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COM 2610: Introduction to Technical Writing	      
21 January to 16 May 2020 (Online)
Kathy O’Donnell, Ph.D., Affiliate Professor
Email directly ONLY using Metro State Email to: odonneka@msudenver.edu
Office: Central Classroom 119R
Online Office Hours: W 11 AM to 1 PM, meetings by appointment
Department Website: https://msudenver.edu/jtc/

Course Description
This course provides students with the skills to analyze and clearly produce effective technical and scientific documents and materials. Students will examine the style, purpose, content and format for numerous industry-specific reports and technical support documents. They will analyze and produce accessible materials for expert, technical, lay and intercultural audiences. Students will also develop, incorporate and cite visual elements, including images, tables and the representation of numeric data to support the message delivered towards a specific audience.

Course Objectives
Upon successful completion of this course, the student should be able to:
1. Demonstrate effective use of technologies appropriate to the technical communication industry; 
2. Demonstrate, in writing, industry-standard style, language conventions and processes for professional communication and technical writing; 
3. Analyze and produce technical materials for varied audiences, including expert, technical, lay and intercultural; 
4. Determine the purpose, content and format for numerous industry-specific reports and support documents; 
5. Locate, filter, incorporate and cite scholarly and industry-specific sources for technical documents; 
6. Evaluate the currency, authenticity, validity and reliability of resources and document those resources according to publication standards; 
7. Analyze, synthesize and incorporate numeric data, as well as visual materials including images, figures, charts and tables into technical documents; and 
8. Prepare persuasive documents with well-reasoned arguments, applying the conventions of technical and scientific writing. 
Required Textbook
Gurak, L.J., Lannon, J.M. (2016). Strategies for Technical Communication in the Workplace. Third Edition. Longman, Pearson Education, Inc.

Required Software
MS Office Suite 2007+, Reliable Internet connection. Acceptable file formats for submitting assignments are Word (.doc, .docx) or PDF (.pdf) ONLY.

NOTE: This is not an English course and all English pre-requisites must be completed before enrolling in JMP 2610. Your responsibility is to read each assigned chapter as well as any supplemental materials in the content modules. My job as a teacher is to give you a clear and informed commentary on your ability in completing the assignments. I will not mark or comment on every problem in your writing because part of the learning process is, by careful review on your part, to identify and correct problems for yourself. Therefore, I will stop marking grammatical or spelling errors after the 5th one, at which point you will automatically lose 10 points or the equivalent of receiving an A for that assignment. 

I will meet with you if you have questions on a strategy for an assignment or on your assignment grade. You can make an appointment with me via Metro State email, odonneka@msudenver.edu , to arrange a meeting.

Course Communication
Metro State email is the preferred method of communication; my email address is: odonneka@msudenver.edu
Please allow 24-48 hours for a response. Assignments, PowerPoints and Handouts will be available in the Content section. Important announcements will be posted in the Announcement section of Blackboard on Mondays, so check there first. If you are unfamiliar with Blackboard go to the Education Technology Center (ETC) for training. I am available by appointment if you contact me by my MSU Denver email, odonneka@msudenver.edu  .

Grading Policies and Criteria
This is a professional writing course and assignments are graded as professional work. All work must be submitted on Blackboard at 11:59 PM on its due date. Any late assignments or assignments using non-specified formats will receive an automatic zero (0). If you cannot turn in an assignment due to a Blackboard error, then and only then are you allowed to email your assignment via email before the deadline. Graded papers will be returned within 1 to 2 weeks. For a breakdown of assignments and points for the course, see page 9.

Carefully read through the grading rubric for each assignment ahead of time so that you know what is expected of you for each assignment.  Please ask any clarifying questions early in the week. Remember that formatting is extremely important in technical communication. If I receive documents without proper formatting, your grade will be significantly lowered. Written work that I have reason to believe has been copied from another source – published or unpublished – will receive a grade of zero. In the Technical Communication industry, formatting and proper citation are critical and plagiarism is not tolerated.

