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Communication and Egglish for Capeera, Smith,
Griselia, Smith. Canadian Bdition., Prentice
Hall, Scarborough, 1995.

A Zood Dictionary (Rapdom House)

The Greqaq Reference Manual, MeGraw-Hill Ryerson
Limited, 1986.

CA 2030

The principles learned in OA 2030 will be
applied in the writing of letters, memos, and
reports. Emphagis will be placed on oral

communication, proofreading skills, and problem
solving,

Upon completion of this course, you will be
ablie Eo:

- define the communication process

- list common barriers to effective communication

- salect and demonstrate appropriate formats for
letter/mema/writing situaticns

- write gffective letters and memcs

- develop and prepare reports

- make effective oral presentations

- apply effective problem sclving technigues

The final grade will be based on the

following:
Eeports 20%
Letters/Memos A0%
Oral Presentations 20%
Azsignments 20%
Exams/Quizes 20%

TOTAL 100%



