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Course Information 
Articulation Request:
CB03 - TOP Code:
CB04 - Credit Status:
CB05 - Transfer Status:
CB08 - Basic Skills Status:
CB09 - SAM Priority Code:
CB10 - Cooperative Work Experience:
CB11 - Course Classification Status:
CB13 - Approved Special Class:
CB21 - Prior Transfer Level:
CB22 - Noncredit Category:
CB23 - Funding Agency Category:
CB24 - Program Status:
 Please select the appropriate box(s) of the modalities in which this course will be offered, and fill out the appropriate sections for that mode. 
JUSTIFICATION OF NEED: 
CATALOG DESCRIPTION: 
COURSE OBJECTIVES: 
STUDENT LEARNING OUTCOMES:  
A.  COURSE OUTLINE AND SCOPE 
1.  Outline of topics or content: 
2.  If a course contains laboratory or clinical/field hours, list examples of activities or topics: 
3.  Examples of reading assignments: 
4.  Examples of writing assignments: 
5.  Appropriate assignments to be completed outside of class: 
6.  Appropriate assignments that demonstrate critical thinking: 
7.  Other assignments (if applicable): 
___________________________________________________________________________________________________________________________
B.  FACE-TO-FACE COURSE SECTIONS:  
Face-to-face education 
Is a mode of delivery in which instruction is delivered in a traditional classroom setting, with instructor and students located simultaneously in the same classroom facility.
1.  Describe the methods of instruction:  
2.  Describe the methods of evaluating of student performance. 
3.  Describe how the confidentiality of the student’s work and grades will be maintained. 
4.  If the course has a lab component, describe how lab work is to be conducted and how student work 
is to be evaluated. 
NOTE: Students will be encouraged by instructors of this course to direct themselves to the College’s Disabled Students’ 
Programs and Services (DSP&S) department if they believe they have a learning disability.   
___________________________________________________________________________________________________________________________ 
C.  CORRESPONDENCE EDUCATION COURSE SECTIONS (Correspondence, hybrid correspondence) 
Correspondence education 
is a mode of delivery in which instructional materials are delivered by mail, 
courier or electronic transmission to students who are separated from the instructor by distance.  Contact 
between instructor and students is asynchronous.
Hybrid correspondence education
 is the combination of correspondence and face-to-face interaction 
between instructor and student.  
1.  Describe the methods of instruction. 
2.  Describe the methods of evaluating student performance. 
3.  Describe how regular, effective contact between the instructor and a student is maintained. 
4.  Describe procedures that help verify the individual submitting class work is the same individual  enrolled in the course section. 
5.  Describe procedures that evaluate the readiness of a student to succeed in a correspondence or hybrid correspondence course section. 
6.  Describe how the confidentiality of the student’s work and grades will be maintained. 
7.  If the course has a lab component, describe how lab work is to be conducted and how student work  is to be evaluated. 
8.  If the course requires specialized equipment, including computer and computer software or other equipment, identify the equipment, and describe how it is to be accessed by students. 
Note: Students will be encouraged by instructors of this course to direct themselves to the College’s Disabled Students’ 
Programs and Services (DSP&S) department if they believe they have a learning disability. 
___________________________________________________________________________________________________________________________ 
D.  DISTANCE EDUCATION COURSE SECTIONS (online, ITV, hybrid) 
Online education 
is a mode of delivery in which all instruction occurs online via the Internet.  Student and 
instructor access to email and the Internet is required.  Students are required to complete class work using 
email, chat rooms, discussion boards and other instructional online venues. 
Interactive television (ITV) 
is a mode of synchronous delivery in which instruction occurs via interactive 
television (closed circuit). 
Hybrid instruction 
is a combination of face-to-face instruction and online instruction.  
1.  Describe the methods of instruction. 
2.  Describe the methods of evaluating of student performance.
3.  Describe how regular, effective contact between the instructor and a student is maintained. 
4.  Describe procedures that help verify the individual submitting class work is the same individual enrolled in the course section. 
