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New York City College of Technology
Technical Writing, Spring 2020
ENG 2575, Section E294
Thursdays 6:00 pm – 8:30 pm
Room G-603

“When I start feeling too concerned that all the words I write be very smart and about something worthwhile, I find my urge to write replaced with an urge to draw monkeys.”

– Lynda Barry

Instructor: Steve Rosenstein
Email: srosensteincitytech@gmail.com
Office Hours: Thursdays 4 pm – 5 pm
Office: Pearl Building, 259 Adams St., Room 313, Desk 8

Course Description: The course will focus on how students communicate technical and scientific information to a variety of audiences through written and oral presentations, using electronic media such as the Internet, Power Point and graphics programs. Students also analyze readings in science and technology, study technical writing models and practice collaborative research and presentation.

Learning Outcomes, Activities, and Assessment: Students will be able to write procedures, scientific process descriptions, and a recommendation report.

Written, oral, and multimedia simulation assignments will measure their ability to:
· Communicate clearly in technical writing an in oral presentations
· Use, develop, and evaluate technical documents.
· Gather, interpret, evaluate, and apply information from a variety of sources
· Use professional tools for technical communication, inquiry, analysis, and collaboration

Learning outcomes will be achieved by giving students the opportunity to:
· Review and write technical documents
· Evaluate user documents and usability test procedure instructions
· Read and interact with assigned material 
· Conduct library research and online searches
· Use professional and technical presentation tools
· Demonstrate aggregated skills in a group setting

Required Texts: I’ll provide all relevant reading materials. All reading assignments will be posted to the Open Lab page under “files.”

Attendance: Consistent attendance on time and focused on the day’s activities is necessary for passing the course. Absences can lower your grade since they will affect your participation and daily writing grades, which equal 20% of your final grade. If you stop attending class and don’t return for the rest of the semester, you will receive a grade of WU.
 
Your attendance is recorded and reported to the college according to City Tech’s policy. Being in class to participate in writing, presentations, and group activities is important: if you are not here, you will not get credit for those activities, and your final grade will be lowered.

Grading/Submission Policy: Students must submit assignments on time to receive full credit. Assignments are to be emailed to me by 11:59 pm of the due date. If an assignment is turned in late, for whatever reason, there will be a one-letter grade reduction for the assignment. And that’s 11:59 pm EST, so don’t get any ideas.

Unless otherwise specified, all written assignments are to be submitted via email as downloadable Word documents (no pdfs, shared online documents, etc.) – this is so I can type notes and editing suggestions and send them to you with your grade. Your file must be titled in the following manner:

YourNameCourseNumberSectionNumberAssignment

Example: SteveRosensteinENG2575E294Project1

Please also be aware that when you email me, I expect you to correspond professionally, in the following manner:

Subject line: Your name, the course code, the course section number, the content of the email (specific assignment being submitted, question, etc.)

Dear Steve,

(content)

Best,

(your name)

This is how people correspond in the real world, and I want you to get used to it. Please remember, you are not texting, which means that you must check your spelling, use full words, correct punctuation, and capitalize ‘I’ when referring to yourself. If your emailed submission does not conform to these requirements, I will not accept it; you will be required to resubmit properly, and it will be considered a late submission, even if you resubmit properly the same day.

Contacting Me: If you have any questions or concerns about the course and your role in it, please don’t hesitate to contact me so we can discuss. But again, email me as per the above guidelines or I will send it back so you can resend it properly.

Nondiscrimination Policy: This class does not discriminate on the basis of race, color, age, religion, national origin, sexual orientation, gender, marital status, disability, or status as a veteran. Alternative viewpoints are welcome; however, statements that are deemed racist, sexist, homophobic, classist, or otherwise discriminatory toward others in the class or outside the class will not be tolerated.

Accessibility Statement: City Tech is committed to supporting the educational goals of enrolled students with disabilities in the areas of enrollment, academic advisement, tutoring, assistive technologies and testing accommodations. If you have or think you may have a disability, you may be eligible for reasonable accommodations or academic adjustments as provided under applicable federal, state and city laws. You may also request services for temporary conditions or medical issues under certain circumstances. If you have questions about your eligibility or would like to seek accommodation services or academic adjustments, please contact the Center for Student Accessibility at 300 Jay Street room L-237, 718-260-5143 or http://www.citytech.cuny.edu/accessibility/. 

Accommodations Policy: Qualified students with disabilities will be provided reasonable academic accommodations if determined eligible by the Student Support Services Program (SSSP). Prior to granting disability accommodations in this course, the instructor must receive written verification of a student’s eligibility from SSSP, which is located in A-237. It is the student’s responsibility to initiate contact with the SSSP staff and to follow the established procedures for having the accommodation notice sent to the instructor.

