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Jackson College 
English 232: Technical & Business Writing 

Instructor	 	 Thomas W. Howard 

Location	 	 Parnall Correctional Facility 

Day & Time	 	 Wednesdays 12:30 - 3:30 PM 

Course Text	 	 Technical Communications: A Practical Approach 8th edition by William Sanborn 
	 	 	 	 Pfeiffer and Kaye Adkins 

Course Materials 	 1. pens 
	 	 	 2. notepads 
	 	 	 3. two-pocket folder 

Official Course Description 
English 232 is a course designed to provide practice in a variety of  written and oral 
communications to meet the requirements of  the workplace. Projects may include descriptions, 
instructions, résumés, proposals, reports, or online documents. It involves frequent writing, both 
in and out of  class, as well as oral presentations, collaborative activities, and individual 
conferences. Prerequisite ENG 131. 
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General Education Outcomes 
GEO 1:  
Write Clearly, Concisely, and Intelligibly 

Major Assignments 
Chapter Outlines:	 Whenever a textbook chapter is assigned, you must create a substantive 

handwritten outline detailing the information from the chapter. There is 
no assigned system (e.g., Harvard), but you do need to use headings and 
indentations of  some sort. I will check these in class whenever a chapter(s) 
is due (see tentative calendar on page 5). 

Correspondence:	 You will write three 1-page letters: a positive letter, a negative letter, and a 
persuasive letter. An assignment sheet will be provided later in the 
semester. 

Instruction Manual:	 You will write a 2-page instruction manual describing your laptop and 
detailing how to perform common functions, like logging in, opening a 
Microsoft Word document, and saving that document. An assignment 
sheet will be provided later in the semester. 
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Outcome The Student:

Process • uses parts of  the recursive process in writing, which may include 
prewriting, drafting, revising, and editing 

• evaluates sources when used

Rhetorical Situation: 
Purpose, Audience

• demonstrates appropriate purpose and audience for context

Organization and 
Development

• demonstrates functional organizational structure appropriate to 
genre 

• provides examples and details that support ideas and content; 
appropriate to genre

Meaning/Understanding • researches and writes for further understanding and additional 
knowledge 

• employs write-to-learn methods through reflective writing and 
research for further understanding and additional knowledge

Use of  Sources and 
Documentation

• demonstrates ability to find and evaluate credible sources 
• demonstrates correct documentation of  sources when 

appropriate

Conventional Grammar 
and Sentence Structures

• correctly uses grammar and mechanics 
• demonstrates clear meaning
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Career Writing:	 You will create a short portfolio of  career-oriented documents, such as a 
memo describing your ideal job, a résumé and cover letter directed toward 
that job, and two letters accepting and declining the position. An 
assignment sheet will be provided later in the semester. 

Proposal:	 You will write a 5-page formal proposal to a company/organization of  
your choice proposing a solution to a problem. An assignment sheet will be 
provided later in the semester. 

Presentation:	 You will share a 5-minute presentation with the class (assuming them to be 
the company/organization “board of  directors”) describing the problem 
you have identified and your proposed solution. Some form of  visual aid 
(e.g., PowerPoint or handout) is required. An assignment sheet will be 
provided later in the semester. 

Final Portfolio:	 Your final portfolio is a cumulation of  all of  your best work from the 
semester and includes your Proposal, Correspondence Assignment, Career 
Writing Assignment, Presentation Reflection, and Instruction Manual 
Assignment. These should be polished, revised versions of  the drafts you 
completed throughout the semester. The official English department rubric 
will be provided later in the semester. 

NOTE: While I do keep track of  attendance, I do not provide a specific grade for it. That said, missing class 
severely impacts your ability to complete these assignments on time (especially using the computers), and it will 
likely affect the quality of  the work. As a result, absences will likely appear as penalties in your assignment grades, 
so it is imperative that you attend class. 

