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OFFICIAL UNDERGRADUATE 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 – see course syllabus available from instructor  
 

ABT 135    Applied Business Technology  3 
COURSE NAME/NUMBER  FACULTY/DEPARTMENT  UFV CREDITS 

Business English and Communications 
COURSE DESCRIPTIVE TITLE 

 
CALENDAR DESCRIPTION:  

Introduction to the principles of workplace communications. Emphasis on the writing process, including positive, 
negative, and persuasive messages. Development and application of self-editing, proofreading, and peer editing skills, 
and analysis of communication situations. Employment documents and professional presentations will also be 
prepared. 

 
PREREQUISITES: Admission to the ABT program. 
COREQUISITES:  
PRE or COREQUISITES:       

 
SYNONYMOUS COURSE(S): SERVICE COURSE TO: (department/program) 
(a) Replaces:         
(b) Cross-listed with:              
(c) Cannot take: N/A for further credit.  

 
TOTAL HOURS PER TERM: 45  TRAINING DAY-BASED INSTRUCTION: 
STRUCTURE OF HOURS:    Length of course:       
Lectures: 45 Hrs  Hours per day:     
Seminar:       Hrs    
Laboratory:  Hrs  OTHER:  
Field experience:       Hrs  Maximum enrolment: 24  
Student directed learning:       Hrs  Expected frequency of course offerings: Twice a year  
Other (specify):             Hrs  (every semester, annually, every other year, etc.) 

 
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 

 
 
  

COURSE IMPLEMENTATION DATE: September 2002 
COURSE REVISED IMPLEMENTATION DATE: September 2014 
COURSE TO BE REVIEWED: September 2020 
(six years after UEC approval) (month, year) 

Course designer(s): Christine Nehring, Mary Higgins  
Department Head: Christine Nehring   Date approved: December 8, 2013  
Campus-Wide Consultation (CWC)   Date of meeting: December 13, 2013  
Curriculum Committee chair: Beverly Jones Redekop   Date approved: January 4, 2014  
Dean/Associate VP: Sue Brigden   Date approved: February 17, 2014  
Undergraduate Education Committee (UEC) approval   Date of meeting: February 28, 2014  
    



 

ABT 135 
COURSE NAME/NUMBER 

OFFICIAL UNDERGRADUATE COURSE OUTLINE (page 2) 

 
LEARNING OUTCOMES: 

Upon successful completion of this course, students will be able to: 
1. Use appropriate business-style grammar, spelling, and punctuation. 
2. Demonstrate the elements of business communications. 
3. Apply the principles of planning, drafting, revising, proofreading, and editing to common business documents.  
4. Write positive, negative, and persuasive messages, considering tone, style, clarity, completeness, and 

language mechanics. 
5. Analyse readers’ needs and adapt messages accordingly, considering the perspective of the organization, the 

employee, and the recipient.  
6. Identify and employ the appropriate media in various communication situations. 
7. Prepare resumes, cover letters, follow-up (thank-you) letters, and application forms. 
8. Participate in a mock employment interview. 
9. Prepare and deliver short oral presentations. 

 
METHODS: (Guest lecturers, presentations, online instruction, field trips, etc.) 

Lecture, discussion, group work, computer lab work, Blackboard 
 
METHODS OF OBTAINING PRIOR LEARNING ASSESSMENT RECOGNITION (PLAR): 

 Examination(s)   Portfolio assessment   Interview(s)  
 

 Other (specify):       
 

 PLAR cannot be awarded for this course for the following reason(s):       
 
TEXTBOOKS, REFERENCES, MATERIALS: 
[Textbook selection varies by instructor. An example of texts for this course might be:] 
 
Norton, S. & Green, B. (2014). The Bare Essentials, Form A, Eighth Edition. Toronto, ON: Nelson Education Ltd. 
 
VanHuss, S. H. (2005). Basic Letter & Memo Writing, 5th Edition. Mason, OH: South-Western Cengage Learning. 
 
SUPPLIES / MATERIALS: 
Minimum 8 GB flash drive 
 
STUDENT EVALUATION: 
[An example of student evaluation for this course might be:] 
 
Presentations 10% 
Quizzes 15% 
Exams 30% 
Assignments 45% 
 
COURSE CONTENT: 
[Course content varies by instructor. An example of course content might be:] 

• Effective writing guidelines 
• Language mechanics 
• Drafting, revising, self-editing, peer-editing, proofreading 
• Positive, negative, persuasive messages 
• Memos, letters, reports, emails 
• Employment communications 
• Mock employment interview 
• Group work and professional presentations 
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