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SYLLABUS
English for Business (EB 2301)
	Semester: FALL 2011
	Class:

	Campus and Room:
	Days & Times: 

	Instructor: 
	Telephone: 

	Office Hours: 
	Email Address: 


1. Course Overview
This is a comprehensive topic-and skills-based Business English course for students on business studies program. It is designed to help students understand key business matters, complement their work in other business subjects and prepare students for their future jobs in a business environment upon completion of their studies. 

2. Course Objectives
· To help students understand and widen their business knowledge and skills

· To reinforce and extend students’ business vocabulary and concepts

· To develop students’ communication skills in English in business contexts.
3. Textbook
David Cotton, David Falvey & Simon Kent, Market Leader (Intermediate Business English Course Book). Third impression 2007 - Pearson Longman.

David Cotton, David Falvey & Simon Kent, Market Leader (Intermediate Business English Workbook). Third impression 2007 - Pearson Longman.
Reference Book
Graham Tullis & Tonya Trappe, Intelligent Business (Intermediate Business Course book) Third impression 2007 - Pearson Longman.
4. Course Evaluation

	Percent
	Item

	35%
	Mid-term exam

	30%
	Final exam

	35%
	On-going assessment 
	20%: Project

	
	
	15%: Students’ participation in classroom activities & quizzes

	100%
	Total


5. Grade Equivalents

	Grade
	Score

	A
	90-100 %

	B
	80-89 %

	C
	70-79 %

	F
	0-69 %


6. ON GOING ASSESSMENT & EXAMINATION
6.1. ON-GOING ASSESSMENT

The ‘on-going assessment’ process provides students with regular feedback on their language skills in a positive environment through oral presentations, quizzes, role plays, classroom discussions, and class participation.

6.2. EXAMINATION

A midterm test and a final examination will be held semesterly. Students should familiarize themselves with Saigontech’s Policy, which outlines issues related to the conduct of exams.

7. MAKE-UP EXAMS

Make-up exams will only be for students in cases of absolute emergency, supported by verifiable proof attesting to the student’s inability to fulfill a commitment. In such circumstances, the student must contact the General English Department at the earliest opportunity, generally NO LATER THAN ONE DAY, after the missed examination. Without verifiable documentation, students who fail to attend their scheduled examination will receive a score of zero.

8. MAKE-UP CLASSES

Make-up classes are not permitted without prior consent of the Chair of SaigonTech’s GE Department. In case of unavoidable absence, due to illness for example, every effort is made to provide a substitute Instructor in order to avoid Students being inconvenienced through having to attend a make-up class at a later date.

9. CELL PHONES, PAGERS, RECORDING DEVICES

Cell phones and pagers must be turned off before entering class. Recording devices can only be used with the instructor’s prior consent.

10. SCHOLASTIC DISHONESTY

According to the Student Handbook for the Houston Community College System, Scholastic Dishonesty includes, but is not limited to cheating on a test, plagiarism, and collusion. The consequences of proven cases of scholastic dishonesty are severe and may include a grade of zero for the particular assignment, failure in the course, a period of probation or even expulsion from Saigon Tech. Please refer to SaigonTech Catalogue (page 40) for specific details.
11. STUDENT GRIEVANCES

Students who wish to complain about any aspect of their education at Saigon Tech should first speak with their instructor. If the situation remains unresolved, students have the right to submit a written (or verbal) grievance to the Chair of Saigon Tech’s GE Department.

Students should read the Student Handbook, paying particular attention to the section on Student Policies (page 42). Within this section there are segments on both the grievance procedure and academic dishonesty. It is important the students are familiar with their rights and responsibilities. The Student Handbook is available from the Administration Office. 

12. TENTATIVE COURSE OUTLINE
	WEEK
	SESSION 1
	SESSION 2

	1

(Sep 12-17)
	Course introduction and Project assignment

Unit 1: Brands
	Unit 1: Brands (Cont)

HOMEWORK: Taking part in MEETINGS 1 (p 11)

	2

(Sep 19-24)
	Unit 3: Organization

	Unit 3: Organization (Cont)

HOMEWORK: Socializing: Introductions and Networking (p 27)

	3

(Sep 26-Oct 1)
	Unit 5: Money
	Unit 5: Money (Cont)

HOMEWORK: Describing trends (p43) 

	4

(Oct 3-8)
	Unit 6: Advertising
	Unit 6: Advertising (cont)

HOMEWORK: Case Study (pp 52 – 53)

	5

(Oct 10-15)
	Unit 7: Culture
	Unit 7: Culture (Cont)

HOMEWORK: Cultural Advice (Group work) (p 57)

	6

(Oct 17-22)
	Unit 8: Employment
	Unit 8: Employment (Cont)

HOMEWORK: Case Study (pp 74 – 75)

	7

(Oct 24-29)
	MAKE-UP CLASS

	8

(Oct 31-Nov 5)
	Unit 9: Trade
	Unit 9: Trade (Cont)

HOMEWORK: Role play the negotiations (p 82)

	9

(Nov 7-12)
	Unit 10: Quality
	Unit 10: Quality (Cont)

HOMEWORK: Case Study (pp 90 – 91)

	10

(Nov 14-19)
	Unit 11: Ethics
	Unit 11: Ethics (Cont)

HOMEWORK: Discussion (F – p 95)

	11

(Nov 21-26)
	Unit 12: Leadership
	Unit 12: Leadership (Cont)

HOMEWORK: Discussion (B – p 105)

	12

(Nov 28-Dec 3)
	Unit 14: Competition
	Unit 14: Competition (Cont)

HOMEWORK: Case study (pp 122 – 123)

	13

(Dec 5-10)
	Project Evaluation
	Project Evaluation

	14

(Dec 15-17)
	REVISION


	REVISION (Cont)


	15

(Dec 19-24)
	FINAL EXAM


 N.B: 
· Each session lasts 1.5 hrs.
· Mid-term exam is scheduled in late afternoon in Week 8.
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