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Imstrucror

Bill Crosteioran
B-3(mA 519-2735 Corcoraniidarpo.ab o

OiMice Hours

MWTE Y-lham
or by appuintmem. Making an dppomtment is
usually better, I'm very prone fo wandering

Tranaferability

Soms universies or colleges may sccept this
course for transfier credit. Please chack with the
receiving inslitution.

Recordy Retention

Cliats recorde, including final exams, will be
maintained for pne year afier the last day of thas
course. These records will then be destroyed in
& secuTe mamer  Any unclamed smodens term
tests or assignamenrs will be destroved within 30
duys of the st cluss. Selected student projects
may be kept and shown a3 examples for fature
classes provided that the proper consent form
bz been signed

Text

Boore, Lows, ef af, {ontemprmary Susiness
Cormmuntcation {Canadian Ed 2) Scarborough
Prentice Hall, 1990

This teoct will be used extenzively, vou need to
have access o one

Grading Scheme

Artemdance 10%%
Business Letter #1 : A5y
Business Lefiers #2 [£1ig
Job Pzckage | ¥4
Emplovment Indarviaw 5%

Mesting Sinadlation (0%
Graphic Degigm Projeci [ 0%
Test 108
Farmal Repard 25%,

Presenting a good image through
clear communications = success in
business

Course Description

Buiiding upon BA 1010, BA 1020 covers specific forms of
business and emplovment commumication: business letters
and memos, resumes, job application letters, interviews,
formal reports, principles of graphic design and mectings ,

Tips for Succeeding in this Course

! Start vour projects early. You can’t consstently produce
good work if vou leave evervthing until the tass minte.

< Chonse proup members who have similar schedules, smilar
working hahits. and similas academic goals A team is only as
sIrcHIg us it weakest link

3. Use the Wnting Cenire for help with yvour written projecis

4 Attend afl clisees: this is nor 3 distance education eourse |
Ormigiang and active clusg participation |5 sisential for geiting the |
most gul oF this course. Make aitendance 3 priority.
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The Gory Details

Wintar 2000

In-Class Activities

= S s
=

A vanely of aching methods will
beused  These wall Jnchige

Course Objectives |

lectuees, videos, discussions. I To understand and apaly 1he techriques for compasing specific forms of ||
ruesr speakers, sudeni l. effective business letlers iml memorands thas meet the needs of both the |

Presentations, m olsss writiy sender and the targer audience I |

exercises, and small proup 2 To realize the imponance of candusiing effective metigs Nl Ll
|ENETCIRES Il the techrugues that albow meetings 1o achieve abjectives |

ad

Although the Thursday class is
designated a5 a “lab™, this ¢luss
will be no different than the

Tests/Assignment

Please see the Assignment Manual for & datailed deseriplion
el ench conponent of vour grade  Listed below are (he
ground rules for all vesss and assiymments

. All assignments and tests must be comnpleted to
receive a prade for this course, IF your fail 1o
complete an assignment pr tesd, you will ke
assgned & grade of [ncomplese

Assignments are due a1 the ytarl of the class on the
due date. Unauthonzed |ute assignments will ke
Bgsexsed 4 10 percent per day lare penalty I
need o hand an asagnment in Jate, please negatiae
| A new due date with me af least 24 hwwurs before the
| assignment iy due

Diue to the exrensive number of ASsI@nnved| 5 i this
cvurse, there will be o final exam

In addition 1o the graded courss BESIQHMEnES, vin
will be expected to complete various rending and
wriling aEsignments oulside of class Hme

[+ Manape your time. You know up front when thé
assignments are due. sa there s no need 1o do

| evervthing ar the last minuie There is LTI

| wrong with finishing an assignnent o fow days

| before it 15 due

All hand in assignments must be word procassed

T understand the importance of careful preparation and plannmgin all |
forms of employment communication and to demonstzate the use ol
professional appropch in o compedition

