
Mayland Community College 
Welcomes You to: 

Eng 101Ð95 Applied Communications 
Fall 2007 

 

 

Instructor:  Holli Greiner 
Office:  *** Phone: (828) 765-7351 ext. 381 
E-mail:  hgreiner@mayland.edu  
Office Hours: Room 219 

¥ Monday:  10 AM-11:00 AM and 3:30 PMÐ4:30 PM 
¥ Tuesday  2:30 PMÐ3:00 PM and 5 PM-6PM 
¥ Wednesday:  2:30 PM - 4:00 PM 
¥ Thursday : 5:00 PM-6 PM 
¥ Friday: 10:30 AM-11:00 AM 

  
Course Description:  This course is designed to enhance reading and writing skills for the 
workplace.  Emphasis is placed on technical reading, job-related vocabulary, sentence writing, 
punctuation, and spelling.  Upon completion, students should be able to identify main ideas with 
supporting details and produce mechanically correct short writings appropriate to the workplace.  
This is a diploma-level course. 
 
Course Meetings:  Mondays 12:30 PM Ð 3:20 PM in room 210 
 
Required Course Supplies:   

¥ A USB flash drive 
¥ One folder or ring binder for storage of assignment portfolio. 
¥ Students are also expected to bring their textbooks, paper, and a pen or pencil to all class 

meetings. 
 

Textbook and Supplies: 
Successful Writing at Work, Concise Edition by Philip C. Kolin 
 
Course Objectives:  Mission Statement and Competencies for the General Education Core 
Mission 
 
Mayland Community CollegeÕs General Education core courses will provide the essential body of 
knowledge and skills that enable all degree-level students to perform competently as employees and 
as contributing members of society. 
 
Graduates of all degree programs at Mayland Community College will have completed the general 
education core.  That core encompasses the essential knowledge and skills that enable all degree-
level students to perform competently as employees and as contributing members of society.  Upon 
completion of the general education core, students will be able to demonstrate the following: 
 

1. Effective communication in speaking and listening situations needed for  
personal, and work successes 



2. Effective communication in writing and reading situations needed for college, 
personal, and work successes 

3. Logical, critical, and creative thinking to evaluate evidence and reach a  
conclusion 

4. Application of basic computer skills 
5. Application of fundamental math skills 
6. Basic awareness of the diversity of various world groups from both historical and 

contemporary contexts 
 
Course Objectives: 
Upon course completion, students should be able to: 
1.  Understand the importance of writing and the writing process in a professional setting- 
      2, 3, 4 
2.  Use reading as a means of improving thinking and writing skills---2, 3 
3.  Create effective topic sentences---2, 3 
4.  Use effective detail to support topic sentences---2, 3 
5.  Think critically about your own writing---1, 2, 3 
6.  Use grammar, mechanics, and vocabulary effectively---1, 2, 3, 4 
7.  Proofread and edit your own writing---2 
8.  Create effective professional documents including letters, memos, instructions,      
     resumes, reports, and proposals---1, 2, 3, 4, 6 
9.  Evaluate and create effective visuals to illustrate professional writing---2, 3, 4, 6 
 
Expectations: 
Students in this course are expected to: 

1. Write in a manner that is appropriate for a professional and academic setting.  Inappropriate, 
off-topic, or offensive writing will not be accepted. 
 

2. Complete and turn in all assignments by the deadlines.  Graded assignments will lose one 
letter grade for each day that they are turned in late, and they will not be accepted more than 
a week late.  Other assignments will only be counted if they are turned in by the deadline.  

 
3. Keep up with class work, including reading. 

 
4. Keep all course materials in an orderly fashion. 

 
5. Keep all graded assignments in a course portfolio (folder) 

 
6. Treat classmates and instructor with respect.  This is a positive learning environment, and no 

student will be allowed to disrupt other studentsÕ learning. 
 

7. Participate in class discussions.  Participate, donÕt dominate. 
 

8. Complete reading and other assigned work before class. 
 

9. Attend all classes.  Students should avoid any absences, and should contact the instructor 
regarding any absences.  If a student has not been in contact with the instructor and has not 
attended class for a consecutive two-week-long period, an administrative withdrawal will be 



submitted by the instructor.  A student who is withdrawn WILL NOT be re-admitted and, 
unless he or she officially drops the class, will receive an F for the course. 

 
Grading Scale: 

 
A 93-100 
B 85-93 
C 77-84 
D 69-76 
F 69 and below 
 

Grades for the course will be calculated according to the instructorÕs evaluation of the studentsÕ 
work for the semester and will be evaluated as follow: 

 
 
Job Application 
Letter and Resume       10%                              Memo/E mail                   10% 
 
Instructions                   10%                               Letters                             15% 
 
Reports                         10%                              Final Exam                      10% 
 
Proposals         10%                               Journals/E xercises/  
                                                                                Homework                   10% 

 
Presentation                  5%                                Grammar Quizzes            10% 
 
 

Academic Integrity and Standards: 
Students in this course are expected to adhere to the collegeÕs stringent guidelines for academic 
integrity.  Any form of academic dishonesty, including cheating, fabrication, plagiarism, and the 
facilitation of cheating will result in FAILURE for the course.  Additional penalties may also be 
imposed on the student. 
 
