Writing Assignments

Writing Assignment #1

Length:  Approximately 1-2 pages single spaced.

Writing Assignment #1 will provide a classmate with clear instructions for doing/making/using something with which they might not be familiar.  

Your topic:

· is limited only in that it must be legal, moral, and not dangerous; 

· a classmate must be able to follow your instructions in the classroom; 

· and there should be a “finished product” or an action which can be observed by others-a concrete, not abstract, task.  

Although the task does not have to be complex, it should be something NOT familiar to everyone.  

Drawings or illustrations can be included, but the biggest percent of your paper must be written directions (remember, this is an English class, not an art class).  The directions should be mostly in sentence/paragraph form-not just a list of steps consisting of sentence fragments-although lists of supplies or numbered steps are permissible.

Although a classmate will be your immediate audience, your instructions should be written for a wider audience-an audience which would not necessarily be in the same room to receive materials and help from you in order to follow your instructions.

The draft of your assignment will be tested by a classmate during class on the day the draft is due, so you must supply all equipment and supplies necessary to successfully follow your instructions.  *IMPORTANT* In order to receive a grade on this assignment, a classmate must test your draft.  They should sign the draft which they tested and made comments on; you need to hand this draft in stapled to your final typed copy.

-------------------------------------------------------------------------------------------------------

Writing Assignment #2

Find an ad for which you are qualified (or will be when you graduate), OR choose an organization you would like to work for even though they have not advertised an opening.  Write an appropriate letter of application (or inquiry) and a resume in response to the ad or to your chosen organization.

*IMPORTANT*  When you hand in your letter and resume, include a copy of the ad (and where you found it) or an explanation of why you chose to write a letter of inquiry.  The ad and accompanying information should be included on a separate piece of paper.  Stapling the ad to the back of your resume makes it easy to miss and looks unfinished.  Although the resume and cover letter will not be sent, they should be neatly typed with a professional appearance.

IF YOU ARE WRITING A LETTER AND RESUME FOR FUTURE USE, use a future date; I will assume that some of the information might be fictional.  If you are using a current date, I will assume that all of the information is accurate.  

THE LETTER:  The letter of application or inquiry should:

· be no longer than one typed page.

· be addressed to a person with a name, if possible, or to a job title, if no name is known.

· be clear, concise, and error free.

· be organized with a clear beginning, middle, and ending.

· show evidence of skills, qualities, educational background, and experience required for the job: how well do you match their ad or a need they might have, and how can you be an asset for them?  

The letter is likely to be the first knowledge a potential employee has of you, so it should be well written.  If you are writing this for a scanner as an audience, be especially careful to match key words from the ad.

THE RESUME:  The resume:

· should be no longer than two typed pages.  
· must include the following:  
· name
· address
· phone number
· educational background
· work experience (including relevant volunteer experience and/or military service).

It may also include:

· a career or job objective
· a summary
· special skills, hobbies, etc., especially if they are relevant to the job
· and a list of references (usually three).  
It should not include personal information such as height, weight, marital status, religion, political affiliation, etc., unless it is required for a specific job and you are certain it will help, not hurt, your employment chances.

Like the letter, the resume should be
· clear, concise, and error free.

· organized so it is easy to read and so it can be read quickly.

---------------------------------------------------------------------------------------------------------------------------------
Writing Assignment #3

Length:  Approximately 10 pages

Writing Assignment #3 is an internal proposal, requiring the use of documented sources (see Chapter 17).   It will provide information and recommendations to your group member(s) regarding one issue related to starting or running a business:  a legal or ethical issue such as liability, hiring/firing employees, benefits, varying working arrangements (job sharing, etc.), requirements for disabled employees and customers; or you could investigate an international issue which could have an impact on your business-whether you will sell products made in foreign countries with child labor, for example.

You will address your report to your other group member(s) and will provide the other group member(s) with information regarding your issue as well as recommendations on how your business should deal with this issue.  This report requires the use of at least three current and reliable sources.  

