
 

LBAR 189C: EFFECTIVE WORKPLACE WRITING  
FALL 2011  
______________________________________________________________________________ 
 
Instructor: Mr. David M. Merchant 
Office: GTM 274 
Phone: (318) 257-5250 
Email: merchant@latech.edu 
Office Hours:  See Moodle 
______________________________________________________________________________ 
 

Course Description and Objectives 
 

“Effective technical communication is honest, clear, accurate, comprehensive, accessible, 
concise, professional in appearance, and correct.” -- Mike Markel 

 
Objectives 
Writing is an important part of most professional jobs; hence, good communication skills are vital 
to a successful career. This course is designed to inform and to acquaint you with the 
understanding and tools needed for creating and designing honest, clear, accurate, comprehensive, 
accessible, concise, and correct documents for the professional work environment. We will focus 
mainly on routine correspondences. In addition, the course will focus on learning to research 
material that would help make your communication more effective. It is assumed that you already 
have basic mastery in grammar, punctuation, style, and usage as well as a willingness to identify 
and work on your own problem areas in and outside of class. Ultimately, the responsibility for 
improving your writing belongs to you. 
 

"The moment we want to believe something, we suddenly see all the arguments for 
it, and become blind to the arguments against it." - George Bernard Shaw 

 
Knowing how to write helps you become a better thinker – to be more organized in your thinking, 
and to be more capable of being able to express yourself and to persuade others. Being a better 
writer will give you tools for understanding complex texts and ideas—and for exploring your own 
thoughts and experiences. In practicing writing you will learn to think about your audience, the 
needs of the situation, and the goals you have, and piece them carefully together.  
 
Course Materials 
 
Kolin, Philip C. Successful Writing at Work Today. 9th ed, Boston: Wadsworth, 2010. ISBN-13: 
978-0-547-14791-8. 
 
2011-2011 Effective Workplace Writing Course Packet. Available only at LA Tech Bookstore 
(<http://latech.bncollege.com/>). This packet is revised yearly. If you take classes that require it in 
two different years, you will have to purchase a course packet for each year. 
 
I strongly recommend you have a good college dictionary as well as a thesaurus. 
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Also, be sure you have access to your Tech email account and the Moodle system. This requires 
reliable, readily available computer and Internet access including a Web browser with the basic 
plug-ins (including a media player, Flash, and Acrobat Reader). To obtain your Tech email, visit 
the Computing Center, with your Tech ID, and request your user ID and password. To access 
Moodle, you will use the same user ID and password required to access your Tech email. For more 
information, please call the Computing Center at 318-257-2893 between 8:00 AM - 5:00 PM CST, 
Monday through Friday (except on university holidays). 
 
About Your Instructor 
 
I welcome all of you to our class and hope for a stimulating and productive term. I am Mr. David 
M. Merchant, your assigned instructor for this LBAR 189 course. The following is the extent of 
my credentials: 
 

2009 Graduate Certificate, Technical Writing (Louisiana Tech University) 
2006 MA, English Literature (Louisiana Tech University) 
1997 MS, Information Science (University of Tennessee, Knoxville) 
1992 BA, English Literature (University of Tennessee, Knoxville) 
1984 Certification, Naval Nuclear Power Plant Operator (U.S. Navy) 

 
My work experience includes: U.S. Navy electrician and nuclear engineering technician, web 
master, systems librarian, and technology specialist. Presently I am employed as a full-time 
Instructor of English and the Technology Coordinator for the School of Literature and Language. 
 
Attendance Policy 
 
Obligation 
The University considers attendance an obligation (www.latech.edu/administration/ 
policies-and-procedures/2206.shtml). You are expected to regularly attend class on time, with 
assignments completed, and prepared to participate intelligently in class activities (that includes 
brining a pen, notebook, and your textbook – this is college after all). 
 
Taking Roll 
Attendance is recorded at the start of class, so in the event that you are late, it is your responsibility 
to confirm that your attendance was accounted for. For online classes, class attendance is taken 
mostly via timely participation (completed by their due dates and times) in assigned forums, 
completion of quizzes, or submissions of drafts (rough and final). When you do not post to the 
forum or complete a quiz or draft by their deadlines, you are absent.  
 
