GRANDE PRAIRIE REGIOMAL COLLEGE
BUSINESS ADMINMISTRATIOM
COURSE OUTLINE

B 1@i@ PUSINESS COMMUNICATIONS I 2(3—2) FALL 1992

INSTRUCTOR =
ODFFICE:
OFF ICE
HOURS &
TELEPHONE =

REQUIRED
TEXTS:

RECOMMENDED
TEXT=

PREREQUISITE:=

COURSE
DESCRIPTIDON:

Bi1ll Corcoran

c-211
Monday. and Wednesday 8:08 — 9:00 a.m.
Tugsday and Thursday B:l3 — 9:15 p.m.

or by appaointment
535-27325

i. John Thill and Courtland Boves, Excellenceg in

Business Communications {(Mew York: McGraw-Hill
Inc., 19911,

2. Sarah MNorton and Brian Green, The Hare

Essgntials: Form B , &nd edition, {(Toronto:
Holt, Rinehart and kWinston Limited, 1988).

3. A callege=level dictionary of your choice

1. A writer's handbook or style guide

English 3@ or 33

This course focuses on the principles of
gffective comsunications in business, both
written and spolen, Specific topics include
business communications theory, strategies faor
effective gn—-the—-job communication, principles of
business wWwriting, report writing, writing for the
publie, document design, visual aids, non-verbal
communication, and public speaking. The weekly
labs will cover grammar and the revision and
editing process.
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BA _1@1@d BUSINESS COMMUNICATIONS 1 Si3=2% FALL 1992

COURSE
OBJOCTIVCS:

COURSE
FORMAT =

The primary objective of BA 1@18 is to improwve
comaunicatlon skKills {(writing, speahkliiyg,

listening, reading) in business settings. Upon
completion of this course, students will be able
to do the followings:

1. FApply the correct use of .grammar, spelling,
and punctuatiaon to business writing and
speaking.

2. Understand and apply basic communication
theory to business situations.

= Plan, organize, compose, and format effective
buziness mWEssaAQES.

4. Research, plan, execute, and evaluate an
effective oral presentation,

2. Research; plan, compose, and document a formal
academic research paper.

BR 1®1@ consists of three hours of classwork and
two hours of lab weekly., The classwork will
cons=ist of lectures, class discussions,; small
group work, and individual student presentations.

The labs will run primarily on & workshop basis.
Typically, this will include a short lecture
followed by individual grammar gxercises and
tests.
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A 141: CLASS SCHEDULE 1992

Section O
TOPIC (5]

-Course outlinme
=Introduction

—Study shills — reading

—Memo format

=Study shkills - test prep.
=Baglics of coamunication

~Communicating in orgs.

=Elanning comaunicatiaon

=Hudience analysis

—Organizing and composing
—Study skills = B3t wWriting

=Quiz
=Revising

—Document design
—Reports
~Memo reports

=Descriptive outlining
=Froppodsals
-Letter Reporis

=HBusiness research
=-Library skills

—+al cosnunication
=Quiz

=Yizsual Aids
—Public Speaking

READING

E.B.C.
Ch., 1

E.B.C.
Ch. 2,3

£ lEi
Ch., &
Fors B,
Ch. =zd,
22, 23, 24

E.B.C.
Ch. 5

El Ei- :i
Ch. 1@

p- 26571
Rppendix

E.B.C. .
Ch. 1@
p. 260-3

E.B.C.
Ch. 15
p.all=15

E.B.C.
Ch. 16

m o= o=

ASSIGMNMENT

DUE

Memo

Sep. 17

OQuiz #1
Oct. &

HMemo Rpt
—Draft
Oct. 20
=Final
Oct. 22

Proposal
MNov. 3
Quiz #2
Mow. S

Progress
Report
Mov. 1@



5

3

Ba 181@ BUSIKESS COMMUMICATIONS I di{3=) ForLL 1igag

ASSIGHMENTS 3

GRADING:

ATTENDAMCE =

FALL 19932

The following teats and assignments will
detereine your Final grarde:

Lo D s g e el e e S S e e e B el " E R oEowom 54
O I g T T T P - |-
3. Memo Report ....c..acnaes - AR T i Ree Tk
illll.. PT"‘DF“J‘EE.]. ------ & m ow @ W B EFEEE S E R omE N oEowWomom [ ?.5:‘-
5- Quiz #E mmom A omomom ok E ok B R RA SRR A EEEEEEEmEom ?.-5:‘-
6. Research Paper and Progress Report ..... 15%
_l'r. EpEEE‘h ----- @ w owow owm o m B @ EE B EEEEERE S EE EEmEwomom 15%
B, CGrammar lab® sasssaranarsianrrars btaanaa 15%

q- Final E‘H‘m 4 4 & F & 4 81 4 F 1 F F §F s 58" g FI & @b e Ea“

¥You Will receive an assignment booklet containing
guidelines, instructions, and due dates For each
of thete assignments near the beginning of the
COUTS@.

Rssigneents are due on the specified date. If
you feel that you have a valid reason far an
extension, then please request it a minimum af 24
hours in adwvance. Upnauthorized late assignments
will not be graded.

%ou will be empected to camplete various reading
and writing assignments putside of class time, in
addition to the graded course assignments.

Grande Prairie Regional College uses the
following nine=point grading scale:

5@ = IR srsensasarssrannsanna 9
Eﬂ- Eg' OB R OE R OFEWEE S A E W EWEEE R E
i T oA W W RS a A EEawEoEmam T
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45 = 4% suseiecrasrerrammnaas 3
2h =- iy iy fE ®E AR R EEEE A EEEEEaoam 2
B - ] B E g E R mEEE S mEEEEm 1

Because your participation 1% important to the
success af the course, you are expected to attend
ALL classes. If you are unable to attend, please
let me know, preferably ahead of time. You are
respansible for obtaining any notes or handouts
vwou may have missed due to an absence.




BA 1@l1: CLASS &C ULE 1592 (Cont.)}

Section C
DATE TORIC(S) : READ I NG ASSIGNMENT
DUE
Mow. 17,19 =Fublic speaking
=Speech Evaluation
Mav. 24,26 =Student speeches Speach
¥ T=B: A
Dec., 1,3 —Final exam preparation Labs
cosplete
Dec. &
Cec. &8 —Review Research
Paper
Dec. B
Dec. 18-18 =Final eWam Final
BEddm
T-B.A.

E.B.C. = Encellence _in iness Communi

Farm B = The Bare Essentials: Farm B

Assigneents are to be handed in at the beginning of class on the
day that they are due unless an extension has been granted.

FALL 1992