5.  Describe procedures that evaluate the readiness of a student to succeed in an online, ITV or hybrid  course section. 
6.  Describe how the confidentiality of the student’s work and grades will be maintained. 
7.  If the course has a lab component, describe how lab work is to be conducted and how student work is to be evaluated. 
8.  If the course requires specialized equipment, including computer and computer software or other equipment, identify the equipment, and describe how it is to be accessed by students.   
Note: Students will be encouraged by instructors of this course to direct themselves to the College’s Disabled Students’ 
Programs and Services (DSP&S) department if they believe they have a learning disability. 
___________________________________________________________________________________________________________________________
E.  REPRESENTATIVE TEXTBOOKS AND OTHER READING AND STUDY MATERIALS:
List author, title, and current publication date of all representative materials.   
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LIBRARY: ___________________________________________________________________________  
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CHAIR OF CURRICULUM COMMITTEE: _________________________________________  
DATE: ___________________________ 
SUPERINTENDENT/PRESIDENT: ________________________________________________  
DATE: ___________________________ 
	TextField1: CCC000588120
	TextField1: BUS 202 is required for the Business Management Certificate of Achievement, and fulfills a course requirement for the Associates of Arts, Liberal Arts, with an emphasis in Business and Technology. The course is major preparation for five CSUs.
	TextField1: The course applies the principles of ethical and effective communication to the creation of letters, memos, emails, and written and oral reports for a variety of business situations.  The course emphasizes planning, organizing, composing , and revising business documents using word processing software for written documents and presentation-graphics software to create and deliver professional-level oral reports. 
	TextField1: 1. Analyze and recommend a plausible resolution to ethical dilemmas in business communications.2. Edit and proofread written business communications to enhance clarity and impact.3. Write effective routine good-news and goodwill communications using the direct approach.4. Write effective bad-news messages using the indirect approach.5. Write communications that seek to persuade a customer to take an action.6. Use a prescribed format, write a recommendation to management to take an action.7. Write a cover letter and resume according to prescribed formats.8. Explain effective responses to the ten most typical interview questions.9. Define plagiarism and demonstrate understanding of how sources are properly documented.10. Demonstrate understanding of business terminologies and practices in different cultures and countries.11. Demonstrate understanding in the use of social media in business situations.12. Demonstrate understanding of proper etiquette in various business situations.
	TextField1: 1. Evaluate a plausible resolution to an ethical dilemma in business communications.2. Explain five effective strategies in managing team problem-solving sessions.3. Identify seven writing weaknesses and provide appropriate edits to enhance the professionalism of the sample document.
	TextField1: The course covers the theory of written and oral communications in a business environment, and conducts a critical analysis of the organization, content, style, tone, grammar, format, and appearance of business messages.  Students analyze business situations and plans, and organize, write and revise letters, memos, emails and reports.
	TextField1: n/a
	TextField1: Readings from the assigned textbook supplemented by readings from scholarly sources as well as from business media, including the Wall Street Journal,  BusinessWeek, Fortune and other business publications.  
	TextField1: Students will prepare and submit for grades at least two of the following types of business messages:a.  Report analyzing a problem or question, providing: an examination of alternative solutions, recommendation for the best solution and plan for implementation.  Report would include data back-up and documentation for support.b. Oral presentation, using presentation software or multimedia, on a topic suitable for a business situation.  Submitting  the written text of presentation would be part of the assignment.c. Employment cover letter and resume.d. Letter or memorandum delivering bad (or negative) news to one or more persons.e. Letter or memorandum seeking to persuade one or more persons to take a particular action in a suitable business situation.
	TextField1: Assignments include but are not limited to reading assigned textbook passages, completing written assignments, and participating in group projects. 
	TextField1: Assignments demonstrating critical thinking include: strategic planning and writing of documents, written and oral problem-solving sessions based on simulated business situations, and the written analysis and resolution of ethical dilemmas in business situations.
	TextField1: Note: Students will be encouraged by instructors of this course to direct themselves to the College’s Disabled Students’ Programs and Services (DSP&S) department if they believe they have a learning disability.
