
 Syllabus for English 232:  Technical and Business Writing  Summer 2022 

 Instructor  :  Mort Cohn 

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

 Course Description (from the College Catalog):  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, resumes, proposals, feasibility and 
 other reports. It includes frequent writing both in and out of class, as well as oral presentations, 
 group projects and individual conferences. 

 That this course provides greater familiarity with writing and speaking is plain enough.  Most 
 students would like to enhance their communication skills, especially in writing--work on 
 mechanics, organization, and persuasiveness.  The question remains, how can real progress be 
 achieved in only a few months?  The truth is, it cannot be achieved--unless you are willing to fully 
 immerse yourself in the work.  There is nothing mystical about the process.  People improve their 
 skills by practicing often. 

 The successful completion of this course will require a considerable amount of work, something on 
 the order of 50 or 60 pages of writing, but please bear in mind that, spread over three months, the 
 work is very manageable, far below the six hours per week one would expect for homework in a 
 three-credit writing class. 

 How will we spend our time for the next 12 weeks?  In the early going, we'll do a lot of reading 
 and talking through JPAY.  We will divide our labors by areas of interest.  I will ask each of you to 
 take a measure of ownership over the class, your workload, your level of seriousness, and the 
 support you offer to your peers.  I'll do my best to foster a sense of community here.  I'll try to be 
 accessible and helpful, but the effort here must be mutual for you to be successful in the class. 

 The course pack that follows contains assignments, articles and reference materials that we will 
 probably use this semester, and I have recorded a series of short videos that are designed to 
 complement the course.  You should still check the JPAY regularly, since my regular emails to you 
 will contain weekly updates and comments on course assignments. 

 Workload 
 You will each submit four or five  short writings  (informal  essays) that respond to selected 
 readings or class discussions.  (These can be handwritten, but if typed, should be single-spaced 
 with one-inch margins.) They do not receive letter grades, but you need to submit all of them--on 
 deadline--to receive credit, and they should still represent your best writing.  These combined, 



 along with  class participation  (split ten and ten percent), account for 20 percent of your semester 
 grade. 

 Four longer  formal writings  or simply "formals" will  receive letter grades and together will 
 constitute 40 percent of your semester grade.  The due dates for these will be set by you as 
 individuals, as we will discuss.  I will assign them in order–and I would like to complete them in 
 order–but the only real deadline here is the end of term. 

 There is a  portfolio  requirement for this and all  other Jackson College writing courses. It is 
 important to save and gather together all of your writings for the semester, since it documents your 
 work and provides the instructor a chance to see your work as a whole.  An incomplete portfolio 
 will result in a failing grade.  I will be commenting on your writing through the JPAY and when 
 possible will bring your completed assignments to class with my written comments.  These 
 completed assignments should be saved for the portfolio. 

 There will be an  impromptu midterm  and  final exam  ,  both worth ten and ten percent.  In 
 addition, you will be required to keep an informal academic  journal  during the time you take the 
 course.  The journal can be typed or hand-written and should comment on your academic work, 
 your life, or the world-at-large--whatever you are interested in, as long as it represents your best 
 prose.  This will provide an additional resource during the composing process.  At the end of the 
 semester it should comprise at least 30 pages of prose (approx. 250 words per page--single spaced 
 if written, double spaced if typed with one-inch margins all around) and will be worth ten percent. 

 Another important part of the class will be the  presentations  .  Each student will choose two 
 specific times to do a presentation in front of other students.  (If your class is not meeting in a 
 physical classroom or if you are not in a housing unit with other classmates, then we can alter this 
 approach somewhat, as we will discuss.)  This is the public speaking component of the course and 
 very important, not only for establishing your voice in the class, but practicing oral business 
 communication.  In total, they will be worth ten percent of the semester grade. 

 Academic journal 
 Presentations 

 10% 
 10% 

 Major writings  40% 
 Informal writings and participation  20% 
 Midterm exam  10% 
 Final exam  10% 

 Total  100 
   
 Course Objectives  :  ENG 232 course goals and objectives  incorporate specific General Education 
 Outcomes (GEOs) and Essential Competencies established by the JCC 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 guarantee students achieve goals 
 necessary for graduation credit, transferability, and professional skills needed in many certification 
 programs. 



