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Overall Objective
To equip students with the skills & practice needed to write pre-workplace business documents

Topics
1. Resumes
2. Cover letters
3. E-mails

Materials
All materials will be available on the course portal. You are expected to bring the appropriate
documents to each session.

Expectations

e Attendance is essential to success in this course. Participants are entitled to one
absence during the semester. Arriving late or leaving early constitutes partial
attendance. Therefore, to be counted as having attended, you must arrive on time;
remain the entire duration of the session; and participate actively.

o Written homework assignments must be submitted in Microsoft Word-readable format.

¢ All homework assignments are to be turned in by the beginning of class on the given due
date. Late assignments will not be accepted.

e All e-mails to the instructor are to be written in a business-like manner.

Grade breakdown

Professional class participation: 10%
Written assignments: 60%
Final exam 30%
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