ENGL 3053
Lesson Plans for Weeks 1 – 8
Textbook acronyms:  
PSTC = Practical Strategies in Technical Communication
HTW = Handbook of Technical Writing
BB = Blackboard
Upon successful completion of the course, students will be able to perform the following tasks: 
	1. Apply concepts and strategies of technical communication.
	2. Analyze audiences and purposes for various technical documents.
	3. Conduct effective research and document evidence correctly.
	4. Plan, draft, and revise documents such as descriptions, memos, business letters, proposals, 	and formal reports.
	5. Determine document organization, design, and style that meets genre conventions and 	audience expectations and needs.
The numbers after each weekly objective refer to the goals above, as these objectives take students toward the achievement of those overall course goals. 
Each week, after Week One, the readings should be completed by Wednesday midnight; activities like exercises, discussion, blog and/or workshop submissions by Friday midnight, and discussion, blog or workshop responses and major assignments by Sunday midnight.
Week One:
Objectives. At the end of this week, students will be able to:
· Identify key information and resources in the syllabus and navigate Blackboard to access course content.
· Explain the skills and qualities required in technical writing and the characteristics of a technical document (1)
· Define rhetorical situation and rhetorical analysis. (1, 2)

Lessons:
· Overview of course, Blackboard site, and qualities & expectations of technical writing.
· Introduction of Assignment One: Rhetorical Analysis.
· Assign groups for Unit One.

Assignments:
· Read Course Requirements and Complete Introduction Survey & Quiz on BB.
· Read PSTC pp. 2-16 Chapter 1 “Introduction to Technical Communication.”
· Read HTW  pp. 511-512 “Technical Writing Style;” pp. 427-428 “Purpose”; pp. 40-41 “Audience”; pp. 92-94 “Context”; pp. 481 “Scope.”


Activities:
· Watch Course Overview PowerPoint. 
· Wednesday: Complete Introduction Survey & Quiz. 
· Friday: Complete Exercise #3 in PSTC p. 15 and post your findings in your Group Discussion Board.
· Friday: Participate on the Course Blog by introducing yourself 
· Sunday: Respond to three other students’ introductions (look for those who have no comments yet) on the Course Blog.


Week Two:
Objectives. At the end of this week, students will be able to:
· Identify audience, purpose, and scope in a rhetorical situation (1, 2)
· Analyze a short document (2)
· Conduct online research to obtain targeted documents (3)
· Generate a draft for a specific audience, based on methods taught (4)

Lessons:
· Audience, purpose, and scope
· Drafting methods 
· Conducting online research, incorporating and citing text in a document
	

Assignments:
· Read PSTC pp. 50-71 Chapter 4 “Analyzing Your Audience and Purpose.”
· Read the Standing rock press release posted in Blackboard, to be used in analysis activity.

Activities:
· Identify three documents to analyze in Assignment #1; begin drafting.
· Wednesday: Participate in Group Discussion Boards by posting your three selected documents.
· Friday: Submit the brief practice analysis of Standing Rock press release to the Course Blog. Instructions are posted there.
· Sunday:  Respond to peers’ selections in the Group Discussion Board, according to instructions.


Week Three:
Objectives. At the end of this week, students will be able to:
· Develop analysis of a text (1, 2, 4)
· Evaluate and critique peer writing (1, 2, 5)
· Describe the components of the writing process (4)

Lessons:
· Group work:  How to give effective feedback to another writer, and how to receive it.
· Five Steps to Effective Writing.

Assignments:
· Read HTW pp. xvii-xxiii “Five Steps to Successful Writing.”
· Read pdf posted in Blackboard:  “Responding—Really Responding—to Other Student’s Writing” by Richard Straub [Instructors, this is optional for you to assign as a help in teaching peer review]
· Submit first draft of Assignment #1 to Group Discussion Board by Wednesday.
Activities
· Wednesday: Complete first draft of analysis and submit it to Group Discussion Board.
· Friday: Participate in peer review on Group Discussion Board by midnight.
· Monday – Wednesday: Meet with instructor on Collaborate Ultra for conference at scheduled time.
· Sunday: Post to Course Blog on the writing process, in response to reading.

