
Introduction to Business Communication 
Study Guide 

 
 
 

• Brainstorming 
• Capitalization 
• Common noun 
• Counsel vs. Council 
• Currency in a Sentence 
• Expression Errors 
• Gerund 
• Grammar 
• Have Seen vs. Done 
• Independent Clause 
• Listening Skills 
• Numbers in a Sentence 
• Parts of a Message 
• Proofreader’s Marks 
• Punctuation 
• Spelling 
• Stationary vs. Stationery 
• Types of Messages 
• Types of Sentences 
• Written vs. Wrote 
 


