended documents 
• be more aware of (and sensitive to) professional audiences 
• be more aware of (and sensitive to) international audiences 
• recognize ethical considerations in technical communication 
• synthesize research with their own ideas and writing 
• document research in reports and proposals 
• utilize the computer and the Internet to improve their writing 

 
Course Learning Outcomes: 

• Identify and use elements of a technical document effectively such as executive summaries, 
graphics, appendices, headings, bullets, and numbered lists 

• Read and analyze technical documents for effectiveness 
• Synthesize and present researched information in an electronic format such as PowerPoint, 

weblogs, Wikis, or webpages 

  

http://new.dixie.edu/english/File/ENGL%202100.pdf
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Disability Support Services:  If you are a student with a medical, psychological or a learning 
difference and requesting reasonable academic accommodations 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. 
Our office is located right next to the Testing Center on the bottom floor of the Financial 
Aid and Career Center building. 
  
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, go to www.dixie.edu, and click on "Log in to student 
services" (upper right corner). 
 
Due Dates:   Late work will be given a 10% grade deduction, and no work will accepted more 
than one week after the original due date.  Quizzes or other in-class work cannot be made up, but 
the lowest quiz grade and lowest in-class assignment grade will be dropped, including zeros.  
Students are responsible for checking with me regarding assignments given during their 
absences.  If you are involved in student activities such as sports, make sure to discuss options 
with me BEFORE assignments are due to avoid grade penalties.   
 
Attendance:  Students are expected to attend every class on time and to stay for the entire class 
meeting.  Students who miss more than one week of a summer class without contacting me 
regarding the major emergency will automatically incur an F for the semester.  While I realize 
emergencies, work, and other sorts of situations need to be taken care of, students who miss that 
many classes need to take the class again at a time when they are able to participate in daily class 
activities. 
 
Students involved in sports or other college-related functions should talk to me before missing 
class.  In those cases, I will abide by the “Policy for Absences Related to Classroom Functions” 
described in the college’s policies and procedures manual.  Please do not just send me an email.  
Talk to me before or after class or during my office hours. 
 
Academic (Dis)honesty: 
Honesty in completing assignments is essential to the mission of the university and to the 
development of the personal integrity of the student.  Cheating, plagiarism, or other kinds of 
academic dishonesty will not be tolerated and will result in appropriate sanctions that may 
include failing an assignment, failing the class, or being suspended or expelled. 
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For important information on plagiarism, go to the Dixie OWL <http://dsc.dixie.edu/owl/> and 
click on “Recognizing and Avoiding Plagiarism.” 
 
Writing Center:   The college provides a free service for students desiring additional assistance 
with their writing assignments in all courses.  The Writing Center is located in the first floor of 
the Browning Bldg.  Call 652-7743 for hours and more information.  See 
http://new.dixie.edu/english/dsc_writing_center.php. 
 
Instructor Assistance:  Please feel free to come by during office hours (posted above) to discuss 
your writing or to schedule an appointment with me at another time.  You may also email me 
regarding questions or problems.  I check email daily, even on weekends.  However, please don’t 
wait until right before an assignment is due to email or phone in questions as I may not answer in 
time. 
 
Overall Course Grade: Grades of A and B reflect outstanding work overall: they are honor 
grades.  A grade of C is average and indicates that you have completed the requirements 
acceptably. Lower grades indicate a failure to meet minimum requirements.  Grading Scale: 95-
100=A; 90-94=A-; 88-89=B+; 85-87=B; 80-84=B-; 78-79=C+; 75-77=C; 70-74=C-68-69=D+; 
65-67=D; 60-64=D-; 59 and below=F   
 
Grade Breakdown:  
 
Comprehensive Final Exam (20%)       
Quizzes & In-Class Work & Homework Projects (lowest score dropped) (50%) 
Group Presentation (10%) 
Recommendation Report & Presentation (20%) 
 
Successful Students:  Attendance is absolutely critical to a student’s success in college.  
Students who fail to attend get lost very quickly.  Professors simply cannot recap an entire class 
to a student through email or in the few minutes before or after a class period.  Group work 
cannot be made up outside of class.  Successful students come to class and make every attempt to 
listen.  The most successful students actively attend.  These types of successful students prepare 
for class by reading the assignments, composing information that is due, marking up textbooks 
and bringing the information to class, composing questions to ask their professors, bringing 
material for discussion to conferences, and seeking help or advice at will.  The most successful 
students participate in class or group discussions even when they aren’t sure that they have the 
“correct” answer.  Most work in the workplace is collaborative with every co-worker dependent 
on others for successful and professional presentations and correspondence.  This class is meant 
to mimic a workplace environment to better prepare students for their future real-world 
professional positions. 
 
If You Stop Attending Class: If you stop attending class, it is your responsibility to drop the 
class before that semester’s drop deadline.   For Summer 2011, the drop date is June 9. 
 
Disruptive behavior will result in the responsible student or students being asked to leave the 
classroom.  Students asked to leave the classroom will be counted as absent for that class period.  
Please DO NOT use the computers while I am lecturing or if another student is presenting.  (No 
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eating, no cell phone use, and no unauthorized computer use during class time.) 

