
Crystal VanKooten, Instructor 
ENGL 229: Professional Writing 
M/W 11:30 AM—1:00 PM 
 

Email:  vankootc@umich.edu 
Office: 3023D Tisch Hall 
Office hours:  Wednesdays 1-3 PM 

 and by appointment
 
Rhetoric, Design, Technology: Composing 21st Century Professional Texts  
In 21st century professional environments, writers produce a wide range of types of texts 
for specific purposes and audiences. In this Professional Writing course, you will have an 
opportunity to try various forms of professional composition and publish your work if 
desired for authentic audiences. We will approach writing and composing rhetorically; 
that is, will we compose texts always with audience, purpose, context, persuasion, and 
writing process in mind. We will read about, discuss, and use principles of design to 
construct texts that are effective in multiple contexts, and we will collaborate with one 
another continuously along the way, offering feedback, praise, and critique. And we will 
compose using various technologies, some of which are familiar, such as pen and paper, 
word processors, and PowerPoint, and some which may not be as familiar, such as video-
editing software, cameras and microphones, and Prezi, for example. In addition to 
composing with the written word, we will also compose with images, sounds, music, 
colors, fonts, and animations. We will explore established genres in the professional 
world such as emails, letters, memos, cover letters, resumes, proposals, and websites, and 
we will also read and write new genres that are currently developing and evolving, such 
as video, blogs, glogs, and wikis. The course culminates with a final project in which you 
can choose the purpose, audience, and form of the composition.  
 
 
Course Objectives  
Professional Writing teaches you written, oral, and digital communication for the workplace. 
This course builds on the skills you have developed in courses such as English 125 and 225, 
while also introducing you to the major concepts of professional writing (audience analysis, 
effective argumentation, ethics, collaboration, graphics, and design) and the major kinds of 
documents and texts (letters, e-mails, memos, proposals, videos, websites, etc). In addition, we 
will discuss how to write effective resumes and cover letters.  
Through this course, you will: 

• become familiar with the kinds of writing common in the 21st century workplace 
• understand the theories that inform professional communication 
• compose effective documents and texts 
• work collaboratively 
• practice delivering oral presentations 
• develop skills using electronic communication and resources 

 
  



Readings and Materials 
The readings for this course can be found in PDF form on CTools at 
https://ctools.umich.edu.  Please check the site daily for readings and correspondence.  
You may also purchase the following texts if desired: 

  
Oliu, Walter E., Charles T. Brusaw, and Gerald J. Alred.  Writing that Works: 
Communicating Effectively on the Job.  10th ed.  Boston: Bedford/St. Martin's, 2010. 
 
Williams, Robin.  The Non-Designer’s Design Book: Design and Typographic Principles 
for the Visual Novice.  3rd ed.  Berkley: Peachpit Press.  2008.  

   
Recommended Materials:  

• A digital storage device capable of storing your compositions (8+ GB) 
• Paper and writing utensils and/or laptop 
• Electronic or printed copies of the day’s readings or drafts 

 
Accommodations 
I am happy to provide accommodations for students with learning disabilities, and I will 
protect the confidentiality of your learning needs.  Please contact the Office for Students 
with Disabilities (SSD), and email me if you would like to discuss approved 
accommodations for this class in a confidential appointment.   
 
Fair Use and Plagiarism 
In this class, you will often compose your own original work using the work of others, 
citing, remixing, and redesigning as you go.  When you use others’ work, it is important 
that you do so fairly and legally.  Please refer to our CTools site for information and links 
about Fair Use practices, copyright law, Creative Commons licensing, and citation. 
 
You commit plagiarism in an academic environment when you use the work of others 
outside of the boundaries of fair use or fail to give proper citation and/or attribution.  The 
University of Michigan defines plagiarism as “submitting a piece of work (for example, 
an essay, research paper, work of art, assignment, or laboratory report) which in part or in 
whole is not entirely the students’ own work without attributing those same portions to 
their correct source.”  It can be considered plagiarism when you knowingly or 
unknowingly submit someone else’s ideas, images, music, video, or words as your own.  
If you plagiarize a composition, you will fail the assignment and possibly the entire 
course, and a report will be filed with the English Department and the LS&A academic 
dean.  Please also note that you are violating university policies if you submit work 
already completed for one course as original work for another course.  For additional 
information, please see the English Department’s official policy at 
http://www.lsa.umich.edu/english/undergraduate/advising/plagNote.asp.   
 
