
Mayland Community College Welcomes You to 
ENG 101 

Applied Communications  
Instructor: Mrs. Hardy  
Fall 2005 
Course Descr iption 
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. 
Textbook and Supplies 
Successful Writing at Work, Concise Edition by Philip C. Kolin 
Paper 
Pencil and Pen 
Folder in which to keep all your work 
 
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. Use reading as a means of improving thinking and writing skills 
3. Create effective topic sentences 
4. Use effective detail to support a topic sentences 
5. Think critically about your own writing 
6. Use grammar, mechanics, and vocabulary effectively 
7. Proofread and edit your own writing 
8. Create effective professional documents including letters, memos, instructions, 
resumes, reports, and proposals 
9. Evaluate and create effective visuals to illustrate professional writing 
 
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 and videos. 
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. 
 
 
 
 



Grading Scale 
A= 90-100 
B= 80-89 
C= 70-79 
D=60-69 
F =59 and below 
Grades for the course will be calculated according to the instructor’s evaluation of the 
students’ work for the semester and will be evaluated as follows: 
 
Job Application  
Letter and Resume     10% 
 
Instructions                10% 
 
Reports                      10% 
 
Internal Proposal       5% 
 
External Proposal      5% 
 
Memo/Email              10% 

 
Letters                       15% 
 
Final Exam                 10% 
 
Journals/Exercises/ 
 Homework                10% 
 
Grammar Quizzes      10% 
 
Grammar Modules      5 % 

 
Academic Integrity and Standards 
Students in this course are Mayland Community College students and are expected to 
adhere to the college’s 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. 
 
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 if one is available. Otherwise, 
they should be handwritten neatly in blue or black ink, written only on the front of each 
sheet of paper. 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 pencil, 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 Exercises: Each week, you will complete exercises from the text and/or 
that week’s assignment packet. These may be completed in pencil and must be turned in 
on time. 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. 
 
Grammar Modules: You will complete 12 grammar modules for this class. Each module 
will contain information about a particular grammar issue. This information will be re-
iterated by the video. You must complete the exercises and turn them in by the deadline. 
Although these will be marked for correctness, they will not receive a formal grade. 
Rather, you will receive a checkmark, check minus, or check plus.  Checkmarks on all 
exercises will equate 100%. Once you have received the marked exercises, make sure 
you look over them and view the video portion that goes over the answers. 
 
Quizzes: The quizzes for this class will be worth 100 points each. They must be 
administered by the proctor, before the deadline. 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 prompt that will help 
you to think about your writing and assess your progress. The prompt can be seen as 
something of a “jumping off place,” and may present several different directions you may 
choose to pursue. It is fine to only work with one part of the prompt, if you have enough 
material and can achieve a full response. 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. 
 
Exam: The final exam will cover all subject areas of the course and will include objective 
and short answer questions. A document will also be written as part of the exam. Students 
will need a Scantron sheet and blank paper, but no notes or other materials may be used 
during the exam. 
Course Schedule 
Note: Course procedure may vary from the syllabus to meet the needs of this particular 
class. Changes will be announced. 
While this Schedule generally defines “weeks” as Monday through Friday, you are 
welcome and encouraged to complete course work outside those days, circumstances 
permitting. 
 
Week One 
August 18-26 
Topics: Audience, Purpose, Message, and Tone 
Reading: pages 3-23 
Assignments:  
¥ Complete chapter exercises 4 and 9 and turn in by August 26 
¥  Complete Week One Activities in Course Packet and turn in by August 26 
 



Week Two 
August 27-September 2 
Topics: The Writing Process at Work, Planning and Prewriting, writing effective 
sentences 
Reading: pages 36-42, 317-321 
Assignments:  
¥ Watch first grammar video segment 
¥ Complete grammar module 1 and turn in by August 30 
¥ Watch video “Writing at Work: Conciseness and Precision (Part 1)” 
¥  Complete Week  2 Activities in Course Packet and turn in by September 2 
¥  Write Journal 1 and turn in by September 2. 
 
Week Three 
September 5-9 
Topics: Revising and Editing, Writing Effective paragraphs 
Reading: pages 33-46, 313-317, 321-322, 324 
Assignments: 
¥ Complete chapter exercises 4 and 5 and turn in by September 9 
¥ Complete Week  3 Activities in Course Packet and turn in by September 5 
¥ Watch video “Writing at Work: Conciseness and Precision (Part 2)” 
¥ Watch second grammar video segment 
¥ Complete grammar module 2 and turn in by September 8 
¥  Write and turn in Journal 2 by September 9 
 
Week Four 
September 12-16 
Topics: Memos, faxes, and emails 
Reading: pages 53-70, 324 
Assignments:  
¥ Complete chapter exercises 1, 3, and 5 and turn in by September 16 
¥ Watch third grammar video segment 
¥ Complete grammar module 3 and turn in by September 15 
¥  Journal 3 due by September 16;. 
 
