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English 3@ or 23

This course foruses on the principles of
effective communications in business. Specific
topics include business communication theory,
planning effective business Besiages, principles
of business writing, visual aids, document
design, report wreiting,; non=-verbal
communication, and public speaking.

The wWeekly labs cover grammar, sentence
structure, and the révision and editing
process.

The primary objective of this course 1% %o
improve both spolken and written communication
shills., The courss will not transform you

into a prize—winning author or a public speaking
chappion. [t willy, however, provide vyou

with the tpools to plan, compose, and deliver an
effective spoken or written business message.




COURSE
FORMAT z

ASSIENMENTS,

GRADING 3

BA 181 consists of three howrs of classwork and
and two hours of lab weekly. The classwork will
consist of lectures, class discussions, small
group work, and individual student

presentat ions.

The labs will run primarily on a workshop basis.
Typically, this will include a short lecture
followed by individual grasmar exercises and
tests.

The following assignments will determsine your
final course grade:

i. Susmary report S%
2. DQuiz 1@x
3. Memo report =}
4. Proposal 1@%
5. FResearch paper and 15%
progress report
&. Speech 15%
7. Grammar labs 15%
8, Final exam 25%

¥ou will receive an assignment booklet
containing guidelines, instructions, and due
dates for each of these assignments near the
beginning of the course.

Bssigneents are due on the specified dates. If
vou feel that you have a valid reason for an
gxtension, then please request it a minisum of
24 hours in advance. Unauthorized late
assignments will not be graded.

¥You will be expected to completes various reading
and writing assignments outside of class time,
in addition to the graded course assignments.

Grande Prairi# Regional College uiei the
following nine—point grading scale:
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Introduction
Basics of comsunication

Communicating 1n orgs.
Planning communication
fudience analysis

Organizing and composing

Aewvising

Formatting and design
Review

Gluiz
Proposals

Business research
Library

Oral communication
Visual aids

1991

TEXT

E-HB.f.
Ch. 1

€.B.C.
Ch, 2,3

8 B
Ch. &
Fora B
Ch. 20,2l

E.P.Cy
Ch. 5
Fore B
Ch. 22,23

E.B.LC.
Ch. 1@

p. 24656 &
p-265-71
Appendix B

E.B.LC.
Ch., 1@
p. 2B0-3

E,B.C.

Ch. 15
p.%11-13

ASSIGMMENT
DLE

Summary
5. 22 ac
5. 24 b

Quizx
0. 16 ac
0. IS5 b

Memo Hep.
0. 21 ac
0. 22 b

Proposal
n- 3‘“ a
0. 31 b




ATTENDANCE :

FALL 1991

Pecause your participation is isportant to the
guccess of this course, you are expected to
attend all classes. If you are unable to
attend, please l#t your instructor know,
preferably ahwvad ol Lime. You are reapansible
for making sure that you do not miss anything
due to your absence.




WEEM

18
N, &4,6,8
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Form B = The Bare Essentiglsi Form B

BA 191: CLASS SCHEMAE 1991 (Conk.)

BEC TOPICIS)

Public speaking

Public speaking

Public speaking

Documenting sources
Editing and proofreading

Editing and proofreading

Review
Final exam

= Ew lence in Business

TEXT

E.B.C.

Ch.

E.B.C.
Appendix C

Form B

Ch,

16

=i

ASSIGNMENT
DLUE

PFrg. Rep.
M. & ac
M. T b

Speech
T- B. A.

R: Paper
D. & ac
D. S b

All labs
complete
D. 9 abc

Final exam

T.B.A. abc

fssigneents are to be handed in at the beginning of class on the

day that they are due,

FALL 1931

unless anm extension has been granted,