If you do not take the Midterm Exam on the assigned date due to extraordinary circumstances AND you have a valid excuse AND my approval you will be allowed to complete the exam within one week of the assigned date, otherwise you will receive a grade of zero (0). No provision will be made for the Final Exam; you must take it on the assigned date. Remember: emergency situations are the exception and require documentation as well as my approval.  No extra credit work for additional points are allowed for this standardized course.

Other Course Requirements
All students enrolled in Technical Communication courses are expected to possess proficient writing skills and to have completed all prerequisite courses. If you feel that your writing skills are deficient, please take advantage of the assistance at the Writing Center located in the King Center 415, a new location in SSB 230G, and a location on the first floor of the Auraria Library. Hours for each location are listed on the website (https://www.msudenver.edu/writectr/). This is a free service available to any MSU Denver student, but you must contact them and make an appointment.

Students enrolled in JMP courses also need to have basic computer skills as well as access to an up-to-date, fully functioning computer with Internet and email access. This includes knowledge of Microsoft Office soft- ware—Word, PowerPoint and Excel. In addition, students should know how to save, store, copy and move computer files; be able to navigate the Internet, and know how to access course material through the Blackboard Learn online course shell.

Your Responsibilities as an MSU Denver Learner in My Class
Environments that promote collaboration and mutual respect are conducive to learning. During this course you will be encouraged to think critically, at the same time, you will be expected to focus on course content and be respectful of other’s opinions, experiences, and ways of perceiving as you participate in collaborative activities.

Syllabus Terms
The syllabus is not a contract; it serves as an overview of the content we need to cover this semester to meet the learning outcomes for this course. It is a flexible document to be used for guidance and is subject to change depending on the circumstances of the semester.


IMPORTANT NOTE: Review pages 4 to 8 for the University and College of Professional Studies 
Academic Policies. For a breakdown of assignments and points for the course, see page 9.




University & CPS Departmental Policies (Spring 2020)
Students are responsible for full knowledge of the provisions and regulations pertaining to all aspects of their attendance at MSU Denver, and should familiarize themselves with the policies found in the MSU Denver Catalog. http://catalog.msudenver.edu/

Withdrawal From a Course
Students should be aware that any kind of withdrawal can have a negative impact on some types of financial aid and scholarships.  For further information, click on read the Withdrawals page. http://msudenver.edu/financialaid/undergraduate/keepingawards/withdrawals/

The Withdrawal (W) notation is assigned when a student officially withdraws from a course via the Student Hub after the drop deadline (census date) and before the withdrawal deadline posted in the 2016-2017 Academic Calendar.  http://msudenver.edu/financialaid/undergraduate/keepingawards/withdrawals/ 

Deadlines differ proportionally for courses offered during part of a semester, including late-start and weekend courses. Students should refer to the Student Detail Schedule via the Student Hub to review drop and withdrawal deadlines for individual courses. When a student withdraws from a course, no academic credit is awarded. The course remains on the student’s academic record with a “W” notation and counts toward the student’s attempted hours. The course is not calculated in the student’s GPA or quality points. Students who withdraw from a course are responsible for the full tuition and fees for that course. After the withdrawal deadline, students may not withdraw from a course and will be assigned the grade earned based on the course syllabus. A student-initiated withdrawal will appear as an “F” on the student’s academic record in any case of academic misconduct resulting in a permanent “F”. 

For more information see the Withdrawal page. http://catalog.msudenver.edu/content.php?catoid=23&navoid=1301%23Grades_Notations#withdrawal

For your drop/refund or Withdrawal dates logon to your STUDENT HUB account and look at your Student Detail Schedule.

Administrative Withdrawal
The Administrative Withdrawal (AW) notation is assigned when a student requests to be withdrawn from a course due to unforeseen or extenuating circumstances beyond the student’s control. Students may withdrawal themselves online through the withdrawal deadline. Students should meet with an academic advisor prior to withdrawing from a course. After the withdrawal deadline, students may submit a request for AW due to unforeseen or extenuating circumstances.

