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English 2311:  Technical and Business Writing   

CRN 21737; T/Th 1-2:20 

Spring 2020 
 

Instructor: Kelli Wood      

Office: Room 1101 TM 

Office Hours: M/W: 1:00-4:30, T/Th: 10:30-11:30, F: 10-11 

Phone: 831-5065 

Email: kwood@epcc.edu  

Web:  www.kelli.ninja  

 

 “You don’t have to be great to get started,  

                     but you do have to get started to be great.” --Les Brown 

  
Instructor’s Course Requirements 

 

I. Prerequisites: Prerequisite: ENGL 1301 with a “C” or better. (3:0).  

 

II. Online Components and Lecture Recordings 

A. Many of the components of this course are online and require you to access them by 

computer or smartphone. Please remember that the computer labs not only house 

computers, but also are staffed by people who are knowledgeable and there to help 

you. Additionally, the labs have a limited number of laptops you can check out. EPCC 

computer lab locations and hours.  

B. I record class lectures that capture the screens we view in class and classroom audio. 

They are there for your review and in case you must miss class. They are not a 

replacement for being in class. See the attendance policies below.   

1. The video will be posted to YouTube and available during the semester, and the 

link to the class playlist is posted on our Blackboard classroom menu during the 

first week of class. You can also visit my YouTube channel, or just search YouTube 

for kelli.ninja  

2. Videos will generally posted by late afternoon on the day of class.    

 

III. Texts and Materials:  

A. Required Text books:  

1. Writing That Works: How to Write Effectively on The Job, 12th Edition, by Walter E 

Oliu, Charles T Brusaw, Gerald J Alred. ISBN: 9781319019488.  

2. The Writer’s Reference with Writing about Literature. 8th edition. Diana Hacker 

ISBN: 978-1-319-08707-4 

B. Materials: 

1. Materials are described in individual assignments.  

C. Supplements 

1. Access to my website: kelli•ninja  

2. Access to Blackboard:  https://online.epcc.edu 

3. English 2311 Business and Technical Writing handout at on the 2311 page on my 

website: http://kelli.ninja/2311/Engl_2311_Unit-Assignments.pdf  

mailto:kwood@epcc.edu
http://www.kelli.ninja/
https://www.epcc.edu/services/acs
https://www.epcc.edu/services/acs
http://www.epcc.edu/it/acs/Pages/default.aspx
https://www.youtube.com/user/grammarthis1
http://kelli.ninja/
http://www.kelli.ninja/
https://online.epcc.edu/
http://kelli.ninja/2311/Engl_2311_Unit-Assignments.pdf
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4. Writing down the Basics: Available on my website . 

a. You can get a print copy of both of these as a pdf download from the links 

above, or you can get a print copy at the TM ISC (Room 1550). 

 

IV. General Classroom Guidelines  

A. Be prepared for class.    

B. Read all required readings and have your assignments ready for submission at the 

beginning of class.  

C. Do not bring children to or wear headphones during class.  

D. I do not want to see your cell phone once class begins unless we are working on 

something that requires individual or group internet access.  

E. Turn your phone off or put it on silent and put it away.  

F. If you must constantly check your phone, find another section or consider taking an 

online class.   

G. If for a pressing emergency, you must answer a call, leave the room to do so.    

H. If I hear your cell phone or you are using it in class to text or post, I reserve the right 

to answer your calls, respond to your text messages, or place posts on any social 

media apps or sites you have open.    

I. Refrain from sleeping or engaging in side conversations, doing homework, or 

studying for other classes during our class.  

J. Be respectful of your peers and instructor at all times. Avoid making prejudicial 

remarks regarding anyone’s race, ethnicity, social class, gender, sexual orientation, 

physical appearance, age, disability, or any other kinds of differences. Avoid activities 

that could be perceived as sexual harassment.  

1. This doesn't mean we don't talk about these issues; it means we talk about 

them respectfully. 

K. I will drop you for disorderly conduct or disruptive behavior as defined in the student 

code of conduct or if your behavior disrupts the learning environment. This includes 

but is not limited by items on the list above.   

L. Most importantly: Come to class with a good attitude, a sense of humor, and a 

willingness to work and learn.  

