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Basic Course Information
lastmcior

Bill Goreoran
B-304B 535%-2735 Corooranf@lgpre.abioa

Oiffice Hours

MWE9 - 1 am. _
of by appoinmment. Making an dppointment i
prnally better; T'm very prone to wandesing

Transferability

Spme universities or collepes may accepl this courac
Tor transfer crodit. Please cheok with the receiving
inskittion.

Records Retention

Ciass records, incloding final exams, will be
matntained Tor one vear after the last day of this
course, Theserecords will then be destroved in a
geCUTE mannér. ANy unclaimed stdent term tests-or
asgignments will he destroved within 30 dayy of the
fasy class, Selectsd swdent projects may be kept and
shosn &5 examples Yor fimure classes-provided that
the proper consem form has been signed.

Text

Boone, Lownis, et al, Confemporary Bucdneis
emmunicarion {Canadian Ed_2}.5 carborough:
Prenfice Hall, 1999 '

This tex will be peed axfensovelyy wouneed o have
aceess to e,

Grading Scheme

T L u a7 7o PP e R R T | .
Business Latter #L . . o.ovianspisaans 3%
Buairu:sg.]_,:-u:,-n':#! echymamenamya S0
17 T T R TS RO ©. - -
Empleyment Inferview - .. oo o 3%
Meeting Simolation . o.0n oo 0%
(Graphic Design Project ..o 1 5%
Giraphic Desipm Test ... oo coaooao 5%

Formu] BEROM . . .ihimnam e e a e 3%

Presenting a good image through
clear communications = success in
business

Course Description

Buikding upon BA 1010, BA 1020 covers specific forms of
husiness and emplovment communication: business letters
and memos, resumes, job application Jellers, mterviews,
formal reports, principles of graphic design and meeting

Tips for Succeeding in this Course

1. Sitartyour projects early, You can't consisently prodece gobd work §f
vous lepve evervthing until the kst minie.

2. Choose group members whe have shmitar schedules, similar wortking
jeabite. and gimilar scademic eoals. A team 18 only a5 strong as its weakest
ik

3. Ose the Writing Cenre-for help with your written projects.
i A ttend all classes:; this s nod a-distance edueation course, Umgning and

activie class paricipation is essential for getling the most out of this coursc.
Muke antendance a prioriey.’ i
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The Gory Details |,

In-Class Activities

A variety of teaching methods will
bt sed. These will include

[mebures, videos, disciessions, T1:- 'nndcrﬂam! I]:lr: '|r.r|]:u3|1?u:|¢: tlfu.a-:cful ;ln:pamlmnnmi [:F]u.n.n.mgm a]l
guest speakers, sudent fmms |:d mpl-a_','m mtmnm!.m:lcnnnn :und‘m dmmmm:ﬂ-am .'.:ut':a pmfem@ml,'..'-:
pressntutions, in class writing apprnach ma}nb-cn:-mp:tnm i T : e i ~--_--,;- 14
‘-’:"'E":Ii"'“- and small group g i d:rnnns:raiﬂ i fise {a-f p-a::.x:-ua-;wé e ok 1 Tl.‘l.-hﬂlgl'.ll:ﬁ- " h‘sih ml
EXETCLEES, rmd wrmm t'mnum ;L_':,.*'*- 7 g e _u-- S on

! :_{-\., el : 2

s Hhongh the Monday class is 5, T_ .e!?'&ﬁn)p cqmlm: ﬂnﬂl}m ::-ra sm.lmn:rn usum a fefm:almp{u': fmma:.
desienited a4 a lab, this class S T‘_J;:_r.appru aiﬁi}m ka} E\-.’!-]I1'|.'l|.‘|I:|E:II‘E- ﬂi'_u_mphu: ﬁé‘ijgﬁ a-.nd demmﬂmtb e
will be nr different than the rﬂvrv;'ll!.r:: dl::lp hﬁrmﬂ :mmurri'ls e L e AP e o

H il L ' ERAL g
Tuesday or Thursday class ko T-:I dﬂ'::qu'lmm l.-'uLfl-: slullxr Ihmlluh‘-\'::lrhm, in grl:lupb i s

B J':L'l ||naumf=!'rlﬂ-1mﬂ.:lpp]3.' dhig li'-'.-hm-:]uur- Jarr 'ﬂnmpn-'mn-: :-]:n:ﬂl'Fch ‘I'mn,l.a S
ﬂﬁ-.,trwe ‘bmumés “Jetrerrarhd mamm-am'la :I:a: mee.l lht nm:Es ufbmh ﬂ'n: amder and

1:rﬁ1n:;qu=$-ﬂ131 a_;lpwmﬂﬁrmgs*m m:l],;_avz uh;mmﬁ

m'ﬂuurse Dhjectwes

ol

[.ab-type nciivities may be done
oy Teesday and Thorsday and
fecture- type activitias may
done on Mondays.

