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Monday, Tuesday, Thursday from 3:00 to 4:00 PM, or by
appointment.

1. Maki, Peggy, and Carol Schilling. Writing din
Crganizations: Purposes, Strategies., and Procseses.
Toronto: McGraw-Hill, 1987,

s Leggett, Glapn H.. C. David Mead, ard
Melinda G. Mremer. Prentice Hall Handhook for Writers.
11th ed, Englewood Cliffe, N.J.: Prentice—Hzll, 1951.

3. A college—level dicticnary of your choice.

Writing in Crganizations will be used extensively feor each
topic in the oourse. Virtually zll chepters in this text
will be assigned readirgs. In the Handbook  for Writers,
ections 4446 will be assigned readings: sections 8, 20-23,
32. ard 42 will form the basis of student assignmsnts: the
remaining sections will serve as a reference for students.
The dicticnary also serves as a reference book for studsnts
to use for assistance on writing essignoents,

Students gust have successfully completed the writing
coapetancy test. an approved English coorse, & have
permission of the course instructor.



MG 2000 BUSINESS COMMUNICRTIONS II FALL 1995

FCRMAT

GRADING:

Mi 3000 provides senicr students with an  appertimity o
refire their written amd oral commumnication akills in
preparation forr their trensition into the  werkplace.
Writing is viewed as a problemsolving process, whereby a
document is used to amalyze situations, to make decisions,
and te inform cthers of these dscisions. Specific topics in
the cowrse include communications theory, strategiss fer
effective problem—sclving, elemsnta of the writing process,
business correspordence. procedwral documents, proposals,
conducting research, report—writing., and meking oral
presentations.

1, To urderstand and apply the techniquss for copasing
specific  forms of business correspondence ard
procedral doouments that meet the needs of Yoth the
sender and the tmrger audisnce.

2. To identifly and Investigate an crganizational problem,
and to effectively address that problem in hoth a
writtan and oral proposal,

3. To develop effective resesrch skills, ard plan,
compese, ard document & formal resesrch paper.

4, To refine cral presentation skillz in both formal and
informal contexts.

MG 3000 cansists of three howrs of instruction weekly. The
clasgwork will imclude lectures, class discussions, small
group work, individual exercises, and student presentations.

Grande Prairie Begional College uses the following nine—
point grading scale:
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ASSIGHMENTS:

ATTENDANCE:

The follewing tests and aesigrments will datsrmine  ypowe
fimal grads:
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You will receive an assignoent bocklet containdng
guidelines, instructions, and due dates for each of these
azsigmments at the beginning of the oourss.

hesigrneents are due at the beginnming of class on the
specified date, Unauthorized late assigmnments, if acceptad,
will have a S0% late penalty applied to the grade.

In addition to the graded couwrse assigmments, you will be

expacted to complete varicus reading and writing essigrments
ciItzide of class time.

Because your participation is important to the success of
the cowrse, you are expected to atrend ALL classes. YVou are
responsible forr cbtaining any notes or handouts you may have
missed dus to an aksence.
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CLASS SCHEDULE
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