Office Occupations Preparation Program

Spring 2006

BUS R004

PREP. FOR BUSINESS ENGLISH

Section No. 38746

Instructor:

Mary Pinto-Casillas




North Hall 1 Classroom Phone:  986-5800, Ext. 1979




Office Phone:  986-5800, Ext. 2055




E-Mail:  mpintocasillas@vcccd.net
Text:


Business English at Work by Jaderstrom and Miller, Second Edition

Glencoe/McGraw-Hill, 2003

Class Meetings:
January 9-January 27, 2006



M-W-F, 10-11:50 a.m.

Course Description:

This is an introductory course designed to prepare students for the BUS R041, Business English, course.  By taking this preparatory course, students will be better prepared to handle the course content as well as the assignments required to successfully complete BUS R041.  The Information covered in this course includes basic business English concepts, such as reference sources, parts of speech, sentence structure, and spelling techniques.
Course Objective:



· Demonstrate the ability to use various office reference sources by looking up specific information.

· Define and identify the main parts of speech in sentences.

· Identify complete sentences, fragments, and run-on sentences.

· Identify simple, compound, complex, and compound-complex sentences.

Course Content
We will cover the first three chapters in the textbook.  We will go over and discuss in class the Checkpoint Exercises in the book as well as some additional practice worksheets.  The End-of-Chapter Worksheets will be assigned for homework and will be graded.  Posttests with a grade of “C” or better at the end of each chapter will give you three points extra credit. There will be a final test covering material from Chapters 1-3.

Course Grade:
The following points will determine the course grade:

Attendance—A total of 16 points possible.  There are eight class meetings. Each day of class missed is minus 2 points.

Graded Assignments (End-of-Chapter Worksheets)—A total of 30 points are possible.  There are 10 points, maximum, for each Chapter Worksheets. 

Final Test—A total of 54 points are possible.

Non-graded Checkpoint Exercises and practice worksheets—Additionally, up to 5 points extra credit are possible per chapter for completion of work and class participation.

Grading Scale:
The total points for this course equal 100 points.
90-100 = A




89-80 = B




79-70 = C




69-60 = D




59 and below = F

Attendance:
This is a short-term class; therefore, attendance becomes of utmost importance.  Try not to miss a single class.  If you do miss, you are responsible for the content covered during your absence.

Important Dates:

· The last day to drop and receive a full refund is the first day of class.

· The last date to drop without a “W” on your transcript is January 

.
· The last date to drop with a “W” on your transcript is January 

.
