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Technical Writing

Michigan State High School ELA Content Expectations

Course Description

Technical Writing will introduce and develop written communications skills specifically
encountered in business and industry. If you have ever tried to program your VCR using the
written instruction, follow a set of directions to an unfamiliar location, or use a recipe, you are
familiar with technical writing.

Unit 1 Description

Technical writing implies that there is a specialized audience with a very exact “need to know.”
Perhaps that need involves getting from Point A to Point B without getting lost. Maybe that
need is to complete an exact chemistry lab, or a computation on a graphics calculator. Whether
you are aware of it or not, you use technical writing every day and so do millions of people in
their homes and their work places.

Essential Content and Skills

The learner will:

Understand the difference between technical writing and other forms.
Produce a variety of sets of instructions.

Use parallel form.
Understand the importance of audience.




Course Name - Part
Michigan State Curriculum Content Standards (continued)

Unit 1 Michigan State Content Expectations
Click here to view the Michigan DOE Curriculum Content Standards.
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Course Name - Part
Michigan State Curriculum Content Standards (continued)

Unit 1 Lesson 1: Where Do You Find Technical Writing?

State Standard

Description

CE14.4

CE21.2

CE214

CE2.15

CE216

CE 2.3.8

Interpret, synthesize, and evaluate information/findings in various print sources
and media (e.qg., fact and opinion, comprehensiveness of the evidence, bias,
varied perspectives, motives and credibility of the author, date of publication) to
draw conclusions and implications.

Make supported inferences and draw conclusions based on informational print and
multimedia features (e.qg., prefaces, appendices, marginal notes, illustrations,
bibliographies, author’s pages, footnotes, diagrams, tables, charts, maps,
timelines, graphs, and other visual and special effects) and explain how authors
and speakers use them to infer the organization of text and enhance
understanding, convey meaning, and inspire or mislead audiences.

Identify and evaluate the primary focus, logical argument, structure, and style of a
text or speech and the ways in which these elements support or confound meaning
or purpose.

Analyze and evaluate the components of multiple organizational patterns (e.g.,
compare/contrast, cause/effect, problem/solution, fact/opinion, theory/evidence).

Recognize the defining characteristics of informational texts, speeches, and
multimedia presentations (e.g., documentaries and research presentations) and
elements of expository texts (e.g., thesis, supporting ideas, and statistical
evidence); critically examine the argumentation and conclusions of multiple
informational texts.

Develop and apply personal, shared, and academic criteria to evaluate own and
others’ oral, written, and visual texts.

Unit 1 Lesson 2: Writing Directions
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Course Name - Part
Michigan State Curriculum Content Standards (continued)

State Standard

Description

CE1.13

CEl21

CE1l31

CE13.2

CE 133
CEl41
CE14.2

CE143

CE1l4.4

CE145

CE14.6

CE1l151

CE 153

Select and use language that is appropriate (e.g., formal, informal, literary, or
technical) for the purpose, audience, and context of the text, speech, or visual
representation (e.g., letter to editor, proposal, poem, or digital story).

Write, speak, and use images and graphs to understand and discover complex
ideas.

Compose written, spoken, and/or multimedia compositions in a range of genres
(e.g., personal narrative, biography, poem, fiction, drama, creative nonfiction,
summary, literary analysis essay, research report, or work-related text): pieces that
serve a variety of purposes (e.g., expressive, informative, creative, and persuasive)
and that use a variety of organizational patterns (e.g., autobiography, free verse,
dialogue, comparison/contrast, definition, or cause and effect).

Compose written and spoken essays or work-related text that demonstrate logical
thinking and the development of ideas for academic, creative, and personal
purposes: essays that convey the author’'s message by using an engaging
introduction (with a clear thesis as appropriate), well-constructed paragraphs,
transition sentences, and a powerful conclusion.

Compose essays with well-crafted and varied sentences demonstrating a precise,
flexible, and creative use of language.

Identify, explore, and refine topics and questions appropriate for research.

Develop a system for gathering, organizing, paraphrasing, and summarizing
information; select, evaluate, synthesize, and use multiple primary and secondary
(print and electronic) resources.

Develop and refine a position, claim, thesis, or hypothesis that will be explored and
supported by analyzing different perspectives, resolving inconsistencies, and writing
about those differences in a structure appropriate for the audience (e.g.,
argumentative essay that avoids inconsistencies in logic and develops a single
thesis; exploratory essay that explains differences and similarities and

raises additional questions).

Interpret, synthesize, and evaluate information/findings in various print sources and
media (e.g., fact and opinion, comprehensiveness of the evidence, bias, varied
perspectives, motives and credibility of the author, date of publication) to draw
conclusions and implications.

Develop organizational structures appropriate to the purpose and message, and use
transitions that produce a sequential or logical flow of ideas.

Use appropriate conventions of textual citation in different contexts (e.g., different
academic disciplines and workplace writing situations

Use writing, speaking, and visual expression to develop powerful, creative and
critical messages.

Select format and tone based on the desired effect and audience, using effective
written and spoken language, sound, and/or visual representations (e.g., focus,
transitions, facts, detail and evidence to support judgments, skillful use of rhetorical
devices, and a coherent conclusion).
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Course Name - Part
Michigan State Curriculum Content Standards (continued)

Unit 1 Lesson 3: The Importance of Order

State Standard

Description

CE13.2

CE145

Compose written and spoken essays or work-related text that demonstrate logical
thinking and the development of ideas for academic, creative, and personal
purposes: essays that convey the author’'s message by using an engaging
introduction (with a clear thesis as appropriate), well-constructed paragraphs,
transition sentences, and a powerful conclusion.

Develop organizational structures appropriate to the purpose and message, and use
transitions that produce a sequential or logical flow of ideas.
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Course Name - Part
Michigan State Curriculum Content Standards (continued)

Unit 1 Lesson 4: Making Dough

State Standard

Description

CE1.13

CEl21

CE1l31

CE13.2

CE 133
CE141
CE14.2

CE143

CE1l4.4

CE145

CE14.6

CE1l151

CE153

Select and use language that is appropriate (e.g., formal, informal, literary, or
technical) for the purpose, audience, and context of the text, speech, or visual
representation (e.g., letter to editor, proposal, poem, or digital story).

Write, speak, and use images and graphs to understand and discover complex
ideas.

Compose written, spoken, and/or multimedia compositions in a range of genres
(e.g., personal narrative, biography, poem, fiction, drama, creative nonfiction,
summary, literary analysis essay, research report, or work-related text): pieces that
serve a variety of purposes (e.g., expressive, informative, creative, and persuasive)
and that use a variety of organizational patterns (e.g., autobiography, free verse,
dialogue, comparison/contrast, definition, or cause and effect).

Compose written and spoken essays or work-related text that demonstrate logical
thinking and the development of ideas for academic, creative, and personal
purposes: essays that convey the author’'s message by using an engaging
introduction (with a clear thesis as appropriate), well-constructed paragraphs,
transition sentences, and a powerful conclusion.

Compose essays with well-crafted and varied sentences demonstrating a precise,
flexible, and creative use of language.

Identify, explore, and refine topics and questions appropriate for research.
Develop a system for gathering, organizing, paraphrasing, and summarizing
information; select, evaluate, synthesize, and use multiple primary and secondary
(print and electronic) resources.

Develop and refine a position, claim, thesis, or hypothesis that will be explored and
supported by analyzing different perspectives, resolving inconsistencies, and writing
about those differences in a structure appropriate for the audience (e.g.,
argumentative essay that avoids inconsistencies in logic and develops a single
thesis; exploratory essay that explains differences and similarities and

raises additional questions).

Interpret, synthesize, and evaluate information/findings in various print sources and
media (e.g., fact and opinion, comprehensiveness of the evidence, bias, varied
perspectives, motives and credibility of the author, date of publication) to draw
conclusions and implications.

Develop organizational structures appropriate to the purpose and message, and use
transitions that produce a sequential or logical flow of ideas.

Use appropriate conventions of textual citation in different contexts (e.g., different
academic disciplines and workplace writing situations

Use writing, speaking, and visual expression to develop powerful, creative and
critical messages.

Select format and tone based on the desired effect and audience, using effective
written and spoken language, sound, and/or visual representations (e.g., focus,
transitions, facts, detail and evidence to support judgments, skillful use of rhetorical
devices, and a coherent conclusion).

Page 6 of 38




Course Name - Part
Michigan State Curriculum Content Standards (continued)

Unit 1 Lesson 5: Responding to Peer Work

State Standard

Description

CE1.15

CE 153

CE155

Revise drafts to more fully and/or precisely convey meaning—drawing on response
from others, self-reflection, and reading one’s own work with the eye of a reader;
then refine the text— deleting and/or reorganizing ideas, and addressing potential
readers’ questions.

