OT49:  Business English 

Reedley College Room:  INC-2

Ms. Cheryl Lingo

10/17/05 – 12/16/05

Office Hours:  By arrangement

TTh 10:00 a.m. to 11:15 a.m.    
Phone:  859-6071 

 EMAIL:  cheryl.lingo@reedleycollege.edu



Course Description:

Review for business office use of English grammar, parts of speech, sentence structure, spelling, punctuation, and capitalization.

Library/Internet  Use:
Library and/or the Internet may be required for some assignments

Prerequisites:  None, but recommended preparation is English 125, English 126, English 1A.

Learning Objectives and Outcomes:

1.
Students will be able to describe the parts of speech for English

2.
Students will be able to use English grammar, capitalization, and punctuation correctly.

3. Students will be able to identify correct verb tense agreement, use of numbers, adjectives, adverbs, and prepositions.

4. Students will be able to construct complete sentences and paragraphs in English.

Learning Methods:

1.
Lecture - guides to shape our learning environment

2.
Class discussion - free exchange of ideas and experiences

3.
In-class practice – practicing what has been learned

4.
Home work and exams - solving English grammar, sentence structure, and paragraph formation problems

Outcomes Assessment:

Students will have achieved course objectives if they complete all exams and/or assignments with a cumulative average grade of C or better.

Required Texts:
Business English for the 21st Century, 3rd Edition, Pat Taylor Ellison and Robert E. Barry, Prentice Hall, 2003.

Evaluation and Grading:






Quizzes/Exams
40%
Homework
30%

Participation
30%
Percentages:  90-100 A; 80-89 B; 70-79 C; 55-69 D; <55 F.

1. There is no extra credit work. 
2. THERE ARE NO MAKEUP EXAMS OR ASSIGNMENTS OF ANY KIND FOR THIS COURSE!  
3. There is NO exception to this rule.  
CLASS PARTICIPATION

This course requires class participation in all learning activities, including homework, lab activities, and classroom discussion.  Up to 2 points may be earned as follows for each class session (36 points total):  

1.  being prepared for class (on time, homework completed);  

2.  participating in all class discussions and activities. 

Failure to attend class on a regular basis will adversely affect your performance in this course.
Plagiarism and Cheating

Plagiarism and cheating are not acceptable behaviors anywhere.  If I believe you committed either act, no credit will be given for the assignment.   A second act of cheating or plagiarism will result in being dropped from the class. 

Accommodations for students with disabilities

If you have a verified need for an academic accommodation, or materials in alternate media (i.e. Braille, large print, electronic text, etc.) per the Americans with Disabilities Act or Section 504 of the Rehabilitation Act, please contact me as soon as possible.
Required reading should be completed before the corresponding lecture/discussion.  All grades are final unless an error in math has been made by the instructor.  The instructor reserves the right to adjust the course outline, scoring, grading, and content as needed.