WITHDRAWAL DATES 

FALL 2007 
 
End of Unconditional Withdrawal   Tuesday, September 25 
End of Conditional Withdrawal   Thursday, November 1 
 
Inclement Weather Procedures: 
If the college is on a delayed schedule for inclement weather, our class will meet at 1:45 PM.  In the 
event that the college is closed for snow or some other emergency, we must complete make-up 
work.  If we miss class, keep up with the assigned work.  Any work that was originally due will still 
be due on the day we return unless announcements to the contrary have been made.  Use LEO to 
keep up with announcements and changes.   
 



 
Types of Assignments: 
In this class you will complete a variety of assignments.  All written assignments should be clearly 
labeled with your name, the date, English 101, and the name of the assignment in the upper left 
corner.   
 
Formal Writing Assignments:  These are the final drafts of your resume and job application letter, 
instructions, reports, memos, proposals, and letters.  These assignments should be typed on a 
computer word processing program.  All the format points we cover for each document should be 
followed precisely.  These will be graded using a rubric and will receive a letter grade.   

 
Drafts:  For some formal assignments, you will need to turn in a rough draft that will be evaluated by 
the instructor and returned to you before the final draft is due.  These drafts may be written in pen, 
but should be as close to final draft quality as possible.  You must have a rough draft in order to 
receive full credit for the final draft.   
 
Homework and Grammar Exercises:  Each week, you may have a variety of exercises from the text 
and/o r a handout.  These may be completed in pencil and must be turned in on time or completed 
when asked.  These assignments will receive a checkmark if they are adequate, a check minus if they 
are inadequate, and a check plus if they are excellent.  Checkmarks on all assignments will equate a 
100% for this portion of the grade. 
 
Quizzes:  The quizzes for this class will be worth 100 points each.  They cannot be made up if 
missed.  No notes or other materials are allowed during the quizzes. 

 
Journals:  these writing assignments are not like a personal journal, in which you might record 
thoughts and feelings.  Rather, they are written on a specific idea.  These may be written in pencil 
and should be at least a full page in length.  Journals will receive a check, check minus, or check plus, 
and should be returned to your folder when they come back to you.   

 
 

Course Schedule 
Note:  Course procedure may vary from the syllabus to meet the needs of this particular class.  
Changes will be announced.  A variety of homework and other assignments will be given in class. 
 
Week One 
August 20 
Topics:  Getting to know you.  Introduction to the course and each other.  Audience, Purpose, 
Message, and Tone. 
Complete introductory exercises. 
 
Week Two 
August 27 
Topics: The Writing Process at Work, Planning, Prewriting, Revising, and Editing.  Writing 
effectiveness sentences. 
Read 3-46 
Assignment: Journal 1 is due at the beginning of class. 



 
September 3: No classes 
 
Week Three 
September 10 
Topics: Revising and Editing, Writing Effective paragraphs.  Fragments and Run-Ons. 
Read 313-321 
Assignment: Journal 2 is due at the beginning of class. 
 
 
Week Four 
September 17 
Topics: Memos, Faxes, and Emails.  Subject-Verb Agreement and Pronoun Reference. 
Read 53-70, 321-324 
Assignment: Journal 3 is due at the beginning of class. 
 
Week Five 
September 24 
Topics: Letter Format, Grammar Review, and Pronoun Case. 
Read 72-92 
Assignments: Turn in Journal 4 is due at the beginning of class. 
  Memo assignment is due 
 
Week Six 
October 1 
Topics: Writing Letters 
Read 95-115 
Assignment: Grammar Quiz 1- in class 
 
October 8 Ð No Classes 
 
Week Seven 
October 15 
Topics: Job Application Letters and Resumes, Adjectives, Adverbs, and Misplaced/D angling 
Modifiers. 
Read 122-142, 323 
Assignments: Journal 5 is due at the beginning of class. 
  Letter writing assignment is due 
 
Week Eight 
October 22 
Topics: Job Application Letters and Resumes (continued), and Commas. 
Read 140-151 
Assignment: Grammar Quiz 2 Ð in class 
   
Week N ine 
October 29 
Topics: Visuals, Semicolons, Periods, Questions, and Exclamation Marks. 



Read 159-186 
Assignments: Journal 6 is due at the beginning of class 
  Job Application Letter and Resume due 
 
 
 
Week Ten 
November 5 
Topics: Writing Instructions and Apostrophes 
Read 196-217 and 325 
Assignment: Journal 7 is due at the beginning of class 
 
November 12 Ð no classes 
 
Week Eleven 
November 19 
Topics: Procedures, Quotation Marks, and Italics. 
Read 218-222, 225-242 
Assignments: Instructions assignment due 
  Grammar Quiz 3 Ð in class 
 
Week Twelve 
November 26 
Topics: Reports, colons, parentheses, dashes, brackets, and hyphen. 
Read 225-242 
Assignments: Bring drafts of Reports 
  Journal 8 is due at the beginning of class. 
 
Week Thirteen 
December 3 
Topics: Proposals, Abbreviations, Numbers, and Capitals 
Read 242-255 
Assignments: Final Draft of Reports is due 
  Journal 9 
 
Week Fourteen 
December 10 
Topics: Long Reports, Documentation, and Presentation 
Read 258-29, 293-309 
Assignment: Rough Drafts of Internal and External Proposals 
  Journal 10 
 
Week Fifteen 
December 17 
Assignment: Presentations 
  Final Exam 
  Portfolio Due  
 



 
 
 

 
 


