ENG 220 : Business Letter and Report Writing

Fall, Spring

The strategies and techniques of writing letters, memos, and reports are emphasized for situations that arise
in business. Business communication skills are developed and refined through assignments that include the
writing of positive letters, negative letters, and other business messages. For greater development of these
skills, a business report and an oral report are assigned to apply principles for writing analytical or
informational reports. This is a required course for some majors.

Credits 3

Corequisite Courses

ENG 110
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