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Blackboard  https://uic.blackboard.com 
 

 

Course Description, Goals, and Objectives 

 

Course Description 

The biggest problem with communication is that people believe it has occurred. How do you 

know your audience understands what you mean? “I can’t wait for you to sign the contract on 

December 31.” Or, “After being in the refrigerator for a week, Sally said the salad tasted 

strange.” Is there more than one way to interpret those two messages? In addition to clarity, 

communication succeeds when the source is credible. Without clarity and credibility, we fail to 

communicate, and we fail to achieve our desired results.  

 

BA 200 will introduce you to the fundamentals of the communications process in business, and 

apply those fundamentals through discussion and writing. This is a practical course intended to 

improve your writing skills and speaking skills which will increase your credibility. We will 

read, analyze, and write essential business documents: memos, e-mails, letters, and short reports. 

You will also learn how to deliver a good presentation – every time you speak. The writing 

process will be discussed in detail looking at syntax, supporting evidence with facts, and 

developing an awareness of audience. BA200 challenges you to evaluate the way you think, the 

way you write, and the way you speak.  
 

Please understand that business is relational - not transactional. Through effective 

communication/credibility relationships develop. Every business opportunity is a relationship 

that can be developed into many possibilities. Many people do not interview for new jobs, but 

are hired away from existing ones due to effective communication skills that result in worthwhile 

relationships.   

 

 

 

 



  

Learning Outcomes 

Upon successful completion of BA 200 Managerial Communication, students will be able 

to:  
 

1.      Demonstrate competence in the use of conventional written business forms using 

accepted mechanics, grammar, style, and format. 

2.      Perform satisfactorily on standard writing evaluation measures such as Criterion and 

in written assignments (memoranda/letters/proposals/reports). 

3.      Analyze business communication contexts rhetorically by understanding audiences, 

purposes, and situations. 

4.      Develop logical, effective approaches to solving business problems through written 

communication. 

5.      Demonstrate ability to apply knowledge of writing strategies. 

6.      Create written documents that analyze and propose solutions to business problems. 

7.      Analyze the ethical responsibilities involved in written business communication. 

8.      Deliver a presentation effectively by gaining and keeping the audience’s attention 

while delivering a clear, purposeful message. 

9.      Communicate effectively with diverse audiences, both verbally and in written form. 

10.    Collaborate on communication projects. 

 

COURSE MATERIALS 

 

Required Texts 

Kohler, Write It So They Read It (On-line edition/PDF files provided by your instructor). 
 

Brusaw, Alfred and Oliu, The Business Writer’s Handbook. Editions 10 or later will do.  

(ISNB# 978-0-312-57510-6); New York: St. Martin’s Press, 1997. Bring this to class every day. 

Available in the UIC Bookstore. 
 

Strunk & White, The Elements of Style, any edition. Available in the UIC Bookstore. 
 (ISNB# 0-205-30902-X) 
 

Human Synergistics, Real Time Activity Feedback (a self-evaluation to determine your personal 

blind spots). Life Styles Inventory ($16.00) – Proof of Purchase Code needed from UIC 

Bookstore. Assignment to be completed online. 
 

Criterion Writing Aid (available in UIC Bookstore @ $17.00) 

 

Recommended (Optional) Texts or Other Materials 

American Heritage Dictionary, Third College Edition (Hardcover). 

A thesaurus. 

 

COURSE POLICIES - “Do unto others as you would have them do unto you.”  

How you treat others in this classroom will impact your grade. Courtesy and respect are 

communicated in every relationship and increase your credibility/professionalism. Businesses 

will note this about you when they interview you. I know of a man who was awarded a job 

because of the way he treated the secretary while sitting outside his future boss’s office. He 

thought he was waiting for his new boss to interview him while this secretary spoke to my friend. 

In truth, she was interviewing him. He was the only candidate who treated her professionally and 



  

with respect. He was offered the position as a result. Develop that awareness now in the 

classroom. 

 

Grading (for specific grading criteria, see “Grading Criteria” below.) 

1. Submit all written assignments on time.     

2. Complete all assigned readings.      

3. Meet with me at least once during the semester.    

4. Actively participate in classroom discussions. 

5. No whining or complaining. When you complain, half the people don’t care … and the other 

half are glad. 