Excused Absences 
Excused absences result from participating in University-sponsored events (which will be verified 
by a letter, signed by your coach or program head, which lists specific dates when you will be out),  
a university-sanctioned family emergency (that is, the dean calls me), or a doctor’s excuse (which 
will be verified). 
 
Unexcused Absences 
Only two unexcused absences, for classes regularly meeting twice a week, and three unexcused 
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absences, for classes regularly meeting three times a week, will be allowed without penalty. Each 
additional absence will result in a 3-point (for classes meeting three times a week) or 5-point (for 
classes meeting twice a week) reduction in your final grade for the quarter (in other words, 5% of 
your final grade). If you have two weeks or more unexcused absences, you automatically fail this 
course regardless of current standing (that is, missing more than three classes for classes regularly 
meeting twice a week, or missing more than five classes for classes regularly meeting three times a 
week). Schedule all doctor, court, and advising appointments at times that do not conflict with my 
class. Any work missed cannot be made up in most cases. 
 
Tardies  
Applies only to on-campus classes: two tardies (arriving after roll is called), for classes meeting 
twice a week, and three tardies, for classes meeting three times a week, will count as one absence. 
Attendance is recorded at the start of class, so in the event that you are late, it is your responsibility 
to confirm that your attendance was accounted for; otherwise, your absence will remain an 
unexcused absence. Any work missed due cannot be made up in most cases. 
 
Absent Instructor Policy 
 
Though extremely rare, occasions can arise where I may not be able to attend class on a given day. 
In such an event, class will continue through Moodle. An assignment will be given that will 
function as both attendance and verification that any reading and/or homework assignments have 
been performed. Failure to follow the instructions will result in an automatic, unexcused absence. 
Notices of any absences on my part will be posted on the classroom door(s), as appropriate. 
 
Assignments 
 
Essays 
Seventy-five percent of your grade will come from two workplace memos, four workplace letters, 
one instruction set document, two short reports, and one long report. Each assignment has a 
minimum page count - I will not count quotes as part of your page count (you will not be able to 
pad your paper with quotes to get away with less original writing). Topics are assigned; any 
assignment not on an assigned topic will receive zero credit. Papers missing a required Works 
Cited page will fail. Plagiarized papers will receive a zero grade.  
 
Peer Reviews 
Some assignments will be peer-reviewed where you will receive comments from your peer 
readers. You will then revise your paper; this second write will be graded. For Peer Reviews you 
must submit (to Turnitin.com by the due date and time) a typed, double-spaced, rough draft of 
sufficient length (more than a couple of paragraphs) – an inadequate rough draft will lower your 
final draft grade by 5%, a missing rough draft will lower it by 10%. 
 
Quizzes 
Quizzes will make up 10% of your grade. Most quizzes will be online, via Moodle. There are no 
make-ups for missed quizzes (even for University approved absences). However, the lowest quiz 
score is dropped. In addition, bonus points can more than make up for a missed quiz (see Bonus 
Points section below for more information). 
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Web Research Project 
Five percent of your grade will come from a Web research / Evaluative Summary Assignment 
where you will compile a short annotated bibliography of Web Sites pertinent to your final 
technical report. 
 
Other assignments 
The rest of your grade will come from journals (including writing process analyses).  
 
Grading Standards and Grading Points Distribution  
 
Scoring 
Your final score converts to a grade by this formula:  
 

A = 90 - 100% D = 60 -69%  
B = 80 - 89%  F = 0 - 59% 
C = 70 - 79%  Plagiarism = 0% 

 
The grade you earn on a paper is not a cumulative grade, nor does it assess your character. Grades 
are not negotiable. Keep track of your grades; stay aware of your progress. 
 
Editing 
One course goal is for you to continue becoming self-learners and self-editors. I will not always 
close “copy-edit” grade every line of a writing assignment. The Writing Center can help you learn 
to self-edit. 
 
