COLLIN COLLEGE
COURSE SYLLABUS


Course Number:  ENGL 2311
Course Title:  Technical and Business Writing 
Course Description:  Intensive study of and practice in professional settings.  Focus on the types of documents necessary to make decisions and take action on the job, such as proposals, reports, instructions, policies and procedures, e-mail messages, letters, and descriptions of products and services.  Practice individual and collaborative processes involved in the creation of ethical and efficient documents.
Course Credit Hours:
3

Lecture Hours:
3
Prerequisite:  ENGL 1301
Student Learning Outcomes:

· State Mandated Outcomes: Upon successful completion of this course, students will:

1. Recognize, analyze, and accommodate diverse audiences.

2. Produce documents appropriate to audience, purpose, and genre.

3. Analyze the ethical responsibilities involved in technical communication.

4. Locate, evaluate, and incorporate pertinent information.

5. Develop verbal, visual, and multimedia materials as necessary, in individual and/or collaborative projects, as appropriate. 

6. Edit for appropriate style, including attention to word choice, sentence structure, punctuation, and spelling.

7. Design and test documents for easy reading and navigation.

Withdrawal Policy:  See the current Collin Registration Guide for last day to withdraw.

Collin College Academic Policies:  See the current Collin Student Handbook
Americans with Disabilities Act Statement: Collin College will adhere to all applicable federal, state and local laws, regulations and guidelines with respect to providing reasonable accommodations as required to afford equal educational opportunity. It is the student’s responsibility to contact the ACCESS office, SCC-D140 or 972.881.5898 (V/TTD: 972.881.5950) to arrange for appropriate accommodations. See the current Collin Student Handbook for additional information.
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