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Grande Prairie Regional College
Business Administration |
84 1020 Business Commumcetions Il Winter 2003

Instrisctor;
Dr. Rick Erfendson

Qffice;
£307

Tefephone!
539-2085 [office)
257-2127 (home)

8353-2378 foffice/
S57-2445 thome!

e-maii:
rerandson @gpm-ab. ca
erfend@relusplanet. net

Office fours:

o2 - 7 Vondays
®70:30- 77:30
Wednesdays

& hy Fapointmant
son & grop-in basis

Course Description:

® Building on voncepts covered i BA 1010,
BA 1020 covers business and ernployment
commumcation: business lerters and memos.
TESUMeEs, cOver letiers, imlerviews, business
meetings, formal reports, and essentials of
graphic design.

Reguired Text:

®Boonc, Louis, et al. Contemporary Buniness
Communication (Canadian Ed, 2). Scarboroogh:
Prentice Hall, 1999, [Same text az BA 1010]

Course Format:

®0A 1020 consists of three hours of instruction
amd @ one hour lab weekly -- often wilized in
non-traditional ways for practical considerations
such as attending a formal meeting off-campus,
conducting interviews for "the job package,” or
atlending 1he annual department Busimess
Conference. The classwork will include Jectures,
class discussions, group work, simulatons, use of
video and audio presentations, previewing and
reviewing assignments. and student presentations.
Plan to participate wholeheartedly in the varjous
actvities,

Grading:

®GPRC uses the following nine-point stanine as
its grading scale: 90 - 100 is markedly superior,
B0 - 89 iz excellems, 72 - 70 is very good, 65 - 71
& good, 57 - 64 is Tair, 50 - 56 is poor, 43 - 49
equates to fadlure, and 26 - 44 15 also o Tailure




Course Objectives;

® |'0 onderstand and apply the techniques for
Contemoporaryv composing specific forms of effective business
LOTLETIporary lerters and memoranda that meer the needs of both
the sender and the targer audience.

® To realize the importance of conducting
effective meetings and 1o apply the technigues that
allow meetings to achieve ohjectives.

® [0 understand the importance of careful
preparation and plannmg m all forms of
emplovment communications, and to demonstsate
the use of a professiona] approach in a job
compettion,

®* To demonstrate the use of persuasive
cormmunication technigues m both oral and
writien formats,

#To effectively present an analvsis of 3 situalion
using a formal report formac.

®To appreciate the key components of graphic
tdesipn, and ta demensirate basic lavoul and viswa)l
CONYeNtions appropriate to a business
EOVITOnment.

ADULE T, BEONE DAVID L. ELUATE  JUBYE. BLOEH
IDWATRD ELIDUR: LADNALEE KLLODUWE

Course Fvaluation: ®To develop team-work skills through working in

STOWPS.

Attendance 10%

Writien assignments 20% g
Course Policies:

Emplevmen mierviews and 20 % ® Understanding that writing is a process, most

evaluation of same writing assignments will involve muliiple drafts
enable studenis §0 gpencrate acourate, concise,

{huizzes 0% g .Ev " S
well-written material,

Formal report 2%

S . . # All sssignments must be word-processed of

Graphic design project L typesriten




& Assipnments are due on the dates set by the
instructer. If you feel you have a valid reason for
an extension, please reguest the extension prior W0

the due date, Unauthorized late assignments will
have a 10% per day late penalty applied.

® All assignments must be completed 10 receive a
grade for this course. If vou fail 1o complete an
assignment vou will be assigmed 4 grade of
"Incomplete, "

oo addition 1o the graded course assignments,
vou will be expecied 10 compleie various
asstgnments outsude of ¢lass, Such assignments
will be praded credit/non-credit. To recerve 2
grade in BA 1020, all assmments in this
category must be completed,

# Regular attendance ig critical for success in BA
1020, Anendance will be taken at every class and
fab. Attendance includes arriving to class on Gme
and being prepared by having assigned homework

and readings complete.

#1n the event that you miss a class, 11 1§ your
responsibility to acquire the material missed and
1y complele assipned readings, in-class work, and
assigned homework.

®Should vou oot hand in an assipnment in class
when due, the following procedures should ke
Tollowed:

a.) Advise me that vour assigoment has
not been completed.

b.} After making vourself a copy, deliver
the assignment (o he cashier's office
and ask ber to place it 10 my matlbgx.
DO NOT SLIDE IT UNDER MY
DOOR.

¢y Confirm that 1 have received the work.

®If vou must miss a quiz, please advize me
before the quiz is administered, (A message on
my voice mail 16 fins.) You will then be given the
apportomity o write the quiz at a later fime. An
unexcused absence from a guiz will result in a
grade of 0. Please know that missing & quiz is
considered an alarming simation. COnly the most
urgent and exireme reasons are considered
acceptable.

® Transferability: Some universities and collepss
may accept this cousse for transfer credit. Pleass
check with the receiving institation. BA 1020 is
accepted under a block transfer agreement by the
University of Lethbridge and Athabasca
University for appropriate déeprees

# Records retention: Class records and quizzes
will be miintamed for ooe vear afier the last day
of this course. These records will then be
destroved m a sccure manner. Any wnclaimed
student assigoments will then be destroyed within
30 days of the last clags. Selected stdent projecrs
may be kepl and shown as examples fir future
classes if consent is granied,
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Tentative Class Schedule

Janpary

® Business meetings
® Business writing
® Graphic design

February

® Graphic desien

®Business writing

®Reading Weel - February 24 - February 28

March

® The job package
-Cover letters
-TESUmEs
-INErviews

April

® Argumentation and persuasion
® Effective business ComImunication
® Formal reports