 

V. Attendance: (5% of grade)  

A. Attendance is expected and essential in any classroom environment.  More than 

three absences will adversely affect your grade.    

B. The only excused absences are those students who must miss class for military duty, 

emergency services (EMS, fire department, police department), or college sponsored 

activities.    

1. In order to be excused you must provide written notification of the reason 

and duration of your absence two weeks in advance, except in cases of 

emergency.    

C. I will take attendance every day. I reserve the right to strike your name from the sign-

in sheet for the day if you simply sign-in and then leave.    

https://kelli.ninja/Writing_down_the_Basics.pdf
https://kelli.ninja/Writing_down_the_Basics.pdf
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D. I use the Early Alert program the college has subscribed to in order to track and 

encourage attendance. When I log class attendance records on it, it will generate and 

send you an email if you have been absent. I try to log attendance each day after 

class, but sometimes get behind, which may result in multiple emails. In the end, it is 

your job to make sure you sign in each class period.    

E. It is your responsibility to let me know if your name ever disappears from the sign-in 

sheet. I update it from the official list regularly, so your name not being there 

indicates a registration problem you need to deal with quickly. I can help direct you 

to staff who can assist you with those issues.  

F. If you anticipate being absent from a scheduled class it is your responsibility to make 

up missed work, though group work, quizzes and other collaborative exercises 

cannot be recreated. If you must miss class, arrive prepared at the next class meeting.    

 

VI. Drops for Non-Attendance  

A. If you do not attend during the first week of class, I will drop you.   

B. I will only make exceptions to this in situations where I am contacted beforehand and 

any work that was due during the first week was turned in with me as pre-arranged.  

C. If you miss two consecutive weeks of class without contacting me or having someone 

contact me on your behalf, I may drop you.   

D. After five non-consecutive absences, I may drop you from the course.   

E. Ultimately, it is your responsibility to drop the course if you are not going to be able 

to complete it.    

F. If I do not drop you and you miss more than one-fifth of the class, your final grade 

will be dropped by one letter grade.  

 

VII. Participation: (5% of grade)  

A. Part of your grade is based on participation in class discussions and work. For the 

most part, in-class and group work cannot make up outside of class. If you expect to 

accomplish passing level writing by the end of the semester, it is important for you to 

actively participate in class.    

A. Cheating, Plagiarism, and Collusion  

B. Cheating, plagiarism, and collusion are both intellectual theft and academic dishonesty. 

They will not be tolerated in this class.   

C. Any instance of cheating, plagiarism, or collusion will result in failure of the course. This 

does not negate your right of appeal as described in the Student Handbook. 

 

II. Assignments 

Other than prewriting and work done in class, all work should be typed and formatted according 

to standard formatting we will study in class. I will not grade handwritten work with the 

exception of prewritings and in-class essays.   

 

B. General Considerations 

1. If you MUST turn in work to me outside of class and I am not in my office, do 

NOT put it under my office door. Anything turned in under my office door will 
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be thrown away.  Instead, turn it in to my mailbox at the TM ISC (TM Room 

1550). 

a) Have the staff member initial it and put the date on it. 

b) If you do not have the staff member date and initial it, it will be 

considered turned in on the date I pick it up, not the date you turned 

it in.  

c) Email or call my office and leave a message me to let me know you 

have done this. 

C. Individual Assignments 

1. We have 5 Unit assignments.  Each is covered in the assignment handout 

linked on the 2311 page at kelli•ninja  

a) In order to earn a passing grade of C you must attend class, 

participate in class activities, and complete assignments at a minimal 

level of proficiency. Higher grades will require a more noteworthy 

performance on your part. Each unit is worth 18% of your grade, for a 

total of 90%. The remaining 10% is based on attendance and 

participation.  A complete list of individual assignment weighting can 

be found in the assignments document at kelli.ninja/2311.html.   

 

VIII. Writing Extra Credit:  You may earn up to 5 extra credit points on major written 

assignments if you go to the writing center. 

1. You may earn up to 5 extra credit points on essays and cover letters if you go to the 

writing center either in person or online. (Consult with me if you use the online 

writing center.)  

