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TECHNICAL REPORT WRITING



Course Number:
 WR-227   
Credits:

 4        
Date:


September  2008
Institution:  Clackamas Community College

Outline Developed by:  English Department

Type of Program:  Lower Division Collegiate

Course Description:

Introduction to report and grant writing, stressing organization, form, and style.  Emphasis on materials gathered from professional fields such as medicine, dentistry, government, criminal justice, business, engineering, technology, science, and public relations.  Meets part of the AAOT/ASOT writing requirement.
Course Objectives:

This course introduces students to elements of effective workplace communication.  Through a sequence of writing tasks, students will learn ways to intensify their language, clarify their style, employ presentational format, and successfully report technical information.

Student Learning Outcomes:


1. Upon successful completion of this course, students should be able to:

2. demonstrate an understanding of technical writing as it differs from expository or creative writing.

3. demonstrate proficiency in accuracy, brevity, clarity, revision, and editing strategies.

4. employ techniques of persuasive writing when generating proposals, grants, letters, and reports.
5. contribute to collaborative writing on a simulated professional project.

6. implement research and documentation processes on assigned reports.
7. demonstrate the value and uses of visual aids by applying this knowledge in written work.
8. implement research and documentation processes on assigned reports.
9. generate a personal business portfolio including resume, letter of application, and sample reports.

10. assess the reading audience and its needs as applied to appropriate documents.

11. demonstrate the elements of graphic design appropriate to document forms.
12. demonstrate an understanding of the ethical issues involved in professional writing.

13. deliver a formal presentation of findings, conclusions, and recommendations of research to the class.

14. Assess assigned reading, examples of professional texts, and research.  

Length of Course:  44 lecture hours
Grading:  A-F

Prerequisites: Pass WR121 ((with a “C” or better)).  Placement in RD-115 recommended.

Required Text: Lannon, Technical Communication, 11th ed., or comparable text.


Major Topic Outline
Writing assignments are selected from the following:

The language and organization of basic documents:

Technical Definition

Technical Description

User's Manual

Short Reports:

Abstract



Advertising Flyer

Marketing Brochure


Job Description

Lab Report



Job or Employee Evaluation

Field Report



Company Evaluation

Summary



Journal Review

Software Review

Informal Reports:

Memo

Proposal

Progress Report

Formal Reports:

Feasibility Study


Journal Article

Recommendation Report

Empirical Research

Proposal



Market Analysis

Business Writing:

Letter of Application


Memo

Letter of Resignation


Business Card

Letter of Transmittal


Resume

Miscellaneous:

Grammar Exercises

Midterm

Final





Special Skills:

Documentation:  MLA or APA
Format

Visuals and Page Design

Interviews

Major Topics:
The nature of technical writing

The importance of accuracy, brevity, and clarity

The processes of composing, revising, and editing

Research and documentation skills

Creativity amid technical format and objective language

The ethics of business, academic, and industrial writing

The value of visual aids

Working and writing in a group

Generating a business portfolio

Oral communication skills

Assessing the receiving audience and its needs

