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Week 1

Week 2

Week 3

Week 4

Week 5

Week 6
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Course Schedule and Topics

Lecture

Orientation
Lecture

Lecture 1

Lecture 2

Lecture 3

Lecture 4

Lecture 5

Discussion

L Topi
ecture Topic Panel
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Fundamentals of Professional Communication in the Digital Age

B eandl gl daal il bl

Interpersonal Communication, Collaboration, and Workplace

Etiquette

Jaadl lal g (alad¥1 o Jaal sill 5 sl

Professional Writing: Planning and Organization
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Drafting Written Messages and Audience Adaptation
Jsenall o Gl A 5l il ) Aelia

Reviewing, Editing, and Professional Message Formatting

Quiz
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Week

Week 7

Week 8

Week 9

Week 10

Week 11

Week 12

Week 13

Course Schedule and Topics
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Lecture 6

Lecture 7

Lecture 8

Lecture 9

Lecture 10

Lecture Topic
Persuasive Writing, along with Negative and Routine Messages
s 1) 5 Al il 1 Fue L) SO
Digital and Visual Media in Communication
G 53 8 i jall 5 ) a5l

Planning, Report Writing, and Proposal Development
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Developing Presentations and Slide Design
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Writing Resumes and Job Interviews
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Beginning of Final Exams
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Discussion
Panel

Quiz
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* Required Textbook:

“Business Communication Today, Global
Edition”

By Courtland Bovee, John Thill,
15th Edition

Business Communication

P

Today

FIFTEENTH EDITION

Courtland L. Bovée = JohnV. Thill
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