*IMPORTANT*  The use of all three sources must be evident in your report, and the sources must be cited in your text and on a works cited page according to MLA.  Photocopies of the resources you used in your paper should be stapled together and placed behind the proposal in the envelope (just the pages you used information from need to be copied).  Label the photocopies with appropriate citation information, highlight the borrowed material on each page, and in the margin refer to which page (of your proposal) the information is found. 

Your report should include the following:

Front matter:  (paged using lower case Roman numerals)

· Cover – Printed on cardstock (also called cover stock), includes the title of the paper, and other information for people who file the proposal for later use.  May also include the organization’s name and the name of the organization it was prepared for (not paged)

· Title page (p. 461) (considered page “i” but not numbered)

· Cover Letter – Written to intended readers (p. 463) (considered page “ii” but also not numbered)

· Table of Contents (p. 463)

· List of Illustrations (optional) (p. 465)

· Abstract (or Summary) (p. 465)

Body:  (paged using Arabic numbers: 1, 2, 3, 4, 5, 6. . . .)

(This section should be a minimum of five pages.)

· Introduction (p. 467)

· Discussion (use an appropriate title for this section; use highlighting techniques, including subheadings; this is where most of your borrowed information should be evident) (p. 469)

· Conclusion and Recommendations (p. 470)

Back Matter:  

· Glossary (optional) (p. 470)

· Works Cited (See Chapter 14-p. 400)

· Appendix(es) (optional) (p. 472)

Although Writing Assignment #3 IS NOT a collaborative assignment, it is likely that parts of each person’s assignment will be used in Writing Assignment #5 and/or your group’s Writing Assignment #6.  This report will be graded on the appropriateness of your topic and the information presented, specific and appropriate recommendations for your audience, the correct use of current and valid sources, and the absence of spelling, punctuation, and grammatical errors.  The proposal must be bound (a variety of options are available), and must be in a manila envelope, with the photocopied sources.  The front of the envelope should be labeled with your personal information in the upper left hand corner and my name and information in the To section.  

-------------------------------------------------------------------------------------------------------
Writing Assignment #4

Writing Assignment #4 is a brochure to advertise your proposed business (Writing Assignment #6).  This is a collaborative assignment; this means you must work with your group members and that each group member will receive the same grade.  However, each group has the option to request a lower grade for non-participating or partially participating group members.

Use an 8 ½ x 11 sheet folded lengthwise into three columns (panels) on each side of the sheet.  When the brochure is folded, the front panel should be the cover.  There should be something (text, visual, or both) on each panel of the brochure, though the back panel could be used for addresses or mailing labels.

The brochure should include at least one visual: a photo, clip art, etc.

Do all of your work on the same computer or in the same lab…..printers vary slightly in their print sizes for the same font style and size.  Changing computers might change your column layouts and (believe me) this can be frustrating.

It is ESSENTIAL that you do a thumbnail sketch of your pages to see what goes where.  Remember, for example, that on one page your cover will be in the right column, the center column could be used for a mailing label, and the left column will be seen first when the pamphlet is opened.  

The following should help you use Microsoft Word:

Under FILE and PAGE SET UP, choose landscape instead of portrait.

Under FORMAT and COLUMNS, choose three columns.  Under WIDTH AND SPACING, change SPACING to 1.  This will allow large enough margins (gutters) to fold your pamphlet.

Under FILE and DOCUMENT LAYOUT, the Top, Bottom, Left and Right Margins should all be .5.  Make sure APPLY TO is set to Whole Document.

Remember that Word allows you to have alternate views of your document.  Sometimes it might be easier to see exactly what it will look like on the page, other times it might be easier to see editing lines to identify where the column breaks or page breaks occur.

If it is a problem to print on the front and back of your page, the Copy Shop in the Memorial Union can copy two pages onto the front and back of one page.  The Copy Shop also has several colors available; blank sheets can be purchased from them as well.

If you have questions, please ask for assistance from the consultants in the computer labs or the Help Desk in the IACC.  In order to print this in color at the IACC, you will need funds available on an NDSU ID.

Your assignment will be based on the appropriateness of information presented and an attractive page layout (including at least one visual), as well as the absence of errors in spelling, punctuation and grammar.

