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COURSE TITLE: Business Communication in English 

COURSE CODE: ADOF200 

CREDITS: 3 (Three lecture credits) 

CONTACT HOURS: 45 (Forty-five lecture contact hrs.) 

PREREQUISITES:  ENGL102 

PROFESOR: María L. Moctezuma, MA 

PHONE NO: 787-753-0039, Ext. 248 

EMAILS: maria.moctezuma1@dewey.edu  

 m_moctezuma@yahoo.com  

PROFESOR’S BLOG:  mmoctezuma.wordpress.com 

OFFICE HOURS:  By agreement 

DESCRIPTION 
This course is a fundamental writing course in Business English and designed to prepare the 
student to write business communications in English.  The course stresses on the style and 
format used for most business letters and correspondence including business reports and 
proposals.  Style, punctuation, and the mechanics of English grammar will be revised along with 
an introduction to more advanced sentence structures.  

OBJECTIVES 
At the end of this course, students should be able to: 

• Demonstrate knowledge of the principles of grammar, usage, mechanics, and sentence 
structure. 

• Apply correctly the fundamentals of style, punctuation, and the mechanics of English 
grammar. 

• Differentiate between tones and write with an awareness of how tone affects the 
audience’s experience. 

• Understand, comprehend, and differentiate all kinds of letter formats and business 
correspondence.  

• Write sentences that vary in length and structure. 
• Write clear, coherent, and effective business communications in English. 
• Write effective business reports. 
• Demonstrate basic knowledge for developing written proposals in English. 

 
OFFICE  ADMINISTRATION DEPARTMENT  
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TEXTBOOK (Dewey University recognizes the use of textbook in the classroom as part of the 
educational methodology and strategy applied in diverse matters.  The textbook is part of the 
curriculum and is used to reach the student in an effective manner in the classroom.) 

Guffey, M. E. & Loewy, D. (2010). Business Communication: Process and Product. (7th ed). 
NY: South-Western Pub. 

THEMATIC OUTLINE1 

Content Date Tasks 

Introduction 6/May 

Introduce the professor and 
students, log in to professor’s blog 
(mmoctezuma. wordpress. com) to 
get acquainted with the site.  

General concepts 11/May 

Log in the professor’s blog to 
download the Academic Calendar 
and the Thematic Guide. Discuss 
both documents in detail. Get the 
students signature in the form 
“Acuse de Recibo Calendario 
Académico y Discusión Guías 
Temáticas”. Clear doubts brought to 
attention.  Introduction of initial 
course lesson and assign the text 
book. Answer questions brought by 
the students.   

Grammar and Sentence Structure Review 
Verbs and subjects 
   Verbs 
   Subjects 
   Principal parts of the verb 

13/May Present concepts 

Sentences completers 
   Adjectives 
   Adverbs 
   Direct objects 

Predicate, nominatives and 
adjectives 

18/May 

Discuss principles, answer questions 
and practice different kind of 
language exercises to reinforce 
concepts. 

                                                 
1This schedule may change, as deemed necessary.   

http://www.amazon.com/s/ref=ntt_athr_dp_sr_2?_encoding=UTF8&sort=relevancerank&search-alias=books&field-author=Dana%20Loewy
http://mmoctezuma.wordpress.com/
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Content Date Tasks 

Sentence versus Fragment versus Run-
on 

The basic sentence 
More complicated sentences 
The run-on 
Words of transition 

20-27/May 

Discuss principles, answer questions 
and practice different kind of 
language exercises to reinforce 
concepts. 

Subject-verb agreement 
Subject 
Noun 
Possessive 
Verb  

1/June 

Discuss principles, answer questions 
and practice different kind of 
language exercises to reinforce 
concepts. 

Verb forms 
Tense recognition 
Tense formation 
Irregular verbs 
Future tense 
Tense use 
Passive voice 

3/June 

Discuss principles, answer questions 
and practice different kind of 
language exercises to reinforce 
concepts. 

Evaluation 1 8/June 
Pronouns 

Case 
Reference 
Agreement 

Advanced sentence structures 
Parallelism 
Misplace modifiers 
Dangling modifiers 
Indirect discourse 

10-17/June 

Discuss principles, answer questions 
and practice different kind of 
language exercises to reinforce 
concepts. 

Mechanics 
Punctuation 
Capitalization 
Abbreviations 
Numbers 

22-29/June 

Evaluation exercises  1/July 
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Content Date Tasks 

Correspondence 
Business style 

Tone 
Outlook 
The “you” approach 
Organization 
Electronic mail 

Letter format 
Parts of a business letter 
Arrangements styles 
Postscripts 
Special paragraphing 
The envelope 

6-15/July 

Discuss principles, answer questions 
and practice different kind of 
language exercises to reinforce 
concepts. 