 
 
 
 

https://ctools.umich.edu/�
http://www.lsa.umich.edu/english/undergraduate/advising/plagNote.asp�


Civility 
In-class behaviors that are disruptive to learning will not be tolerated.  These behaviors 
include, for example, talking when inappropriate, listening to headphones, and texting.  
Please turn off and put away all phones and pagers when you enter the classroom.  
Disruptive behaviors also include speech or action that creates a hostile, offensive, or 
intimidating environment based on gender, race, ethnicity, religion, age, disability, 
marital status, or sexual orientation.   
 
Computer Lab Etiquette and Laptops:  
We have the luxury of being in a classroom with computers, and we will use these for class work 
and activities often.  In addition, if you desire, you may bring your laptop to class for daily use.  
At times, I will ask you to log off or put your screens down when we are not doing computer-
aided activities.  Please do not take part in instant-messaging, Facebook, and non-class related 
email (or any similar activity) during class.  I expect you to be your own monitor regarding these 
activities.     

 
Assignments: 
Assignments will be posted in the Assignments module of CTools and will be explained 
and clarified in class.  Final drafts should be turned in to the Assignment module; other 
drafts should be turned in to your CTools dropbox.   
 
 

 
Assignment 

 

 
Final Draft  
Due Date 

Assignment 1: Job Application Materials 
     1a: Resume 
     1b: Cover Letter 

 
Mon Jan 30 

Assignment 2: Online Profile Mon Feb 13 
Assignment 3: Proposal and oral presentation  Wed March 7 
Assignment 4: Social Media Video Mon April 2 
Assignment 5: Final Project Mon April 16 
Assignment 6: Critical Reflection Essay Friday, April 20, 5 PM 
Blog Posts 
   -Ten reading responses 
   -Twelve in-class blog posts 
   -Five out-of-class posts 
  

continuous 
 

 
 
 
 
 



 
Late Work and Revision Option: 
You must hand in drafts and compositions to CTools on the day they are due BEFORE 
CLASS BEGINS.  At times I will ask you to print out copies of your work to bring to 
class, as well.  I will not accept work via email.  No late compositions will be accepted.  
Unusual circumstances and emergencies must be discussed with me in the privacy of my 
office.  You are also permitted one revision option during the term, which must be re-
submitted within 7 days of receiving feedback.  If you are using your revision option, you 
must notify me in advance and turn in the revision along with all previous drafts within 7 
days.  Revisions will be accepted for any assignment except the final project and final 
reflection.  
 
Sweetland Writing Center: 
Free, professional help with writing and revision is available M-F at the Sweetland 
Writing Center, 734-764-0429, 1310 North Quad or at the walk-in Peer Tutoring Center 
in G219 Angell Hall.  Call, walk in, or go online to make an appointment.  For more 
information, see http://www.lsa.umich.edu/sweetland 
 
Course Evaluation 
Your final grade in this course will be based upon your fulfillment of a course contract. If 
you fulfill all requirements of the contract, you will receive at least a B in the course. As 
you review the contract, you will notice that earning a B in the course requires much 
more than “the bare minimum.” The contract requirements are rigorous, and I believe that 
the professionalism, effort, critical reflection, engagement with the writing process, and 
production of texts necessary to successfully fulfill them warrants a B.  Not fulfilling all 
contract requirements will result in a grade lower than a B.  Writing and reflection of 
exemplary quality specific to the criteria for the individual projects will result in a grade 
higher than a B.  
  

http://www.lsa.umich.edu/sweetland�


Course Contract, Winter 2012 
English 229: Professional Writing 
Rhetoric, Design, Technology: Composing 21st Century Professional Texts  
 
Contract Requirements 
 
1. Attend class and arrive on time.  You may miss two class sessions without penalty.  It 

is wise to reserve these two absences for illness or emergencies. Each absence beyond 
two may result in up to a 1/3 of a letter grade deduction to your final grade.  If you 
miss a conference or small group workshop, it counts as an absence.  If a class session 
conflicts with your religious holidays, please notify me in advance so we can make 
alternative arrangements. 

