Business Communication (525) M.B.A.
Second Assignment


	
	1(a) What strategy is best to use in a letter refusing a request when the reasons for the refusal are strictly for the writers best interest?



	Strategies

for refusing a request
	There are two basic strategies which are used in communicating bed-news messages.  One is indirect plan, which present supporting data before the main idea and second is direct plan which present the main idea before the supporting data.



	Best Strategy is indirect (Inductive) Approach
	In my view the best strategy to use in a letter refusing a request when the reasons for the refusal are strictly for the writers best interest is based on indirect (inductive) approach because this approach is preferable and familiar.



	
	The indirect approach for bad-news plan consists of four parts:



	
	 
Buffer - a neutral, non-controversial statement closely related to bad news.

À
Explanation - reasons supporting the negative decision.

Ã
Decision - a clear, diplomatic statement of the negative decision.

Õ
Close - a helpful, friendly and positive close.



	Buffer
	In composing buffer should use neutral, relevant, not misleading, assertive and succinct impression.



	Explanation
	In explanation give your reasons with necessary details, tactfully stated and must be individualized, un-apologetic and positive.



	Decision
	In decision make bed news less painful, avoid negative wording and personal language.



	Close
	In close builds goodwill, offers a suggestion for action and provides a look toward the future.
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	1(b)
Quote definitions for the following terms which have a relationship to meetings and groups discussion:



	Definitions

Conference
	An appointed meeting of the people for instruction or discussion on a particular topic.



	Panel forum
	A group of selected persons to discuss topics of public concern or put on trial.



	Symposium
	A meeting or conference for philosophic discussion of some subjects hence a collection of opinions delivered or a series of articles contributed by a member of persons on some special topic.



	Debate
	Discussions quarreling contention on an argument 



	Colloquy
	Taking together a dialogue, a meeting or conference.



	Committee
	A group of people appointed by an organization to take responsibilities for a particular task or function on behalf of the organization as a whole.  The committee may or may not be given executive power.



	
	

	
	2(a)
Explain why a persuasive request letter usually is written in the indirect order.  Could the direct order ever be used for persuasion?



	Persuasive Messages
	Persuasive messages are written to solicit funds, favours, information, or cooperation with the purpose to influence attitudes and actions in many business contexts.  It is assumed that if any request is made directly at the beginning, it would be unwanted or bad news for readers who would then react unfavourably.  Therefore, persuasion requires indirect approach and stresses the benefits of complying with the request.  For this purpose the following four phases of specialized formula "AIDA" is used:



	“AIDA”
	A 
- 
Attention

I
- 
Interest

D 
- 
Desire

A 
- 
Action



	Attention phase
	In the beginning of every persuasive message with the attention phase convince the audience right at the beginning that something useful or interesting is going to say.



	Interest Phase
	In the interest phase, explain how this message relates to the audience.  Continuing the theme as started it and paint a more detailed picture with words.  Goal is to get the audience thinking.  This section also ties together a factual description and the benefits of instituting the programme.



	Desired Phase
	In the desire phase, back up claims and thereby increase audience's willingness to take the action that will be suggested in the next section and make sure the evidence is directly relevant to the point.



	Action phase
	In the last phase "action" it is suggested that desired action should be taken by audience.  All persuasive messages end with a section that urges specific action, but the ending is more than a statement.  In fact this section offers a good opportunity for one last reminder of the main benefit the audience will realize from taking the desired action.



	
	To achieve the desired objectives persuasive messages are always written in indirect approach.



	
	

	
	2(b)  What is the role of the your viewpoint in persuasive request letters.

	Role in

Persuasive request letters
	The view point in persuasive request when the writer wants favour or action of the recipient, the role is to ask a favour in this way that should be target oriented.  For this purpose writers use persuasive techniques to get the recipient’s donation of something - time, knowledge, effort, money or cooperation.



	Persuasive techniques
	In an organization, persuasive techniques are often required to get someone to change policies or procedures.  Persuasive letters to outsiders might solicit donations or ask for some other type of help.



	“AIDA”
	To achieve the above mentioned objectives, the AIDA formula is used for persuasive requests.  AIDA has four phases.  



	Target to achive the goal
	In the first phase it is objective of the writer to get the reader's attention.  



	
	Secondly, by detailing the nature and dimensions of the problem, to give the request credibility to the recipient. 



