
TECM 4250 — Writing Technical Manuals 
and Procedures 

Instructor Information  
Instructor: Dr. Chris Lam 
Email Address: Christopher.lam@unt.edu 
Office: Language Building 409H 
Office Hours: Monday and Wednesday 2:00-2:50 or by appointment 
Course website: http://courses.christopherylam.com/4250 

Course Overview 
Technical Communicators must be able to research, write, and evaluate written content 
effectively. One common genre of technical communication is manuals and procedures. 
This course will focus on the holistic and iterative process of writing manuals and 
procedures. You’ll learn how to write manuals and procedures, as well as how to utilize 
technology in the research, writing, editing, and evaluation process. 

Course Organization 
The first ~20% of the course will focus on learning what it means to be a technical 
communicator. This includes understanding what value you add to an organization, 
learning to communicate with subject-matter experts, and writing about topics in which 
you have no prior training. 

 
The next ~40% of the course will be dedicated to producing a comprehensive written 
print manual. Course lectures will be dedicated to learning about audience analysis, 
grammar, style, organization, manual components, and production. One, maybe 2, class 
periods will be dedicated to learning technology (Microsoft Word or InDesign). It is, 
however, your responsibility to seek additional guidance from lab tutors in order to learn 
the technology to complete the manual. You will also be responsible for producing 
bound final copies of your manual.  

 
The final ~40% of the course will be dedicated to executing the production of a 
classroom and online technical training module. This semester we will extend beyond 
the traditional genre of manual and learn about what it takes to be an instructional 
designer. Lectures will be dedicated to learning Instructional Systems Design. Included 
will be information about how to develop and design training modules and how 
classroom and online learning differ.  

 
By the end of the course you should be able to: 

• Communicate effectively with subject-matter experts 
• Write confidently about a variety of technical topics  
• Research, plan, write, test, and publish professional manuals for various media 
• Objectively conduct research for planning and evaluation purposes 



• Apply the principles of document design to both print and online manuals 
• Work, as a professional, in a group setting 

Required Materials 
 
1. Ruth Colvin Clark. “Developing Technical Training: A structured approach for 

developing classroom and computer-based instructional materials, 3rd Edition.” 
2. Alred, Brusaw, and Oliu. “The Handbook of Technical Writing”.  
3. Writing Revisable Manuals: A Guidebook for Business and Government. Free at 

http://www.techcommunicators.com/emanuals/wrm/index.htm 
4. Articles posted on course website 
 
Other Requirements: 
• Internet Access to view course website. Documents, readings and announcements 

will be posted in the site. 
• Dropbox account 
• UNT assigned email address. All correspondence will be conducted through MyUNT. 

It is not an excuse if you’ve failed to check your proper email address regularly. 

Other Important things to Know  
As this is an upper-level Technical Communication course, you will need to spend a 
significant amount of time outside of class to produce the quality of work that will earn 
you an “A.” A good rule-of-thumb is that you should likely spend 10-12 hours a week 
outside of class to earn an “A”. Effort is made clear in both drafts and final deliverables 
and will likely play a large part in your final grade.  
 
This class is not a “blow off” class. The grade you receive in this course will be worth the 
exact same amount as your “major” classes when your total GPA is calculated. 
Therefore, exams, assignments, and projects from other courses are not a sufficient 
excuse for missing work in this course. It WILL NOT be easy to earn an A in this course; 
you’ll have to put in the work.  

Course Assignments 
 
Interview with a Technical Communicator, 15% 
In order to learn what it means to be a technical communicator, your job is to create 
and conduct an interview of one professional technical communicator. In addition to 
general questions, you should focus your interview on the production of instructions, 
procedures, or manuals. You will present your findings in a short 3-5 page report. Leads 
to technical communicators will be provided, but it is your job to recruit a participant for 
this project. 
 
