
OFC 120: Text Editing 

Editing and proofreading documents involve more than just using the spell check on your computer. This course will 
review sentence structure, grammar usage, punctuation, capitalization, and number style. Frequently misspelled 
words and confusing words will also be covered. Students' skills will be enhanced through proofreading and editing 
business documents. Three lecture hours per week. 

Course Student Learning Outcomes 

1. Apply English fundamentals in the preparation of business documents and written communications. 
2. Apply basic grammar and punctuation rules in written communications. 
3. Apply rules of capitalization and number usage in written communications. 
4. Present detailed and precise information in written communication. 

5. Locate reference sources on the Internet. 
Credits: 3 
Program: Office Administration 
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