Business Writing


Monday, September 10, 2012
1. Get caught up on any assignments or reading that you didn’t finish last week.
a. Read pages 1-14
b. Read “Future Tense” pages 20-24
c. Practice 1-1
d. Future Tense questions
e. Practice 1-2
f. Practice 1-3
g. Practice 1-6
2. Check your school email ( tinyurl.com/ohsemail ) for any messages from Mrs. Badiner
3. If you got a textbook out, put it away (carefully and neatly) when you finish.
4. When instructed, straighten up your workspace, log-off, and leave the room tidier than when you entered.  
Tuesday, September 11, 2012
1. From your textbook, read the “Culture Connection” on top of page 12.  Create some type of “visual” to present this information (PowerPoint, Prezi, Glogster, etc).  Whatever you create, you will need to email it to me (subject line: Ch. 1 Cultural Connection).
2. Read textbook pages 15 – 19.  Complete Practice 1-8 on page 17 by clicking here.  Email this assignment to Mrs. Badiner (subj. line:: Practice 1-8)+

3. Complete Practice 1-9, found on page 18.  Follow the directions!!  You may type your sentences directly in the body of an email (subj. line: Practice 1-9).
4. Complete Practice 1-10, Proofreading Marks, found on page 19.  You will need to print the document (click here), proofread and mark corrections (in ink), and hand your paper in (with your name on it).   A list of proofreading marks can be found on page 572 of your text.
5.  Put your textbook away (carefully), you’re done for the day (
6. When instructed, log off, straighten up your workspace, push your chair in, and leave the room tidier than when you found it.
Wednesday, September 12, 2012
1. Go to the textbook companion Website and complete the CROSSWORD for Chapter 1.  IMPORTANT:  Once you have successfully completed the crossword, a Red and White box will pop up on your screen saying “Congratulations.”  Do NOT CLICK ANYWHERE when this message is displayed.  Instead, press your Print Screen button.  Then, open up a Word Document, ‘paste’ this image there, save the document as:  Chapter 1 Crossword  Then email the file to me with the subject line:  Chapter 1 Crossword.

2. Complete the Business Writing Chapter 1 Practice Test by clicking here.  Do NOT use your textbook to help you.

a. No, there is no “word bank.”

b. When you finish, you should be able to print an end of test report that will show you which questions you missed and  list the page #s where you can find more information.  

c. If you did poorly on this practice test, it would be a good idea to print this report and use it to study from.

d. You are not required to print the report, it is simply a study tool for you!

e. TEST PASSWORD IS:  ohs
Thursday, September 13, 2012
1. Complete the Business Writing Chapter 1 Test by clicking here.

2. Make sure you know your student ID number – you’ll need it in order to login and take the test.

3. Test Password:  chapter1
4. You must complete this on your own… do NOT attempt to use your textbook, your neighbor’s monitor, the internet, or any previously saved files.

5. When you finish the test:

a. --1—Check Pinnacle

b. --2—Complete (or resubmit) any missing Business Writing assignments

c. --3—Once you have ALL assignments turned in for this class, you may complete work for your other classes.

Friday, September 14, 2012

PURPLE GAME DAY!
1. If you did not finish your test from Thursday, use today’s class time to do so.

2. check your student email account for any messages from Mrs. B
3. If all of your work has been submitted and has earned an 80% or better, you may use the remaining class time as a study hall.

Mrs. Badiner’s email address is:


 SBadiner@otsegops.org








Classroom Website:


 MrsBadiner.Weebly.com





Twitter:


 @mrsbadiner




