 
 
 



Print Manual, 25% 
You will create a procedural manual using any technology you choose (Word, InDesign, 
Framemaker, etc.). This manual should be a minimum of 20 pages and not longer than 
50 pages. It is your job to come up with a suitable topic for this manual. I will, however, 
provide some guidance when necessary.  
 
Deliverables include: 

 
§ Needs analysis and audience analysis 
§ Formal style guide 
§ Final printed manual (bound, production quality counts)  
§ Usability memo 

Training Module, 35% 

This team project focuses on the systematic process of instructional design. In teams of 
3-4, you will create TWO versions of a training module: traditional classroom module 
and online module. Teams will be assigned by the instructor.  

 
Deliverables include: 

 
• Needs assessment  
• Trainer’s guide (print and online) 
• End user’s training (print and online) 

 

Homework, Quizzes, and other miscellaneous assignments, 15% 
 
On occasion, you will complete informal assignments in or out of class. These 
opportunities might be quizzes, questions from the textbook, or brief writing 
assignments.  
 
Professionalism, 10% 
 
 I expect you to 

• participate in class discussions; 
• arrive to class on time; 
• dress in a manner that is appropriate for the classroom;  
• respect me, your fellow classmates, and yourself;  
• turn your assignments in on time; 
• use formal written English when you communicate with me (including email); 
• turn your phones off during class; 
• refrain from texting during class; 
• keep the computer monitors turned off during class discussions; maintain 

consciousness 



Course Schedule 
See course website for detailed class-by-class schedule. 

Grading 
The grading criteria serve as general guidelines for all course assignments.  

"A" (90-100%): A manager would be very impressed and would remember the work when a 
promotion is discussed. In this course, that means work that is a pleasure to read, with excellent 
content, grammar, sentence structure, mechanics, and visual design. In addition, work is 
thorough, complete, coherent, well organized, supported sufficiently, and demonstrates a 
superior understanding of audience, purpose, and rationale.  
 
"B" (80-89%): A manager would be satisfied with the job, but not especially impressed. This 
means that papers are well written and well produced, and demonstrate a substantial addition to 
the learning process. Work is sufficiently developed, organized, and supported, and demonstrates 
a solid understanding of audience, purpose, and rationale.  
 
"C" (70-79%): A manager would be disappointed and ask you to revise or rewrite sections before 
allowing clients and others to see the work. In other words, the paper may have clear, but 
underdeveloped ideas, or the paper might not engage or affect the reader. The paper may 
contain some errors in grammar, mechanics, or logic.  
 
"D" (60-69%): A manager would be troubled by the poor quality of work. This level of work 
forces the reader to work too hard to understand the main ideas. The paper may contain 
incomplete information, have serious grammar and mechanical problems, lack clear organization, 
or be conceptually unclear.  
 
"F" (0-59%): A manager would start looking for someone to replace you. In particular, work fails 
to address the tasks of the assignment, is so underdeveloped as to demonstrate incompetence, 
and is mechanically and grammatically incomprehensible. This grade will also be assigned for any 
evidence of plagiarism.  

Course Policies 

Attendance 
	  

Attendance in this course is NOT optional. You are expected to attend every class 
period. Each unexcused absence will result in the deduction of 5% off of your final 
grade. You will automatically be DROPPED from the course if you’ve missed 5 classes.  

 
I understand that unforeseen circumstances often happen and you will be allowed 2 
unexcused absence as long as you email me at least 3 hours prior to the course meeting 
time.  

 
Excused absences are allowed but MUST be backed up written documentation, including 
sickness. Absences cannot be excused without proper documentation.  

 

Tardiness 
 



If you are more than 15 minutes late, you will not be allowed to sign the attendance 
sheet and will be counted as absent.  

 

Late Work 
	  

Late work is not accepted for homework, quizzes, or any other non-major assignment. 
In-class work cannot be made up.  

