COMM13729 The Art of Technical Communication
___
[bookmark: _hc096msoqlhh]Writing Assignment

Worth 15% of your total mark

[bookmark: _q3rgoxgmcppf]Objective
[bookmark: _rdhkks28khn4]
You are to write a semi-formal report as described in our text chapter 21. Your report should have:
- a title page (including assignment name, your name, course code/name, and date)
- a table of contents (which Word can generate automatically if you use headings properly)
- an introduction referring to all three elements 
- the body of your report (at least 3 paragraphs, each on one element)
- a summary referring to all three elements

The purpose of the report is to analyze what you are learning in the Art of Technical Communications course. Use all the material that is provided in the course and secondary material, as described below. 

Audience

Imagine that you are writing this for a potential employer who has heard about this course, is interested in what it is about and wants to find out how good your writing skills are. The mark you receive will reflect the probability that you will be offered a job.

Content

Choose three (3) elements from the course. Elements are the topics that we have covered in the course to this point. Some of the elements of this course (COMM13729) you may choose to discuss are as follows, but note that this is not a complete list. There may be other elements of the course that you want to write about.
· Time management
· Professional writing
· Fundamentals of communication
· Active listening
· Critical thinking
· The effect of personality on communication
· Note taking
· Building an argument
· Teamwork

For each element, answer these four questions in the body of your report: 
· What you are learning or have learned about this element?
· What you are doing or have done to deepen your understanding of this element?
· How does this new knowledge or skill impact your performance at Sheridan College? 
· How is this new knowledge going to affect your work, career, and your studies in future? 

Do not answer these questions individually in point form. The writing should be in sentences and paragraphs, not a list of questions and answers.

This is not about your opinion or what you like or do not like about the course. It’s about your learning related to these elements in the course.
[bookmark: _p2m68t2v2ge4]Scope

[bookmark: _Hlk89254630]This report requires secondary research. You need to go beyond the given resources in SLATE and find additional relevant material. Identify and read at least one source beyond the class material for each of the three elements. Incorporate information from each source in your report and cite the information obtained from each resources using APA in-text and full citations. For one of your selected resources, complete the CRAAPP test worksheet and attach it to your report. The link to the CRAAPP test worksheet is under Resources. 

Include at least one image related to one of your elements in the body of your work and refer to it in your writing. Include APA citations to identify the source of this image.
[bookmark: _a0gk1aauxky]File name and Submission

Use this protocol to name your Word file: “YourFirstName YourLastName.docx”
No PDFs and no zipped files please. 

Due date – on course schedule and assignment Dropbox
[bookmark: _r4g6fus2wt4g]Resources
All material provided in the course, including the Course Outline.  From the textbook:
a) Chapter 21 (pp. 360-398) describes short reports and provides a number of examples. Examine the following tables:
	● Table 21.2 Progress Reports
	● Table 21.3 Project Completion Report Structure
These tables describe the sections and content of each section. Use these as guidelines.
Table 21.1 compares semi-formal and formal reports. You are preparing a semi-formal report. There are two very good examples you can use to envision what your report should look like:
	● Fig. 21.6 A Student Research Progress Report
	● Fig. 21.5 Semi-formal Progress Report Organized by Degree of Completion 

b) Chapter 8: Recording and reviewing research findings
c) Chapter 9: Documenting research findingsI

Sheridan College Library’s Research Guide for this course is here:  http://sheridancollege.libguides.com/comm13729
It includes the CRAAP test worksheet and suggestions for finding secondary resources.
Checklist
Carefully review the rubric for this assignment in the Assignments dropbox. Following is a list of attributes required:
Style
· General Writing Style – Is the writing style good?
· Original – Does it read as though it was written by the student or does it appear that some text was copied from another source?  Or that you used an AI tool like ChatGPT? These two situations would be breaches of academic integrity.
· Spelling and grammar – Are there underlined valid errors in the file that have been ignored?
· Structure / Proper use of headings, paragraphs etc. –  Use headings to make the report “skimmable”. Eg. Introduction or summary, conclusion, identify the element of the course you’re discussing

Content
· Four questions answered for each of the three elements chosen
· One image included to illustrate one of the elements, referred to in the body of your writing and properly cited  
· Evidence of secondary research – Is there evidence that the student has found sources, one for each element, beyond the material presented in the course and course text, and used this information in their writing? There should be at least 4 references (three secondary sources plus one image) not including course material
· In-text citations should identify information taken from each source, and a references list should include full citations for each source used for information and the image chosen? Remember that every in-text citation should have an associated source in the Reference List and every source in the Reference List should have at least one in-text citation referencing it.  
· One completed CRAAPP test worksheet for one of your secondary research sources
· Sufficiently long (minimum 750 words and a maximum of 1500 words). You can see the number of words in the bottom left corner of the Word file.

Notes
· Don’t be intimidated by this assignment. Make sure you carefully read these instructions and the resources listed. They offer important guidance and will help you develop the skills you need.
· Don’t leave this assignment until the last minute! It is quite involved and due around the time when you need the time to study for Test 1. This is an assignment that can be completed several weeks before the due date.

[bookmark: _Hlk92451996]Academic Integrity
[bookmark: _Hlk92458875]
By submitting your work, you hereby acknowledge and understand that academic integrity is fundamental to the values of Sheridan College and as the SLATE account holder, you confirm that you have completed this assignment on your own and understand that getting or providing answers, (in whole or in part) in any manner or inappropriate collaboration is a violation of Sheridan College’s Academic Integrity Policy.

See Rubric – on assignment Dropbox

