
City College of San Francisco 
Distance Education Addendum 

1. GENERAL INFORMATION 
A. Date 
B. Department 
C. Course Identifier 
D. Course Title 
E. Preparer 
F. Department Chair 
G. Dean 

September 2014 
Business Department 
BSEN70 
Grammar and Writing Essentials for Business 
Deborah Kitchin 
Ophelia Clark 
Kimberly Harvell 

II. DISTANCE EDUCATION JUSTIFICATION 
BSEN 70 has been a popular online course offered since Fall 2005. It attracts both business 
students at CCSF and members of the general business community who would like a review 
of grammar, punctuation, and business writing/editing fundamentals. The course is a 
requirement for the AS major in Administrative Support and the Certificate of Achievement 
in Office Technology. 

BSEN 70 is well suited to being offered online. Students review the major principles of 
grammar and mechanics (which can be tested effectively online), and they compose and edit 
documents on various business-related topics. Online discussion forums promote interaction 
with those students who might not readily participate in the face-to-face classroom 
environment. In BSEN 70 students have extensive opportunities to practice their grammar 
and business writing skills on various levels through discussion forums, e-mail messages, 
and specific business documents as assignments. 

III. INSTRUCTIONAL DELIVERY 
A. Use of Technology. Check the technology(ies) that students will use as an 

alternate to classroom instruction: 
[g] Online Learning Management System 
D Televised Instruction 
D Other 

B. Student-Instructor Contact. 
1. Check the modes that students will be able to use ask the instructor 

questions 
[g] Email 
[g] Online discussion boards or other asynchronous communication 
D Online chat or other synchronous communication 
[g] Telephone 
[g] Face to face meetings 
D Other: 

2. Check the modes the instructor will use to prompt for student contact 
[g] Email 
[g] Online discussion boards or other asynchronous communication 
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o Online chat or other synchronous communication 
o Telephone o Face to face meetings 
o Other: 

3. Please provide details on 1 and 2 above. 
Students will interact with the instructor through course e-mail and 
discussion forums. The instructor will respond to e-mail messages within 
24 to 72 hours and will be available for telephone or face-to-face office hours. 
Announcements will be used to prompt students when a new week of content 
is available, and the instructor will routinely prompt students to complete 
course tasks. The instructor will contact students who are not regularly 
participating in coursework or who have not accessed the class in more than 
a week. 

Students will be expected to contribute to weekly discussion forums and class 
activities that prompt them to interact with each other in meaningful and 
substantive ways so that they can benefit from participation in the online 
community. They will be required to respond to several of their classmates' 
po stings each week and must participate in the equivalent of four hours of 
weekly coursework. In addition to posting on weekly forum topics, students 
will be encouraged to post questions and concerns on a general course forum. 
The instructor will be an active participant in the discussions and will strive to 
engage students through the forums. 

The instructor will provide feedback after forum postings and class activities, 
either through individual feedback or group posts depending upon the forum 
or activity and the appropriate type of feedback. The instructor will also 
provide extensive written feedback after the approximately ten writing and 
editing assignments. All students must attend a mandatory on-campus 
midterm exam and a mandatory on-campus final exam. 

IV. INSTRUCTIONAL METHODOLOGY 
A. Assignments 

1. Class discussion and analysis of sentence structure and punctuation rules 
2. Assigned textbook readings and business-related articles and document 

samples 
3. Completion of text-based and supplementary grammar/punctuation exercises 
4. Composition of business documents such as letters, memorandums, and 

e-mail messages (for example, introduction letters, policy change memos, 
informational e-mail messages, and company profile summaries) 

5. Completion of editing exercises to improve style and to correct errors in 
grammar and mechanics 

B. Evaluation and Modes 
1. Chapter and/or unit tests on grammar and mechanics principles (online) 

Page 2 of3 



2. Business-related writing assignments that require effectively organized 
paragraphs using properly constructed sentences (online) 

3. Editing exercises to correct grammar/punctuation errors and to improve tone 
and style in business documents (online) 

4. Class participation in online discussion forums ( online) 
5. A comprehensive final examination covering grammar and mechanics 

principles and a final writing and/or editing assignment (in person) 

C. Articulation 
[8J This course does not articulate with any courses at a four-year school 
D This course articulates with one or more courses at a four-year school. The 
department has discussed the impact of a distance education mode with the 
Articulation Officer. 