Académic Recess  21-27/July  
Evaluation exercises 29/July 

Request letters 
Inquiries 
Orders 

Replies 
Acknowledgements 
Follow-ups 
Confirmations 
Remittance 
Order acknowledgements 
Stopgap letters 
Inquiry replies 
Referrals 
Refusals 

3-5/August 

Discuss principles, answer questions 
and practice different kind of 
language exercises to reinforce 
concepts. 
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Content Date Tasks 

Employment Correspondence 
The Resume 
Letters of application 
Follow-up letters 
Letters of reference and 
recommendation 
Letters declining job offer 
Letters rejecting a job 
Applicant 
Letters of resignation 
Letters of introduction 

5-12/August 

Discuss principles, answer questions 
and practice different kind of 
language exercises to reinforce 
concepts. 

Final Exam 17/August  

Reposición de pruebas y ejercicios 19/August  

 

TEACHING STRATEGIES 
Lectures/Conferences Discussions 
Writing Workshops Audiovisual and other Interactive resources  

EVALUATION CRITERIA: The student will attend each class section prepared and with all the 
required materials, including the textbook.  His/her participation in class and in the planned 
activities is important for his/her academic progress. 

Partial tests (Not less than 2) 20% 
Quiz (Not less than 2) 10% 
Portfolio (collection of 1 research paper, 1 oral report & 5 homework 
assignments) 

30% 

Teamwork/Group work 10% 
Attendance 10% 
Final test 20% 

TOTAL 100% 

 
GRADING SCALE 

100% - 90% A 
  89% - 80% B 
  79% - 70% C 
  69% - 60% D 
  59% - 00% F 
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REFERENCE BOOKS 

Alred, G. J., Brusaw, C. T. & Oliu, W. E. (2008). The Business Writer’s Handbook. (9th ed.). NY: 
St. Martin’s Press.    

Hinkle, D. (2010). Microsoft Office 2010: A Lesson Approach. NY: McGraw Hill. 

Pérez Román, C. & Ferrie, F. M. (2005). Introduction to Business Translation: A Handbook in 
English-Spanish Contrastive Linguistic. (2nd ed.). San Juan: Editorial Universidad de 
Puerto Rico. 

Venolia, J. (2004). Write Right! A Desktop Digest of Punctuation, Grammar, and Style. (4th 
ed.). NY: Ten Speed Press. 

Electronic Addresses 
http://edufind.com 

http://www.englishdaily626.com/english_compositions.php  

http://www.ruthvilmi.net/net/hut/Langhelp/Writing/Index.html 

http://www.saylor.org/courses/engl001/  

https://www.ego4u.com/en/cram-up/writing  

http://bit.ly/1dUDow6  

Additional Electronic Addresses 

Exercises -- http://www.englishforeveryone.org/Topics/Writing-Practice.htm  

http://www.autoenglish.org/writing.htm  

https://owl.english.purdue.edu/exercises/  

http://englishteststore.net/   

http://bit.ly/1JXHtgp  

DATABASE: 
CRA/COBIMET Virtual Library  
http://dewey.edu/main2/?page_id=4276 

NON-DISCRIMINATION POLICY  

Dewey University is an institution that does not discriminate for race, color, gender, age, 
nationality, religion, physical, economic, social condition, disability and any other element 
considered under the Equal Educational Opportunities Act, Title IX of the Federal Education 
Amendments of 1972, The Americans with Disabilities Act (ADA), Individuals with Disabilities in 
Education Act (IDEA) and Section 504 of the Rehabilitation Act of 1973.  

COPYRIGHT ACT 
It is illegal for anyone to violate any of the rights provided by the copyright law to the owner of 
copyright. These rights, however, are not unlimited in scope.  Sections 107 through 121 of the 

http://edufind.com/
http://www.englishdaily626.com/english_compositions.php
http://www.ruthvilmi.net/net/hut/Langhelp/Writing/Index.html
http://www.saylor.org/courses/engl001/
https://www.ego4u.com/en/cram-up/writing
http://bit.ly/1dUDow6
http://www.englishforeveryone.org/Topics/Writing-Practice.htm
http://www.autoenglish.org/writing.htm
https://owl.english.purdue.edu/exercises/
http://englishteststore.net/
http://bit.ly/1JXHtgp
http://dewey.edu/main2/?page_id=4276
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1976 Copyright Act establish limitations on these rights.  In some cases, these limitations are 
specified exemptions from copyright liability.  One major limitation is the doctrine of “fair use,” 
which is given a statutory basis in section 107 of the 1976 Copyright Act.  In other instances, the 
limitation takes the form of a “compulsory license” under which certain limited uses of 
copyrighted works are permitted upon payment of specified royalties and compliance with 
statutory conditions.  The violation of this Act by a John Dewey student is considered a serious 
violation according the Institution’s Student Manual and could result in sanctions or penalties 
that vary from a written complaint to the suspension or expulsion from Dewey University. 
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