
Project 3: The Capstone Project – 20 points total  
(10 for the deliverable and 10 for the presentation) 

 
Purpose: In a team, develop reader-focused deliverables that meet your partner’s   

needs and expectations; present your semester work in a 15-minute slide show.  
For the individual option, complete research on the type of writing you will do in  
the workplace in your prospective field and compose a major document you  
might produce on the job. 
 

Audience: Your instructor, your peers, your community partner, and your future  
employer. 

 
There are two parts to this assignment. In order for the assignment to pass, you must submit 
both parts: 
 

1. The deliverables and memo of transfer: mixed visual and textual content, for 10 points 
2. The PowerPoint presentation: 15-minute presentation, or about 17 slides, for 10 points 

 
The Assignment 
After working with your community partner or working individually on the capstone project this 
semester, you will complete the project’s deliverables, the memo of transfer, and present your 
work in a fifteen-minute PowerPoint slide show, dressed in business casual attire.  
 
Service-Learning Team – Four Students 
The service-learning team will work with Ms. D’Anne Avotins at GEDCO/CARES Career 
Connections to help their unemployed or underemployed clients find and apply for jobs. Service-
learning students will also produce marketing material and instructions and then write a memo 
of transfer to accompany deliverables. These deliverables will be completed by the end of the 
term, and students will present their work to the class. Students will also write three critical 
reflections on their experiences, which will be due at different points throughout the term. 
 
Service at GEDCO/CARES will begin early in the term and occur on a weekly basis. Service-
learning students will work for a total of 20 hours for the entire term at the GEDCO/CARES 
location on York Road, St. Mary of the Assumption Church. This project is part of Loyola’s York 
Road Initiative (YRI) (http://www.loyola.edu/department/ccsj/york-road-initiative). Read more 
about writing students’ involvement in the YRI on my professional website here: 
https://www.allenbrizee.com/projects/. This project meets Loyola’s criteria for a service-learning 
course and aligns with undergraduate learning aims. For more information on the service-
learning project, please see the service-learning section below. 
 
Individual Project – Students Not Participating in the Service-Learning Project 
Students not participating in the service-learning project will work individually on their capstone 
project for the term. Please see the individual capstone deliverables section below. 
 
Goals of the Assignment 
The goals of Project 3 are to work as a group or individually to accomplish the following: 
 

• Collaborative Work Process – Develop group strategies for working together and with 
your partner to create deliverables that meet their needs and expectations 
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• Individual Work Process – Develop self-motivating strategies for working alone to create 
deliverables that meet your audience’s needs and expectations 

• Research – Understand and use secondary research methods to produce deliverables 
suitable for professional contexts 

• Technology – Develop group strategies for using and adapting various communication 
technologies to manage your project and produce user-focused deliverables 

• Content and Document Design – Use written content and visual data (various principles 
of format, layout, and design) to create professional deliverables. 

 
Deliverable Descriptions 
Service-Learning Team 

• Memo of transmittal: the team will compose a memo of transmittal addressed to your 
partners at GEDCO/CARES that will accompany the deliverables below 

• PowerPoint Presentation: the team will create a slide show outlining goals, audience, 
problems, strategies for overcoming problems, research findings, and work 
accomplishments 

• Service-learning reflections: these are due throughout the semester 
• Deliverables for GEDCO (completing the video is optional): 

o Revise marketing material: create new material to distribute to local 
organizations to increase referrals from churches, community centers, libraries, 
etc., to raise awareness about GEDCO/CARES Career Connections. Complete 
two: one for CARES and one for Career Connections 

o Revise resources list: GEDCO’s resources list for their clients needs revision to 
reflect current and accurate information and to adhere to effective document 
design criteria 

o Create tutorial for GEDCO’s Facebook page: GEDCO volunteers must be able 
to post flyers from the Baltimore mayor’s office to the GEDCO Facebook page. 
GEDCO also needs improvements made to their Facebook page 

o Create a tutorial video for the food pantry for GEDCO volunteers (optional): 
This video should cover customer service, demeanor, professional interaction, 
which should be sensitive to clients’ situations and needs. GEDCO could use a 
document to accompany this video 

