
BARTON COMMUNITY COLLEGE

COURSE SYLLABUS

I. GENERAL COURSE INFORMATION

Course Number: 

ENGL 1200
Course Title:  

Business English
Credit Hours:  

3

Prerequisites:

ENGL 1190 Basic English with a grade of C or better or ASSET Writing Skills score of at least 30 or ACT English score of at least 11 or SAT Verbal score of at least 270 or Accuplacer Writing Skills score of at least 40 or Work Ready score of at least 4.
Division/Discipline:  
Workforce Training & Community Education
Course Description:  
This course stresses correct word usage, grammatical structure, punctuation and mechanics, and gives the students practice in writing various types of business communications.  The course is recommended for business and career technical education students who need more experience in business English prior to their work experience.
II. INSTRUCTOR INFORMATION

III. COLLEGE POLICIES
Students and faculty of Barton Community College constitute a special community engaged in the process of education.  The College assumes that its students and faculty will demonstrate a code of personal honor that is based upon courtesy, integrity, common sense, and respect for others both within and outside the classroom.

Plagiarism on any academic endeavors at Barton Community College will not be tolerated.   The student is responsible for learning the rules of, and avoiding instances of, intentional or unintentional plagiarism.  Information about academic integrity is located in the Student Handbook.

The College reserves the right to suspend a student for conduct that is determined to be detrimental to the College educational endeavors as outlined in the College Catalog, Student Handbook, and College Policy & Procedure Manual.  (Most up-to-date documents are available on the College webpage.)

Any student seeking an accommodation under the provisions of the Americans with Disability Act (ADA) is to notify Student Support Services via email at disabilityservices@bartonccc.edu.

IV. COURSE AS VIEWED IN THE TOTAL CURRICULUM

This course is designed for the individual who is going directly into the workforce after completion of a two-year program.  It provides a basic knowledge of grammar and teaches the individual the language skills necessary to effectively communicate through various mediums of business correspondence. 
V. ASSESSMENT OF STUDENT LEARNING 

Barton Community College is committed to the assessment of student learning and to quality education.  Assessment activities provide a means to develop an understanding of how students learn, what they know, and what they can do with their knowledge.  Results from these various activities guide Barton, as a learning college, in finding ways to improve student learning. 

Course Outcomes, Competencies, and Supplemental Competencies:

A.  Demonstrate correct usage of the parts of speech and basic grammar as applicable to written and spoken language in a work setting

1. Relate the content of business English and its relevance to you and your career.

2. Define the eight parts of speech.

3. Identify how parts of speech function in sentences.

4. Utilize words in a variety of grammatical roles.

5. Identify the subjects of verbs despite prepositional phrases, intervening elements, and inverted sentence structure.

6. Decide whether to use adjectives or adverbs in sentences.
B. Demonstrate understanding of the various forms and functions of the parts of speech including intricacies of using and correctly spelling nouns, pronouns, verbs, adjectives, adverbs, prepositions, conjunctions, and interjections.

1. Distinguish between proper and common nouns.

2. Construct plural forms of regular and irregular nouns.

3. Construct the plural forms of nouns ending in y, o, and f; proper nouns; surnames; compound nouns; and numerals, letters, degrees, and abbreviations.

4. Distinguish between descriptive nouns and possessive nouns.

5. Create correct possessive forms of compound nouns, name, and abbreviations while also avoiding awkward possessives.

6. Construct the plural form of challenging nouns, including foreign nouns and special nouns.

7. Construct correct forms for possessives that involve time, money, and incomplete phrases, separate and combined ownership, and academic degrees.

8. Utilize subjective, objective, and possessive pronouns correctly.

9. Choose the correct pronoun in compound constructions, comparatives appositives, reflexives, and following linking verbs.

10. Define the functions of who, whom, whoever, and whomever, and by following a five-step procedure to use these words correctly.

