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Business Communications 11

BA 1020 (3-1) 3 Credits

Basic Course Information

Instructor

Bill Corgora
B-309B 539.2735 Corcoraniipeprc.ab.ca

OfTece Hours

TWR =11 am,
or by appointment. Making an appomtment is
usually befter; I'm very proae to wandering

Transferablity

Some universities or colleges may accepd this COUrse
for transfer credil. Please check with the recelving
institubon

Records Hetention

{lass records, including final exams, will be
maintained for one year afier Use last day of this
course, These records will them b destroved m a
sepyre wanner, Any unclaimed student term tests of
assignments wilk be destroyed within 30 days of the
last class, Selected student projects may be kepl and
shown as examples for futwre classes provided that
bihe proper conseet form has been signed.

Teat

Beoone, Louis, et al,. Comemporary Business
Commrenication (Canadian Ed.21.Scarborough:
Prentice Hall, 19949,

This text will be wsed extensively; you need 10 kave
access th gne,

Grading Scheme

ATENAANCE . . vvvucccceciinmunrn- 10
Business Letier #1 .. ......ooooo.a0 0 3%
Business Lefiers B2 . .ovevecocoss 1 0%
Job PACKERE < 1o ooccanamnnnrer-- 15%
Employment Interview .. ooeie oo 5%
Meeting Simolation | .. oooieea 105
Graphic Dresign Project .. ..o....0000 15%
Graphic Design Test - . ... es . 5%

Formal Repor . s cassiomiaiaiivins 15%

{tc 117} i :
Presenting a good image

through  clear communications =
success in business

Course Description

Building upon BA 1010, BA 1020 covers specific forms of
husiness and employment commumication: business letiers
and memos. resiemes, job application letters, interviews,
formal reports. principles of graphic design and meeting

Tips for Succeeding in this Course

1. Sart your projects early. You can't consistently produce good work it
you lenve everything until the ks minute.

2. Choose group members who have similar schedules, similar working
habits, and similar peademic geals. A feam is only as strong as its weakest
limk.

3. Uise the Writig Centre for help with your writien projedts.
4 Aviend all classes: this is not 3 diszance education course, Ongoing and

active cliss participarion is essential for getting the most o of this course.
Make sttendance a priority.
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Th G Detai iE Course Objectives
e Dry 1. Ta understand and zpply the wchniques for composing specific forms of
effective Msimess leters &nd memoranda thal met e wcobs of both the sender and
andience.
In-Class Activities |t rarget andience o

3 i 2 To realize the importance of conducting effective meetings and 1o apply the
A variety of teaching methods wil techniques that allow meetings to achieve objectives.
be used. These will include ; o
lectures. videos, discussions, 3 Ta understand the importance of careful preparation and planning in all
puest speakers. student Forms of elmplfn_-,-rmm :mlirlnunlnuinn and 1o demonstrate the use of a professional
presentations, in class writing approach in a job competition
exercises, and small group £, To demonsirate the use of persussive communication technigues in both oral
EXEFCRes. and wrliten formais.
Although the Wednesday class i L% To effectively present an analysis of a sinaation using a formal report forma
designated as a lab, this class f To appreciate the key components of graphic design, and demonstrale
will be no different than the effective design of print mateials.
Tuesday or Thursday class. “ : king |
Labtype activiics may be done 5 To develop team work skills thiough working in groups.
T:tﬂ!;::m? N;:tz;:?::ﬁ s e assigned & short essay it lreu of atendunce
e ',:',T;nmwﬁ ¥ Anending the conference will be considered an

¥, assignment for the purposes of this course.
Tests/Assignment

Attendance

T et the most oud of this course, regular atendance and
participation in class sctivities & required. Accordingly, 10

Plemse see the Assignment Manual for o detafled description
of cach compoenent of your grade. Listed below afe the
ground rules for all tests and assignments,

L All assignments and tests must be completed te percent of the course grade will be determined by class
receive & grade for this comrse. [ you fail w atiendunce, Listed below are the attendance ground rules:
complete an assigament of test, you will be assigned . Attendanee will be taken at every class and lab
a grade of Incomplete. class which the entire class to required to sttend.