Revision 
If you score an F or a D on the first writing, you may rewrite it for a chance to increase its grade to 
a C. If you have grammar errors, you must go to the Writing Center and receive help with the 
rewriting (online classes can contact the Writing Center via Skype). Include with your revision the 
following (begin on a separate page: 
 

• A brief (two to three paragraphs) statement describing the major revisions you made and 
commenting on the reasons that you made these changes. 

• A brief reflection about what you learned as a result of the process of revising. 
 
You must submit your rewrite to Turnitin.com within one week after your first writing assignment 
grade is posted. No rewrites will be accepted after (sorry, no exceptions). First writing 
assignments that are not submitted, are submitted incomplete, or are plagiarized, are not eligible 
to be rewritten. 

 
So, what is an A paper?  
An A paper is excellent; it is not only above average or good, it is outstanding. It shows originality 
and an ability to go beyond class discussion and regurgitation of ideas. It shows that the student has 
risen above the basic expectations on the assignment, providing evidence of great attention to 
detail; it is complete; it is a highly effective, convincingly presented, consistently well-formed, 
grammatically correct, insightful, ethical, and persuasive paper. It exhibits an outstanding 
understanding of the eight measures of excellence in technical communication: 
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• Honesty: The document provides truthful and helpful information to the reader. 
• Clarity: The document produces information that conveys a meaning the reader can 

understand easily 
• Accuracy: The facts and/or concepts provided in the document are valid. 
• Comprehensiveness: The document provides background information and sufficient 

details. 
• Accessibility: Different readers can easily locate the information they seek. 

 
Check the Effective Workplace Writing Course Packet for the Department of English’s policies 
regarding evaluation of work, which I closely follow. In addition, I also grade according to the 
Olympic Diving criteria: Degree of Difficulty and Quality of Execution. Do something difficult, 
but miss one or two areas of perfection and you will get more points than someone who selects a 
very simple project and does it flawlessly.  
 
Every assignment has a specific style sheet which you must follow. Some assignments will share a 
style sheet; other assignments will require a different style sheet.  
 
 Grading Points Distribution: 
 

 
Bonus Points: 
Attending the Writing Center earns you 3 bonus points for each visit, up to a total of 15 bonus 
points. I am informed by the Writing Center every time you attend (even when attending via 
Skype). For more information, see the Writing Center section below. Bonus points are given to 
make allowances for unexpected “life happens” interruptions, but do not depend on bonus points 
nonchalantly – you never know when you will really need them. 
 
Grade appeals 
In case of student grade appeals, I keep all unreturned papers for 30 days into the next quarter. In 
the event of a question regarding a final grade, it will be the responsibility of the student to retain 
and present graded materials that have been returned during the quarter. 

Assignment Points 
Workplace Memo 1: Memo to Supervisor (Ch.4, ex. 1) 50 points 
Workplace Memo 2: Memo to PR Department (Ch.4, ex. 3 or 4) 50 points 
Workplace Letter 1: Inquiry (Ch. 6, ex. 1) 50 points 
Workplace Letter 3: Sales (Ch. 6, ex. 5) 50 points 
Workplace Letter 3: Customer Relations (Ch. 6, ex. 23a-e) 100 points 
Web research / Evaluative Summary Assignment (Ch. 8, ex. 10) 50 points 
Instructions Set (Process Analysis): 2 – 3 pages (+ Works Cited) (Ch. 12, ex.5) 100 points 
Short Report 1: Sales Proposal, 1–2 pages (Ch. 14, ex.3) 50 points 
Short Report 2: Incident Report, 1–2 pages (Ch. 14, ex.12) 50 points 
Long Report: 4 - 5 pages (Ch. 15, ex. 2 and ex. 4) 250 points 
Quizzes (lowest two quiz scores dropped) 100 points 
Journals, writing process analyses 100 points 
Total  1000 points  



LBAR 189C: Effective Workplace Writing 
Course Syllabus - 6 - 

 

Late Work / Make-Up  
 
Writing Assignments 
Assignments must be turned in on time in the manner stated. You will submit much of your work 
via Turnitin.com before class on the day it is due, unless otherwise noted in the course schedule. It 
is imperative that you turn in assignments on time; late work is not acceptable in professional work 
environments. Students have rightly protested that those who hand in late work enjoy an unfair 
advantage over those who complete work on time. However, I allow one writing assignment to be 
submitted 24 hours late without penalty; the last assignment, the Technical Report, is not accepted 
late - no exceptions. Not submitting the Technical Report will result in an automatic “F” for the 
course, regardless of your academic standing in the class. 
 