Select format and tone based on the desired effect and audience, using effective
written and spoken language, sound, and/or visual representations (e.g., focus,
transitions, facts, detail and evidence to support judgments, skillful use of rhetorical
devices, and a coherent conclusion).

Respond to and use feedback to strengthen written and multimediapresentations
(e.g., clarify and defend ideas, expand on a topic, use logical arguments, modify
organization, evaluate effectiveness of

images, set goals for future presentations
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Course Name - Part
Michigan State Curriculum Content Standards (continued)

Unit 1 Lesson 6: Technical Writing Can Save Your Life

State Standard

Description

CE1.13

CEl21

CE1l31

CE13.2

CE 133
CE141
CE14.2

CE143

CE1l4.4

CE145

CE14.6

CE1l151

CE153

Select and use language that is appropriate (e.g., formal, informal, literary, or
technical) for the purpose, audience, and context of the text, speech, or visual
representation (e.g., letter to editor, proposal, poem, or digital story).

Write, speak, and use images and graphs to understand and discover complex
ideas.

Compose written, spoken, and/or multimedia compositions in a range of genres
(e.g., personal narrative, biography, poem, fiction, drama, creative nonfiction,
summary, literary analysis essay, research report, or work-related text): pieces that
serve a variety of purposes (e.g., expressive, informative, creative, and persuasive)
and that use a variety of organizational patterns (e.g., autobiography, free verse,
dialogue, comparison/contrast, definition, or cause and effect).

Compose written and spoken essays or work-related text that demonstrate logical
thinking and the development of ideas for academic, creative, and personal
purposes: essays that convey the author’'s message by using an engaging
introduction (with a clear thesis as appropriate), well-constructed paragraphs,
transition sentences, and a powerful conclusion.

Compose essays with well-crafted and varied sentences demonstrating a precise,
flexible, and creative use of language.

Identify, explore, and refine topics and questions appropriate for research.

Develop a system for gathering, organizing, paraphrasing, and summarizing
information; select, evaluate, synthesize, and use multiple primary and secondary
(print and electronic) resources.

Develop and refine a position, claim, thesis, or hypothesis that will be explored and
supported by analyzing different perspectives, resolving inconsistencies, and writing
about those differences in a structure appropriate for the audience (e.g.,
argumentative essay that avoids inconsistencies in logic and develops a single
thesis; exploratory essay that explains differences and similarities and

raises additional questions).

Interpret, synthesize, and evaluate information/findings in various print sources and
media (e.g., fact and opinion, comprehensiveness of the evidence, bias, varied
perspectives, motives and credibility of the author, date of publication) to draw
conclusions and implications.

Develop organizational structures appropriate to the purpose and message, and use
transitions that produce a sequential or logical flow of ideas.

Use appropriate conventions of textual citation in different contexts (e.g., different
academic disciplines and workplace writing situations

Use writing, speaking, and visual expression to develop powerful, creative and
critical messages.

Select format and tone based on the desired effect and audience, using effective
written and spoken language, sound, and/or visual representations (e.g., focus,
transitions, facts, detail and evidence to support judgments, skillful use of rhetorical
devices, and a coherent conclusion).
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Course Name - Part
Michigan State Curriculum Content Standards (continued)

Unit 1 Lesson 7: The Tech Generation

State Standard

Description

CE1.13

CE1l16

CEl21

CE131

CE 132

CE 133

CE141
CE14.2

CE143

CE14.4

CE145

CE 146

CE1l51

CE153

CE4.11

Select and use language that is appropriate (e.g., formal, informal, literary, or
technical) for the purpose, audience, and context of the text, speech, or visual
representation (e.g., letter to editor, proposal, poem, or digital story).

Reorganize sentence elements as needed and choose grammatical and stylistic
options that provide sentence variety, fluency, and flow.

Write, speak, and use images and graphs to understand and discover complex
ideas.

Compose written, spoken, and/or multimedia compositions in a range of genres
(e.g., personal narrative, biography, poem, fiction, drama, creative nonfiction,
summary, literary analysis essay, research report, or work-related text): pieces that
serve a variety of purposes (e.g., expressive, informative, creative, and persuasive)
and that use a variety of organizational patterns (e.g., autobiography, free verse,
dialogue, comparison/contrast, definition, or cause and effect).

Compose written and spoken essays or work-related text that demonstrate logical
thinking and the development of ideas for academic, creative, and personal
purposes: essays that convey the author's message by using an engaging
introduction (with a clear thesis as appropriate), well-constructed paragraphs,
transition sentences, and a powerful conclusion.

Compose essays with well-crafted and varied sentences demonstrating a precise,
flexible, and creative use of language.

Identify, explore, and refine topics and questions appropriate for research.

Develop a system for gathering, organizing, paraphrasing, and summarizing
information; select, evaluate, synthesize, and use multiple primary and secondary
(print and electronic) resources.

Develop and refine a position, claim, thesis, or hypothesis that will be explored and
supported by analyzing different perspectives, resolving inconsistencies, and writing
about those differences in a structure appropriate for the audience (e.g.,
argumentative essay that avoids inconsistencies in logic and develops a single
thesis; exploratory essay that explains differences and similarities and

raises additional questions).

Interpret, synthesize, and evaluate information/findings in various print sources and
media (e.g., fact and opinion, comprehensiveness of the evidence, bias, varied
perspectives, motives and credibility of the author, date of publication) to draw
conclusions and implications.

Develop organizational structures appropriate to the purpose and message, and use
transitions that produce a sequential or logical flow of ideas.

Use appropriate conventions of textual citation in different contexts (e.g., different
academic disciplines and workplace writing situations

Use writing, speaking, and visual expression to develop powerful, creative and
critical messages.

Select format and tone based on the desired effect and audience, using effective
written and spoken language, sound, and/or visual representations (e.g., focus,
transitions, facts, detail and evidence to support judgments, skillful use of rhetorical
devices, and a coherent conclusion).

Use sentence structures and vocabulary effectively within different modes (oral and
written, formal and informal) and for various rhetorical purposes.
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Course Name - Part
Michigan State Curriculum Content Standards (continued)

Unit 1 Lesson 8: Using Bullets

State Standard

Description

CE1.1.7

CE118

CE4.15

Edit for style, tone, and word choice (specificity, variety, accuracy, appropriateness,
conciseness) and for conventions of grammar, usage and mechanics that are
appropriate for audience.

Proofread to check spelling, layout, and font; and prepare selected pieces for a
public audience.

Demonstrate use of conventions of grammar, usage, and mechanics in written texts,
including parts of speech, sentence structure and variety, spelling, capitalization,
and punctuation.
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Course Name - Part
Michigan State Curriculum Content Standards (continued)

Unit 1 Lesson 9: Technical Writing in the Workplace

State Standard

Description

CE1.13

CEl21

CE1l31

CE13.2

CE 133
CE141
CE14.2

CE143

CE1l4.4

CE145

CE14.6

CE1l151

CE153

Select and use language that is appropriate (e.g., formal, informal, literary, or
technical) for the purpose, audience, and context of the text, speech, or visual
representation (e.g., letter to editor, proposal, poem, or digital story).

Write, speak, and use images and graphs to understand and discover complex
ideas.

Compose written, spoken, and/or multimedia compositions in a range of genres
(e.g., personal narrative, biography, poem, fiction, drama, creative nonfiction,
summary, literary analysis essay, research report, or work-related text): pieces that
serve a variety of purposes (e.g., expressive, informative, creative, and persuasive)
and that use a variety of organizational patterns (e.g., autobiography, free verse,
dialogue, comparison/contrast, definition, or cause and effect).

Compose written and spoken essays or work-related text that demonstrate logical
thinking and the development of ideas for academic, creative, and personal
purposes: essays that convey the author’'s message by using an engaging
introduction (with a clear thesis as appropriate), well-constructed paragraphs,
transition sentences, and a powerful conclusion.

Compose essays with well-crafted and varied sentences demonstrating a precise,
flexible, and creative use of language.

Identify, explore, and refine topics and questions appropriate for research.
Develop a system for gathering, organizing, paraphrasing, and summarizing
information; select, evaluate, synthesize, and use multiple primary and secondary
(print and electronic) resources.

Develop and refine a position, claim, thesis, or hypothesis that will be explored and
supported by analyzing different perspectives, resolving inconsistencies, and writing
about those differences in a structure appropriate for the audience (e.g.,
argumentative essay that avoids inconsistencies in logic and develops a single
thesis; exploratory essay that explains differences and similarities and

raises additional questions).

Interpret, synthesize, and evaluate information/findings in various print sources and
media (e.g., fact and opinion, comprehensiveness of the evidence, bias, varied
perspectives, motives and credibility of the author, date of publication) to draw
conclusions and implications.

