BA _182@ BUSINESS COMMUNICATIONS IT

INSTRUCTOR =
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OFFICE

HOURS =

TELEPHONE :

REGQUIRED
TEXTS:

RECOMMEMDELD
TEXT:

PRERERQUISITE::

COURSE
DESCRIPTIOM3

COURSE
OBJECTIVES:

GRANDE PRAIRIE REGIONAL COLLEGE
BUSINESSE ADMIMISTHRATION
COURSE OUTLINE

S03-1) WINTER 1993

Bill Cprcoran
cC-211
Monday and Wednesday

Tuesday and Thursday
or by appointment

B:80 — 9:80 a.a,
1B:00— 11:00 a.m.

S39-2733

1. John Thill and Courtland Bavee, Ewcellence in

Business Communications (Mew York: McocGraw-Hill
Inc., 19%1).

2. A college-level dictianary of your cholice

l. A writer's handbook or style guide

BA 1219, approved English course, or instructaor's
consent

Building upon BA 1010, BA 1020 will cover
specific fores of business and eeplavment
communication: business letters and memos,
resumes, Job application letters, interviews,
formal reports, and meetings.

1. To understand and apply the technigues far
composing specific forms of effective business
letters and memoranda that meet the needs of
both the sender and the target audience.

. To realize the importance of canducting
effective meetings and to apply the technigues
that allow meetings to achieve objectives,

3. Te wunderstand the isportance of careful
preparation and planning in all forme of
esployment communication and to demonstrate
the use of a professional approach in a
Jjab competition.

4. To demonstrate the use of effective techniques
in a specialized business oral presentation.

b B To eritically evaluate an experience and

present the analysis in a farmal report,



BA 192@ BUSTNESS COMMUNICATIONS 11 d(3-1) WINTER 1993

COURSE
FORMAT 2

ASSIGMNMENTS 2

BA 1920 consists of three hours of classwork
and two hours of lab weekly. The classwork will
include lectures, class discussions, small
group wark, and individual student presentatians,

The labs will be used for previewing, reviewing,
and evaluating assignments,

The following tests and assignments will
determine your final grade:

l. Business letters and memos (3 @ 5% .... 13%

2. Business letters and memos quiz ........ 1@%
3. Business @@eting ssccansamaas R » 10
4. Job package and interview -c.caeieccce.. e LEM
5. Attendance at 1993 Business Conference . 2%
B. Bpecialized speech ssssrassonmnn B 251

¥. Formal report and progress updates ,..... 20%

Due to the extensive scope and number of
assignments in BA 1220, there will be ne Final
exam.

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

Assignments are du# on the specified date. If
Yyou feel that you have a valid reasan for an
extension, then please request it a minimum af 24
hours in advance. Unauthorized late assignments
will not be graded.

¥ou will be ewpected to cosplete various reading
and writing assignments outside of class time, in
addition %o the graded course assignments.



3

BA 1928 BUSIMESS COMMUNICATIONS [I S03=-1) WINTER 1992

GRADING:

ATTENDAMCE :

HINTER 1993

Grande Prairie Regional Caollege uses the
fallowing nins—pnink grading scale:s

90 — 10@¥ ....a-.. L I R T I~
Bl = BY e s srrarnbaesns B
= TR ool tadidaiang rrramsan F
B = L wwwe e e e 1as.a B
ST = BH% susenseccccccnnnas «s 5
o@a - E'El W s R R WA EEEmom R oEom 5 B E ‘.l
'tI-E_ 49 ------ B EE W EE R EEmEE W E W 3
EEII_ ll:l-ltl- = EmEmmEE A FFFRR R - E
@ — s SR P 5§ R AR A E S Em ommow 1

Berause your participation is important to the
success af the course, you are exwpected to attend
ALL claszses. If you are unable to attend, please
et me know, preferably ahead of Yime. You are
responsible for ebtaining any notes or handouts
you may have missed due to an absence.




DATE

Jan.

Jan.

Jan.

Jan.

Feb.

Feb.

Feb.

Feb.

Mar.

Mar.

Mar.

o,

Mar,
Hpr.

6, B

11, 13,15

18, 2@, 22

25,287, 29

1,3,5

a, 1@, 12

17,19

=2k

1,3, %2

B8, 1@, 12

15,17, 19

22,24, 26

29, 31
2

BRA 1@za: CLASS SCHEDULE 1993

Section A & B

TORPIC (S)
=Courss gutline
=Directk regquests

-Direct reguests
—Good-nNgWs MeEss3agEs

—Bad-—news messages
—Persuasive messages

—Persuailive messages
—Formal repaorts

—Hevigw

=Quilz
~Business meestings

—Business mest Ings
—Business meetings

READIMG WEEK

=Formal reports
=The Jjob packHage

=The job package

—Emplayment interviewing

~Emplayment interviewing
=13%93 Business Conference

~Eaplayment interviewing

=Specialized speeches

READING
E-B.C.
Che &

E-B.C.
Ch. 7

Ch. B,9

E-B.C.
Ch. 11

E.B.C.
p. 413-24

E.B.C
Ch. 12,13

E.B.C.
Ch. 14

Handouks

ASS IENMENT

DLIE

Case Wi
Jan. 195

Case #o
Jan. 2@

Case #3
Jan. 27

Quiz
Feb. 1
Case #4
Feh. 3

Frog. #1
Feb. 18

Meet ing
T-B:.A.

Frog. #2
Mar. 18

Job Pky.
Mar. 17
Bus.Conf.
T.B.A.

Interview
T. B. A.




BA 102@: CLASS SCHEDULE 1993 (Continued)
Section & & B

DATE TORPTIC(S) READ IMNG ASSIGMNMEMT
DLIE
Apr. 5,7 -Student speeches Speech
T.B.A.
Apr. 12, 14, 16 -Student speeches For. Rp.
~Formal reports Apr. 16

E.B.C, = Excellence in Business Communicatiaons

Form B = The Bare Essentials: Fars B

Assignments are to be handed in at the beginning of class on the
day that they are due unless an extension has heen granted.




BA_1020: LAB SCHEDULE 1993
Section A & B

DATE TORPIC (5

Jar. 11 —Assignment Manual
—-Case nil

. Jamn. 18 —Return Case H1

=Case #2

Jan. 25 =FHeturn Case #&
=Case #3

Febb. 1 =Rgturn Case #3
—Case Ha ;

Feb. & —Return Buiz

—Return Casa #4

Feb. 19 MO LRAB — Family Day
Feh. 22 MO LAB - Reading Week
Mar. 1 -Formal report

Mar. 8 —Job packhage

Mar, L3 ~Jab package

Mar. 22% ~Employment interviows
Mar. 23#% =Employaent interviews
Apr. S+ =Student speeches

Rpr. 12 ~Formal repart

®= Note: The lab time on March 22, March 29, and April § will
be used to evaluate student presentations {i.e., the
Employment Interview and the Specializes Speeschi.

HWINTER 1993




