	Sun
	MONDAY
	TUESDAY
	W
	THURSDAY
	F
	Sat

	I


	8

· Seating

· Syllabus/House Rules
· Intro-history PPT
· TC vs. ACA PPT

· MEMOS

· good memo (6)

· write in book

· individually

· purpose

· writer

· reader/aud.

· organization

· description

· memo as essay

· ideas

· my example – 

· date,…

· readers

· no “you”

· no lists

· complete sentences

· bad memo

H/W:

· Buy book

· Read Ch.4
· Writing Sample

June

1ST DAY
	9

· rewrite WS (follow p.6)

Page Design (Ch.4): 

· PPT

· QUIZ (Ch.4)

· Brochure

H/W:
· Brochure

	10
	11

Page Design (Ch.4):

· Brochure presentations

Writing Process (Ch.1):

· PPT

· Forms (planning)

· Activities:

· Book:  1B, 2B 

· (Reader Analysis)

· online 1: (S,D,R) solo (1/2 class)

· online 2: (USB) solo (1/2 class)
H/W:
· read Ch.2 (ethics)

· activities

· STC

· IBC

· LCCC corporate culture (assigned parts)


	12
	13


	II


	15

· QUIZ (Ch.1)

· QUIZ (Ch.2)
Organization (ABC):

· PPT

· Act. 2, 5, 6

Grammar

· Act. 1-6 (p.624)
· QUIZ (open book)

H/W:

· read research ch (14)
	16
RESEARCH:
· history

· jobs

· future 

· affiliations/org.

· salary (3 areas)

· interview?

H/W:

· 3 abstracts
	17


	18

RESEARCH:
· research

· MLA

· rough draft

H/W:

· FD research paper


	19
	20

	Sun
	MONDAY
	TUESDAY
	W
	THURSDAY
	F
	Sat

	III


	22 

Job Research (Ch.15):

· Laws & regulations search (memo)

· company search memo

· PPT:

· email to everyone

· hard copy to me

H/W:

· Request references

· Request letter of recommendation


	23

Job Research (Ch.15):

· Resumes

· Activities

· Resumes

· Letter to request LOR

H/W:

· Cover Letter

· 10 Questions

· Resume

	24
	25

Job Research (Ch.15):

· Peer Grading:

· Cover Letter

· 10 Questions

· Resume

· Mock Interviews:

· 2 Critiques (them)

· 1 Follow-up (you, to their critiques)

H/W:

· Job Portfolios = due

· Read Ch.5


	26
	27

	IV


	29

Rhetorical Patterns (5):

· Description
· D/C

· C/C

H/W:
· read CH.7
· simple process

· complex process


	30
Letters, Memos (7):
· Activities:

· group (Pizza Shop)

· good l/m

· bad letter

· Netiquette

H/W:

· Informal Reports

· (read)

	1 

July
	2

Informal Reports (8):
· solo:

· incident report (fire)

· group:

· problem analysis

· recommend. report

· equipment report

H/W:

· Formal Report

· (read, write)
LAST CLASS
	3
	4



	V


	6

FINALS WEEK
	7 

Formal Reports:

· Formal Long Report = due

· No later than 12N

· Office #321


	8
	9
· Final Grades due to Registrar
	10
	11
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