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ENGL 2311.088 – Technical & Business Writing 
Course Syllabus: Fall 2026
“Northeast Texas Community College exists to provide personal, dynamic learning experiences empowering students to succeed.”

Instructor: Dr. Bryan Corbin
Office: Virtual
Email: bcorbin@ntcc.edu

	Daily
	Office Hours 

	Sunday through Saturday
	Online Daily   - I can meet you any day of the week. 



This syllabus serves as the documentation for all course policies and requirements, assignments, and instructor/student responsibilities.
Information relative to the delivery of the content contained in this syllabus is subject to change. Should that happen, the student will be notified.

Course Description: 
3 credit hours. 
Lecture/Lab/Clinical: Three hours of class each week. 
Intensive study of and practice in professional settings. Focus on the types of documents necessary to make decisions and take action on the job, such as proposals, reports, instructions, policies and procedures, e-mail messages, letters, and descriptions of products and services. Practice individual and collaborative processes involved in the creation of ethical and efficient documents. 
Prerequisite(s): 
None

Student Learning Outcomes:
Upon successful completion of this course, students will:
1. Recognize, analyze, and accommodate diverse audiences.
2. Produce documents appropriate to audience, purpose, and genre.
3. Analyze the ethical responsibilities involved in technical communication.
4. Locate, evaluate, and incorporate pertinent information.
5. Develop verbal, visual, and multimedia materials as necessary, in individual and/or
    collaborative projects, as appropriate.
6. Edit for appropriate style, including attention to word choice, sentence structure,
    punctuation, and spelling.
7. Design and test documents for easy reading and navigation

Evaluation/Grading Policy: 

The breakdown of the course requirements is as follows:

	Weight
	Course Requirement

	10%
	Project 1: Personal Interest Speech

	20%
	Project 2: Taboo Shark Tank

	30%
	Project 3: Process Analysis Paper

	20%
	Project 4: Career Packet (Cover Letter and Resume)

	20%
	Readings and Discussions


Late-Work and Dropped-Grade Policy
Late work is not accepted for readings, discussions, or Project 4. The only assignments that may be accepted late are Projects 1, 2, and 3. To help students manage an occasional missed or low-scoring non-project assignment, I will drop the four lowest reading, discussion, or other non-project assignment grades at the end of the semester.

Semester grades will be earned as follows

	Percentage
	Letter Grade

	90% and above
	A

	80 %–89%
	B

	70 %–79%
	C

	60%–69 %
	D

	59.9% and below
	F




Required Instructional Materials: 

Online text: TPW” Technical and Professional Writing - OpenOregan Educational Resources  

Optional Instructional Materials: 
None

Minimum Technology Requirements:
You will need access to a computer to complete the writing assignments for this class. You will be typing your essays in Word and submitting assignments through Blackboard.

Required Computer Literacy Skills: 
Blackboard Learning Management System, Microsoft Word processing, average email usage.

Students must have daily access to a computer and broadband internet service to take this course. The computer should have Windows XP SP3 or later or MAC OS X10.3 or higher. You will need Office 2003 or higher. The operating system can be checked by right clicking on the “My Computer” icon on the home screen. The Word processing system can be checked by going to “Start” and clicking on “All Programs.” You may not be able to complete your assignments on your smartphone, a tablet, or a Chromebook.
It is recommended that you use Safari, Google Chrome, or Firefox as a browser with the Blackboard LMS (learning management system).

Required Computer Literacy Skills:
In order to be successful in this course, students should minimally possess the following technical skills:

The ability to properly use email, attach documents to email, and open, download, and save attachments
The ability to properly update personal computer settings
The ability to properly utilize online help when needed
The ability to properly use a word processing application
The ability to properly print an electronic file to a printer
The ability to properly submit files in the Blackboard assignment windows
The ability to properly save documents in a .docx or .rtf format and save in an electronic form in multiple places, e.g. computer hard drive, portable flash drive, cloud storage, etc.
The ability to properly connect to a broadband internet system
The ability to properly search for and locate information on the internet

Course Structure and Overview: 

This English tech and business writing course is designed to help students develop their critical thinking, research and writing skills. The class will also include reading assignments that challenge students to think and effectively respond both in writing and orally to a variety of reading and visual material. Overall, the goal of this course is to help students grow as thinkers and writers. Higher order skills acquired in thinking and writing help students process information in a rapidly changing world and reflect on the deeper meanings of print and visual media. Students who utilize rhetorical tools and strategies achieve a level of sophistication in writing that invites audiences to join them in examining issues from multiple layers of meaning. In the process, students begin to take a more disciplined approach to writing and develop their voices through every day and argumentative writing. 

