Instructor Guide

INSTITUTION: 		Linn Benton Community College

COURSE TITLE:		Technical Writing	

COURSE NUMBER: 	WR 227 – Credit Unit 2 (3 Modules) 		 

TEXTBOOK: 	Technical Communication; Lannon, John M., Gurak, Laura J.; 12th Edition; Pearson Education

	CONTENT:
	INSTRUCTOR NOTES:

	Credit Unit 3 Introduction
	In Credit Unit 3, you will learn how to properly cite your sources, avoid intentional and unintentional plagiarism, and begin drafting your paper for review. Each Module in this Credit Unit focuses on a specific aspect of an analytical report, including creating a properly formatted bibliography, creating visual elements to present data, and writing the body of your report using the outline you constructed in the previous Credit Unit. Much of your time spent in this Credit Unit will be in the writing phase, with less emphasis on learning materials and time spent in Canvas. Each Module in Credit Unit 3 draws from lessons completed in previous Credit Units; therefore, review of learning materials will be essential in the development process of your report.
Course Outcomes:
· Apply appropriate levels of critical thinking strategies in their written assignments, with an emphasis on technical, evidence-based analysis, reporting, application, and evaluation.
· Implement appropriate rhetorical elements and organization in their written assignments, with an emphasis on technical evidence-based analysis, reporting, and evaluation assignments.
· Locate, evaluate, and integrate high-quality information and opinion appropriate for technical evidence-based assignments.
· Craft sentences and paragraphs that communicate their ideas clearly and effectively using words, sentence patterns, and writing conventions at a high college level to make their writing clear, credible, and precise.



Module 1: 
	CONTENT:
	INSTRUCTOR NOTES:

	Module 1: (CU3 M1) Introduction
	In Credit Unit 2 you completed much of the leg work in preparation for the final phase of this course: writing an analytical report. You have selected your topic, compiled your research, and created an outline that lays out the content of your paper. It is now time to begin the writing process. Much of your time spent in this Module will be writing the introduction and body of your research paper. In the Modules that follow, you will revisit creating visual elements for your paper and creating front and end matter (table of contents, bibliography, etc.). For this Module, put your focus on writing the main content of your paper as laid out in your outline.
Module Outcomes:
· Understand the major components and structure of an analytical report.
· Be able to recognize and avoid unintentional plagiarism.
· Write and submit for review the introduction and body of your research paper.

	Lecture Materials: (CU3 M1) Preparing for the Writing Phase
	Review the following documents: 
· Analytical Report Overview and Expectations
· Preparing for the Writing Phase
· Sample Analytical Report: Adverse Nursing Behavior

	Reading: (CU3 M1) Chapters 11 and 23
	Read the following from the eText: 
· Chapter 11: Writing with a Professional Style and Tone
· Chapter 23: Formal Analytical Reports

	Self-check: (CU3 M1) Chapters 11 and 23
	Quiz banks created from the eTextbook teaching resources. 

	Competency Assessment: (CU3 M1) How to Recognize and Avoid Plagiarism
	Review information on recognizing and avoiding plagiarism. 

	Competency Assessment: (CU3 M1) Research Paper First Draft
	Starting on page 549 of your eTextbook, you will find an outline and model analytical report. Your task for this assessment is to complete the introduction and data section of your research paper, as demonstrated in the outline, which should be similar to the outline you submitted at the end of Credit Unit 2.
Keep in mind that you will be creating visual elements such as data tables or graphs, a conclusion, and front and end matter such as table of contents, bibliography, etc., in later Modules. Focus on introducing the problem, providing background on the importance of your topic, and interpreting the data in this phase of the writing process. Your first draft must include in-text citations for sources you reference in the paper, so be sure to apply what you have learned about avoiding unintentional plagiarism and proper APA citation format. Using the MS Word Reference tools during this phase of writing is highly recommended when creating your in-text citations, and it will greatly reduce your workload in CU3 M3 when creating your bibliography.
It is essential you not only complete the required elements for this assessment, but to also keep the completed product in view as you work on each phase.
Review the following: 
· Analytical Report Overview and Expectations
· Preparing for the Writing Phase