For more information see Administrative Withdrawal page. http://catalog.msudenver.edu/content.php?catoid=23&navoid=1301%23Grades_Notations#administrativewithdrawal

Incomplete Policy
The Incomplete (I) notation may be assigned when a student who is achieving satisfactory progress in a course and who has completed most class assignments is unable to take the final examination and/or does not complete all class assignments due to unusual circumstances, such as hospitalization or disability. Incomplete work denoted by the Incomplete “I” notation must be completed within one calendar year or earlier, at the discretion of the faculty member. If the incomplete work is not completed within one year, the “I” notation will convert to an “F.” Students must have completed at least 75% of the course work to qualify for consideration for an incomplete. The student must be passing the course in order to be granted an incomplete. The course counts toward the student’s attempted hours, does not count toward earned hours, and is not calculated in the GPA or quality points.
Determination of eligibility does not guarantee that an incomplete will be granted. Students who meet the qualifications may request an incomplete from the faculty member who is teaching the course. The decision to grant an incomplete is up to the faculty member or at the department chair’s discretion. The decision to grant an incomplete as an accommodation based on a student’s disability shall be made by the faculty member or the department chair, if the faculty member is not available, in consultation with the Director of the Access Center. If an incomplete is granted, the student and instructor should fill out and sign an Incomplete Agreement form to clarify what the student needs to do to complete the course.
For further information see the Incomplete notation page.  http://catalog.msudenver.edu/content.php?catoid=23&navoid=1301%23Grades_Notations#incomplete

Best Grade Stands
A student’s grades for repeated courses will be removed from GPA calculations up to 18 semester hours, regardless of the original grade earned. If a student repeats more than 18 credit hours, the student may designate which of the course grades are removed from GPA calculations (up to 18 semester hours). Only the best grade and its associated credit will be calculated in the GPA and earned hours totals. Other attempts for the course will appear on the official academic record but will be annotated to indicate they do not count for academic credit or GPA calculation. This policy applies only to courses taken at MSU Denver, and it does not apply to courses designated as repeatable toward degree requirements.

For more information see the Best Grade Stands page.  http://catalog.msudenver.edu/content.php?catoid=23&navoid=1301&hl=%22Best+grade+stands%22&returnto=search%23best_grade_stand#best_grade_stands

Academic Integrity
As students, faculty, staff and administrators of Metropolitan State University of Denver, it is our responsibility to uphold and maintain an academic environment that furthers scholarly inquiry, creative activity and the application of knowledge. We will not tolerate academic dishonesty.  We will demonstrate honesty and integrity in all activities related to our learning and scholarship. We will not plagiarize, fabricate information or data, cheat on tests or exams, steal academic material, or submit work to more than one class without full disclosure.

For further information see the Academic Integrity http://catalog.msudenver.edu/content.php?catoid=23&navoid=1302&hl=%22academic+dishonesty%22&returnto=search%23AcademicHonesty#AcademicHonesty  and Academic Dishonesty page. https://www.msudenver.edu/deanofstudents/studentconduct/academicintegrity/academicdishonesty/ 

Prohibition on Sexual Misconduct
Metropolitan State University of Denver prohibits sexual misconduct in any form, including sexual assault or sexual abuse, sexual harassment, and other forms of nonconsensual sexual conduct, including stalking and electronic harassment. Forms of intimate partner violence, including dating violence and domestic violence, are also prohibited under this policy.  Students, faculty, staff and visitors, should be able to live, study, and work in an environment free from sexual misconduct.  It is the policy of MSU Denver that sexual misconduct in any form will not be excused or tolerated.  Retaliation in any form for reporting such sexual misconduct or for cooperating in a sexual misconduct investigation is strictly prohibited and will be addressed as a separate violation of the Student Code of Conduct. This policy is promulgated under Title IX of the Education Amendments of 1972 (Title IX), 20 U.S.C. §§ 1681 et seq., and its implementing regulations, 34 C.F.R. Part 106; Title IV of the Civil Rights Act of 1964 (42 U.S.C. § 2000c).

