
   

 

 

Business & Technical Writing 

 

ENG 232.I61 

Fall Semester, 2021 
 

Number of Credits: 3 

Meeting Times: Online Virtual Learning 

Location/Venue: Online 

 

 

Instructor: Dale B. Wood, MFA 

Contact Email: wooddaleb@jccmi.edu 

Online Office Hours:  by appointment

 

Course Description 

Business and Technical Writing is a course designed to provide practice in a variety of written 

and video communications to meet the requirements of the workplace. Projects may include 

descriptions, instructions, resumes, proposals, reports, videos or live conferencing. 

Prerequisite(s) 

  English 131 

Course Goals / Objectives 

ENG 232 course goals and objectives incorporate specific General Education Outcomes 

(GEO’s) and Essential Competencies (EC’s) established by the JC Board of Trustees, 

administration, and faculty. These goals are in concert with four-year colleges and universities 

and reflect input from the professional communities we serve. GEOs and ECs guarantee 

students achieve goals necessary for graduation credit, transferability, and professional skills 

needed in many certification programs. The GEO addressed in this class: 

Writing clearly, concisely, and intelligibly – GEO 1. 

Class discussions, activities and practice will focus on: 

·       Refining the writing and peer responding processes. 

·       Writing with attention to purpose and audience. 
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·       Composing meaningful documents. 

·       Organizing, developing, and supporting ideas. 

·       Connecting prior knowledge and new information. 

·       Integrating sources with proper documentation. 

·       Employing proper grammar, mechanics and format, with attention to word choice, tone and 

style. 

  

Textbook: 

                      

  
ISBN-10: 1-305-67252-6 
ISBN-13: 978-1-305-67252-9 

 

 

MindTap English, 1 term (6 months) Instant Access for Anderson's Technical Communication, 
9th Edition 

Text Book Zero! This text is available in a digital format. Please see the links posted on our 

class Jet Net site. This text is available to rent or purchase in digital format through the JC 

Bookstore. 

Please consider the following chapters as assigned to read from the Anderson text: 

1, 2,10,13,22,23,26,27 – plus a choice chapter and assigned activities from the Projects Library. 

Follett Access! Please review the cost of your required materials at the following link to 
determine the best option for you to purchase your materials: 
https://www.bkstr.com/jacksonstore 

For more information on the Follett ACCESS Program, you can view the frequently asked 
questions here: https://www.jccmi.edu/bookstore/student-services-follett-access/. If after 
reviewing the costs, you choose to opt out, you may do so here: www.jccmi.edu/optout. Please 
note:  The opt out selection is for your entire semester schedule. You cannot opt out and opt in 
to individual courses. And you must opt out by the due date for your first class. 

If you have questions about materials, please contact the Jackson College Follett bookstore at 
jackson@bkstr.com. For account billing questions, please contact the Jackson College Cashier 
at jccashier@jccmi.edu. 
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Grading Procedure 

Your work is graded based on JC standards.  In this course, we evaluate your participation, 

performance, and growth as academics.  Participate in the course, hand in work on time, work 

constructively with your peers, consider ideas and develop them by writing thoughtful 

responses, and consider the ideas of others in an academic way.  

Your final grade will be determined based on a scale of 1,000 points, which will come from your  

participation in the course, and on your performance on the following assessments: 

• 100 points: Proposal Paper: 100 points 

• 400 points: Weekly Assignments 

• 100 points: Attendance and Participation (BBB Sessions)  

• 400 points: Final Porfolio 

TOTAL POINTS: 1,000 

We expect all work to be completed and submitted in a timely manner.  Assigned readings 

and writings must be completed on time to receive full participation credit.  I strongly  

suggest that you complete assignments at home before they are due.  Remember, computers 

will not always cooperate, so it is important for you to save often to the Cloud and to your hard-

drive. You must hand in all work on time, so make sure to do your assignments early and hand 

them in before the due date/time.  Remember, no late work is accepted, so plan ahead 

 

Vacations, family reunions, traveling events, marriages, etc.… are not acceptable excuses for 

not participating in an accelerated online course.  Please make sure to hand in all work on time 

as soon as class begins. In this modern age, you should have a backup plan in place in case of 

technological difficulties.  Find a library, Starbucks, McDonalds or other place that has WIFI 

access in the event that your home internet has connectivity issues.  You must be able to 

complete and submit all assignments on schedule.  

