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BUSINESS ENGLISH AND COMMUNICATION (BOT 110)-3 units
I. Course Description

This course is designed to teach communication skills for use in office occupations.


II. Objectives

A.     To examine the writing process as it applies to communication in the business environment.
B.     To learn appropriate standards of language structure and usage for business situations.
C.     To use acceptable formats for writing business e-mails, memos, and letters.
D.     To develop an effective writing style for the job application process.


III.    Textbook & required software

Guffey, Mary Ellen.  Essentials of Business Communication.  8th ed.  Mason, OH:  
Thomson-South-Western College Publishing, 2007. (Either hard copy or e-Book is acceptable) 
	
	
	To properly prepare and submit business correspondence for this course, you will need to use MS Office Word, either version 2003 or 2007.  
You can download a trial version to use during the semester from www.microsoft.com, purchase reduced software through
the college bookstore website:  www.journeyed.com ($84) or 
The link below offers a very cheap version of MS Office Ultimate Edition, which includes:
 

Word 2007, Excel 2007, Publisher 2007, PowerPoint 2007, Access 2007, Outlook 2007, Groove 2007, InfoPath 2007.  OneNote 2007, Accounting Express 2008

 

All for $59.95

 

http://www.microsoft.com/student/discounts/theultimatesteal-us/default.aspx



IV.   Evaluation
A.     Homework Assignments
50%
B.     Spelling and Vocabulary Tests
15%
C.     Chapter Quizzes
10%
D.     Examinations
25%


V.     Make-Up Policy and Late Work

NO make-up on missed examinations! Missed chapter quizzes can be re-taken but @ 20% deduction.  Late homework assignments will be deducted 20%.  Work submitted more than one week late will not be accepted for credit.


VI.   Academic Integrity

Any assignment, test, quiz, or examination determined not to be the student’s own work will receive a grade of “0.”  Such offense may be referred to the Dean of Student Affairs.
 

Cheating and plagiarism (using as one's own ideas writings, materials, or images of someone else without acknowledgement or permission) can result in any one of a variety of sanctions. Such penalties may range from an adjusted grade on the particular exam, paper, project, or assignment (all of which may lead to a failing grade in the course) to, under certain conditions, suspension or expulsion from a class, program or the college.  For further clarification and information on these issues, please consult with your instructor or contact the office of the Associate Dean of Student Affairs.

VII.  Disabilities
Students with disabilities who may need accommodations in this class are encouraged to notify the instructor and contact Disabled Students Programs and Services (DSP&S) early in the semester so that reasonable accommodations may be implemented as soon as possible.  Students may contact DSP&S in person in room 110 or by phone at (619) 644-7112 (voice) or (619) 644-7119 (TTY for deaf). 

