
 
 
 
Dr. Liz Angeli  
414-288-3466  
elizabeth.angeli@mu.edu (I reply to email M-F; plan accordingly)  
Marquette Hall 227 | T 11:30am-1pm, W 10:30am-12pm, & by appt. 
 
 

You write every day, and you will write even more in the workplace. 
This class draws on your writing skills to help you become an effective and ethical 
professional communicator. What does that mean? Professional communication is the 
presentation of workplace materials in written and visual formats, and these formats 
are user centered and respond to users’ needs. This class will prepare you for how to 
anticipate, identify, and respond to these needs.  
 
 
What You Need: Books and Supplies 
 
Books: Buy and read them 

Johnson-Sheehan, R. (2018). Technical communication today (6th ed.). New 
York: Pearson/Longman.  
 
Williams, R. (2014). The non-designer’s design book: Design and 
typographic principles for the visual novice (4th ed.). Berkeley, CA: Peachpit 
Press.  

 
Supplies: Make sure you have them 

• Highlighters, tabs, or other supplies to mark the readings 
• A notebook or a way to take notes in class 
• A stapler 
• A pen or pencil 
• Printing paper and a working printer or money to print on campus 
• Folder to submit portfolio work  
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What We’ll Learn: Course Goals and Learning Outcomes 
 
Write in context 

• Analyze an audience to determine audience’s needs, values, and 
attitudes.  

• Compose effective documents that help an audience act. 
• Write to the different levels of technical expertise of a range of 

audiences and stakeholders to foster technical understanding. 
• Understand the ethical implications of professional 

communication. 
• Use and evaluate the writing technologies frequently used in the 

workplace, such as emailing, image editing, presentation design 
and delivery, and content management. 

 
Manage projects 

• Understand, develop, and deploy various strategies for planning, 
researching, drafting, revising, and editing documents both 
individually and collaboratively. 

• Select and use appropriate technologies that effectively and 
ethically address professional situations and audiences. 

• Build professional ethos through documentation and 
accountability. 

 
Design documents 
Make rhetorical design decisions about technical documents, including 

• understanding and adapting to genre conventions and expectations 
of audiences; 

• understanding and implementing design principles of format and 
layout; 

• interpreting and arguing with design; 
• drafting, researching, testing, revising visual design and 

information architecture;  and ensuring the technical accuracy of 
visual content. 

 
Work in teams 
Learn and apply strategies for successful teamwork, such as 

• working online with colleagues to determine roles and 
responsibilities; 

• managing team conflicts constructively; 
• responding constructively to peers' work; 
• soliciting and using peer feedback effectively; and achieving team 

goals. 
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Conduct workplace research 
Understand and use the research methods and strategies necessary to the production of 
professional, user-centered documents, including 

• working ethically with research participants and subject matter 
experts; 

• locating, evaluating and using print and online information;  
• triangulating sources of evidence; and 
• selecting appropriate primary research methods such as interviews, 

observations, and surveys to conduct usability research 
 
 
 
Develop Professional Workplace Practices: Class Policies 
 
These policies are intended to help you develop professional habits and writing 
practices. 
 
Our classroom is a professional environment. We will treat this classroom as a 
workplace; therefore, professionalism encompasses the intangible aspects of the course. 
Professionalism has several facets: attendance, courtesy, leadership, collaboration, 
teamwork, participation, respect, and following directions.  
 
Participation also has several facets: speaking in class, being fully prepared for class, 
paying full attention, displaying respect towards your colleagues and me, and staying 
off the computer or your phone. Note that participation and professional overlap.  
 
 
Be present and engaged 
To be considered present in a class, you must do the following: 

• Stay engaged and participate in class and in conferences 
• Sign your name on the attendance sheet; you may not have another 

student sign your name or ask another student to sign in for you 
• Keep your cell phone off; do not text – and if you do, step into the 

hallway 
• Arrive to class on time and stay until class is over 
• Refrain from being online unless instructed  

 
What counts as an absence? 
Marquette does not distinguish between excused and unexcused absences.  
 
In short: Don’t miss class unless you have no choice. Missing class or a required 
conference will affect your course grade. If you need to be absent, contact me ASAP via 
email or phone. Student athletes: You must present me with documentation for classes 
that you need to miss. 
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Missing a required conference, including the grading contract phone call, counts as an 
absence; completing a required conference after the deadline counts as being late.  
 
How can I see my attendance record? 
You can keep track yourself, and I keep attendance records on D2L. 
 