D. Distance Evaluation Integrity 
Students will have weekly online quizzes that are timed and can be taken only 
once. They will also have weekly discussion forum assignments with point 
values. In addition, they are responsible for responding to several oftheir 
classmates' po stings each week. The mandatory on-campus midterm exam and 
on-campus final exam (each covering grammar and mechanics principles and 
each requiring a writing and/or editing assignment) will assist the instructor in 
verifying each student's slcillievel and mastery of the course material. 

E. Textbook and other Instructional Materials 
1. Guffey, M. E. and C. Seefer. Business English, 11th ed. Cincinnati: Cengage 

Learning, 2014; or comparable textbook. 
2. A college-level dictionary 
3. Textbook companion site and online resources such as CengageNOW 

exerCIses 
4. Supplemental grammar and punctuation exercises and supplemental 

contemporary news articles and publications to provide additional examples 
of business-related material 
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City College of San Francisco 
Course Outline of Record 

I. GENERAL DESCRIPTION 
A. Date 
B. Department 
C. Course Number 
D. Course Title 
E. Course Outline Preparer 

F. Department Chairperson 

G. Dean 

II. COURSE SPECIFICS 
A. Hours 
B. Units 
C. Prerequisites 

Corequisites 
Advisories 

D. Course Justification 

E. Field Trips 
F. Method of Grading 
G. Repeatability 

III. CATALOG DESCRIPTION 

September 2014 
Business 
BSEN70 
Grammar and Writing Essentials for Business 
Deborah Kitchin ., 

~~~:I~:I~~:efhJ.!~l-t--,·· '~/;~le.:'"s:tG;d.;4:~··lJ'l=",l.~· ~::::,-__ _ 

Lecture: 5 weekly (87.5 total) 
4 
None 
None 
ENGL 92 or ESL 160, or placement in 
ENGL 93 or ESL 170 
This course is the first of three courses designed 
to help students develop their writing skills in 
business contexts. The content of this course 
assists students in the workplace. 
No 
Letter, PassINo Pass 
o 

An intensive review of grammar and punctuation usage. Practice in writing effective business 
documents such as letters, memorandums, and e-mail messages using well-constructed 
sentences and paragraphs. Practice in applying editing and proofreading skills. 

IV. MAJOR LEARNING OUTCOMES 
Upon completion of this course, a student will be able to: 

A. Describe the functions of the parts of speech in sentence construction. 
B. Analyze sentences and apply the principles of correct sentence structure. 
C. Distinguish between correct and incorrect punctuation, and compose correctly 

punctuated sentences. 
D. Apply rules for proper capitalization, number usage, and abbreviation usage. 
E. Compose clear, concise, well-constructed sentences and paragraphs in well-organized 

business messages using appropriate business vocabulary. 
F. Revise written material using proofreading marks to correct errors in grammar, 

punctuation, and spelling. 

V.CONTENT 
A. Parts of speech-defmitions, forms, and functions in sentences 

1. Nouns 
a. Plurals 
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b. Possessives 
c. Apostrophe use with possessive nouns 
d. Abbreviations and acronyms 

2. Pronouns 
a. Nominative, objective, and possessive cases 
b. Comparatives with pronouns 
c. Antecedents and agreement 

3. Verbs 
a. Regular and irregular verbs 
b. Verb tenses 
c. Transitive, intransitive, and linking verbs 
d. Active vs. passive voice 
e. Indicative vs. subjunctive moods 

4. Verbal forms 
a. Infinitives 
b. Participles 
c. Gerunds 

5. Adjectives and adverbs 
a. Positive, comparative, and superlative degrees 
b. Absolute modifiers 
c. Adverb placement 

6. Prepositions 
a. Troublesome prepositions 
b. Idiomatic use of prepositions 

7. Conjunctions 
a. Coordinating, subordinating, and correlative conjunctions 
b. Punctuation issues related to conjunctions 

8. Interjections 
B. Sentence structure 

1. Sentence elements 
a. Subjects and predicates 
b. Phrases vs. clauses 
c. Independent vs. dependent (subordinate) clauses 

2. Maj or sentence types 
a. Simple 
b. Compound 
c. Complex 
d. Compound-complex 

3. Major sentence patterns 
a. Subject + Transitive Verb + Direct Object 
b. Subject + Intransitive Verb 
c. Subject + Linking Verb + Subject Complement 