2. Access the rules for essay extra credit on my Extra Credit webpage, and carefully read 

the rules and instructions.  

3. Because I believe this is so important, I will give you extra extra credit for the first 

assignment. If you take your MLA Format Assignment to the writing center, you may 

earn up to 10 extra credit points. This only applies to the first writing assignment.  

 

III. Late Work:  

A. Each assignment will have a specified due date and will be due at the beginning of class 

on that date unless otherwise specified in the schedule or announced in class. It is 

important that you attend and meet all deadlines.    

1. I will not accept it more than five (5) days late. In addition, you will lose five (5) points 

for each day the work is late.    

a) You will not receive the feedback you would have gotten had the assignment 

been submitted on time.     

2. The only time I will accept works beyond the late due date (5 days) is if you meet the 

following conditions  

a) Your work is late due to catastrophic circumstances beyond your control. 

(Unexpected surgery, a serious auto accident, etc. It must be credibly 

documented.)  

http://www.kelli.ninja/
http://www.kelli.ninja/2311.html
https://www.kelli.ninja/extra.html
https://www.kelli.ninja/extra.html
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b) You must be in good standing in the class at the time of the catastrophe. 

(Consistent attendance, work, and participation.)  

c) You must notify me as soon as possible and arrange to meet with me to discuss 

plans for catching up.  

3. I reserve the right to determine whether or not your circumstance qualifies for this 

exception and whether or not you meet the conditions listed above. Additionally, we 

must be able to work in the time-constraints of the semester.   

4. NO LATE WORK WILL BE ACCEPTED DURING FINALS WEEK.    

 

IX. Pursuit of Course Objectives 

If you do not turn in at least 50% of the work for a unit, it will be assumed that you have 

ceased to pursue the objectives of the course and you will be dropped from the course 

unless you notify me of extenuating circumstances. 

 

X. Record-Keeping  

Keep all of the work you do for this class until final grades have been posted. In the 

event of fire, theft, or loss of my grade book, you may need to produce all work you’ve done. 

Additionally, we have projects that require you to use past course work. 

 

XI. Course Evaluation   

As we go through the course, we will review the specific criteria for each assignment; 

however below is a breakdown of points in the class. We will follow a traditional grade scale, 

dispersed as follows. 

 

Point Distribution 

Attendance     5% 

Participation      5% 

Unit 1   18% 

Unit 2   18% 

Unit 3   18% 

Unit 4   18% 

Unit 5   18% 

Grade Scale 

A               90-100+ 

B               80-89 

C               70-79 

D               60-69 

F                  0-59 

 

 

 

XII. Schedule  

The schedule is attached at the end of this handout. It is very important that you make sure 

you have a copy of it throughout the semester as it tells you what we’ll be doing in class, 

and what homework you need to have done. If you lose your copy, let me know as soon as 

possible so that I can get you another one. It is also available on my website at web:  

www.kelli.ninja. The schedule is tentative and subject to change. I will change it only to best 

support our learning throughout the semester. If there are any major changes to the 

schedule, I’ll give those to you in writing.   

  

http://www.kelli.ninja/
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XIII. Contacting Me 

A. All of my contact information is listed on the first page of this syllabus and in our 

Blackboard classroom.  

 

B. Office Hours  

1. Please make use of my office hours to come see me. Those are times set aside for 

addressing questions you have.    

2. If you cannot make it to my office hours, let me know and we can schedule a time 

that works for both of us.   

3. If I must cancel my office hours for a meeting, appointment, or other business, I 

will do my best to let you know beforehand.  

 

C. Email  

1. I expect you to use your EPCC email account for all communication related to 

your course work. However, in cases of emergency you may use an alternate 

account.   

2. Always include a subject line and a message. Any attachment sent with no 

subject line and message will be deleted.  

3. When you email me, or any of your teachers for that matter, you need to make 

sure that you identify who you are and which class you’re in.  

4. Use your class days and time in the subject line. For example, “MWF 10 am” or 

"ENGL 1301 Online."  

5. Use your first and last name in the email.  One semester I had four Jessicas, so 

first name alone doesn't always work.  