For further information, see the Title IX page https://www.msudenver.edu/deanofstudents/sexualmisconducttitleix/  and refer to the Student Code of Conduct page  http://catalog.msudenver.edu/content.php?catoid=23&navoid=1405&hl=%22sexual+misconduct%22&returnto=search 

Accommodations to Assist Individuals with Disabilities
Metropolitan State University of Denver is committed to providing an accessible and inclusive learning environment for all students, including those with disabilities.  Students with a diagnosed condition/disability which may impact their access, performance, attendance, or grades in this class should contact the Access Center, located in the Plaza Building, Suite 122, 303-615-0200.

The Access Center is the designated department responsible for coordinating accommodations and services for students with disabilities.  Students will need to provide an Accessibility Notification Letter obtained from the Access Center to their faculty to activate their accommodations.  Information pertaining to a student’s disability is treated in a confidential manner.  Further information is available by visiting the Access Center website www.msudenver.edu/access.

Class Attendance on Religious Holidays
Students at MSU Denver who, because of their sincerely held religious beliefs, are unable to attend classes, take examinations, participate in graded activities or submit graded assignments on particular days shall without penalty be excused from such classes and be given a meaningful opportunity to make up such examinations and graded activities or assignments provided that advance written notice that the student will be absent for religious reasons is given to the faculty members during the first two weeks of the semester.

For further information, see the Class Attendance policies page. http://catalog.msudenver.edu/content.php?catoid=23&navoid=1302#ClassAttendance 

Electronic Communication Policy
Electronic communication (i.e., email and personal portal announcements) is a rapid, efficient and cost-effective form of communication. Consequently, reliance on electronic communication is expanding among students, faculty, staff and administration at MSU Denver. Because of this increasing reliance and acceptance of electronic communication, forms of electronic communication have become in fact the means of official communication to students, faculty and staff within MSU Denver. This policy acknowledges this fact and formally makes electronic communication an official means of communication for the University.

For more information, see the Electronic Communication policy page.  http://catalog.msudenver.edu/content.php?catoid=23&navoid=1404&hl=%22official+means+of+communication%22&returnto=search%23Electronic_Communication_Policy#Electronic_Communication_Policy 

Fresh Start
Students returning from a period of absence from MSU Denver may request that credit and grades from designated semesters previously attempted at MSU Denver not be calculated in GPA’s or total earned hours. If such a “Fresh Start” is approved, all courses from designated semesters will appear on the official academic record but will be annotated to indicate they do not count for academic credit or GPA calculation.

For more information, see the Fresh Start page. http://catalog.msudenver.edu/content.php?catoid=23&navoid=1301&hl=%22Fresh+start%22&returnto=search%23freshstart#freshstart 

NOTE: If you have any difficulty accessing the hyperlinks in this document, please inform the instructor.

Academic Honesty 
SafeAssign is an electronic resource that assists in the detection and deterrence of plagiarism by electronic comparison for textual similarity. Students agree that continued enrollment in this course after the receipt of this syllabus constitutes permission that all required papers may be submitted to SafeAssign for the detection of plagiarism and that all submitted papers will be retained as source documents in the SafeAssign reference database and used solely for the purpose of detecting plagiarism of such papers. 

Academic Dishonesty is a serious offense at the University, because it diminishes the quality of the scholarship and learning experience for everyone on campus. An act of academic dishonesty may to lead to penalties such as a reduction in grade, probation, suspension, or expulsion. The term “plagiarism” includes, but is not limited to, the use by paraphrase or direct quotations, of the published or unpublished work of another person without full and clear acknowledgement. It also includes the unacknowledged use of materials prepared by another person or agency who may or may not be engaged in the selling of term papers or other academic materials. 

