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COURSE DESCRIPTION:

Trie course will Relp you develop edding, proofreading, 2nd wriling saills 1o effective
Business communications.  Topiss covered nclude: dichonary use and understanding wieds
spelling and vocabulary developmend, grammar, senlence puncluation, and numbars.

Lpon completing 1this course you will wrile and speak according 1o Slandard English usage
including principles of word choice, spelling, sentende Lenslruction, grammar, punctuation,
and peongncialion Yoo will be sble lo commumecate in Standard English—a style that
contributes to success &nd advancement in carsers reguinng eacellent sammursication skills

COURSE OBIECTIVES:

4, METIONARY USE AMND UNDERSTANDING WORDS,;

1. Aralyze wards ahd determing meaning

7 Undersiand the wealih of inlermakon ina dictionary and use it effechively and
afficienity

1 Spled appiopiate wordiwords in comimidmeanon

4 Corracily use the rules of word divisan

B, SPELLING AND VOCASULARY DEVELOPMENT:

Spell and define words in assigned (isls
7 Uge cogrecily the noles-of capdahzaien

. SENTENCE AMALYSIS AMD CORRECT USE OF GRAMMAR:

T ldennly sentence sinuchares for the purpise 4f waany the correct {ormms of grammar
7 dnow the parnts of speecn and wse tham carractly 15 [ner awr wrding: &nd o gginng
amd proclreacing af malenal



0. PUMSTUATION AND NUMBERS
T JgEcorrechy (e rules of punctuasion ang noroens fowrilig ediind Sho
oroodrs E.I:I-"-g

STUDENT REQUIREMEMNTS:
T ATTEMDAMCE 15 MaHNDATIRY
2 Erggents are expesied 13 come locass with AL L @xmgriients sno
feacing complesed
3 Elutlents are expecied o keep thes wark up-to-date If you are aosent chone you
slugy patnes o find out ihe work you rmssed

Study Partner's Name
Shudy Partnes's Phone Bumbaer

4 Al EXAME are 1o De wrifien on the assmgned date

GRADING:
Any make up lests are 30 the gigerenon of the instructor

The falkuwing scale wall determing e fr@l cowrse grace:

Agsignments and Tests E0%
ine-Term 20%
Final Exam 20%

BUSINESS ENGLISH GRADING SCALE

What i% an acceptable compelenoy level in business Engsh? How many effors can you
have = 3 lgtier, busingss report, memo, and sl use K7 O cowse the cormect snswer 1=
zerc--there showld be no efrors, A fuluwre professional office workers, you should always
sirlve fof exosllence in business English,

Howewer you are sludenls of English and are sill keaming Theralore, the followmg scale will

B 152

FERCENT SCALE

ag - 100 d Excelleni
EQ-a5 4  Excelient
T2-7% T ood
€5+ T1 % Good

5T - 64 L Pass

o0 - a6 4 Paas

45 - 4% 3 Fal

26 -44 2 Fail

0o =325 1 Fal

If you expenence .|:||rﬁg.,||r:,- you Should ash queshans and ask far extra heip

INSTRUCTQR:
Evans Sta5410
Hfice Sath
Sifice Telppnone SAR-ZFO00
Hoaftie Taesphans S22-1031
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