New York City College of Technology Policy on Academic Integrity: “Students who work with information, ideas, and texts owe their audience and sources accuracy and honesty in using, crediting, and citing sources. As a community of intellectual and professional workers, the College recognizes its responsibility for providing instruction in information literacy and academic integrity, offering models of good practice, and responding vigilantly and appropriately to infractions of academic integrity. Accordingly, academic dishonesty is prohibited in CUNY and at New York City College of Technology, and is punishable by penalties, including failing grades, suspension, and expulsion. The complete text of the College policy on Academic Integrity may be found in the catalog.”
Phone Policy: I have a zero tolerance policy regarding phones. Turn off your phone before you enter the class. If I see you even glance at your phone, for the time, checking messages, even checking to see if you’ve turned it off or not, I will ask you to leave and you will be marked absent for the class. Of course, if you have a personal situation that requires you to have phone access at all times, I’ll make an exception, but you must come see me to explain the situation.

Assignments and Course Grade Breakdown:

Project 1 - Summary of Scientific or Technical Article – 10% 

Using the library’s journals and scholarly databases, find a scientific or technical article from a peer-reviewed journal in your field of study. Write a 500-word summary of the article for other professionals in your field. Aside from the article, do not use other sources for this assignment.

Project 2 - Expanded Definition of a Technical or Scientific Term – 15% 

Choose a technical or scientific term in your field of study and write a 750-1000 word expanded definition of it with a cover memo. Your expanded definition must be supported by scholarly or vetted sources that are properly quoted and cited using MLA style.

Project 3 - Instruction Manual – 15% 

Choose a task related to your field of study and create a 1500-2000 word instruction manual that combines words, images, and design principles to help others accomplish the selected task. Do not rewrite another, existing instruction manual on the same subject – the instruction manual must be wholly original. This is usually the one assignment that students actually enjoy, so write about something you know, something you’re good at, something you’d like to share. And be creative – I don’t expect you to be graphic designers, but do feel free to use your own drawings, pictures, graphics, and lay out the material in a way that’s both yours and reader/user-friendly.

Daily Writing: Summary Memos – 10% 

You’re required to keep a notebook throughout the course, where you’ll be noting things like summaries of/commentaries on reading assignments, responses to student presentations, and other small exercises I’ll be assigning throughout the course. You will be turning these notebooks in to me periodically during the course, without notice – so, you must bring this notebook to every class.

Class Participation – 10%

Students are expected to attend class, on time, and participate in class discussions and in-class assignments. If you are shy, experience social anxiety, or have any other condition that precludes you contributing to class discussions, please reach out to me so we can discuss ways for you to comfortably contribute to the class – as a person who suffered debilitating shyness as a boy, I’m deeply sympathetic to these issues.

Reading Presentation – 10%

Students will choose an article relevant to the course and present a 5-10 minute oral presentation supported by a PowerPoint presentation.  

Project 4 - Collaborative Final Project – 30% 

Your team will collaborate on a 4000-6000 word analytical research report, an oral presentation, and informal reports of your team’s progress throughout the project. As a collaborative project, all team members are expected to contribute equally based on a distribution of responsibilities managed within the team. All team members are req	uired to take part in the final oral presentation.




Grading Scale:

Grade:	% Attained:
 A		93-100
A-		90-92
B+		87-89
B		83-86
B-		80-82
C+		77-79
C		70-76
D		60-69
 F		  59-0



Some General Assignment Guidelines:

Herewith, a list of the main reasons students lose points on their assignments. Most importantly: assignment requirements are requirements – they are not suggestions, recommendations, or options – and not meeting them will result in a lowering of your grade. Not meeting requirements is the top reason that students wind up with a lower grade, so please take heed of assignment requirements, and let me know if anything is unclear.

Please be advised, that if you do not meet any of the following criteria, the grade will be lowered:

Written Work:

Unless otherwise stipulated, all written assignments must be formatted according to MLA guidelines. This includes page numbering, using one font (the entire paper, including your page numbering, must be in 12-point Times New Roman), and Works Cited page formatting (complete source information, hanging indents, double-spacing, etc.).

Every paragraph must be 5-7 sentences in length. My reasoning for this is that any less than five sentences will not allow you to adequately explain/expand on the topic of each paragraph, and once you get past seven sentences, you risk losing the reader. If you adhere to this rule, I guarantee that by the end of the semester, your paragraphs will become stronger, better structured, more informative/persuasive. And yes, I will count the sentences in your paragraphs.

