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SYLLABUS 

ACADEMIC YEAR: 2014-2015
SEMESTER: FALL
DEPARTMENTS: ALL DEPARTMENTS 

COURSE CODE: RTW 405
COURSE NAME: REPORT WRITING
INSTRUCTOR: 

OFFICE HOURS:
PHONE: 
E-MAIL: 

Course Book: COMPILED  PACK  & Relevant materials from outside sources     

OVERALL OBJECTIVES of the COURSE: 

Upon successful completion of the course,  students should be able to: 

- gain insight into the basic characteristics of effective reports
- identify the types of reports
- define the basic format of a report

- identify the steps of report writing
- adapt the four-step writing process to their reports 
- write a report meeting the format requirements
- determine the process of writing a report
- systematize their ideas on a topic to form a meaningful whole

- apply relevant research methods 

- recognize the importance of including visuals such as tables, diagrams and charts in writing report

- apply citation rules (APA style documentation) in their reports 
- state their opinions concerning reports along with the reasons
-improve their skills of analyzing reports 
-acquire the skill to write recommendation reports in various fields of study 

-learn how to comply with special format requirements when writing reports 
  
-improve their writing skills by gaining theoretical knowledge and doing writing practice  

-achieve fluency and accuracy in writing
METHOD of INSTRUCTION: Lecture; team/class discussions; use of communicative techniques; in and out of class reading/writing tasks

LENGTH AND PERIOD: 2 hours per week; 15 weeks and 30class hours in total 

GRADING: 
· MIDTERM: 20 points  
· FINAL : 25 points (on all the topics that have been covered until the final exam, with greater emphasis on those studied after the midterm)        

· REPORT WRITING TASK: 40 points (a report to be submitted at the end of the term)
· ORAL COMMUNICATION SKILLS: 10 points 

· TEACHER ASSESSMENT : 5 points (based on their performance and participation in class discussions)

ATTENDANCE: Students are required to attend classes, take two exams and hand in a report at the end of the semester. Minimum required attendance is 75% for class sessions per semester, which makes up 6 hours of absence at most. Students who don’t comply with the rule of attendance will not be allowed to take the final exam. Students will not be given a make-up exam unless they submit an approved medical report or any other official document proving their excuse. 

POTFOLIO :
Portfolio Assessment (40%)

Portfolio assessment is a part of the assessment in this course. The portfolio tasks and their points are listed below: 

· Task 1 : Making Situational Analysis (5 pts)

· Task 2 : Making the outline (5 pts)

· Task 3: Writing the “Introduction” part of the report  (10 pts)

· Task 4: Writing the “Body” part of the report  (10 pts)

· Task 5: Final draft of the report (10 pts)

Portfolio Assessment Policy
There are some certain rules that you have to know about our Portfolio Assessment Policy. They are as follows.

1. There are writing lessons/portfolio days assigned for each portfolio item(Please check their dates from your course syllabus or weekly schedule). In these portfolio days, you will write the first drafts of the tasks. Your first draft will be reviewed and marked by your course instructor and your instructor will indicate your mistakes on paper using the “Error Correction Codes”. You are expected to rewrite your task by correcting your mistakes in the first draft. You will write at least 2 drafts for your portfolio tasks and your course instructor may decide to increase this number. Regardless of the number of the drafts you have written, the first draft and the final draft of each portfolio task will be marked individually. Then, their individual scores will be added together and the total score will be obtained. This total score will be divided by 2 in order to have your score for that particular portfolio task. 

2. You have to write the first draft of the portfolio tasks in the classroom and you must submit it to the course instructor at the end of the lesson. If you don’t submit it, you will lose half of the points assigned to that task and you have to write it in the next writing lesson. Moreover, if you fail to be in the classroom in the portfolio day without an official written excuse(e.g. a health report), you will lose the half of the points assigned to the task as well and you have to write your first draft in the next writing lesson. If you fail to be in the class without an official written excuse again in the next writing lesson, your score for that task will be 0.
3. If you have an official written excuse for not being in the classroom in the “portfolio day”, you have to inform your instructor about your excuse as soon as possible (via email or phone) and write your first draft in the classroom in the next writing lesson. You will be able to continue the process without losing points. If you fail to be in the classroom without an official written excuse in the next writing lesson, you will lose half of the points assigned to that task and you have to contact your course intructor for appointment to write your first draft.
4. You have to type your final drafts on a computer with the online document called “Student Assignment Sheet” on top of each. Your final draft has to be double spaced and typed in Times New Roman 12 point characters.

