	Sun
	M
	TUESDAY
	W
	THURSDAY
	F
	Sat

	I

	
	2
· Seating

· Syllabus

· (break)

· Intro-history

· Writing Sample

H/W:

· Buy book

· Read Ch.1
June
1ST DAY
	3

	4
TC vs. ACA:

· Memos

· good memo (6)

· write in book

· individually

· purpose

· writer

· reader/audience

· organization

· description

· memo as essay

· ideas

· my example – 

· date,…

· Readers

· “you”

· no lists

· complete sentences

· bad memo

H/W:

· rewrite WS (follow p.6)

· rewrite Alier

· brochure widget (career fair in field)
	5
	6

	II

	8
	9
Page Design (Ch.4): 

· PPT

· QUIZ (Ch.4)

· Collect R/W (WS, flier)
· Brochure

H/W:

· Brochure
	10
	11
Page Design (Ch.4):

· Brochure presentations

Writing Process (Ch.1):

· PPT

· Forms (planning)

H/W:

· (TC vs. ACA)
· Activities Book:  1B, 2B 
· (Reader Analysis)

· online 1 (S,D,R) solo (1/2 class)
· online 2 (USB) solo (1/2 class)


	12
	13


	Sun
	M
	TUESDAY
	W
	THURSDAY
	F
	Sat

	III

	15
	16
Writing Process (Ch.1):

· act. 5

Ethics (Ch.2):
· Notes

· Activities

· STC

H/W:

· IBC conduct code

· LCCC corp. culture

· QUIZ (Ch.1)

· QUIZ (Ch.2)
	17

	18
Collect :

· Ch.2 activities
· Quizzes (Ch.1, Ch.2)

Ethics (Ch.2):
· LCCC Corp. Culture

Grammar (Ch.16):

· PPT

· Activities 
· 1-6 (624)

· Online (Job Desc.)?

· 1&2 (673-676)?

· QUIZ (Ch.16)

· open-PPT/book

· Appendix (read)
· Abbreviations (624)

· Capitalization (642)

· Modifiers (657)

· PN ref. (662)

· Punctuation (667)

· S-V agree (671)
H/W:
· Read Ch.3 (79+)

· Act. 2, 5, 6—refers to reports that start on p.70 (1-7)(1/stdnt) 

	19
	20

	IV

	22
	23
ABC-Organization (Ch.3):

· PPT

· Go over act 2, 5, 6

· QUIZ (Ch.3)

Research (Ch.14):
· Notes

· Research Assignment

· Interview

· Abstracts

· Note cards

· History

· Jobs

· Future

· Organizations/affil.

· Salary (areas)

H/W:

· 3 abstracts

· Read Ch. 14 (research)


	24
	25
Research (Ch.14):
· Collect abstracts

· Research Assignment

· Practice memo (emergency)

H/W:
· Research Paper = due


	26
	27

	Sun
	M
	TUESDAY
	W
	THURSDAY
	F
	Sat

	V

	29
	30
· Collect Research Paper

Job Research (Ch.15):

· Salary.com (memo)

· Keirsey.com (memo)

H/W:

· 5-year plan


	1 

	2
Job Research (Ch.15):

· Laws & regulations search (memo)

H/W:
· Company search (memo)

July
	3
	4


	VI

	6

	7 

Job Research (Ch.15):

· collect company search memo

· PPT:

· email to everyone

· hard copy to me

H/W:

· Request references

· Request letter of recommendation


	8
	9
Job Research (Ch.15):

· Resumes

· Activities

· Resumes

· Letter to request LOR

H/W:

· Cover Letter

· 10 Questions

· Resume


	10
	11


	VII

	13
	14
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


	15
	16
	17
	18

	Sun
	M
	TUESDAY
	W
	THURSDAY
	F
	Sat

	V
I
I
I


	20

	21
Job Research (Ch.15):

· Collect Job Portfolios
Rhetorical Strategies (Ch.5):

· PPT

· QUIZ (Ch.5)

· Division

· Classification

H/W:

· Classification

· Comparison/Contrast

· Read Ch.6

	22

	23
Rhetorical Strategies (Ch.5):

· Return Job Portfolio

· Return D/C

· Collect C/C

Instructions (Ch.6):

· PPT

· QUIZ (Ch.6)

· Process

H/W:

· Complex Process

· Read Ch.7

	24

	25

	IX

	27
	28
Instructions (Ch.6):

· Complex Process

· Peer Grade:

· Suggestions

· Can you do it?

· grade

Letters, Memos (Ch.7):

· Activities

· Group (pizza shop-presentation)

· Good

H/W:
· Bad

· Bad

· Netiquette


	29
	30
Letters, Memos (Ch.7):

· Collect bad, bad, netiquette

· Group Presentation (? If not Tuesday)

Informal Reports (Ch.8):

· Groups

· Problem analysis

· Recommendation report

· Equipment report

H/W:

· Incident Report (fire)

· Progress report (classes)

· Informal report (FBI)


	31
	1
A
U

G


	X


	3
	4
Informal Reports (Ch.8):

· Return

· Collect FBI report, incident report, academic progress report

Formal Reports (Ch.9):

· Formal Report project
	5 


	6
Formal Reports (Ch.9):

· Formal Report project
· (due by the end of class)

LAST CLASS
	7

	8


	XI
	10

	11
FINALS WEEK
	12

	13 
· Final grades due to Registrar
	14
	15
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