Grande Prairie Regional College

Winter 2003 Ev-ening Section

Business Communications IT+

BA 1020 (3-1} 3 Credits

Basic Course Information

Instructar

Bill Corcoran

B-300E 53827338 Corcoran@ioproab.ca
OHfics Hours

W'WFE 10 - 17 4.,

of by appointment. Making an appointmient &
usually bewsr T'm viery prione to wandering
Tranderability

Some univelsies O collepes mav-acoept dis
simres for transfer credit. Please check wath (he
TesEiving nstimnon.

Text - Required

Each course moduole {i.e. Business Writing,

Resames, Interviewing, Graphic Desizn, Meetings,

und Formal Repaorts) has 8 course pack. Purchise
these course packs from the Collsge Bockstore.
Text - Recommended

Boome, Loms, et al, Coaremponary Rusiness
Crmtemunieative |Camadian BEd.2) Scarboroupgh:
Prentice Hall, 1909,

Cerading Scheme

AventnteParbapaton .. ..., 10%
Business Letter 81 .00 ool aaly oo u B0
Burimese Tetters #2 ... viicurnonn s [0%
AL 1 Tt LT 1584
Emplovment INEanvie™ ooy v ovs e o 9%
dMeedng SHOLREOM & .ees wew ieeas o T
CGraphic Desizo Project ... oo oen.. [59%%
Graphic Degign Test. | , AR A e
Formal Beport. .o ooon o nnn . 250G

Presenting a good image through
clear communications = success in
business

i

Course Description

Building upon BA 1010, BA 1020 covers specific forms of
business and employment commumication: husiness letters
and memos, resumes, job applhication letters, imlerviews,
formal reports, principles of graphic design and mecting

Tips for Succeeding in this Course

1. Start your privjects early. You can't pondistently produce sood work ]
you Jonve evenhimg until the Lag) mmue,

. Choose group meenbers who have similar schedules, similar working
habits, and similar academic poals. A team s only as strong s its
weakest link.

3. Use the Writmg Centre for help with vour written progecs,
<. Artend all elasses; this i§ not a distance edocation course, Cnooing

and active class participation 5 cesential for getting the most our of this
course, Muoke sttendance a prioriy.
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The Gory Details

In-Class Activities

A variely of teaching retheds will
be ueed. These will molade
Iectures, videos, discngsions,
Eues speakars, sfodent
presencatlinns, in <les woiting
exercises, and small group
ERETTiRER.

Adthough the Coflage Calendar
separales the hours in this cowrse iy
Lecrure and Lab compioents, both
Lab-tvpe activites and Lecture-type
activities will b& combimed in any piven

£lase somelomn.

Tests/Assignment

Course Objectives

b, To indergiand and apply the techiques for. mmpcf.ﬁg spcmﬂc forms af
t'ﬁb:tl‘-ﬂ buginess Jetters and mErnumud;: that meet the meeds of bodh the sender
and Th:: target E:ud.mn._e

-

. T m]:m— the i m'-pc;r-ﬂa_nw of conducting effective mectings aed tu upply
the tez ]J.u.lque-% that allow meetings (0 achievs objectives,

& Te understand the: tmportance of cmfulprcpammn and plamming 1a 4l
forms of employment comminjeation and 10 demensirate the nse of 4 professional
Approach in ajuh compatition,

450+ To tlmuﬂ‘:ah: the nge of parsunsive mmnummumm_hmqug i by
oral ;m.i writlen foTmats,

5, T effu;;m-cl}' pn:-;tnt_aa_m :mu]:.’s:r-.v:uf R situation uking a formal repost
formiat ik ;

L To appreciate the key -:-::-mpn:rnmu of sraphic desien, and demosimle
E‘ff':!l:tl‘-"': design of prinl materials.

T 7o Todev r.l-::-p team work skills troueh wwir_mg it gn_-nprt

Mease see the Courss Packs for detatled descriptions of

each camponent of wiur ymads Listed below zre the

ground rules for all teste and assiznments,

¥ All pssivmments and tests most be completed to
receive & grade for this conrse. I vou fail 1o
pomplete an assignment of lest, woru will be

assigned a grade of Incompletz

the due date. Unsuthorized late a&sl,gnml:nta will
e ansesed & 10 porcent per day late penalty, If .
you nesd to hand an esignment m late, pleass

Attendance

To pet the mest out of this eourss, repnlar grendance and
participation in chiss activities i required. Accordingly, 10
percent o the course rade will be determined by class
atiendance. Lisied belew are the atendance ground nles:

» Attendance will be taken at every closs und lab
class which the entire ¢lass 1o required to
pitend.

The attendance prade will be caloulated acoording
Ior the Tolirwing Tommula:

nepobiae 8 new dus date with ma a1 Tezs 24 howrs

before the assignment i= due.

