
OAD 131: Business English 
This course is designed to develop the student’s ability to use proper English. Emphasis is on grammar, 
spelling, vocabulary, punctuation, word usage, word division, and proofreading. Upon completion, the student 
should be able to write and speak effectively. Students must complete this course with at least a “C” average. 

Credits: Credits: 3 
Prerequisites: Prerequisites: 
None. 
Program: Program: Office Administration 
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