6. Read about these 10 best email practices.  

7. As this class is practice in your professional communication, I expect you to use 

proper English—no text-speak. You do not need to be overly formal, but 

proofread your writing and state your message clearly.    

8. I will always do my best to respond to you in a timely manner, but remember that 

I teach a number of other classes in addition to my other duties at the college.   

9. I generally do not check email on the weekends.   

 

D. Phone  

1. Feel free to call me at my office. If I am not in, leave your name, the course you’re 

in (MWF 11 am, MW 1 pm, etc.) and a number I can call you back at. I will return 

your phone call as soon as possible.   

2. Please remember that even if you call during office hours I may be working with 

another student, so please leave a number and brief message. I will call you back 

as soon as I can.   

 

 

 

 

https://www.techrepublic.com/article/10-plus-e-mail-best-practices-to-share-with-your-users/
http://www.techrepublic.com/article/10-plus-e-mail-best-practices-to-share-with-your-users/
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XIV. Agreement to Instructor Policies  

A. By continuing to be enrolled in this class, you are indicating to me that you understand 

and accept the class policies as explained above.  

 

XV. Final Notes: This is a skills class where you practice and learn how to write for business 

environment.  While I am here to help and instruct you, I am also dedicated to helping you 

learn to do this on your own as I cannot prepare you for every eventuality of writing in your 

field.  As such, I often ask you to start this discovery on your own as a means of learning how 

to do this on the spot.  I will then help you and guide you through the process.   
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Course Schedule 

The following is our schedule for the semester. Do not lose it! If you do lose this, ask me for 

another copy as soon as possible or get one from the kelli.ninja! Please note that it is subject to 

change to fit our learning needs. Any major changes will be given to you in writing. Minor 

changes will be announced in class.  

 
Date What’s Due Today—Homework 

1/21 

T 
 Syllabus 

 Website: kelli•ninja 

 Blackboard 

 Source Summary Assignments and Presentations 

1/23 

TH 

 Read Unit 1  

 Contact Info:  Fill out this online contact info and get a 100! 

1/28 

T 

 Read  

o Writing down the Basics, Attribution – Credibility, pp. 55-57 

o How to Write a Summary  

 Source Summary #1 due to the appropriate discussion board by 12:50 p.m. Find 

and post at least two websites on what makes sources credible. With each of them, 

provide a 3-5 sentence summary of the information and a rationale for why it’s 

credible. Be ready to present your information during class. 

1/30 

TH 
 Read Writing down the Basics, Why Refine your Writing – Emphasis, pp. 6-18 

 Source Summary #2 due to the appropriate discussion board by 12:50 p.m. Find 

and post at least two websites on online/business etiquette. With each of them, 

provide a 3-5 sentence summary of the information and a rationale for why it’s 

credible. Be ready to present your information during class. 

2/4 

T 
 Read Writing down the Basics, Business Writing, pp. 121-125 

 Source Summary #3 due to the appropriate discussion board by 12:50 p.m. Find 

and post a website on each of the following (put them all in one post):  

o 1) email format/layout,  

o 2) business memo (memorandum) format/layout, and  

o 3) business letter format/layout.  

With each of them, provide a 3-5 sentence summary of the information and a 

rationale for why it’s credible. Be ready to present your information during class. 

2/6 

TH 

 Unit 1 Due 

 Read Unit 5 

 Source Summary #4 due to the appropriate discussion board by 12:50 p.m. Find 

and post at least two websites on writing a recommendation OR feasibility report. 

With each of them, provide a 3-5 sentence summary of the information and a 

rationale for why it’s credible. Be ready to present your information during class. 