Tests/Assignment

Please spe the Assignment Manoual tor a detailed description
of each compoment of vour prade. Listed below are the
ground rubes for all wsts and 2ssigiments,

X All agsignments and Lests must be completed Lo
receive o grade for this course. 17 vou Fail 1
complets an assignment or fest vou will be gssizned
& grade of Incotmples

" Aszignmenis ars due at the start of the clasz on the
due dwre, Unauthorized late assignm ents will be
assessed o 10 percent par day lawe penahy, [ vou
need 10 hand an assignment io fate, please negotisle
a pew due date with me al least 24 hours before the
masipmmEnt s due.

. Due 1o the sxtensive number of aksignments in this
course, there will be ne final exam

In addition o the graded course sssionments, you
will be expecied o complene various reading and
writing assignments outside of cluss time.

' Wanage vour tme, You koow up froni when the
assignmenis are due, 8o there iz no need to da
evervthing ot the las minme, There is nothipg
wrong with finisbing an assignment a few days

belore it is dis.
X All hand in assiznments must be word-processed.
Y Attending the 2002 Business Conlference 15

mandatery for all full tme BA students. Fuoll time
stughemis unahle fo attend FOR Al REASCN will

b aezipnesd B shor cssay in Jieo of anendance,
snending the conference will be considered an
pssipgnment For the purposes of this course.

Attendance

T gt the mosd ool of this cowrse, regular attendance and

parficipation in¢lasy activities x required. Accordinaly, 10

percent ol the coorse grade will be determined by class

attendance. Listed below are the aftendance groond rules:

X Attendnnee will be tnken al every class und Inb
class which the entive class 1o required 1o sttend.

X The atiendiance grade will be culculaied according
1 the fosllewdng o la

Anendmses = 1« Unexplasned Abhsepees

CGirade, .75 1 Total classes
ExAMME
Jok hpd 8 pwarpdaimad pbndecoy ew ol 37 clareer
Anendaioe = | -4 = = 4= &) S0
Grade 25wl

Thermtfow, b wowld repeid 600 L P33 =80 onr of 0
Afiwraddandd nark

b A% adull students with piber responsibalites, vou
mey Encounier situations which prevent you from
aitending a scheduled class, 17 vou must miss 3
chass, please Inform me, preferably before your
absence. [(Call my office, 539-2735, or 2-maill me
colcorangd gpreah eaj, Lipon vour return, pleass
show e that woiu have régeived g copy 0of the poles
yol missed from another stent. 16 both these
thinzs are done, vou will be eligible for the
attendance matks for the cletbses) which vou
missed.
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Key Dates
Thurs. Jam. 10 Business Letter #1 Wed. Mar 20 72 2002 Business Conferenze
Muan, Fan 21 Buziness Letters 2 Thurs. Mur 21 Graphic Design Test
Pdon, Feb, 4 Job Fackape (Diraft Cne) Thur Mar. 2§ Grraphic Design Projec
Tues, Feb. 1% Job Package (Final Draft Tues, Apr. 2 Prigress Bepor &2
Fab. 19 o 21 I[nterview Simulation MprEord Busmess Meeting Simulation
Thors. Mar. 7 Progress Report #1 Thurs. Apr. 11 Formal Repor

CLASS SCHEDULE Winter 2002

Date Topics Date Topics
Jan 3 - Course Overview Fab. 25-Mar, 1 READING WEEK - No Classes
= Course Cotline! Assimments
- Principles of Business Writing (Review) Mar. 4, - Gruphic [resign
- Letter and Memo Forma 87 « Texi;: Th. 13
« Text: p.563-7% and Ch. 7 - Dwes Progress Rpt. #1 (Mar, 7
Jan., 7. - Dvirect Requests Mar. 11, - Gruphic Design
8.10 - Good Mews Messages 12,14
= Bid Mews hessages
- Text: Cl. & and Mar. 18, - Giraphic Design
- Due: Business Letter €1 (an, {0) 18, 29 - Business Conference (Mar. [377)
= Drues Tew (Adgr 24)
Jan. 14, - Persuagive Messages
16, 17 - Sales Letters Mar. 25, - Graglu Design
~Text: ChoLD 26. 28 = Formal Report - Graphics
- Business Meetings
Jan, 21, - The Job Package - Text: Ch. 16
2224 - Text: Ch, 17 - Due: Graphic Thesign Project
- Drue: Business Leners 42 (o 2)) iy 28]
Jan. 28,29 - The Jib Pockase Apr i, « Business Meetings
31 24 - Dues Progress Rpt 2 fdpe 2
Feb, 4, - Employment Inarviewinp Apr. B -Druez Meeting (Apr & or 9
57 - Text: Ch. 18 g, 11 -Due: Formal Repont (dpr 11)
« Due; Job Package (Feb 4]
Feb. 11 - Employment Interviewing
12,14 - Formal Report — Format and Planning

- Text: Ch. 5 and 11 (skim), p.339-37K

Feb 19,21 « MO LAB - Family Day

- Droes Interview Simalation dFeb [0 or 74