Module 2: 
	CONTENT:
	INSTRUCTOR NOTES:

	Module 2 Introduction: (CU3 M2)
	This Module focuses on two major aspects of your research report: composing your conclusion and recommendations section and creating visual elements for the main body of your paper. Additionally, you will be expected to make improvements on your submission from the previous Module. Even though your report has achieved at least 75% competency at this point, you will no doubt have received feedback and recommendations that can be applied to elevate your report to exemplar standards. After all, even the most seasoned technical writer always has room for improvement.
Module Outcomes:
· Apply feedback and recommendations to the introduction and main body of your report.
· Create and properly cite visual elements that will be added to your first submission from CU3 M1.
· Bring your report up to the required 3,000+ words while composing your conclusions and recommendations section.

	Reading: (CU3 M2) Review Chapter 12
	Review Chapter 12: Designing Visual Information from the eText. 

	Video: (CU3 M2) Illustration
	See: Illustrations

	Competency Assessment: (CU3 M2) Research Paper Second Draft 
	See Document: Preparing for the Writing Phrase
See Document: Analytical Report Overview and Expectations

In the second draft of your paper you will work on two aspects of your analytical report: visual elements and the conclusions and recommendations section.

NOTE: Even though you are required to include a minimum of two visual elements, depending on your research question and breadth of topic, it is very likely that you will need more than the minimum to enhance the audience comprehension and allow for the deepest understanding of data or other information vital to your report. It is possible to not achieve the minimum 75% competency even though you included the minimum of two elements. 

In addition to adding to your report, you should also fine tune the introduction and main body of the report, based upon feedback you received from your Assessment Evaluator. Even though your report has achieved at least 75% competency at this point, your goal as you revise the writing in the first draft is to elevate your report to exemplar standards. Focus your major efforts on any aspect that you did not achieve 3 points or better, but also carefully review and apply all feedback received. This is an essential part of the revision process, and even the most seasoned technical writer will make edits and revisions based on feedback from peers and supervisors.



Module 3: 
	CONTENT:
	INSTRUCTOR NOTES:

	Module 3 Introduction: Introduction
	In the final stretch of your research report, you will fine tune the elements you have already composed based on feedback received in the previous Module, and prepare the front end end matter of your report. Front and end matter of a formal report includes: a letter of transmittal, a title page, a table of contents, appendices, if appropriate, and a bibliography.
Module Outcomes:
· Complete your analytical report by composing and adding to your submission from CU3M2.

	Reading: (CU3 M3) Review
	Read Appendix A: A Quick Guide to Documentation and review Chapter 23, pgs. 560-563 from the eText. 

	Activity: (CU3 M3) APA Citation Tutorial
	Review APA Citations. Having a strong understanding of how to create APA citations properly is an essential skill for every technical writer. However, Microsoft Word has some very handy and easy-to-use tools that dramatically simplify the process of creating citations. If you are familiar with these tools, feel free to use them to create your bibliography. Just be sure you use the correct formatting style!

	Competency Assessment: (CU3 M3) Research Paper Final Draft
	Directions:
In the third and final installment of your analytical report, you will complete your paper by composing the following front and end matter for your paper:
· Letter of transmittal
· Title page
· Table of contents
· Appendices if appropriate
· Bibliography (APA style), including at least 10 peer-reviewed or otherwise legitimated sources.
Review the following from the eText, as well as, the following: 
· Preparing for the Writing Phase
· Analytical Report Overview and Expectations
In addition to adding to your report, you should also fine tune the rest of the report with special focus on visual elements and the conclusions and recommendations section, based upon feedback you received from your Assessment Evaluator on your previous draft.

	WR 227 Credit Unit Assessment: (CU3)
	See Document: WR 227 Credit Unit Assessment CU3 
See Document: WR 227 CUA CU3 Grading Rubrics
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