 
Individual Project 
Students not working in a team will conduct secondary (from class readings and your inquiry) 
research on the types of writing completed in the field you think you may enter and use that 
information to compose a major document similar to a workplace project. Major documents 
might include a research report from an experiment, a proposal for a start-up business, a 
technical description of a complex process or piece of technology, or a standard operating 
procedure manual. Your deliverable must be a substantial piece of work and at least 15 pages 
in length. To help you with your research, you might use the journalism questions to help you:  
 

• Who writes in the workplace? 
o In the workplace, we rarely write alone. So, who are the collective authors of 

documents in accountancy? Do people in your field write in teams? Do they 
compose with other subject matter experts or writers, or do they collaborate with 
people from other fields (lawyers, engineers, programmers, etc.)? Also, do not 
forget about audience. For whom do technical writers compose (co-workers, 
bosses, clients)? 
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• What do they write? 
o Do people in your field just write instructions and annual reports? What other 

forms, memos, proposals, or presentations do they compose? In what formats do 
these compositions appear (PowerPoint, Web, social media, PDF, RoboHelp, 
etc.)? 

• When and how often do they write? 
o Do people in your field write everyday? At what point in the composing process 

do they contribute to compositions? Are they original authors? Or do they 
contribute later in the process? What does the composition process look like? In 
what rhetorical situations (contexts) do people in your field compose? 

• Where do they write? 
o With laptops and mobile devices dominated the workplace, our places of 

authorship are more diverse than ever. Where do people in your field write? In 
cubicles? At home (remember that some proprietary information is not allowed 
off-property)? How might location impact the composition process? 

• Why do they write? 
o People write just because they have to pay the bills, right? Maybe. But 

specifically, why do people in your discipline write? To persuade potential 
clients? To report highly technical information for other experts? For non-
experts? Are they user advocates? Do they enjoy solving problems and working 
with people? Do they believe in the mission of their organization?  

• How do they write? 
o This is another process question, so tracing the lifecycle of writing and 

communication projects is important to answering this. But it also involves 
technology, like laptops, mobile devices, social media, and probably old-fashion 
pen and paper. Does the writer’s organization follow a style manual/sheet? If so, 
investigate it. Do people in your field just communicate with words, numbers, and 
pictures? What about visuals (video) and oral presentations? Social media and 
mobile devices? How do these emerging technologies impact composition 
process? 

 
Format for the Memo of Transmittal 
Please follow the requirements for transmittal documents in Technical Communication Today. 
 
Format for PowerPoint Presentations 
Please follow the requirements in our text. You may also reference the Purdue OWL. 
 
Revision 
You will have opportunities to revise your work throughout the research and writing process, 
and you will be able to revise one individual assignment after you have submitted your final 
draft. The revision is due with Project 3 on the day of our final exam. You may not use the 
revision due date as an extension for this assignment. I will average the grades from your 
original and your revised documents for your final assignment grade. However, because Project 
3 is due at the end of the term, you will not be able to revise it after submission.  
 
Service-Learning Reflection Prompts 
During the semester, we will think and write about our experiences with service work through 
structured reflections following the “Three What” model. While I don’t expect you to write 
extensively for each reflection, I do expect you to address each area (What? So What? Now 
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What?) and use the prompts as a way to think deeply about your experiences and connect them 
with our course readings. These should be at least one single-spaced page. 
 
Reflection 1 
What?: By this point, you have met Ms. D’Anne Avotins, your partner at GEDCO/CARES Career 
Connections. What happened during your first meeting? How do you feel about the meeting? 
How did you interact with our community partner? How do you feel the work is going so far? 
 
So What?: Why/how have these experiences been meaningful for you so far? What have you 
learned from them? Did you notice overlap between class readings and your experiences? If so, 
what were they? 
 
Now What?: Did you notice anything about the first meeting and service session at 
GEDCO/CARES that relates to larger issues of race or inequity in education or economics? 
How do you plan to apply what you learned from the experience and your class readings to your 
work in this class in for your service project for the middle part of the term? 
 