 
Testing Center: House of operation are posted online at 
<http://dsc.dixie.edu/testingcenter/officehours.htm> 
 
Library Hours:  See http://library.dixie.edu/ 
 
Tutoring Center:  See http://dsc.dixie.edu/tutoring/ 
 
Blackboard: Blackboard will be used as a supplement to the class. 
 
Important Dates: 
Jun 1 Last Day to Add Without Signature 
Jun 7 $25 Late Registration/Payment Fee 
Jun 9 Pell Grant Census 
Jun 9 Last Day for Refund 
Jun 9 Last Day to drop without receiving a "W" grade 
Jun 13 Last Day to ADD Classes 
Jun 13 Courses dropped for non-payment 
Jun 27 Last Day to DROP/AUDIT Classes 
Jul 4 Independence Day 
Jul 8 Last Day for Complete Withdrawal 
Jul 22 Classwork Ends 
Jul 22 Final Exams 
 (Students may NOT take the final exam early.) 
 
Tentative Course Schedule:  I reserve to the right to make changes to this outline as necessary.  I will 
notify you in class of any changes. 

Week 1 
Tuesday, May 31 

In-Class  Pre-Test/Basic Document Design/Grammar Review 
 

Homework may be assigned in class and may differ from what I’ve written here.  What I 
tell you in class always takes priority.  If you miss class, please email me ASAP to get the 
next assignment.  Missing one class is not an excuse for being unprepared for the next 
class.  So, you should complete these tasks for the next class period:  
 
Homework:  1) Please read in the Appendix first, familiarizing yourself with (or 
reviewing) how to do research, quoting, summarizing, documenting sources, and editing 
your documents.  Please concentrate on pages 630-639, and 683-709.  You will need to 
become familiar with the proofreading symbols on page 709, so don’t ignore that page.  
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Thursday June 2  

In-Class: Grammar Review/Research Review/Writing Letters, Memos, Emails 
 

Homework (Due Next Class Period):  Please read Chapter 1, Introduction to Technical 
communication & Chapter 14: Writing Letters, Memos, and E-mails & Chapter 15 
Preparing Job-Application Materials 

Week 2  
Tuesday June  7 

In-Class:  Working on resumes, cover letters 
Quiz #1 
Due:  Email to Instructor & Materials to Create a Resume/Cover Letter, preferably 
a job advertisement 

 
Homework (Due Next Class Period): Chapter 11 Designing Documents 

 
Thursday June 9 

In-Class:  Document Design 
Due:  Job Application Materials 
 
Homework (Due Next Class Period):Please read Chapter 4, Writing Collaboratively, and 
Chapter 21, Making Oral Presentations 

Week 3  
Tuesday June 14 

In-Class:  Group Formation, PowerPoint Instruction 
Quiz #2 

 
Homework (Due Next Class Period): Please read Chapter 3, Writing Technical 
Documents, and Chapter 6, Researching Your Subject 

 
Thursday June 16 

In-Class: Work on Group PowerPoint Presentations 
Due:  Ideas for Group Presentation/Materials 

 
Homework (Due Next Class Period): Please read Chapter 16, Writing Proposals and 
Chapter 8, Communicating Persuasively 

Week 4  
Tuesday June 21 

In-Class:  Group Presentations 
Due:  Group PowerPoint Presentations 
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Quiz #3 

 
Homework (Due Next Class Period):  Please read Chapter 9, Writing Coherent 
Documents and Chapter 10 writing Effective Sentences 

 
Thursday June 23 

In-Class:  Editing 
Due:  Group/Self Evaluations 

 
Homework (Due Next Class Period): Please read Chapter 19, Writing Recommendation 
Reports & Chapter 13, Reviewing/Testing Documents and Websites 

Week 5  
Tuesday June 28 

In-Class:  Recommendation Reports, Prepare for Usability Test 
Quiz #4 
Due:  Proposal for Individual Project (can be continuation of the group project, but 
this will end in a Recommendation Report) 

 
Homework (Due Next Class Period): Please read Chapter 20, Writing Definitions, 
Descriptions and Instructions 

 
Thursday June 30 

In-Class: Conduct Usability Test 
Due:  Instructions to Conduct Usability Test 

 
Homework (Due Next Class Period):Please read Chapter 12, Creating Graphics & 
Chapter 17, Writing Informational Reports 

Week 6  
Tuesday July 5 

In-Class:  Research 
Quiz #5 
Due:  Revised Instructions 
Homework (Due Next Class Period):Write rough draft of recommendation reports/write 
1st version of PowerPoint presentations 

 
Thursday July 7 

In-Class:  Graphics 
Due:  Progress Report on Individual Project 
 
Homework (Due Next Class Period): Write rough draft of recommendation reports/write 
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1st version of PowerPoint presentation 

Week 7  
Tuesday July 12 

In-Class:  Peer Review on Recommendation Reports/Presentations 
 
Homework (Due Next Class Period): Revise Recommendation Reports/PowerPoint 
Presentations 

 
Thursday July 14 

Due:  Recommendation Report (No Class/Turn in On-Line) 

Week 8  
Tuesday July 19 

In-Class:  Individual Presentations 
Due:  Individual Presentations (Based on Recommendation Reports) 

 
Homework (Due Next Class Period):  Study for Final Exam 

 
Thursday July 21 

In-Class:  Final Exam (Student must take final exam in-class on this date.) 
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