Reading Assignments:
Students are expected to read all assigned material. Failure to read and respond effectively to the reading assignments could affect your grade in the course.

Course Evaluations:
Toward the end of the course you will be asked to complete an online course evaluation. Students are encouraged to fill out an evaluation for each of their courses. This will be your opportunity to share important feedback on each of the courses you take at NTCC and the faculty member who teaches the class. Please watch for info about the evaluation on your NTCC email account and make sure you participate in evaluating your experiences in the classroom.
STUDENT RESPONSIBLITIES AND EXPECTATIONS:

Course Expectations:
To complete this course successfully, you should do the following:
Read all of the textbook assignments.
Participate actively and meaningfully in all assignments.
Prepare and submit all writing assignments on time.

Withdrawal policy:
It is your responsibility to drop or withdraw from a course. Failure to do so could result in receiving a failing grade for the course.

Communications: 
Office hours are listed on the top of the front page of this syllabus. Emails will be answered within 24 hours. Please note that NTCC email is the official form of communication used by the college.

Institutional/Course Policy: 
To complete this course successfully, you should do the following:
Read all of the textbook assignments
Participate actively and meaningfully in all group discussions
Prepare and submit all writing assignments on time
Attend class regularly
Always remember to bring your textbook, paper and writing utensil to each class. You will be reading material from the textbook and completing in-class writing assignments in a writing journal. You will not be successful in this class without the appropriate materials. Please don’t engage in casual conversations during our lecture, discussion and group times or while we are working on other assignments. I reserve the right to act as necessary to maintain a productive class environment, including asking disruptive students to leave, and in extreme circumstances, dropping chronic disruptors from my course. I will not tolerate uncivil behavior toward other class members during class discussions. Please do not use cell phones, tablets or computers during class unless the device is being used as a part of the classwork. Please inform me at the beginning of the semester if you plan to use a digital copy of the textbook. See the evaluation criteria (rubric) for writing assignments at the end of the syllabus.

Alternate Operations During Campus Closure and/or Alternate Course Delivery Requirements:
In the event of an emergency or announced campus closure due to a natural disaster or pandemic, it may be necessary for Northeast Texas Community College to move to altered operations. During this time, Northeast Texas Community College may opt to continue delivery of instruction through methods that include, but are not limited to, online through the Blackboard Learning Management System, online conferencing, email messaging, and/or an alternate schedule.  It is the responsibility of the student to monitor NTCC’s website (http://www.ntcc.edu/) for instructions about continuing courses remotely, Blackboard for each class for course-specific communication, and NTCC email for important general information.

Additionally, there may be instances where a course may not be able to be continued in the same delivery format as it originates (face-to-face, fully online, live remote, or hybrid).  Should this be the case, every effort will be made to continue instruction in an alternative delivery format.  Students will be informed of any changes of this nature through email messaging and/or the Blackboard course site.
Statement Regarding the Use of Artificial Intelligence (AI) Technology: 
Employees and students shall be permitted to explore artificial intelligence (AI) and implement its use in and out of the classroom in accordance with policy and administrative regulations. The use of AI shall only be as a support tool to enhance student outcomes or as necessary to engage in research and shall never take the place of faculty, staff, and student decision-making. Any use of AI must comply with law, policy, and administrative regulations relating to student and employee privacy and data security. A student shall only use AI tools with faculty permission and shall be expected to produce original work and properly credit sources, including AI tools used in creating the work. 

Example:
APA (7th edition)
OpenAI. (2026). ChatGPT (March 25 version) [Large language model]. https://chat.openai.com/
MLA (9th edition)
OpenAI. ChatGPT. 25 Mar. 2026, https://chat.openai.com/.