Academic Integrity Statement 
"As students, faculty, staff and administrators of Metropolitan State University of Denver, it is our responsibility to uphold and maintain an academic environment that furthers scholarly inquiry, creative activity and the application of knowledge.  We will not tolerate academic dishonesty.  We will demonstrate honesty and integrity in all activities related to our learning and scholarship.  We will not plagiarize, fabricate information or data, cheat on tests or exams, steal academic material, or submit work to more than one class without full disclosure."

Counseling Center 
Balancing the demands of college life can be difficult. In addition to academic requirements, there are ﬁnancial pressures, relationship issues and job stressors that can leave you feeling beat up and worn out. The Counseling Center staff can help you find ways to manage difficult times and provide you with a comforting place to examine your life and learn more about yourself so you can realize your full potential. The Counseling Center is located at the Tivoli Student Union, Suite 651. Call 303.556.3132 or http://www.msudenver.edu/counsel/. (24 hour hotline).

The Writing Center
The Writing Center now has three locations: the main location in King Center 415, a new location in SSB 230G, and a location on the first floor of the Auraria Library. Hours for each location are listed on our website (https://www.msudenver.edu/writectr/). The Writing Center can help students at any stage of a writing project, from researching a topic and organizing the content to revising and producing the final draft. They can help students find topics, say what they really mean, plan and organize a writing project, document source material, avoid plagiarism, make writing less stressful, learn how to proofread their work and much more. Take advantage of this resource if you need to.

Repeated Courses 
Students may enroll in an individual, MSU Denver course a maximum of two times, unless the course is designated as repeatable. The department offering the course may approve additional attempts. A course for which a student has received an administrative withdrawal (AW) does NOT count as an enrollment attempt. All other grades and notations count toward the maximum number of enrollment attempts. 

A repeatable course is defined as a course taken for additional credit toward graduation requirements. Examples include field experiences, internships, music ensembles, and theater presentations. Some departments place limits on the total number of credits that students may earn in a repeatable course. If a limit applies, the maximum number of credits permitted is identified in the course notes in the catalog and class schedule. 

When a course transferred from another institution is later repeated with a passing grade at MSU Denver, the transferred credit no longer applies toward the degree. A student may not transfer a course from another institution if an equivalent course has already been passed at MSU Denver.

College/Department NC (No Credit) Policy 
Faculty no longer need to sign student NC forms. It is now the student’s sole responsibility to complete and submit the form before the semester deadline.

The NC notation shall be available to students in all instances through the 10th week of classes for fall and spring semesters. Students are responsible for logging on to ConnectU and indicating an NC for the appropriate courses. Under no circumstances can an NC request be processed following the end of the 10th week of a 16-week semester (11:59 p.m. on the Friday of the 10th week of the semester submitted electronically). Students who fail to withdraw from their course or courses by the 10th-week NC deadline will be assigned the grade they had earned, based on the course syllabus.

Proportional time frames are applied for modular courses, weekend courses, workshops, and summer terms.

MSU Denver Information Technology Policy 
The rights and responsibilities of students govern conduct online as much as they do in the hallways, offices and classrooms. Unauthorized access to and sharing of confidential student information (including computer passwords) violates state and federal law. 

Illegal activity such as copyright infringement, patent infringement, fraud, forgery, distribution of child pornography and forms of criminal harassment, including bomb threats and hoaxes is just as criminal online as elsewhere. Moreover, some special laws apply to the electronic environment, including State and federal computer security laws and laws prohibiting interference with college operations. Downloading material that violates the College’s legal obligations and contractual commitments (e.g. software and recording piracy) will not be tolerated. 

Finally, actions that adversely affect MSU Denver IT resources, or the ability of others to use them are prohibited. For example, e-mail, bombing, spamming, and releasing or operating a damaging program such as a virus, could result in cessation of the offender’s access to IT resources in addition to other penalties, such as College Disciplinary action, up to and including termination of employment or expulsion from the University.

