GRANTE PRAIRLE REGLONAL COLLEGE %
BUSIHESS ADMINISTRATION it
COURSE OUTLINE

BA 107 - BUSINESS COMHUNICATIONS IT 3(3=1) Winter

IHNSTRUOCTOAR - Sandras Eaton

OFFICE: Admin. Building
HOURS: M, W, F % - 10 a.m.
TELEPHONE: $39-2939 (0ifice)

§32-2236 (Home)

REQUIRED TEXT: Effective Business Communications {Hurphy
snd Peck, McGraw-Hill Ryevrsan)

OFTIONAL TEXT: The Business Writer's Handbook (Brusaw,
Alreéed and Oliu, Sc. Martin's, 19B2)

PREREQUISITE: B4 101, an approved English Course, or the
conseat 0f the instructor.

COURSE Bullding upomn BA 101, BA 102 will cover

PESCRIPTION: epecifia forms ok Writcen and spoken
business communication: business letter,
memacanda, resumes, job application letters,
speclalized messages, tormal reports and

business meetings, 2s well as simulated job
interviews,

COURSE Classes will consist of brief lectures,
collaborative ETOoup exercises, clasa
discussion and individual writiog practica.
All students are expected to sttend and
actively parbticipata, Thera will boa
textbook readings and exercises for homework
in addition te Eormal assignmencs.

ARG IGHHENTS ; 1. The fimal COur §e grade Wil L be
datermined by the following assignments:

a. Employment Communication 25%
Regume = 5%
Bimulated job interview = 10% + 10%
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b, Letters and Memos 25%
(due Friday mornings in class)

c, Formal Report 5%
d, Final Exam 25%
2. All assignments must be typed

3. Assignments are due on the dates set by
the instructor on the class gehedule.
However, exteasions are granted if WO
have a valid reason and if you apply a
minimum of 24 hours ahesd of the due
date,

4. Late sssignments will be docked %I per
daw.

GRADIHG: AlL final grades will be converted Lo che
following nipe-point scale:

FPercentaga
Grada Equivalents
90 = 100
Ed = 8%
iz = 79
A = T1
5T = &4
Al = 54
4% - 49
26 = 44
0 = 25
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ATTENDARCE :

e
&

Attendance is mandatory, If you cannot

attend a «class, please naotify @me
beforehand,

.  Any assignments missed during an
unexcusad absence will be recorded as
2T,

3. Chronie lateness will not be tolaeraged,
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