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OFFICIAL COURSE OUTLINE INFORMATION 

 
Students are advised to keep course outlines in personal files for future use. 

Shaded headings are subject to change at the discretion of the department and the material will vary
- see course syllabus available from instructor 

 
FACULTY/DEPARTMENT:                           Applied Business Technology 
         ABT 135  ABT 121 and ABT 130             4.5 
COURSE NAME/NUMBER  FORMER COURSE NUMBER  UCFV CREDITS 

Business English and Communications 
COURSE DESCRIPTIVE TITLE 

 
CALENDAR DESCRIPTION:  
 
This 4.5-credit course provides a review of grammar, spelling, and punctuation as they relate to letters and other business 
documents.  Students will be introduced to planning and writing effective positive, neutral, and negative messages, including 
e-mail. They will analyze writing situations and apply appropriate style, strategy, and basic writing principles to typical 
office correspondence.  Editing and proofreading skills will be emphasized.  Students will also prepare employment 
communications, be introduced to both traditional and electronic resumes, participate in a mock interview, and deliver a 
short oral presentation.  This course helps students develop the oral, written, and group skills necessary to achieve success in 
the workplace.  
 

 
PREREQUISITES: None 
COREQUISITES: None 

 
SYNONYMOUS COURSE(S) SERVICE COURSE TO: 
(a) Replaces: ABT 121 and ABT 130  ──− 
  (Course #)  (Department/Program) 
(b) Cannot take: N/A For further credit. ──− 
  (Course #)  (Department/Program) 

 
TOTAL HOURS PER TERM: 135  TRAINING DAY-BASED INSTRUCTION 
STRUCTURE OF HOURS    LENGTH OF COURSE:  
Lectures: 67.5 Hrs  HOURS PER DAY:  
Seminar:  Hrs    
Laboratory: 67.5 Hrs    
Field Experience:  Hrs    
Student Directed Learning:  Hrs    
Other (Specify):  Hrs    
    

 
MAXIMUM ENROLLMENT:   24  
EXPECTED FREQUENCY OF COURSE OFFERINGS:   Twice a year 
WILL TRANSFER CREDIT BE REQUESTED? (lower-level courses only)  Yes  No 
WILL TRANSFER CREDIT BE REQUESTED? (upper-level requested by department)  Yes  No 
TRANSFER CREDIT EXISTS IN BCCAT TRANSFER GUIDE:  Yes  No 

AUTHORIZATION SIGNATURES:  
  
Course Designer(s):  Chairperson:  
 (Curriculum Committee) 
  
Department Head:  Dean:  
  
PAC Approval in Principle Date:  PAC Final Approval Date: 2002 02 28 
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              ABT 135 
COURSE NAME/NUMBER 
 
 
LEARNING OBJECTIVES / GOALS / OUTCOMES / LEARNING OUTCOMES: 
 
− Use basic spelling rules, mnemonics, and a good dictionary to improve spelling. 
− Differentiate between words often confused because they sound or look like other words. 
− Use the apostrophe correctly in possessives. 
− Write correct sentences with parallel structure and correctly placed modifiers. 
− Write sentences with subject/verb and pronoun/antecedent agreement. 
− Use correct punctuation. 
− Focus on business communication from the perspective of the organization, the employee, and the recipient. 
− Write positive, negative and neutral messages, using appropriate tone, clear language, and effective sentence structure. 
− Write in an efficient, action-oriented style, using concrete language. 
− Adapt messages to the needs of the reader. 
− Format message effectively and proofread and edit carefully and thoughtfully. 
− Develop interpersonal skills through group activities. 
− Prepare resumes, cover letters, follow-up (thank you) letters, and application forms. 
− Participate in an employment interview. 
− Prepare and deliver a short oral presentation. 
 
 
METHODS: 
 
Lecture, Discussion, Group work, Lab work 
 
 
PRIOR LEARNING ASSESSMENT RECOGNITION (PLAR): 
Credit can be awarded for this course through PLAR    Yes   No 
 
METHODS OF OBTAINING PLAR: 
 

Exam(s) 
 
TEXTBOOKS, REFERENCES, MATERIALS: 
[Textbook selection varies by instructor. An example of texts for this course might be:] 
 
The Bare Essentials, Form A, Fifth Edition, Sarah Norton & Brian Green 
Basic Letter & Memo Writing, Fourth Edition, Van Huss 
 
SUPPLIES / MATERIALS: 
 
One high-density 3.5 inch diskette 
 
STUDENT EVALUATION: 
[An example of student evaluation for this course might be:] 
 
Each unit is assessed using an assignment, an exam, or both. 
Assignments:  33% 
Exams:  67% 
 
COURSE CONTENT: 
[Course content varies by instructor. An example of course content might be:] 
 
See Learning Objectives. 


