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GRANDE PRAIRIE REGIHONAL COLLEGE
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COURSE OVTLINFE

QA0 - BUSINESS COMMUNICATIONS 11

TEXT:

PREREQUISITE:

COLRSE
DESCRIPTION:

COURSE
OBIECTIVES:

CufTey, Mary Ellen. Kathlcen Rhodes, and Patricia Rowpm
Bisiness communication’ rocess andd Product, Second Canadian
Edition, Nelson Canada Scarborough, Ontario. [999

Sabin, William A, 21, a1 The Cirege Reference Manigal, Fifih
Canadian Edinon, MeGraw-Hill Ryerson Toronto, Ontario, 900

Random House Websier Dhictionary
Draniels, 1, Frances, e al. Programmed Proofreading. Third
Edinion, South- Western Publishing, Co. Cinginnati, QH, 1997

Successiul completion of DA 1030 or permission of instructor

Brevelops ediung, proofreading, and writing skills necessary tor
effective business communications through the study of the use of
grammar, spelling, puncuation, listenmg skills, letlers, memos.
reports, and eral communication

Upon completion of this course, the student will be able 1

I underatand basic grammar principles and apply them to vanous
wrting situations

develop active listening

L} ]

4. define the communication process

define the bamers 1o effective COTIUNICE On

L

6. select the appeopriate [¢ter format for a letter memodreport
wriling stluation

T wiite effective letters and memos, correetly fommatted
according [0 acceptible word-processing practices

8. prepanc, organize and develop a shor report
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GRADING:

STUDENT
REQUIREMENTS

NSTRUCTOR:

Wnter, 2000

Yoo make cffective wral presentarinns

The final grade will be caleulated on the tollowing activijes:
LExercises & Oral Repon dila
Tests 601%

ATTENDANCE IS5 MANDATORY

Students partcipating in all lea [mng activilies can excel in their
studies

Poor attendance, late arrivals, or en rly depanures decrease the
chance of success and disrupt the learning expérience for other
students.

Assignments and tests are duge on the dates set by the instructor.
Only with the permission of the instructor may @& oS be lsken late
oF & assignment turned in late.

Plagiarism will not be talerated.
All assignments are (o be keyhoarded

keep your work up-to-date I you are absent, phone your study
partner o find out whal work you missed.

Study Partier’s Name e
Study Farner’s Telephone Number

Irene Micolson, Ph [

Office: C411

Telephone: 5392005 Office, and 532-2575 Residence



