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I. MISSION STATEMENT:  

The Division of Automotive Technology provides an educational environment for students to acquire professional, research, and technical skills necessary for success in the automotive industry and other related industries.
II. COURSE DESCRIPTION:
This course is designed to increase the student’s competencies in analyzing, utilizing, and communicating the various types of technical information.  

III. PREREQUISITE:
None

IV. REQUIRED TEXTBOOKS:
Markel, M. Technical Communication:  Situations and Strategies (9th ed.).  New York, NY:


St. Martin’s Press.    

Aaron, J. E.  The Little, Brown Compact Handbook (7th ed.).  Reading, MA:

Allen Bacon Longman, Inc.

V. COURSE OBJECTIVES:
Upon completion of this course, students will:

1.
Determine the types and forms of information encountered in the field.

2.
Engage in information gathering, including traditional library research, interviews, computer based searches, and questionnaires.

3.
Analyze and utilize technical information in response to posed problems or issues.

4.
Edit materials into a succinct, professional format.

5.
Understand and perform a sequential analysis on technical proposals and reports.

6.
Organize existing information into usable forms for managers.

7.
Become an educated reader of professional literature.

VI. METHOD OF INSTRUCTION

Interactive Lecture: includes class discussions, illustrated lecture, practical application
VII. GRADING SCALE:  Based on a percent of the total class points available


90 - 100%   
or
180-200 pts.
=  A


80 -  89%    
or
160-179 pts.
=  B


70 -  79%   
or
140-159 pts.
=  C


60 -  69%
or
120-139 pts.
=  D


 0  -  59%
or
119 or less
=  F

VIII. EXIT COMPETENCIES:

Students will learn practical skills to communicate more effectively on the job.  Through practice of writing memos, letters, proposals, reports, and delivering oral presentations students will become more proficient at communicating technical information.  At the completion of this course students will become competent professionals in core communication skills.   
IX. EVALUATION:
Course grades will be based on the following:


Biographical Sketch




5 pts.


Memo






5 pts.


Letter






5 pts.


Proposal





5 pts.


Quizzes (10pts. Each)




50 pts.


Oral Report





10 pts.


Written Report




20 pts.

Final Exam 




  
50 pts.


Attendance/Participation



50 pts.

Total Possible





200 pts.
X. ATTENDANCE POLICY:
Attendance and participation for all course activities is expected.  In case of a duty obligation, an emergency or illness, contact the instructor before missing class.  Late assignments will not be accepted unless prior arrangements have been made with the instructor.  Absence in excess of one-third of the total scheduled course meeting time cannot be made up and must result in a failing grade.  

Fifty points will be given for attendance and participation.  Each absence AM or PM, will result in a loss of 10 points and each tardy or leaving class early, AM and/or PM, will result in a loss of 5 points from the 50 total attendance points.  Prompt class attendance is necessary and absences are detrimental to your grade.   Participation in online exercises is expected, if online activities are not completed participation points will be subtracted.  No points will be lost for DOCUMENTED employment obligations.  I reserve the right to make exceptions based upon individual circumstances.

XI. ACADEMIC DISHONESTY POLICY

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, and collusion.
XII. ADA STATEMENT FOR STUDENTS REQUIRING SPECIAL ACCOMMODATIONS:

As guaranteed in the Vocational Rehabilitation Act and in the American Disabilities Act, if any student needs special accommodations they are to notify the instructor as soon as possible so arrangements can be made to provide for the students needs. 

XIII. 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.
STANDARDS FOR EVALUATION:
1.
Quizzes will cover the assigned reading assignments.

2.
The final exam will cover the reading material, lectures, handouts and class activities.

3.
To earn full credit, be sure all assignments are: on time; free of spelling, grammatical, punctuation, and typing errors, well organized and professional in content and appearance.  Remember, the message and the medium are inseparable.  PROOFREAD!
OUT OF CLASS READING ASSIGNMENTS
(To be read PRIOR to taking the quiz each week)

	Due Date
	Chapters

	Weekend 1 
	Introduction to Technical Communication

Ethical and Legal Considerations

The Writing Process

Researching Your Subject

Organizing Your Information


	Weekend 2
	Communicating Persuasively

Drafting and Revising Definitions and Descriptions

Writing Coherent Documents

Writing Effective Sentences


	Weekend 3 
	Designing Documents

Creating Graphics

Writing Letter, Memos, and E-mails

Writing Proposals


	Weekend 4
	Writing Informal Reports

Writing Formal Reports


	Weekend 5
	Writing Instructions and Manuals

Making Oral Presentations



CLASS SESSIONS

Harry S. Truman College
	Saturday and Sunday
	January 8th and January 9th 


	Saturday and Sunday
	January 22nd and January 23rd 


	Saturday and Sunday
	February 5th and February 6th 



CLASS ASSIGNMENTS
	Assignments
	Description
	Due 

	Quizzes
(10 pts. each)
	Quizzes will cover the assigned reading assignments.
	Every Friday
 NLT Midnight

	
	
	

	Biographical Sketch
(5 pts.)
	See Attached Memo

Please use actual facts - no fiction please.


	Weekend 1

 12 a.m. – 1/10

	
	
	

	Memo
(5 pts.)
	Utilize technical information in a one page memorandum response to a posed problem or issue.
	Weekend 2
12 a.m. – 1/17

	
	
	

	Letter

(5 pts.)
	Draft a professional letter addressing a citizen’s concerns and the actions to be taken.
	Weekend 3

12 a.m. – 1/24

	
	
	

	 Proposal
(5 pts.)
	Perform an analysis on technical information and organize it into a one page proposal.  Also include a full page diagram usable by managers.
	Weekend 4
12 a.m. – 1/31

	
	
	

	Oral Report
(15 pts.)
	Give an oral presentation of your written report.  Main points, visual aids, and graphic materials will be presented using a PowerPoint slide show.
	Weekend 5

	Written Report
(20 pts.)


	Prepare in accordance with the guidelines presented in the text.  Pay particular attention to:

--Format

--Grammar/spelling

--Readability

--Organization of material
	Weekend 5

 8 a.m. 
2/5 or 2/6

	Final Exam
(50 pts.)
	The final is a cumulative test which will cover the reading material, lectures, handouts, and class activities.
	Weekend 5




IN ORDER TO PASS THIS CLASS ALL ASSIGNMENTS AND WORK MUST BE COMPLETED AND SUBMITTED BY FEBRUARY 6th. 
1 of 5

