HIBBING COMMUNITY COLLEGE

COURSE OUTLINE
COURSE TITLE:  Business English
COURSE NUMBER:  BUS 1105
CREDITS:  3 (Lec 3 / Lab 0)
PREREQUISITES:  Satisfactory performance on English placement examination or completion of ENGL 0900 with a grade of “C” or higher.
CATALOG DESCRIPTION:

Business English provides a summarization of basic English and business communication skills through reinforcement of grammar usage, business vocabulary, spelling, punctuation, listening, and reading. The course increases the student's written and oral skills and increases the probability for success in the business world. This course is valuable to anyone with the need to communicate more effectively in today's changing society.
OUTLINE OF MAJOR CONTENT AREAS:
I. Dictionary and Thesaurus Usage
II. Spelling Rules

III. Capitalization Rules

IV. Parts of Speech

A. Nouns

i. common and proper nouns

ii. singular and plural nouns

iii. foreign nouns

iv. possessive case nouns

B. Pronouns

i. personal pronouns

  a.  nominative case

  b.  possessive case

  c.  objective case

ii. agreement of antecedents and pronouns

iii. miscellaneous pronouns

C. Verbs

i. agreement of subject and verb

ii. mood of verb

a.  indicative mood

b.  imperative mood

c.  subjunctive mood

iii. active and passive voice verbs

iv. tenses of verbs

v. regular and irregular verbs

D. Verbals

i. infinitives

ii. gerunds

iii. participles

E. Adjectives and Degree Forms

F. Adverbs and Degree Forms

G. Prepositions

H. Conjunctions

i. coordinate

ii. correlative

iii. subordinate

V. Sentences

A. Simple

B. Compound

C. Complex

VI. Number Usage

VII. Punctuation

A. Commas

B. Semicolons

C. Colons

D. Dashes

E. Parentheses

F. Quotation Marks

G. Ellipses

H. Apostrophes

I. Periods

J. Question Marks

VIII. Business Vocabulary
IX. Executives’ Choice

COURSE GOALS/OBJECTIVES/OUTCOMES:
Students will
1. locate information in a dictionary and thesaurus.

2. list facts from the dictionary.

3. use the thesaurus to compare word definitions. 

4. apply rules for accurate spelling.

5. identify and define common nouns that name general persons, places, things, conditions, or qualities.

6. identify and define proper nouns that name specific persons, places, or things.

7. practice applying rules of capitalization.

8. distinguish between singular and plural nouns.

9. identify foreign nouns and practice the various spelling of the singular and plural forms of foreign nouns.

10. distinguish between the singular or plural forms of nouns, and the singular or plural possessive forms of nouns.

11. apply the use of possessive nouns through writing exercises.

12. classify pronouns as singular or plural.

13. identify the nominative, possessive, and objective case pronouns.

14. apply the pronoun cases through writing exercises.

15. select the correct antecedents and pronouns through written exercises.

16. memorize and appl  miscellaneous pronouns through reinforcement exercises.

17. illustrate that a verb must agree with its subject in number through writing applications.

18. differentiate among the indicative, imperative, and subjective mood of a verb. 

19. effectively use the active and passive verbs in writing.

20. identify and apply the correct tenses of verbs in writing applications.

21. distinguish between regular and irregular verbs and apply the correct verb to writing applications.

22. identify and correctly use verbals.

23. define and correctly use adjectives and adjective degrees.

24. define and correctly use adverbs and adverb degrees.

25. identify and prepositions correctly in writing applications.

26. select and use the appropriate coordinate, correlative, or subordinate conjunction.

27. compose simple, compound, and complex sentences.

28. compose short paragraphs utilizing the parts of speech and sentence structures.

29. identify, select, and apply the appropriate rule for number usage in business.


30. recognize and apply the rules for commas, semi-colons, colons, dashes, parentheses, quotation marks, ellipses, apostrophes, periods, and question marks.

31. memorize and apply the business rules for word division.

32. study, define, and apply business terminology in writing.

33. evaluate and select the appropriate executive word choice in business.

HCC COMPETENCIES MET: 
Working Productively and Cooperatively

Communicating Clearly and Effectively

STUDENT CONTRIBUTIONS:
Students are expected to attend all class sessions, participate in classroom activities and discussions, listen to and follow directions, complete assignments on time, request assistance when needed, and contribute to a productive learning environment.

METHODS FOR EVALUATING STUDENT LEARNING:

The grade will be determined by daily assignments, quizzes, tests, and a final examination.
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