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	Prof. Michael Sohan—Summer B 2017

ENC 3213-RVEB Professional and Technical Writing

	Office: DM 465b
Office Hrs: By appointment
Phone: (305) 348-0664, but the BEST WAY to contact me is through Blackboard Messages



COURSE INTRODUCTION
ENC 3213 introduces students to the expectations of writing in the workplace and explores the ways in which technology and media help shape professional communication. Students will hone their writing skills and study audience analysis, persuasion strategies, ethics, and working collaboratively. 

While students will practice communicating using traditional business genres such as memos, employment correspondence, reports, and proposals, they will also develop skills in document design, effective use of graphics, and oral presentation. Assignment topics are based on real workplace situations and students’ majors, career goals, and interests.
 

CLASS STRUCTURE
The focus of ENC 3213 is recognizing and responding in writing to different rhetorical situations in the professional world; therefore, we will take a professional attitude toward our work. Assignments are due on the day and time listed in each week’s lesson calendar. All assignments listed below must be completed in order to fulfill requirements of passing this course. 

Your final grade should reflect your participation in group activities, successful completion of all coursework, including revisions and quizzes.  Additionally, your grade should reflect that you have considered your writing, attempted improvements through the process, and reflected on these efforts.  

This is an online course, meaning that most of the course work will be conducted online. Expectations for performance in an online course are the same as for a traditional course; in fact, online courses require a degree of self-motivation, self-discipline, and technology skills that can make them more demanding for some students.

Students are expected to:
· Review the How to Get Started information located in the course content on Blackboard.	Comment by Michael Sohan: I don’t have any of this info, nor do I have a practice quiz, but is that something FIU Online has?
· Take the practice quiz in the Assessments link located in the Course Menu to ensure that your computer is compatible with Blackboard.
· Interact online with instructor/s and peers and keep up with all assignments.
· Review and follow the course calendar listed below.


COURSE OUTCOMES
By the end of ENC 3213, students will
· Produce documents in a variety of professional genres such as memos, proposals, and analytical reports;
· Produce documents that respond to the needs of multiple audiences, including international/global audiences;
· Develop document designs that maximize effectiveness for the audience and purpose;
· Create effective multimedia presentations;
· Conduct and incorporate primary and secondary research to support rhetorical aims;
· Appropriately adapt tone, style, and content depending on audience, purpose and genre;
· Write clearly and concisely, with grammar and usage appropriate to the rhetorical situation.

COURSE REQUIREMENTS
1. Lannon, John, and Laura J. Gurak. Technical Communication. 14th ed. NY: Longman.  9780134118499	Comment by Michael Sohan: This is a newer version than what Maheba listed on her syllabus, but this is the physical copy. Do you need me to find the info for the digital versions?
Not having your textbook in week 1 is not a valid excuse for not completing assignments.  Students are expected to have their text prior to the due-date of the first assignment. Do not order the book online if you will not receive it on time!


	GRADING SCALE AND GRADE DISTRIBUTION

	A	93-100	
	C 	 70-76

	A-	90-92
	

	B+	87-89
	D	 60-69

	B	83-86
	

	B-	80-82
	

	C+          77-79
	F 	 59 and below





Important Dates to Remember:
Monday, June 19: Class Begins
Monday, June 26: Last Day to drop course without incurring financial liability for tuition and fees
Monday, July 17: Last Day to drop course with a DR or WI grade
Friday, July 28: Last Day of Classes
Wednesday, August 2: Faculty grades due by midnight

	Course Requirements
	Due By:
	Weight Percentage:

	Persuasive International Communication Memo
	Wednesday, June 28, by midnight.
	5%

	Responding to a Negative Situation Letter	Comment by Michael Sohan: Chuany, can I leave the due dates blank for now while I figure out what I’m doing exactly?
	
	10%

	Résumé
	
	15%

	Quizzes, Practice Writing
	varies
	15%

	Discussions and Peer Reviews
	varies
	10%

	Team Project:
	
	

	Team Work Plan
	[bookmark: _GoBack]Draft: Sunday, July 2, by midnight.
	5%

	Final Report (15%) and Presentation (10%)
	
	25%

	Peer Evaluations (5%) and Progress Report (5%)
	varies
	10%

	Total:
	
