Business Writing


Tuesday, September 4, 2012 
1. Locate “Mrs Badiner – Business Writing – Weekly Assignment Calendars” folder by navigating to the “X” drive, the Mrs_Badiner folder, the Business Writing folder, and finally, the Weekly Assignment Calendars folder.
2. Open “Week 1 – September 4-7” Calendar.
3. Click here to complete your assignment for today.
4. If you do not know how to log in to your school email, ask Mrs. Badiner.
5. Follow the directions on the assignment (including where/how to save the document and how to turn it in).
6. 10-15 minutes after you have emailed your assignment, check your email for a response from Mrs. Badiner.  Follow the instructions in the email you receive from Mrs. B.
7. At the end of the period, log off, straighten up your workspace, push your chair in, and leave the room “neater” than when you found it.
Wednesday, September 5, 2012
1. Check your school email account ( tinyurl.com/ohsemail ) for any messages from your teacher.
2. We need 5-6 students to go get the Business Writing books from room 145.  Let Mrs. Badiner know if you are willing to help.
3. Class discussion ( reading independently.
4. Begin reading Ch. 1 from the text.
5. Complete Practice 1-1 on the bottom of page 2.  Although the directions say you may work with a partner, I am requiring that you complete this on your own!  Click here for the workbook page.
6. After you complete the practice activity, SAVE IT to YOUR Business Writing folder (the one you created yesterday) with the filename:  Practice 1-1.
7. Next, email this assignment to Mrs. Badiner with the following subject line:
Practice 1-1 Your Name

8. Read the literature selection “Future Tense,” on pages 20-24 of your text.  
9. Complete the literature selection questions by clicking here.
10. Once you have completed the questions, email your document to Mrs. Badiner with the subject line:
Future Tense questions – Your Name

11. Put your textbook away (carefully), you’re done for the day (
12. At the end of the period, log off, straighten up your workspace, push your chair in, and leave the room “neater” than when you found it.
Thursday, September 6, 2012
1. Get a textbook and read page 5.  RE-READ the last sentence of paragraph #2 (the one in all italics).  THINK ABOUT THIS!

2.  Complete practice 1-2.  Click here for the document.

 Click here to listen to the audio file (yes, you’ll need headphones)

3. After you complete practice 1-2, save your document and email it to Mrs. B. with Practice 1-2 Your Name  as the subject line.

4.  Read pages 6-10 in the text (if you skip the reading and jump ahead to the practice activities, I’ll have to start assigning study guides to go along with your reading).
5.  Put your textbook away (carefully), you’re done for the day (
6. At the end of the period, log off, straighten up your workspace, push your chair in, and leave the room “neater” than when you found it.
REMEMBER—It is important that you read AND understand the information in the chapter.  Don’t skip over the reading because “it’s boring” or because you’re in a rush to finish today’s work.  If you don’t finish today’s work and you were working hard and not wasting your time, I will be happy to change the assignment calendar to accommodate you!

Friday, September 7, 2012
1. Get a textbook and finish reading any of the pages that you didn’t finish yesterday (6-10).
2.  Next, complete Practice 1-3 by clicking here.  Complete this activity ON YOUR OWN (even though the directions say to work in groups).  

3. When you finish, save & email this document to Mrs. B with Practice 1-3-Your Name as the subject line.
4. Read textbook pgs. 10 – 14
5.  *NOTE* You Are NOT completing practice 1-4 or 1-5!!!
6.  Complete practice 1-6 on page 13 by clicking here.
7.  Save & email this assignment to Mrs. Badiner with Practice 1-6-Your Name as the subject line.
8.  Put your textbook away (carefully), you’re done for the day (
9. At the end of the period, log off, straighten up your workspace, push your chair in, and leave the room “neater” than when you found it.

Mrs. Badiner’s email address is:


 SBadiner@otsegops.org








Classroom Website:


 MrsBadiner.Weebly.com





Twitter:


 @mrsbadiner




