 

Cellular Phones 

Turn off your phone before entering the classroom. Use of cell phones is not allowed. If your cell 

phone rings in class, I will answer it for you. If you text in class, your phone will be confiscated 

and sold to the highest bidder. Attendance Policy 

You are expected to attend all classes. Do not arrive late. If you arrive late, you will be asked to 

make a 90-second presentation. You are allowed two absences for the semester.  

 

Policy for Missed or Late Work 

Late work will receive a penalty of one letter grade for each day it is late. Quizzes can not be 

made up. They are given on-line with a 48-hour window to complete the quiz. It is expected you 

will complete the work. See me to discuss personal hardships or emergencies. 

 

Lap Top Computers - Forbidden   Do NOT use computers in class. Take notes manually and 

later transpose them to your computer for better retention. Research has proven you will retain 

more information longer if you handwrite notes versus typing notes. But DO take notes in class. 

You will miss valuable information needed for specific projects and/or exams if you do not. If 

you check e-mail or surf the Internet during class lectures or student presentations, you will be 

asked to deliver a 90-second extemporaneous talk immediately.  

 

Electronic Communication 

Communicate with me via e-mail. Each of my BA200 sections has its own e-mail address. 

Submit all assignments through this assigned e-mail address. Communicate with me via e-mail 

or address question in class. 

 

All assignments will be returned via e-mail or graded on-line via Blackboard (e.g., the four 

quizzes will be taken via Blackboard). 

 

Academic Integrity Policy  

This course and its associated coursework are being administered under the policies of the 

University of Illinois at Chicago (UIC) College of Business Administration Honor Code. All 

students are expected to respect and uphold the Honor Code found at this link: 

http://catalog.uic.edu/ucat/colleges-depts/business-administration/#j4.  

In keeping with CBA policy, evidence of academic dishonesty may result in a failing grade for 

the course and disciplinary review by the University. Academic dishonesty includes, but is not 

limited to, cheating (giving or receiving aid), fabrication/falsification, plagiarism (including not 

accurately referencing source material), bribes, favors or threats, examination by proxy (taking 

http://catalog.uic.edu/ucat/colleges-depts/business-administration/#j4


  

an exam for someone else), grade tampering and submitting non-original works authored by 

someone other than the student. Refer to the student handbook or Student Disciplinary 

Procedures for definitions and details:  

http://www.uic.edu/depts/dos/docs/Standards%20of%20Conduct.pdf and 

http://www.uic.edu/depts/dos/docs/Disciplinary%20Actions.pdf  

For a complete review of UIC policies regarding intellectual integrity and academic honesty, 

please visit: http://www.uic.edu/depts/dos/conductforstudents.shtm 

Instances of academic misconduct by students will be handled pursuant to the Student 

Disciplinary Policy: 

http://dos.uic.edu/docs/Student%20Disciplinary%20Policy.pdf  

 

RELIGIOUS HOLIDAYS 

Students who wish to observe their religious holidays shall notify the faculty member by the 

tenth day of the semester of the date when they will be absent unless the religious holiday is 

observed on or before the tenth day of the semester.  In such cases, the student shall notify the 

faculty member at least five days in advance of the date when he/she will be absent.  The faculty 

member shall make every reasonable effort to honor the request, not penalize the student for 

missing the class, and if an examination or project is due during the absence, give the student an 

exam or assignment equivalent to the one completed by those students in attendance.  If the 

student feels aggrieved, he/she may request remedy through the campus grievance procedure. 

http://oae.uic.edu/docs/ReligiousHolidaysFY20152017.pdf 

 

ACADEMIC DEADLINES 

All deadlines are final. Late papers will not be accepted. Major assignments will be presented the 

first day of class. Please check your syllabus and Blackboard for due dates. The syllabus will 

alert you to an assignment. Blackboard will provide detailed information about what is expected 

of you.   

 

DISABILITY ACCOMMODATION 

Concerning disabled students, the University of Illinois at Chicago is committed to maintaining a 

barrier-free environment so that individuals with disabilities can fully access programs, courses, 

services, and activities at UIC. Students with disabilities who require accommodations for full 

access and participation in UIC Programs must be registered with the Disability Resource Center 

(DRC). Please contact DRC at (312) 413-2183 (voice) or (312) 413- 0123 (TDD).  More 

information may also be found at the DRC Website located at http://drc.uic.edu/guide-to-

accomodations. 