4. Major sentence faults 
a. Fragments 
b. Run-ons 
c. Comma splices 
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5. Common errors 
a. Subject-verb agreement 
b. Parallelism 
c. Dangling and misplaced modifiers 
d. Verb tense 
e. Word choice 

C. Punctuation rules 
1. Commas 
2. Semicolons 
3. Colons 
4. Parentheses 
5. Dashes 
6. Brackets 
7. Quotation marks 
8. Periods and exclamation marks 

D. Capitalization rules 
1. Proper nouns 
2. Proper adjectives 
3. Titles 
4. Organizational names 
5. Geographic names 

E. Number formatting rules 
1. Word form vs. figure form 
2. Dates, addresses, time, money 
3. Related numbers, consecutive numbers 
4. Fractions, percentages, decimals, ordinals 

F. Effective paragraph construction 
1. Organization 
2. Coherence 
3. Transitional expressions 
4. Length 

G. Primary types of business documents 
1. Letters 
2. Memorandums 
3. E-mail messages 
4. Proposals and reports 
5. Blogs and social media tools 

H. Techniques for editing and proofreading documents 
1. Revising and editing documents 
2. Using proofreading marks 

VI. INSTRUCTIONAL METHODOLOGY 
A. Assignments 

1. In-class 
a. Class discussion and analysis of sentence structure and punctuation rules 
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b. Completion of individual and group editing exercises to improve style and 
correct errors in grammar and mechanics 

2. Out-of-class 
a. Assigned textbook readings and business-related articles and document 

samples 
b. Completion oftext-based and supplementary grammar/punctuation exercises 
c. Composition of business documents such as letters, memorandums, and 

e-mail messages (for example, introduction letters, policy change memos, 
informational e-mail messages, and company profile sunnnaries) 

d. Completion of editing exercises using proofreading marks to improve style 
and correct errors in grammar and mechanics 

B. Evaluation 
1. Chapter and/or unit tests on grammar and mechanics principles 
2. Business-related writing assignments that require effectively organized 

paragraphs using properly constructed sentences 
3. Editing exercises to correct grammar/punctuation errors and to improve tone and 

style in business documents 
4. Participation in class discussions and peer reviews of writing assignments 
5. A comprehensive final examination covering grammar and mechanics principles 

and a fmal writing and/or editing assignment 
C. Textbooks and other Instructional Materials 

1. Guffey, M. E. and C. Seefer. Business English, 11th ed. Cincinnati: Cengage 
Leaming, 2014; or comparable textbook. 

2. A college-level dictionary 
3. Supplemental grammar and punctuation exercises and supplemental 

contemporary news articles and publications to provide additional examples of 
business-related material 

VII. TITLE 5 CLASSIFICATION 
CREDITIDEGREE APPLICABLE (meets all standards of Title 5. Section 55002(a)). 
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1. 

II. 

CITY COLLEGE OF SAN FRANCISCO 

COURSE OUTLINE OF RECORD 

GENERAL DESCRIPTION 
A. Date of Approval 

B. Department 

C. Course Nwnber 

D. Course Title 

E. Course Outline Preparer 

F. Department Chairperson 

G. Dean 

COURSE SPECIFICS 
A. Hours 

B. Units 

C. Prerequisite 
Corequisite 
Advisory 

D. Course Justification 

E. Field Trips 

F. Method of Grading 

G. Repeatability 

April 2006 

Business 

BSEN70 

Fundamentals of English Grammar and 
Composition 

Deb~rah K~tchit(l.) f) 4 D . ' 
DavId Dore '>£ / .J ~ 
Steven Gli~ > ~ = __ 

5 lecture 

4 

None 
None 
ENGL 92 or ESL 82 or 160 or placement in 
ENGL 93 or 94 

Revised course outline of a business-related 
English grammar and composition course 

No 

Letter grade, CreditINo credit 

o 

III. CATALOG DESCRIPTION 
An intensive review of grammar and punctuation usage. Practice in writing compositions with 
ideas organized effectively in paragraphs using properly constructed sentences. Practice in 
applying editing and proofreading skills. 

IV. MAJOR LEARNING OUTCOMES 
Upon completion of this course a student will be able to: 

A. Explain the functions of and use correctly the parts of speech in sentence construction. 

B. Analyze sentences and apply the principles of correct sentence structure. 

