2

Example of Course Competencies and Learning Objectives
Please note that terms such as Course Outcomes, Course Competencies, and Course Objectives are sometimes used interchangeably.
	Course Outcomes
	Course Competencies
	Method of Evaluation

	Apply correct business English grammar rules.
	Given grammar exercises, identify the parts of speech.
	Final Exam: Question numbers x-xx. To complete this competency, the student must correctly answer 80% of the questions.

	
	Given sentences, identify and correct errors in subject/verb agreement, possessives, plurals, abbreviations, and pronoun selection.
	Final Exam: Questions xx-xx. The student must correctly answer 80% of the questions.

	
	Given sentences, identify and correct errors in capitalization, punctuation, and number usage.
	Final Exam: Questions xx-xx. The student must correctly answer 80% of the questions.

	
	Given grammar exercises, identify fragments, comma splices, and run-on sentences.
	Final Exam: Questions xx-xx. The student must correctly answer 80% of the questions.

	Proofread and edit business documents using a word processing program.
	Given unedited documents, proofread and edit business letters, emails, memos, and reports.
	Assignments: The student must attain a score of at least a C on the following Assignments. using the grading rubric (guidelines) provided:
Unit 1 (Chapter 1) Challenge—Edit an Email
Unit 2 (Chapter 4) Challenge—Edit a Letter
Unit 3 (Chapter 8) Challenge—Edit a Memo
Unit 4 (Chapter 11) Challenge—Edit a Letter
Unit 5 (Chapter 14) Challenge—Edit a Letter
Unit 6 (Chapter 17) Challenge—Edit a Report

	Demonstrate the proper use of business vocabulary
	Given a business vocabulary term, compose a sentence demonstrating an understanding of the term.
	The student must post an acceptable response for the following discussions using the grading rubric provided.
Unit I Discussion Posting—Business Vocabulary
Unit 6 Discussion Posting—Business Vocabulary

	Develop spelling skills.
	Given a document containing spelling errors, correct the misspelled words.
	Assignment: The student must correct 90% of the misspelled words on the document provided.

	
	Under testing conditions, identify the correctly spelled words from a list.
	Tests: The student must correctly select 80% of the correctly spelled words on the following tests:
Test 1 (Chapters 1-7) Questions xx-xx.
Test 2 (Chapter 8-13) Questions xx-xx.
Test 3 (Chapter 14-18) Questions xx-xx.

	Demonstrate the ability to use a dictionary
	Given a dictionary, determine spelling, definition, pronunciation, syllabication, accent, word usage, and word history.
	The student must post an acceptable discussion posting based on the rubric provided for Unit 1 Discussion Posting (Dictionary)



