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	Contra Costa College


	Course Outline


	Department & Number
	BUS 125

	Course Title
	Report Writing
	Number of Weeks
	18

	Prerequisite
	None
	Lecture Hours
	3

	Challenge Policy
	
	Lab Hours
	

	Co-requisite
	
	Hours By  Arrangement
	

	Challenge Policy
	
	Activity Hours
	

	                        Advisory
	
	Units
	3


	COURSE DESCRIPTION


	This course covers practical aspects of report writing.  It also includes instruction in methods of collecting, organizing, and interpreting data, with emphasis upon the elements of writing the final report.  Not repeatable.



	COURSE OBJECTIVES

	At the completion of the course the student will be able to:


	Demonstrate the ability to write concise, meaningful emails, memos, letters, outlines and formal business reports.

	Compose written communications using a style and tone that is appropriate to the subject, purpose, audience and format.

	Demonstrate the use of correct English principles to communicate effectively in written and oral formats.

	Identify communication problems from both the writer’s and reader’s point of view.


  COURSE CONTENT: (In detail; attach additional information as needed and include percentage breakdown) 
	25
	%
	Organizing and composing business messages; standard letter formats; common organizational problems; using the right tone and style

	15
	%
	Writing short reports, organizing and formatting reports; making reports and proposal readable.

	10
	%
	Review the fundamentals for grammar, punctuation, and the mechanics of writing.

	10
	%
	Job applications, resumes writing, interviewing, networking, and persuasive discussion.

	25
	%
	Research paper

	5
	%
	Multimedia presentation and email communications.

	10
	%
	Oral presentations


	METHODS OF INSTRUCTION


	Lecture, in class and online demonstrations.

	

	

	


	INSTRUCTIONAL MATERIALS


	Textbook Title:
	Essentials of Business Communication

	 Author:
	Mary Ellen Guffey

	        Publisher:


	Thompson/Southwestern

	   Edition/Date:


	7th Ed. 2007


	COURSE EXPECTATIONS (Use applicable expectations)


	       Outside of Class Weekly Assignments
	Hours per week


	Weekly Reading Assignments
	1

	Weekly Writing Assignments
	5

	Weekly Math Problems
	

	Lab or Software Application Assignments 
	

	Other Performance Assignments    (research)
	1


 STUDENT EVALUATION: (Show percentage breakdown for evaluation instruments)
	25
	%
	Research Paper

	20
	%
	Quizzes and exams

	10
	%
	Participation

	45
	%
	Assignments


	  GRADING POLICY (Choose LG, CR/NC, or SC)


	   x
	Letter Grade
	
	Credit / No Credit
	
	Student Choice

	
	90% - 100% = A 
	
	70% and above = Credit
	
	90% - 100% = A

	
	80% -   89% = B                                  Below 70% = No Credit                                      80% -   89% = B

	
	70%  -  79% = C                                                                                                               70%  -  79% = C

	
	60%  -  69% = D                                                                                                               60%  -  69% = D

	
	Below   60% = F                                                                                                               Below   60% = F

	                                                                                                                                                   70% and above = Credit

	                                                                                                                                                   Below 70% = No Credit


	Prepared by:
	Karroll/Williams
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