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GRANDE PRAIRIE REGIONAL COLLEGE
BUSINESS ADMINISTRATION
COURSE OUTLINE

BA 1010 BUSINESS COMMUNICATIONS | 3{3-17 FALL 1996

INSTRUCTOR:
OFFICE:

OFFICE
HOURS:

TELEPHOMNE:

REQUIRED
TEXTS:

TEXT USAGE:

PREREQUISITE:

COURSE
DESCRIPTION:

Saction ©
Bill Corcoran
C-207
Monday to Thursday &30 - 930 am.

ar by appointment

538-2735
fleave a message T I'm pol ind

1. Morthey, Margol, impact; 4 Guide o Business
Communication. Scarborough, OM: Prenfice- Hall, 1933,

2. Merton, Sarah, and Braan Green. The Bare Essentials; Form A. dth ed,
Toronta: Harcourt, 1996,

3. The BA 1070 Azsignmen! Manual. (Pvailable in the Bookstore.)
4 A collage-level dictionary of your choice

tmpacl is the pimary course lexl. It will be used for both the business wiiling and
grammar potions of the course, In addition, impact will be used in BA 1020 -
Business Communications 1.

Form A s an exercise book which will be used mostly in the grammar portion of
the course. The Asslgnment Manoal will provide detailed instructions about the
oourse assignments, The dictionary will be used a5 a reference book.

English 30433 or equlvakent

This course focuses on the prnsples of effective communicabons in business,
both wrillen and spoken, Spedfic topics include buginess communications theory,
strataqies for effective on-the-job communlcation, principles of business writing,
repart writing, writing for the public, document design, wisual alds, non-sverbal
communication, and public epeaking. Grammar and the revision and editing
process will be emphasized throughout the course.
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Section G
COURSE The pelmary objective of BA 1010 is to improve communication skills (writing,
QBJECTIVES speaking, kstening, reading) in bisiness settings, Upon completion of this course,

you will be able to do the foBowing:

¥

Apply the cormect use of gratmmar, speling, and puncluation to businass
writing and speaking.

s Understand and appdy effective study skills techniques,
3 Plan, oiganize, compose, and format a varety of written business
MesEages
4 Research, plan, exécule, and evaluate an effective oral presentation
i Research, plan, compose, and document & formal academic mesearch
paEpET,
COURSE BA 1010 consists of four hours of instructional me waakly. The classwork
FORMAT: will conslst of lectures, class discussions, small group work, in-class exarclses,

and individual stuedent preseniations.

GRADING: Grande Prairie Reglonal College uses the lollowing nine-point grading scale.
B - 100% e B
BO- BF s B
T PR L L i R
G65- 71 ... ... &
BT - B4 i L
S0 A 4
43« 49 3
28 - 44 ... i
B- 2% e 1
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Topics:

Read:

Exercizes:

D

BA 1010: CLASS SCHEDULE 1996
Saction C

0 and 31

Gramimar
- CHher Punctuation
Research Project
= Choosing & Subyect
- Cutlining
= Documenting Sources
- Library Skins

Form A - Ghapter 20, 21, 22, and 24;
Documentaton Handaout

Form A - Exercise 2004,
Formt A - Exercises 21.2, 21.5, 21.9, and 21.10;

TEST #2 - October 30

MOVEMBER S5, 6. and [

Topics:

Read:

NOVEMBER

Topics:

Read:

Chune:

Grammar

- Return TEST #2
Fesearch Praject

- Library Skillz

- Witing a Research Faper
Fublic Speaking

- Intreduction

rmpact - pages 164-176

1 nd 1
Fublic Speaking
- Planning
= Wniting
- Wisual Aids

- Group Presentations

Speaking Tips Handout

OUTLINE - November 14; GROUP PRESENTATION - T.B.A.
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BA 1010: CLASS SCHEDULE 1996
Section C

OCTOBER 15, 16, and 17

Topics: Wihiting
- Editing Exerdiss
Grammar
- Pronoun Form, Agreemenl, Person
- Gpelling Spolkers
- Capital Lelters
- Adverbs and Adjactives

Read: Form & = Chaplers 14, 15, 16, 2, and 3,
Adverbs and Adjectives Handoul

Exercizes; Form A - Exercises 14,2 and 14.4,
Form & - Exercizes 126 and 15.8;
Form A - Exercizes 16.4 and 18,8,
Form A - Exercizes 2.2, 248, and 2.7,
Form A - Exercizes 3.2, and 3 3;
Adverb and Adjectives Handowl

Due: IMFORMAL REFORT - Drafl, Ocl. 15, Final, Get. 17

QCTOBER 22, 23, and 24

Topics: Writing
- Return Informal Report
Grammar
- Aposlrophes
- COmmas
« Coblons pad Semi-colons
- Mumbers

Read: Farm A - Chapters 4, 17, 18, and 1%;
MNumbers Handoul

Exerclses: Form A - Exarcises 4.3, 4.4, 4.5, 4.8 and 4.9,
Form A - Exercises 17.2, 173, 174, 17.7, 17.9 and
17.10;
Fomm A - Exedcizes 18,5 and 18.9;
Form A - Exarcises 18.2, and 183
Mumbers Handout
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BA 1010: CLASS SCHEDULE 1956
Section G

SEPTEMBER 24. 25, and 26

Topics:

Read:
Exerchsas:

Diue:

Grammar
- Paralksl Structure
Wirifing
- Planning {Audience Analysis and PRO)
- Dpan, Body, Close
- Paragraph Structure
- Copy Elemants
- Relurn Memo

Formm A - Chapler 3, Impac! - Chapler 2,
Form A = Chapters 22, 23, 23; Impact - pages 120-23
Fortt A - Exercises 3.3, BB 0.8

