Syllabus for NTM 2010 ONL Fall 14 22824

Course Syllabus

NTM 2010 Syllabus--Business English (Fall 2014)
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Jump to Today

Prerequisites

NTM 1700 or NTM 1701 or equivalent since students will use Microsoft Word to complete some of the assignments.

Textbook

Guffey, Mary Ellen; Seefer, Carolyn M. Business English, 11th Edition, Cincinnati: Cengage Learning 2014.

Course Description

NTM 2010 covers business English essentials including grammar, punctuation, proofreading, and correspondence (See University catalog.)

Course Objectives

Upon completion of this course, the student will be able to
Use a dictionary to determine spelling, meaning, pronunciation, syllabication, accent, and word usage.
Recognize the eight parts of speech and their functions in a sentence.
Recognize subjects and predicates; convert fragments into complete sentences.
Correctly form noun plurals and noun possessives.
Distinguish between personal possessive pronouns and contractions; select correct personal pronouns.
Make personal pronouns agree with their antecedents; correctly use who and whom. »
Convert sentences written in passive voice to active voice; create sentences using the subjunctive mood.
Write verbs in the present, past, and future tenses correctly.
Achieve subject-verb agreement in sentence construction.

. Correct dangling verbal phrases and other misplaced modifiers; correctly punctuate verbal phrases.

. Use the correct forms of adjectives and adverbs.

. Correctly use prepositions; use appropriate number of prepositions in each sentence.

. Correctly bunctuate» compound sentences joined by conjunctions or conjunctive adverbs.

. Recognize and punctuate simple, compound, complex, and compound-complex sentences.

. Correctly punctuate sentences with commas, semicolons, colons, and other miscellaneous punctuation marks.

. Appropriately apply capitalization and number rules.
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Grading

Grading will be according to the following scale:

100-95=A
94-90=A-
88-87=B+
86-83=B
82-80=B-
79-77=C+
76-73=C
72-70=C-
69-67=D+
66-63=D
62-60=D-
59-0=E

Grading will be based on total points from the following:

Six Unit Exams - 60%
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Final Exam - 10%

Blooper & RF Exercises - 10%
Unit Assignments - 10%
Practice Exams (Quizzes) - 10%

No incomplete grades are given for this course. Students must complete everything by the deadline dates. Check the Canvas gradebook to be sure scores have
been recorded.

Students are expected to complete their own assignments and exams. Any violation of the WSU Honor Code will be dealt with to the fullest extent. If students
are caught cheating in this course, they will be subject to academic discipline Including the imposition of university sanctions. A description of cheating and
possible sanctions is found in the WSU Student Code available on the WSU home page and at the office of the Vice President for Student Services and the
WSUSA Office.

Self-Help Exercises/Unit Reviews

Self-Help Exercises: Complete the chapter Self-Help Exercises located at the end of the textbook. Although students do not submit these assignments for credit,
they provide additional help to complete assignments and pass exams. The key to these exercises is provided at the end of the textbook. Do not submit these
assighments online.

Unit Reviews: The unit reviews are optional as well. Do not submit these reviews online.

Reinforcement Exercises & Spot the Blooper

Reinforcement Exercises: Complete the reinforcement exercises in each chapter. An answer key is provided in the NTM 2010 online course. Submit this
assignment online by composing a short message to the instructor stating that you have finished the reinforcement exercise for this chapter.

Spot the Blooper. These exercises are found in the text. Key these assignments into the submission box on Canvas.

Unit Assignments

Unit Assignments are found at the end of each unit. Read the section in the Writer's Workshop in the text as well as the instructions in Canvas prior to doing
these assignments.

Practice Exams (Quizzes)

Practice exams (quizzes) are provided for each chapter to determine how well students understand the chapter. These practice exams are similar to the unit
exams and let students know if they are ready for the unit exams.

Students may take these practice exams as many times as they like. The highest score is recorded in the Canvas gradebook automatically. If students don't
score well on the practice exams, then the chapters should be reviewed again. Review the feedback on each question as well. The feedback contains the page
number in the textbook where the information for that question can be found. Be sure to know why each option is either correct or incorrect. The practice exams
can be taken again at the end of the semester as preparation for the final exam.

