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Textbook
Contemporary Business Report Writing, 4th Edition. S. Kuiper, Thomson South-Western, 2009.
Course objectives
· Recognize the different needs, functions, and classifications of reports.

· Recognize channels and media of communication for internal and external communications.

· Recognize the importance of correct mechanics in report writing and apply correct mechanics.

· Differentiate between subjective and objective, direct and indirect, and inductive and deductive approaches.

· Communicate clearly and in an appropriate language level, style, and approach for a specific audience.

· Solve problems involved in planning and writing short reports and in an optional formal report.
· Apply the principles of logical organization and written communications.

· Practice steps in problem-solving and decision-making related to report writing.

· Locate, critically analyze, and document primary and secondary sources of report data.

· Use correct form and style in presenting formal and informal reports.

· Critically analyze and interpret data when reading and writing reports.

· Observe the necessity for reliability in report writing.

· Use word processing and editing computer software to plan, organize, revise, and prepare report assignments.
Attendance and Participation
Participation matters! You are expected to participate in all scheduled activities. You are urged to attend the face-to-face class held on the first Saturday after school begins, from 9 a.m. until noon in Cloud 111 on the Ocean/Phelan campus.
Assignments

You are expected to turn in all assignments on their due dates. However, things do happen, so you are allowed one late assignment—not to exceed two calendar days—without penalty. However, it cannot be the last assignment of the semester.
Grades
Reports









65%

Participation in Forum Discussions






15%

Final Project









20%
