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SYLLABUS SECTION
GENERAL COURSE INFORMATION

COURSE NUMBER: 
POFT 1302

COURSE TITLE: 
BUSINESS COMMUNICATIONS I

CREDIT HOURS: 3     
LECTURE HOURS:  3        

COURSE DESCRIPTION

This course is designed especially for Business and Marketing majors. It is the study of the mastery of parts of speech, sentence construction, effective writing and speaking, and the principles of punctuation and capitalization. The minimum essentials for business correspondence are reviewed.

TEXTBOOK, SUPPLIES AND OTHER RESOURCES
REQUIRED TEXT: Each student must have the following, by the third class meeting.


Textbook—Business English, 7th Edition, by Mary Ellen Guffey, Southwestern, 2002. 

Optional


Dictionary—A standard desk style or approved paperback.

Reference Manual—How 9A Handbook for Office Workers (An excellent reference manual that will help you in many courses.

PURPOSE

The Business English course is intended to help students become completely confident in their ability to speak and write standard English, the style of English that is most likely to lead to success in their business, professional, or technical career.

COURSE GOALS
After completing this course  by using the transcriber, the student should be able to:
A.
Produce mailable copies that are accurate  in every way.  


B.
Develop skills in listening , proofreading, and language arts (word usage, spelling, and punctuation).

C.
Utilize appropriate reference sources when questions arise.

D.
Apply and build on abilities obtained in previous  Office Administration courses.
REQUIREMENTS
A.  Attend class during the time for which the student is registered.

B.  Read the assigned chapters before coming to class.

C.  Complete and hand in assignments on time

D.  Complete all spelling, word study , and transcription tests as scheduled.

INSTRUCTIONAL STRATEGIES
The lecture/demonstration method is used to illustrate the techniques of effective equipment usage and problem-solving applications will be used.  Students will "learn by doing" the lessons as presented in class and by completing assignments listed on the assignment schedule. The instructor will demonstrate and explain concepts using a computer projection panel and overhead transparencies.  Classroom lecture with question-and-answer sessions are supervised during lab assignment sessions.
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COURSE DESCRIPTION:

This course is designed especially for Business and Marketing majors. It is the study of the mastery of parts of speech, sentence construction, effective writing and speaking, and the principles of punctuation and capitalization. The minimum essentials for business correspondence are reviewed.

PURPOSE

The Business English course is intended to help students become completely confident in their ability to speak and write standard English, the style of English that is most likely to lead to success in their business, professional, or technical career.

REQUIREMENTS
A.  Attend class during the time for which the student is registered.

B.  Read the assigned chapters before coming to class.

C.  Complete and hand in assignments on time

D.  Complete all spelling, word study , and transcription tests as scheduled.

CRITERIA USED FOR EVALUATION
Five or Six tests

Chapter quizzes

Class and Homework assignments

Final comprehensive examination

Attendance/punctuality

METHODS USED FOR DETERMINING FINAL GRADE
1. TESTS: All tests must be taken or averaged as a A"0" test grade. Students may use their OWN textbook, notes and/or dictionary on all scheduled tests.

Tests are planned after the completion of the following chapters in the text:




Test 1

Chapters 1-3

(100 points)





Test 2

Chapters 4-7

(100 points)




Test 3

Chapters 8-11

(100 points)




Test 4

Chapters 12-15

(100 points)




Test 5

Chapters 16-18

(100 points)




Test 6  

Chapters 19-20

(100 points)

2.
Chapter quizzes (as assigned) 
(100 points) Based on a percentage of points received of those possible.

3.
Homework assignments
(100 points) Based on a percentage of points received of those possible.

4.
Final Comprehensive Exanimation
(200 points)

Grades are figured based on a percentage of total points earned divided by the total number of points possible (1000). Grades are assigned in accordance with the college catalog as follows.

90% 
to
  100% = A

80% 
to
  
89% = B

70% 
to      
79% = C

60% 
to      
69% = D

   Below

  
60% = F

MAKE-UP TESTS.  

