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Business 100 -- Business English- Chapter 1 Notes:

You should start the semester with familiarizing yourself with the two books. 

The first, Business English at Work, will be your main textbook throughout the semester. You'll be going through it chapter by chapter and doing the exercises listed in it. 

The second book, HOW 11: A Handbook for Office Workers, is a reference manual. Your other textbook will frequently mention a reference manual and ask you to look things up in it. We are not using the same book they continuously reference. However, any reference manual will work. This book is one you will most likely want to keep for future classes and business situations. 

The publisher's web site also has additional reference material for you: http://highered.mcgraw-hill.com/sites/0073137871/student_view0/index.html
Each chapter has a set of Practice Tests and several games such as crossword puzzles and flash cards. Do as many of them as you can. This will reinforce the material you have been reading about. 

You will also be doing weekly graded assignments, which will take one of two forms:

· Online Tests: These will consist of a test made up of 10 questions. The test is automatically graded. You can find the link on the schedule.

· Writing Exercises: You will find the assignment sheet for these on the schedule. Open the assignment sheet and read the instructions. All of these will be turned in using the 'Submit Homework' button on the top of my web site.

Week 1:

· Download the syllabus and the schedule

· Read chapter 1 of your text book

· Do the practice exercises for Chapter 1 in your book or on the Publisher's web site.
· Do the Assignment on my web site: http://bookofcels.com
