


● An understanding of  the correct usage of
punctuation, capitalization, abbreviations, and
numbering

● Opportunities to practice the correct format
for written business communications  An
understanding of  how to effectively present
academic material in the form of  an oral
presentation

LEARNING OUTCOMES: Upon completion of  the course learnerswill demonstrate knowledge and
application of:

● Identify and demonstrate the correct usage of
the key components of  English grammar,
punctuation, and mechanics of  writing

● Identify common grammatical sentence
structures

● Conduct library research
● Draft a thesis statement
● Properly use APA documentation,

paraphrasing, in-text citations, and create a
reference list

● Write strong paragraphs
● Demonstrate the importance of  avoiding

cliché, jargon, wordiness, and slang
● Demonstrate the correct format for e-mail,

memos, business letters
● Explain how the tone and style of  our

language must be tailored to suit the audience
we seek to reach

● Effectively present academic material in the
form of  an oral presentation

TRANSFERABILITY:
Please consult the Alberta Transfer Guide for more information. You may check to ensure the
transferability of  this course at the Alberta Transfer Guide main pagehttp://www.transferalberta.ca.

** Grade of  D or D+ may not be acceptable for transfer to other post-secondary institutions.Students
are cautioned that it is their responsibility to contact the receiving institutions to ensure
transferability

EVALUATIONS:

Daily Work 10% ● Ten Short Quizzes (1% each)

Assignments 65% ● Assignment 1: Newsletter (15%)
● Assignment 2: Critical Response (20%)
● Assignment 3: The Oral Presentation (15%)
● Assignment 4: Business Letter (15%)

Tests 25% ● Plagiarism Test (5%)
● Grammar Test (10%)
● Objective Writing Test (10%)

Assignment details and specific instructions will be discussed in class and provided on MyClass. Assignments must be
submitted in the dropbox on MyClass by the date and time indicated. ALL assignments and tests MUST be completed and

turned in to pass the course.
Unless arrangements have been made with the instructor prior to the due date, late assignments will be docked 2% per day. If

the assignment is not received within 10 days of  the due date, a grade of  0 will be given.
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GRADING CRITERIA:
Please note that most universities will not accept your course for transfer credit IF your grade is less than
C-.

Alpha Grade 4-point
Equivalent

Percentage
Guidelines

Alpha
Grade

4-point
Equivalent

Percentage
Guidelines

A+ 4.0 90-100 C+ 2.3 67-69
A 4.0 85-89 C 2.0 63-66
A- 3.7 80-84 C- 1.7 60-62
B+ 3.3 77-79 D+ 1.3 55-59
B 3.0 73-76 D 1.0 50-54
B- 2.7 70-72 F 0.0 00-49

COURSE SCHEDULE/TENTATIVE TIMELINE:
DATE TOPIC OER READING ASSIGNMENTS &

DUE DATES

1 September 1 Introduction /Course Outline 1.2 Why is it Important
to Communicate Well?

Intro Paragraph Due
- Time Permitting

2 September 6 Plagiarism 6.5 Paraphrase and
Summary vs. Plagiarism

3 September 8 Grammar: subjects and main verbs 13.2 Subject-Verb
Agreement

Test 1:Plagiarism

4 September 13 Grammar: verb tense and
subject-verb agreement

13.3 Verb Tense Quiz 1

5 September 15 Grammar: pronouns, commas,
colons, and semicolons

14.2 Commas, 14.4
Colons, 14.3 Semicolons

6 September 20 Grammar: syntax 13.1 Sentence Writing Quiz 2

7 September 22 Grammar Test 2: Grammar

8 September 27 The Paragraph 17.2 Effective Means for
Writing a Paragraph

9 September 29 The Paragraph Quiz 3

10 October 4 The Newsletter

11 October 6
*last class before fall
break

The Newsletter Quiz 4
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October 11 &
13

Fall Break - No Classes

12 October 18 Proofreading and Editing Assignment 1:
Newsletter Due

13 October 20 Critical Reading and Thinking

14 October 25   Critical Reading and Thinking
- Research Strategies and
Referencing the Work of  Others:
Guest Speaker

Quiz 5

15 October 27 Critical Reading and Thinking
-Topic and article selection

16 November 1  Critical Reading and Thinking
-Drafting a response

Quiz 6

17 November 3 The Oral Presentation 4.2 Oral vs. Written
Communication

Assignment 2:
Critical Response
Due

18 November 8 The Oral Presentation:
-Organizing/Practicing

20.3 Movement in Your
Speech Quiz 7

19 November 10 The Oral Presentation:
Recording/Self  Evaluation

Assignment 3: Oral
Presentation Due

20 November 15 Objective Reporting Quiz 8

21 November 17 Objective Reporting
22 November 22 Objective Reporting Quiz 9

23 November 24 Business Writing 11.5 Letters Test 3:Objective
Reporting

24 November 29 Business Writing

25 December 1 Reading for Pleasure

26 December 6 Responding to Literature

27 December 8 Responding to Literature Quiz 10
Assignment 4:
Business Letter Due

28 December 13 Wrap up

29 December 15 Flex Day

STUDENT RESPONSIBILITIES:
Northwestern Polytechnic expects students’ conduct to be in accordance with basic rights and
responsibilities. Please refer to the NWP calendar regarding rights and responsibilities.

Copyright © 2022, Northwestern Polytechnic and its licensors. 4



/programs/calendar/
/about/administration/policies/index.html

