Instructor Guide

INSTITUTION: 		Linn Benton Community College

COURSE TITLE:		Business English	

COURSE NUMBER: 	OA 110 – Credit Unit 4 (1 Module)		 

TEXTBOOK: 	Business English for Success; v. 1.0; Saylor.org

Notes: There is no required text for purchase for this course. Readings are provided through links.
		
	CONTENT:
	INSTRUCTOR NOTES:

	Credit Unit 4 Introduction
	Credit Unit 4 will go over how to edit writing in a professional setting. In an office, errors will not be blatant, so it is important to understand grammar and punctuation usage so you can catch error and make sure the writing is clear and correct. You will also learn how to use Google, specifically more about use of Google Docs and more. 
Credit Unit Outcomes:
· Analyze sentence structures to identify parts of speech and their roles in a sentence.
· Use appropriate English syntax in writing.
· Apply standard editing rules to a variety of sentences.
· Use correct English grammar in business writing.



Module 1: 
	CONTENT:
	INSTRUCTOR NOTES:

	Module 1 Introduction: (CU4 M1)
	Proofreading is the final stage of the editing process, focusing on surface errors such as misspellings and mistakes in grammar and punctuation. Proofreading marks are used by writers and editors to make corrections and revisions on printed copy. These standard marks are used for clarity and consistency. If you are revising your own work, you'll probably use these marks only occasionally, and may make up a system of marks that work for you. However, in many jobs you will be working in a team environment where writing and editing tasks are shared. To help with clarity and avoid confusion, it's important to apply these well-known marks correctly.
Module Outcomes:
· Identify common proofreader marks.
· Use proofreader marks to edit and correct multiple types of writing errors.
· Create accurate business documents from edited copy.

	Reading: (CU4 M1) Proofreading Marks
	See: Proofreaders Marks Handout

	Video: (CU4 M1) Proofreading Marks
	The following Video was found on YouTube: 
· Proofreaders Marks by myburbyful

	Activity: (CU4 M1) Proofreading
	The following Activity was provided by livebinders.com
· The Proofreading Marks Games
Also complete the following: 
See: Proof It!

	Competency Assessment: (CU4 M1) Fillable Forms
	See Document: Competency Assessment CU4M1 Fillable Form and Answer Key
See Document: Competency Assessment CU4M1 Proofreading Marks Matching Quiz

	Reading: (CU4 M1) Editing in the NY Times 
	It is important to represent yourself and your company well. Grammar mistakes may cause people to believe you are unprofessional or unable to meet their needs. Even professionals make mistakes though, and it is good to read about their errors to avoid making them in your own works. Here is a blog by Philip B Corbett, the associate managing editor for standards at New York Times, who is also in charge of The Times’s style manual. Each week he finds grammar mistakes in the Times and posts a blog with the corrections. Please read each of the linked articles.
See: Article 1
See: Article 2
See: Article 3
See: Article 4

	Competency Assessment: (CU4 M1) Editing Professional Writing
	The following exercises were provided by proofreading-course.com: 
· Proofreading Exercise 2: The War of the Worlds by H.G. Wells
· Proofreading Exercise 3: Oliver Twist by Charles Dickens
· Proofreading Exercise 4: Sherlock Holmes – A Scandal in Bohemia by Sir Arthur Conan Doyle
· Proofreading Exercise 6: The Mysterious Affair at Styles by Agatha Christie

	OA 110 Credit Unit Assessment: (CU4)
	See Document: OA 110 CUA CU4 Fillable Form 1
See Document: OA 110 CUA CU4 Fillable Form 2
See Document: OA 110 CUA CU4 Fillable Form 3 

	OA 110 Credit Unit Assessment: (CU4)
	See Document: OA 110 CUA CU4 Fillable Form 1 AK
See Document: OA 110 CUA CU4 Fillable Form 2 AK
See Document: OA 110 CUA CU4 Fillable Form 3 AK
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