Late writing assignments 10% for each 24-hour period after the deadline. After one week, the 
assignment will not be accepted for any points without verifiable documentation of a university- 
excused absence, university-sanctioned family emergency (that is, the dean calls me), or doctor’s 
excuse (which will be verified). Again, the last assignment, the Technical Report, is not accepted 
late - no exceptions. Also, recall that not submitting the Technical Report will result in an 
automatic “F” for the course, regardless of your academic standing in the class. 
 
Quizzes, Discussion Boards, Forums, and In-Class Work 
Any assigned discussion board/forum responses are not accepted late. In-class work missed due to 
being late to class, or an unexcused absence from class, cannot be made up. When in-class work is 
missed, the points are gone. I do not give make up quizzes even for excused absences. I drop the 
lowest quiz score, but I strongly advise that you do not make use of that drop nonchalantly.  
 
Technical difficulties 
Technical difficulties are no excuse for not having your work. “My computer ate my homework,” 
“I lost my thumb drive,” “my laptop/computer hard drive crashed,” “a virus destroyed my work,” 
and like excuses are not viable excuses for a missing or late assignment. Back up (separately from 
your computer) and save your work frequently; label and keep track of your flash drives and CDs. 
This will save you unnecessary stress and anguish – you’ll thank me later. 
 
Plagiarism Policy 
 
The University has a zero tolerance for plagiarism. View college instruction is as if you were 
employed by a professional company. As an employee, you are ethically bound to perform your 
assignments with professionalism and integrity. Therefore, the penalty for plagiarizing an 
assignment in this course is an automatic grade of zero on that assignment. If a second occurrence 
of plagiarism occurs, the penalty will be an F for the course. It is much better to submit incomplete 
or otherwise poor work than it is to submit plagiarized work. 
 
Plagiarism Statements 
Each student must complete, sign, and turn in the Plagiarism Statement for the current quarter 
located in your Technical Writing Course Packet to me by the deadline stated on the Course 
Schedule. By School policy, I cannot grade any written coursework for any student who has not 
submitted a signed Plagiarism Statement for the current quarter beforehand. Thus, failure to 
submit the signed Statement automatically means no grade on that coursework; in addition the 
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English Department Office places a “Hold” on your Tech Account until the signed Statement is 
submitted (that is how serious the Office is on this issue). Online students should send the signed 
Plagiarism Statement to me by certified mail or delivery confirmation to (use the full address or it 
may not be delivered):  
 

Mr. David M. Merchant 
P. O. Box 3162 
G. T. Madison Hall, Room 236 
Railroad Avenue 
Louisiana Tech University 
Ruston, LA 71272 

 
Moodle and Turnitin.com 
 
Moodle 
Tech uses the Moodle system as the central mode for course management. Check Moodle, 
including the News Forum, regularly and often for updates. 
 
Turnitin.com 
All papers must be submitted to Turnitin.com by the paper’s due date and time. Late submission 
counts as a late paper. It is your responsibility to manage your time wisely. You never know when 
unforeseen events could happen, so start work early, and back up often. Do not email your papers 
to me as an alternative method for submission. Submit documents to Turnitin.com only in Word, 
WordPerfect, or PDF formats; other formats may not retain the page formatting as required by the 
paper guidelines (style sheet). 
 
Writing Center and Online Writing Lab 
 
Tech’s Writing Center, located in Wyly Tower Room 325, is an excellent resource for writers of 
all levels. You can call 257-4477 to schedule an appointment. For urgent questions you can call the 
grammar hotline (257-4477) during normal business hours. Online classes can set up online 
consultations via Skype. Visit the Writing Center’s Webpage for more information, including 
hours of operation: <http://www.latech.edu/barc/writing-center/>. You can bring an assignment 
you are working on, or you can go to work on a general grammar issue you know you have (e.g., 
article use, sentence fragments, or comma splices). 
 
