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GRANDE PRAIRIE REGIONAL COLLEGE /777

OFFICE ADMINISTRATION
COURSE OUTL.INE

OA1030B2 BUSINESS COMMUNICATIONS 1

TEXT:

FREREQUISITE:

COURSE
DESCRIPTION:

COURSE
OBJECTIVES:

Gulfey and Burke, Canadian Business English., Scarborough:
Nelson Canada, 1995,

The Gregg Refercnce Manual, 1995
A Good Detionary (Random House)

English 30 or 33 or permission of the instructor

Develop editing, proofreading, and writing skills

necessary for effective bosiness communicatlions through the
study of the wse of the dictionary and understanding of words;
spelling and vocabulary development: Erammar, seantence
punctuation and numbers.

A, The Use of Dictionary and Understanding Words

The student will be able to:
1. analyze words and determine meaning,

2. understand the wealth of information in g
dictlonary  and UEe it efficiently anid
effectively,

x select appropriate word/words In communication,

1, correctly use the rules of word divisjon.

B. Spelling and Vocabulary Deve lopment

The stodent will be able to-

1. spell and defline words in assigned lists

Z. use correctly the roles of capitalization.

. sentence Analysis and Correct lUse of Grammar

The student will be able to-

1. ldentily sentence structures for the purpose of
using the correct forms of grammar
z. know the parts of speech and use thes correctly

in their own writing and In editing and
proofreading of materfal.

o. Funcloation and Numbers
The student will be ahle tp:

B use correctly the rules of punctuation and
numbers In writing, editing aml proofreading
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ATTERNARCE: fiegular atteadasce is eseouraged: attesdance will bo taken 4l sach cless. If vom most
Biss & class, pleast have a clessmate plck up the wock for yoe.
ASSIGNNENTS Rssigumests ond tests misgsd will be recorded as gero.
COTRSE WOAK: Assignaests wissed may, by conseltation betveen the lsstructor asd stndent, be 3dded to

the Final eaam grade.

GRADIRG: ¥ pass this course, you need 1 winimum qrade of 4.
Uit Tests §0§
Peizges 104
Spelling 5%
Vocabulary 5t
Final nk
1303

il] grades will be expressed {n percentages asd the {inal qrade will be comverted to the
U-point systes,
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