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GRANDE PRAIRIE REGIONAL COLLEGE J4) 7

OFFICE ADMINISTRATION - |
COURSE OUTLINE C.Gerntsen

OA 1040 - BUSINESS COMMUNICATIONS 11

PREREQUISITE:

COURSE
DESCRIPTION:

COURSE
OBJECTIVES:

GRADING

Guffey,Rhode, Rogin. Byginess Communication: Process and Product, First
Canadian Edition, Nelson Canada. Scarborough, Ontario, 1996,

The Gregg Reference Manual, Fourth Canadian Edition

A Good Dictionary {Random House)

A 1030 or permission of the Instructor.

Applics the principles leamed in OA 1030 to the techniques of writing
different types of letters, memos, and short reports. Emphasizes oral
communication, punctuation, and proofreading skills.

3 To pursue the study of Enplish grammar and usage in depth,
especially as it applies to business communications.

2. To concentrate on developing proficiency in applying principles of
style in business writing, i.e., Letters, reports, metnos.

3. To leamn how to give short oral presentations.

4, To provide experience in organizing and presenting informed

reports, letters, &nd memos.

. Assignments are due on the dates specified by the instructor.
Assignments may be handed in early; but only in exceplional
circumstances may assignments be handed in late.
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ATTENDANCE:

INSTRUCTOR:

WINTER 1998

2, IF yuu miss an n-class o homework: assignments, you receive a
zero (U) for that assignment.

. Plagiarism will not be tolerated.

d. The final course grade will be determined by the following scale:
In-class Exercizes 100y
Proposals and Business Reports 1%
Lettershiemaos g
Ciral Presentztions L
Exames 3084
100%

5. Final grades will be expressed on a 9-point scale.

6. All assignments except the exercises must be typed.

i M All major assignments must be completed in order to complete this
course,

I Attendance is required and will be taken at cach class,

. If you must miss z class, have a classmate call you with your

assignments. You are responsible for any work missed.

Cindy Gerritsen
5392002
Office; C-408

Office Hour; 9:00 a.m. - 10:00 a.m.



1 =beg

II SUoTIPOTUTIUWG] SERUTSNE £Y 0F0T YO

Sl

Lopg o

dnoun

‘spanfosd pue |

‘sumnol ‘sanianoe Burnpayas
pue ‘Suzntoud “Surnrejd
‘Huzowdio ‘speod Suyas

Aq Alansegya s Burdewep _

IANSUL JoypiE
AUsprIs Aq uonenjeag

L =

nongtasa B0

PANSIPNE papuaIUl 1)
0} spendordde =1 jey) aSendue)
Sutsn ‘Affeqaas aEumEIO

— SIUALIUBISSE 11pal]) opAIpal))

pausisse 3q [|la SPRID)

- TR o

‘Sluswmssse
pxadmod Lpoeno))

P
SUOUINLSE 'UATRILUOIU [eqias
PA03al pue 25uapUod LjaEmaoe
O S[IMs BUiu=Is] aAnae ST

FUSIUISSH 1[P2a) ONAIPSID

Faugisge 3q [jim 3peIn)

PAsRISEY 5] IS 2q=Y
saansead 51 S Aleg

Uy Panskaf s| (RIS AP=7)y
— e = e

YUY

ST s

o prizpdisos dpaauon

onojpaed NS
Angeiojdmdy ao5 20uap)ay

"wolEmound

pue ‘seunmesd ‘Fojjads

3o sapdivuud [eustIEpOng
st FwnArdde oo
'suodas woys pue ‘siapag
SOWA ‘Safessow asoduon)

awomn) Fujuseay

SHALLOAr40 3sdnoo




z abog IJ SUCTIROTUNMMIOD ZEIUTSNF £¥ aF01 WO

SEOINCESS
v SIUAIUSISS Y Uatiay aeuidordde Sursn ‘monemuopur
d SZLRUILUNE pue “azredio
IUTISSE 3q (s SpRiD 2 suoday MEN[EA 33[aF ‘HE00T]
SR sTe ¥
U0 uoneuEISap JIpes) op d SJEIIIESSE | oM Jo Anpenb pue Lsustanggs
L O PERSUL PRIy B ATy 2 S3-10009 UO SEn] | 0] SPUEpURIS S5aUISNG 2A3TYOY
sayoeodde
surapos-maqoad aaneas
W sunyrewn 10y ur Supury o Jo Aauea g Suisn fsures
d | oud sjweunBisse s ompned ut pue Apuapuadspu qrog
PRUS 1SS 2 [[IM opEIn o) ? Bunoauon *‘Fmpesiyooly ‘surajqoad sajos pue augagg
|




