Portfolio Assignment

Technical Writing – Spring 2004

Create a writing portfolio of this semester’s work. 

· Use an attractive binder (it doesn’t have to be expensive!). A 3-prong folder (not a 3-ring binder!!) is fine. Try to find a binder that makes accessing your documents clear and easy.

Use a cover page for each document. Your cover page should include the following:

1. The title of the document (a specific title)

2. The type of document produced (e.g., “formal proposal” or “excerpt from a computer manual”) and some specific pertinent information about the document, e.g., “Excerpt from a computer manual on Word XP. This section provides instructions on how to use and edit WordArt.”

3. The target audience (in some cases you may need to explain that there was primary audience [who may be at a low tech level], but that the document was also designed to meet the needs of the secondary audience [who may be at a high tech level or expert level]

In essence, provide the information you believe would be helpful for a prospective employer (make certain to write clearly, succinctly, and correctly).

· Note: I’m not requiring any further revisions; if you’d like to revise something, it’s up to you. If you do include a revision, MAKE SURE to also include your original paper (with my comments) and my comments’ sheet.

· Include the following documents:

1. Computer instructions

2. Recommendation report

3. Formal proposal

4. Samples of webpages, if possible

The portfolio is due at the last class. You may pick up your portfolio in the English department office or in the CEPA office (please note your preferences when you turn in your portfolio). 