http://www.kelli.ninja/syllabi.html
http://www.kelli.ninja/
https://online.epcc.edu/webapps/portal/frameset.jsp
http://kelli.ninja/2311/Engl_2311_Unit-Assignments.pdf
https://docs.google.com/forms/d/e/1FAIpQLSdAkutBJfVHylUBQjI66wkNrZs2ZO9MpTNb0uB-ccK2E3mFcA/viewform
https://kelli.ninja/Writing_down_the_Basics.pdf
http://kelli.ninja/1302/research/How%20to%20Write%20a%20Summary%20Mejia%20adaptation.pdf
https://online.epcc.edu/ultra/stream
https://kelli.ninja/Writing_down_the_Basics.pdf
https://online.epcc.edu/ultra/stream
https://kelli.ninja/Writing_down_the_Basics.pdf
https://online.epcc.edu/ultra/stream
http://kelli.ninja/2311/Engl_2311_Unit-Assignments.pdf
http://kelli.ninja/2311/Engl_2311_Unit-Assignments.pdf
https://online.epcc.edu/ultra/stream
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Date What’s Due Today—Homework 

2/11 

T 
 READ Writing down the Basics, Punctuation Basics-Bonus Comma Knowledge, pp. 

20-24 

 Source Summary #5 due to the appropriate discussion board by 12:50 p.m. Find 

and post at least two websites on writing a good research essay proposal memo. 

With each of them, provide a 3-5 sentence summary of the information and a 

rationale for why it’s credible. Be ready to present your information during class. (This 

is Unit 5 preparation. See your schedule for the proposal memo due date; however, 

you are highly encouraged to turn it in early.) 

 Read Unit 2 

2/13 

TH 
 READ Writing down the Basics, Salty Tale - Colons, pp. 25-29 

 Source Summary #6 due to the appropriate discussion board by 12:50 p.m. Find 

and post at least two websites on writing instructions. With each of them, provide a 

3-5 sentence summary of the information and a rationale for why it’s credible. Be 

ready to present your information during class. 

 Unit 2 Proposal Due 

2/18 

T 
 Read:  Review Unit 5, Topic Proposal and Source Summary #5 links 

 Source Summary #7 due to the appropriate discussion board by 12:50 p.m. Find 

and post at least two websites on developing questions for feedback/survey forms. 

With each of them, provide a 3-5 sentence summary of the information and a 

rationale for why it’s credible. Be ready to present your information during class.  

 Send me a Unit 5 progress email. 

2/20 

TH 
 Beta Testing:  Bring 3 copies of your instructions and feedback form/survey. 

2/25 

T 

 Unit 5 Topic Proposal Due 

 Focus Group:  Bring 3 copies of your instructions and feedback form/survey. 

2/27 

TH 
 READ Writing down the Basics, Quotation Marks, pp. 33-35 

 Source Summary #8 due to the appropriate discussion board by 12:50 p.m. Find 

and post at least two websites on APA style writing and/or citation. With each of 

them, provide a 3-5 sentence summary of the information and a rationale for why it’s 

credible. Be ready to present your information during class. 

 Doing Research Discussion 

3/3 

T 
 READ Writing down the Basics, Apostrophes - Ellipsis, pp. 329-33 

 Final Unit 2 Portfolio Due 

 Source Summary #9 due to the appropriate discussion board by 12:50 p.m. Find 

and post at least two websites on APA paper format and APA annotated 

bibliographies. The websites can discuss both, or you can post one website on each 

topic. With each of them, provide a 3-5 sentence summary of the information and a 

rationale for why it’s credible. Be ready to present your information during class.  

https://kelli.ninja/Writing_down_the_Basics.pdf
https://online.epcc.edu/ultra/stream
http://kelli.ninja/2311/Engl_2311_Unit-Assignments.pdf
https://kelli.ninja/Writing_down_the_Basics.pdf
https://online.epcc.edu/ultra/stream
http://kelli.ninja/2311/Engl_2311_Unit-Assignments.pdf
http://kelli.ninja/2311/Engl_2311_Unit-Assignments.pdf
https://online.epcc.edu/ultra/stream
http://kelli.ninja/2311/Engl_2311_Unit-Assignments.pdf
http://kelli.ninja/2311/Engl_2311_Unit-Assignments.pdf
https://kelli.ninja/Writing_down_the_Basics.pdf
https://online.epcc.edu/ultra/stream
https://kelli.ninja/Writing_down_the_Basics.pdf
http://kelli.ninja/2311/Engl_2311_Unit-Assignments.pdf
https://online.epcc.edu/ultra/stream
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Date What’s Due Today—Homework 

3/5 

TH 
 READ Writing down the Basics, Formal Writing – I Didn't Make that Mistake, pp. 53-

62 and APA Documentation Style, 79-97 

 In-Class 

o APA Citation 

o Research  

 Send me a Unit 5 progress email. 