Do fo the sxiensive nuimber of assirnments i
thiz cevures, thate will b= no final éxam,

In addinon to the ereded course peammments, vou
will be expacted 10 complete variows reading and e
wrling assiznments cuside of elass Hme.

Manage your tme You know up front when the
ansignmenls jre due, 80 thare ls b nesd o do ]
everything at the lest minute. There is nothing

wrong with frmishing an assignment a few davs

before it 35 doe,

All hand n assignements must be word-procesaed

Attentlanye = 1 - Unexplamed Absences
Crrade, .75 x Toral classes

EXAMPLE
doe bad § unegpdapied nlsemoli vl nf 37 clarsas

Anondoncs = 1-3 = |-385=n[3%
ixE 52

Fhoruibre, oo doidd mdpivg A0F 1 MY =87 ouf o 1D
difdbAdnry marks

A% adult smdents with other responsibilities, you
may encounter situations which prevent voo from
atiending o scheduled elags. [ you must miss 5
tlass, please inform me, preferably hefore yoor
atence, (Call my office. 539-2733, or e-modl
me, beercorani@ppre.ab.eal. Lpon vour requrn,

Attending the 2003 Business Conference 15
rrmdatory for gl full time BA students, Fefl ime
students unable o atend POF. ANY BEASOH

will b= assigied & shoml ey m len of anzndance.

Angpding the conference will be considersd an
assipnment for the purpeses of this couree.

plezse show mez that you have reocived & copy of
the notss you amigsed from enosher student If both
these thmgs are done, wou will be eliofhie Tor the
atiendance marks for the clessie) which you

Tl ke
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Key Dates
Tues. Jan. 14 Business Letter & Fri. Mar 14 2003 Businass Comference
Tuoes, Fan I8 Businsss Letrers #2 Thurs, Mar 20 Graphic Thsign Test
Tues. Feb, || lob Packepe (Dirafi Cine) Tues Mar, 25 Crraphic Deaign Project
Tues Feb IR Iob Package (Final Draft} Thore. Apr, 3 Progress Repart £2
Thur, Feb 20 Intervew Sinskalion Tues. Apr3 Business Meeting Simubnion
Toeg, Mar 1] Progress Report &1 Tues, Apr. 15 Formal Repon

CLASS SCHEDULE Winter 2003 Evening Section

Date Topies Date Topics
Jan. 7.9 + urse Cvervicw Feb, 24-23 READING WEEK — Mo Classes
- Courge Cnatlins
- Principles of Business Writmy Mar 4.6 - Foemal Report — Format and
- Letter and Metio Form Planring
= Direstl Request - Lraphic Degigm
- B Textyp 563-T0 and Th, 7 ~EText: Ch 15, Ch. Sand [ ]
- Pack: Bus Writing [skim}, p339-378
- C Pack: Formal Repoat and
Jan. 14,15 - Prnciples of Husiness Writing Graphic Design
« Dipad Mews Messapes
- Had News Messapes Mar 11,13  Giraphic Design
- Collection Letters - Busingss Conference (Mar, 12)
=R Text: Cho B and ¥ - 0 Pack: Graphic Desien
- Pack: Bus Writing « Duet Peogress Bpt, 81 72ddar /1)
= Droe; Businass Letter #1 (Taa, [4)
Mar. 18,20 « Graphic Design
Jan £1.23 - Perrunsive Messapss -4 Pack: Creaphic Design
« Salez Leters = Dhaies Teat pldar 2
- Proposals
s C Packs Bus Writiny Mar. 25,27 - Furmal Eepont - Geaphigs
-R Text Choll and |4 - Busmess Meetngs
- B Text; Ch, 16
Jan. 28.30 - The Tob Packaee = L Pack: Formal Beport and
- B Test: Ch. 17 Business Mestmzs
- T Pock: Romsmes « [higs Diesian Project ddfar 251
- Due: Business Larters #7 jifan 250 Apri 4.3 < Buchvess Moetings
Feb. 4.6 - The Joh Packape « C Pack: Business Mestinzs
- C Pack: Bus Writing - Due: Progress Rpd 2 (dpr. 3)
Feb. 11,13 - Employment [merviewing Apr. 8,10 - Business Mectings
- R Teatz Ch. 13 - Fommal Report - Editing
- € Pack: Imerviewing - C Packs Formal Report snd
- Due: Job Fackors - Deaft | Rk, (1) Busingse Meetings
-Thuey Meeting f4or &gy JO)
Feb. 18,20 = Empleyrngn it Inlecviewing
= [¥ue; Job Pechkage - Diraft 2 (Feh. J8; Apr. 15 -Frae: Formal Report (4pr. 13)

snd Inwzview Simulation (Feb 200