Develop organizational structures appropriate to the purpose and message, and use
transitions that produce a sequential or logical flow of ideas.

Use appropriate conventions of textual citation in different contexts (e.g., different
academic disciplines and workplace writing situations

Use writing, speaking, and visual expression to develop powerful, creative and
critical messages.

Select format and tone based on the desired effect and audience, using effective
written and spoken language, sound, and/or visual representations (e.g., focus,
transitions, facts, detail and evidence to support judgments, skillful use of rhetorical
devices, and a coherent conclusion).
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Course Name - Part
Michigan State Curriculum Content Standards (continued)

Unit 1 Lesson 10: Pulling it Together

State Standard

Description

CE14.4

CE21.2

CE214

CE2.1.5

CE21.6

CE 2.3.8

Interpret, synthesize, and evaluate information/findings in various print sources and
media (e.g., fact and opinion, comprehensiveness of the evidence, bias, varied
perspectives, motives and credibility of the author, date of publication) to draw
conclusions and implications.

Make supported inferences and draw conclusions based on informational print and
multimedia features (e.g., prefaces, appendices, marginal notes, illustrations,
bibliographies, author’s pages, footnotes, diagrams, tables, charts, maps, timelines,
graphs, and other visual and special effects) and explain how authors and speakers
use them to infer the organization of text and enhance understanding, convey
meaning, and inspire or mislead audiences.

Identify and evaluate the primary focus, logical argument, structure, and style of a
text or speech and the ways in which these elements support or confound meaning
or purpose.

Analyze and evaluate the components of multiple organizational patterns (e.g.,
compare/contrast, cause/effect, problem/solution, fact/opinion, theory/evidence).
Recognize the defining characteristics of informational texts, speeches, and
multimedia presentations (e.g., documentaries and research presentations) and
elements of expository texts (e.g., thesis, supporting ideas, and statistical
evidence); critically examine the argumentation and conclusions of multiple
informational texts.

Develop and apply personal, shared, and academic criteria to evaluate own and
others’ oral, written, and visual texts.
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Course Name - Part
Michigan State Curriculum Content Standards (continued)

Unit 2 Description

What follows are ten lessons that you should make part of your operating system for writing
anything. Incorporate the rules into your thinking; make them second nature; and don’t be
afraid to keep a rulebook nearby. Both of your textbooks have sections on grammar and we will
be using both of them in this unit.

Essential Content and Skills
The learner will:

e Use punctuation, verbs, and pronouns correctly.
¢ Follow the rules of spelling.
e Understand and use the basics of document design.

Unit 2 Michigan State Content Expectations

Click here to view the Michigan DOE Curriculum Content Standards.
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Course Name - Part
Michigan State Curriculum Content Standards (continued)

Unit 2 Lesson 1. The Sentence

State Standard

Description

CE1l117

CE1.1.8

CE 133

CE4.15

Edit for style, tone, and word choice (specificity, variety, accuracy,
appropriateness, conciseness) and for conventions of grammar, usage and
mechanics that are appropriate for audience.

Proofread to check spelling, layout, and font; and prepare selected pieces for a
public audience.

Compose essays with well-crafted and varied sentences demonstrating a precise,
flexible, and creative use of language.

Demonstrate use of conventions of grammar, usage, and mechanics in written
texts, including parts of speech, sentence structure and variety, spelling,
capitalization, and punctuation.

Unit 2 Lesson 2: Transitions, Modifiers, and Parallelism

State Standard

Description

CE1.1.7

CE1.1.8

CE145

CE4.15

Edit for style, tone, and word choice (specificity, variety, accuracy, appropriateness,
conciseness) and for conventions of grammar, usage and mechanics that are
appropriate for audience.

Proofread to check spelling, layout, and font; and prepare selected pieces for a
public audience.

Develop organizational structures appropriate to the purpose and message, and use
transitions that produce a sequential or logical flow of ideas.

Demonstrate use of conventions of grammar, usage, and mechanics in written texts,
including parts of speech, sentence structure and variety, spelling, capitalization,
and punctuation.

Unit 2 Lesson 3: P

unctuation

State Standard

Description

CE1l117

CE1.1.8

CE4.15

Edit for style, tone, and word choice (specificity, variety, accuracy, appropriateness,
conciseness) and for conventions of grammar, usage and mechanics that are
appropriate for audience.

Proofread to check spelling, layout, and font; and prepare selected pieces for a
public audience.

Demonstrate use of conventions of grammar, usage, and mechanics in written texts,
including parts of speech, sentence structure and variety, spelling, capitalization,
and punctuation.
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Course Name - Part
Michigan State Curriculum Content Standards (continued)

Unit 2 Lesson 4: Punctuation, The Sequel

State Standard

Description

CE1.1.7

CE118

CE4.15

Edit for style, tone, and word choice (specificity, variety, accuracy, appropriateness,
conciseness) and for conventions of grammar, usage and mechanics that are
appropriate for audience.

Proofread to check spelling, layout, and font; and prepare selected pieces for a
public audience.

Demonstrate use of conventions of grammar, usage, and mechanics in written texts,
including parts of speech, sentence structure and variety, spelling, capitalization,
and punctuation.

Unit 2 Lesson 5: Letters and Numbers

State Standard

Description

CE1l117

CE1.1.8

CE4.15

Edit for style, tone, and word choice (specificity, variety, accuracy, appropriateness,
conciseness) and for conventions of grammar, usage and mechanics that are
appropriate for audience.

Proofread to check spelling, layout, and font; and prepare selected pieces for a
public audience.

Demonstrate use of conventions of grammar, usage, and mechanics in written texts,
including parts of speech, sentence structure and variety, spelling, capitalization,
and punctuation.

Unit 2 Lesson 6: Tricky Verbs

State Standard

Description

CE1.1.7

CE1.1.8

CE4.15

Edit for style, tone, and word choice (specificity, variety, accuracy, appropriateness,
conciseness) and for conventions of grammar, usage and mechanics that are
appropriate for audience.

Proofread to check spelling, layout, and font; and prepare selected pieces for a
public audience.

Demonstrate use of conventions of grammar, usage, and mechanics in written texts,
including parts of speech, sentence structure and variety, spelling, capitalization,
and punctuation.

Unit 2 Lesson 7: Gender and Style

State Standard

Description

CE117

CE118

CE4.15

Edit for style, tone, and word choice (specificity, variety, accuracy, appropriateness,
conciseness) and for conventions of grammar, usage and mechanics that are
appropriate for audience.

Proofread to check spelling, layout, and font; and prepare selected pieces for a
public audience.

Demonstrate use of conventions of grammar, usage, and mechanics in written texts,
including parts of speech, sentence structure and variety, spelling, capitalization,
and punctuation.
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Course Name - Part
Michigan State Curriculum Content Standards (continued)

Unit 2 Lesson 8: Document Design

State Standard

Description

CE117

CE118

CE4.15

Edit for style, tone, and word choice (specificity, variety, accuracy, appropriateness,
conciseness) and for conventions of grammar, usage and mechanics that are
appropriate for audience.

Proofread to check spelling, layout, and font; and prepare selected pieces for a
public audience.

Demonstrate use of conventions of grammar, usage, and mechanics in written texts,
including parts of speech, sentence structure and variety, spelling, capitalization,
and punctuation.

Unit 2 Lesson 9: Work, Work, Work

State Standard

Description

CE1l117

CE1.1.8

CE4.15

Edit for style, tone, and word choice (specificity, variety, accuracy, appropriateness,
conciseness) and for conventions of grammar, usage and mechanics that are
appropriate for audience.

Proofread to check spelling, layout, and font; and prepare selected pieces for a
public audience.

Demonstrate use of conventions of grammar, usage, and mechanics in written
texts, including parts of speech, sentence structure and variety, spelling,
capitalization, and punctuation.

Unit 2 Lesson 10: More Work

State Standard

Description

CE1.1.7

CE118

CE4.15

Edit for style, tone, and word choice (specificity, variety, accuracy, appropriateness,
conciseness) and for conventions of grammar, usage and mechanics that are
appropriate for audience.

Proofread to check spelling, layout, and font; and prepare selected pieces for a
public audience.

Demonstrate use of conventions of grammar, usage, and mechanics in written texts,
including parts of speech, sentence structure and variety, spelling, capitalization,
and punctuation.
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Course Name - Part
Michigan State Curriculum Content Standards (continued)

Unit 3 Description

This unit will introduce the learner to the primary forms of inner office communication:
mema's, email, and business letters. Students will also produce a resume and understand the
job interview process. All of these skills are designed to prepare a student to communicate
effectively in the world of industry.

