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Business Communications BUSI 70

Summary of Assignment Categories

To summarize, each chapter is reinforced with a set of assignments organized into categories.  These assignment categories include:

1. Read the Chapter Text.  Read the assigned chapter materials.  You can either (1) read the materials from your Cengage e-book web page access or (2) read the chapter text in the soft cover textbook from the assignment list (the chapter reading text is indicated on the assignment list by the chapter number followed by the chapter title).

2. Take the Chapter Quiz online assignment:  Complete the quiz assignment on the chapter material to check your comprehension.

3. Complete the Chapter Review online assignment:  This assignment category can include none or several types of review including Writing Improvement Exercises, written responses to specific questions, and other sets of review procedures.

4. Study the grammar concept and complete the online Grammar Checkup assignment:  Each chapter presents a specific grammar concept to study and review.  The grammar quiz checks comprehension and understanding of correct grammar usage.

For each chapter, access the Grammar/Mechanics Handbook located in the back of your textbook.  After studying the grammar concepts presented for that chapter, complete the online Grammar Checkup (from your assignment list).

 
Writing Assignments
When a writing exercise is assigned for a chapter, after completing the assignment categories listed above, prepare the necessary written documents using Microsoft WORD.  The WORD document filename is based on the chapter/assignment number.  For example:  8.13CreditRefusal  where the pattern is [Chapternumber.assignmentnumber][shortidentificationofwritingtype]
Be aware of assignment due dates!

Each assignment has a specified window of time for student access.  After the due date, that assignment will no longer display or be available to complete on your course web site.  Be sure to note assignment due dates and complete that assignment prior to the due date! 

IMPORTANT!  Business Communications is a step-by-step learning process that builds on each chapter and concept.  It is imperative that you complete each chapter assignment regularly and submit on schedule!

