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2010 Winter Session (2010-2011 Academic Year) 
ENGL 301: Technical Writing (3 credits) 
 
Instructor: Dr. Ina Biermann 
Section: 001 
Term: 1 
 
Course Description: 
The English 301 course provides principles of written communication outside of the academic 
environment, such as general business and professional writing, as well as practice in the preparation 
of abstracts, proposals, reports and correspondence. 
 
Important: The ENGL301 course may not be used to meet the requirements for the English major or 
the English minor. 
 
Please note: Regular class attendance and continued effort are vital.  
(Please see the detailed notes on p. 3 of this outline about the policy regarding class attendance.) This 
course involves a substantial amount of writing and workshop-type activities in class. The feedback 
provided in class cannot be repeated and no classes can be re-taught during office hours. A steady 
working pace should be maintained throughout the term. 
 
Prerequisites: 
6 credits completed of First Year English. 
 
Required Texts: 

 Lannon, John M. & Don Klepp. Technical Communication 4th Canadian ed. Toronto: Thomson-
Nelson, 2009. 

 Messenger, William E. et al. The Canadian Writer’s Handbook. 5th ed. Ontario: Oxford 
University Press, 2007. 

Recommended Texts: 

 A dictionary, for instance, one in the Oxford “learner’s dictionary” range, and a thesaurus, for 
instance, Roget’s. 

 A user’s guide, such as: 
o Leech, Geoffrey, Benita Cruickshank and Roz Ivanič. An A-Z of English Grammar and 

Usage.  Harlow: Pearson / Longman, 2001. 
o Fee, Margery & Janice McAlpine. Guide to Canadian English Usage. 2nd ed. Ontario: 

Oxford University Press, 2007. 

Course Requirements: 
The following assignments are required during the course, on the specified dates: 
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1. Diagnostic exercise (for participation grade) – (group assignment in class) (2%): Sep. 9 
2. Report proposal (in class) (10%): Sep. 16 
3. Definition  (group assignment in class) (10%): Sep. 23 
4. Report outline (presentation in class for participation grade) (2%): Sep. 30 
5. Instructions for a procedure (in class) (10%): Oct. 7 
6. Language exercise (in class; self-marking) (2%): Oct. 14 
7. Report draft – peer editing (towards participation grade) (2%): Oct. 19 
8. Formal business letters (group assignment in class) (10%): Oct. 26 
9. Job application (take home) (10%): Nov. 11 
10. Final draft of report – peer editing (towards participation grade) (2%): Nov. 23 
11. Final report (30%): Nov. 30 
12. Oral presentation of report (10%): Nov. 25-Dec. 2 

Note: All assignments completed at home must be typed. The assignments labeled “in class” will be 
completed in the computer lab and are to be printed at your own cost. These assignments are due at 
the end of class or at the latest by 13:00 p.m. on the same day. The peer editing assignments are 
designed to reflect class participation and must be completed in class on the dates specified. 

Please take note of the following important information: 

THE DEPARTMENTAL ATTENDANCE POLICY 

1. Students who miss classes because of a disability and who are registered with the Disability 
Resource Centre are given reasonable accommodation, which is to be negotiated at the 
beginning of the course between the student, the DRC, and the instructor. Please make sure 
that you see me as soon as possible after the beginning of term if you are registered with the 
DRC, preferably within the first week of classes. 

2. Students missing 40% or more of the classes, regardless of whether their absences are 
avoidable or unavoidable, will be considered unable to meet the "learning outcomes" of the 
course and will be excluded from the final examination. 

3. Instructors are under no obligation to re-teach material that has already been taught in a 
regularly scheduled class. 

ACADEMIC CONCESSIONS REGARDING OBSERVANCE OF RELIGIOUS HOLIDAYS 

1. Students are required to provide at least TWO WEEKS prior notice in writing (preferably earlier) 
of their intention to absent themselves under the university policy on religious holidays. Detailed 
information is available in the regular printed version of the 2010/11 Calendar and also at: 
http://www.universitycouncel.ubc.ca/policies/policy65.pdf. 

2. Opportunity will be provided for students to make up work or examinations missed without 
penalty. 
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SYLLABUS: ENGLISH 301:001 
Technical Writing (Fall 2010) 

Week 1 

Sep. 7: Introduction 
Sep. 9: Summarizing; diagnostic exercise with 
peer editing and rewriting 
Reading: Selection from Chapters 1; 9 

Week 2 

Sep. 14: Introduction to reports; feedback on 
diagnostic exercise; the paper memo for 
submitting the report proposal 
Sep. 16: Memo with the report proposal (in 
class) 
Reading: Selection from Chapters 1; 9; 22; 14; 
18 

Week 3 

Sep. 21: Last day for withdrawal without a “W” 
Sep. 21: Defining: writing a definition; practice 
and peer editing 
Sep. 23: Definition in class 
Reading: Selection from Chapters 1; 9; 22; 14; 
18 

Week 4 

Sep. 28: Feedback on definition exercise; 
outlining 
Sep. 30: Report outline presented in class  
Reading: Selection from Chapters 2-4; 14; 18 

Week 5 

Oct. 5: Writing instructions; the use of the 
imperative form 
Oct. 7: Instructions for a procedure in class 
Reading: Selection from Chapters 1-3; 16 

Week 6 

Oct. 12: Feedback on procedure assignment; 

information gathering and documentation for 
research report 
Oct. 14:  Language exercise with peer marking 
in class; discussion  
Reading: Selection from Chapters 18-22 

Week 7 

Oct. 19: Peer editing and discussion of report 
draft 
Oct. 21: Business letters discussed: bring 
examples of business letters to discuss 
Reading: Selection from Chapters 8; 21-22 

Week 8 

Oct. 26: Write two business letters in class (one 
from a client and one from the company in 
reaction to the client’s letter)  
Oct. 28: Workshopping report drafts 
Reading: Chapters 21-22 

Week 9 

Nov. 2: Job applications; bring an 
advertisement of a job you will apply for in the 
exercise 
Nov. 4: Job application in class 
Reading: Chapters 19-21 

Week 10 

Nov. 9: Review of grammar and composition – 
preparation for pre-final draft of report 
Nov. 11: Job applications due 
Pre-final draft in progress; peer editing 
Reading: Selections from Chapters 19-24 

Week 11 

Nov. 16: Feedback on job applications; 
interviewing  
Nov. 18: Preparing supplements; the use of 
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graphics, sources 
Reading: Selections from Chapters 19-21 

Week 12 

Nov. 23: Pre-final draft and supplements; 
discussion of presentation copy; preparation for 
presentations; peer editing of final draft 
Nov. 25: Final report due; class presentation of 
final reports 

Week 13 

Nov. 30 & Dec. 2: Class presentation of final 
reports   

Final exam period: Dec. 7-21 (inclusive) – 
there is no exam scheduled for this course 

Please note that the schedule is subject to change at the instructor’s discretion. 

Please note that no extension is possible for the final report. Late assignments will be penalized by 2% 
per late day, including weekends. 

 


