Table 1 ~ Spring 2011 Schedule English 100WB (Section 1)
	
	Date / Topics
	Readings, Assignments, Deadlines

BWC: The Business Writer’s Companion

Q&W: Questions & Writing

	1


	1.24 – 1.28
Introductions
	1.26 ~ First Day of Campus Instruction
1.26 ~ First Day of Instruction; Green Sheet and Schedule

	2


	1.31 – 2.4
The Writing Process
	1.31 ~ Diagnostic Essay #1 (LO 1, 2) 500-700 words
2.2 ~ BWC: “Five Steps to Successful Writing” (xxix-xxxvi)

BWC: The Writing Process (Section 1 – p 1-21)
Q&W #1 and #2 – Draft

	3


	2.7 – 2.11
Career and Resume

Skills Set 


	2.7 ~ Last Day to Drop Courses Without an Entry on Student's Permanent Record (D)
2.7 ~ BWC: The Writing Process (continued – p 21-38) 
2.9 ~ Job Search (Section 8 – p 217-224, p 232-248) Application/Resume/Cover Letter Drafts Due
Q&W #1 – Due

	4


	2.14 – 2.18
New Technologies

	2.14~ Last Day to Add Courses & Register Late (A)

2.14 ~ BWC: blogs, forums, and web design (Section 2 – p 39-64)
2.16 ~ Designing blogs / Corporate Websites
Q&W #2 – Due / Finalize Groups

	5


	2.21 – 2.25
Business Writing
Research and Documentation

	2.21 ~ BWC: Research & Documentation (Section 3 – p 66-98)
2.22 ~ Enrollment Census Date (CD) 
2.23 ~ Proposals and Reports (Section 4 – p 105-118)
Q&W #3 – Draft

	6


	2.28 – 3.4
Conferences

	Report Draft Due (at conference)

2.28 ~ 3.2 ~  Conferences

	7


	3.7 – 3.11
Various Reports

Proposals

Group Progress

	3.7 ~ BWC: Reports (Section 4 – p 101-105)
3.9 ~ Proposals (Section 4 – p 105-118)
Report Due (Individual)

(Typed, 1000 words, LO1, LO2, LO3)
Q&W #3 – Due

	8


	3.14 – 3.18
Formal Reports
	3.14 ~  BWC: Formal Reports; Abstracts (Section 5 – p 123-129)
3.16 ~ Formal Reports (Section 5 – p 130- 153)

Proposal /Business Plan Draft Due
Q&W #4 – Draft

	9


	3.21 – 3.25
Design and Visuals

	3.21 and 3.23 ~ BWC: Design and Visuals (Section 6 – p 155-182)
Q&W #4 – Due

	10


	3.28 – 4.1
	Spring Recess ~ NO Classes

3.31 ~ Cesar Chavez Day - Campus Closed (CC)


	11
	4.4 – 4.8
Formal Reports
	4.4 ~ BWC: Formal Reports (Section 5 – continued)
4.6 ~ Short Presentations Drafts
Q&A #5 – Due 

	12

	4.11 – 4.15
Short Presentations
	4.11 ~ Short Individual Presentations
4.13 ~ Short Individual Presentations
Presentation Documents Due (Individual)

(Typed, 1000 words, LO1, LO2, LO3) 

	13

	4.18 – 4.22

	4.18 ~ BWC: Correspondence (Section 7 – p 185–215)
4.20 ~ Proposal/Business Plan Draft

	14
	4.25 – 4.29
Group Presentations
	4.25 and 4.27 ~ Proposal/Business Plan /Project (Group)
Writing Project and Presentation Documents Due
(Typed, 2500 -3000 words, LO1, LO2, LO3)
 
Q&W #6 – Due

	15

	5.2 – 5.6

	5.2 ~ BWC: Job Search (Section 8 – p 224 – 232)
Final Drafts of all Career Plan Documents 
5.4 ~ Career Plan Portfolio Due (Individual - Include Application /Resume /Cover Letter)
(500 words – LO1, LO2, LO3)
Q&W #7 – Due 

	16

	5.9 – 5.13

	5.9 ~ Final Preparation
5.11 ~ Portfolio Due (Individual)

(Typed and Handwritten, 1000 words, LO1, LO2, LO3)    

	
	Saturday, 5.14
	Final Exam (15%) – Venue and Time: TBA

	17
	5.16 – 5-20
	5.16 ~ Last Day of Instruction ~ Class Summary


Assignment Schedule: A detailed schedule of assignments and activities is attached. Days listing readings means you need to read the assigned pages PRIOR to class.  Occasionally, the schedule may change with fair notice, so please keep informed.
· All articles must be a minimum of 1000 words
http://www.economist.com/
http://www.nytimes.com/pages/business/index.html
www.bedfordstmartins.com/alred
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