Essential Content and Skills
The learner will:

e Write correctly formatted memos, e-mail, and business letters.
o Write a resume'.
e Understand the job interview process.

Unit 3 Michigan State Content Expectations
Click here to view the Michigan DOE Curriculum Content Standards.

Page 17 of 38



Course Name - Part
Michigan State Curriculum Content Standards (continued)

Unit 3 Lesson 1: Memos

State Standard

Description

CE1l4.4

CE21.2

CE214

CE215

CE21.6

CE 238

Interpret, synthesize, and evaluate information/findings in various print sources
and media (e.qg., fact and opinion, comprehensiveness of the evidence, bias,
varied perspectives, motives and credibility of the author, date of publication) to
draw conclusions and implications.

Make supported inferences and draw conclusions based on informational print and
multimedia features (e.g., prefaces, appendices, marginal notes, illustrations,
bibliographies, author’s pages, footnotes, diagrams, tables, charts, maps,
timelines, graphs, and other visual and special effects) and explain how authors
and speakers use them to infer the organization of text and enhance
understanding, convey meaning, and inspire or mislead audiences.

Identify and evaluate the primary focus, logical argument, structure, and style of a
text or speech and the ways in which these elements support or confound meaning
or purpose.

Analyze and evaluate the components of multiple organizational patterns (e.qg.,
compare/contrast, cause/effect, problem/solution, fact/opinion, theory/evidence).
Recognize the defining characteristics of informational texts, speeches, and
multimedia presentations (e.g., documentaries and research presentations) and
elements of expository texts (e.g., thesis, supporting ideas, and statistical
evidence); critically examine the argumentation and conclusions of multiple
informational texts.

Develop and apply personal, shared, and academic criteria to evaluate own and
others’ oral, written, and visual texts.
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Course Name - Part
Michigan State Curriculum Content Standards (continued)

Unit 3 Lesson 2: Email

State Standard

Description

CE1.13

CEl21

CE1l31

CE13.2

CE 133
CE141
CE14.2

CE143

CE1l4.4

CE145

CE14.6

CE1l151

CE153

Select and use language that is appropriate (e.g., formal, informal, literary, or
technical) for the purpose, audience, and context of the text, speech, or visual
representation (e.g., letter to editor, proposal, poem, or digital story).

Write, speak, and use images and graphs to understand and discover complex
ideas.

Compose written, spoken, and/or multimedia compositions in a range of genres
(e.g., personal narrative, biography, poem, fiction, drama, creative nonfiction,
summary, literary analysis essay, research report, or work-related text): pieces that
serve a variety of purposes (e.g., expressive, informative, creative, and persuasive)
and that use a variety of organizational patterns (e.g., autobiography, free verse,
dialogue, comparison/contrast, definition, or cause and effect).

Compose written and spoken essays or work-related text that demonstrate logical
thinking and the development of ideas for academic, creative, and personal
purposes: essays that convey the author’'s message by using an engaging
introduction (with a clear thesis as appropriate), well-constructed paragraphs,
transition sentences, and a powerful conclusion.

Compose essays with well-crafted and varied sentences demonstrating a precise,
flexible, and creative use of language.

Identify, explore, and refine topics and questions appropriate for research.

Develop a system for gathering, organizing, paraphrasing, and summarizing
information; select, evaluate, synthesize, and use multiple primary and secondary
(print and electronic) resources.

Develop and refine a position, claim, thesis, or hypothesis that will be explored and
supported by analyzing different perspectives, resolving inconsistencies, and writing
about those differences in a structure appropriate for the audience (e.g.,
argumentative essay that avoids inconsistencies in logic and develops a single
thesis; exploratory essay that explains differences and similarities and

raises additional questions).

Interpret, synthesize, and evaluate information/findings in various print sources and
media (e.g., fact and opinion, comprehensiveness of the evidence, bias, varied
perspectives, motives and credibility of the author, date of publication) to draw
conclusions and implications.

Develop organizational structures appropriate to the purpose and message, and use
transitions that produce a sequential or logical flow of ideas.

Use appropriate conventions of textual citation in different contexts (e.g., different
academic disciplines and workplace writing situations

Use writing, speaking, and visual expression to develop powerful, creative and
critical messages.

Select format and tone based on the desired effect and audience, using effective
written and spoken language, sound, and/or visual representations (e.g., focus,
transitions, facts, detail and evidence to support judgments, skillful use of rhetorical
devices, and a coherent conclusion).
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Course Name - Part
Michigan State Curriculum Content Standards (continued)

Unit 3 Lesson 3: The Business Letter

State Standard

Description

CE1.13

CEl21

CE1l31

CE13.2

CE 133
CE141
CE14.2

CE143

CE1l4.4

CE145

CE14.6

CE1l151

CE153

Select and use language that is appropriate (e.g., formal, informal, literary, or
technical) for the purpose, audience, and context of the text, speech, or visual
representation (e.g., letter to editor, proposal, poem, or digital story).

Write, speak, and use images and graphs to understand and discover complex
ideas.

Compose written, spoken, and/or multimedia compositions in a range of genres
(e.g., personal narrative, biography, poem, fiction, drama, creative nonfiction,
summary, literary analysis essay, research report, or work-related text): pieces that
serve a variety of purposes (e.g., expressive, informative, creative, and persuasive)
and that use a variety of organizational patterns (e.g., autobiography, free verse,
dialogue, comparison/contrast, definition, or cause and effect).

Compose written and spoken essays or work-related text that demonstrate logical
thinking and the development of ideas for academic, creative, and personal
purposes: essays that convey the author’'s message by using an engaging
introduction (with a clear thesis as appropriate), well-constructed paragraphs,
transition sentences, and a powerful conclusion.

Compose essays with well-crafted and varied sentences demonstrating a precise,
flexible, and creative use of language.

Identify, explore, and refine topics and questions appropriate for research.

Develop a system for gathering, organizing, paraphrasing, and summarizing
information; select, evaluate, synthesize, and use multiple primary and secondary
(print and electronic) resources.

Develop and refine a position, claim, thesis, or hypothesis that will be explored and
supported by analyzing different perspectives, resolving inconsistencies, and writing
about those differences in a structure appropriate for the audience (e.g.,
argumentative essay that avoids inconsistencies in logic and develops a single
thesis; exploratory essay that explains differences and similarities and

raises additional questions).

Interpret, synthesize, and evaluate information/findings in various print sources and
media (e.g., fact and opinion, comprehensiveness of the evidence, bias, varied
perspectives, motives and credibility of the author, date of publication) to draw
conclusions and implications.

Develop organizational structures appropriate to the purpose and message, and use
transitions that produce a sequential or logical flow of ideas.

Use appropriate conventions of textual citation in different contexts (e.g., different
academic disciplines and workplace writing situations

Use writing, speaking, and visual expression to develop powerful, creative and
critical messages.

Select format and tone based on the desired effect and audience, using effective
written and spoken language, sound, and/or visual representations (e.g., focus,
transitions, facts, detail and evidence to support judgments, skillful use of rhetorical
devices, and a coherent conclusion).
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Course Name - Part
Michigan State Curriculum Content Standards (continued)

Unit 3 Lesson 4: The Business Letter Continued

State Standard

Description

CE1.13

CEl21

CE1l31

CE13.2

CE 133
CE141
CE14.2

CE143

CE1l4.4

CE145

CE14.6

CE1l151

CE153

Select and use language that is appropriate (e.g., formal, informal, literary, or
technical) for the purpose, audience, and context of the text, speech, or visual
representation (e.g., letter to editor, proposal, poem, or digital story).

Write, speak, and use images and graphs to understand and discover complex
ideas.

Compose written, spoken, and/or multimedia compositions in a range of genres
(e.g., personal narrative, biography, poem, fiction, drama, creative nonfiction,
summary, literary analysis essay, research report, or work-related text): pieces that
serve a variety of purposes (e.g., expressive, informative, creative, and persuasive)
and that use a variety of organizational patterns (e.g., autobiography, free verse,
dialogue, comparison/contrast, definition, or cause and effect).

Compose written and spoken essays or work-related text that demonstrate logical
thinking and the development of ideas for academic, creative, and personal
purposes: essays that convey the author’'s message by using an engaging
introduction (with a clear thesis as appropriate), well-constructed paragraphs,
transition sentences, and a powerful conclusion.

Compose essays with well-crafted and varied sentences demonstrating a precise,
flexible, and creative use of language.

Identify, explore, and refine topics and questions appropriate for research.

Develop a system for gathering, organizing, paraphrasing, and summarizing
information; select, evaluate, synthesize, and use multiple primary and secondary
(print and electronic) resources.

