Hartnell College – Spring 2009
Business Arithmetic (BUS 151), Section 1252
Instructor:  Robert Maffei, MBA, Samuel Moore Walton Fellow, Consultant
Email at rmaffei@hartnell.edu and Telephone at (831) - 755 - 6744

Office:  CAB # 208;   Office Hours:  posted on office door and on instructor’s home page
Reference the instructor’s web site for various material


Syllabus is subject to revisions and updates as deemed necessary by the instructor.
Required Materials:

1.
Business Mathematics, 11th Edition, Miller Salzman Clendenen, Copyright 2009.

2. Hand-Held Calculator, Stapler, Pencil, Eraser.

Recommended: Addison –Wesley’s Business Math Review (tri-fold chart), ISBN 0-321-33670-4 

Course Description:  Business Arithmetic (3.0 units) is a practical course comprising knowledge and drill necessary to cope with the ordinary problems of business.  Applications relate to current consumer problems in the areas of inflation, debt, and investments.  Topics include calculating interest, discounts, depreciation, markup, profits and analysis.  It provides vocational preparation of students for entry-level jobs in business, which requires computational skill on practical business problems.  However, all general education students are welcome to enroll.
Learning Outcomes:  The course is designed to review the fundamental processes of arithmetic, as well as applying math to business or real-world experiences. The goal is to increase the students’ math knowledge and skill as it applies to business so that each student becomes a more valuable player in the business arena.  Upon successful completion, the student will demonstrate the below:
· Apply buying & selling applications (cash and trade discounts)
· Apply accounting applications (payroll and depreciation)
· Apply percentage applications (percent to total and increases)
· Apply interest applications (simple and compound)
· Analyze basic financial statements (horizontal, vertical, and ratio)
Course Requirements:
· Reading all textbook chapters assigned;

· Completing all homework assignments;

· Taking all required exams; and,

· Participating in group or class discussions.

Grading Policy:

All grading will be in accordance with Hartnell College’s policy.  The final grade will be determined using the following scale:


A = 90 - 100%
D = 60 - 69%


B = 80 - 89%
F = below 60%


C = 70 - 79%

The allocation of points is approximated by the below:

Homework Assignments (10 pts. app. per chap)

 100 points


Quizzes & Exams (app 100 pts per test)


 500 points

Academic Honesty Policy– Cheating or any other kind of plagiarism is not allowed.  Severe consequences could result.  Reference school catalog for further details.
Withdrawal from a Course: If you are unable to attend this course, it is your responsibility to officially withdraw.  If you stop attending and do not officially drop the class, you are subject to receive a grade of “F”.  Do not assume that a student will automatically be withdrawn from the class for nonattendance.

Homework & Other Assignments:  In order to achieve the course objectives, you will use the textbook, Internet, and other resources, such as The Wall Street Journal.  Time is of the essence and all students are expected to perform and/or forward their homework to the instructor on or before a due date.  Late homework will not be accepted unless approved in advance or within 24 hours of the deadline provided that the assignment is late due to very unusual circumstances.  If a student were to submit late homework that had not been approved, then he or she would earn zero credit.  Meaning the assignment will not be graded and will receive a letter grade of an “F”.  On the other hand, if a student were to gain prior approval for submitting an assignment late, then the assignment might be graded with or without a deduction depending on the circumstances.  If late homework receives prior approval but merits a deduction due to certain events, then the assignment could be marked down by a minimum of approximately one full letter grade.  Students are expected to contact the instructor in advance whenever possible; however, in all cases, students must notify me no later than 24 hours past the assignment’s due date.  Failure to do so may result in the assignment being considered late and therefore, not eligible for grading and credit.  All homework is to be legible.

Test or Quizzes:  In general, there will be no makeup of exams (or quizzes).  In the event of an emergency, however, students should notify the instructor immediately about their situation.  Tests and quizzes are expected to be taken on time.  If a student were to miss an exam that had not been approved by the instructor, then he or she would earn zero credit for said exam.  Meaning the student would not receive any points for the test and would therefore receive a letter grade of an “F.
Attendance:  Students are expected to attend every class.  Attendance is critical to the successful completion of this class.  Punctual attendance is expected of all students.  Roll will be taken at each class meeting.  Three late arrivals or early departures may constitute one absence.  A student missing more than six classes will be assumed to have dropped the course.  NOTE:  It is the student's responsibility to withdraw from class if that becomes necessary; otherwise, a grade will be assigned at the completion of the semester and that grade is usually an “F”.  Furthermore, the instructor reserves the right to drop a student if six or more classes are missed.
Professionalism:  All students will be expected to conduct themselves professionally and in a courteous and tolerant manner.  Discourteous or disruptive behavior, as well as abusive language, rudeness, or impoliteness, will not be tolerated.  Refer to school catalog for details.  Note: disruptive students may be directed to leave the classroom immediately at the request of the instructor.

Cell Phones/Pagers:  Do not use a cell phone or pager in the classroom environment.  When entering the classroom, please turn them off.  No calls or texting during class!
Participation:  It is expected that all students will be adequately prepared for class and they will participate in class activities.  Note that there will be in class exercises.  Some of these exercises will generate class discussions, and for the instructor, measure the understanding of the class.  Other times, however, these exercises may have points assigned and cannot be made-up.  In other words, students need to be present for the opportunity to earn points for said exercises.  Finally, students may be awarded extra points at the sole discretion of the instructor for outstanding contributions during a question and answer period or class discussions; and by the same token, points may be deducted for lack of preparation and/or poor participation – points related to these activities range from one to five per class period.

Right to Fail:

Students have a right to fail any course by non-participation and/or by substandard performance.  The instructor will not interfere with this right, although success is encouraged to all students who attempt the class.

Syllabus Subject to Change:
Please note that this syllabus is subject to change at the sole discretion of the instructor.  Students will be notified through an announcement of any significant changes that may occur during the semester.
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