3/10 

T 

 Read Unit 3 

 In-Class: Groups & Thinking about design 

3/12 

TH 

 Source Summary #10 due to the appropriate discussion board by 12:50 p.m. 

Find and post at least two websites on developing a brochure. With each of them, 

provide a 3-5 sentence summary of the information and a rationale for why it’s 

credible. Be ready to present your information during class. 

Spring Break 

3/24 

T 

 Unit 3 Proposal Memo Due  

 Source Summary #11 due to the appropriate discussion board by 12:50 p.m. 

Find and post at least two websites on developing a good business web page. With 

each of them, provide a 3-5 sentence summary of the information and a rationale for 

why it’s credible. Be ready to present your information during class. 

3/26 

TH 

 Group Work/Review 

 Unit 5: Annotated Bibliography Due on BLACKBOARD 

3/31: Cesar Chavez Day—No Classes 

4/2 

TH 
 Group Work/Review 

4/7 

T 
 Group Work/Review 

4/9 

TH 

 Unit 3 Portfolio and Presentation due  

 Read Unit 4 

4/14 

T 

 Source Summary #12 due to the appropriate discussion board by 12:50 p.m. 

Find and post at least two websites on writing a good resume. With each of them, 

provide a 3-5 sentence summary of the information and a rationale for why it’s 

credible. Be ready to present your information during class. 

 Bring in copies or links to a few professional job descriptions 

 Send me a Unit 5 progress email. 

4/16 

TH 

 Source Summary # 13 due to the appropriate discussion board by 12:50 p.m. 

Find and post at least two websites on writing a good job cover letter. With each of 

them, provide a 3-5 sentence summary of the information and a rationale for why it’s 

credible. Be ready to present your information during class. 

4/21 

T 
 Bring in draft of cover letter and resume 

4/23 

TH 
 Bring in draft of cover letter and resume 

4/28 

T 

 Unit 4 Final Due 

 Work on Unit 5 

https://kelli.ninja/Writing_down_the_Basics.pdf
http://kelli.ninja/2311/Engl_2311_Unit-Assignments.pdf
http://kelli.ninja/2311/Engl_2311_Unit-Assignments.pdf
https://online.epcc.edu/ultra/stream
http://kelli.ninja/2311/Engl_2311_Unit-Assignments.pdf
https://online.epcc.edu/ultra/stream
http://kelli.ninja/2311/Engl_2311_Unit-Assignments.pdf
https://online.epcc.edu/ultra/stream
http://kelli.ninja/2311/Engl_2311_Unit-Assignments.pdf
http://kelli.ninja/2311/Engl_2311_Unit-Assignments.pdf
https://online.epcc.edu/ultra/stream
http://kelli.ninja/2311/Engl_2311_Unit-Assignments.pdf
https://online.epcc.edu/ultra/stream
http://kelli.ninja/2311/Engl_2311_Unit-Assignments.pdf
http://kelli.ninja/2311/Engl_2311_Unit-Assignments.pdf
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Date What’s Due Today—Homework 

4/30 

TH 
 Work on Unit 5 

5/2 

Sat. 
 Unit 5 Draft Due on BLACKBOARD by 9 am 

5/5 

T 
 Unit 5 Print copy Draft due in class for Workshop 

5/7 

TH 

 Unit 5 Final Due 

o Final Report 

 Any revisions of previous assignments 

No Late Papers after this Point 

5/14 

TH 

 FINAL--1-3 P.M.:  Formal Presentations. Present your findings from your 

Technical Report. 

 

http://kelli.ninja/2311/Engl_2311_Unit-Assignments.pdf
http://kelli.ninja/2311/Engl_2311_Unit-Assignments.pdf
https://online.epcc.edu/ultra/stream
http://kelli.ninja/2311/Engl_2311_Unit-Assignments.pdf
http://kelli.ninja/2311/Engl_2311_Unit-Assignments.pdf