5. When you finish the final draft for a particular portfolio task, you need to submit it to your course instructor with the first draft of the task attached. Otherwise, you will lose the half of the points you’ve got for the first draft and your final draft will not be marked.
Late Submissions Policy 

If you fail to submit the final draft of the portfolio task on the due date, you will be able to submit it in “ The Late Submission Period” in return for the half of the points assigned to that task. “The Late Submission Period” ends in 7 days starting from the due date. If you fail to submit your task within “The late submission Period”, your score for that assignment will be 0.

Week 1: 09.02.2015-13.02.2015
	Language Skills -  Subskills
	Objectives
	Compulsory Tasks for Course Book
	Assignment
	Optional Tasks / Page no.
	Material support

	Analysis, Speaking & Discussion
	-review what technical writing is and how it is different from non-technical writing 

-recognize the similarities and differences between technical and non-technical documents

-recognize the fundamentals of technical writing

-evaluate the report to discuss basic qualities of technical writing

- analyze sample reports written in various fields

- define the  principles to write technical documents effectively


	*Introducing the sylabus and course requirements

*Technical vs. Non-techical writing

*Characteristics of technical writing 

*Fundamentals of Technical Writing- p.1
Exercises on 1st week material
	
	
	


Week 2: 16.02.2015-20.02.2015
	Language Skills -  Subskills
	Objectives
	Compulsory Tasks for Course Book
	Assignment
	Optional Tasks / Page no.
	Material support

	Reading
	-identify the functions of reports

-define the organizational patterns for reports

-recognize the report formats

- name various types of reports

-gain insight into the fundamentals of recommendation report
	*Types of reports. p.10
-Information reports

-trip reports

-progress reports

-Justification / Recommendation reports

-Feasibility reports

-Minutes of Meeting

-Summaries

*Functions of reports.p.7
*The Basics of Recommendation report p.15

	*students will choose their topics


	
	


Week 3: 23.02.2015-27.02.2015

	Language Skills -  Subskills
	Objectives
	Compulsory Tasks for Course Book
	Assignment
	Optional Tasks / Page no.
	Material Support

	Reading
	-identify the steps in technical writing process

-define the basic components of situational analysis 

-recognize the characteristics of primary and secondary research

-distinguish between primary and secondary research methods

- define  the procedure  of library and internet research

-devise related research methods for specific purposes


	*Technical Writing Process

*Phase 1- Conducting Situational Analysis – p.34-43
The Process of  Writing a Report

Determining what type of report you need to write

Identifying the scope & purpose of the report

Clarifying the Terms of Reference (Scope of the Report)

Considering the audience

Determining your role

-Planning your work

Brainstorming the  topic

-List possible sources of information 

-Managing your time

-Collecting information (do research and reading) 

-Organizing and structuring your information
	 
	
	

	Analysis & Evaluation 
	- evaluate the sample report  on the basis of information provided
	*Analysis of reports to find out the purpose and audience
*Identification of research methods used in the report
	
	
	


Week 4 : 02.03.2015-06.03.2015
	Language Skills -  Subskills
	Objectives
	Compulsory Tasks for Course Book
	Portfolio
	Assignment 
	Material Support

	Analytical Thinking
&
 Writing
	-conduct a situational analysis on the basis of the topic they have chosen

-write a correct purpose statement for their report
	*writing the 1st portfolio task
	 PORTFOLIO TASK 1

-Conducting Situational Analysis

- Writing the purpose statement

(in-class writing)


	-Students get a turnitin membership and register to class.
	


Week 5: 09.03.2015-13.03.2015
	Language Skills -  Subskills
	Objectives
	Compulsory Tasks for Course Book
	Assignment
	Material Support

	Evaluation 
	- evaluate their performance / tasks on the basis of the feedback given by the teacher 

	*Individual feedback
*evaluation of the situational analysis

*giving feedback on the 1st portfolio task
	-students will search for resources related to their reports
	


Week 6: 16.03.2015-20.03.2015
	Language Skills -  Subskills
	Objectives
	Compulsory Tasks for Course Book
	Assignment
	Portfolio
	Material Support

	Reading 

&

Writing
&

Analysis

&

Evaluation


	- define the organizational formats for arranging the data they have collected

-organize their ideas clearly 

- state the basics of problem-solution organizational model

-evaluate the format of sample reports

- analyze the sample outlines in relation to the organizational pattern in which they are created 

- define the ways to follow in paragraph writing (description & definition)

- recognize the review cycle


	* Process of Tehcnical Writing:

Phase 2- Gathering Information- p. 43
Phase 3- Arranging & Planning- p.49
                 (problem-solution format)

Phase 4-Writing & Revising – p.63
In-class practice for the 2nd task : Case studies

Making the outline of a recommendation report
	
	
	


Week 7: 23.03.2015-27.03.2015
	Language Skills -  Subskills
	Objectives
	Compulsory Tasks for Course Book
	Assignment
	Portfolio
	Material Support

	Reading

 &

Writing 
&

Synthesis
	-organize the data they have collected  by selecting  the appropriate pattern (problem-solution)

-write an outline for the reccomendation  report on the basis of this organization
	-make use of the prescribed outline format to write the outline. p. 
	- Students will bring their sources to the class.