 

Students requesting accommodation must provide each instructor with a letter outlining the 

specific accommodations requested for a specific course. These letters are developed by the DRC 

in coordination with the student and presented to the instructor by the student prior to the start of 

each semester.  

 

 

 

 

 

http://www.uic.edu/depts/dos/docs/Standards%20of%20Conduct.pdf
http://www.uic.edu/depts/dos/docs/Disciplinary%20Actions.pdf
http://dos.uic.edu/docs/Student%20Disciplinary%20Policy.pdf
http://oae.uic.edu/docs/ReligiousHolidaysFY20152017.pdf
http://drc.uic.edu/


  

COURSE REQUIREMENTS, METHODS OF EVALUATION & GRADING POLICIES 

Major Assignments for the Semester: 

 

• Read The Necessary Art of Persuasion article immediately. Prepare for Blackboard quiz 

Sept 11. 

• Write a BLT Memo: Business Lunch with a business professional to seek writing 

advice. Due Oct 6. 

• Write an Informational Interview Report – IIR: Interview a business professional in 

person/ write a three-page report on business advice. Report due Tuesday, Oct 24. 

• Write a Case Study: Analyze and propose a solution to a business problem. Due Friday, 

Nov 21. Blackboard will provide details. 

• Write a resume. 

• Final Project: Student team presentations due Nov 30 through Dec 15. Blackboard will 

provide details. 

 

Evaluation Criteria 

BA200 Grading Criteria-Fall 2017 

Your grade at the beginning of the semester begins at zero. You earn the following points.  
 

Item       Assignments - Points 

1.  Complete all assigned readings.   Final Project    …………. 300 pts 
 

2.  Complete all written assignments.    
 

3.  Homework…………………………………………………………………... 150 pts 

 

4.  Reports ….…………………………………………………………………. 300 pts 

 

4. Case Study Analysis ………………………………………………………… 150 pts 

 

5.  Quizzes (25 points each)  ……………………………………………….  100 pts 

    

Total Points:          1000 pts 

 

Midterm Grades 

Please meet with me to discuss your midterm grade. A major portion of the assignments are 

graded after the eighth week and your grade may be influenced significantly as a result. I 

welcome meeting with you at any time to discuss papers, grades and projects for this class. 

 

Final Exams 

BA200 offers no final exam per se, but a final vocabulary exam will be given, and the final exam 

schedule will be followed to allow all students to complete their final project 

presentation/discussion (see Blackboard for details). The final exam for your section of BA200 

can be found @ 

http://www.uic.edu/depts/oar/current_students/calendars/final_exam_schedule.html 

 

 

http://www.uic.edu/depts/oar/current_students/calendars/final_exam_schedule.html


  

GRIEVANCE PROCEDURES 

UIC is committed to the most fundamental principles of academic freedom, equality of 

opportunity, and human dignity involving students and employees. Freedom from discrimination 

is a foundation for all decision making at UIC. Please study the University's “Nondiscrimination 

Statement” and read “Public Formal Grievance Procedures”. Information on these policies and 

procedures is available on the University web pages of the Office of Access and Equity: 

http://oae.uic.edu/. 

 

UIC RESOURCES  

If you find yourself having difficulty with the course material or any other difficulties in your 

student life, don’t hesitate to ask for help! Come to me, or if it is about an issue beyond this 

class, please contact your college advisors, or get help from any number of other support services 

on campus. You can get a referral to the right place, or help on the spot, from concerned advisor 

in the Undergraduate Success Center (USC) at usc@uic.edu.  
 

The Writing Center, located in Grant Hall 105, offers one-on-one consultation with student 

writers who need help developing ideas, or need advice, guidance or additional instruction on 

any aspects of writing in any class. Tutors are prepared to spend fifty minutes per appointment, 

and there is no limit to the number of tutoring sessions you can have each semester. Make an 

appointment and be on time. Bring the paper on which you're working, as well as any related 

drafts or notes, and information about the assignment. For an appointment, call the Writing 

Center at (312) 413-2206, or stop by room 105 of Grant Hall. Visit the Writing Center website at 

www.uic.edu/depts/engl/writing for more information.  