Grading Procedure 
Chapter Outlines	 	 	 	 	 100 points	 10% 
Correspondence Assignment	 	 	 	 100 points	 10% 
Instruction Manual Assignment	 	 	 100 points	 10% 
Career Writing Assignment	 	 	 	 200 points	 20% 
Proposal & Presentation	 	 	 	 200 points	 20% 
Final Portfolio		 	 	 	 	 300 points	 30%	  
	 	 	 	 	 Total:	 	 1000 points	 100% 

Grading Scale	 	  
4.0 = 90-100% 
3.5 = 85-89% 
3.0 = 80-84% 
2.5 = 75-79% 
2.0 = 70-74%	 	 NOTE: a final grade of  2.0 or higher is considered passing 
1.5 = 65-69% 
1.0 = 60-64% 
0.5 = 55-59% 
0.0 = 0-54% 
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Missed/Late Assignments 
Since this is a professional writing course, the stakes are always high regarding assignments. 
Much like the “real world,” you have many different tasks to complete, and you must meet your 
deadlines. As a result, submitting late assignments is costly; you lost 25% of  your grade per week 
late (i.e., -25 points on a 100-point assignment; -50 points on a 200-point assignment). Since your 
portfolio is due the last week of  class, it is impossible to submit it late. If  there are unusual 
extenuating circumstances, be sure to communicate with me as soon as possible. 

The Incomplete Grade 
In accordance with JC policy, an Incomplete or “I” grade is only issued to students who have 
demonstrated good standing in the class and hold a passing grade at the time of  an extenuating 
circumstance that precludes completion of  the class. Documentation validating the circumstance 
may be required. 

Academic Honesty Policy 
Academic Honesty is defined as ethical behavior that includes student production of  their own 
work and not representing others’ work as their own, by cheating or by helping others to do so. 

Plagiarism is defined as the failure to give credit for the use of  material from outside sources. 
Plagiarism includes, but is not limited to: 
• submitting others’ work as your own 
• using data, illustrations, pictures, quotations, or paraphrases from other sources without 

adequate documentation 
• reusing significant, identical or nearly identical portions of  ones own prior work without 

acknowledging that one is doing so or without citing this original work (self-plagiarism) 

Cheating is defined as obtaining answers/material from an outside source without authorization. 
Cheating includes, but is not limited to: 
• plagiarizing in any form 
• using notes/books/electronic material without authorization 
• copying 
• submitting others’ work as your own or submitting your work for others 
• altering graded work 
• falsifying data 
• exhibiting other behaviors generally considered unethical 
• allowing your work to be submitted by others 

Any violation of the above will likely earn you a zero on the assignment, but it may 
include an “F” in the course and referral to the Office of  the Academic Dean for further 
disciplinary action. 
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Tentative Course Calendar	  
NOTE: TC stands for Technical Communication: A Practical Approach 

Week 1 — 06.07	 	 Introduction to Course 

Week 2 — 06.14	 	 Begin Correspondence Assignment 
	 	 	 	 DUE: read TC chapters 2, 6 

Week 3 — 06.21	 	 Continue Correspondence Assignment 
	 	 	 	 DUE: read TC chapters 4-5 
	 	 	 	 DUE: Correspondence Assignment 
	 	 	 	  
Week 4 — 06.28	 	 Begin Instruction Manual Assignment 
	 	 	 	 DUE: read TC chapters 7-8 

Week 5 — 07.05	 	 TBD 

Week 6 — 07.12	 	 Begin Career Writing Assignment 
	 	 	 	 DUE: read TC chapter 16 
	 	 	 	 DUE: Instruction Manual Assignment 

Week 7 — 07.19	 	 Continue Career Writing Assignment / Begin Proposal 
	 	 	 	 DUE: read TC chapter 10 
	 	 	 	 DUE: Career Writing Assignment 

Week 8 — 07.26	 	 Continue Proposal 
	 	 	 	 DUE: read TC chapter 12 

Week 9 — 08.02	 	 Continue Proposal 
	 	 	 	 DUE: read TC chapter 17 
	 	 	 	 DUE: Proposal 

Week 10 — 08.09	 	 Proposal Presentations / Work Day 
	 	 	 	 DUE: read TC chapter 15 

Week 11 — 08.16	 	 Work Day / Course Evaluations 
	 	 	 	 DUE: Final Portfolio 

The instructor reserves the right to make adjustments to this syllabus as needed.
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