II. Information on Each Assignment

Assignment 1.
 
Describe your experience as a Technical Communicator

You have found the perfect part-time job to complement your classes at the University of Washington.  The Professor doing the hiring has made it clear that, among other things, he wants someone with “experience in technical communication.”  The application has a section that asks you to write a brief description of “your experience as a technical communicator.”  Write that section.

Length:  1-2 double-spaced pages.

For all papers in this class, follow the guidelines below (unless I tell you otherwise):

Submit two copies, one for peer evaluation and one for the instructor.

No separate title page.  Put title and your name on the first page.

Use page numbers.

Use 12-point type.

Staple in the left-hand corner.  Don't use plastic or paper folders.

Assignment 2.
Describe the field of Technical Communication

You work for IEEE Spectrum as a writer, generally working with technical authors to complete and improve their articles but often writing special features and articles of your own.  A special issue on “Careers in Technology” is being prepared and you have been assigned to write a series of short articles introducing and describing a number of lesser-known but “hot” fields, including “Technical Communication.”  Your research includes (1) watching a video (available at www.uwtc.washington.edu/exploringtc/), (2) examining a recent salary survey at www.astcnsw.org.au/activities/survey2000.htm, and (3) reading some articles and book chapters.  Conduct this research and write the short article for IEEE Spectrum describing “Technical Communication.”

The IEEE (www.ieee.org) is a non-profit, technical professional association of more than 350,000 individual members in 150 countries, covering numerous areas ranging from computer engineering, biomedical technology, telecommunications, and professional communication to electric power, aerospace, consumer electronics, and engineering education, among others.  IEEE Spectrum is sent to all members, who range from college students to retired professionals.  The magazine is also sold at selected newsstands.

Copies of past issues of the magazine will be passed around in class and back issues are available in the Engineering Library.

Length:  @ 2 double-spaced pages 

Assignment 3.
Interview a "document expert" and write a report on the "life cycle" of a specific document

Find a publication or a document produced on campus or off campus and identify the person who oversees the inception, writing, and production of that document.  You may choose an informational brochure, the time schedule, the Daily, the UW Bulletin, an internal or external document from a corporation, or any similar professional document.  

Interview the document expert to determine (1) the original needs that gave birth to the document, (2) the audiences, and (3) the overall life cycle of the document from initial planning to final production.  Base your investigation on the seven stages described in Chapter 2 of The Professional Writer (pp. 20-26).  

Write a detailed narrative analysis of your findings, telling the specific history of that document and how its development corresponds to or differs from these seven steps.  Where the process differs, explain why you think this has occurred.  If necessary, draw your own adaptation of the flow chart in Chapter 2 for the document, changing it and filling in greater detail when you can.  

Think of me as your audience:  What will I need to know to understand your analysis?

What information will I be interested in?

Write 3-5 double-spaced pages.

Turn in an example of the document with your analysis.

Think carefully about how you organize the information you gather for presentation--your paper should not simply be notes from your interview.

Review your writing carefully.

Assignment 4.
Brochure (Team Assignment)

Project teams will be formed in class using the Guild system.

Work with your team to create an informative brochure for a group or activity on or off campus.  For example, you could create a brochure promoting the Computer Fair at the HUB.  Or, you could create a brochure promoting the services available at Hall Health.  (You will review examples of past brochures in a class workshop activity.)

Your group will need to conduct interviews to obtain information about (1) the group or activity, (2) the target audience for the information, (3) the purpose of the information, (4) the means of distributing the brochure, and (5) the use of the brochure.  Use the information that you obtain from the interviews to determine the content, organization, layout, format, and tone of your brochure.

Assign roles for project team members and develop a schedule to coordinate your group activities.  Select a production technology.  You are not required to use a desktop-publishing program (e.g. PageMaker) to complete this assignment, though it may be desirable.  Most word processing programs will support text in columns.  If necessary, cut and paste your columns of text and photocopy your brochure.  Illustrations may be drawn freehand (you will not be judged as artists).  Try and produce a final product that is as professional as possible considering your constraints.  But the most important issue is how well your design meets the situational communication needs.

Submit two copies of the brochure accompanied by a typed sheet that states the audience, purpose, and use of the brochure.

Assignment 5.
In-house Report—Propose a new TC course
Write a proposal to add a new course to the undergraduate TC curriculum.  Assume that the document will undergo a four-part review process:
(1) review by a committee of fellow undergraduate TC majors who will decide whether or not the proposal should be passed on to the TC faculty;
(2) review by the TC Curriculum Committee who will decide whether to recommend approval to the TC faculty;

(3) review by the TC faculty who will vote on approval; and

(4) review by the College of Engineering Educational Policy Committee.

You will need to:
(1) review the existing TC undergraduate program and courses;
(2) decide on a topic in TC that is not currently being covered adequately;

(3) explore existing materials and courses in that area;

(4) develop a title and description of the proposed new course; and

(5) write a proposal describing the new course and, even more importantly, justifying the need for it.

Use a three part structure for your proposal:  (1) a purpose statement, (2) a summary, and (3) a detailed discussion section.
Submit two copies.

Length:
@ 5-7 double-spaced pages.

