Hi Agneta,
I’d like you to help me with my assignments for an advanced writing course during the next 6 weeks.
I’ve included an outline of what’s to come.  The first assignment here I need is due in 2 days.  Here it is:
Length: 1 page (maximum).  Persuade me as your professor of that your topic is appropriate for the assignment and has stellar merits for your community. Make sure to cover these elements, in this order:
1. Summary of proposed topic.
2. Clarification why the topic is important to your community.
3. Clarification of recipient(s) and why you are writing to them. Here are examples of appropriate addressees: You are writing to the mayor about the benefits of creating a community garden in your neighborhood. You are writing to the senior librarian in the neighborhood library to start story hours for pre-schoolers. You are writing to your pastor because you want your church to host political debates.
Further help from the Purdue OWL: Letters (audience, purpose, format, samples):
https://owl.english.purdue.edu/owl/resource/653/01/
[bookmark: _GoBack]*Here is the outline below of the assignments I will be sending to you over the next few weeks.  I will submit one assignment at a time but include this outline with each assignment so you can refer back to what you have already completed and what is coming up.  This will help you stay on the same topic.
PROJECT DESCRIPTIONS

	RESEARCH BUSINESS PROPOSAL PACKAGE: Concrete Recommendation to Improve Your Community (8 sequenced writing assignments)

		NOTE: Single space all documents (unless otherwise indicated). Paper and space are at a premium in the workplace.

	 Your topic will be one of immediate importance to your local community.What problem in your community needs to be addressed? Sample topics would include creating a youth center in your neighborhood; writing up and implementing a plan to eliminate rodent infestation in your urban neighborhood; launching an urban greening initiative in your city; starting a food kitchen in a certain neighborhood in your city; implementing community policing in a distressed neighborhood; creating a dog park in your community; organizing a community build of a playground or garden; or anything recommendation that would bring immediate benefits to your community and its residents.

	Assignment 1: Business Letter: Persuasive Argument to Professor on Topic Due 2/6/16
Note: This assignment becomes unlocked for you once you earn a passing score on the “Academic Integrity” quiz (accessed from “My Tools” on the top menu bar). I want to make sure every student launches this course with an adequate understanding of what constitutes academic integrity in his or her work.
Length: 1 page, single-spaced (maximum).  Persuade me as your professor of that your topic is appropriate for the assignment and has stellar merits for your community. Make sure to cover these elements, in this order:
1. Summary of proposed topic.
2. Clarification why the topic is important to your community.
3. Clarification of recipient(s) and why you are writing to them. Here are examples of appropriate addressees: You are writing to the mayor about the benefits of creating a community garden in your neighborhood. You are writing to the senior librarian in the neighborhood library to start story hours for pre-schoolers. You are writing to your pastor because you want your church to host political debates.
Further help from the Purdue OWL: Letters (audience, purpose, format, samples):
https://owl.english.purdue.edu/owl/resource/653/01/

	 Assignment 2: Annotated Bibliography Due 2/11/2016
Locate five sources highly relevant to your proposed topic and with professional credibility. At least one of the sources must be from a peer-reviewed journal, and at least one other source from a UMUC library database. Give full bibliographic citation for each of the five sources in correct APA-style, and follow each citation with a one-paragraph summary of its contents, indicating why that source is relevant to your topic.
At the top of the Annotated Bibliography should be a one-paragraph summary of your topic so that readers can evaluate the relevance of your sources to your topic. All business documents should be able to stand alone. What if the only time your supervisor has to read the document is during an airplane flight? You as the writer have no control over when your audience will read the document. The opening paragraph gives the reader context, under any circumstances.
Consult both your text and the Purdue OWL.
Annotated Bibliography Samples:
https://owl.english.purdue.edu/owl/resource/614/03/  

	Assignment 3: Formal Outline: Full Sentence, Four Levels 
Due 2/18/2016
The outline is to your proposal as the skeleton is to the body or the steel beams to a skyscraper: everything will hang on it. Write a four-level outline , mapping the major sections of your proposal. The outline should include planned quotes, paraphrases, and/or summaries for all of your five sources. Use only full sentences so that readers can grasp your full meaning at each point of the outline.
Consult both your text and the Purdue OWL.
Four Main Components of Effective Outlines:
https://owl.english.purdue.edu/owl/resource/544/01/
Full Sentence Outline Sample:
https://owl.english.purdue.edu/media/pdf/20081113013048_544.pdf