 

NOTE: All work must be handed into the appropriate place in the Jet Net for it to receive credit. 

Let me know if you have any questions. 

 

OTHER COURSE AND COLLEGE POLICIES: 

1.Save all course work until you have received the end of the semester grade for 

this class.  You are responsible for organizing and saving all class work.  Electronic copies of 

your work are your responsibility; if they are lost, you will have to reproduce them for class 

credit.   

 2.  Save all of your work as a Rich Text File; with some exceptions, this allows the JC 

computers to read your files; 2) if you continue to have problems transferring work from home to 

school, contact the JC Solution Center and talk to one of our technicians.  You can contact them 

by email at JC_solution_center@jccmi.edu or by phone at (517) 796-8639. 

 3.  Writer’s group and peer workshops are a required part of the course.  You will 

often work with peers.  Drafts of your papers will be produced and shared.  You will respond to 

the work of others in thoughtful, clear written prose.  Individuals who do not exhibit responsibility 

to their writer’s group may be dropped from that group and lose the ability to receive points. 

http://us.f361.mail.yahoo.com/ym/Compose?To=jcc_solution_center@jccmi.edu
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 4.  The Incomplete Grade, in accordance with JC’s policy, 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. 

 

Grading Criteria (Adapted from the State of Michigan): 

4.0   The writing is engaging, original, clear, focused; ideas and content are richly developed. 

Assignments contain abundant examples, comparisons, and facts, which are used to expand 

and support ideas. Control of organization and translations move the reader easily through the 

text. The voice and tone are authentic and compelling. The work contains few if any errors in 

spelling, punctuation, or grammar. This is an outstanding reading experience at all levels. 

3.0  The writing is generally clear, focused, and well-developed; examples and details support 

ideas and content where appropriate. The presentation is generally coherent, and its 

organizational structure is functional. The voice, tone, diction, and sentence structure support 

meaning. The writing may contain occasional errors. 

2.0  The writing has some focus and support; ideas and content may be developed with limited 

details and examples. The presentation shows some evidence of structure, but it may be 

artificial or only partially successful. The tone may be inappropriate or the voice uneven. 

Sentence structure and diction are generally correct but basic. The writing may contain 

mechanical errors enough to distract the reader. This is an average reading experience. 

1.0  The writing has little focus and development. Support for ideas is minimal and at times the 

ideas themselves may be difficult to identify. There is little discernible shape or direction. The 

writing demonstrates no control over voice and tone, suggesting the writer's inability to address 

an idea. Errors in spelling, grammar, usage, capitalization, punctuation, and/or indention are 

numerous and interfere with the reader's understanding. This is a poor reading experience. 

0.0  The writing fails to meet the assignment guidelines, or is plagiarized, or is not completed. 

 Grading Scale 

 

• 92-100:  4.0 (920 points or more) 

• 87-91:    3.5 (870-919 points) 

• 82-86:    3.0 (820-869 points) 

• 78-81:    2.5 (780-819 points) 

• 72-77:    2.0 (720-779 points) 

• 68-71:    1.5 (680-710 points) 

• 60-67:    1.0 (600-679 points) 
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Failure 

If you do not submit your final portfolio by the posted due date, you will not pass the course. In 

addition, violations of the Academic Honesty Policy (as explained below) may result in you 

receiving a failing grade for this course.  

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 other's 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 one’s 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 

Course Management / Makeup Policy 

• Withdrawa: After add/drop period, a student may withdraw from a course in accordance 
with the dates published in e-services. 
 

• Late Work and Makeup Policies: Late work will not be accepted without prior approval 
from the instructor.  
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Accessibility 

• Jackson College understands that cultivating a broadly diverse community is 

crucial to our educational mission and to our foundational commitment to 

leadership and service. Jackson College is fully committed to ensuring our 

courses are accessible to everyone including those with disabilities. We are 

currently working to increase accessibility and usability of our course materials in 

order to meet or exceed the requirements of Section 508 of the Rehabilitation Act 

of 1973, the Americans with Disabilities Act of 1991 and Web Content 

Accessibility Guidelines (WCAG) 2.0. For more information about Jackson 

College’s efforts to ensure accessibility please visit the Jackson College 

accessibility web page. 

