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COURSE OUTLINE

0A1030A - BUSINESS COMMUNICATIONS 1

TEXT:

Smith, Leidla R.. Enalish for Careers. Seventh Edition, New Jersey: Prentice Hall, 1993, And
Student Frep Book

Sabin, Willlam A, el al The Greq Reference Manual, Fifth Canadian Edition, Toronto.
WMeGrawHHl Byerson, 19848,

Random House \Webster Dictionarny

PREREQUISITE:

Mil

COURSE DESCRIPTION:

Develops editing, proofreading, and writing skills necessary for effactive business
communications through the study of the use of the dictionary and undarstanding of words.
speling and vocabulary development; grammarn, senlance puncluation: and numbers

Upon completing this course you will write and speak according to Standard English usage pr
ncipies of word choice, spelling, sentence construchon, grammar, punctuation, and
pronunciation. You will communicate with the English style that contributes 1¢ success and
advancement in careers requinng axcallent

communication skilks

COURSE OBJECTIVES:
A. DICTIONARY USE AND UNDERSTANDING WORDS:

1, analyre wortds and delermine meaning
understand he weaith of information in a dictipnany and usea It affectvely and
efficiently

3, select appropiale wordiwords in commuricabion

4. ogrectly usea the rules of word drision

B. SPELLING AND VOCABULARY DEVELOPMENT:

1. zpel and define words in assigred sts
2. use correcly the rules of capitalzabion

C. SENTENCE ANALYSIS AND CORRECT USE OF GRANMMAR:
1. Wentify sentence struciures tar the purpose of using the comect forms of grammar

2 know the parts of speech and use them comectly in Bheir ow'n writing and in ediling
and proofreading of matenal



0. PUNCTUATION AND NUMBERS :
1. usa cormectly thie rules of punctuation &nd numbars in writing, editing, anc

proofreading

STUDENT REGUIREMENTS:
1. ATTENDANCE IS MADATORY
2. Studenis are expected to come to class with ALL assignments and
resding completad
1. Students are expected 1o keep their work up-to-date. If you are absent, phone your
study partner to find out the work you missed.

Study Partner's Name
Study Partner's Phone Number

4. All EXAMS are 1o be written on the assignad date.

GRADING!
Any make up lests are at the discretion of the instructar,
The final course grade will be determined by the following scale.
Assignments and Tasis B0
blic-Term 20%
Final Exam 20%
BUSINESS ENGLISH GRADING SCALE:
What is an acceptable competency level in busingss English? How many errars can you
have in 2 lettér, business repot, memo, and still use 7 Of course, the correct answer is Zero
- thera should be na errors. As future professional affice workers, you shouid always strive
for excellence in business English

However, you ara students of Englsh and are stll leaming Tharefore, the following scale will
be used baszed on 25 guestons,
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If you expenence difficulty, vou should ask questons, ask for axtra haip.

INSTRUCTOR:
Evans Farsyth
Office: G415
Diffice Telephone: 5352003
Home Telephone  532-1031
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