Employees or students who use AI tools to deceptively harm, bully, or harass others shall be disciplined in accordance with policy. [See DH, DIA series, FFD series, FFE, FLB, and the FM series] AI Use by Employees and Students. Northeast Texas Community College 225500 TECHNOLOGY RESOURCES CRB ARTIFICIAL INTELLIGENCE (LOCAL) DATE ISSUED: 12/8/2025 1 of 1 UPDATE 50 CRB(LOCAL)-AJC Adopted: 12/16/2025
Additional Information on the Use of Artificial Intelligence (AI) in this English course:
All work submitted in this course is expected to be original work for this particular class. Any previously written work, either by the student or another source, will either be considered ineligible for course credit or a percentage of the grade will be heavily deducted.

This does include the use of any artificial intelligence (AI) generating tools like ChatGPT, Gemini, and Grok as well as the AI-generating tools available through Microsoft Copilot and Google Docs. I use Turnitin’s AI detector to check for AI usage for essay assignments in this course. The grade will be affected on any writing assignment that is detected with more than 50 percent AI generated material. Any paper having more than 50 percent AI-generated material will be subject to receive a zero for the assignment. If your writing assignment is flagged at more than 50 percent AI usage, you will be required to meet with the instructor either face-to-face or through a TEAMS video chat to discuss the AI-flagged material. So, please avoid the temptation to use AI-generated work in any of your written assignment. 

NTCC Academic Honesty/Ethics Statement:
NTCC upholds the highest standards of academic integrity. The college expects all students to engage in their academic pursuits in an honest manner that is beyond reproach using their intellect and resources designated as allowable by the course instructor. Students are responsible for addressing questions about allowable resources with the course instructor. Academic dishonesty such as cheating, plagiarism, and collusion is unacceptable and may result in disciplinary action. This course will follow the NTCC Academic Honesty and Academic Ethics policies stated in the Student Handbook.  Refer to the student handbook for more information on these subjects.

Plagiarism:
In any written paper, you are guilty of the academic offense known as plagiarism if you half-copy or copy another person’s words or sentences. Plagiarism usually results in an automatic grade of “F” for the assignment or the course, depending on the offense. You cannot mix another author’s words with your own or “plug” your synonyms into another author’s sentence structure. If you use someone else’s words, phrases, or sentences, even if you are paraphrasing, you must cite the source. All essays and some additional writing assignments for this course will be submitted to TurnItIn.com, which is a plagiarism and AI checker. Other writing assignments are submitted through a Blackboard link and are checked for plagiarism through a program called Safeassign. The Turnitin similarity report and AI detection report and the Safeassign plagiarism checker are used to determine AI usage and/or plagiarism. Any questionable results will be shared and discussed with the student in a face-to-face conference in my office or through a TEAMS video chat.

ADA Statement:
It is the policy of NTCC to provide reasonable accommodation for qualified individuals who are students with disabilities. This College will adhere to all applicable federal, state, and local laws, regulations, and guidelines with respect to providing reasonable accommodation as required to afford equal educational opportunity. It is the student’s responsibility to request accommodation. An appointment can be made with the Academic Advisor/Coordinator of Special Populations located in Student Services and can be reached at 903-434-8264. For more information and to obtain a copy of the Request for Accommodations, please refer to the special populations page on the NTCC website.  

Family Educational Rights and Privacy Act (FERPA):
The Family Educational Rights and Privacy Act (FERPA) is a federal law that protects the privacy of student education records. The law applies to all schools that receive funds under an applicable program of the U.S. Department of Education. FERPA gives parents certain rights with respect to their children’s educational records. These rights transfer to the student when he or she attends a school beyond the high school level. Students to whom the rights have transferred are considered “eligible students.” In essence, a parent has no legal right to obtain information concerning the child’s college records without the written consent of the student. In compliance with FERPA, information classified as “directory information” may be released to the general public without the written consent of the student unless the student makes a request in writing. Directory information is defined as: the student’s name, permanent address and/or local address, telephone listing, dates of attendance, most recent previous education institution attended, other information including major, field of study, degrees, awards received, and participation in officially recognized activities/sports.

