Tentative Schedule (Subject to Change)

This is a very intensive course. In order to do well you will need to keep up with the reading and assignment due dates. Because this is an on-line course, you are responsible for directing your own work in this course.

In addition to the assignments listed on this schedule, there may also be quizzes assigned on a weekly basis to test your knowledge of the lecture notes and textbook.

All assignments (with the exception of the Formal Report) are due in the Assignment Drop Boxes at 11:00 pm on the assigned due date.

	Week/Date
	Topic
	Reading
	Assignment Due



	1

January 20
	Intro to Course
Intro to Tech Writing
	Ch. 1&2
	Pre-Test

Introductory memo/e-mail (2/6)

	2

January 26
	Audience;

Intro to Formal Reports
	Ch. 3&5
	

	3

February 2
	Format
	Ch. 12
	

	4

February 9
	Proposals
	Ch. 6, 8, & 16
	Audience Assignment (2/13)

	5

February 16
	Graphics
	Ch. 13
	Formatting Assignment (2/16) 
Library Assignment (2/20)

	6

February 26
	Formal Reports
	Ch. 7, 17 & 18
	Client memo (2/28)

	7

March 2
	
	
	Proposal Assignment (3/6)

	8

March 9
	Style & Tone;

Business Correspondence
	Ch. 10, 11 & 14
	Case Study (3/13)

	March 16 – 20 Spring Break Have Fun and Be Careful!!



	9

March 23
	Progress Reports
	Ch. 17
	Graphics Assignment (3/27)

	10

March 30
	Job Application Materials
	Ch. 15
	Progress Reports (4/3)

	11

April 6
	Job Application Materials
	Ch. 15
	

	12

April 13
	Last day to drop course with no penalty to GPA—
Friday, April 17.
	
	Formal Reports 

(due in my office by 3:00 pm on 4/17)

	13

April 20
	Instructions/Device Descriptions
	Ch. 9 & 19
	Resume & Letter of Application (4/24)

	14

April 27
	Instructions/Device Descriptions
	Ch. 9 & 19
	

	15

May 4
	
	
	Instructions (5/4)

	Finals begin May 7
	Consists of the post test & a case study
	
	Finals due Tuesday, May 12 by 3:00


