Business Writing


Monday, October 1, 2012
1. Begin Chapter 3 by getting a textbook and  reading  pages 70-82.

2. Complete practice 3-1 by clicking here.  Save as:  Practice 3-1 and email to Mrs. B with Practice 3-1  Your Name  as the subject line.

3. Complete practice 3-2 by clicking here.  Save as:  Practice 3-2 and email to Mrs. B with Practice 3-2  Your Name  as the subject line.

4. Complete practice 3-6 by clicking here.  Save as:  Practice 3-6 and email to Mrs. B with Practice 3-6  Your Name  as the subject line.

**If you do NOT have your own headphones, there are several pairs available in the lab. 

Tuesday, October 2, 2012
1. Continue reading chapter 3 pages 82 – 96

2. Complete Practice 3-7 by clicking here.  Save as:  Practice 3-7  and email to Mrs. B with Practice 3-7  Your Name  as the subject line.

3. Complete Practice 3-8 by clicking here.  Save as:  Practice 3-8  and email to Mrs. B with Practice 3-8  Your Name  as the subject line.  
4. Complete Practice 3-9 by following the directions in the textbook.  
a. You’ll need to click here for the message document (you’ll need to save multiple copies)  and here for the audio files.  
b. Save the message documents as:  Practice 3-9A,   Practice 3-9B,   Practice 3-9C,  etc   and email to Mrs. B with Practice 3-9A,  3-9B, 3-9C, {etc}  Your Name  as the subject line.

5. Complete Practice 3-13.  Click here for the audio file.  In a blank Word document, give the presenter three positive suggestions for improvement.  Save as:  Practice 3-13  and email to Mrs. B with Practice 3-13  Your Name  as the subject line.

Wednesday, October 3, 2012
1. Smile (and laugh at this poor guy)
CHANGE IN PLANS!!!!!

Today will be a catch up / redo day!  Use your time wisely!

You may:

· Get caught up on any work that is missing for this class

· Redo any assignment (not test or quiz) that you did poorly on.

· Complete work for another class

· Anything else productive (studying, reviewing for Friday’s test, READING—an actual book or an online article)
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No playing games, watching videos, looking at pictures or otherwise wasting time and using up bandwidth. 

If I see you doing any of those things I will give you an assignment to complete.  (that assignment will involve reading a 7-page article, creating a detailed outline for the article, and summarizing the article paragraph by paragraph)
Thursday, October 4, 2012
1. Read “Charles” on pages 100 – 104.

2. Answer the questions (found here) as you read.  Save as: Charles Questions and email to Mrs. B with Charles Questions  Your Name  as the subject line.

3. Read Connection at the bottom of page 104.

4. Answer question #1 on page 105.  You should list at least SIX different cues (verbal or nonverbal).  Save as: Problem Listeners  and email to Mrs. B with Problem Listeners  Your Name  as the subject line.

5. Complete any additional review that you feel you need for tomorrows test over chapter 3.  A good place to start is the textbook companion Website .  Click on “Flashcards” in the left margin.  Go to Flashcards for Chapter 3.  Use these to review for the test.

Friday, October 5, 2012

1. Complete the Chapter 3 Test by clicking here:   Click here for ExamView
2. Make sure you have your student ID number with you!!!

The test password will be provided on the completion word bank.

3. If you earned less than a 70% on today’s test you must print your test before you close ExamView and give your test printout to Mrs. B.







