	


I. BASICS (10%)
	1
	Participation
	

	2
	Quizzes
	

	3
	Abstracts
	

	4
	Practice Memos (4)
	

	5
	Ethics Act. (IBC, LCCCCC)
	


II. GROUPS (10%)
	1
	Brochure
	

	2
	PPT (Job)
	

	3
	Problem Reports (3)
	

	4
	Sales Letter (Pizza Shop)
	


III. JOB (20%)
	1
	Salary Memo 
	

	2
	Keirsey Memo
	

	3
	5-Year Plan
	

	4
	Laws & Regulations Memo
	

	5
	Potential Employer
	

	6
	10 Questions Memo
	

	7
	Cover Letter
	

	8
	Resume
	


IV. RHETORICAL STRATEGIES (15%)
	1
	Arg./Descrpt./Defn.
	

	2
	Division
	

	3
	Classification
	

	4
	Comparison/Contrast
	

	5
	Process (simple)
	

	6
	Process (complex)
	


V. LETTERS (10%)
	1
	Good News (teacher award)
	

	2
	Bad News (campus)
	

	3
	Bad News (product)
	

	4
	Netiquette Memo
	


VI. REPORTS (10%)
	1
	Incident Report
	

	2
	Academic Progress Report
	

	3
	FBI Report
	


------------------------------------------------------------------------------------------------------------------------------
VII. PROJECTS (25%)
	1
	Research Paper
	

	2
	Job Portfolio
	

	3
	Formal Report
	