Develop and refine a position, claim, thesis, or hypothesis that will be explored and
supported by analyzing different perspectives, resolving inconsistencies, and writing
about those differences in a structure appropriate for the audience (e.g.,
argumentative essay that avoids inconsistencies in logic and develops a single
thesis; exploratory essay that explains differences and similarities and

raises additional questions).

Interpret, synthesize, and evaluate information/findings in various print sources and
media (e.g., fact and opinion, comprehensiveness of the evidence, bias, varied
perspectives, motives and credibility of the author, date of publication) to draw
conclusions and implications.

Develop organizational structures appropriate to the purpose and message, and use
transitions that produce a sequential or logical flow of ideas.

Use appropriate conventions of textual citation in different contexts (e.g., different
academic disciplines and workplace writing situations

Use writing, speaking, and visual expression to develop powerful, creative and
critical messages.

Select format and tone based on the desired effect and audience, using effective
written and spoken language, sound, and/or visual representations (e.g., focus,
transitions, facts, detail and evidence to support judgments, skillful use of rhetorical
devices, and a coherent conclusion).
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Course Name - Part
Michigan State Curriculum Content Standards (continued)

Unit 3 Lesson 5: Working with the Business Letter

State Standard

Description

CE1.15

CE 153

CE155

Revise drafts to more fully and/or precisely convey meaning—drawing on response
from others, self-reflection, and reading one’s own work with the eye of a reader;
then refine the text— deleting and/or reorganizing ideas, and addressing potential
readers’ questions.

Select format and tone based on the desired effect and audience, using effective
written and spoken language, sound, and/or visual representations (e.g., focus,
transitions, facts, detail and evidence to support judgments, skillful use of rhetorical
devices, and a coherent conclusion).

Respond to and use feedback to strengthen written and multimediapresentations
(e.g., clarify and defend ideas, expand on a topic, use logical arguments, modify
organization, evaluate effectiveness of images, set goals for future presentations
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Course Name - Part
Michigan State Curriculum Content Standards (continued)

Unit 3 Lesson 6: The Letter of Application

State Standard

Description

CE1.13

CEl21

CE1l31

CE13.2

CE 133
CE141
CE14.2

CE143

CE1l4.4

CE145

CE14.6

CE1l151

CE153

Select and use language that is appropriate (e.g., formal, informal, literary, or
technical) for the purpose, audience, and context of the text, speech, or visual
representation (e.g., letter to editor, proposal, poem, or digital story).

Write, speak, and use images and graphs to understand and discover complex
ideas.

Compose written, spoken, and/or multimedia compositions in a range of genres
(e.g., personal narrative, biography, poem, fiction, drama, creative nonfiction,
summary, literary analysis essay, research report, or work-related text): pieces that
serve a variety of purposes (e.g., expressive, informative, creative, and persuasive)
and that use a variety of organizational patterns (e.g., autobiography, free verse,
dialogue, comparison/contrast, definition, or cause and effect).

Compose written and spoken essays or work-related text that demonstrate logical
thinking and the development of ideas for academic, creative, and personal
purposes: essays that convey the author’'s message by using an engaging
introduction (with a clear thesis as appropriate), well-constructed paragraphs,
transition sentences, and a powerful conclusion.

Compose essays with well-crafted and varied sentences demonstrating a precise,
flexible, and creative use of language.

Identify, explore, and refine topics and questions appropriate for research.

Develop a system for gathering, organizing, paraphrasing, and summarizing
information; select, evaluate, synthesize, and use multiple primary and secondary
(print and electronic) resources.

Develop and refine a position, claim, thesis, or hypothesis that will be explored and
supported by analyzing different perspectives, resolving inconsistencies, and writing
about those differences in a structure appropriate for the audience (e.g.,
argumentative essay that avoids inconsistencies in logic and develops a single
thesis; exploratory essay that explains differences and similarities and

raises additional questions).

Interpret, synthesize, and evaluate information/findings in various print sources and
media (e.g., fact and opinion, comprehensiveness of the evidence, bias, varied
perspectives, motives and credibility of the author, date of publication) to draw
conclusions and implications.

Develop organizational structures appropriate to the purpose and message, and use
transitions that produce a sequential or logical flow of ideas.

Use appropriate conventions of textual citation in different contexts (e.g., different
academic disciplines and workplace writing situations

Use writing, speaking, and visual expression to develop powerful, creative and
critical messages.

Select format and tone based on the desired effect and audience, using effective
written and spoken language, sound, and/or visual representations (e.g., focus,
transitions, facts, detail and evidence to support judgments, skillful use of rhetorical
devices, and a coherent conclusion).
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Course Name - Part
Michigan State Curriculum Content Standards (continued)

Unit 3 Lesson 7: The Resume

State Standard

Description

CE1.13

CEl21

CE1l31

CE13.2

CE 133
CE141
CE14.2

CE143

CE1l4.4

CE145

CE14.6

CE1l151

CE153

Select and use language that is appropriate (e.g., formal, informal, literary, or
technical) for the purpose, audience, and context of the text, speech, or visual
representation (e.g., letter to editor, proposal, poem, or digital story).

Write, speak, and use images and graphs to understand and discover complex
ideas.

Compose written, spoken, and/or multimedia compositions in a range of genres
(e.g., personal narrative, biography, poem, fiction, drama, creative nonfiction,
summary, literary analysis essay, research report, or work-related text): pieces that
serve a variety of purposes (e.g., expressive, informative, creative, and persuasive)
and that use a variety of organizational patterns (e.g., autobiography, free verse,
dialogue, comparison/contrast, definition, or cause and effect).

Compose written and spoken essays or work-related text that demonstrate logical
thinking and the development of ideas for academic, creative, and personal
purposes: essays that convey the author’'s message by using an engaging
introduction (with a clear thesis as appropriate), well-constructed paragraphs,
transition sentences, and a powerful conclusion.

Compose essays with well-crafted and varied sentences demonstrating a precise,
flexible, and creative use of language.

Identify, explore, and refine topics and questions appropriate for research.

Develop a system for gathering, organizing, paraphrasing, and summarizing
information; select, evaluate, synthesize, and use multiple primary and secondary
(print and electronic) resources.

Develop and refine a position, claim, thesis, or hypothesis that will be explored and
supported by analyzing different perspectives, resolving inconsistencies, and writing
about those differences in a structure appropriate for the audience (e.g.,
argumentative essay that avoids inconsistencies in logic and develops a single
thesis; exploratory essay that explains differences and similarities and

raises additional questions).

Interpret, synthesize, and evaluate information/findings in various print sources and
media (e.g., fact and opinion, comprehensiveness of the evidence, bias, varied
perspectives, motives and credibility of the author, date of publication) to draw
conclusions and implications.

Develop organizational structures appropriate to the purpose and message, and use
transitions that produce a sequential or logical flow of ideas.

Use appropriate conventions of textual citation in different contexts (e.g., different
academic disciplines and workplace writing situations

Use writing, speaking, and visual expression to develop powerful, creative and
critical messages.

Select format and tone based on the desired effect and audience, using effective
written and spoken language, sound, and/or visual representations (e.g., focus,
transitions, facts, detail and evidence to support judgments, skillful use of rhetorical
devices, and a coherent conclusion).
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Course Name - Part
Michigan State Curriculum Content Standards (continued)

Unit 3 Lesson 8: The Interview

State Standard

Description

CE151
CE 153

Use writing, speaking, and visual expression to develop powerful, creative and

critical messages

Select format and tone based on the desired effect and audience, using effective
written and spoken language, sound, and/or visual representations (e.g., focus,
transitions, facts, detail and evidence to support judgments, skillful use of rhetorical

devices, and a coherent conclusion).
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Course Name - Part
Michigan State Curriculum Content Standards (continued)

Unit 3 Lesson 9: The Thank You Note

State Standard

Description

CE1.13

CEl21

CE1l31

CE13.2

CE 133
CE141
CE14.2

CE143

CE1l4.4

CE145

CE14.6

CE1l151

CE153

Select and use language that is appropriate (e.g., formal, informal, literary, or
technical) for the purpose, audience, and context of the text, speech, or visual
representation (e.g., letter to editor, proposal, poem, or digital story).

Write, speak, and use images and graphs to understand and discover complex
ideas.

Compose written, spoken, and/or multimedia compositions in a range of genres
(e.g., personal narrative, biography, poem, fiction, drama, creative nonfiction,
summary, literary analysis essay, research report, or work-related text): pieces that
serve a variety of purposes (e.g., expressive, informative, creative, and persuasive)
and that use a variety of organizational patterns (e.g., autobiography, free verse,
dialogue, comparison/contrast, definition, or cause and effect).