-------------------------------------------------------------------------------------------------------
Writing Assignment #5

For this Writing Assignment, you will create a handbook or publication for use by someone connected to your proposed business.  It might be a handbook for employees, a source of information for customers, or whatever other information you feel would be appropriate for someone connected to your business.  It will be created in booklet form, using 8 ½ x 11 paper folded lengthwise.  It will contain 12-24 “pages” (3-6 sheets of paper, printed on the front and back) PLUS a cover.

This Writing Assignment can be completed individually or with a group.  If there are several people in your group for Writing Assignments #4 and #6, you could divide into further groups to complete this assignment.  You will use Exercise G to tell me your plans for this assignment.

For the content of your publication, you need to consider your audience and the needs of that audience.  It can contain visuals as well as text, but at least 75% of your pages (excluding the cover) should be text.

Do all of your work on the same computer or in the same lab . . . printers vary slightly in their print sizes for the same font style and size.  Changing computers might change your column layouts and (believe me) this can be frustrating.

It is ESSENTIAL that you do a thumbnail sketch of your pages to see what goes where.

The following should help you use Microsoft Word:

Under FILE and PAGE SET UP, choose landscape instead of portrait.

Under FORMAT and COLUMNS, choose two columns.  Under WIDTH AND SPACING, change SPACING to 1.5.  This will allow a large enough margin to fold your booklet.  Other margins can remain at the standard inch.

Remember that Word allows you to have alternate views of your document.  Sometimes it might be easier to see exactly what it will look like on the page, other times it might be easier to see editing lines to identify where the column breaks or page breaks occur.

If it is a problem to print on the front and back of each page, the Copy Shop in the Memorial Union can copy two pages onto the front and back of one page.  The Copy Shop also sells sheets of colored paper and cardstock (good for your booklet’s cover).

If you have questions, please ask for assistance from the consultants in the computer labs or the Help Desk in the IACC.  In order to print this in color at the IACC, you will need funds available on an NDSU ID.

-------------------------------------------------------------------------------------------------------
Writing Assignment #6

Approximate length:  6-8 pages (memo format)

This is a collaborative assignment; it must be completed with at least one other person, unless special situations require you to work alone.  All group members will receive the same grade, unless group members request a lower grade for a member who does not contribute his or her fair share.

This assignment is based on Chapter 16 (Reports) using the guidelines for feasibility reports.  It should be addressed to the Delphi group, and should include the heading information described on page 435.  The headings and subheadings used here (in italics) should be used in your memo.  Please note that the text offers other headings not included here.  The additional headings are optional.

Introduction-a sort of summary:  what type of business are you proposing, why do you think it is needed, how much money do you need to open this business?

Market Analysis-convince Delphi Group that a market exists; identify your competition (if any), and explain how your business will differ from your competition.  Why does the community need your business?

Proposed business:- short summary of business

· Products or services-What products and/or services will you offer?  Why?

· Business site-Where in the FM area will it be located?  What existing space could be used?  A general description of the physical layout of your business should help convince your audience of your seriousness in pursuing this issue.  Information regarding building requirements, etc., from Writing Assignment #3 could be included here.

· Marketing plan-How will you attract customers?  How will you let people know you are open?  What ongoing plan will you use?  When you develop a web site, how will it be the same as or different from your competition’s web sites?  Don’t forget to mention and include your brochure.

· Staffing and Management-How many employees will you need?  What duties will they have?  What qualifications will they need?  How likely is it that you will find qualified employees to meet your needs?  Information regarding staffing from Writing Assignment #3 could be included here.

· Schedule-How soon can you open?  How soon do you expect to be able to begin paying back the loan from Delphi group?  (Remember, payment must begin no later than a year after you receive the loan.)

· Qualifications-Can you do this?  What classes/work experience have you and group members had?  What research have you done to help you prepare to open a business?  (Any information from Writing Assignment #3 that does not fit elsewhere could go here.)

· Budget-Although this will be fictional, it should be realistic.  Do some shopping around; talk to people to get information.  Include the visual you created from Exercise E.
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Conclusion-Wrapping things up; echoes, but should not repeat, the introduction.  You could also thank them for their consideration regarding your project as well as providing them with a way to contact each of you for more information.
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