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Department of Business & Office Administration 

COURSE OUTLINE ² Fall 2023 
OA1030 (A2): Business Communications I - 3(3-0-2) 75 Hours, 15 weeks 

 
Northwestern Polytechnic acknowledges that our campuses are located on Treaty 8 territory, the 

ancestral and present-day home to many diverse First Nations, Metis, and Inuit people. We are 

grateful to work, live and learn on the traditional territory of Duncan's First Nation, Horse Lake 

First Nation and Sturgeon Lake Cree Nation, who are the original caretakers of this land. 

We acknowledge the history of this land and we are thankful for the opportunity to walk together in 

friendship, where we will encourage and promote positive change for present and future 

generations. 

Instructor Cara Leaf Phone  
780-539-2879 

Office:  
C411 

E-mail 
cleaf@nwpolytech.ca 

Office 
Hours 

M/W 11:30-1:00 
or by appointment 
  

  

CALENDAR DESCRIPTION:  

This course will help you develop editing, proofreading, and writing skills for effective business 
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LEARNING OUTCOMES: 

The primary objective of OA1030 is to improve communication skills (fundamental grammar skills). 

Knowing the parts of speech, using them correctly, and understanding how they relate to one 

another is an important step in creating strong writing skills. Upon successful completion of the 

course, students should be able to:  

¶ identify the eight parts of speech and understand the function of each part of speech.  

¶ apply different vocabulary terms that will allow them to participate in analyzing grammar 

usage and sentence structure  

¶ compose complete sentence (simple, compound, and complex) 

¶ correctly spell commonly misspelled words. 

¶ apply Standard English grammar and mechanics to compose or edit text.   

¶ key by touch at a minimum of 30 net words per minute on five-minute copy timed writings. 

 

TRANSFERABILITY:  

Please consult the Alberta Transfer Guide for more information. You may check to ensure the 
transferability of this course at the Alberta Transfer Guide main page http://www.transferalberta.ca. 
 
** Grade of D or D+ may not be acceptable for transfer to other post-secondary institutions. 

http://alis.alberta.ca/ps/tsp/ta/tbi/onlinesearch.html?SearchMode=S&step=2
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STATEMENT ON PLAGIARISM AND CHEATING:  

Academic Misconduct will not be tolerated. For a more precise definition of academic misconduct 
and its consequences, refer to the Student Rights and Responsibilities policy available 
at https://www.nwpolytech.ca/about/administration/policies/index.html. 

 

**Note: all Academic and Administrative policies are available on the same page. 

 

 

/about/administration/policies/index.html