Reflection 2 
What?: By this point, you have been serving at GEDCO/CARES for a few weeks and you have 
started work for your video. What has happened so far? How do you feel about these 
experiences? What have you noticed during your time at GEDCO that has been surprising?  
 
So What?: Why/how have these experiences been meaningful for you? What have you learned 
from them? Did you notice overlap between class readings and your experiences? If so, what 
were they? 
 
Now What?: Did you notice anything about working at GEDCO that relates to larger issues of 
digital literacy or technology? How do you plan to apply what you learned from the experience 
and your class readings to your work in this class in for your service project for the last part of 
the semester? 
 
Reflection 3 
What?: By this point, you should have done enough reading and work for the class that you can 
think about how professional writing might connect to civic issues and service-learning. Using 
what we have read for class and your community experiences, including your work on the 
literacy and employment resources, try to address these questions: What connections do you 
see between writing and technology and your project? How might these ideas connect to the 
interaction that occurs as your partners interact to try to overcome challenges and get things 
done? Do you notice any connections to the reader-centered approach? If so, what are they? 
 
So What?: What was a particularly meaningful section from the ethics readings for you? What 
did you learn from it? What are some meaningful connections you see between the ethics 
readings, and your service experience?  
 
Now What?: How might these readings apply/help you work with your community partners in the 
future? What issues of injustice or inequity did you perceive this semester regarding your 
service project? Do you think you did anything to help address these issues? Why? Why not? If 
you believe you helped, how do you know you helped? What will you do with your experiences 
and your rhetorical/writing skills to bring about positive change in your civic and/or professional 
communities? Lastly, how did the project impact your concept of Loyola’s Jesuit mission and 
your ideas of faith, and how do you see this impact working in your life in the future? 
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Individual Work Reflection Prompts 
During the semester, we will think and write about our experiences with individual work through 
structured reflections following the “Three What” model. While I don’t expect you to write 
extensively for each reflection, I do expect you to address each area (What? So What? Now 
What?) and use the prompts as a way to think deeply about your individual writing experiences 
and connect them with our course readings. These should be at least one single-spaced page. 
 
Reflection 1 
What?: By this point, you have begun work. What are you doing at this point to conduct 
research? How do you feel about research so far? Have you selected the sources you will use 
to find out more about writing in your field? Have you contacted the person you will interview? 
How do you feel the project is going so far? 
 
So What?: Why/how have these experiences been meaningful for you? What have you learned 
from them? Did you notice overlap between class readings and your experiences? If so, what 
were they? 
 
Now What?: Did you notice anything about your research that relates to your goals and 
expectations for a career or graduate school? How do you plan to apply what you learned from 
the experience and your class readings to your work in this class for the middle part of the term? 
 
Reflection 2 
What?: By this point, you have conducted a lot of research for your project, and you may have 
even conducted your interview. What have you learned so far from this research? How do you 
feel about these experiences? 
 
So What?: Why/how have these experiences been meaningful for you? What have you learned 
from them? Did you notice overlap between class readings and your experiences? If so, what 
were they? 
 
Now What?: What do you plan to do next to ensure a successful outcome for your project? 
 
Reflection 3 
What?: By this point, you should have done enough reading and work for the class that you can 
think about how professional writing might connect to your future plans for graduate school or 
employment. Using what we have read for class and your experiences, try to address these 
questions: What connections do you see between writing and technology and your project? How 
do you see the reader-centered approach working in this project?  
 
So What?: People often take technology for granted because it is a such a normal part of our 
everyday lives. But in fact, the skills we use to navigate through our technologies as we act and 
write are highly refined. Considering technology as the frame for this question, why did you 
choose to work on this project? What about it and the technology you used was meaningful for 
you? What did you learn from the project in terms of your skills and attitude but also in terms of 
technology and writing?  
 
Now What?: How might your work on this project impact your actions in the future? What skills 
might you apply to your time in graduate school or on the job? How might you use your skills in 
technology and writing to help others?  


