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A Good Dictionary

il

Develops editing, procfreading, and writing skills necessary for
eflective business communications through the study of the use of
the dicticnary and understanding of words: spelling and vacabulary
development; grammar; sentence punctuation and numbears,

Upon completing this course, you will write and speak according to
Standard English usage principles of word choice, spelling, sentence
construction, grammar, puncluation, and pronunciation.  You will
communicate with the English style that contributes to Success and
advancemant in caresrs requiring excellent communication skill.

A, The Use of Dictionary and Understanding Words

The student shall be able to:

1. analyze words and determine meaning

2. understand the wealth of information in a dictionary
and use it efficiently and effactively

3. select appropriate word/werds In communication

4, correctly use the rules of word division,

B. Spelling and Vocabulary Development

The student shall be able to:
1. spell and define words in assigned lists
2. use correctly the rules of capitalization.
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C.  Senlence Analysis and Corent lse of Grammar

The student shall be able to:

1, identify sentence structures for the purposa of using
the correct forms of grammar

2. know the pans of speech and use them correctly in
thelr own writing and in editing and procfreading of
material.

D. un ion and Numb

The student shall be able to:
1. use correctly the rules of punctuation and numbers in
writing, editing and proofreading.

* Regular attendance is required.

= Students participating in all learning activities can excel in

their studies.

* Poor attendance, late arrivals, or early departures decrease the
chance of success and disrupt the learning experience for
other students.

* Keep your work up-to-date. I you are absent, phone your

sludy partner to find out what work you missed.

Study Partner's Name:

Study Partner's Phone Number:

Attendance will be taken al each class,

Assignments and tests missed will be recorded 8% zero. Make-
up assignments and tesls are at the discretion of the Instructor.

The final course grade will ba determined by the following scala:

Assignments/Quizzes 30%
Section Tests 405
Mid-Term 10%

COURSE FINALS 20%
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All grades will be expressed in tha 9 paint system.

What is an acceptable competency level in English? How many
BriQrs can you have in a letter, business report, memo and still use
it? Of course, the correct answer is zero - thera should be no errars,
As future professional office workers, you should always strive for
excellence in business English,

However, you as students of English are still learning: therefore, the
following scale will be used.

1-2 emors -9
3 - 4 arrors -8
5 - 6 emors -7
7 - B errors -6
8 - 10 arrors -5
11 - 12 errors - 4
13 - 14 armrors -3
15 - 16 errors -2
17 - 18 errors |
19 + -

INSTRUCTOR: {Dr.) lrene Nicolson
Office: E214
Telephona Number: 938-2005 (office)
532-2575 (residence)

Fall 1934