Compose written and spoken essays or work-related text that demonstrate logical
thinking and the development of ideas for academic, creative, and personal
purposes: essays that convey the author’'s message by using an engaging
introduction (with a clear thesis as appropriate), well-constructed paragraphs,
transition sentences, and a powerful conclusion.

Compose essays with well-crafted and varied sentences demonstrating a precise,
flexible, and creative use of language.

Identify, explore, and refine topics and questions appropriate for research.

Develop a system for gathering, organizing, paraphrasing, and summarizing
information; select, evaluate, synthesize, and use multiple primary and secondary
(print and electronic) resources.

Develop and refine a position, claim, thesis, or hypothesis that will be explored and
supported by analyzing different perspectives, resolving inconsistencies, and writing
about those differences in a structure appropriate for the audience (e.g.,
argumentative essay that avoids inconsistencies in logic and develops a single
thesis; exploratory essay that explains differences and similarities and

raises additional questions).

Interpret, synthesize, and evaluate information/findings in various print sources and
media (e.g., fact and opinion, comprehensiveness of the evidence, bias, varied
perspectives, motives and credibility of the author, date of publication) to draw
conclusions and implications.

Develop organizational structures appropriate to the purpose and message, and use
transitions that produce a sequential or logical flow of ideas.

Use appropriate conventions of textual citation in different contexts (e.g., different
academic disciplines and workplace writing situations

Use writing, speaking, and visual expression to develop powerful, creative and
critical messages

Select format and tone based on the desired effect and audience, using effective
written and spoken language, sound, and/or visual representations (e.g., focus,
transitions, facts, detail and evidence to support judgments, skillful use of rhetorical
devices, and a coherent conclusion).
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Course Name - Part
Michigan State Curriculum Content Standards (continued)

Unit 3 Lesson 10: Practice, Practice, Practice

State Standard

Description

CE14.4

CE21.2

CE214

CE2.1.5

CE21.6

CE 2.3.8

Interpret, synthesize, and evaluate information/findings in various print sources and
media (e.g., fact and opinion, comprehensiveness of the evidence, bias, varied
perspectives, motives and credibility of the author, date of publication) to draw
conclusions and implications.

Make supported inferences and draw conclusions based on informational print and
multimedia features (e.g., prefaces, appendices, marginal notes, illustrations,
bibliographies, author’s pages, footnotes, diagrams, tables, charts, maps, timelines,
graphs, and other visual and special effects) and explain how authors and speakers
use them to infer the organization of text and enhance understanding, convey
meaning, and inspire or mislead audiences.

Identify and evaluate the primary focus, logical argument, structure, and style of a
text or speech and the ways in which these elements support or confound meaning
or purpose.

Analyze and evaluate the components of multiple organizational patterns (e.g.,
compare/contrast, cause/effect, problem/solution, fact/opinion, theory/evidence).
Recognize the defining characteristics of informational texts, speeches, and
multimedia presentations (e.g., documentaries and research presentations) and
elements of expository texts (e.g., thesis, supporting ideas, and statistical
evidence); critically examine the argumentation and conclusions of multiple
informational texts.

Develop and apply personal, shared, and academic criteria to evaluate own and
others’ oral, written, and visual texts.
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Course Name - Part
Michigan State Curriculum Content Standards (continued)

Unit 4 Description

This unit will guide the student in creating fliers, brochures, newsletters, proposals, and
reports. Your final exam on this unit will be to pull out all the stops and create a portfolio of
information promoting a charitable project of your choice. You will do the fliers, brochures, and
newsletters to advertise your project. You will also write a report for the administration of the
“charitable funds” you will be given to work with. Since you know what your end project will be,
start thinking about it now as we begin our final unit. This unit will allow you to be creative with
your writing and design. It will also allow you to explore the ways in which you can be of service
to your community. You'll have to figure out what you care about and how you would improve
the situation if you had a chance.

Essential Content and Skills
The learner will:

e Understand the components for an effective flier, brochure, newsletter, report and oral
presentation.

e Correctly use these components by writing effective fliers, brochures, newsletters,
reports, and presentations.

Unit 4 Michigan State Content Expectations

Click here to view the Michigan DOE Curriculum Content Standards.
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Course Name - Part
Michigan State Curriculum Content Standards (continued)

Unit 4 Lesson 1: Fliers

State Standard

Description

CE1.13

CEl21

CE1l31

CE13.2

CE 133
CE141
CE14.2

CE143

CE1l4.4

CE145

CE14.6

CE1l151

CE153

Select and use language that is appropriate (e.g., formal, informal, literary, or
technical) for the purpose, audience, and context of the text, speech, or visual
representation (e.g., letter to editor, proposal, poem, or digital story).

Write, speak, and use images and graphs to understand and discover complex
ideas.

Compose written, spoken, and/or multimedia compositions in a range of genres
(e.g., personal narrative, biography, poem, fiction, drama, creative nonfiction,
summary, literary analysis essay, research report, or work-related text): pieces that
serve a variety of purposes (e.g., expressive, informative, creative, and
persuasive) and that use a variety of organizational patterns (e.g., autobiography,
free verse, dialogue, comparison/contrast, definition, or cause and effect).
Compose written and spoken essays or work-related text that demonstrate logical
thinking and the development of ideas for academic, creative, and personal
purposes: essays that convey the author’'s message by using an engaging
introduction (with a clear thesis as appropriate), well-constructed paragraphs,
transition sentences, and a powerful conclusion.

Compose essays with well-crafted and varied sentences demonstrating a precise,
flexible, and creative use of language.

Identify, explore, and refine topics and questions appropriate for research.
Develop a system for gathering, organizing, paraphrasing, and summarizing
information; select, evaluate, synthesize, and use multiple primary and secondary
(print and electronic) resources.

Develop and refine a position, claim, thesis, or hypothesis that will be explored and
supported by analyzing different perspectives, resolving inconsistencies, and
writing about those differences in a structure appropriate for the audience (e.g.,
argumentative essay that avoids inconsistencies in logic and develops a single
thesis; exploratory essay that explains differences and similarities and

raises additional questions).

Interpret, synthesize, and evaluate information/findings in various print sources
and media (e.qg., fact and opinion, comprehensiveness of the evidence, bias,
varied perspectives, motives and credibility of the author, date of publication) to
draw conclusions and implications.

Develop organizational structures appropriate to the purpose and message, and
use transitions that produce a sequential or logical flow of ideas.

Use appropriate conventions of textual citation in different contexts (e.g., different
academic disciplines and workplace writing situations

Use writing, speaking, and visual expression to develop powerful, creative and
critical messages.

Select format and tone based on the desired effect and audience, using effective
written and spoken language, sound, and/or visual representations (e.g., focus,
transitions, facts, detail and evidence to support judgments, skillful use of rhetorical
devices, and a coherent conclusion).
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Course Name - Part
Michigan State Curriculum Content Standards (continued)

Unit 4 Lesson 2: The Mighty Brochure

State Standard

Description

CE1.13

CEl21

CE1l31

CE13.2

CE 133
CE141
CE14.2

CE143

CE1l4.4

CE145

CE14.6

CE1l151

CE153

Select and use language that is appropriate (e.g., formal, informal, literary, or
technical) for the purpose, audience, and context of the text, speech, or visual
representation (e.g., letter to editor, proposal, poem, or digital story).

Write, speak, and use images and graphs to understand and discover complex
ideas.

Compose written, spoken, and/or multimedia compositions in a range of genres
(e.g., personal narrative, biography, poem, fiction, drama, creative nonfiction,
summary, literary analysis essay, research report, or work-related text): pieces that
serve a variety of purposes (e.g., expressive, informative, creative, and persuasive)
and that use a variety of organizational patterns (e.g., autobiography, free verse,
dialogue, comparison/contrast, definition, or cause and effect).

Compose written and spoken essays or work-related text that demonstrate logical
thinking and the development of ideas for academic, creative, and personal
purposes: essays that convey the author’'s message by using an engaging
introduction (with a clear thesis as appropriate), well-constructed paragraphs,
transition sentences, and a powerful conclusion.

Compose essays with well-crafted and varied sentences demonstrating a precise,
flexible, and creative use of language.

Identify, explore, and refine topics and questions appropriate for research.
Develop a system for gathering, organizing, paraphrasing, and summarizing
information; select, evaluate, synthesize, and use multiple primary and secondary
(print and electronic) resources.

Develop and refine a position, claim, thesis, or hypothesis that will be explored and
supported by analyzing different perspectives, resolving inconsistencies, and writing
about those differences in a structure appropriate for the audience (e.g.,
argumentative essay that avoids inconsistencies in logic and develops a single
thesis; exploratory essay that explains differences and similarities and

raises additional questions).

