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Course Description 
OST2335 | Business Writing | 3.00 credits  
Covers the procedures for writing effective business letters and memorandums, a review of grammar, and the proper 
format of today's business correspondence. Students learn how to prepare inquiry letters, direct and indirect 
response letters, application letters and resumes, and short reports.  
 
Course Competencies:  
Competency 1: The student will identify the standard and unique parts of a business letter and construct a business 
letter in a selected basic letter style by: 

1. Applying the reference manual style for business writers. 
2. Using examples of letters that have been received in the mail. 

 
Competency 2: The student will describe the elements that enhance tone and develop desirable tone in all written 
communications by: 

1. Writing letters that develop the use of the you- attitude. 
2. Using an optimistic viewpoint in thinking and writing. 
3. Avoid the common pitfalls of trite and unnatural expressions to achieve a natural, conversational-

sounding style that reflects the writer's personality. 
4. Expressing originality in a given letter's opening and closing. 

 
Competency 3: The student will write routine business letters by: 

1. Review and identify the various types of letters in the text. 
2. Composing letters for various business situations. 

 
Competency 4: The student will prepare a resume for job-seeking experience by: 

1. Using action verbs and resume writing standards. 
2. Using a practical, accurate style. 

 
Competency 5: The student will organize and write a simple business report and make an oral presentation by: 

1. Researching a topic. 
2. Keying the business report in the correct format. 
3. Following set guidelines for presenting a speech. 

 
Learning Outcomes: 

1. Information Literacy 
2. Communication  
3. Computer / Technology Usage  
4. Critical Thinking 