Course Calendar and Due Dates
The dates below are taken from the revised Blackboard course calendar. All times are shown in the course time zone. Please check Blackboard regularly for announcements or approved changes.
	Due Date
	Assignment(s)

	Friday, August 28, 2026
	Group Discussion on Technical Writing – 11:59 PM

	Sunday, September 6, 2026
	Video Response: Document Design Principles - 11:59 PM
Video Response: Death by PowerPoint - 11:59 PM

	Friday, September 11, 2026
	Project 1: Personal Interest Speech – 11:59  PM
Personal Interest Speech Discussions - first deadline – 11:59 PM

	Sunday, September 13, 2026
	Reading Response: What Is Technical Writing? - 11:59 PM
Video Response: Importance of Technical Writing to Businesses - 11:59 PM
Reading Response: Writing in the Workplace Pt. 1 - 11:59 PM
Reading Response: Writing with the Audience in Mind - 11:59 PM

	Sunday , September 13, 2026
	Personal Interest Speech Discussions - second deadline – 11:59 PM

	Sunday, September 20, 2026
	Reading Response: SBA Guidelines for Writing the Business Plan - 11:59 PM
Reading and Video Response: Proposal Writing - 11:59 PM

	Sunday, September 27, 2026
	Reading Response: SBA Traditional Business Plan Sections - 11:59 PM

	Sunday, October 4, 2026
	Reading Response: SBA Proposal Market Research - 11:59 PM

	Sunday Octoer 4, 2026
	Shark Tank Idea – Just email professor idea; one person per group.

	Saturday, October 16, 2026
	Taboo Shark Tank Discussion - Group Presentation, first deadline – 11:59 PM

	Sunday, October 18, 2026
	Taboo Shark Tank Discussion - Group Presentation, second deadline – 11:59 PM PM

	Monday, October 18, 2026
	Project 2: Taboo Business Group Plan Submission – 11:59 PM

	Sunday, October 25, 2026
	Video Response: Importance of Writing - 11:59 PM
Reading Response: How to Write a Process Analysis Essay - 11:59 PM

	Sunday, November 1, 2026
	Reading and Video Response: Designing Documents with Visual Elements - 11:59 PM
Reading Response: Performing Research for Workplace Writing - 11:59 PM
Reading Response: Citation and Documentation of Source Material - 11:59 PM

	Sunday, November 8, 2026
	Project 3: Process Analysis Paper - 11:59 PM

	Sunday, November 8, 2026
	Video Response: Tips for Editing Writing – 11:59 PM

	Sunday, November 15, 2026
	Reading and Video Response: Creating Memos in Professional Writing - 11:59 PM
Video Response: Drastically Improve Your Resume - 11:59 PM
Video Response: How to Create a Strong Resume - 11:59 PM
Reading Response: Resume Types and Sections - 11:59 PM
Reading Response: Purdue OWL Memo Writing - 11:59 PM

	Sunday, November 22, 2026
	Video Response: Importance of White Space in Writing - 11:59 PM
Reading Response: Resume Writing Tips - 11:59 PM
Reading and Video Response: Writing Effective Emails - 11:59 PM
Writing a Cover Letter - 11:59 PM

	Tuesday, November 24, 2026
	Video Response: Cover Letter Writing Advice - 11:59 PM
Video Response: Tips for a Good Cover Letter - 11:59 PM

	Sunday, November 29, 2026
	Reading Response: Writing a Professional Business Letter - 11:59 PM

	Monday, December 7, 2026
	Project 4: Career Packet - 12:59 AM


Major Project Assignment Sheets
ENGL 2311 – Technical & Business Writing
The following instructions and rubrics explain the four major projects in this course. Please review the appropriate assignment sheet before beginning each project and submit all required materials through Blackboard.

Project 1: Personal Interest Speech
In a four- to six-minute speech, explain a hobby or process that interests you. Choose a topic that is appropriate for a college classroom and rated PG-13 or below. Think about the principles of technical writing, including knowing your audience, providing context, and explaining your ideas clearly.
Assignment Requirements
1. Begin with an opening that gets the audience’s attention and clearly introduces your topic.
2. Include a credibility statement that explains your experience with or connection to the topic.
3. Organize the speech so the main ideas are easy to follow, and use clear transitions.
4. Use a readable and visually clear PowerPoint presentation to support the speech.
5. End with a conclusion that reviews the main point and gives the audience a sense of completion.
6. Please dress in business casual attire for the presentation.
7. Place the video on YouTube and provide the link. It can be unlisted or open. 
Rubric
	Criterion
	Points
	What I Will Review

	Opening
	10
	Attention-getter and clear introduction of the topic.