Office Hours Policy 
 
It is best if you setup an appointment with me prior to visiting my office to ensure that you are not 
interrupted or rushed from my office by another student. Preferably, make these appointments 
after class or by email. Even when you contact me during my office hours by phone, I may not be 
immediately available as I may be helping someone else or have temporarily stepped out. My 
office hours are posted on Moodle and on my office door (GTM 274). 
 
Classroom Conduct Policy 
 
Treat this class as if you are a professional working for a company. While in class you need to be 
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focused on the job at hand. Be courteous and respectful of my and your classmates’ time, opinions, 
and work. Discourteous behavior includes, but is not limited to, using offensive or disrespectful 
language, leaving the class for the day before it has been formally dismissed, playing a video 
game, Facebooking, texting, excessive side-talking during class, and reading irrelevant material in 
class. Should a student fail to behave appropriately, he or she may be dropped from the course with 
the grade of “F.” Turn off and put away cell phones during class; if you have an emergency that 
requires you to monitor your cell phone, let me know at the start of class and set your phone to 
vibrate. Do not leave any device in your ear unless it is a hearing aid.  
 
Email/Messaging Policy 
 
Email presents some difficulties: 1) I have many students, and during tests or paper deadlines I 
sometimes get many last minute emails and so I may not able to answer every type of email 
individually; 2) Tech email can be slow; 3) since I teach my email is public and thus sometimes 
goes through periods where my spam filters are not working their best; and 4) the Webmail 
interface is clunky via iPod touch or my tablet. The best way to contact me is via Moodle: 
 

• Post questions about the course on the Course Questions Forum on Moodle. Use this 
forum to post questions that you may have regarding course practices, resource 
availability, general troubleshooting questions (if I can answer them), help with 
brainstorming ideas, and such. Please feel free to answer each others' questions should 
someone know the answer. In addition, many times a question you have, others in the class 
also have. You can check to see if your question has already been asked. 

• For messages you need to send only to me, use Moodle’s built-in messaging system. It has 
two benefits: I’m more likely to see your message sooner, and it backs up the message by 
also sending me a copy via email. Use my user profile on Moodle to send a message (you 
can also message classmates via their Moodle profile). See instructions on the class 
Moodle page, or visit <groups.lis.illinois.edu/itdweb/moodle/messages.html#send>. 
 

Response to most messages is within 24 hours during the school week, but I usually do not check 
messages on weekends or holidays (this is especially true for emails). Messages sent after 5 p.m. 
will be addressed the next day; messages sent after 5 p.m. on Friday may not be answered until 
Monday. Hey, I do have a bit of a life outside of Tech. For one thing, I need my weekly science 
fiction flick fix, or occasional gaming break (though I usually wait for quarter breaks for any 
serious gamming sessions). 
 
If you do send an email, use business etiquette: 
 

• Identify who you are (full name). 
• What class you are in (I do not memorize email addresses, and I may have someone with 

your first name or last name in one of my other classes). 
• Use a helpful subject line as well.  

 
For Moodle messages, I will be automatically informed who you are and what class you are in, so 
you do not need to include that information in your Moodle message. 
 
There are some types of emails/Moodle messages I will not answer; these are discussed below. 
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Please review the following before sending me an email or Moodle message: 
 
Emails/Moodle messages that ask me to look at or review entire assignments 
I will not read the entire draft of your work. Have specific questions in mind before you 
email/Moodle message me.  
 
Emails/Moodle messages that ask for extensions or relate personal details that you feel 
account for your not having time to finish your assignment 
I rarely give extensions on assignments, but sometimes a person’s life can become hectic due to 
situations beyond their control. If you feel you need extra time to complete an assignment, make an 
appointment to see me during office hours. If you are unable to do so, send an email/personal 
Moodle message explaining your situation. Do not use go-betweens; you are in my class, so handle 
this responsibility yourself.  
 
Emails/Moodle messages that ask my progress in grading an assignment 
Usually, the turnover rate for receiving graded assignments during a regular quarter is a full week 
after it has been turned in, with possible delays if something should occur. However, during 
summer quarters, the turnover rate is four to five days. The more people that ask about my 
progress, the more interruptions there are to my progress, and thus the slower my progress 
becomes. Hence, I will not answer an email/Moodle message like this one. 
 