What are the penalties for absences? 

• 5+ absences before the WA deadline (4/12/2019) = student withdrawn from 
the course and assigned WA  

• Exceeds, has 5+ absences after the WA deadline = student fails the course 
• 4 lates = 1 absence. Being late means that you arrive or leave more than 10 

minutes from class or complete a required conference after the deadline.  
 

Use a descriptive file name format 
In any workplace setting, people share a massive amount of information. 
If you need to upload or email me a file, use this naming convention: 
lastname_engl3220s19_assignmentname_date.docx 
 
For example, my file for my class minutes would look like this:  
angeli_engl3220s19_minutes_01292019.docx  

 
Any file not submitted in this form will not be counted, must be resubmitted, and will 
be considered late. 
 
 
Write and send professional emails 
All emails you send to me must conform to the following seven guidelines: 

¨ Appropriate subject heading that includes your class number and a 
brief phrase describing the email’s content, e.g., “English 3220: 
Question about Reading” 

¨ Appropriate address line, e.g., “Dear Dr. Angeli,” 
¨ Appropriate closing line, e.g., “Sincerely,” “Regards,” etc. 
¨ Awareness of appropriate level of formality 
¨ Clear language and a lack of glaring grammatical/spelling problems 
¨ If an attachment is included, clearly refer to and indicate the 

attachment's relationship to the email message 
¨ Next steps indication, i.e., what the email recipient is to do with the 

information 
 

If your email doesn’t conform to these guidelines, I will reply with a blank 
email. This blank email is your notice that your original email lacked the 
above features. Upon receiving this email, please check this list and re-
send me your email.  
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Meet deadlines  
Assignments are due on the due date at the beginning of class, in class. 
They must adhere to the assignment requirements to be accepted (i.e., 
printed, stapled, uploaded etc.).  
 
In-class activities cannot be made up or submitted late.  
 
If an unavoidable problem arises, email me before the deadline.   
 
 

Use technology respectfully 
Phones must be on silent—not vibrate—during class. Texting stops as 
soon as you enter the classroom and class begins. If you are on your 
phone during class, you will be marked absent for the day. If you have an 
emergency and need to access your phone during class, answer your 
phone in the hall.  

 
You may bring your laptop or tablet to class, but you are expected to use any device for 
class purposes. Do not check social media, websites, email, etc. or work on other 
homework during class—it distracts you and others. Doing so will affect your 
professionalism grade.  
 
 
Manage your print and electronic documents 

• Create a folder for this course and save messages. Saving emails 
ensures you have proof of sending emails, submitting work, etc.  

• Print documents and papers as needed. Because I offer handwritten 
comments on papers, I only accept paper copies of assignments.  

• Ensure your printer works and has ink and paper. Check the amount 
of money on your printing account and adjust accordingly. Printing 
problems are not an acceptable excuse for missing, late, or incomplete 
work. 

 

Uphold academic integrity 
You will be held to the traditional standards for academic integrity, which 
are codified in the Statement on Academic Integrity. Violating this policy 
is likely to have consequences for your grade in the course.  

 
 
 
As you’ll see from the code, academic integrity encompasses important parts of 
academic life: being prepared for class, being respectful of other, and representing 
sources fairly (i.e., avoiding plagiarism). To ensure you do not plagiarize, you must 
follow either MLA 8th edition or APA 7th  edition. You can use the Purdue OWL 
(http://owl.english.purdue.edu) or buy the manual/s. 
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If you need support, seek it out 
 

Accommodations  
Students needing accommodation should contact the Office of Disability 
Services (ODS) to authorize your accommodation. You may visit ODS at 
the 707 Building room 503 or call them at 414-288-1645. If you have an 
accommodation, submit your accommodation letter ASAP, and we will 
work together to meet those accommodations.  

 
Additional writing support 
If you would like more writing help, make an appointment at Marquette’s Writing 
Center (Raynor 240, 414-288-5542). You also can visit the Purdue OWL 
(http://owl.english.purdue.edu/), and you can come to office hours, too. 
 
Counseling Center 
If you are experiencing academic, interpersonal, or behavioral challenges, please contact 
the Counseling Center (Holthusen Hall 2nd floor) at 414-288-7172. You may also contact 
me to seek assistance. 
 
 
How We’ll Meet Course Goals:  
Assignments, Projects, and Assessment 
 
Your final grade for the semester will be a combination of your grades on projects, 
scaffolding assignments, and exams. I am happy to discuss feedback with you 24 hours 
after you have received it. 