	100%




COURSE DETAIL	Comment by Michael Sohan: I’ve stolen much of the following directly from Maheba’s online syllabus.
[bookmark: group9500583]Course Communication
Communication in this course will take place via Messages.
The message feature is a private, internal Blackboard only communication system. Users must log on to the blackboard system to send/receive/read messages. There are no notifications in Blackboard to inform users when a new message has been received; Students must check their messages daily to ensure up-to-date communication.
For additional writing resources click here.	Comment by Michael Sohan: I like the links Maheba has here.
[bookmark: group9500584]Discussion Forums
Keep in mind that forum discussions are public, and care should be taken when determining what to post. If you need to send a private message to an instructor or student, please use email. Instructor will review discussion forums and reply to students as needed.
· Discussion questions should be responded to by the last day of the section if there is not a due date specified.
· Please post a response that demonstrates engagement with the prompt. Use examples and supportive arguments when appropriate.
· Your response should be specific, addressing the prompt completely.
· Follow the instructions; when participating in a peer review, the grade is based on participating in the peer review NOT posting your draft. You must answer all the peer review questions to receive full credit.
· Discussions will be graded within two weeks after the deadline
· Note: Certain discussion forums require 2-3 posts (an original post and a response [or two] to another student’s post). Failure to enter BOTH will result in “0” points for these discussions. Please read the instructions.
[bookmark: group9500585]Quizzes
Students should bear in mind that quizzes will offer them an opportunity to provide evidence of mastery of the material. Students are expected to demonstrate knowledge of the material. Some will be based on the readings; other quizzes will be activities that must be completed.
· There will be some quizzes throughout the semester.
· Quizzes will be available for 1 week.
· Quiz duration will vary, depending on the assignment.
· There are no make-ups for students who do not submit quizzes on time.
[bookmark: group9500586]Assignments
· Assignments must be submitted on time. No assignments will be accepted after the due date unless arrangements have been made with me.
· Assignments should be submitted through the Assignment Drop box link in the course menu in its assigned drop box.
· No assignment will be accepted via email; if you make a mistake submitting an assignment, contact support services.
· Assignment grades will be posted one to two weeks after the due date.
[bookmark: group9500587]How To Organize And Submit Your Work
All assignments should be completed in Microsoft Word. Do not submit an assignment to me in WordPerfect, PDF, ZIP or any other format. If an assignment requires you to submit multiple pages, copy and paste them into one document and then submit one file.

All assignments should be submitted in the assignment drop box. Do not submit them elsewhere (via email or otherwise).

All assignments must be typed using the appropriate professional design the textbook asks you to use. 
For the writing you do in this course, you will use, single-space with one additional space between paragraphs, in accordance with common business practice.
[bookmark: group9500588]Original Work Requirement
Work submitted to previous classes MAY NOT be used to fulfill assignment requirements in this class. This guideline also applies to work generated from taking any ENC xxxx previously.
[bookmark: group9500589]Adobe Connect Pro Meeting
Adobe Connect is an online meeting room where you can interact with your professor and fellow students by sharing screens or files, chat, broadcast live audio, and take part in other interactive online activities.
Requirements for using Adobe Connect:
· Disable any window pop-up blocker.
· Adobe Flash Player is required to successfully run your Adobe Connect meeting. You can test your computer to make sure your computer and network connections are properly configured to provide you with the best possible Adobe Connect meeting experience.
· Use of a combination headset and microphone with USB connection is recommended to ensure quality sound and reduce technical difficulties.

Reference Adobe Connect (Tutorials & Help) for additional information.

Early Alert: In an effort to help you succeed in your academic courses, FIU utilizes an Early Alert system. Instructors are now able to notify students’ academic advisors if there are concerns about class performance. If an alert is submitted, your academic advisor will send you a message via your Student Dashboard (accessed via your MYFIU page) to discuss ways to improve your performance. Please respond to any communication you receive from your academic advisor about an early alert. Our goal with this program is to help you to be successful by identifying any issues as early on as possible and working to address them.

ACADEMIC MISCONDUCT/PLAGIARISM
The university defines plagiarism as “The deliberate use and appropriation of another’s work without any indication of the source and the representation of such work as the student's own. Any student who fails to give credit for ideas, expressions or materials taken from another source, including internet sources, is guilty of plagiarism. Any student helping another to plagiarize may be found guilty of academic misconduct.” Review FIU’s policy on academic misconduct to make yourself aware of the disciplinary sanctions resulting from academic misconduct, including plagiarism. We will discuss plagiarism as the course progresses, but if you have any questions about proper research and documentation methods, please talk with me or set up an appointment at the Center for Excellence in Writing.

Disability Resource Center

If you have concerns/questions about your ENC classes that you are not able to resolve with me, please contact the Associate Director of Writing, Robert Saba, at sabar@fiu.edu. Visit the FIU Writing & Rhetoric faculty site for more contact info.

The Weekly Assignment Schedule will be posted in the Course Content.
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