Monday or Wednesday clags i+ To demonstrane the wse of persuasive commumcation techmgues in borh “
| "Lab” type activities may be dore [ oral and written formats
o Monday and Wednesdavs and . P s :
“lecture” type nctrvities may 5 I;:E;fmwe.‘r}- present an anadysis of 4 sitpation using a formal repon |
done on Thursdays
b To apprecite the key components of graphic design. and demonsirate Il
effective design of print materials

7 To develop ream work skills through working in groups

——-———._-—______—_______J_I

Attendance

Ta get the most out of this course, regular sttendance and
participation In clags activities is requared  Aceordingly, 10
pescent of the course grade will be determined by cliss
arendance, Listed below are (he sttendance ground rubes

r Attendance will be taken an cvery class and lab
elass which the entire class to required to attead,
g The attendance grade will be caleulalod according

to it following tormula
Astendance = | - Unewplnined Ahsences

Cirwde 75 x Todnl clagses
EX AL
it bt 5 pmenpdamed abainces cad af 57 it
Al = | «4 = | o ARG =) ey
Crrohs e By
Prerelory, dor wonkd seoeioe A v (5% AT sur oo M0
arnrmbane e gy
] As adult sudents with other responsitalities, vou

may encounter sitations which prevent you from
Mtending & scheduled class I you muost miss o
class, please inform me, preferably before vour
abgence, (Call my office, §39-2735). Lipon your
returm, please showe me thas youu have received a
copy of the notes vou missed from another
student i both these things are done, vou will be
eligrble (o1 the anendance marks e 1he classres)
which you messed |
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Winter 2000

| ————— —— e — — — B = ———
| Key Dates
| Wed lan 12 Business Letier #] Thur. Mar Ie Tes
Thurs Jan 200 Husiness Letters #2 Mar 22 ar23 rraphic Design Progec
| Wed Feb 7 lob Package Mar 30 Progress Repore #2
(] Feb oo 17 Interview Sirmulason Agr [Bar 12 Business Meeting Simulation
| || Thurs. Mar. 2 Progress Report &1 Wed Ape 12 Formal Rigon
| e — — —— —— == — —
I
| CLASS SCHEDULE Winter 2000
| Date Topics Date Topics
| Jan. 58 = Course Chverview Fab. 28, - Giraphic Design
[ « Course Outlme’ Assignmenis plar 1.2 - Text: Ch 13
- Principles of Business Writing (Review) - Due; Progress Rpr #1 (Adar 2
| - Letter and Memo Ferm
| » Dhrect Revuists Mar. 5 - Grraphic Desiin
- Text; p 563-T9 and Ch 7 B8
| an, 10, - Dhrect Reguests Mar 13, = Graphic Diesign
| 12,13 - Giood News Messages 15,16 - Formal Report - Graphics, Writing
| - Bad News Messages - Presentations | Review)
- Persuasive Messiges = Dhe; Test Mt
| « Text: Ch 5.9, gnd 10
e Mar. 20 « Busmess Conference ™™
- Due: Business Letter #1 han. /2] '
' i ' 22,23 - Siudent Presentasions
| Jan 17 - Sales Lorers - Due: Graphic Design Project
| 18 20 « The Job Package hier22.0r L3}
- Text: Ch, F7
. . Mar 27 « Business Mestings
. - ; # p
[ Irue: Buginess Letiers 22 fhn 20 29,30 - Text: Ch. 16
| Jan, 24, - The Job Package - Dmes Progress Bpt 2 fAday, 30
26,27 ;
Apr 3, « Business Meetings
Jan. 21 = The Job Package 57
Feb 23 - Employment Imeryviewing
| - Text: Ch, [ Apr 10, -Due: Meeting (4 10 or 11
- Dues Job Packawe Feh 3 12 =Due: Formal Repart (dpe, £2)
| Feb. 7, - Employmest |merviewing
f a1
| Fab. 14, + Formal Repart - Format amd Planning

| 16,17

|
| Feb 21-25

- Teatz Ch 5 and |1 {gksm], p.350.378

- Dwes Interview Simulation (Fed 76 or 17)

- READING WEEK