 

If you have an accessibility need in any of our classes please e-mail the Center 

for Student Success at JCCSS@jccmi.edu or visit the Center for Student 

Success web page. You can also contact me, and I can help. 

  

Makeup Policy 

I am unable to accept late work, so please plan for our short semester course 

accordingly. Note:  It is always your responsibility to talk directly with me about matters 

relating to attendance and missed work. While I cannot take late work, especially in an 

accelerated 7-week course, I can work with you to make sure that you are successful in 

this class.  

Help 

Please let me know if you need extra help. I am your best resource if you feel you need 

help with the readings or work.   

Tutors are available –please ask. 

It is important to contact a Center for Student Success professional prior to the start of the 

semester in order to receive accommodations in a timely manner. While we will make every 

effort to coordinate accommodations in a timely manner, failure to self-identify prior to the start 

of the semester may delay notification to instructors and timeliness of acquiring 

accommodations. Accommodations do not automatically carry over to the next semester. 

https://www.jccmi.edu/accessibility
https://www.jccmi.edu/accessibility
mailto:JCCSS@jccmi.edu
https://www.jccmi.edu/center-for-student-success/css-contact/
https://www.jccmi.edu/center-for-student-success/css-contact/
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https://www.jccmi.edu/center-for-student-success/accommodations-for-students-with-

disabilities/ 

 

Student Responsibilities 

Students must actively participate in our course. In order to be successful, please complete the 

readings, the homework, the group work, and please participate in all discussions.  

Attendance Policy 

Attendance is essential to success in this course and is, therefore, required.   

The attendance policy requires me to drop students who are not participating. I will monitor your 

activity in our course.  If you are not participating, you will be dropped. 

 

Tentative Course Calendar* 

(*Note that the following calendar is subject to revision, as needed, throughout the semester) 

Date Topics Chapter Readings 

 

Oct. 26- 

31 

Technical Communication in the 

Workplace: Cultural Communication  

Introductions, Syllabus, etc. (See Jet Net for 

detailed instructions and assignments)  

This week’s assignments (see Jet Net) are worth 

100 points 

 

Nov. 1-

7 

 

Workplace documents 

Correspondence 

BBB, Chapter readings, Assignments (See Jet Net) 

This week’s assignments (see Jet Net) are worth 

100 points 

 

Nov. 8-

14 

 

Organizing Information; Document 

Design 

Definitions and Descriptions 

 BBB, Chapter readings, Assignments (See Jet 

Net) 

This week’s assignments (see Jet Net) are worth 

100 points 

 

https://www.jccmi.edu/center-for-student-success/accommodations-for-students-with-disabilities/
https://www.jccmi.edu/center-for-student-success/accommodations-for-students-with-disabilities/
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Nov. 

15-21 

 

Process Explanations and 

Instructions 

BBB, Chapter readings, Assignments (See Jet Net) 

This week’s assignments (see Jet Net) are worth 

100 points 

 

Nov. 

22-28 

 

Technical research 

Proposals and White Papers 

BBB, Chapter readings, Assignments (See Jet Net) 

Your proposal, which is this week’s assignment, is 

worth 100 points.  

 

Nov. 

29- 

Dec. 5  

Job Search / Resume BBB, Chapter readings, Assignments (See Jet Net) 

 

 

Dec 6-

12 

 

Peer review and Portfolio 

BBB, Chapter readings, Assignments (See Jet Net) 

Your final portfolio, which is worth 400 points, 

is due this week.  

A note about weekly attendance: The remaining 100 points will come from your attendance at 

the BBB sessions I will host each week. Please make every effort to attend each session, they 

normally won’t exceed 30 minutes. If you are unable to attend, no worries.  You will still be 

eligible for credit if you watch the video within 24 hours of the BBB meeting. 

  

Caveat 

I reserve the right to modify this syllabus, as needed, throughout the semester. Changes to will 

be announced in JetNet.  

 

 

 

                                   

 