Make sure the length of your paper is the length stipulated on Learning Outcomes. So, for instance, if you have to write a 500-word summary, you can come in up to ten words short, but you cannot go past 500 words. Period. The reason for this is that in real life, there are situations – abstracts, proposals, applications – that force you to adhere to strict word counts. So, get used to it. Also be advised that the word count applies only to the text – name, title, page numbers, Works Cited page info are not part of the word count.

Unless specifically instructed to do so, do not use “I,” “we,” “you,” “us,” “my,” “you’re.”

Unless specifically instructed to do otherwise, use objective language only.

Write academically, for a college-level readership. Do not use overly colloquial language.

Proofread your work and fix typos, misspellings, indecipherable sentences, improper spacing, etc.

Have enough required sources for work that requires sources. Dictionaries don’t count as sources.

Use signal phrases to introduce source quotes.

Write your introduction and conclusion paragraphs the way I instruct you to. Every semester, my students have the most trouble writing introduction and conclusion paragraphs, so I’ll spend considerable class time showing you how to write both.

Write clear topic sentences for each paragraph and concentrate on sentence-by-sentence development.

Use transitional words and phrases to give the paper a sense of progression and development.


Oral Presentations:

Practice your presentation several times before you deliver it. Few people enjoy giving oral presentations; if you’re dreading this, the best piece of advice I can give you is to practice beforehand. This will give you a solid sense of how prepared you are, how well you understand the material you’re presenting, and if you’re articulating your points the way you wish to. And, if your presentation is safely within time limits.

Proofread your Power Point slides. Grades will be lowered for typos, misspellings, mangled syntax.

Stick to the time limit.

Make eye contact with your audience.

Don’t stand directly in front of the Smart board. Make sure you’re out of the way so slides can be viewed by all.

Don’t clutter up the slides. Stick to three or four well-chosen points, one sentence each, in a font easy for everyone to see/read.

Dress appropriately. You don’t have to wear a dress or a suit, but please don’t look like you just got out of bed or just came off the beach.


Schedule of Classes

Please note that the date that lists the assignment is the date the assignment is due. So for instance, you must have Priya Krishna’s article “Current Job – Award-Winning Chef. Education: University of IHOP” already read for the 2/6 class. Again, unless otherwise noted, texts for reading assignments are available on the class Open Lab site, under Files.


Date			Assignment(s) Due 

Thursday, 1/30	-Course Introduction, Syllabus review
			-Create an account on openlab.citytech.cuny.edu
			-Lesson on note-taking, annotation
-Lesson on formatting
-Finding articles for oral presentation

Thursday, 2/6  	-Syllabus quiz
-Reading assignment – How to Summarize a Research Article
-Reading assignment – Priya Krishna, “Current Job – Award-Winning Chef. Education: University of IHOP”
-Introduction to Project 1
-Navigating the library site – finding a peer-reviewed journal article

Thursday, 2/13	-Bring in annotated Project 1 article
-In-class summary exercise

Thursday, 2/20	-Summary exercise – peer review

Thursday, 2/27	-Project 1: Summary of Scientific or Technical Article Due
-Introduction to Project 2
-Expanded Definition Topics workshop
-Student presentations: Syed, Jahin, Jonathan

Thursday, 3/5. 	-Expanded Definition workshop
			-Student presentations: Gary, Alpha, Miguel

Thursday, 3/12	-Expanded definition workshop – peer review
			-Student presentations: Donovan, Urooj, Reza

Thursday, 3/19	-Project 2: Expanded Definition of a Technical or Scientific Term Due
			-Introduction to Project 3
			-Project 3 topic workshop
			-Student presentations: Freddy, Pablo, Naome

Thursday, 3/26	-Instruction manual workshop
-Assign groups for Project 4
			-Final project topic workshop 
			-Student presentations: Sanjida, Ricky, Hamza 

Thursday, 4/2  	-Project 3 – peer review
	-Group Proposals Due
	-Student presentations: Stephen, Frank, Jiawei

Thursday, 4/9		-No class

Thursday, 4/16	-No class

Thursday, 4/23	-Project 3: Instruction Manual Due
			-Group project – in-class workshop 
[bookmark: _GoBack]			-Student presentations: Chiek, Sharifa

Thursday, 4/30	-Group project – in-class workshop
	-Student presentations: 

Thursday, 5/7		-Group project – peer review

Thursday, 5/14    	-Project 4: Collaborative Final Project Due

Thursday, 5/21   	-Final project group presentations


	

