Business Writing


Monday, September 17, 2012
1. Compose an email to Mrs. Badiner with the subject line:  Helping vs. Cheating.  In your email, explain what you think the difference is between “helping” a classmate who is having trouble and “cheating” 

2. If you received your Pinnacle login information in the mail this weekend, check your grades (for all your classes) and determine whether or not you have any missing assignments, or assignments that you should redo.

3. If necessary (or if you would like to), complete the practice 1-9 remediated assignment by clicking here.  When you finish, save & send it to Mrs. B.


4. Begin reading Ch. 2 – Pages 30-32.  Complete practice 2-2 by clicking here.
Remember:  If you are not reading the text and simply “skipping ahead” to the practice activities, Mrs. B will start assigning the chapter study guides for you to complete.
5. Continue reading Ch. 2 – pages 33-35.  Complete practice 2-4 by clicking here.


6. Read “Technology Connection” at the top of page 36.  Complete the activity on your own by clicking here.


7. Once you finish your work, please email your assignments to Mrs. Badiner (either in multiple emails or in one email with multiple attachments).
Tuesday, September 18, 2012
1. Get a textbook and read pages 36-39.

2. Complete  Practice 2-5 independently.  Click here for the document.  
Save as: Practice 2-5
3. Complete Practice 2-6 independently.  Click here for the document  
Save as: Practice 2-6
4. Read pg. 40

5. Complete Practice 2-7 by clicking here.  Save as:  Practice 2-7
6. Email your assignments to Mrs. Badiner and put your textbook back on the shelf.
Wednesday, September 19, 2012
1. Read pgs. 42-43

2. Complete Practice 2-9 by opening ExamView (located here).  Select Practice 2-9.  Be sure you have your student ID number in order to log in!


Password:  practice2-9

3. Read page 45 through the first paragraph of page 48

4. Extra Credit Opportunity--  The following 13 terms are named after real people.  
Terms:  Boycott, Bloomer, Braille, Chauvinism, Diesel, Dunce, Galvanize, Gerrymander, Guppy, Mesmerize, Pasteurize, Saxophone, Silhouette
a. In a document:

i.  List the term

ii. The name of the “real person”

iii. The definition of the word (that is related to the ‘person’)

b. Save as:  Ch. 2 Extra Credit  and email to Mrs. B once complete.

Thursday, September 20, 2012
1. Read pages 48-62 of your textbook.  Complete the following practice activities as you reach them.
2. Complete Practice 2-12 by clicking here.  
Save as: Practice 2-12
3. Complete Practice 2-14 by clicking here.  
Save as:  Practice 2-14
4. Complete Practice 2-15 by clicking here.  
Save as:  Practice 2-15
5. Email your assignments (Practices 2-12, 2-14, and 2-15)  to Mrs. B.  

Friday, September 21, 2012

1. Get a textbook from the shelf.
2. Complete Practice 2-16 (with a partner or by yourself).  
a. Refer to page 56 of your textbook for directions.  
b. Use the document found here and reposition the elements by moving them or cutting/pasting them.  
i. You can keep the page layout in portrait or change it to landscape.  
ii. If you need more room, you may also change the paper size.  
3. When you finish, Save as: Practice 2-16.

4. Email your document to Mrs. B

a. If you completed the assignment with a partner, use: Practice 2-16; your name – your partner’s name as the subject line.
b. If you completed the assignment by yourself, use:  Practice 2-16; your name for the subject line.
Mrs. Badiner’s email address is:


 SBadiner@otsegops.org








Classroom Website:


 MrsBadiner.Weebly.com





Twitter:


 @mrsbadiner




