Week Five 
September 19-23 
Topics: Letter Format 
Reading: pages 72-92 
Assignments: 
¥ Complete chapter exercises 2 and 3 and turn in by September 23 
¥ Complete Week 5 Activities in the course packet. 
¥ Watch fourth grammar video segment 
¥ Complete grammar module 4 and turn in by September 23.  
¥ Take Grammar Quiz 1 by September 23 
¥ Turn in Journal 4 by September 23.  
¥ Memo assignment due by September 20. 



 
Week Six 
September 26-30 
Topics: Writing Letters 
Reading: pages 95-115 
Assignments:  
¥ Letter  wr iting assignment due by September 30 
¥ Watch fifth grammar video segment 
¥ Complete grammar module 5 and turn in by September 30. 
 
Week Seven 
October 3-7 
Topics: Job application letters and resumes  
Reading: pages  120-140, 323 
Assignments:  
¥ Complete chapter exercises 2 and 3 and turn in by October 7 
¥ Watch sixth grammar video segment 
¥ Complete grammar module 6 and turn in by October 7 
¥ Journal 5 due by October 7. 
 
Week Eight 
October  12-19 
Topics: Job application letters and resumes continued 
Reading: pages 140-151 
Assignments:  
¥ Job Application Letter  and Resume due October 19 
¥ Watch seventh grammar video segment 
¥ Complete grammar module 7 and turn in by October 19 
¥ Take Grammar Quiz 2 by October 19 
 
Week Nine 
October 20-26 
Topics: Visuals 
Reading: pages 159-186  
Assignments:  
¥ Complete chapter exercises 2, 3, and 8 and turn in by  October 26 
¥ Complete Week  9 Activities in Course Packet and turn in by October 26 
¥ Watch eighth grammar video segment 
¥ Complete grammar module 8 and turn in by October 26 
¥ Journal 6 due by October 26 
 
Week Ten 
October 27-November 2 
Topics: Writing Instructions  
Reading: pages 196-217, 325 
Assignments:  



¥ Complete chapter exercises 3 and 6 and turn in by November 2 
¥ Complete Week  10  Activities in Course Packet and turn in by November 2 
¥ Watch ninth grammar video segment 
¥ Complete grammar module 9 and turn in by November 2. 
¥  Journal 7 due by  November 2. 
 
Week Eleven 
November 3-10 
Topics: Procedures  
Reading: pages 218-222 
Assignments: 
¥ Complete chapter exercise 7 and turn in by November 10 
¥ Instructions assignment due November 10 
¥ Complete Week 11 Activities in Course Packet and turn in by November 10 
¥ Watch tenth grammar video segment 
¥ Complete grammar module 10 and turn in by November 10 
¥  Take Grammar Quiz 3 by November 10 
 
Week Twelve 
November 11-18 
Topics: Reports  
Reading: pages 225-242 
Assignments:  
¥ Drafts of reports due by November 18 
¥ Complete Week 12  Activities in Course Packet and turn in by November 18 
¥ Watch eleventh grammar video segment 
¥ Complete grammar module 11 and turn in by  November 18.  
¥ Journal 8 due by November 18. 
 
Week Thir teen 
November 21-29 
Topics: Proposals 
Reading: pages 242-255 
Assignments:  
¥ Complete Week 12 Activities in the Course Packet and turn in by November  27.  
¥ Turn in Report final drafts by November 29 
¥  Turn in Rough Drafts of Internal and External Proposals by November 28.   
¥ Journal 9 due by November 29. 
 
Week Fourteen 
November 30-December 6 
Topics: Long Reports, Documentation 
Reading: pages  258-291 
 
Assignments: 
¥ Complete chapter exercises 1 and 2 and turn in by December 6 



¥ Complete Week Fourteen Activities by December 6   
¥ Watch twelfth grammar video segment 
¥ Complete grammar module 12 and turn in by  December 6.  
 
Week Fifteen 
December 7-13 
Topics: Presentations, Review for exam and final grammar quiz 
Reading: 293-309 
Assignments:  
¥ Final drafts of Proposals due by December 10 
¥ Take Grammar Quiz  4 by December 10. 
¥ Complete Week Fifteen Activities by December 13 
¥  Journal 10 due by December 13. 
 
Week Sixteen 
December 14-15 
Take final exam and turn in portfolio no later than 12 noon December 14. Five extra 
points on the exam will be given to students who complete the exam early.  