 

Major Assignments 
 

If you are absent the day an assignment is due, I will not accept any work via email. 
You must make arrangements with me to submit work before the deadline or put your 
work in my department mailbox, located on the third floor of the Auditorium building. 
You will lose one letter grade (or 10%) per calendar day late for major assignments. If 
extenuating circumstances apply, your work will be due the day after your return from 
your athletic event or the day after you attend the emergency appointment or funeral. 
 
You may not use program templates (e.g., Word templates) to format any of your 
documents — these don't encourage you to learn the programs and generally result in 
dull, unpersuasive documents. 

Email Requirement 
	  

All students must have a valid UNT email address. I will use MyUNT to send mass emails 
to the class. I often use email to send class emails, including quizzes, notices, updates, 
and advisories. It is your responsibility to check email regularly. Not receiving an email is 
not a valid excuse for late or missing work. You will also need your UNT email address 
to check your grade throughout the semester.  

Classroom Behavior 
 

This course takes place in a computer lab. However, when I am lecturing, your 
computer monitor should not be on. Further, no cell phone usage will be permitted 
during class. Students who choose to check email and surf the Internet will be asked to 
leave class and will receive an absent grade for the day.  

Group Work 
 

For every group-based project, the group will be assigned a grade. However, this does 
not mean that individual accountability isn’t measured. Every group project will require 
two (2) peer reviews. After the first peer review, the group may vote out any member of 
the group who is not doing their share of the work. The individual voted out must 
complete the group project alone. After the first peer review, all grades will be assigned 
to the group as a whole. Therefore, it is up to you as a team member to do what is best 
for the team. 
 
The second peer review will be assigned solely to the individual and will be worth 10% 
of the project grade. 



ADA 
In accordance with the Americans with Disabilities Act and Section 504, Rehabilitation 
Act, I will work with the Office of Disability Accommodation to help reasonably qualified 
students with disabilities. If you have such a disability, please advise me in writing of 
your needs no later than the second week of class. 

 

Religious Holidays 
In accordance with State law, students absent due to the observance of a religious 
holiday may take examinations or complete assignments scheduled for the day missed 
within a reasonable time after the absence. Travel time required for religious 
observances shall also be excused. Please see the UNT Student Handbook for 
information on which holidays or holy days are covered by this policy. State law also 
requires that students notify their teachers at the beginning of the semester if they 
expect to miss class on a religious holyday during the semester but want to make up the 
work missed. Students will be allowed to make up the work provided they have 
informed their teachers in writing within the first 15 days of the semester. Once again, 
all assignments and scheduled work must be turned in before the date of the excused 
absence. University policy requires that students provide their teachers with an official 
notification card issued by the university if they want to make up any in-class work they 
missed while they were involved in a university authorized activity. 

Academic Dishonesty and Integrity 
 
It is your responsibility to become familiar with UNT’s Policy of Academic Dishonesty. 
 
This policy defines the following forms of academic dishonesty: 

• Cheating intentionally using or attempting to use unauthorized materials, 
information, or study aids in any academic exercise. The term academic exercise 
includes all forms of work submitted for credit or hours. 
 
• Plagiarism the deliberate adoption or reproduction of ideas, words, or 
statements of another person as one's own without acknowledgement. 
 
• Fabrication intentional and unauthorized falsification or invention of any 
information or citation in an academic exercise. 
 
• Facilitating academic dishonesty intentionally or knowingly helping or 
attempting to help another to violate a provision of the institutional code of 
academic integrity. If any course material is submitted that violates this policy of 
academic dishonesty, the assignment will receive a grade of "F" and appropriate 
judicial action will be filed. This action includes a report of academic misconduct 
to your college Dean and possible dismissal from The University of North Texas. 
There are no first-offense warnings regarding plagiarism. 

 
As this is a senior-level course it is expected that plagiarism and the correct use 
(citation) of other's ideas (including print, digital, images and other media) are fully 
understood. Contact me if you're ever confused about what constitutes academic 
dishonesty. Misunderstandings, miscommunication, oversights, or lack of comprehension 



as to what constitutes academic dishonesty is not accepted. 