11. Utilize the possessive pronouns whose and the contraction who’s correctly.

12. Identify transitive, intransitive, linking, and helping verbs

13. Assess the functions and uses of active- and passive-voice verbs.

14. Utilize correctly verbs in the present, past, and future tenses.

15. Identify and use correctly gerunds, infinitives, and participles.

16. Make use of the subjunctive mood correctly.

17. Construct the correct forms of irregular verbs.

18. Identify verb forms in the progressive and perfect tenses.

19. Construct the comparative and superlative degrees of regular and irregular adjectives and adverbs.

20. Utilize articles, demonstrative adjectives, possessive adjectives, and compound adjectives, and independent adjectives correctly.

21. Construct comparisons within a group, and place adverbs and adjectives close to the words they modify.

22. Utilize objective-case pronouns as objects of prepositions.

23. Identify idioms and idiomatic constructions, and utilize idioms involving prepositions directly.

C. Identify, correct, and avoid common grammar errors.

1. Identify and remedy dangling verbal phrases and other misplaced modifiers.

2. Construct sentences that avoid double negatives.

3. Demonstrate the correct use of commonly confused adjectives and adverbs.

4. Construct sentences that avoid using prepositions in place of verbs and adverbs.

5. Utilize challenging prepositions correctly.

6. Construct formal sentences that retain necessary prepositions, omit unnecessary prepositions, and avoid terminal prepositions.

7. Utilize commas correctly in series, direct address, and parenthetical expressions.

8. Utilize commas correctly in punctuating dates, time zones, addresses, geographical items, and appositives.

9. Utilize commas correctly in punctuating independent adjectives and with the adverb too.

10. Utilize commas correctly in punctuating verbal phrases; prepositional phrases; and independent, introductory, terminal and nonessential clauses.

11. Utilize commas correctly in punctuating degrees, abbreviations, and numerals.

12. Utilize commas correctly to indicate omitted words and contrasting statements, for clarity, and with short quotations.

13. Make use of three steps in applying the apostrophe to show possession.

D. Compose simple, compound, and complex sentences.

1. Build variety in sentences by utilizing more complex sentence patterns.

2. Identify basic sentence elements including subject and predicates.

3. Compare and contrast in order to correctly utilize phrases, dependent clauses, and independent clauses.

4. Demonstrate use of simple, compound, complex, and compound-complex sentences.

5. Identify four basic sentence patterns.

6. Construct and correctly punctuate statements, questions, commands, and exclamations.

7. Utilize techniques to avoid basic sentence faults such as fragments, comma splices, and run-on sentences. 

8. Construct sentences containing unequal sentence elements using subordinating conjunctions such as although, because, if, since, and when.
9. Distinguish between introductory dependent, terminal dependent, parenthetical, essential, and nonessential clauses.

10. Construct compound sentences using coordinating conjunctions such as an, or, nor, and but.

11. Construct compound sentences using conjunctive adverbs such as therefore, however, and consequently.

12. Construct sentences utilizing correlative conjunctions such as either…or, not only…but also, and neither…nor.

E. Communicate with proper subject-verb and pronoun/noun-antecedent agreement.
1. Create subject-verb agreement in which verbs agree with subjects joined by and, with company and organization names, and with titles.

2. Create subject-verb agreement in which verbs agree with subjects joined by or or nor.

3. Choose the correct verbs to agree with indefinite pronouns and collective nouns.
4. Create subject-verb agreement in which verbs agree with a number/the number; quantities and measures; fractions, portions, and percentages; and who and that clauses.

5. Create subject-verb agreement with phrases and clauses as subjects and with subject complements.
6. Construct clear pronoun references, and ensure that personal pronouns agree with their antecedents in number and gender.

7. Create subject-verb agreement in which personal pronouns agree with subjects joined by or or nor, indefinite pronouns, collective nouns, company and organization names, and the adjective each and every.
F. Demonstrate understanding of workplace expectations as applicable to the classroom setting.

1. Attend class on time and remain on task while in class.

2. Participate in group, partner, and individual assignments, as assigned.

3. Complete tasks as designated in a team setting.

4. Compose emails of appropriate tone and content to instructor and peers.
VI. INSTRUCTOR'S EXPECTATIONS OF STUDENTS IN CLASS

VII. TEXTBOOKS AND OTHER REQUIRED MATERIALS

VIII. REFERENCES

IX. METHODS OF INSTRUCTION AND EVALUATION

X. ATTENDANCE REQUIREMENTS

XI. COURSE OUTLINE