C. Distinguish between correct and incorrect punctuation and show this understanding by 
punctuating sentences correctly. 
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p. Apply rules for proper capitalization, number usage, and abbreviation usage. 

E. Review appropriate business vocabulary used in letters,_ memos, and short reports. 

F. Compare pairs of commonly confused words and use them correctly with proper spelling. 

G. Compose clear, concise, correct sentences in well-organized paragraphs and compositions. 

H. Proofread and edit written material using proofreading marks to identify and correct errors 
in grammar, punctuation, and spelling. 

V. COURSE CONTENT 
A. Parts of speech--definitions, forms, and functions in sentences 

I. Nouns 

a. Plural nouns 

b. Possessive nouns 

c. Apostrophe use with possessive nouns 

2. Pronouns 

a. Nominative, objective, and possessive cases 

b. Comparatives with pronouns 

c. Antecedents and agreement 

3. Verbs 

a. Verb tenses (regular and irregular verbs; primary, progressive, and perfect tenses) 

b. Transitive vs. intransitive verbs 

c. Active vs. passive voice 

d. Indicative vs. subjunctive moods 

4. Verbal forms 

a. Infinitives 

b. Participles 

c. Gerunds 

5. Adjectives and adverbs 

a. Positive, comparative, and superlative degrees 

b. Absolute modifiers 

c. Adverb placement 

6. Prepositions 

a. Troublesome prepositions 

b. Idiomatic use of prepositions 
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7. Conjunctions 

a. Coordinating, subordinating, and correlative conjunctions 

b. Punctuation issues related to conjunctions 

B. The sentence 

I. Sentence elements 

a. Subjects and predicates 

b. Phrases vs. clauses 

c. Independent vs. dependent (subordinate) clauses 

2. Major sentence types 

a. Simple 

b. Compound 

c. Complex 

d. Compound-complex 

3. Major sentence patterns 

a. Subject + Transitive Verb + Direct Object 

b. Subject + Intransitive Verb 

c. Subject + Linking Verb + Subject Complement 

4. Major sentence faults 

a. Fragments 

b. Run-ons 

c. Comma splices 

5. Grammar errors 

a. Verb tenses 

b. Word choice 

c. Subject-verb agreement errors 

d. Parallelism errors 

e. Dangling/misplaced modifiers 

f. Pronoun agreement errors 

C. Punctuation rules 

I. Commas 

2. Semicolons 

3. Colons 
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4. Parentheses 

5. Dashes 

6. Brackets 

7. Quotation marks 

D. Capitalization rules and format of numbers and abbreviations 

E. Techniques for vocabulary building and improving spelling skills 

F. Techniques for writing effective sentences, paragraphs, and compositions 

1. Unity 

2. Coherence 

3. Transitions 

4. Tone 

G. Techniques for editing and proofreading documents using proofreading marks 

VI. INSTRUCTIONAL METHODOLOGY 
A. Assignments 

1. In-class assignments such as the following: 

a. Class discussion and analysis of sentence structure and punctuation rules 

b. Completion of group editing exercises to improve style and to correct errors in 
grammar and mechanics 

2. Out-of-class assignments such as the following: 

a. Assigned textbook readings 

b. Completion of text-based and supplementary grammar/punctuation exercises 

c. Completion of editing exercises to improve style and to correct errors in grammar 
and mechanics 

.d. Composition of documents (e.g., memos, letters, proposals) on business-related 
topics 

B. Evaluation 

1. Chapter and/or unit tests on grammar and mechanics principles 

2. Writing assignments on business-related topics that are organized effectively in 
paragraphs using properly constructed sentences 

3. Editing assignments to correct grammar/punctuation errors and to improve tone and style 

4. Comprehensive final examination on grammar and mechanics principles 

5. Class participation 
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,c. Texts and Other Materials 

I. Guffey, Mary Ellen. Business English, 8th edition. Cincinnati: Thomson South-Western, 
2005, or comparable textbook. 

2. Supplemental granunar/punctuation exercises 

3. A college-level dictionary 

VII. Title 5 CLASSIFICATION 
CreditlDegree Applicable (meets all standards of Title 5, Section 55002 (a». 
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