Interpret, synthesize, and evaluate information/findings in various print sources and
media (e.g., fact and opinion, comprehensiveness of the evidence, bias, varied
perspectives, motives and credibility of the author, date of publication) to draw
conclusions and implications.

Develop organizational structures appropriate to the purpose and message, and use
transitions that produce a sequential or logical flow of ideas.

Use appropriate conventions of textual citation in different contexts (e.g., different
academic disciplines and workplace writing situations

Use writing, speaking, and visual expression to develop powerful, creative and
critical messages.

Select format and tone based on the desired effect and audience, using effective
written and spoken language, sound, and/or visual representations (e.g., focus,
transitions, facts, detail and evidence to support judgments, skillful use of rhetorical
devices, and a coherent conclusion).
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Course Name - Part
Michigan State Curriculum Content Standards (continued)

Unit 4 Lesson 3: Write That Brochure

State Standard

Description

CE1.13

CEl21

CE1l31

CE13.2

CE 133
CE141
CE14.2

CE143

CE1l4.4

CE145

CE14.6

CE1l151

CE153

Select and use language that is appropriate (e.g., formal, informal, literary, or
technical) for the purpose, audience, and context of the text, speech, or visual
representation (e.g., letter to editor, proposal, poem, or digital story).

Write, speak, and use images and graphs to understand and discover complex
ideas.

Compose written, spoken, and/or multimedia compositions in a range of genres
(e.g., personal narrative, biography, poem, fiction, drama, creative nonfiction,
summary, literary analysis essay, research report, or work-related text): pieces that
serve a variety of purposes (e.g., expressive, informative, creative, and persuasive)
and that use a variety of organizational patterns (e.g., autobiography, free verse,
dialogue, comparison/contrast, definition, or cause and effect).

Compose written and spoken essays or work-related text that demonstrate logical
thinking and the development of ideas for academic, creative, and personal
purposes: essays that convey the author’'s message by using an engaging
introduction (with a clear thesis as appropriate), well-constructed paragraphs,
transition sentences, and a powerful conclusion.

Compose essays with well-crafted and varied sentences demonstrating a precise,
flexible, and creative use of language.

Identify, explore, and refine topics and questions appropriate for research.

Develop a system for gathering, organizing, paraphrasing, and summarizing
information; select, evaluate, synthesize, and use multiple primary and secondary
(print and electronic) resources.

Develop and refine a position, claim, thesis, or hypothesis that will be explored and
supported by analyzing different perspectives, resolving inconsistencies, and writing
about those differences in a structure appropriate for the audience (e.g.,
argumentative essay that avoids inconsistencies in logic and develops a single
thesis; exploratory essay that explains differences and similarities and

raises additional questions).

Interpret, synthesize, and evaluate information/findings in various print sources and
media (e.g., fact and opinion, comprehensiveness of the evidence, bias, varied
perspectives, motives and credibility of the author, date of publication) to draw
conclusions and implications.

Develop organizational structures appropriate to the purpose and message, and use
transitions that produce a sequential or logical flow of ideas.

Use appropriate conventions of textual citation in different contexts (e.g., different
academic disciplines and workplace writing situations

Use writing, speaking, and visual expression to develop powerful, creative and
critical messages.

Select format and tone based on the desired effect and audience, using effective
written and spoken language, sound, and/or visual representations (e.g., focus,
transitions, facts, detail and evidence to support judgments, skillful use of rhetorical
devices, and a coherent conclusion).
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Course Name - Part
Michigan State Curriculum Content Standards (continued)

Unit 4 Lesson 4: The Newsletter

State Standard

Description

CE1.13

CEl21

CE1l31

CE13.2

CE 133
CE141
CE14.2

CE143

CE1l4.4

CE145

CE14.6

CE1l151

CE153

Select and use language that is appropriate (e.g., formal, informal, literary, or
technical) for the purpose, audience, and context of the text, speech, or visual
representation (e.g., letter to editor, proposal, poem, or digital story).

Write, speak, and use images and graphs to understand and discover complex
ideas.

Compose written, spoken, and/or multimedia compositions in a range of genres
(e.g., personal narrative, biography, poem, fiction, drama, creative nonfiction,
summary, literary analysis essay, research report, or work-related text): pieces that
serve a variety of purposes (e.g., expressive, informative, creative, and persuasive)
and that use a variety of organizational patterns (e.g., autobiography, free verse,
dialogue, comparison/contrast, definition, or cause and effect).

Compose written and spoken essays or work-related text that demonstrate logical
thinking and the development of ideas for academic, creative, and personal
purposes: essays that convey the author’'s message by using an engaging
introduction (with a clear thesis as appropriate), well-constructed paragraphs,
transition sentences, and a powerful conclusion.

Compose essays with well-crafted and varied sentences demonstrating a precise,
flexible, and creative use of language.

Identify, explore, and refine topics and questions appropriate for research.

Develop a system for gathering, organizing, paraphrasing, and summarizing
information; select, evaluate, synthesize, and use multiple primary and secondary
(print and electronic) resources.

Develop and refine a position, claim, thesis, or hypothesis that will be explored and
supported by analyzing different perspectives, resolving inconsistencies, and writing
about those differences in a structure appropriate for the audience (e.g.,
argumentative essay that avoids inconsistencies in logic and develops a single
thesis; exploratory essay that explains differences and similarities and

raises additional questions).

Interpret, synthesize, and evaluate information/findings in various print sources and
media (e.g., fact and opinion, comprehensiveness of the evidence, bias, varied
perspectives, motives and credibility of the author, date of publication) to draw
conclusions and implications.

Develop organizational structures appropriate to the purpose and message, and use
transitions that produce a sequential or logical flow of ideas.

Use appropriate conventions of textual citation in different contexts (e.g., different
academic disciplines and workplace writing situations

Use writing, speaking, and visual expression to develop powerful, creative and
critical messages.

Select format and tone based on the desired effect and audience, using effective
written and spoken language, sound, and/or visual representations (e.g., focus,
transitions, facts, detail and evidence to support judgments, skillful use of rhetorical
devices, and a coherent conclusion).
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Course Name - Part
Michigan State Curriculum Content Standards (continued)

Unit 4 Lesson 5: Working With the Newsletter

State Standard

Description

CE1.13

CEl21

CE1l31

CE13.2

CE 133
CE141
CE14.2

CE143

CE1l4.4

CE145

CE14.6

CE1l151

CE153

Select and use language that is appropriate (e.g., formal, informal, literary, or
technical) for the purpose, audience, and context of the text, speech, or visual
representation (e.g., letter to editor, proposal, poem, or digital story).

Write, speak, and use images and graphs to understand and discover complex
ideas.

Compose written, spoken, and/or multimedia compositions in a range of genres
(e.g., personal narrative, biography, poem, fiction, drama, creative nonfiction,
summary, literary analysis essay, research report, or work-related text): pieces that
serve a variety of purposes (e.g., expressive, informative, creative, and persuasive)
and that use a variety of organizational patterns (e.g., autobiography, free verse,
dialogue, comparison/contrast, definition, or cause and effect).

Compose written and spoken essays or work-related text that demonstrate logical
thinking and the development of ideas for academic, creative, and personal
purposes: essays that convey the author’'s message by using an engaging
introduction (with a clear thesis as appropriate), well-constructed paragraphs,
transition sentences, and a powerful conclusion.

Compose essays with well-crafted and varied sentences demonstrating a precise,
flexible, and creative use of language.

Identify, explore, and refine topics and questions appropriate for research.

Develop a system for gathering, organizing, paraphrasing, and summarizing
information; select, evaluate, synthesize, and use multiple primary and secondary
(print and electronic) resources.

Develop and refine a position, claim, thesis, or hypothesis that will be explored and
supported by analyzing different perspectives, resolving inconsistencies, and writing
about those differences in a structure appropriate for the audience (e.g.,
argumentative essay that avoids inconsistencies in logic and develops a single
thesis; exploratory essay that explains differences and similarities and

raises additional questions).

Interpret, synthesize, and evaluate information/findings in various print sources and
media (e.g., fact and opinion, comprehensiveness of the evidence, bias, varied
perspectives, motives and credibility of the author, date of publication) to draw
conclusions and implications.

Develop organizational structures appropriate to the purpose and message, and use
transitions that produce a sequential or logical flow of ideas.

Use appropriate conventions of textual citation in different contexts (e.g., different
academic disciplines and workplace writing situations

Use writing, speaking, and visual expression to develop powerful, creative and
critical messages.

