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BUSINESS ADMIMISTIRATION
COURSE OUTL [NE

BA 101 BUSINESS COMMUNICATIONS I 413-2% FALL

INSTRULCTOR:
OFfice:

Hours:

Telepmane:

TEXTS1

PREREQUISITE :

COURSE
DESCRIPTIDON:

COURSE
FORMAT ¢

Sandra Caton

Odmirmzatratign Bullding

Monday, Wedmesday! 2=3 p.m

Tuesday, Thursdaw: I=4 p.n

Fridawy: il=12 p.

53%-235% laffices

o L g e e ihpome)

1. [mpact : A Guide tao Business Communicatian

2nd Ed., Margat Marthey, Prentice-Hall, 1990.

2, Thre Bare Essentaals: Form B, 2nd Ed.
Sarah Morton, Brian Green, Halt, Rinehart &
Winstan of Canada, Lisited, 1988.

Emnglish 30 or 323

This course focuses on the orinciples of effective
commpunicatian  1n BUSLTIES 5. SpeciLficC LopLcs
include thegretical constideratians of business
communicaktion, strategies for effective on=-the-)ob
coamunicatian, principles of business weitlng,
audience amalysis, viswal aid4s, doacument design,
writing for the public, report wrlting, non—veroal
cammunicatian and public speaking.

The weekly labs cover word-pracessing (WordFRerfect
5.0), grammar, sentence structure, and editing.

BS 101 comsists of thres hours of classwerk and

twa Fourd of lab weekly. The classworkh will
consist of leckures, Class diicussian, group work
amd individual student presentations. Everyvone is

gxpected to ackively participate.

One of the major course projects will be the
production of & tour guide for TRIP, the Trumpeter
Regional Initiative Project, which wWill provide
yau with hands-on experience of many af the topics
you will be covering in class.

The labs will bBe held in the computer lab and will
Fufl primarily on 38 workshop Datis.
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%. Lomputer Praficiency Exam 18%

i Propaaal LOw=

& Speech LS%

T TRIP praoject LO%

B. Fipal sxam 25%

¥ou will receive an assignment booklet containing
guldelines, 1nstructions and due gdates far =ach af
these as<ignmenkts at the beginning aof the course.

A4signments are due gn the specified dates. If
Wil feel that vy Have a valid repaszon for an
extension, then please request 1t a minimum of 24

bourd ;0 advance. Unauthorized late assignments

will be marhed buk mak grazasd.

You will be ewpected %o complete wvaricous reading
and wribing exercrses Sutiide of class t©ime, in
adadition to the forsal Sou-se assignmentid.

Grande Prairie Regional College uies the follawing
nime=paint grading scale:

Grade Percentage Egujivalence
80=100

B0-8%3
T2-79
65-71
ST-h4%
S0=56
45 -49
ch-b4
0=-2%

=ML & U g il D

Hecause your parkilcipation i1 important ke the
success of thie course, v¥ou are expected to attend
all slasses. If you are unable te attend, please
let wouwur 1nstructar KMo, preferably ashead af
Eima., You are responsitble for mpaking sure you
don"Et miss anyihing dug te your absence.




