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CM 302 Professional Writing for Project Managers

COURSE SYLLABUS

General Information:


Name of College:  College of Engineering and Natural Sciences


Course Number:   CM 302, Professional Writing for Project Managers 


Credit Hours:
3


Instructor’s Name: Stephen Mead

Course Prerequisites:  ENG 105


COURSE DESCRIPTION 

Instruction in the writing expectations of a professional project manager. 

Proposals, letters, analysis, reports, notifications and legal requirements for document preparation, presentation and preservation. This course fulfills NAU junior-level writing requirement

Instruction and experience in writing proposals, technical descriptions and instructions, analyses, interpretive and recommendation reports, abstracts, progress reports, business letters, technical articles, and correspondence. Writing intensive course. (3 credits)
       

Student Learning Expectations/Outcomes for this Course

Upon completion of the CM 302 course the student will be able to:

Demonstrate the ability to write a coherent business letter in an acceptable industry format.

Demonstrate the ability to self- edit a document.

Create a coherent and fact based written assessment of an industry related problem, difficulty or legal dilemma, and demonstrate that ability by written examination.

COURSE CONTENT


Communication and information management theory
Project management communications
The use of graphics in legal communications

The use of graphics as information channel

Writing process in for project managers 

Self editing

External editors
Effective prose style in technical reports

Tense, voice and person
Correctness and final manuscript preparation

Audience
Technical communication in an electronic platform

E-mail 

Web postings

Archiving

Short reports
Formal technical reports

Project Management communications


Requests for Information


Letters




Contract notifications



Work related confirmations



Public documents (notifications)


Transmittals


Submittals


Contracts




Content and language



Scope



Format

Construction Industry Institute CII specification formats

Written depositions

REQUIRED MATERIALS 

Text: TBA

EXAMS AND COURSE ASSIGNMENTS 

GRADING SYSTEM 


A total of 1000 points may be earned in this course.  Grades are based on a straight scale (i.e.. 90% is an A,  80% is a B, etc.  There will be NO extra credit assignments and NO grading curves, so all of you will have an equal opportunity to earn the grade of your dreams.  I encourage you to seek out my help and/or guidance regarding course material, study habits, etc.  As a rule, students who make the effort to talk to me about course materials or study habits end up with very high grades on exams and for the course itself.  Here's the breakdown for the course: 

Writing Sample 1   100 points 

Writing Sample 2   100 points 

Writing Sample 3   100 points 

Writing Sample 4   100 points 

Writing Sample 5   100 points 

Writing Sample 6   100 points

Research Paper     300 points

Final Exam             100 points

Total Points
        1000 points 

LATE POLICY FOR ASSIGNMENTS AND EXAMS: 

Reading assignments and projects must be turned in at the time of each assigned discussion.  Late assignments will be penalized a flat 25% regardless of when they are turned in.  

The exams MUST be taken on the dates scheduled, unless there is a legitimate university-related conflict.  If you know that a conflict will exist prior to the exam, talk to me about it, and we will make alternative arrangements.  If you miss an exam without valid authorization, an automatic 50% will be deducted from the full exam value, no matter when the makeup. 

Northern Arizona University 

POLICY STATEMENTS 

SAFE ENVIRONMENTAL POLICY
NAU's Safe Working and Learning Environment Policy seeks to prohibit discrimination and promote the safety of all individuals within the university. The goal of this policy is to prevent the occurrence of discrimination on the basis of sex, race, color, age, national origin, religion, sexual orientation, disability, or veteran status and to prevent sexual harassment, sexual assault, or retaliation by anyone at this university. 

You may obtain a copy of this policy from the college dean's office. If you have concerns about this policy, it is important that you contact the departmental chair, dean's office, the Office of Student Life (523-5181), the academic ombudsperson (523-9368), or NAU's Office of Affirmative Action (523-3312). 

STUDENTS WITH DISABILITIES
If you have a learning and/or physical disability, you are encouraged to make arrangements for class assignments/exams so your academic performance will not suffer because of a disability or handicap. If you have questions about special provisions for students with disabilities, contact the Counseling and Testing Center (523-2261). 

