MASTER SYLLABUS

COLLEGE OF APPLIED SCIENCES AND ARTS

ELECTRONIC SYSTEMS TECHNOLOGIES

COURSE NUMBER AND TITLE: ISAT 366–3 Applications of Technical Writing

EST MISSION STATEMENT:

PREREQUISITE TO: None
COURSE DESCRIPTION:

This course will increase students' competencies to write and to analyze, utilize, and communicate various types of technical content in the information technology and electronics systems field.  Emphasis will be placed on formal report writing, letters, memos, e-mail, and instructions.  Oral presentations will use computerized presentation software.  Prerequisite:  Junior standing.

COURSE OBJECTIVES:


1.
The student will be introduced to the breadth of written communication styles and media utilized in the modern field of information management.


2.
The student will utilize computer software programs that facilitate the written communication process and all for the integration of disparate items into one document.


3.
The student will gather information from primary sources through interviews, questionnaires, and surveys; from secondary sources by using library and other resource materials.


4.
The student will analyze, evaluate, and apply information in response to the requirements of case studies, applying appropriate persuasive techniques and considering the needs of management.


5.
The student will become more proficient in proofreading and editing, thus producing professional-quality documents with appropriate sequential presentations.

TOPICAL OUTLINE:







PERCENTAGES:

I.
Introduction to Technical Writing
10%         



A.
Substance



B.
Nature



C.
Qualities


II.
Basics of Technical Writing
20%          



A.
Composing



B.
Collaborating



C.
Writing for the reader



D.
Achieving a readable style


III.
Techniques of Technical Writing
20%     



A.
Informing



B.
Defining and describing



C.
Arguing


IV.
Design of Technical Writing
20%        



A.
Document design



B.
Design elements of different reports



C.
Graphical elements, including computer techniques


V.
Applications of Technical Writing
30%       



A.
Correspondence



B.
Development of:




1.
formal reports




2.
instructions




3.
proposals



C.
Oral Reports, including computerized presentation software




with graphic options

TEXTBOOKS:
Please refer to the textbook list on the OCAP website for the updated textbook list: http://www.siuc.edu/~asaocap/
Once you are at the OCAP home page, click on the appropriate program to view the latest textbook list.
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American Psychological Association  (2001).  Publication manual of the American Psychological Associoation (5th ed.).  Washington, DC:  Author.

Anderson, P. V.  (1995).  Technical writing:  A reader-centered approach (3rd ed.).  Orlando, FL:  Harcourt Brace College Publishers.

McQuire, P. J., & Putzell, S. M.  (1988).  A guide to technical writing.  Orlando, FL:  Harcourt Brace College Publishers.

SAFETY INSTRUCTIONS:

Instructors will provide guidance and direction to students in the classroom in the event of an emergency affecting your location.  It is important that you follow these instructions and stay with your instructor during an evacuation or sheltering emergency.   If you are located on a military installation, and depending on the type emergency a senior military member may take control of the situation and direct you on the action to take.  Please follow their instructions and do as asked.  Similarly, if you are at a community college, their security personal may arrive and take control of a situation, please follow their instructions as well.  

ACADEMIC DISHONESTY:
Students may be subject to disciplinary proceedings resulting in an academic penalty or disciplinary penalty for academic dishonesty.  Academic dishonesty includes, but is not limited to, cheating on a test, plagiarism, or collusion.

ADA STATEMENT FOR STUDENTS REQUIRING SPECIAL ACCOMMODATIONS:  

As per 504 of the Vocational Rehabilitation Act of 1973 and the American Disabilities Act (ADA) of 1990, if accommodations are needed, inform the instructor or program advisor as soon as possible.  
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