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BRIEF SUBJECT PRESENTATION:
Pre-requirements: No knowledge of Business English is required to attend this subject
although in order to make the most out of it, students must have at least a minimum
level of English equivalent to B1. In addition, as an important part of the skills to be
acquired are focused on being able to translate business letters, an intermediate
knowledge of Spanish, that is, equivalent to B2, is a must.
Link to other subjects in the curriculum of the Degree in Business Management: this
subject is actually complementary to other subject matters having to do with Marketing,
Banking, Finance, Human Resources, International Trade and Business
Communication, among others, as its contents deal with said areas.
SKILLS / LEARNING OUTCOMES TO BE ACHIEVED THROUGH THIS
SUBJECT








Using the Business English terminology required to be able to communicate in
an efficient way within a business environment.
Being able to use the grammar and syntax structures being practiced during the
academic year in order to be able to communicate in written English in a clear
and understandable way.
Being able to properly interpret texts written in English that fall within the area
of Business Communication in order to enable attendants to carry out their
future professional activities with all guarantees.
Being able to write with an acceptable degree of correction and accuracy
business letters and e-mails.
Showing a favorable attitude towards the learning and use of Business English,
making one’s best efforts to be able to communicate adequately and to overcome
learning difficulties.

THEORETICAL-PRACTICAL CONTENTS
UNIT 1. Introduction to business communication. Formal letter presentation (i.e.
conventions, main parts, format, …)
UNIT 2. Enquiry letters and reply to them
UNIT 3. Quotation letters
UNIT 4. Order placement letters and reply to them
ASSESSMENT SYSTEMS
Continuous assessment throughout the academic semester.

Final assessment on the official date published in the Faculty web-page and / or GAUR
platform
CONTINUOUS ASSESSMENT TOOLS AND MARK PERCENTAGES
Test

10%

Attendance and class participation through different kinds of exercises
Final overall written exam

15%

75%

FINAL OVERALL WRITTEN EXAM
The final overall written exam will be divided into two parts. Taking into account that
the first part of the exam is intended to assess the minimum knowledge required to
acquire the necessary basic skills, students must obtain a minimum of 60% of its total
mark to pass it and then be assessed regarding their second part. In that second part, the
minimum percentage to be obtained in order to be entitled to have the mark for class
attendance rate and active classroom participation recorded will be 40%.
The mark achieved in the Ordinary Examination Session is made up by the following:
1. Continuous assessment activities (i.e. class attendance rate and active classroom
participation):
15%
2. Continuous assessment midterm test:
10%.
In order to be entitled to sit for this test, students must have, by the date the test
takes place, at least an 80% attendance rate out of the total number or teaching
hours up to that date.
3. Final overall written exam:
75%
4. Selective oral exam: POSSIBILITY TO HAVE YOUR MARK ADJUSTED
UPWARDS. The addition of the marks achieved in the 3 previous sections will
make it possible for the students to be awarded a maximum mark of 6.9 – (C++Pass). In order to meet the requirements to take the oral exam, which will enable
students to benefit from an upward adjustment of their mark and thus achieve
the final mark of B, A or Distinction, the minimum mark to be obtained in the
mixed assessment must be 6.5.
Those students who wish to be assessed by means of the final assessment system,
regardless of whether they have taken part in the continuous assessment system, are
required to file with the lecturer in charge of the subject (i.e. Business English I) their
waiver to the on-going assessment system, within a 9-week period, from the beginning
of the academic term, pursuant to the Faculty academic calendar dates.
Those students who have applied for and do meet the requirements to sit for the final
exam will be assessed by means of a final overall written exam that will take place on
the official dates passed at the Faculty Board Meeting and published in the official web
page of the Faculty and / or the platform GAUR and the mark that can be achieved shall
be 100%. In order to pass this exam, students shall achieve in the first part a minimum
of 60% of its maximum total, and in the second part a minimum of 50% of its maximum
total.

Since the final exam will, in all cases, have a value higher than 50%, the regulations in
force provide that failing to sit for this exam will, for all purposes, be understood to be a
waiver to be assessed and the final mark in the student academic record shall be “NOT
ATTENDED”.

EXTRAORDINARY EXAMINATION SESSION: GUIDANCE AND WAIVER
Assessment of the subject in the extraordinary examination session will be made
exclusively by means of the final exam system. Please, take notice that the marks
achieved by means of the continuous assessment system shall not be added up and taken
into account at this extraordinary examination session.
In order to pass the written exam at this extraordinary examination session, students
must achieve at least 60% of the total of its first part and 50% of the second one.
The mark achieved at the written exam will entitle students to achieve a maximum mark
of 6.9 out of 10 (C++- Pass). In order to be able to take the selective oral exam, students
must achieve a minimum mark of 6.5 in the written exam, which will allow them to
have their final mark adjusted upwards and then have the option to be awarded a mark
of B, A or Distinction.
Please, take notice that the oral exam will, in no case, lower the mark students have
achieved in the written exam.
BASIC MANDATORY TEACHING MATERIAL
Students must attend classes with the relevant teaching dossier which includes the
teaching material designed by the lecturers specified below, which may be purchased at
the Faculty Photocopying Centre placed at the basement - Elcano.
Castro, J.; Bilbao-Goyoaga, A. (2018-2019). “Business English I Class Dossier /
Dossier de Inglés Empresarial I”-First Semester / Primer Semestre. UPV-EHU.
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