Assignments are dus 3t the start of the class on the
due daie, Unauthorized late assignments will be
assessed 4 10 percent per day late penaliy. 10w
peed 1o hand i assignment in late. please negotiate

. The atendznce grade will be calculated accordimg
b the foliowing formauka:

Attendange = | = LUipexplained Absences

a new due date with me at keast 24 hours belore the eride. 075 & Toral clasqes
assigremont is due. EXAMPLE
. . . Jowe feadd ah 2
[3ae 1o the extensive number of assignments in thes we fel § wneapimned absences ot af 532 clasrer
i AReelams = 1% =[-J85=5]5%
course, there will be no fimal exam o Fres

In addition o the graded course assignments, you

- : Therefore. Jwe would eecoive 0605 1 (5% =62 o af /0
will be expected to complete various reading and milEndacE AArk
writing agsignments outside of class time. . 4 aduh stwdents with other responsibilities, vou

hanage your time. You know up front when the
ssgignments are due, 30 there 5 no need 10 0
everything st the last minuse. There is nothing
wrong with finishing an assignment a fow days
betore it 15 dise

All hand in assignments most be word processed.

Amending the 200 Husingss Conference is
mandatory for all full sime BA students. Full time
sindents upable 1o atiend FOR ARNY REASON will

may encounier siteations which preveat you from
anending a scheduled chass, If you must miss &
elass, please inform me, preferably before your
absence. (Call my office, $39.2735,_ or e-mail me.
corcorani@gpreab.ca), Upon your return, please
show me that vou have received a copy of the noes
you missed from another stedent. 1f both these
things are done, you will be eligible for the
artendance marks for the classies) which v
mizsed
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Wi, Jan, 10
Thurs. Jan 18
Wed, Feh. 6
Feb. 21 af 22
Wed, hiar, T
Wied, Mar 14

Drate

Jan., 3.4

Jan. B,
1011

Jan 16,
17,18

Jan. 23,
2425

Jan. 30,31
Fe. 1

Feb. 8,
7.8
Fab.13,

14,15

Feb 20,
21,22

Key Dates
Business Letter #1 TBA (Mar} Graphic Dresign Test
Business Lerlers #2 Thur har. 2% Graphic Design Project
Job Package Tues, Apr, 3 Progress Report #2
Imterview Simulation Apr 10 or 11 Business Meeting Simuiation
Progress Report #1 Wed, Apr. 11 Formal Repon

2001 Husiness Conference

CLASS SCHEDULE Winter 2001

Topics

- Course Divervies

- Course Outlimed Assignments

- Principles of Business Writing { Review)
= Letser and Memo Format

= Drirect Bequests

- Text: p.563-7% and Ch, 7

« Direct Requests

- Good Mews Messapes

- Bad Mews Messages

- Persuasive hiessages

= Text: Ch. 8,9, and 10

- Due: Business Lemer #1 cdan. [W)

= Sales Letiers

= The Job Package
- Text: €h, 17
- D Business Letters 27 tlan 53

- The Job Package

« The Jod Fackame

- Employment [merviewing
- Texl: Ch. 18
- Dues Job Package (Feb. 6)

- Emiplovment Intervigwing
- Formal Repost — Format and Planning

- Textz Ch, 5 and 11 {skim), p 350078
- Due: Interview Simalation (Feb 2 or 20)

Date Topics
Fah, 26-Mar. 2 READING WEEK - Mo Claszas
Mar. &, - Giraphic Design
78 - Texi: Ch, |3

- Due: Progress Bpe #1 /Mar. 7
Mar, 13, - Oraphic Design
14,15 - Buziness Conference {Mar. 14]
Mar. 20, - Graphic (resign
21,22 - Dues Test (THAI
Mar, 27, - Girophic Design
2820 - Formal Reporl - Graphics

= Busiiess Meetings

- Teat: Ch. 16

- Dwe: Geaphie Tresign Project

ffar 29

Apr. 3, - Busimess Meetings
4 5 « Due: Progress Rpd 2 fdpr 30
Apr. B, ~Dhue; Meeting (dpr M0 ar T
10, 11 ~Brue: Formal Repont (dpr 11}