 

2. Meet all due dates and assignment criteria for all projects. Because much of our 
work in this course is collaborative, it is especially important to turn work in on time. 
Members of your workshop group will be counting on you in order to stay on 
schedule.  We will establish evaluation criteria for each assignment, and you fulfill 
the contract requirements when your work meets these criteria.   

 

3. Complete a minimum of 25 blog posts, including in-class posts, reading responses, 
out-of-class posts, and responses to classmates. In this course we are writing to learn, 
as well as learning to write, and completion of the writing process blog assignments is 
essential to helping you develop an awareness of your own learning and writing 
processes. Our focus is on more than just the submission of final products.  

 

4. Complete all readings, and come prepared to actively participate during all class 
meetings. Successful participation includes regularly contributing to class discussion 
by posing questions and responding to others, sharing the floor with others, and using 
technologies such as cell phones and laptops at appropriate times.  While 
participation will inevitably be different for each student, your contributions are both 
solicited and necessary to maximize learning in this course. Challenge yourself to 
participate in ways that might, at first, make you uneasy. Ideally, this course will 
become a place where we can interact and work to become more thoughtful and 
careful readers, writers, and thinkers.  In short, we should notice and miss you if 
you’re not in class! 

 
 

5. Provide quality feedback to your peers during workshop. This entails thoughtfully 
preparing for workshop before class and consistently using workshop time as 
directed.  

 
6. Sustain effort and investment throughout all phases of a project and throughout the 

course as a whole, and show improvement as the course progresses.  Subsequent 
drafts of each assignment should show sustained effort and improvement.  Students 
who exceed the contract requirements will show improvement in their work as the 
course progresses, as well.   

 
  

7. Make substantive revisions when the task is to revise by extending or changing the 
project’s content, organization, and/or research. Carefully edit and proofread when 
the task is to polish drafts for submission. Revision means “to see again,” which often 
requires making significant changes. Editing for careless errors adds professionalism 
to your writing and allows readers to focus on your ideas. 

 
 
 
 



 
 

8. Adhere to a citation system for a project when appropriate. Citation highlights the 
collaborative nature of writing and learning. We will be analyzing and discussing the 
purpose and performance of citation systems, but in all cases the goal is to provide a 
map for readers to locate, evaluate, and interact directly with the sources you use. 

 

9. Attend and prepare for conferences with the instructor. One-on-one instruction and 
feedback supports and complements what we do in class. These are important times 
for us to discuss your writing, learning goals, and progress in the course.  

 

10. Complete all assignments, and submit a final critical reflection essay. 
  

This contract is adapted from one outlined by Jane Danielewicz and Peter Elbow. For a 
more thorough discussion of the theory and rationale behind this form of evaluation, as 
well as their original contract, please see: Danielewicz, Jane and Peter Elbow. “A 
Unilateral Grading Contract to Improve Learning and Teaching.” College Composition 
and Communication. 61.2 (2009): 244-268. Print. 
 
 
 
 
I agree to enter in to this course contract.  I understand that fulfilling all the requirements 
of the contract will result in a grade of at least a B in the course, that not fulfilling all the 
requirements will result in a grade lower than a B, and that composing writing and 
reflection of exemplary quality specific to the criteria for the individual projects will 
result in a grade higher than a B.  
 
 
Signed:          Date:      
 
 
 
 
 
 
  



Schedule – Subject to change.  Please check CTools for the most updated version 
 
Week 1 

 
  Wed Jan 4      Topic:  Introductions, Syllabus, What is “Professional Writing”?   
 

 
Week 2 

 
Mon Jan 9       Topic:  Rhetorical Situations and Writing Process 
                        Due:     Ede “Analyzing Rhetorical Situations” pp. 42-59 
                                     Writing that Works pp. 3-20 
                                     Yancey “Made Not Only in Words” pp. 297-299 
                                     *Blog Reading Response 1 (bring to class in a Word doc) 
 
Wed Jan 11  Topic: Principles of Business Communication 

Due:    Writing that Works pp. 275-313  
            *Blog Reading Response 2 
 

*Please stop by my office during Office Hours [1-3 PM] or make an alternate appt. 
 

