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MASTER SYLLABUS

COURSE NO., HOURS, AND TITLE:
AVM 301 Aviation Management Writing and Communication
MEETINGS:  Saturdays, 3/21/09 – 4/25/09:  8:30AM – 4:30PM

LOCATION:  ASA 113
INSTRUCTOR INFORMATION:

Lesa Bretz








email:  

lesa.k.bretz@boeing.com








webpage:

http://www.geocities.com/lesabretz/








phone:

314-233-6190









office hours:
immediately following class in the AVM offices
AVM MISSION STATEMENT:
Aviation Management is a broad based aviation educational program designed to augment technical skills and develop managerial skills necessary for a career in aviation and related industries.
COURSE DESCRIPTION:

This course is a study of the writing and communication skills used by managers in the aviation industry. Foundations of technical writing style and documentation are followed by descriptions of specific aviation-related technical writing applications such as correspondence, grants, manuals, progress reports and promotional materials. Specialized skills such as conflict resolution, technical presentations and electronic communication complete the course.
COURSE OBJECTIVES:
Outcome #1:
The student will define and describe effective practices for planning and composing technical documents used in aviation.
Outcome #2:
The student will practice basic technical writing skills such as situation analysis, readable style, design, documentation, and graphics.
Outcome #3:
The student will distinguish between the components, style, and tone of major technical and aviation writing applications.
Outcome #4:
The student will define and describe effective approaches to conflict resolution in the workplace.
TOPICAL OUTLINE:

Topics
Percentages
I.
Foundations of Technical Writing
40%     

A.
Composing

B.
Situation Analysis

C.
Readable Style

D.
Document Design

E.
Documentation

F.
Graphics

II.
Technical Writing Applications
40%     

A.
Correspondence

B.
Proposals/Grant Writing

C.
Instructions

D.
Progress Reports

E.
Aviation Manuals

F.
Promotional Materials

III.
Special Skills in Management Communications
20%     

A.
Conflict Resolution

B.
Business Presentations

C.
Public Presentations

D.
E-mail

E.
Internet
TEXTBOOK:

Houp, K.N., Pearsall, T.E., Tebeaux, E., & Dragga, S.  (2006) Reporting Technical Information (11th ed.).  New York:  Oxford University Press.

REQUIRED REFERENCE:

American Psychological Association.  (1994).  Publication manual of the American Psychological Association (4th ed.).  Washington, DC:  Author.

Arron, J.E. (2006).  The Little Brown compact handbook (6th ed.).  Reading, MA: Longman.

BIBLIOGRAPHY:
Borowick, J. N.  (1996).  Technical communication and its applications.  Englewood Cliffs, NJ:  Prentice Hall.

Burnett, R. E.  (1994).  Technical communication (3rd ed.).  Belmont, CA:  Wadsworth Publishing Company.

Pearlman, D. D., & Pearlman, P. R.  (1989).  Guide to rapid revision (4th ed.).  New York:  Macmillan.

Pearsall, T. E., & Cunningham, D. H.  (1990).  How to write for the world of work (4th ed.).  Fort Worth, TX:  Holt, Rinehart, and Winston.

Reep, D. C.  (1994).  Technical writing: Principles, strategies, and readings (2nd ed.).  Boston:  Allyn and Bacon.
ASSIGNMENTS

All assignments are due at the beginning of the class period on the day a deadline has been established.  For each day late, a penalty of 10% of the possible points will be assessed.
COURSE MANAGEMENT:

1. Emergency Procedures:  Southern Illinois University Carbondale is committed to providing a safe and healthy environment for study and work.  Because some health and safety circumstances are beyond our control, we ask that you become familiar with the SIUC Emergency Response Plan and Building Emergency Response Team (BERT) program.  Emergency response information is available on posters in buildings on campus, available on BERT’s website at www.bert.siu.edu, Department of Safety’s website at www.dps.siu.edu (disaster drop down) and in the Emergency Response Guideline pamphlet.  Know how to respond to each type of emergency.

Instructors will provide guidance and direction to students in the classroom in the event of an emergency affecting your location.  It is important that you follow these instructions and stay with your instructor during an evacuation or sheltering emergency.  The Building Emergency Response Team will provide assistance to your instructor in evacuating the building or sheltering within the facility.

2. Class attendance is the responsibility of the student.  Unless you are extremely ill or there is a serious family emergency, you should plan to attend all classes.  Absences will not be excused unless coordinated ahead of time with the instructor.  
3. Tardiness is disruptive and not tolerated. Unless coordinated and approved by myself, late class attendance or early class departure will result in a minimum loss of three attendance points for each occurrence.  
4. Cell phones, pagers, etc. must be shut off or placed in a vibrate/alerting mode during class and are not to be used except in the case of emergency.  Laptops, palm pilots, or similar devices are not permitted during lecture.  Failure to abide by this rule will result in a loss of the day’s attendance and participation points.  

5. All assignments are to be turned in on time regardless of whether or not you can attend class. On time means at the start of class on the due date given in the syllabus.  For each day late, a penalty of 10% of the possible points will be assessed.   
6. Plagiarism of material will not be tolerated.  It will result in a score of zero for the class and possible suspension from the university. 
7. Cheating during quizzes and exams will also not be tolerated.  The first occurrence will result in the loss of all the day’s points.  The second occurrence will result in a score of zero for the class.
8. The syllabus may be changed at the discretion of the instructor to accommodate instructional or student needs.  
9. Extra credit opportunities may be provided at the instructor’s discretion.

10. Notify me immediately of any circumstances that may affect your ability to meet course requirements.
	Date
	In Class Activities
	Text 
	Assignments Due

	March 21, 2009
	Introduction, Review of Syllabus

Lectures:  An Overview of Technical Writing, Composing, Writing for Your Readers, Achieving a Readable Style
	Chapters 1, 2, 3, 4
	Title and short synopsis of your technical report topic

	March 28, 2009
	Lectures:  Writing Ethically, Writing for International Readers, Gathering Evaluating and Documenting Information
	Chapters 5, 6, 7
	Outline for your technical report topic (reference figure 10-4 on page 242)

	April 4, 2009
	Lectures:  Designing and Formatting Documents, Creating and Managing Text, Developing the Main Elements of Reports, Creating Tablets and Figures
	Chapters 8, 9, 10, 11
	Front matter for your technical report (see http://www.oup.com/us/doc/houpstudents/front.doc)

	April 11, 2009
	Lectures:  Planning Correspondence and Email, Creating Reports for Any Occasion, Developing Analytical Reports
	Chapters 12, 13, 14
	Rough draft of your technical report

	April 18, 2009
	Lectures:  Developing Empirical Research Reports, Writing Proposals and Progress Reports, Formulating Instructions, Procedures, and Policies
	Chapters 15, 16, 17


	Figures for your technical report

	April 25, 2009
	Lectures:  Writing Collaboratively, Preparing Oral Reports, Understanding the Strategies and Communications of the Job Search
	Chapters 18, 19, 20
	Final draft of your technical report


ASSESSMENT COMPONENTS

Attendance
120 points
12%

Participation
60 points
6%

Quizzes
200 points
20%

Topic and Synopsis
40 points
4%

Outline
80 points
8%
Front Matter
100 points
10%
Rough Draft
100 points
10%
Figures
100 points
10%
Final Draft
200 points
20%
TOTAL
1000 points
100%

GRADING SCALE

A

92.00 - 100%  
B

84.00 - 91.99% 
C

76.00 - 83.99%

D

68.00 - 75.99%

F

67.99% or less
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