 ●  GEO 1:  Writing clearly, concisely, and intelligibly 
 Class discussions, activities and practice will focus on: 

 ▪  Refining the writing and peer responding processes 
 ▪  Writing with attention to purpose and audience 
 ▪  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 

 ▪ 
 ●  Essential Competency 1:  Thinking critically 

 Class discussions, activities and practice will focus on: 
 ▪  Proposing creative topics and posing challenging questions for writing 
 ▪  Employing tactful and diplomatic language 
 ▪  Choosing appropriate visual images and graphics 
 ▪  Evaluating evidence and assumptions 
 ▪  Understanding conclusions, implications and consequences 
 ▪  Solving problems 

 Student Responsibilities 
 *Students need to make deadlines on papers, either through the designated mail pickups at the 
 facility or through JPAY.  We will discuss this. 

 *Attendance is evaluated by either the quantity and quality of JPAY emails or physical attendance 
 when the class meets in live session.  (Two thorough responses a week will constitute perfect 
 attendance.)  Everyone gets two weeks off without penalty, but with three weeks' worth of 
 absences, your semester grade will be reduced by one letter grade.  Upon reaching four weeks' 
 worth of absences, the equivalent of a month of class, you will receive a failing mark. 

 *Students are required to submit only their  original  prose written during  this  semester. No help 
 from anyone else.  No resurrected pieces from high school or a previous semester in college. 
 Otherwise, what's the point? 

 *Academic dishonesty of any kind will not be tolerated in the class.  Plagiarism or cheating will 
 result in either a failing grade or outright expulsion from the program.  We’ll discuss this. 

 *  Every piece of writing is to be saved  and bound in  a folder (again, the portfolio.)  By the end of 
 the term, it will comprise about 50 pages.  Save everything. 

 *Students must complete all of the assigned work.  Even papers not receiving grades (informal 
 papers, late papers, etc.) must be included to constitute a full portfolio. 

 *If any problems arise during the semester, please let me know. 



 ENG 232 Course Pack 

 Schedule of Assignments 

 Unit One:  Self Assessment (due June 6) 
 Unit Two:  Formal Writing One (due June 17) 
 Unit Three:  Peer Edit/Workshop (week of June 20) 
 Unit Four:  Formal Writing Two (due June 24) 
 Unit Five:  Formal Writing Three (due July 1) 
 Unit Six:  Midterm Exam (July 6) 
 Unit Seven:  Recursive Process (week of July 11) 
 Unit Eight:  Formal Writing Four (due July 22) 
 Unit Nine:  Final Exam (July 27) 
 Unit Ten:  Portfolio (August 10) 

 1) Self Assessment  :  In a short essay, describe yourself  as a writer and as a student of writing. 
 What are your strengths and weaknesses?  What would you most like to accomplish this 
 semester?  The criteria for this assignment–and for all writings this term–will be originality (of 
 thesis, in this case), supporting detail, organization, and mechanics.  It is due at the end of the 
 first week.  Put it in the dropbox or hand it to me, whatever is possible soonest.  This will 
 constitute the first informal writing of the term. 

 2) Formal Writing One  :  Write a cover letter for either  a contemplated future employer or a 
 make-believe one.   Check out the samples in the course text for guidance on format.  These 
 should include your return mailing address, teh date, the name and title of the person you are 
 sending it to, his or her mailing address, a salutation, and the body of the letter–which should 
 very quickly establish your interest in the employer and your degree of confidence in being the 
 best candidate for the job–in the first paragraph.  Then provide details in the supporting 
 paragraphs.  These should be block style.  And you need not use “Mr.” or “Ms.” in the address 
 portion since you will be using that in the salutation.  (The book and I disagree on this, but I’m 
 right.  See why?) 

 The second part of this writing assignment is to produce a resume (or polish an existing 
 resume).  Make sure there is adequate contact information for yourself, your educational 
 experience (with dates of graduation or expected dates, degrees, certificates, etc.), a list of work 
 experiences (with dates of employment, job titles, names of employers, city and state, and a 
 brief description of the job duties).  Both work and education experiences should be listed in 
 reverse chronological order.  You may also add references at the bottom–or just say that they 
 are available upon request.  Again, consult the samples in the course text for formatting. 

 Together, this will constitute the first formal writing. 



 3) Peer Edit/Workshop  :  With two assignments under your belt, it is a good time to talk about 
 the dynamics of a writing class.  Ideally, we could meet every couple of days or at least once a 
 week to compare notes and discuss the work.  This term, we are still under some restrictions. 
 The plan is for us to meet every other week.  Of course, that is subject to change.  These 
 assignments are designed to be self-paced.  In a worst case situation, you could do these 
 assignments and rely upon my JPAY comments alone.  It would not be ideal, but we have done 
 this in the past.  The important thing is to stay on track, meet all of your deadlines, reach out to 
 me or consult the text book whenever you have questions, and come to see yourself as a writer 
 and a student of writing. 