Select format and tone based on the desired effect and audience, using effective
written and spoken language, sound, and/or visual representations (e.g., focus,
transitions, facts, detail and evidence to support judgments, skillful use of rhetorical
devices, and a coherent conclusion).
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Course Name - Part
Michigan State Curriculum Content Standards (continued)

Unit 4 Lesson 6: What Matters Most

State Standard

Description

CE1.13

CEl21

CE1l31

CE13.2

CE 133
CE141
CE14.2

CE143

CE1l4.4

CE145

CE14.6

CE1l151

CE153

Select and use language that is appropriate (e.g., formal, informal, literary, or
technical) for the purpose, audience, and context of the text, speech, or visual
representation (e.g., letter to editor, proposal, poem, or digital story).

Write, speak, and use images and graphs to understand and discover complex
ideas.

Compose written, spoken, and/or multimedia compositions in a range of genres
(e.g., personal narrative, biography, poem, fiction, drama, creative nonfiction,
summary, literary analysis essay, research report, or work-related text): pieces that
serve a variety of purposes (e.g., expressive, informative, creative, and persuasive)
and that use a variety of organizational patterns (e.g., autobiography, free verse,
dialogue, comparison/contrast, definition, or cause and effect).

Compose written and spoken essays or work-related text that demonstrate logical
thinking and the development of ideas for academic, creative, and personal
purposes: essays that convey the author’'s message by using an engaging
introduction (with a clear thesis as appropriate), well-constructed paragraphs,
transition sentences, and a powerful conclusion.

Compose essays with well-crafted and varied sentences demonstrating a precise,
flexible, and creative use of language.

Identify, explore, and refine topics and questions appropriate for research.
Develop a system for gathering, organizing, paraphrasing, and summarizing
information; select, evaluate, synthesize, and use multiple primary and secondary
(print and electronic) resources.

Develop and refine a position, claim, thesis, or hypothesis that will be explored and
supported by analyzing different perspectives, resolving inconsistencies, and writing
about those differences in a structure appropriate for the audience (e.g.,
argumentative essay that avoids inconsistencies in logic and develops a single
thesis; exploratory essay that explains differences and similarities and

raises additional questions).

Interpret, synthesize, and evaluate information/findings in various print sources and
media (e.g., fact and opinion, comprehensiveness of the evidence, bias, varied
perspectives, motives and credibility of the author, date of publication) to draw
conclusions and implications.

Develop organizational structures appropriate to the purpose and message, and use
transitions that produce a sequential or logical flow of ideas.

Use appropriate conventions of textual citation in different contexts (e.g., different
academic disciplines and workplace writing situations

Use writing, speaking, and visual expression to develop powerful, creative and
critical messages

Select format and tone based on the desired effect and audience, using effective
written and spoken language, sound, and/or visual representations (e.g., focus,
transitions, facts, detail and evidence to support judgments, skillful use of rhetorical
devices, and a coherent conclusion).
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Course Name - Part
Michigan State Curriculum Content Standards (continued)

Unit 4 Lesson 7: The Report

State Standard

Description

CE1.13

CEl21

CE1l31

CE13.2

CE 133
CE141
CE14.2

CE143

CE1l4.4

CE145

CE14.6

CE1l151

CE153

Select and use language that is appropriate (e.g., formal, informal, literary, or
technical) for the purpose, audience, and context of the text, speech, or visual
representation (e.g., letter to editor, proposal, poem, or digital story).

Write, speak, and use images and graphs to understand and discover complex
ideas.

Compose written, spoken, and/or multimedia compositions in a range of genres
(e.g., personal narrative, biography, poem, fiction, drama, creative nonfiction,
summary, literary analysis essay, research report, or work-related text): pieces that
serve a variety of purposes (e.g., expressive, informative, creative, and persuasive)
and that use a variety of organizational patterns (e.g., autobiography, free verse,
dialogue, comparison/contrast, definition, or cause and effect).

Compose written and spoken essays or work-related text that demonstrate logical
thinking and the development of ideas for academic, creative, and personal
purposes: essays that convey the author’'s message by using an engaging
introduction (with a clear thesis as appropriate), well-constructed paragraphs,
transition sentences, and a powerful conclusion.

Compose essays with well-crafted and varied sentences demonstrating a precise,
flexible, and creative use of language.

Identify, explore, and refine topics and questions appropriate for research.
Develop a system for gathering, organizing, paraphrasing, and summarizing
information; select, evaluate, synthesize, and use multiple primary and secondary
(print and electronic) resources.

Develop and refine a position, claim, thesis, or hypothesis that will be explored and
supported by analyzing different perspectives, resolving inconsistencies, and writing
about those differences in a structure appropriate for the audience (e.g.,
argumentative essay that avoids inconsistencies in logic and develops a single
thesis; exploratory essay that explains differences and similarities and

raises additional questions).

Interpret, synthesize, and evaluate information/findings in various print sources and
media (e.g., fact and opinion, comprehensiveness of the evidence, bias, varied
perspectives, motives and credibility of the author, date of publication) to draw
conclusions and implications.

Develop organizational structures appropriate to the purpose and message, and use
transitions that produce a sequential or logical flow of ideas.

Use appropriate conventions of textual citation in different contexts (e.g., different
academic disciplines and workplace writing situations

Use writing, speaking, and visual expression to develop powerful, creative and
critical messages

Select format and tone based on the desired effect and audience, using effective
written and spoken language, sound, and/or visual representations (e.g., focus,
transitions, facts, detail and evidence to support judgments, skillful use of rhetorical
devices, and a coherent conclusion).
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Course Name - Part
Michigan State Curriculum Content Standards (continued)

Unit 4 Lesson 8: The Oral Presentation

State Standard Description

CE 1.3.6 Use speaking, writing, and visual presentations to appeal to audiences of different
social, economic, and cultural backgrounds and experiences (e.g., include
explanations and definitions according to the audience’s background, age, or
knowledge of the topic; adjust formality of style; consider interests of potential
readers).

Unit 4 Lesson 9: The Formal Presentation

State Standard Description

CE 1.3.6 Use speaking, writing, and visual presentations to appeal to audiences of different
social, economic, and cultural backgrounds and experiences (e.qg., include
explanations and definitions according to the audience’s background, age, or
knowledge of the topic; adjust formality of style; consider interests of potential
readers).
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Course Name - Part
Michigan State Curriculum Content Standards (continued)

Unit 4 Lesson 10: Wrapping Up

State Standard

Description

CE1.13

CEl21

CE1l31

CE13.2

CE 133
CE141
CE14.2

CE143

CE1l4.4

CE145

CE14.6

CE1l151

CE153

Select and use language that is appropriate (e.g., formal, informal, literary, or
technical) for the purpose, audience, and context of the text, speech, or visual
representation (e.g., letter to editor, proposal, poem, or digital story).

Write, speak, and use images and graphs to understand and discover complex
ideas.

Compose written, spoken, and/or multimedia compositions in a range of genres
(e.g., personal narrative, biography, poem, fiction, drama, creative nonfiction,
summary, literary analysis essay, research report, or work-related text): pieces that
serve a variety of purposes (e.g., expressive, informative, creative, and persuasive)
and that use a variety of organizational patterns (e.g., autobiography, free verse,
dialogue, comparison/contrast, definition, or cause and effect).

Compose written and spoken essays or work-related text that demonstrate logical
thinking and the development of ideas for academic, creative, and personal
purposes: essays that convey the author’'s message by using an engaging
introduction (with a clear thesis as appropriate), well-constructed paragraphs,
transition sentences, and a powerful conclusion.

Compose essays with well-crafted and varied sentences demonstrating a precise,
flexible, and creative use of language.

Identify, explore, and refine topics and questions appropriate for research.

Develop a system for gathering, organizing, paraphrasing, and summarizing
information; select, evaluate, synthesize, and use multiple primary and secondary
(print and electronic) resources.

Develop and refine a position, claim, thesis, or hypothesis that will be explored and
supported by analyzing different perspectives, resolving inconsistencies, and writing
about those differences in a structure appropriate for the audience (e.g.,
argumentative essay that avoids inconsistencies in logic and develops a single
thesis; exploratory essay that explains differences and similarities and

raises additional questions).

Interpret, synthesize, and evaluate information/findings in various print sources and
media (e.g., fact and opinion, comprehensiveness of the evidence, bias, varied
perspectives, motives and credibility of the author, date of publication) to draw
conclusions and implications.

Develop organizational structures appropriate to the purpose and message, and use
transitions that produce a sequential or logical flow of ideas.

Use appropriate conventions of textual citation in different contexts (e.g., different
academic disciplines and workplace writing situations

Use writing, speaking, and visual expression to develop powerful, creative and
critical messages.

Select format and tone based on the desired effect and audience, using effective
written and spoken language, sound, and/or visual representations (e.g., focus,
transitions, facts, detail and evidence to support judgments, skillful use of rhetorical
devices, and a coherent conclusion).
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Course Name - Part
Michigan State Curriculum Content Standards (continued)
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