	PORTFOLIO TASK 2
-Writing a well-organized outline for the report

(in-class writing)
	


Week 8: 30.03.2015-03.04.2015
	Language Skills -  Subskills
	Objectives
	Compulsory Tasks for Course Book
	Assignment
	Portfolio
	Material support

	Reading

&

Writing

&

Analysis
	- recognize the components of recommendation reports

-examine the prefatory parts of a report

-identify  the characteristics of each preliminary part

-analyze the preliminary parts of sample reports

-define the basics of  introduction part of a report

-define the purpose of writing the Introduction part

-describe the elements included in the Introduction part

-examine the process of writing the Introduction part

- apply the process of writing the Introduction part

-analyze the Introduction of the sample report 
	Chapter 2:

Report Structure

*Components of a Report 

*Prefatory Parts
*Body of a Report 
     - Introduction


	
	
	


Week 9: 06.04.2015-10.04.2015
	Language Skills -  Subskills
	Objectives
	Compulsory Tasks for Course Book
	Assignment
	Portfolio
	Material support

	Reading

&

Writing
	-write the introduction part of the report on the basis of the outline
	-make use of the sample Introduction in the pack to write the portfolio task
	- Students will conduct primary research for their report.
	 PORTFOLIO TASK 3

-Writing the INTRODUCTION part of the report

(In-class writing)


	


Week 10: 13.04.2015-17.04.2015
	Language Skills -  Subskills
	Objectives
	Compulsory Tasks for Course Book
	Assignment

	Evaluation 
	- evaluate their performance / tasks on the basis of the feedback given by the teacher 


	*Individual feedback
*evaluation of the Introduction part of the report

*giving feedback on the 3rd  portfolio task
	


Week 11: 20.04.2015-24.04.2015
	Language Skills -  Subskills
	Objectives
	Compulsory Tasks for Course Book
	Assignment
	Portfolio
	Material support

	Reading

&

Writing

& 

Analysis

&
	-define the fundamentals of specific parts of reports

-analyze the sample reports to state the characteristics of reports

-define the basics of Methods, Findings, Conclusions, Recommendations parts

-consider the production of the report with emphasis on format requirements and layout  as well as graphics and visuals

-recognize the details of creating visuals

-analyze the sample visuals in relation to the rules examined
-arrange bibliographical information of sources in end-text reference

- cite the sources they have found within the text accurately and correctly.


	*Body of a Report  
   -Method

   -Findings

   -Summary 

   -Conclusions

   -Recommendations

*Tips for  visuals 
*Tips for headings

	
	
	


Week 12: 27.04.2015-01.05.2015
	Language Skills -  Subskills
	Objectives
	Compulsory Tasks for Course Book
	Assignment
	Portfolio
	Material support

	Reading

&

Writing
	- formulate the body part of their reports

-write the Body part of the report on the basis of the outline

-apply the rules of creating visuals to their porfolio tasks


	-make use of the sample Body in the pack to write the portfolio task
	
	PORTFOLIO TASK 4

- Writing the Body part (Methods, Findings) of the report

(In-class writing)


	


Week 13: 04.05.2015-08.05.2015
	Language Skills -  Subskills
	Objectives
	Compulsory Tasks for Course Book
	Assignment

	Evaluation 
	- evaluate their performance / tasks on the basis of the feedback given by the teacher 
	*Individual feedback
*evaluation of the Body  part of the report

*giving  feedback on the 4th   portfolio task
	


Week 14: 11.05.2015-15.05.2015
	Language Skills -  Subskills
	Objectives
	Compulsory Tasks for Course Book
	Assignment
	Portfolio  
	Material 

Support

	Reading 

&

Writing

& 

Analysis

&

Evaluation
	- define the fundamentals of supplementary  parts of reports

-analyze the supplementary parts of the sample report

- identify end-text citation rules 

- formulate accurate end-text references for the sources they have used

- apply end-text citation rules to their portfolio assignments
	*Supplementary Parts of Report 
*Writing APA citations
*write their own references in accordance with the rules examined
	
	* The last portfolio task (Final Draft of your report) is due next week! Start making your corrections and editions.

(Take-home assignment)

	


DUE DATE FOR PORTFOLIO TASK 5: 22.05.2015
NO CLASSES ON APRIL 23RD AND MAY 1ST. 
	
	9



