	Course
	BA 5 – Business Communications
	
	
	
	

	Instructor
	Nasalroad
	
	
	
	

	Code
	51017
	
	
	
	

	Day/Time
	Tues/Thurs 1:00 – 2:15 pm
	
	
	
	

	Room
	Bus 43
	
	
	
	

	
	
	
	
	
	
	
	
	

	Week #
	Day
	Date
	Assigned

Readings
	Topic of

The Day
	Assigned

Assignments
	Due
	Exams

Test/Quiz
	Misc. Notes

Inc. H/W Details

	1
	Tues
	Jan 9
	Ch 1, 2, 3, 4
	Introductions
	Semester Project (SP)
	
	
	

	1
	Thurs
	Jan 11
	
	Chapter 1
	
	
	
	

	2
	Tues
	Jan 16
	
	Chapter 2
	Library Tour
	SP Proposal DUE
	
	

	2
	Thurs
	Jan 18
	
	Chapter 3
	Research Paper (RP)
	
	
	

	3
	Tues
	Jan 23
	
	Chapter 4
	
	
	
	

	3
	Thurs
	Jan 25
	
	Flex Day
	
	
	
	

	4
	Tues
	Jan 30
	
	Test #1
	
	
	Test 1 (Ch 1, 2, 3, 4)
	

	4
	Thurs
	Feb 1
	Ch 5, 6, 7
	Chapter 5
	
	
	
	

	5
	Tues
	Feb 6
	
	Chapter 6
	
	RP Proposal DUE
	
	

	5
	Thurs
	Feb 8
	
	Chapter 7
	Individual Lecture Assignment
	
	
	Individual Lectures: Each Student will be assigned a portion of chapter  8, 9, 10, 11 to present to the class. Individual lectures will be 5 minutes in length and must include handout materials for class members.

	6
	Tues
	Feb 13
	
	Presentations – Individual
	
	
	
	

	6
	Thurs
	Feb 15
	
	Presentations - Individual
	
	
	
	

	7
	Tues
	Feb 20
	
	Résumé and Cover Letter
	Résumé and Cover Letter
	
	
	Résumé and Cover Letter: Find a job announcement that interests you and constructs a ONE-PAGE resume (you pick the style) and a one-page letter of introduction to go with it.

	7
	Thurs
	Feb 22
	
	Test #2
	
	RP Outline & Partial Bibliography DUE
	Test 2 (5, 6, 7)
	

	8
	Tues
	Feb 27
	Ch 8, 9, 10, 11
	Chapter 8
	
	
	
	

	8
	Thurs
	Mar 1
	
	Chapter 9
	
	
	
	

	9
	Tues
	Mar 6
	
	Chapter 10
	
	
	
	

	9
	Thurs
	Mar 8
	
	Chapter 11
	
	
	
	

	10
	Tues
	Mar 13
	
	SP Presentations
	
	
	
	

	10
	Thurs
	Mar 15
	
	SP Presentations
	
	
	
	

	11
	Tues
	Mar 20
	
	SP Presentations
	
	
	
	

	11
	Thurs
	Mar 22
	
	Test #3
	
	
	Test 3 (Ch 8, 9, 10, 11)
	

	12
	Tues
	Mar 27
	Ch 12, 13, 14
	Chapter 12
	
	
	
	

	12
	Thurs
	Mar 29
	
	Chapter 13
	
	RP rough draft DUE (min 5 pages)
	
	

	
	
	Apr 2 – Apr 6
	
	SPRING
	BREAK 
	NO CLASSES
	
	

	13
	Tues
	Apr 10
	
	Chapter 14
	
	Semester Project Paper DUE
	
	

	13
	Thurs
	Apr 12
	
	Test #4
	
	
	Test 4 (Ch 12, 13, 14)
	

	14
	Tues
	Apr 17
	Ch 15, 16
	Chapter 15
	
	Resume & Cover Letter DUE
	
	

	14
	Thurs
	Apr 19
	
	Chapter 16
	
	
	
	

	15
	Tues
	Apr 24
	
	Flex
	
	FINAL RESEARCH PAPER DUE – NO EXCEPTIONS!!!
	
	

	15
	Thurs
	Apr 26
	
	Test #5
	
	
	Test 5 (Ch 15, 16)
	

	16
	Tues
	May 1
	
	Presentations – Research Paper
	
	
	
	

	16
	Thurs
	May 3
	
	Presentations – Research Paper
	
	
	
	

	17
	Tues
	May 8
	
	Presentations – Research Paper
	
	
	
	

	17
	Thurs
	May 10
	
	Presentations – Research Paper
	
	
	
	

	18
	Tues
	May 15
	
	Final 
	1:00 – 2:50
	
	
	

	This schedule is intended to be used as a guide only. In the event that the instructor deems it necessary, it can and will be changed to better fit this course. Quizzes may or may not be announced ahead of time. They are of relatively low point value, but add up to be valuable to you. Please be prepared for quizzes by having a supply of quiz strips (15 questions). Tests will require 882 scantron sheets (50 questions on each side).