	Assignment 4: Business Memo: Request to Conduct Research Due 2/24/2016
Required: Turnitin Originality Report (10% or below)
Typically before a writer would expend energy on a research proposal, s/he would ask for permission from a decision-maker to undertake the project. In this assignment, you will identify the decision-maker(s) in the community who has the authority to implement your recommendation. You will write a business memo to that person (or persons), requesting that you be given permission to move forward with your research and explaining why that person should grant you this permission. Remember that your decision-maker will likely judge the merit of your proposal based entirely on this memo.  It is critical that the memo provide your decision-maker(s) with justification for the research project. Make sure to offer a summary of the benefits you believe the proposed idea will bring to the community. You should open with a clear and polite request for permission to move forward with the project. As you progress writing the letter, be as concrete as possible, with compelling details. Vague requests are discounted by an audience.
 
Tip: You are writing a memo (not a letter)―see page 173 of Business Communication for Success.
Further help from the Purdue OWL: Memos (audience, purpose, format, samples):
https://owl.english.purdue.edu/owl/resource/590/1/




	Assignment 5: Rough Draft #1 Due 3/3/2016
This assignment becomes unlocked for you once you earn a passing score on the “APA” quiz (accessed from “My Tools” on the top menu bar). If you begin drafting the proposal with sources cited correctly, you will save yourself time later on from having to backtrack and find source information, plus you create an excellent impression on readers.
Note: Required Turnitin Originality Report (10% or below) by submission of the Final Draft (Assignment 7).
The outline should drive your writing of this first rough draft. You invested time and effort into generating that outline for your proposal, so follow it to produce a streamlined and tight argument.
Rough Draft #1 should be about 1500-1,750 words (word count includes all components, from Table of Contents to References, except for any references). Writing within parameters is a common requirement in business communications: to meet those requirements show respect to the time and professional judgment of the supervisor who delivered them.
The word count includes all components, excluding any appendix/ces. The rough draft must have all components so that I can provide feedback on all components.
Components (applies to all drafts):
· cover page
· table of contents
· compelling introduction
· body of the proposal, with subheadings to guide readers
· conclusion stated as a recommendation for implementation of the solution
· well integrated source material (i.e., extensive use of signal phrases and in-text citations)
· APA-style References page
· any other appendix material suitable for this report (optional; include only if critical)
To supplement your text, consult the Purdue OWL.
Genre and the Research Paper [see Argumentative Research Paper]:
https://owl.english.purdue.edu/owl/resource/658/02/
Where Do I Begin:
https://owl.english.purdue.edu/owl/resource/658/05/
Identifying an Audience [your audience is the authority in the community able to implement your recommendation]:
https://owl.english.purdue.edu/owl/resource/658/04/

	Assignment 6: Rough Draft #2 Due 3/10/2016
Note: Required Turnitin Originality Report (10% or below) by submission of the Final Draft (Assignment 7).
Now expand Rough Draft #1 into an increasingly well-reasoned and research-supported argument. Take a fresh look at the draft. Consider feedback from the instructor and peers. Then make your own decisions on how to proceed with strengthening the proposal.
When you consult the rubric for this assignment, you will find a new assessment element has been added: well-styled prose. Pay attention to word choice and sentence craft.
Rough Draft #2 should be about 1750-2000 words, including all sections, cover page to references, excluding appendix/ces.  
Components: Same as Rough Draft #1 

	Assignment 7: Final Draft Due 3/17/2016
Note: Required Turnitin Originality Report (10% or below).
Now deliver the full, well-reasoned, and professional-quality argument for that recommendation that improves your community.
The rubric has been expanded to add two new assessment criteria:
· Consistent and appropriate tone and approach for intended audience
· No proofreading errors 
Components: Same as Rough Drafts #1 and #2
The final draft of the proposal should be approximately 2,000-2,250 words, including all components except for any appendices.

	Assignment 8: Executive Summary Due 3/23/2016
Length: one page, single-spaced (maximum); 250 words
An Executive Summary is written after the proposal is complete. The audience are high-level employees, e.g., the CEO, the Mayor, who will never have time to read the entire proposal. You need to deliver a summary of the proposal’s entire content—from opening argument to concluding recommendations—in one page.
 
The Purdue OWL has some good guidance here:
https://owl.english.purdue.edu/owl/resource/726/07/