Emails/Moodle messages that ask me to identify/explain what will be/was discussed in class 
when you are absent 
An assignment schedule has been created for this course. It notates the dates that quizzes will take 
place, when assignments will be assigned, when those assignments are due, and what material will 
be covered in lectures. Therefore, you will always be aware of where we are in the class. Should 
you be absent, you are responsible for what you miss. Read your assigned readings, check Moodle 
for assignment notes and information, and check with classmates for what went on during the class 
period you missed. I will not answer an email/Moodle message like this one.  
 
Emails/Moodle messages, usually sent to me at the end of the course, asking for a particular 
final grade or rounding of your final grade average 
I definitely know what it is like to be a student and know how much you all would like an “A” (I 
still take classes). However, let’s be real; though attaining an “A” in my class is rather possible, not 
everyone will be able to receive one, for in the end, you earn what you earned. I am not hired to 
“give out” particular grades. You are not entitled to a grade merely because you are graduating or 
your financial aid depends upon it. I have to be fair to everyone, and so everyone is graded with no 
partiality. Since you have opportunities for bonus points to improve your grade, I do not round up 
your final grade average. No exceptions. I will not answer an email/Moodle message like this one. 
 
ESL Writers  
 
While some non-Western cultures tend to be indirect in their writing, Western style usually 
requires directness (being candid, straightforward and to the point) as well as having clear 
examples that prove your position or opinion. Western writing style often prefers active voice over 
passive voice. Also, Western cultures tend to have a stricter definition for plagiarism – please 
make sure you understand the Western definition and attitude toward plagiarism as the penalties 
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for plagiarism are harsh. I strongly recommend that ESL writers regularly use the Writing Center 
and the Purdue Online Writing Lab at owl.english.purdue.edu. 
 
Special Accommodations 
 
If you require other accommodations regarding class due to disability or other need please see me 
as soon as possible; please provide a letter from Disabled Student Services to me at the beginning 
of the quarter. I am happy to provide special accommodations, but need to know in advance; do not 
wait to give me your letter.  
 
If you are an athlete or involved in another activity that will necessitate any university-sanctioned 
absences from class, at the beginning of the quarter you must bring me a letter, signed by your 
coach or program head, which lists specific dates when you will be out. Failure to bring me this 
letter will result in unexcused absences. 
 
Emergency Contingency Plan 
 
If for any reason we were not able to meet as a class, we would continue with this course through 
our Moodle website. Please check Moodle regularly. 
 
Emergency Notification System 
All students, especially on campus students, are strongly encouraged to enroll and update their 
contact information in the Emergency Notification System. This will ensure that you are able to 
receive important text and voice alerts in the event of a campus emergency. For more information, 
visit www.latech.edu/administration/ens.shtml.  
 
Lincoln Parish Emergency Notification System 
Campus students are also strongly encouraged to register with the Lincoln Parish Emergency 
Notification System. All parish and city land-lines are already inputted, but you have the option of 
registering your cell phone and email to receive alerts and important messages affecting Lincoln 
Parish. Visit www.ruston.org and click on “FirstCall” under Quick Links. 
 
Course Schedule 
 
Assignments will be posted on Moodle, in the Course Schedule folder. This schedule may (read: 
probably will) be modified during the quarter as situations warrant. Any necessary changes will be 
posted in the News Forum section, so check it regularly. All items marked DUE, READ, and 
QUIZ are to be finished before class begins, unless otherwise noted (for online classes, classes 
begin at 10 am). Again, please remember that you are responsible for any changes to the schedule 
made by the instructor in class or posted on Moodle. Check Moodle regularly for special 
announcements, handouts, and schedule changes.  
  
This syllabus is a contract between you (as the student) and me (as the instructor). By taking 
this class, you are agreeing to follow all the guidelines given above, to be evaluated by the 
requirements of this syllabus, to comply with the Louisiana Tech University Honor Code, and to 
be responsible for your actions. 
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