It is your responsibility to register with the Counseling and Testing Center. Applications for services should be made at least eight weeks before the start of the semester. 

If the Counseling and Testing Center verifies your eligibility for special services, you should consult with your instructor during the first week in the semester so appropriate arrangements can be made. Concerns related to noncompliance with appropriate provisions should be directed to the Disability Support Services coordinator in the Counseling and Testing Center. 

INSTITUTIONAL REVIEW BOARD


Any study involving observation of or interaction with human subjects that originates at NAU - including a course project, report, or research paper - must be reviewed and approved by the Institutional Review Board (IRB) for the protection of human subjects in research and research-related activities.

The IRB meets once each month. Proposals must be submitted for review at least fifteen working days before the monthly meeting. You should consult with your course instructor early in the course to ascertain if your project needs to be reviewed by the IRB and/or to secure information or appropriate forms and procedures for the IRB review. Your instructor and department chair or college dean must sign the application for approval by the IRB. The IRB categorizes projects into three levels depending on the nature of the project: exempt from further review, expedited review, or full board review. If the IRB certifies that a project is exempt from further review, you need not resubmit the project for continuing IRB review as long as no modifications in the exempted procedures.  

A copy of the IRB Policy and Procedures Manual is available in each department's administrative office and each college dean's office. If you have questions, contact Carey Conover, Office of Grant and Contract Services, at 523-4889. 

ACADEMIC INTEGRITY


The university takes an extremely serious view of violations of academic integrity. As members of the academic community, NAU's administration, faculty, staff and students are dedicated to promoting an atmosphere of honesty and are committed to maintaining the academic integrity essential to the educational process. Inherent in this commitment is the belief that academic dishonesty in all forms violates the basic principles of integrity and impedes learning. Students are therefore responsible for conducting themselves in a academically honest manner. 

Individual students and faculty members are responsible for identifying instances of academic dishonest. Faculty members then recommend penalties to the department chair or college dean in keeping with the severity of the violation. The complete policy on academic integrity is in Appendix F of NAU's Student Handbook. 

MEDICAL INSURANCE COVERAGE FOR STUDENTS


The University's self-insurance plan does not provide medical coverage to students if injured while participating in University-related activities or academic programs. Students are strongly encourage to obtain medical/health insurance prior to participation through their parent's health insurance plan or by purchasing insurance (such as the Blue Cross/Blue Shield package offered through Fronske Health Center.) 

ACCOMMODATION OF RELIGIOUS OBSERVANCE AND PRACTICE


No employee, agent, or institution under the jurisdiction of the Arizona Board of Regents, shall discriminate against any student, employee, or other individual, because of such individual's religious belief or practice or any absence thereof. Furthermore, administrators and faculty members are responsible to reasonably accommodate individual religious practices. A refusal to accommodate is justified only when undue hardship would result from each available alternative of reasonable accommodation. 

No administrator or faculty member shall retaliate or otherwise discriminate against any student, employee or prospective employee because that individual has sought a religious accommodation pursuant to this policy. 

CLASSROOM MANAGEMENT STATEMENT


Membership in the academic community places a special obligation on all members to preserve an atmosphere conducive to a safe and positive learning environment. Part of that obligation implies the responsibility of each member of the NAU community to maintain an environment in which the behavior of any individual is not disruptive. 

It is the responsibility of each student to behave in a manner which does not interrupt or disrupt the delivery of education by faculty members or receipt of education by students, within or outside the classroom. The determination of whether such interruption or disruption has occurred has to be made by the faculty member at the time the behavior occurs. It becomes the responsibility of the individual faculty member to maintain and enforce the standards of behavior acceptable to preserving an atmosphere for teaching and learning in accordance with University regulations and the course syllabus. 

At a minimum, students will be warned if their behavior is evaluated by the faculty member as disruptive. Serious disruptions, as determined by the faculty member, may result in immediate removal of the student from the instructional environment. Significant and/or continued violations may result in an administrative withdrawal from the class. Additional responses by the faculty member to disruptive behavior may include a range of actions from discussing the disruptive behavior with the student to referral to the appropriate academic unit and/or the Office of Student Life for administrative review, with a view to implement corrective action up to and including suspension or expulsion. 

