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I.

Catalog Statement
CABOT 107 is an entry-level business writing class for students completing programs in
business and for those working in a business office. The course is intended to help prepare
students for higher level business writing classes (e.g. CABOT 105 and BusAd 106) and to
help students complete business writing assignments in other business courses (e.g.
Accounting) and in the workplace. Instruction and individual help will be given to students
preparing simple business documents, including business letters, memos, e-mail messages,
telephone messages, and other written communications typically generated by an employee in
an entry-level position in a business office.
Units – 1.0
Lecture/Demonstration Hours – 1.0
Recommended Preparation: Completion of or concurrent enrollment in CABOT 102, English
191, or ESL 141, or the equivalent.

II. Course Entry Expectations
Skills Level Ranges: Reading 4; Writing 4; Listening-Speaking 4; Math 1.
III.

Course Exit Standards
Upon successful completion of the required coursework, the student will be able to:
1.
use terminology related to business documents;
2.
select appropriate forms for business documents;
3.
apply appropriate standards of grammar, punctuation;
and sentence usage in business communications;
4.
compose individual sentences, paragraphs, and basic documents on subjects
related to business activities.

IV.

Course Content
A.
B.

C.
D.

Total Contact Hours = 16

Editing: Common Errors in Business Correspondence
Types and Formats of Business Messages
1. Short, informal documents (e.g. telephone messages, e-mail messages)
2. Business memorandums
3. Business letters
4. Short business reports
Choosing the Best Business Communication Method
Composition of Brief Written Business Documents

3 hours
4 hours

3 hours
4 hours
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E.
V.

Proofreading and Revising Business Documents

2 hours

Methods of Presentation
The following instructional methodologies may be used in the course:
1.
lecture/demonstration;
2.
interactive discussion;
3.
hands-on activities and exercises;
4.
multimedia;
5.
online.

VI.

Assignments and Methods of Evaluation
1.
2.
3.

VII.

Quizzes.
Web exercises.
Final project (e.g. business letter or report).

Textbook
No textbook required: Business writing Web sites, handouts, and the Gregg Reference
Manual will be available to students.

VIII. Student Learning Outcomes
Upon successful completion, the student will be able to:
1.
2.

demonstrate the ability to apply appropriate standards in business communications;
format documents on subjects related to business activities.

