
Course Description 
In this class, you will learn how to create documents that explain ideas and 
present arguments in clear, understandable ways for specialists as well as non-
specialists. Technical communication encompasses a wide variety of writing 
genres, which include memos, letters, manuals, proposals, policies, procedures, 
documentation, and work logs. Technical communication also includes oral 
forms, like speeches, briefings, consultations, and knowledge-transfer sessions.  
The scope of technical communication continues to expand as technology changes 
how we communicate. Email, online help systems, websites, documentation 
databases, object-oriented documentation, and other technology-driven genres 
provide resources and challenges for technical communicators. We will consider 
these challenges in detail as we work through the projects of this class. 
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Learning Objectives 

• Analyze the characteristics and needs of audiences  

• Become familiar with common genres and modes in technical writing 

• Reflect upon issues of access, ethics, and diversity in technical writing 

• Practice problem-solving through writing 

• See yourself as a reflective practitioner of technical writing 

Course Policies  
You are expected to attend class regularly, engage with course material exclusively during class, and be 
ready to contribute to classroom discussions and activities. 
 
Throughout the semester, you are allowed 3 unexcused absences, no questions asked. Every unexcused 
absence after 3 will result in the lowering of your final grade by 1/3 of a letter grade. Excused absences, 
such as those for documented illness, family tragedy, religious observance, or university-associated 
travel, will not affect your grade but you will need to contact me as soon as possible to make up for any 
missed work.  
 
Plagiarism is the unauthorized use of the words or ideas of another person. You are encouraged to 
discuss your papers with each other, discuss readings, and go to the Writing Center with your papers, but 
if you use someone's words or ideas you must provide proper documentation. If you have questions or 
are at all unclear about what plagiarism is or whether your work constitutes plagiarism, please email me 
or speak to me. Plagiarism is a serious academic offense that can result in zero for the assignment, 
failure of the course, and/or referral to the committee of academic affairs. This includes both deliberate 
and accidental plagiarism.  
 
A (93), A- (90), B+ (87), B (83), B-(80), C+ (77), C (73), C- (70), D+ (67), D (60), F (59 and below) 

Required Materials 
Technical Communication by John M. Lannon and Laura J. Gurak, 12th edition.  

ISBN 13: 978-0-205-77964-2 

Document-Based Cases for Technical Communication by Roger Munger, 2nd edition.  

ISBN 13: 978-1-4576-1502-3 

Materials posted to our course management site 

 



 

Major Assignments 
Job Application Packet: 15% of your final grade. For this assignment, you will research and carefully 
customize several documents for two specific job/internship advertisements in your future field. You 
will prepare a resume, cover letter, and thank you/follow up letter for each opportunity. In class, we will 
be staging mock in-person interviews with individual follow-up conferences reviewing your 
performance with me outside of class. Each of your job documents will be its own page in the packet. 
The packet will be a PDF and include consecutive page numbers, a cover page, and table of contents. 
Please see detailed assignment prompt on our course management site.  

Case Studies: 20% of your final grade. You will complete two case studies from Munger throughout 
the semester. Please see detailed assignment prompts on our course management site.  

Formal Research Report: 40% of your final grade. Your task for the report project involves writing a 
report geared to a specific real organization that focuses on an issue that is within the domain of that 
organization to solve or act upon. You will identify an organization that you are involved with to work 
with, and propose a specific, narrowly focused problem that can be solved with a research report. You 
will research and produce this report to be presented to the organization so that they can decide whether 
to implement your solution to their existing problem. Please see detailed assignment prompt on our 
course management site.  

Research Report Oral Presentation: 10% of your final grade. You will present the findings of your 
report not only to the class, but to stakeholders of the organization for which you have produced the 
report. You will plan this presentation carefully, and present it in a professional manner. Please see 
detailed assignment prompt on our course management site.  

Final Portfolio of Semester’s Work: 15% of your final grade. At the end of the semester, you will 
compile a PDF document of all your work in this class and you will reflect on what you did well and 
what you could have done better. Please see detailed assignment prompt on our course management site.  

 

 

 



Topics Reading Due/Class Activity Assignments Due 
Week 1 
Intro to 

Technical 
Communications 

Chapter 1: Intro to Technical Communication 
"What are the Work Patterns of Technical 
Communicators?" Bill Hart-Davidson 
Chapter 2: Meeting the Needs of Specific Audiences 

 

Week 2 
Job Search 

Finding and analyzing job ads 
Chapter 11: Writing with a Professional Tone and Style 
Chapter 13: Designing Pages and Documents 

 

Week 3 
Job Search 

Resume production, analyzing resumes; visual rhetoric 
Chapter 18: Resumes and Job Search Materials 
Cover letter production, analyzing cover letters; 
showing vs. telling 
Chapter 17: Workplace Letters 

 
 

Week 4 
Job Search 

Going to an interview 
In-class interviews and follow-ups 
Revising Workshop 

Draft of application packet due 

Week 5 
Job search 

Going to an interview 
In-class interviews and follow-ups 
Revising Workshop 

Individual conference review of 
application packet 

Week 6 
Workplace 

Communication 

Chapter 15: Memos 
Chapter 16: Email and Instant Messaging 

Complete Case Study 3: 
“Considering Your Reader’s 
Point of View”  
Individual conference review of 
application packet 
Revised application packet due 

Week 7 
Developing 

Formal Research 
Reports 

Chapter 24: Proposals 
Chapter 23: Formal Analytical Reports 
Identify an organizational problem that can be solved 
with research 
Establish contact with your organization’s decision 
maker 

Brainstorm 25 organizations that 
you have been involved with 
(school, extra-curricular, church, 
or work related) 
Identify a problem to address 
with a report 
Make contact with a leader in the 
organization you want to work 
with 

Week 8 
Report Project 

Read and Complete Case 4: Seeing Proposals Through 
Reviewer’s Eyes (Munger) 

Complete Case Study 4: Seeing 
Proposals through Reviewer’s 
Eyes 
Research Proposal Due 
Interview with Organizational 
Decision-Maker 

Week 9 
Report Project--

Usability 

Chapter 21: Instructions and Procedures 
Chapter 14: Designing and Testing Documents for 
Usability 
User-Centered Document Design: Dual Streams, 
Headings, and Bullets: 
http://www.copyblogger.com/scannable-content/ 
Identify a website that needs to be redesigned to 
address a current problem 

Heuristic Evaluation of Website 
Usability 



 
 

Week 10 
Report Project—

Usability 

In-Class Studio Time 
Usability Test 

Usability Test Due 

Week 11 
Report Project—

Usability 

In-Class Studio Time 
Contextual Inquiry 

Contextual Inquiry Assignment 
Due 

Week 12 
Report Project—

Summary and 
Deliverable 

Chapter 9: Summarizing Research Findings and Other 
Information 
In-Class Studio Time; work with organization 

Deliverable Report Due 

Week 13 
Report Project—

Oral 
Presentation 

Chapter 25: Oral Presentations and Webinars 
Oral Presentations on Research Report  

Research Report Presentations in 
Class 

Week 14 
Report Project—

Oral 
Presentation 

Oral Presentations on Research Report  Research Report Presentations in 
Class 
 

Week 15  Final Portfolio of Semester’s 
Work Due 
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