Unit Exams

Unit exams are taken in the WSU Testing Centers using the Chitester program. These exams may only be taken once and are a major portion of the final grade;
consequently, be sure to complete all assignments and practice exams (quizzes) prior to taking each unit exam.

Students living within 50 miles of Weber State University must take the unit and final exams at a WSU Testing Center. Plan a minimum of one hour to take each
unit exam. Students must bring a picture ID to show the test administrator. Also, check each WSU Testing Center hours.

Students living more than 50 miles from Weber State University may choose to get a proctor and take the exam at an approved WSUOnline site. Follow the
guidelines from WSUOnline to get the proctor approved.

Final Exam

https://weber.instructure.com/courses/340769/assignments/syllabus 7/7/2014



Syllabus for NTM 2010 ONL Fall 14 22824 Page 3 of 5

The final exam is comprehensive and will be taken on Chitester in a WSU Testing Center. It must be taken no later than the date listed on the home page;
however, students may take the final exam early. The final exam consists of 100 multiple choice and true/false questions taken randomly from a database of
questions. Students may retake the practice exams (quizzes) as a review for the final, which will indicate what chapters need to be reviewed more carefully.

Withdrawal

The last day to withdraw from this class is the end of the ninth week. The last day to completely withdraw from school (from all classes) is also the end of the
ninth week.

Accommodations

Any student requiring accommodations or ‘services due to a disability must contact Services for Students with Disabilities (SSD) in Room 181 of the Student
Service Center. SSD can also arrange to provide course materials (inciuding this syllabus) in alternative formats if necessary.

Correspondence

Normally, students will receive a response to e-mail or Canvas communication within 24 hours excluding weekends.

Deadlines

Students may complete all assignments and exams early; however, late assignments and exams will receive a 20 percent late penalty. Students will only have
up to one week after a due date to complete a late assignment or exam. No late work will be accepted after one week following the due date. Please see the list
below and/or the calendar for course deadlines.

Practice exams will be recorded in the gradebook immediately. All other assignments and exams will be graded and recorded after the deadline for the
assignment or exam. When assignments are graded, students will see a score. The Unit Exams and Final Exam will be downloaded by the instructor within two
days after the deadline.

Date Day Details

Wed, Aug 27 Wed Ch 1 Reinforcement Exercises (https://weber.instructure. com/courses/3407691ass:qnments/'l691217) due by 11:59pm
“Practlce Test 01¢ https //weber instructure. comlcoursesl340769/assngnmentsl1691204)_ o B duebyﬂ;l;;n
Umt 1 Asannment (https llweber mstructure comf;:yc;&;;esls4076 9/assignments/1691226) due by 11:59;!:"
Wed, Sep 3 Wed Ch 2 Reinforcement Exercises & Spot the Blooper due by
(httgs /iweber.instructure.com/courses/340769/assignments/1691218) 11:58pm
- Ch ;Eiélhforcement Exer'(:.vlwses & Spot the Blooper tlue by
({nttps:/iweber.instructure.com/courses/340769/assignments/1691219) 11:59pm
Practlce Tost 02 (httpsliweber.instructure.comlcourses/340769/assignmentsi691208) due by
11:59pm
Practice Test 03 (hitps:/iweber.instructure.com/courses/340769/assignments/1691203) . due by
11:69pm
Wed, Sep 10 . Wed Ch 4 Reinforcement Exercises & Spot the Blooper due by
{https:/iweber. mstructure com/courses/340769/assignments/1691220) 11:50pm
Practlc; T;s;04 (https I/;;lc;b;r instructure.com/courses/340769/assignments/1691198) due by
11:59pm
Unit Exam 1 (https: Ilweber |nstruc:t:;;3 com/courses/340769/assignments/1691232) du‘; ;:y
11:59pm
Wed, Sep 17 Wed Ch 5 Reinforcement Exercises & Spot the Blooper due by
(https /Iweber mstructure comlcourseslti40769/asslqnmentsl‘l 691221) 11:59pm

Practlce Test 05 ( https Ilweber instructure. comlcoursesl340769/assngnments/1 69121 1[