Week Four:
Objectives. At the end of this week, students will be able to:
· Identify useful aspects of critique to apply, and revise a draft (2, 4, 5)
· Plan an organizational strategy with headings and cohesive paragraphs (4, 5)
· Create a correct citation for in-text and references page (3)
· Demonstrate effective rhetorical analysis (2)

Lessons:	
· Revision: what is it and how do we do it?
· How to use PSTC Appendix A and B as references in revision.

Assignments:
· Read PSTC pp. 102-116 Chapter 6, “Writing for Your Readers.”
· PSTC pp. 448-500 Appendix A and B, as references. (You do not need to read straight through, but be familiar with contents, and use for the activities.)

Activities:
· Wednesday: Citation activity in Group Discussion Board.
· Friday: PSTC pp 146-147 Exercises #1-7, submit to Blackboard.
· Sunday: Revise and submit final draft of Assignment #1.

Week Five:
Objectives. At the end of this week, students will be able to:
· Define and explain these genres of correspondence: emails, memos and letters (1, 2, 5)
· Identify the appropriate use of different forms of correspondence (2)
· Construct the formats for memos and letters (4, 5)


Lessons:
· Introduce Assignment #2 instructions.
· How to choose the appropriate medium for correspondence.

Assignments:
· Read HTW pp. 481-485 “Selecting the Medium;” pp. 153-156 “Emails;” p. 331 & 332 “Memos;” pp. 304-309 “Letters.”
· Read PSTC p 27-28 “Communicating Ethically Across Cultures” and p 256 “Writing Correspondence to Multicultural Readers”
· Read Sample memos and letters posted to Blackboard

Activities:
· Develop topic for memo and letter.
· Participate on Discussion Board with a short proposal of your topic, and responses to peers’ topics.

Week Six:
Objectives. At the end of this week, students will be able to:
· Compose a memo and a letter in correct format, tone, and style (1, 4, 5)
· Conduct research to support content in correspondence (3)
· Apply communication techniques and ethics appropriate to different cultures (1, 2)

Lessons:
· Writing correspondence to multi-cultural readers.
· Research to find information and support for correspondence.
· Principles for choosing the right words for the right places

Assignments:
· PSTC pp. 236-250 Chapter 9 Corresponding in Print and Online.
· PSTC pp.133-145 Chapter 6 Choosing the Right Words and Phrases.

Activities:
· Research background evidence needed for correspondence for Assignment #2
· Begin drafting the memo and letter—practice organizational methods
· Participate on Discussion Board practicing letter format and tone.
	
Week Seven:
Objectives. At the end of this week, students will be able to:
· Revise a memo or letter to be correct, clear, and effective (1, 2, 4)
· Strike the tone, style and level of formality appropriate for the context identified (1, 5) 
· Generate correct and effective sentence and paragraph structure (4, 5)

Lessons:
· How to develop tone, style and voice.
· Sentence structure and punctuation and their effect on style. 

Assignments:
· PSTC pp. 116-133 Chapter 6 Writing Grammatically Correct Sentences.
· HTW p. 521-522 “Tone;” pp. 544-546 “Voice;” pp. 503-506 “Style.”

Activities:
· Revision workshop in small groups for memo and letter 
· Punctuation and sentence exercises, PSTC pp. 147-148, #8-15.
· Revise and submit final draft of Assignment #2

Week Eight:
Objectives. At the end of this week, students will be able to:
· Define and explain the genre of proposals (1, 4)
· Apply strategies for collaborative writing (1, 3, 4)
· Analyze the rhetorical situation for a proposal (1, 2)

Lessons:
· Introduce Assignment #3 and assign groups.
· Explain collaboration, contracts, and assessments.
· Proposals: purpose, content, and format.

Assignments:
· PSTC pp. 291-299 Chapter 11 Writing Proposals.
· HTW pp. 409-416 “Proposals.”

Activities:
· In groups: Develop duties and schedule, assign roles, and sign collaboration contract
· Work in groups to write proposal plans and identify rhetorical context
· Post Reflection on Assignment #2 to Course Blog



