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PLEASE LOOK HERE!!!I Business Writing 1
B Semester Syllabus
Michael Turton, Instructor
http://users2.ev1.net/~turton/syll/business.html AFL Department
Textbook:
The Handbook of Quick
Business Letters
by Clyde Warden and Judy Chen
Schedule
Class Schedule
Week 1&2 Introduction to Letter
Writing
Week 3-5 Employment letters
Week 6-8 Inquiries
Week 9-11 Sales Letters
Week 12-14 Trading
Week 15+ Review and Final
BEAR Syllabus

Final

Final test will be to write a letter
from one of the many we have
studied this semester. There will
be no midterm.

GRADES:

Grades will be based on
homework and class attendance.
If you miss class six times, you
will fail. If you do not do the
homework, you will fail. if you
hand me homework that you have
copied from another source, you
will fail.

Office Hours and contact
information: See here
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