Make-up tests are only for those students who have MISSED A test, not for those students with a low test grade. Quizzes may not be make up, but bonus points are available on many quizzes. These bonus points will help offset a missed quiz.

Only ONE make-up test may be taken during the semester except under very unusual circumstances assessed by the instructor.  Make-up test dates and times will be at a time convenient to both the instructor and the students.

ATTENDANCE

All students are expected to attend all classes. Excessive absences may result in the student's being dropped from the class. Dropping a class to receive a "W" grade is the student's responsibility, not the instructor's. A Point penalty may be used in adjusting a final grade after a student has missed the equivalent of one week of class.

Arriving 10 minutes or more late or leaving 10 minutes or more early is considered an absence. Tardiness of less than 10 minutes should be reported to the instructor at the end of the class period incurred so that the recorded absence can be changed to a tardy. Not reporting a tardy may result in it being recorded as an absence. Three tardiness' will be counted as one absence. No children and only approved guests are permitted to attend the class.

INSTRUCTOR RESPONSIBILITIES

As your instructor, I will attempt to provide a quality learning environment that will help you to attain the course objectives: communicate clearly the expectations for the course: come to class prepared and organized: and implement class policies fairly and consistently.

TENTATIVE ASSIGNMENT SCHEDULE
BUSINESS COMMUNICATIONS I –  POFT 1302 – Instructor: Nancy Whitworth

BUSINESS ENGLISH EDITION 7

(MWF)

	CLASS

MEETING
	ASSIGNMENT DUE

	 1
	No assignment

	 2
	No assignment

	 3
	Complete Ch 1 Reinforcement Exercises, pre-test and Editor’s Challenge

	 4
	Complete Ch 2 Reinforcement Exercises, (Include pre- and post-tests and self checks)

	 5
	Complete Ch 3 Reinforcement exercises; 

	 6
	Complete Chs 1-3 Self-Check Review; Study for Chs 1-3 Test (bring No. 2 pencil and a scantron to use when taking the test) Complete Test 1 – Chs. 1-3

	 7
	Review Unit 1 Test; Complete Ch 4 Reinforcement Exercises for Levels  I and II

	 8
	Complete Ch 4 Reinforcement Exercises for Level III and Read Ch 5 completing pre-test and self Check A; Complete Ch 5 Reinforcement Exercises for Level I

	 9
	Complete Ch 5 Reinforcement Exercises for Levels II and III and Editor’s Challenge; Read Ch 6 completing pre-rest and Self Check A

	10
	Complete Ch 6 Reinforcement Exercises for Level I

	11
	Complete Ch 6 Reinforcement Exercises for Levels II and III; Read Ch 7, completing pre-test and Self Check A

	12
	Complete Ch 7 Reinforcement Exercises for Levels I and II, and III; Complete Chs 4-7 Self-Check Review; Omit Writer’s Workshop, Unit 2.

	13
	Chapters 4-7 Test (Bring No. 2 pencil and a scantron  TO USE WHEN TAKING TESTS.

	14
	Review Unit 2 Test; Read Ch 8 completing pre-test and Self Help A

	15
	Complete Ch 8 Reinforcement Exercises for Levels I and II

	16
	Complete Ch 8 Reinforcement Exercises for Level II and Editor’s Challenge; Read Ch 9 completing pre-test and Self-Check A; Complete Ch 9 Reinforcement Exercises for Level I

	17
	Complete Ch 9 Reinforcement Exercises for Level II and III

	18
	Read Ch 10 and complete pre-test and Reinforcement exercises for Level I

	19
	Complete Ch 10 Reinforcement Exercises for Levels II and III; Read Ch 11 completing pre-test and Self-Check A

	20
	Complete Ch 11 Reinforcement Exercises for Levels I and II

	21
	Complete Ch 11 Reinforcement Exercises for Level III; Complete Chs 8-11 Self –Check Review; Read Ch 12 completing pre-test and Self Check A. (Omit Writer’s workshop Unit 3)

