

CLARENDON COLLEGE-Pampa Center
Division of Business and Technology
Course Name: POFT 1321-- Business  Math 


Instructor:  Frank Vance
Office: MKBC 206A
Phone:  669-1255 ext. 2014
e-mail:  frank.vance@clarendoncollege.edu
Office Hours:  9 AM MWF
Credit Hours: 3
Semester: Spring 2010
Classroom Location:  MKBC Room 105
Course Description:
This class is designed to develop business math skills for computation use in business offices and to develop an understanding of business situations which enable students to apply arithmetical skills using practical applications.

Statement of Purpose:  To partially satisfy the requirements for the Office Technology Certificate.
Required Instructional Materials:
Textbook: Business Math using Excel , 1st Edition, Burton and Shelton


Student Requirements: Office Technology students are not required to take any pre-entry test.  Students are responsible for completing any assigned reading or other activities/homework by the due date given.  Students should be in class and ready with materials required for that class.  Students should not have more than four (4) absences in the 8 week period.  Four tardies count as one (1) absence.

Methods of Instruction: A combination of lectures, PowerPoint presentations, outside readings and discussions may be used in this course.

[bookmark: Objectives]Course Objectives
As a result of this course, you should be able to:
1. Reconcile a bank statement
2. Make a bank deposit
3. Add, subtract, multiple and divide fractions
4. Change fractions to decimals
5. Add, subtract, and multiple decimals
6. Calculate percentages
7. Calculate trade and cash discounts
8. Find base and calculate markup
9. Use time and interest tables
10. Figure bank discounts, and discount notes
11. Figure installment and personal loans
12. Figure payroll
13. Complete tax forms, tables and rate schedules
14. Calculate compound interest
15. Calculate annuities

[bookmark: Philosophy][bookmark: StudentRequirements][bookmark: Grading]Grading Policies
Chapter test      75%
Final exam    25%
			
The final semester grades will be figured as set in the current catalog:
90 to 100 = A 	80 to 89 = B	70 to 79 = C 	60 to 69 = D	Below 59 = F

Comment: Although it is at your professional discretion to weight the components of your course, please include the following Grading Criteria. Quizzes should comprise at least 50% of the total course grade.

A student’s final grade will be made available through Campus Connect at Clarendon College’s website.
Comment: 

Classroom Policies:

Classroom Conduct:  Cell phone use: Students are not to have a cell phone out during class, and the ringer is to be placed on off or vibrate.
Failure to comply with lawful direction of a classroom instructor is a disruption for all students enrolled in the class. Cheating violations include, but are not limited to: (1) obtaining an examination , classroom activity, or laboratory exercise  by stealing or collusion; (2) discovering the content of an examination , classroom activity, laboratory exercise, or homework assignment  before it is given; (3) using an unauthorized source of information during an examination , classroom activity, laboratory exercise, or homework assignment ; (4) entering an office or building to obtain unfair advantage; (5) taking an examination for another person; (6) completing a classroom activity, laboratory exercise, homework assignment, or research paper for another person;  (7) altering grade records; (8) using any unauthorized  form of electronic communication device during an examination, classroom activity, or laboratory exercise;  (9) Plagiarism.  Plagiarism is the using, stating, offering, or reporting as one’s own, an idea, expression, or production of another person without proper credit.

Disciplinary actions for cheating in a course are at the discretion of the individual instructor.  The instructor of that course will file a report with the Dean of Students when a student is caught cheating in the course, whether it be a workforce or academic course.  The report shall include the course, instructor, student’s name, and the type of cheating involved.
Students who are reported as cheating to the Dean of Students more than once shall be disciplined by the Dean.  The Dean will notify all involved parties within fourteen days of any action taken.

American with Disabilities Act Statement:
Clarendon College provides reasonable accommodations for persons with temporary or permanent disabilities. Should you require special accommodations, notify the Office of Student Services (806-874-3571 or 800-687- 9737). We will work with you to make whatever accommodations we need to make.

Dropping a Course:
A student who is enrolled in a developmental course for TSI purposes may not drop his/her only developmental course unless the student completely withdraws from the college. A student may drop any other course with a grade of “W” any time after the census date for the semester and on or before the end of the 12th week of a long semester, or on or before the last ay to drop a class of a term as designated in the college calendar. The request for permission to drop a course is initiated by the student by procuring a drop form from the Office of Student Services. (Refer to other policies concerning this issue in the current college catalog online.)
According to Texas state law a student is only allowed to drop the same class twice before he/she will be charged triple the tuition amount for taking the class a third time or more.  Furthermore, beginning with the Fall 2007 semester, students in Texas may only drop a total of 6 courses throughout their entire undergraduate career.  After the 6th dropped class, he/she will no longer be able to withdraw from any classes.
Withdrawal from College:
When a student finds it necessary to withdraw from school before the end of the semester, he or she should obtain a withdrawal form from the Office of Student Services. Students may also withdraw from the college by sending a written request for such action to the Registrar’s Office. The request must include the student’s signature, the student’s current address, social security number and course information details. Students who withdraw after the census date for the semester and on or before the end of the 12th week of a long semester, or on or before the last day to drop a class of a term as designated in the college calendar will be assigned a grade of “W.” If you do not go through the formal  withdrawal procedure, you will receive a grade of “F” on your transcript.


Tentative Course Schedule/Outline:

Chapters 1 through 15.






















































