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TELECOURSE

BUSINESS COMMUNICATIONS I

POFT 1302

(Business English)

ORIENTATION

TRINITY VALLEY COMMUNITY COLLEGE

ATHENS CAMPUS

ROOM 209 - TECHNICAL BUILDING
INSTRUCTOR

NANCY WHITWORTH

(903) 675-6333 OFFICE

e-mail: nwhitworth@tvcc.edu

SYLLABUS: TELECOURSE BUSINESS COMMUNICATIONS I

POFT 1302
(Business English)
Welcome! I am pleased that you have decided to enroll in this Telecourse. You are about to undertake a course of study designed to help you develop the basic language skills necessary for success in your career.

Orientation: You are required to attend an orientation session. Technical Building, Room 209, TVCC, Athens Campus.

You will receive instructions on the usage of the class materials and receive additional class handouts necessary to complete the assignments. Students who are unable to attend must make it up at the instructor=s and student=s mutual convenience. 

Instructor Information: 
Mrs. Nancy Whitworth

Technical Building 208

Office Phone: (903) 675-6333

e-mail: nwhitworth@tvcc.edu
Textbooks:
Required:
BUSINESS ENGLISH, 7TH Edition, Mary Ellen Guffey, South-Western Publishing Company, 2001.

BUSINESS ENGLISH TELECOURSE GUIDE, Mary Ellen Guffey, Prepared by Lima Technical College, South-Western Publishing Company, 2001.

Video Tapes: Tapes of the Telecourse programs will be available for students to purchase in the campus bookstore. The cost is $20 per set and the buy back is $10 if the tapes are in useable condition. The videos will be available for viewing in the LRC=s at each of the College=s campuses and in the Media Center on the Athens Campus.  The Media Center is located above the library.
Optional:
Dictionary-A standard desk style or approved paperback. Must have a copyright date no earlier than 1990 (A current college level dictionary may be purchased in the college bookstore.)

Reference Manual-How 9 A HANDBOOK FOR OFFICE WORKERS (An excellent reference manual that will help you in many courses.)

MAJOR LEARNING OUTCOMES
1. Students can apply principles of grammar and usage that have practical application in writing and speaking for a business purpose.

2. Students can apply principles of capitalization, number usage and abbreviation style in business writing.

CRITERIA USED FOR EVALUATION
1. Six tests

2. Homework assignments

METHODS USED FOR DETERMINING FINAL GRADE
1. TESTS: All tests must be taken or averaged as a A0" 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







Test 2

Chapters 4-7







Test 3

Chapters 8-11







Test 4

Chapters 12-15






Test 5

Chapters 16-18






Test 6  
Chapters 19-20



2. Homework assignments.  Each level of the assignment is worth 4 points usually for a total of 12 points per assigned chapter.  Submit a folder with the chapter exercises (checked) for the assigned chapters upon completion of each test.  Some lessons require writing sections.  

3. Final Grades: Grades are determined by the amount of total points earned based on the possible points according to the following scale:

90% 
to
100% = A

80% 
to
  89% = B

70% 
to      79% = C

60% 
to      69% = D

     Below

  60% = F

MAKE-UP TESTS.  Contact the instructor if an emergency occurs and you have to miss a scheduled test. Makeup tests are by appointment only and are scheduled at the Instructor=s convenience. Make-up tests may be given on Tuesday evening by appointment.

Makeup tests must be taken before the next regular chapter test. 

Drop Date Policy: It is the student=s total responsibility to drop a course or withdraw from the college. The last day to drop this course is April 12, 2002.  You must complete an official drop form from the Guidance Office to withdraw from this course. However, if a student has not completed the first three exams by the April 12, you will be dropped from the course. All assignments due on the test date.

PLEASE BRING A NO. 2 PENCIL AND A SCANTRON TO USE WHEN TAKING TESTS ACCORDING TO THE FOLLOWING SCHEDULE.

(Turn in the assignments due in a folder with pockets.)

Test Schedule: (Technical Building, Room 209)









Submit Homework

Thursday
January 
31


Test 1
           1-3

6:00 p.m.

Thursday
February
14


Test 2
           4-7

6:00 p.m.

Thursday
March

07


Test 3
          8-11

6:00 p. m.

Thursday
March

28


Test 4
        12-15

6:00 p.m.

Thursday
April

11


Test 5
        16-18

6:00 p.m.

Thursday
April

25


Test 6
Evaluation form

6:00 p.m.



Bring your student I.D. card and/or Driver=s License to the tests. No test will be issued without verification of identity. Be prompt and consistent in attendance.
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.