	22
	Chapters 8-11 Test – BRING NO. 2 PENCIL AND A SCANTRON TO USE WHEN TAKING THE TEST

	23
	Review Test 3; Complete Ch 12 Reinforcement Exercises;




END OF FIRST HALF OF SEMESTER
TENTATIVE ASSIGNMENT SCHEDULE – PART 2

BUSINESS COMMUNICATIONS I – POFT 1302 – Instructor: N. Whitworth

BUSINESS ENGLISH EDITION 7
MWF

	Class

Meeting
	ASSIGNMENT DUE

	24
	Read Ch 13 and complete Pre-test and self check and Reinforcement Exercises 

Level I.

	25
	complete Ch 13 Reinforcement exercises Levels II, and III, and Editor’s Challenge

	26
	Read and Complete Ch 14 Reinforcement exercises Levels I, II, and III

	27
	Read Ch 15 and complete Reinforcement Exercises Levels, I, II, and III.; Complete Unit 4 Review to prepare for the unit test. (Omit Writer’s Workshop, Unit 4)

	28
	Unit 4 Test (Chs. 12-15) Bring No. 2 pencil to use when taking test.

	29
	Read Ch 16 completing pre-test and self check A; Complete Reinforcement Exercises Level I

	30
	Complete Ch 16 Reinforcement Exercises Levels II and III; and Editor’s Challenge;

Read Ch 17 completing pre-test and self check A; Complete Ch 17 Reinforcement Exercises Level I

	31
	Complete Ch 17 Reinforcement Exercises II, and III. Read Ch 18 Completing Pre-test and Self Check A.

	32
	Complete Ch 18 Reinforcement Exercises I< II and III. Complete Unig 5 Review (Omit Writer’s Workshop, Unit 5)

	33
	Unit 5 Test (Chs 16-18) Bring  No. 2 pencil to use when taking test. 

	34
	Read Ch 19 completing pre- and post-test and Self Check A; Complete Ch 19 Reinforcement Exercises Level I. 

	35
	Complete Ch 19 Reinforcement exercises for Level II and III and Editor’s Challenge

Read Ch 20 Completing pre-test and Self Check A.

	36
	Complete Ch 20 Reinforcement exercises

	Final

Exam
	TBA - Date and time of Final Exam – Unit 6 Test (Chapters 19-20)

Bring  a No. 2 pencil and a scantron to use when taking test


I hope you enjoy using your new or refreshed skills in your personal and business    activities!



SPECIFIC OBJECTIVES:
This course is intended to enable each student to do the following:

1.
Determine his or her strengths and/or weaknesses in the areas of grammar, punctuation, capitalization, spelling, the use of words in business writing, and abbreviations and number usage so that he or she will be able to decide which areas need concentrated study.

2.
Develop an awareness of the communication process as related to the business world.

3.
Develop an awareness of the importance of listening and reading skills as related to communication success.

4.
Edit and/or construct material to convey the meaning intended and that is correct according to accepted conventions and rules for grammar, punctuation, capitalization, spelling, number, usage, abbreviations, and word usage in business writing.

5.
Use a dictionary effectively and efficiently.

6.
Develop an awareness of the problems of working harmoniously with others in a business situation and the importance of going the "extra mile" in maintaining effective human relations through effective communications.

7.
Recognize and abide by the accepted rules of business and social etiquette.

SCAN SKILLS
 1.
Defines relevant goal related activities.

 2.
Allocates time to activities.

 3.
Prepares and follows schedules.

 4.
Monitor and correct performance.


 5. 
Identify training needs

 6.
Work to satisfy customer's expectations.

 7.
Acquires and evaluates information.

 8.
Evaluate relevancy and accuracy of data.

 9.
Analyzes information to communicate results to others.

10.
Distinguish trends.