Grade Component Points  Your Points Earned 
Scaffolding assignments 20 (1 point each)  
Professional bio 5  
Intro memo 5  
CD 20  
DRP 30  
IDUT 35  
Midterm exam 30  
Final exam 35  
Professionalism, participation 20  
 200 total  

 
I follow Marquette’s policy for undergraduate grading:  

Final Point Range % Range Letter Grade 
200-185 100-93% A 
184-179 92-90% A- 
178-173 89-87% B+ 
172-165 86-83% B 
164-159 82-80% B- 
158-153 79-77% C+ 
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152-146 76-73% C 
145-139 72-70% C- 
138-133 69-67% D+ 
132-119 66-60% D 
118-0 59-0% F 

 
Scaffolding assignments 

Scaffolding assignments (SA) help you complete the course projects, and 
they will support our class discussion. SAs include drafts of all projects, 
team activity reports that you’ll complete during the IDUT, class minutes, 
and daily homework.  

 
 
Taking class minutes 
During two classes this semester, you will be responsible for taking class notes and 
posting them to our class Word doc. You can take notes on the computer or in a 
notebook. Please see the “Guidelines for Writing Class Minutes” PDF on D2L. 
 
How are SAs assessed? 
Each SA completed earns 1 point. If you submit an SA late, submit an incomplete SA, or 
do not complete it, you earn 0 points for that SA. Project drafts will have a rubric that 
outlines areas of strength and improvement.  
 

Course projects and exams 
The major course projects include: 

1. Professional biography 
2. Introductory memo 
3. Career dossier  
4. Document redesign and postmortem report 
5. Instructions document and usability report (collaborative)  

 
You will have the opportunity to revise either the career dossier or the document 
redesign/postmortem report. Revisions are due on 5/2, and the original grade will be 
replaced with the average of your original grade and the grade of the revision.  
  
We have a midterm and a final cumulative exam. The exams will test your knowledge 
of the readings and your ability to apply them to workplace situations and documents.  
 
How are the projects, professionalism, and participation assessed? 
During the semester, each project will have a detailed rubric that outlines the 
requirements so you know how to meet course goals. Please use the following table as a 
general guide for assessment.  
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Letter Grade Ranges 
(GPA) 

Work Quality Prof./Participation  

A, A- = superior 
work 
(4.00, 3.67)  

Work needs no revision and 
exceeds all requirements as 
listed on the prompts. The 
documents would be completely 
acceptable for their intended 
rhetorical situations. A 
supervisor would accept the 
documents without revisions 
and/or would request minor 
revisions that could be 
completed quickly. 

Student attended all classes; 
arrived on time and did not 
leave early. Actively, 
appropriately participated all 
semester. Demonstrated high 
level of professionalism as 
outlined above. Actions, 
attitude are acceptable in 
professional, academic 
contexts.  

B+, B, B- = good 
work 
(3.33, 3.00, 2.67)  

Work meets requirements and 
needs revision but is generally 
acceptable. The documents meet 
all the requirements listed on the 
prompts, and may go beyond 
expectations in some areas. The 
documents would be acceptable 
for their intended rhetorical 
situations after revisions. A 
supervisor would accept the 
documents but require some 
revision to improve them.  

Student attended most 
classes; may have arrived 
late or left early. Participated 
most of the semester. 
Demonstrated basic 
components of 
professionalism. Actions, 
attitude are acceptable in 
professional, academic 
contexts but may need some 
improvement.  

C+, C, C- = 
satisfactory work  
(2.33, 2.00, 1.67) 

Work meets requirements as 
listed on the prompts but needs 
revision to be fully acceptable 
for their intended rhetorical 
situations. A supervisor may ask 
for the documents to be revised 
and resubmitted.  

Student missed classes; 
arrived late or left early 
consistently. Did not 
participate or participated in 
a pro forma way. 
Demonstrates some aspects 
of professionalism but needs 
improvement.  

D+, D = work 
minimally passes 
(1.33, 1.00) 

Work needs significant revision 
to meet requirements as listed 
on the prompts and to be 
acceptable for their intended 
rhetorical situations. A 
supervisor would require the 
author to revise and resubmit 
the documents. 

Student missed many 
classes; arrived late or left 
early consistently. Did not 
participate all semester. 
Lacked professionalism.  

F = failing; 
unacceptable work 
(0.00) 

Work lacks basic required 
components. A supervisor 
would not accept the 
documents. 