 I have been out of school for decades, but I still see myself as a student of writing.  I know 
 first-hand that with practice, our prose gets better.  One of the most important things that I want 
 to see happen this semester is that all of you get that same first-hand experience.  Maybe you 
 improve your skills by only five or ten percent.  That means that over time, with diligent practice, 
 you can improve it 30 percent, 40 percent.  It is very empowering for an individual to experience 
 growth of this kind.  As I am fond of telling people, writers are made, not born.  Poets and 
 dancers are born, yes.  But writers make themselves through hard work. 

 The peer edit is one of the best ways to build your own skills as a writer.  It’s sort of like 
 coaching.  Just being able to articulate rules makes you understand a game better.  The same is 
 true of academic coaching.  Giving someone else specific advice on writing helps you to 
 reinforce the skills that you care about.  You will then internalize those rules better and see your 
 own writing more objectively–as something separate from yourself. 

 In class we will pair off and share our papers with another student.  In the event that we cannot 
 physically meet, you can try to do this where you lock or in the library or wherever you are 
 permitted to meet other students.  One on one means you have to work.  There is no way to sit 
 in the back row and remain silent.  Another person is relying on you for comments.  And “Nice 
 job” is not going to cut it.  They will need specifics.  You will need to look at their sentences and 
 paragraphs, their citation style, their punctuation, grammar, even spelling.  The more comments 
 you can give them, the better you will be at spotting issues in writing–the better you will be in 
 spotting issues in your own writing, so you can self-edit when the course is over. 

 The second part of this is the workshop.  This is where you share your writing with the whole 
 class.  Again, this depends on our physically meeting every other week.  If we do not meet, this 
 component will not work.  But let’s try to work it in, even if our meeting times are reduced.  The 
 benefit of the workshop is that the writer gets more variety of feedback.  And there is the added 
 dimension of class dynamics to fuel originality and a sense of community.  For this assignment, 
 read the George Orwell essay in the course pack and write a short essay in response.  (This 
 will constitute your second informal writing.) 

 4) Formal Writing Two (Proposal)  :  This is one of  the most useful writings produced by 
 scientists and business people.  It is the revelation of a new idea, passed from one person or 
 institution to another.  Mutual benefit is at the core of the proposal.  “This will be good for both of 



 us” it says or better yet, “This is good for the whole world.”  (The mutual benefit should be 
 explicitly stated in a business proposal, consideration being the cornerstone of contract law–and 
 also a reliable indicator of trustworthiness.  It is often assumed in a scientific context or within a 
 single organization, but it doesn’t hurt to point out mutual benefit in all cases.)  Make sure we 
 know at the outset that this is a proposal then.  Consult the examples in the course text.  The 
 format can be very comforting for a writer, but doubly so for a reader.  People want to know what 
 they are reading before they begin reading.  Also, use an abstract to distill your main ideas. 
 (These will be, at minimum, five pages long.  A brief summary at the beginning will be very 
 useful, again to help the reader). 

 These can be made up proposals or they can be real.  I have had students who composed 
 proposals to the MDOC, to the CEP administration at Jackson College, to prospective business 
 partners out in the world, and to policy makers in the state government.  It is more than good 
 practice.  An effective proposal can improve life. 

 The tone of the proposal needs to be more than scholarly.  It needs to be professional, not 
 necessarily neutral, but sober and calm and steady.  The writing needs to instill trust and you do 
 that best by appearing reliable and honest.  Be direct with the writing.  Do not use euphemisms. 
 Do not avoid areas of contention or difficulty.  Get right at them.  Show yourself to be a fair 
 dealer as well as a problem solver.  But make it clear at the outset that these problems can be 
 overcome–or are at least worth enduring.  Write as if your reader is your partner.  Indeed, make 
 your reader your partner.  The best proposals invite action–and promise a relationship of sorts. 
 (This is why I discourage students from proposing a one-time sale.  It’s not really a relationship.) 
 Once you’ve made the proposal, then go into the nuts and bolts.  Explain how it will work, step 
 by step. Again, consult the text for examples, but suffice it to say, a proposal has a similar 
 construction as an essay.  The intro makes the proposal, the supporting paragraphs explain the 
 proposal, and the closing reiterates the original claim. 

