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GRANDE PRAIRIE -REGIOMAL COLLEGE
BUSINEBSE ADMINISTRATION
COURBE OUTLINE

BA 1010 BUGINESS COMMUNICATIONS I -~ FALL 1353

INSTRUCTOR:
OFFLICE!:
OFFICE HOORS:
TELEFHONE!

REQUIRED
TEXTE

RECOMMENDED
TEXT:

PREREQUISITE:
COURSE:

Lothar Mansch
TBA

TBA

849-5690

1. John Thill and Courtland ves, Excellance i?
Businagss g*g;uniultinnl aw ¥ 1 MoGray= 1
1+ - .

2. Barah Worton and Brian Gréen, The Bare
Essentials: Form B, 2nd edition [Torontos
Helt, Rhinehart, and Winston Limited, 1908).

3. A college level dictionary of your choice

1. A writer's handbook or style guide

English 30 or 33

This course foouses on the pringiples of
affective communicetions in buminess, both
written and spoken. Specific toplica include
business communlcation theory, strategles for
effective on=the=job communigation, principles of
pusiness writing, report writing, writing for the
public, document deaign, visual aids, non-verbal
communicaticn, and public speaking. The weekly
labs will cover grammar and the revision and
editing process.
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BA 1010 BUSINBES COMMURICATIONS I - FALL 19393

COURESE The primary objective of BA 1010 ia to improve

OBRJECTIVEER: communication ekllle [(wriltlog, speakluu, .
listening, reading) in business settings. Upon '
complation of this oourse, students will be able
to do the followingi

1. Apply the correct use of grammar, spalling,
and pungtuation to business writing and
spaaking.

2. Understand and apply basic communication
theory to business sibuwetions,

3. Plan, organize, compose, and format effective
business mesEATESs.

4. Research, plan, execute, and evaluate an
affactive oral presantation.

%, Regearch, plan, compose, and document a formal
acadamic research paper.

COUREE BA 1010 conslets of three hours of classwork and

FORMAT: ons and & half hours of lab weekly. The classwork will
consist of lectures, class discuassions, Emall group
work, and individual student presentaticns.

The labs will run primarily on a workshop basis.
Typlcally, this will include a short lecture
followaed by individual grammar exercises and tests.
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DATE

waek of Bepb.3.

w/o Sept. 12.

w/o

w/o

w/o

w/e

w/o

w/o

w/o

wio

w/o

w/o

@

Sept. 19,

Bapt. 26,

Cot.

Ogt.

Dot.

ogt.

Dot..

Hov.

Hov.

3a

190.

17

24,

31l.

v 14,

2l
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BA 1010y CLASE BCHEDULE 1593

TOPIC(8)

-Cpursw gutlline
=Introduction

~Bagios of communication

-ltuzilklllu
=Redding-askills

=Llstening skills
-¥Writing skills
=Mamg format

-Conmunioating in Orgs.

-Planning communication

-Audienca analysis

~0rganizing and compoaing

=Test writing skills

~Quiz
-Reviging

=Casa study

=Documant dasign

-Reports
= Memo reaports

-Degcriptive outlining
=Proposals
=Letter raports

=RBuginess rapearch
~Library skills

=0ral communication
-Qulz

=¥isnal ailde
-Public speaking

-Fublic Bpllkinz
-Bpeech evaluation

=Publio Bpeaking
=Speach evaluation
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READING

"
Handouts

Bandouts
E.B.C.

P=
Ch. 2,3

E.B.C.
Eﬁ- ifﬂ;i

!EIE B

L] f:=|
23,24
:.B':I

E.B.C.
€h. 10
P.246-256 &

P

265=271 &

Appendix B

Sha it

p-260=-1263

padli=415

» 15

P.aB

ASBGNMENT DUB

Memc due Bept. 2

Quiz #1
Dok, 5

Hemo report |
=Draft - Ock. 19
=Final - Ooct. 26

Proposal Nov. 2
Quiz Hov. 4,

Progress
Report Nov. 9

Student Speeches

Student Speschess
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BA 1010 BUSIMEGS COMMUNICATIONS 1 PALL 1993

ABBIGHMENTS The following tests and assignments will determina
your f£inal grade:

ly MBMOassssnsapnsnnenarbpanssprnremuremeins L1
o r 4 ﬂﬂil # le cosvussssssponsnannmrrisasnnrns 7.5%
3, Memo BREBPOTE sissssnsnnnnanbin s ssnsrsnannn 7.5%
‘. Ptupn‘al..."jlllIIIIIIIiIII-....iiII-". 1-5‘
- 1 uﬂil ' I';l------llltltlnit;-;--‘---'rrl- 7.5%
. Regearch Paper and Progreas RepOrt....... 15%
?- Bpiﬂchllnr'---liilll|"|p-';lll|-iilil!ll 15‘
B. ﬂr‘nﬂ.: llh. I EE R R EREE N NN R R RN R R 1!‘
Il rin‘l !".n lil!lrIlil|-'|1-li-a--ilill!il!i!=u‘

Purther information on each assignhent will ba given
on the datam that they are assigned.

Aepignments are dus on the specified date. If

you feel that you have a valid reason for an
extenslon, then please request it a minimum of 24
hours in advance. Uneuthorized late asslgnments
will not ba graded. Daductions in marke may be made
for authorized late asslgoments.

You will be expectsd to complete various reading
and writing aspignments cutside of class time, in
sddition to the graded course assignmants.

GRRDING: Grande Prairis Regional College uses kthe
following nine-point grading scals.
gﬂ "~ 1uﬂ‘ e wow § s EE EE B R E RN 9
B0 = BOR assssmnaprnnwersng B
T2 = TR sesssnnonniainnnng 7
55 — Tl‘ TEEERE SR N NN NN i
5? - E“ FF PR s R EEEma B kAL EEE 5
50 = 55‘ sd s A EEN AT FEE RS B &
‘n - ‘E‘ PR g mm sk EEEEE R R 3
:E - “‘ A E BN R EEEE PR EEE e Ed 2
u Lo 25‘ E R R E R NN NN NN 1
ATTENDANCE: Because your participation im important to the

sucosss of ths course, you ate expeotad to attand
ALL classes. If you are unable ko attend, pleasa
lst the instructor know, preferably ahead of time.
You are responaible for cbtalning any notes or
handouts you may have missed due to an absence.
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BA 1010: CLABS SCHEDULE 1933
DATE TOPIC(S) . READING ABEICNMENT DUOR
w/o ¥Nov. 28 =Final Exam preparation Laba complete
Dac. 1
w/o Dac. 5. - Raviaw Hesoarch Paper
Due Dac. 7
w/o Dec. 12. =Final Exam T.B.h,

E.B.C. = Excallance in Busineass Communications

Form B = Tha Bare Eggentials: Form B

Agsignments ara to bes handed in at the beginning of the class on thas
day that tha¥ are due unless an axtension hasa bean granted.




