COURSE SYLLABUS

OT 49

Business English

1.5 credit hours

Instructor:  Gary T. Ward, Ph.D. 

Class Meets MWF 2 p.m. to 2:50 p.m., room BUS 43, beginning March 14

Office Hours:  MWF  11 to 11:50 a.m.; T/TH 9 a.m. to 10 a.m.; or by appointment; Office BE 48B

Phone: 638-3641, ext. 3266  email:  gary.ward@reedleycollege.edu

Web Site:  http://host.cvc4.org/reedley/ba

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:





Dates

Weight

Chapter Quizzes
Various
21 at 100 pts = 2,100

Final (Comprehensive)
May 18
200 pts


Total

2,300 pts

Course grades will be based on the total number of points obtained by an individual as a percent of total points possible.  Additional points (up to 100) may be awarded at the end of the semester based on class participation.  There is no extra credit work.  Percentages:  90-100 A; 80-89 B; 70-79 C; 55-69 D; <55 F.

Failure to attend class on a regular basis will adversely affect your performance in this course.  Plagiarism of any kind may result in a grade of “F” for the course. THERE ARE NO MAKEUP EXAMS OR ASSIGNMENTS OF ANY KIND FOR THIS COURSE!  There is NO exception to this rule.  Contact Student Services regarding the last day to drop this course.

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.

COURSE OUTLINE

Week 1

Mar 14  Introduction; Syllabus.



Assignment:  Read Chapters 3 & 4

Mar 16  Parts of Speech; Sentence Analysis



Assignment:  None



Mar 18  Sentence Analysis continued



Assignment:  Read Chapters 9, 10, 11

Week 2

March 21-25 Spring Break Holiday

Week 3

Mar 28  Chapter 9, Personal Pronouns



Assignment:  Study for quiz


Mar 30  Chapter 10, Pronoun Agreement



Assignment:  Study for quiz



Apr 1  Chapter 11, Misc. Pronouns



Assignment:  Read Chapters 12, 14, 15



Study for quiz

Week 4

Apr 4  Chapter 12, Verb Agreement



Assignment:  Study for quiz



Apr 6  Chapter 14, Verb Tense



Assignment:  Study for quiz



Apr 8  Chapter 15, Verb Conjugation



Assignment:  Read Chapters 18, 19, 20



Study for quiz

Week 5

Apr 11  Chapter 18, Adjectives



Assignment:  Study for quiz

Apr 13  Chapter 19, Adjectives continued



Assignment:  Study for quiz



Apr 15 Chapter 20, Adverbs



Assignment:  Read Chapters 7, 21, 22



Study for quiz

Week 6

Apr 19  Chapter 7, Possessives 



Assignment:  Study for quiz



Apr 21  Chapter 21, Prepositions



Assignment:  Study for quiz



Apr 23  Chapter 22, Conjunctions



Assignment:  Read Chapters 28, 29, 30



Study for quiz

Week 7

Apr 25  Chapter 28, Commas


Assignment:  Study for quiz



Apr 27  Chapter 29, Commas continued



Assignment:  Study for quiz


Apr 29  Chapter 30, Commas concluded



Assignment:  Read Chapters 5, 31



Study for quiz

Week 8

May 2  Chapter 5, Capitalization



Assignment:  Study for quiz



May 4  Capitalization continued



Assignment:  Study for quiz


May 6  Chapter 31, Semicolons; Colons



Assignment:  Read Chapters 25, 27, 38



Study for quiz

Week 9

May 9  Chapter 27, Numbers



Assignment:  Study for quiz



May 11  Chapter 38, Business Terms



Assignment:  Study for quiz



May 13  Chapter 25, Building Sentences



Assignment:  Read Chapter 26



Study for quiz

Week 10
May 16  Chapter 26

Sentences: What to Avoid



Study for Final



May 18  Comprehensive Final



May 20
TBA