 Mail me or bring me your first draft. 

 5) Formal Writing Three (Description/Definition  ):  We used to call this an informational essay 
 when I was in school.  It did not require a thesis.  It required excellent prose style and an eye for 
 detail.  Truth be told, most readers prefer writers in their areas of interest.  Few readers choose 
 areas of interest based on the prose style of writers.  But that any readers at all sometimes do 
 this is a testament to the skill of descriptive writers.  I myself became interested in the space 
 race after reading  The Right Stuff  by Tom Wolfe.  And the nature writer David Quammen got me 
 interested in the ecology of islands and the extinction of species (which, if you read him, you will 
 learn are basically the same study) through the quality of his prose.  They are just terrific writers: 
 engaging, precise, and vivid. They help readers to understand and even visualize elements of 
 science and technology. 

 I would like each of you to select a thing (yes, for our purposes, just a thing) that you are 
 passionate about, knowledgeable of, and eager to explain to others.  In two or three pages, 
 describe this thing so accurately–and interestingly–that a reader will follow you and share your 



 passion.  Whether it is the final campaign of Belisarius or the Holy Grail or the explosion of the 
 Challenger, it matters not.  Just really describe this thing so well that someone else will 
 remember it.  Your prose style will do it all.  Again, mail me or give me your draft when it’s 
 finished. 

 6) Midterm Exam  :  Unlike other classes, composition  courses use impromptu essays as a 
 learning tool as much as a diagnostic of your writing ability.  A good exam will challenge you 
 intellectually and also permit you the opportunity to be original.  I will send a list of prompts, 
 either through the JPAY or the slow mail.  You will select two of the prompts and write a short 
 essay in response to both.  These will be open-ended questions and I will not be looking for 
 specific answers.  I will be looking at how well you write under a time constraint.  You are 
 permitted–no, required–to have an opinion.  Again, the criteria will be originality of thesis, 
 support, organization, and mechanics. 

 7) Recursive Process  :  As you will no doubt grow tired  of hearing me say, you can pretty much 
 make a piece of writing perfect, given the time and effort of revising it.  Coming back to a paper 
 you have written days ago (or better yet, weeks ago) will permit you to see it with fresh eyes.  It 
 will not seem so close to you or “yours” (like your own child), and it is easier to spot issues in 
 the writing.  Also, the very act of revising papers is somewhat empowering.  It doesn’t just make 
 you feel masterful with writing.  It makes you masterful, for real. 

 Closely regard a piece of writing that you produced earlier in the term.  What issues can you see 
 in the writing?  That is, what improvements can you make, now that you are seeing it again 
 more objectively?  Revise the piece–and keep meticulous notes on the process that you used to 
 rewrite it.  We will discuss this as a group. 

 8) Formal Writing Four  :  This will be a process paper,  a “how-to” in chronological format, with 
 as much economy and precision as you can muster.  This writing should be all that is needed 
 for someone else to understand and reproduce a process.  Consult the course text for 
 examples.  Bring a draft to the next class meeting and we will share these in our workshop. 
 (Then you will revise it for the portfolio.) 

 9)  Final Exam  :  Like the midterm, this will be a  series of subjective questions.  You will choose 
 just one this time and write an essay under a time constraint.  It is that very time constraint that 
 reveals for us the writing issues that need our attention most.  Sometimes the time constraint 
 makes us even better writers–but that’s an issue for another class (namely, psychology). 
 Anyway, the assignment has probably more instructional value than diagnostic.  We get better 
 when we are tested. 

 10) Portfolio  :  This is not only a requirement of  the college, but it is the most important thing that 
 we do as students of writing.  We document our lives and we document the process of writing. 
 The portfolio is the record of your hard work.  It shows your progress over the course of the 
 semester, and it demonstrates that you worked on the very skills that the college credits.  A lot 



 of students do it because it is required.  That’s why I did it many years ago.  The thing is, I look 
 back now on my portfolios from writing classes and they are like gold for me.  My life, my 
 thoughts, my original prose from an important time in my life, are all preserved there.  So, just do 
 it.  And someday you might thank me. 

 Bring these in on the last day if we are meeting in person.  Otherwise, I will make arrangements 
 to get copies electronically (to pass on to my administrators) as needed.  But make sure you 
 have copies or the originals when the term ends.  This is something that you will want to keep. 
 No need to make them fancy.  A paper clip can hold them together.  Just make sure that they 
 are together. 