 

The Science and Learning Center, located in the Science and Engineering South Building 

(SES) 201B, is a meeting place for students in Biological Sciences, Chemistry, Earth and 

Environmental Sciences, and Physics. At the SLC, students can meet with graduate teaching 

assistants for tutoring in 100-level courses, arrange informal group study sessions with other 

students, or meet up with friends to attend one of the workshops, seminars, or other activities 

sponsored by the SLC during the semester.  Visit the website at 

http://www.uic.edu/depts/bios/facilities/science_learning_center.shtml 
 

The UIC Library 

The library is located both on east and west campus, provides access to resources, study rooms, 

and research support both online via chat and in person. At Daley Library on the east side of 

campus, stop by the reference desk in the IDEA Commons, or make an appointment for research 

help on either side of campus. Learn more about library policies at http://library.uic.edu/. To find 

research materials in specific subject areas view the Research Guides at 

http://researchguides.uic.edu/. 
 

Public Computer Labs 

These labs are available throughout campus where you may write and/or print out your work. For 

a list of labs and the hours they’re open, go to www.accc.uic.edu/pclabs. NOTE: Do not wait 

until the last minute to print out papers. Sometimes labs have long lines of students waiting for 

access.  
 

The Academic Center for Excellence can help if you feel you need more individualized 

instruction in reading and/or writing, study skills, time management, etc. Phone: (312) 413-0031.  

 

http://www.uic.edu/depts/oar/campus_policies/nondiscrimination_statement.html
http://www.uic.edu/depts/oar/campus_policies/nondiscrimination_statement.html
http://www.uic.edu/depts/oar/campus_policies/public_grievance_procedures.html
http://oae.uic.edu/
mailto:usc@uic.edu
http://www.uic.edu/depts/engl/writing
http://www.uic.edu/depts/bios/facilities/science_learning_center.shtml
http://library.uic.edu/
http://researchguides.uic.edu/
http://www.accc.uic.edu/pclabs


  

Counseling Services are available for all UIC students. You may seek free and confidential 

services from the Counseling Center www.counseling.uic.edu. The Counseling Center is located 

in the Student Services Building; you may contact them at (312) 996-3490. In addition to 

offering counseling services, the Counseling Center also operates the InTouch Crisis Hotline 

from 6:00 p.m.-10:30 p.m. They offer support and referrals to callers, as well as telephone crisis 

interventions; please call (312) 996-5535. 

Campus Advocacy Network Under the Title IX law you have the right to an education that is 

free from any form of gender-based violence and discrimination. Crimes of sexual assault, 

domestic violence, sexual harassment, and stalking are against the law and can be prevented. For 

more information or for confidential victim-services and advocacy contact UIC’s Campus 

Advocacy Network at 312-413-1025 or visit http://can.uic.edu/. To make a report to UIC’s Title 

IX office, contact Rebecca Gordon, EdD at TitleIX@uic.edu or (312) 996-5657. 

CAMPUS SECURITY 

As a UIC student, you've chosen to live in one of the nation's largest cities. But, as at any 

university, crime is a reality. At UIC, we are strongly committed to our public safety programs, 

and we encourage students to be proactive in learning what programs and services are available 

in case of an emergency.  You are DISCOURAGED from staying in university buildings alone, 

including lab rooms, after hours and are ENCOURAGED to use the POLICE/STUDENT patrol 

escort if you are uncomfortable traveling anywhere on campus. You may request an escort to 

accompany you to your campus destination on foot by calling 312-996-2830, and between 11:00 

pm and 7:00 am you can dial the Red Car service (312-996-6800) if you are alone and need to 

leave the building. Through Red Car, the university has established a safe evening transportation 

service for university employees, students, visitors, and other authorized individuals. The car 

travels between university facilities within the following general boundaries: Clinton Street on 

the east; Western Avenue on the west; Jackson Boulevard on the north; and, 16th on the south. 

This service is available only to individuals possessing a valid UIC i-card. The i-card is required 

to ensure the safety of the driver and other passengers.  Consult the following for more 

information: http://www.uic.edu/uic/studentlife/campus/safety.shtml 

 

Also you can subscribe your cell phone to receive text message alerts. An immediate SMS text 

alert will be sent in case of a serious crime in progress, a weather emergency, or other urgent 

situation. (http://sms.accc.uic.edu).  Finally, by dialing 5-5555 from a campus phone, you can 

summon Police or Fire for any on-campus emergency. You may also set up the complete number, 

1-312-355-5555, on speed-dial on your cell phone. For more information contact: 

http://www.uic.edu/uic/studentlife/campus/emergency-information.shtml 

 

Emergency Response Recommendations 

The emergency response guide can be found at the following website: 

https://www.ready.uic.edu/emergency_guide It is encouraged that you to review this website and 

guide as well as the campus building floor plans website within the first 10 days of 

class. https://fimweb.fim.uic.edu/Home.aspx. 