MEMOD - Tuesday, Seplember 24

QCTOBER 1, 2, and 3

Topics:

Read:

D

Writing
- Effectlve Santences
- Effective Word Choice
- The Writing Process
= Revising
- The Informal Repad

impact - Chapters 2, 3 and &;
Fort 4 - Chapler 26, 28, 29 and 30

TEST #1 - Oclober 2

OCTOBER 8, 9 and 10

Topics:

Read:

Exercises:

Grammar
- Relum TEST #1

« Werh Form
- Subject-Verb Agresment
= Verk Tense

Form A - Chaplers 11, 12, and 13
Fort A - Exarcisas 11,1 and 11.4;
Form A - Exercises 124, 12.5 126, 127, 128,

Farm A - Exercises 12,1, and 13.3
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Saction C
SEPTEMBER 5
Toples: Course Culline; Assagnment Manual,
Cammunicalion Theofy
Read: Course Outling; Assignmant Manual {skim):

tmpact - pages 6-10.

SEPTEMBER 10, 11, and 12
Topics: Study Skills
- Time Management
- Reading
= Mote Taking
- Test Freparation
- Test Writng

Read: Handouts (Time Managemaent, Note Taking)
Exercises. Timwe Managemenl Exercise; 504F Execise
Due: MARKETING NOTES - Friday, Seplember 13

SEPTEMBER 17, 18, and 18

Topics: Wiriting

« Memo Formal
Srammar

- Subjects and Yeros
- Sentence Fragmenis
- IND and DEP Clauses
- Run ons
- Fautty Modifiers

Road: fmpact - pages §3-84, Form A - Chaptars 56,7.8

Enxercizes: Form A - Exercises 5.2, 5.4, 57,58, 512, 516
Form A - Exercises 8.5, 6.6, 8.8, 613, 6.14
Form A - Exeicises 7.1, 76,75
Earm A - Exmicises 8.9, 810
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ATTENDANCE:

Section C

To gel the most out of this coorse, regular altendance and parbcipation in class

aclivities s reguired, Accordingly, 15 percent of the course grade wil be

detarmined by altendance

- ATTENDANGCE WILL BE TAKEN AT EVERY CLASS AND LAB WHICH THE
ENTIRE CLASS IS REQUIRED TO ATTEND.

= The attendance grade will be calculated according to the following formula:

Attendance = 1 - Unexplained Absences
Grade 25 & Total clazses

Grade

Marks

Joe had 5 unexplained absences oul of 52 classas:

Attendance =1- & = 1..385 = 31.5%

Therafore, Joa would receyve 615 x T5% = 9.2 oul of 15 alfendance

EXAMPLE

25 x 52

- A scheduled glass that ocours on the same day as a test in another class will
count double for attendance marks {i_e., do not skip BA 10180 to study for a
test in another class.)

- Attendance atso includes comlng o class prepared (8. assigned homework and
reading completed) and coming to class on time.

Az adull students with other responsibilities, yvou may encounter sifuations which
prevent you from altending & scheduled class. If you must miss a class, please
inform me, preferably before your absence. (Call my office, 539-2735), Upon
your return, please show me that you have recelved 3 copy of the noles you have
missad from another student. | both these things are done, you will be eligible
for the atlendance marks for the class{es) which you have missed
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Section C

The following tests and assignments will determine your final grade:

LR T Y 15%
2 Markating L1 T e e Credir
o A i it i Cradil
4. Test| .. 100 *
a. Infmmal Hep-urt TP 10%:
6. Test il . 100 *
T Group F're-s-enlatmn .................... et
e JH - o || I — T
4. Research Project

=)L [T PR - %%

bl Spoech ... ISURURURRRRR L1

c} Research F‘aper ................ 20%
10, Final Exam .. 20%

" Bast twa of Ihiee lests to eount

HNOTE" To pass the course you must
- Complete all assignments and write all tests - Receive CREDIT on both
the MAREKETING NOTES, MEMC and GROUP PRESENTATION
- Cain & mark of 40 percent or better on the FINAL EXAM

Assignments are expecied to be handed in at the stad of class on the day thal
they are due.  However, to allow for last second revisions, corpuber disk
prablems, etc., assignments will be accepted wntil 3 p.m. on the due date,
Assignments submitted after this ime will be considered late,

If wou feel you have a valid reason for an extension o a due dale, please request
the axlension at least 24 hours in advance,

Unauthorized late assignments, if accepted, will have a 15% per day late penalty
applied to the assignment grada

Al hand-In assignmenis must be typewrtten or word processed.

In addition o the graded course assignments, you will be expected o complete
varous reading and wrlting asslgnments oulslde of class ime.
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BA 1010: CLASS SCHEDULE 1996
Section C

NOVEMBER 19, 20 and 21

Topics:

MNOWEM

Topics:

D

Research Froject
- Return OUTLINE
Pubhc Speaking
- Group Presentabions
« Delvary
- Practice

T and

Fublic Speaking
- Gludent Spaeches

SPEECH - T.B.A . TEST #3 - Novembsar 27

DECEMBEER 3, 4 and &

Topics:

Exercizes:

Due:

Fesearch Paper
- Editing
GrAMmar

- Return TEST #3
= Final Exam Preparallon
Fractice Final Exame

RESEARCH PAFER - December 5

DECEMEBER 9 to 17

Dua:

FINAL Exam - T B.A,

impact = impact, A Guige lo Busingess Commurdcalion

Form A = The Bare Essentials: Farm A

FALL 159G

MHOTE: This schedule |s tentativa. Minor revislons
may ba necessary as the semester progresses,