Hardware Requirements and Supplies 
Students who use any computer in CN117 or CN119U for class purposes need to purchase an external hard drive for storage of their work. When working with any media applications that use large files, it is necessary to have a storage drive that meets three requirements: 

1) Adequate storage space for video editing, means at least 500GB. While it may seem like a lot, remember that as hard drives Àll they slow down. For all practical purposes, once a hard drive reaches 80% full, it is full. So your 500GB drive is really on 400GB. Recommendation = at least a 500GB drive. 

2) Disc spin - External hard drives typically come in two speeds, either 5400rpm or 7200rpm. Video editing requires the 7200rpm speed. Another more expensive possibility is an SSD or Solid State Drive. These are Áash memory drives, much like USB sticks, and are fast but expensive. Recommendation = 7200rpm 

3) Connection - The type of connection the drives uses can change its performance dramatically. At this time, the JTC labs have Macs equipped with USB3 and Thunderbolt. Either type of connection is fast enough to edit video. However, USB3 has a much larger base of users and is less expensive. Recommendation = USB3

Students are responsible for purchasing their own batteries, SD cards, headphones, microphones, and other miscellaneous required course supplies. See the Amazon MSU Denver-JTC Classes wish list for recommendations. http://goo.gl/1YtfIL 


 
Intro to Technical Communication 		         JMP 2610
Assignment Breakdown 	     					  Spring 2020
(Subject to Change)

	Text Chapters
	Written Assignment
	Week/Module
	Due Date
	Assignment Points

	Chapters 1, 6
	Instructor Memo
	Wk 2 Mod 2
	02 February
	50 points

	Chapters 3, 14
	Annotated Bibliography
	Wk 4 Mod 4
	16 February
	50 points

	Chapters 9, 10
	Resume & Cover Letter
	Wk 7 Mod 7
	08 March
	100 points

	Chapters 11, 13
	Written Instructions	
	Wk 9 Mod 9
	22 March
	100 points

	Chapter 7
	Data into Graphics	
	Wk 11 Mod 11
	05 April
	100 points

	Chapter 17	
	Persuasive Proposal
	Wk 12 Mod 12
	19 April
	100 points

	Chapter 19
	Podcast Analysis
	Wk 15 Mod 15
	03 May
	50 points

	Chapter 16
	Recommendation Report 
	Wk 14 Mod 14
	10 May
	200 points

	



	Discussion Topics
	Week/Module
	Due Date
	Discussion Points-200

	Ch 1: Introductions
	Wk 1 Mod 1
	26 January
	20 points

	Ch 2: Research Process/Search Engines
	Wk 3 Mod 3
	09 February
	20 points

	Ch 4: Ethics Review
	Wk 5 Mod 5
	23 February
	20 points

	Ch 8 (3): User Friendly Documents
	Wk 6 Mod 6
	01 March
	20 points

	Ch 9: Interview Prep/Job Hunt
	Wk 7 Mod 7
	08 March
	20 points

	Ch 11: Writing Definitions
	Wk 8 Mod 8
	15 March
	20 points

	Ch 7: Online Graphs/Charts
	Wk 11 Mod 11
	05 April
	20 points

	Ch 17 (14): RFP Opportunity
	Wk 12 Mod 12
	12 April
	20 points

	Ch 20 (5-8, 14, 19) Great Website
	Wk 15 Mod 15
	03 May
	20 points

	Ch 5 (1, 3): Intl. Newspaper/New Product
	Wk 16 Mod 16
	10 May
	20 points



			
Midterm Exam										100 points
Final Exam											100 points
Total											        1150 points
	
Grading Scale:
	97-100 A+
	87-89 B+
	77-79 C+
	67-69 D+
	0-59 F

	93-96   A
	83-86 B
	73-76 C
	63-66 D
	

	90-92   A-
	80-82 B-
	70-72 C-
	60-62 D-
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