 

 

http://www.counseling.uic.edu/
http://can.uic.edu/
mailto:TitleIX@uic.edu
http://www.uic.edu/uic/studentlife/campus/safety.shtml
http://sms.accc.uic.edu/
http://www.uic.edu/uic/studentlife/campus/emergency-information.shtml
https://www.ready.uic.edu/emergency_guide
https://fimweb.fim.uic.edu/Home.aspx


  

BA200 Syllabus 

 

Week 1  Class Topic Communication/Culture/Team Building Assignments 

Tuesday – Aug 29  Introduction to Business Communication – WIIFM?  

Tell Me About Yourself (90 secs)  

Introduce Real Time Activity Feedback – Personal Styles Inventory; 

Review Vocabulary list (Blackboard); Introduce Criterion to evaluate 

writing on memoranda, letters, proposals, and reports.   

    

Thursday - Aug 31 Discover Your Temperament/Personal Styles Inventory   

Read The Necessary Art of Persuasion (see Sept 11)  

Read BWH pp xv-xxii &182-185; review vocabulary; read S&W Forward 

Write an e-mail inviting a business professional to lunch: See Sept 21. 
 

Week 2  Communication/Culture/Team Building   

Tuesday - Sept 5 Culture & communication:  Analyze business communication contexts. 

Understand how diverse audiences determine your approach. Situations and 

cultural context influence the message. Read Write It So They Read It, Chapter 1 
 

Thursday - Sept 7 Business writing is not academic.  Read BWH pp 393-402 

Purposeful, Economical, & Reader-oriented - Recognize Your Audience  

 “A Writing Sequence”   Read BWH p 113 (Audience)  

Friday      - Sept 8  Select a company to research with your team; determine how to enhance an 

existing product or introduce a new product to the company’s top five clients (See Nov 30). 

 

Week 3  Class Topic Critical Thinking  Assignments 

Monday   - Sept 11 Complete The Necessary Art of Persuasion quiz on Blackboard. 

Tuesday   - Sept 12 Archie Sutton Memo   Read Write It So They Read It, Chapter 2 

Critical thinking discussion: Discuss logical, effective approaches to 

solving business problems. Read BWH pp 175-180    

Thursday - Sept 14 Make every word count. Read BWH p 544 

   The Wizard of Is – Active verbs; Read S&W pp 15-18 

Read Write It So They Read It, Chapter 3 

Quiz #1- Readings, class notes, punctuation & vocabulary. 
 

Week 4  Class Topic Basic Writing               Assignments     

Tuesday    - Sept 19 Business Letter – Inquiry & format 

 Routine Business Letters/ Claim Letters 

Write a claim letter in class. (See Blackboard for details)    

Thursday  - Sept 21 BLT Memo Discussion - Write an e-mail inviting a biz pro to lunch: 

Appointment Memo Due (for BLT Lunch) 

    

Week 5        

Tuesday    - Sept 26 Clichés & How to avoid them   Read S&W pp 34-38 

Thursday   - Sept 28 Concise Phrasing: “Tell me the time; don’t tell me how to make a watch.” 

   Read S&W p 23, see Rule #17  

 

 

 



  

Week 6  Class Topic Writing Ethically               Assignments    

Tuesday     - Oct 3 Tone: Direct Letters & Goodwill Messages    

Read Write It So They Read It, Chapter 4 

Thursday   - Oct 5 E-mails   Read BWHB pp 288-289, 459 

    Business Writing Discussion – Case Study  

Read Write It So They Read It, Chapter 5 

       Read BWHB pp 114-115    

“Thank You” notes See examples in your binder. 

Friday        - Oct 6 BLT Memo Due (Lunch memo with a business professional)  

   Quiz #2 (on-line)- Vocabulary, BWHB & class discussions 
  
 

Week 7  Class Topic  Short Report Format  Assignments 

Tuesday      - Oct 10  Ethics: Business writing demands it. What is legal is not necessary 

ethical. Analyze/propose a solution to a problem your company faces with a product or service. 