Student did not attend 
enough classes to pass the 
class. Did not participate all 
semester and/or contributed 
negatively. Lacked 
professionalism consistently.  
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Course Schedule1 

I will post a more detailed weekly schedule on D2L every Monday by 9am. Use this 
schedule for long-range planning, and check D2L weekly to ensure you are up-to-date.   
 

Week   
 

Topic 
Readings -- read before class 
Class activities and discussion assume you 
have read all the material for the class; come to 
class prepared so you can participate. 

Major 
Deadlines2 
 

Conference 
Deadlines, 
Notes 

Week 1 Intro to Course   
T  1/15    
Th 1/17 1. Syllabus 

2. JS Ch. 1 
3. JS p. 133, Ch. 6 

  

Week 2 Audience, Ethics   
T 1/22 1. JS Ch. 2 

2. Liver donation letter 
3. Professional 

bio, intro 
memo 

4. Last day to 
add/drop 1/22 

Th 1/24 1. JS Ch. 4 
2. Ethics case study activity 

5. SA: Case study 
response 

6.  

Week 3 Career Dossier   
T 1/29 1. CD Project Description 

2. JS Ch. 5 
  

Th 1/31 1. Student sample dossiers   
Week 4 Design   
T 2/5 1. Williams Ch. 1, 2, 3, 4, 5 (they’re short) SA: Position ad 

analysis 
 

Th 2/7 1. Williams Ch. 12, pp. 114-124, pp. 145-148   
Week 5 Peer Review   
T 2/12 Workshop CD SA: CD draft  Conference re: 

intro memo 
completed 

Th 2/14 Workshop CD   
Week 6 DRP   
T 2/19 1. DRP Project Description 

2. JS Ch. 10 
CD final  

Th 2/21 1. JS Ch. 13 
2. Sample postmortem reports 

  

Week 7 Creative Commons, InDesign   
T 2/26 1. Williams Ch. 7 and pp. 125-136 

2. Creative Commons 
https://creativecommons.org/licenses, 
http://tinyurl.com/nb5dcnj 

SA: DRP 
project plan 
memo 

 

Th 2/28 InDesign Tutorial at the DSL SA: Business 
card mockup   

 

Week 8 Midterm Exam   
T 3/5 Review for midterm   
Th 3/7 Take midterm exam   
Week 9 Spring Break   
T 3/12 Spring Break   
Th 3/14 Spring Break   
Week 10 Revision, Workshop   
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T 3/19 1. JS Ch. 19 (stop at “Document Cycling”) 
2. Readability principles 

SA: DRP draft 
uploaded 

 

Th 3/21 Workshop DRP   
Week 11 Instructables, Collaboration   
T 3/26 1. IDUT Project Description 

2. JS Ch. 9 
DRP final  

Th 3/28 1. JS Ch. 3 SA: Elevator 
pitch 

 

Week 12 Instructions, Usability   
T 4/2 1. JS Ch. 8 SA: IDUT 

proposal 
 

Th 4/4 1. JS Ch. 19, pp. 545-549  
2. How to plan a usability test 
3. http://www.usability.gov/how-to-and-

tools/methods/planning-usability-
testing.html 

  

Week 13 Usability Testing, Reports   
T 4/9 1. How to run a usability test 

http://www.usability.gov/how-to-and-
tools/methods/running-usability-
tests.html 

  

Th 4/11 1. JS Ch. 11 
2. How to report usability results 

http://www.usability.gov/how-to-and-
tools/methods/reporting-usability-test-
results.html 

SA: Usability 
testing plan 

4/12 last day to 
withdraw 

Week 14 Presentations   
T 4/16 1. JS Ch. 20  

2. PechaKucha: 
http://www.pechakucha.org/ 

  

Th 4/18  No class, Easter Break   
Week 15 IDUT Conferences   
T 4/23 In-class IDUT conferences SA: IDUT 

drafts 
Usability testing 
must be 
completed by 
this week 

Th 4/25 In-class IDUT conferences SA: IDUT 
drafts 

Complete 
conference re: 
revised 
document 

Week 16 IDUT Presentations, Final Documents Due   
T 4/30 Work on your own   
Th 5/2 IDUT presentations 

 
IDUT 
presentations, 
IDUT final, 
revised 
document, 
reflection letter 

 

Finals Week    
W 5/8 
8-10am 

Cumulative final exam in our classroom   

 
1. Subject to change. I will notify you via class, email, and D2L of changes. 
2. SA = Scaffolding assignment 
 
 