 
Week 3 

 
Mon Jan 16      No Class – MLK Jr. Day 
  
Wed Jan 18     Topic:  Writing a Resume and Cover Letter 
                        Due:     Writing that Works pp. 578-608 

*Blog Reading Response 3 
 

Week 4  
Mon Jan 23 Topic: Resume Workshop 
                        Due:    Draft of Assignment 2a: Resume to CTools 
 
Wed Jan 25     Topic: Cover Letter Workshop 
                        Due: Draft of Assignment 2b: Cover Letter to CTools 

*Optional Conferences during Office hours 1-3 PM* 
 

 
Week 5 

 
Mon Jan 30 Topic: Rhetorical Observations of Document Design 
  Due: Final Drafts of Assignments 1a and 1b to CTools 
                                 Bring 5-10 design layouts to class 
 
Wed Feb 1 Topic: Designing an Online Profile, Sitemaker and Wix 

Due: Williams pp. 11-80 
             *Blog Reading Response 4 

 
 
Week 6 

 
Mon Feb 6      Topic: Writing for the Web 
                         Due:  Writing that Works pp. 539-564 

*Blog Reading Response 5 
                                    Site Plan and first page template to dropbox 
 
Wed Feb 8 Topic: Online Profile Workshop 

                                   Due:  Draft of Assignment 2 up on the Web.  Please put a link to 
your profile in your CTools dropbox. 

 



 
 
Week 7 

 
Mon Feb 13 Topic: Proposals, Group Work  
                        Due: Final Draft Assignment 2, Online Profile 
 
Wed Feb 15   Topic: Proposals, Collaborative Writing Tips and Tools 
                        Due:    Markel pp. 440-450 + browse example proposals 
                                     Kolin pp. 84-99 
                                    *Blog Reading Response 6 
 

 
Week 8 

 
Mon Feb 20 Topic: Using Presentational Software 
                        Due:    Markel pp. 590-1 
                                    *Blog Reading Response 7 
 
Wed Feb 22 Topic: Giving an Oral Presentation / Practice 
                           Due:   
 

 
Week 9 

                                     
Mon Feb 27    No Class – Spring Break 
Wed Feb 29 
 

 
Week 10 

 
Mon March 5 Topic:  Group Work and Presentation Run-Throughs 
                        Due:   
 
Wed March 7  Topic: Presentations 
                        Due:  Assignment 3 to CTools 
 

 
 
Week 11 

 
Mon March 12    Topic: Finish Presentations if needed 
                                        Making Video: Ethics and Copyright 
                            Due:    Markel 19-38 
                                       *Blog Reading Response 8 
 
Wed March 14    Topic:  Video Editing - hardware and software 

Please bring laptops, 8+GB flash drives, and headphones 
to class.  If you have access to a video camera, please bring 
it as well (along with any cords and connectors).  

                            Due:  D-I-Y video models 
                                     *Blog Reading Response 9 
 

 
Week 12 

 
Mon March 19   Topic: Audio-Visual Writing 

  Due: Staley “On Violence Against Objects”; Horn 372-373;   
Halbritter “Musical Rhetoric”  

             *Blog Reading Response 10 
 

 



 
Wed March 21   Topic: Critical Discussion of Multimedia Boxes 
                           Due: Basic Multimedia “Box”  
 

 
Week 13 

 
Mon March 26  Topic:  Small Group workshop 
                          Due:  Draft of Assignment 4.  Please upload your video to CTools                 

or put a link in your CTools workshop folder  
 
Wed March 28  Topic: Conferences  
                          Due:  
   

 
Week 14 

 
Mon April 2  Topic:  Final Projects 
                         Due:  Final Draft of Assignment 4 to CTools 
 
Wed April 4 Topic: Grading Criteria for final projects – Develop in class 
                        Due: Proposal for final project due to CTools dropbox  
                       *Look for email feedback on your proposal on Thurs or Fri* 
 

 
Week 14 

 
Mon April 9 Topic: In-class workshop 
                                    Due:  Plan / Outline / Storyboard / or Draft 1 of Final 

Project to CTools Dropbox.  Bring 3 copies to class for 
your group (if applicable)    

  
Wed April 11 Topic: Conferences 
                                    Due:  Full Draft of final project due to CTools dropbox 

before class time 
 

 
Week 15 

 
Mon April 16 Topic: Reflection; Evaluations 
                        Due: Assignment 5 (Final Project) to CTools Assignments 
        
Friday April 20   Assignment 6 (Critical Reflection Essay) due by 5 PM to 

CTools Assignments 
 

 