	Credibility Statement
	10
	Clear explanation of the speaker’s experience or connection.

	Content
	10
	Accurate, focused, and audience-appropriate explanation.

	Transitions
	10
	Ideas are organized and connected clearly.

	PowerPoint
	50
	Readable, visually effective slides that support the speech.

	Conclusion
	10
	Reviews the main idea and provides closure.


Exactly 50% of the speech grade is based on the PowerPoint, so please follow the best practices we have discussed.

Project 2: Taboo Shark Tank (Group Project)
Work in a group of three to five students to develop a business that is likely considered taboo by society and create a marketing plan for it. You may not complete this project alone. Think of the “Shark Tank” model, with the audience members serving as sharks and possible investors in your business.
Marketing Plan and Presentation Requirements
8. Create a six- to eight-page marketing plan with a title page, executive summary, introduction, SWOT analysis, advertising plan, and conclusion.
9. Use at least seven credible outside sources. At least five sources must come from the college library databases.
10. Explain what makes the business unique, why it may be difficult to market, and how your group will persuade customers and investors.
11. Record a five- to seven-minute presentation. Every group member must speak and be visible on camera.
12. Upload the presentation to YouTube. The video may be unlisted, but the submitted link must work.
Rubric
	Criterion
	Points
	What I Will Review

	Marketing Plan
	40
	All required sections are complete, organized, and developed.

	Research
	20
	Seven credible sources, including five college-database sources.

	Persuasive Appeal
	15
	Clear target market, advertising plan, and reasons to invest.

	Presentation
	15
	Effective five- to seven-minute Shark Tank presentation.

	Group Participation
	10
	Three to five members; every member speaks and appears on camera.



Project 3: Process Analysis Paper
Write a clear “how-to” paper that teaches a reader how to complete a process. Choose a process you understand well and can explain in five to ten steps. Write for a reader who may have little or no experience with the topic.
Assignment Requirements
13. Begin with an introduction that identifies the process, explains why it is useful, and provides any background or materials the reader needs.
14. Present five to ten clearly defined steps in the correct order. Explain each step plainly and use transitions to guide the reader.
15. Include useful visuals in some or all steps, such as original photographs, drawings, diagrams, or charts.
16. Use MLA format, including the proper heading and a clear title.
17. End with a conclusion that reviews the result and offers final advice or warnings.
18. Submit only the completed final paper through the Process Analysis Paper assignment link in Blackboard.
Rubric
	Criterion
	Points
	What I Will Review

	Introduction and Context
	15
	Purpose, usefulness, background, and needed materials are clear.

	Steps and Organization
	30
	Five to ten complete steps in a logical order.

	Visuals
	20
	Useful, readable visuals placed near the correct steps.

	Clarity and Detail
	20
	Plain explanations, effective transitions, and appropriate detail.

	Format and Editing
	15
	MLA format, conclusion, grammar, and careful proofreading.


Project 4: Career Packet
Create a career packet for a real job you are interested in obtaining. Please choose a job for which you meet the minimum requirements. Your documents should be professional, easy to read, and written specifically for that position.
Career Packet Requirements
19. Find an advertisement for a job you are interested in obtaining. Save and upload a copy of the advertisement.
20. Draft a single-spaced, one-page cover letter for the position. Explain why you are a strong candidate.
21. Write a one-page resume geared toward the position. You may use a functional or chronological format, but a chronological resume is usually the better choice.
22. Pretend you completed an interview for the position. Write a handwritten thank-you note and upload a clear picture or scan of it.
Rubric
	Criterion
	Points
	What I Will Review

	Job Advertisement
	5
	A complete advertisement for a position the student is qualified to pursue.

	Cover Letter
	40
	Professional format, specific content, strong editing, and one-page length.

	Resume
	40
	Job-focused content, proper formatting, strong action language, and one-page length.

	Thank-You Note
	15
	Professional handwritten note submitted as a clear picture or scan.


Please proofread the cover letter carefully. I recommend bullet points for resume job tasks, and sentence fragments are acceptable on the resume. Use white space to make both documents easy to read.
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