COMM13729 The Art of Technical Communication
[bookmark: _hc096msoqlhh]Note-taking 

Value: 4%
Twelve chapters from our course textbook have been assigned to be read in our course before week 6. 
As you read each of these chapters in the week scheduled, take notes in Cornell style as discussed in class, using the template attached to the assignment box. Use the template to create a new Word document for each chapter, and name each file individually using this convention:
YourName Chapter_X_Cornell_notes.docx
Where “X” is the chapter number. 
Post all twelve individual files to the E1B: Notetaking Assignments drop box. Your instructor will randomly select two of these files for marking, using the rubric that is posted under Assessments – Rubrics. 
In Summary
The following is a suggested schedule for reading the text. Note that the class work won’t necessarily follow this schedule closely.
	Session
	Chapter to Read to prepare for the session

	1
	Ch 1 Introduction to technical communication (19p)

	4
	Ch 2 Preparing to write: audience/purpose analysis (15p)

	4
	Ch 3 Writing efficiently (writing process) (14p)
Ch 10 Summarizing information (8p)
Ch 11 Organizing for readers (outlining, paragraphing, sequencing) (15p)
Ch 21 Short reports (21.2.1. progress reports)
Ch 22 Workplace correspondence (letters, memos, email)

	5
	Ch 7 Gathering information (21p)
Ch 8 Recording and reviewing research findings (20p)
Ch 9 Documenting research findings (8p)

	6
	Ch 4 Collaborating at work
Ch 6 Writing ethically (teamwork, collaboration, abuse) (16p)