	TextField1: A variety of instructional methods will be used, including, but not limited to the following: homework exercises, lectures, classroom discussions, demonstrations, videos, PowerPoint presentations, computer-aided exercises, and collaborative group exercises. Guest speakers may also be used when appropriate.
	TextField1: Students will be graded based on their performance using the following assessment methods: exams, quizzes, research papers, homework exercises, group exercises, participation, and in-class presentations. 
	TextField1: Instructors shall make reasonable efforts to protect the confidentiality of students’ grades and graded work consistent with practices described in the Family Education Rights and Privacy Act (FERPA).
	TextField1: n/a
	TextField1: Methods of instruction for this course taught via distance education may include, but are not limited to: instructional materials delivered by mail, email correspondence, private consultation, voicemail, and instruction by computer-aided programs, including the Bridge.
	TextField1: Students enrolled in this course via correspondence education will be graded based on their performance on one or more of the following methods of assessement: exams, homework exercises, and written reports.
	TextField1: Regular, effective contact includes, but is not limited to, exams; quizzes; essays; research papers; graded homework assignments; syllabus receipt; office hours; instant messaging; and synchronous online discussions, e-mails, letters, notes, phone calls, or postings on the Bridge between instructor and student.
	TextField1: Consistent with policy elements listed in the ACCJC’s “Policy on Distance Education and on Correspondence Education,” the College verifies the identity of a student who participates in class or coursework by using, at the College’s discretion, such methods as a secure log-in and password, proctored examinations, or other technologies or practices that are developed and effective in verifying each student’s identification.
	TextField1: The procedure might consist of a short assessment questionnaire prepared by the instructor and self-administered by the student.  The questionnaire would evaluate areas such as working independently, adhering to timelines, and familiarity with working online and with computer technology.  The student would use the resulting score to evaluate his or her readiness to take the course in a correspondence or hybrid correspondence instructional mode.
	TextField1:  Instructors shall make reasonable efforts to protect the confidentiality of students’ grades and graded work consistent with practices described in the Family Education Rights and Privacy Act (FERPA).
	TextField1: n/a
	TextField1: This course does not require any specialized equipment; however, computer access is beneficial for additional exploration of the topics discussed within this course.
	TextField1: Methods of instruction for this course taught via online, ITV, or hybrid instruction may include, but are not limited to: instructional materials delivered by online interface (the Bridge), email correspondence, private consultation, voicemail, video presentations, and instruction by computer-aided programs.
	TextField1: Students enrolled in this course via correspondence education will be graded based on their performance on one or more of the following methods of assessement: exams, homework exercises, and written reports.
	TextField1: Contact between instructor and student includes, but is not limited to, exams; quizzes; essays; research papers; graded homework assignments; syllabus receipt; office hours; instant messaging; and synchronous online discussions, e-mails, letters, notes, phone calls, or postings on the Bridge between instructor and student.
	TextField1: Consistent with policy elements listed in the ACCJC’s “Policy on Distance Education and on Correspondence Education,” the College verifies the identity of a student who participates in class or coursework by using and the College’s discretion, such methods as a secure log-in and password, proctored examinations, or other technologies or practices that are developed and effective in verifying each student’s identification.
	TextField1: The procedure might consist of a short assessment questionnaire prepared by the instructor and self-administered by the student.  The questionnaire would evaluate areas such as working independently, adhering to timelines, and familiarity with working online and with computer technology.  The student would use the resulting score to evaluate his or her readiness to take the course in an online, ITV or hybrid instructional mode.
	TextField1: Instructors shall make reasonable efforts to protect the confidentiality of students’ grades and graded work consistent with practices described in the Family Education Rights and Privacy Act (FERPA).
	TextField1: n/a
	TextField1: This course requires specialized computer equipment including but not limited to the following: 1. Open access to a computer; 2. Open access to the Internet; 3. Word processing software and knowledge of how of its use; 4. ITV stations in each location; 5. Smartboards in each location; and  6. Access to and knowledge of email functions.
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