/
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Date Day Details
e e e e o e SO S— - ~ - e w&ué by
11:59pm
Unit 2 Assignment (https://weber.instructure.com/courses/340769/assignments/1691227) due by
11:59pm
Wed, Sep 24 Wed Ch 6 Reinforcement Exercises & Spot the Blooper o duemi;;w
(https:/iweber.instructure.com/courses/340769/assignments/1691222) 11:59pm
Practice Test 06 (hﬁgs://Weber.instructure.comlcoursesla407sslassignmentsH691 199) due by
11:58pm
Unit éxam~2 (htt;;si}/wesef.instruﬁtﬁ;'e.cobr-nllgéﬂu|"sNeva3v4676§I’a“s§Ignm;;nt.sl'l 691233) due by
11:58pm
Wed, Oct 1 Wed Ch 7 Reinforcement Exercises & Spot the Blooper - due b;w
(https:/iweber.instructure.com/courses/340769/assianments/1691223) 11:50pm
Practice Test 07 (Ettgs :Ilweber.instructure.comlcoursesls407691assfgnmentsl1 691201) dua by
11:59pm
Unit 3 Assignment (https:/iweber.instructure.com/courses/340769/assignments/1691228) due by
11:59pm
Wed,w(;(;; 8 Wed Ch 8 Relnforcement‘ éx.e»rc:ses & S’—Eot_the»Bk)(;Qe - o S ‘du;‘:yw
(https:fiweber.instructure. comlcourseslB40769[ ssngnmentsl1691224{ 11:59pm
Practlce Test 08 (httgs /lweber mstructure com/courses/340769/assignments/1691202} due by
11:59pm
Unit Exam 3 (https:/weber.instructure.comicourses/340769/assianments/1691234) oty
11:59pm
(https I/weber mstructure comlcourses/3407691assmnmentsl1691 225) 11:59pm
4 Practlce Test 09 (https liweber.instructure. com/course31340769/assxgnmentsl1 691205) dué byk
11:59pm
Unit 4 Asswlnment (Htf;;s:Ilwek-)é‘r.i’nstrlixcture.c;ml‘cours'es/340’7‘69/a‘ssigr»nAlr"n‘eAa»nt’sly1Gsy'i22’9‘) a due by
11:59pm
—;Ve;;,l;ct;Z Wed Unit Exam‘4 (https:/iweber.instructure.com/courses/340769/assignments/1691235) o . due by 11: 59pmw
Wed, Oct 29 Wed Ch 10 Reinforcement Exercises & Spot the Blooper ” due byw
(h_tth Ilweber mstructure comlcoursesl340769 asslgnmentsl169121 2) 11:59pm
Ch 11 Remforcement Exerclses & Spot the Blooper due by
(hitps:/iweber.instructure.com/courses/340769/assignments/1691213}) 11:59pm
Practice Test 10 (httg‘ s:IIWeber.instryctufe.comlcoursés/340769/assignmentsl1 691207) due by
11:59pm
Practice Test 11 (nttps:/iweber.nstructure.com/courses/340769/assignments/1691200) ey
11:69pm
Wed, Nov § Wed Ch 12 Reinforcement Exercises & Spot the Blooper due by
(httgs I/weber instructure.com/courses/340769/assignments/1691214) 11:58pm
Practice '?eét 12 (hitps:/iweber. lnstrﬁ;ture comlcoursésl?;40769/assrgnn'\‘;r’tfs/‘l691209) due by '
11:59pm
Unit § Assignment (https:/weber.nstructure.com/courses/340769/assignments/1691230) cus by
11:59pm
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Date Day Details
Wed, Nov 12 Wed Unit Exam 5 (https://weber.instructure.com/courses(340769/assignments/1691236) due by 11:59pm
Wed, Nov 18 Wed Ch 13 Reinforcement Exercises & Spot the Blooper due by
(https:/iweber.instructure.com/courses/340769/assignments/1691215) 11:58pm
Ch 14 Reinforcement Exercises & Spot the Blooper due by
(https:/iweber.instructure.com/courses/340769/assignments/1691216) 11:59pm
Practice Test 13 (https://weber.instructure.com/courses/340769/assignments/1691210) due by
11:59pm
» Practice Test 14 (https://weber.instructure.com/courses/340769/assignments/1691208) due by
11:59pm
Wed, Nov 26 Wed Unit Exam 8 (https://weber.instructure.com/courses/340769/assignments/1691237) due by 11:69pm
Wed, Dec 10 Wed Final Exam (https://weber.instructure.com/courses/340769/assignments/1631231) due by 11:58pm
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