 

Thursday    - Oct 12 Review Informational Interview Report (IIR)  

Avoid “you” - write in the 3rd person.  

Discuss writing problems posed by IIR/Short report  

 

Week 8        

Tuesday     - Oct 17 Rough Draft Due -Informational Interview/Short Report    

Read Write It So They Read It, Chapter 6 

    Read BWH pp 393-402     

Thursday   - Oct 19 Politely refusing requests - Write a polite refusal in class  

   Quiz #3 on Blackboard       

 

Week 9    

Tuesday     - Oct 24 Presentation Strategies 

Informational Interview Report (IIR) Due  Turn it in via E-mail  

Thursday    - Oct 26 Persuasive Messages - provide supporting evidence/proper tone/word choice 

    

Week 10    

Tuesday      - Oct 31 Present advice learned from Informational Interview Report/ Teams of 4 

Thank You Note is Due (Send a copy of handwritten note via e-mail.)  

Thursday    - Nov 2 Present advice learned from Informational Interview Report/ Teams of 4 

Business Writing Discussion – Case Study Due 

 

Week 11    

Tuesday      - Nov 7 Write Your Resume – How to find a job before graduation.   

   “What Color is Your Parachute?”    

Thursday    - Nov 9  Critique Resumes, cover letters - BLT Memo is Due 

Quiz #4 on Blackboard 

 

Week 12  Final Project  

Tuesday      - Nov 14 How to Gain and Keep Your Audience’s Attention 

The Law of Unintended Consequences – Business Ethics 

Thursday    - Nov 16 Four Bites for Business -  Case Analysis Rough Draft/ In-class review.  
 



  

Week 13   

Tuesday      - Nov 21 Case Study: Final Draft Due (via e-mail) 

   Final Vocabulary Quiz – in class  

Thursday    - Nov 23 No Class - Thanksgiving Vacation  
 

Week 14  Final Project 

Tuesday      - Nov 28 Rehearse final project in class.    

Thursday    - Nov 30 Present your final project/ Two teams of 4 (See Blackboard for details) 
 

Week 15    

Tuesday   - Dec 5 Present your final project/ Two teams of 4  

Thursday - Dec 7 Present your final project/ Two teams of 4  

 

Week 16 - Final Exam Week – Present your final project/ Four teams of 4 (30 mins per team) 

 

**The Necessary Art of Persuasion article is available on Blackboard. 

PDF File “Binder” found on Blackboard = Writing with a Purpose  

BWH = The Business Writer’s Handbook  

S&W = Strunk & White: The Elements of Style 

 

BA200 Grading Criteria-Fall 2017 

Your grade at the beginning of the semester begins at zero. You earn the following points.  

 

Item       Assignments - Points 

1.  Complete all assigned readings.   Final Project    …………. 300 pts 
 

2.  Complete all written assignments.    
 

3.  Homework…………………………………………………………………... 150 pts 

 

4.  Reports …..…………………………………………………………………. 300 pts 

 

4. Case Study Analysis ………………………………………………………… 150 pts 

 

5.  Quizzes (25 points each)    ……………………………………………….  100 pts 

    

Total Points:          1000 pts 



  

Point Breakdown for Homework Assignments 

 

Homework Assignments – 150 points (See Blackboard for Details) 

The Necessary Art of Persuasion Quiz        10 points 

Claim Letter             15 pts 

Polite Refusal memo           15 pts 

Thank You Notes (IIR & BLT)- show me a copy of the hand-written originals   10 pts 

Blackboard Assignments/ Exercises       100 pts 

 

Reports – 300 pts (See Blackboard/Assignments for Details) 

 

Informational Interview Report (Interview a business professional for advice) 150 pts 

BLT Memo  (In a team of 3, take a professor/businessman/woman to lunch) 150 pts 

 

Note: 

This class requires daily work (See Strunk & White, The Elements of Style, page IX of the 

Foreword. Read the first three words of the second paragraph). Do the work every day and you 

will excel; write “the night before,” and you will not excel. “Revision” is your best friend. Your 

papers will be graded and returned via e-mail. If you have questions about your paper, see me 

privately.  

 

Quizzes (100 points) cover in-class discussions, readings, vocabulary, and grammar/punctuation 

exercises. 

 

 

 


