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SYNOPSIS

1MARKETING ELECTIVE The content of this course will vary depending on the student's
program of study and the Course Leader's directions.

TEXT and MATERIALS required to be PURCHASED or ACCESSED:

Books can be ordered by fax or telephone. For costs and further details use the 'Book Search'
facility at http://bookshop.usq.edu.au by entering the author or title of the text.

Smith, B. & Summers, J. (eds) 1997 'Faculty of Business Communication Skills Handbook'
(Available: 2nd edn, Faculty of Business, USQ, Toowoomba, Qld. Students should note
Chapters 2 and 7 in particular.) .

OTHER REQUIREMENTS

1 To obtain a passing mark in this unit students must normally obtain a passing mark
for the assignments in aggregate; and obtain a passing mark for the final
examination. Further information regarding assessment of the unit may be found
in the Introductory Book.

2 The due date for an assignment is the date by which a student must dispatch the
assignment to the University, and is normally that defined in the relevant unit
specification. The onus is on the student to provide, if requested, proof of date of
dispatch.

3 Students may apply for an assignment extension either by application through DEC
before the due date or by including application with the submitted assignment after
the due date. Such applications should be in writing and include supporting
documentary evidence. The authority for granting extensions rests with the relevant
Unit Coordinator. The extension policy for this unit tries to be fair to all students
who organise their work and family commitments to submit their assignments by
the due date, and those few students who cannot do so through unforeseen and
uncontrollable circumstances. If an assignment is late, up to one week's extension
may be granted if a signed statement with supporting documentation is sent with
the assignment proving that an {unforeseen} and an {uncontrollable} extenuating
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circumstance caused the delay, for example, unusual and unpredictable work or
family commitments. If this statement and documentation does not show that
unforeseen and uncontrollable extenuating circumstance were present for the days
claimed, then the normal reduction in marks for a late assignment of 20 percent
per day, will apply. Extensions beyond one week will not be allowed unless express
permission is obtained from the Unit Leader {before the date that the assignment
is due}. Extensions beyond one week are extremely rare because model answers
may start to be distributed to students after one week. The Unit Leader shall consider
all documentary evidence (including statement from a doctor, employer, counsellor
or independent member of the community as appropriate) accompanying an
application for extension and decide on the outcome. In the case of {an application
for extension for medical reasons}, the documentation should include a statement
from a doctor stating: - the date the medical condition began or changed; - how
the condition affected the student's ability to study; - when it became apparent that
the student could not submit the assignment. In the case if {an application for
extension for family/personal reasons}, the documentation should include a
statement from a doctor, counsellor or independent member of the community
stating: - the date the student's personal circumstances began or changed; - how
the circumstances affected the student's ability to complete the assignment; - when
it became apparent that the student could not complete the assignment. In the case
of {an application for extension for employment- related reasons}, the
documentation should include a statement from the student's employer stating: -
the date the student's employment began or the conditions of employment changed;
- how this prevents the student from completing the assignment

4 Students must retain a copy of all assignments, which must be provided if/when
required by the Unit Leader.

5 Unit weightings of topics should not be interpreted as applying to the number of
marks allocated to questions testing those topics in an examination paper.

6 Students must put the `word count' for their assignment on the front page of the
assignment. The word count is the number of words in the body of the assignment
report and does not include the title, executive summary, list of references or
appendices. To grade an assignment a marker does {not} need to read more words
than the word limit of the assignment.

7 A Residential School will be cancelled if insufficient numbers, {10 for
undergraduate/5 for postgraduate}, are enrolled by the cut-off date for enrolling
in School. If a student's School is cancelled, they will be notified and they can then
contact the Unit Leader to arrange an informal meeting at a mutually convenient
time.
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