	
	In the next it is assured that the suggested solution is specific enough to appear workable. 



	
	And in the final, tell the reader exactly what must be done and reinforces the main reason for doing it.



	
	

	
	3(a)
What is the difference between a report going up-ward to management and the one going down-ward to the workers.



	Report
	The British Association for Commerce and Industrial Education defined Report:

"A document in which a given problem is examined for the purpose of conveying information, reporting findings, putting forward ideas, and sometimes making recommendations"



	Reports are needed by executives
	It is generally know us that reports on different subjects are frequently needed by executives to help them in decision making about situations requiring his attention for action.



	Difference and use
	The growth of business introduced the need for creating different levels in the organizational structure, so that control of activities delegated to different people became easier.  The introduction of levels increased the span of control by a manager of his people.  The group became larger in size with one person gaining more power.  In order to allow flow of communication among different groups the managers used certain media.  The managers wanted fee-back on how their instructions were being carried out.  Thus reports became a popular media for feedback.



	
	Reports are like bridges, spanning time and space.  Organizations use them for internal communication to provide a formal, verifiable link among people, places and times.



	Report going up-ward
	Reports that move upward through the chain of command are for the purposes to help managers to monitor the various units in the organization.



	Report going down-ward
	Reports that move downward are for the purposes to explain managerial decision to lower-level employees responsible for day-to-day operations.



	Purpose of reports
	Most reports are used for one of the following purposes:

q
to monitor and control operations;

q
to help implement policies and procedures;

q
to comply with legal or regulatory requirements;



	
	q
to obtain new business or funding;

q
to document work performed for a client; and

q
to guide decisions on particular issues.



	
	

	
	3(a) In what way do you feel your assignments may be improved?



	assignments
	Assignment is a task assigned to evaluate the standard of ability towards the target.



	Role of A.I.O.U.
	Allama Iqbal Open University, based on distance learning system, is catering for the educational needs of the masses.  Its programme of MBA is centered on the objectives to prepare professionally trained leaders for public and private sector organization and to inculcate future orientation in the managers which encourages continuous learning and habitual receiptiveness to new ways of identifying and dealing with opportunities and problems.



	
	As one of the student of MBA programme, I have to solve two assignments of each course and a field study with its presentation in the workshop is also a task of each course.



	
	I feel no hesitation to say that questionnaires of assignments are well prepared and equipped with the objectives to motivate the students to study at their homes and relate their own ideas.



	Feelings for improvement
	In my view the role of assignments can be improved in the course of MBA.  In this context my suggestions are given below:



	
	+
In each assignment a question may be included relating to "case in point" based upon actual events.  This act will more closely relate the students with today's business scenario.   In this regard students should also be motivated towards the forming of their own concepts which enable themselves to make their own objective judgement about the relevant topics.



	
	+
Group Study Tours of various business organizations can also motivate the students towards finding the solution of actual problems.



	
	+
As a step ahead video cassettes can be developed based on variety of problems so that students will enjoy finding solutions of the assignment in new dimension.



	
	+
Students should be motivated toward the use of visual aids in the assignments and the role of computers should be broadened with appreciation so that they are also achieve the objective of in the learning process how to attract and hold attention of the people. 




	
	3(c)  How long a time, on the average is spent in preparing each type of report?



	Preparation of Report
	A business report is a factual, objective document that serves a legitimate business purpose.  It may be three pages or 300 pages.  It may be a preprinted form, a memo, a letter, or a manuscript.  The style may be abbreviated and specific or fully developed and generalized.  Its organization may be direct or indirect.  The length, format, style and organization of a business report all depend on who originates it, what subject it covers, when it is prepared, where it is sent, why it is prepared, and how receptive the reader is.



	Average time
	Regardless of the measuring the average time which is spent in preparing each type of report, try to keep the report a factual, objective document that serves business purpose with likes and dislikes of your readers in mind.



	Importance of time
	Determination of time is involved in conjunction with the requirements of the report.  Whether it is periodic (daily, weekly, monthly, yearly) or special involving single occasion or unique situation, it should be well in time. 




	
	4. What are the different forms of visual communication?  How can you convey any message through visual communication?



	Visual Communi-cation
	This type of communication refers to the supports for written or verbal messages ranging from simple bar graphs to charts, maps, diagrams, or complex overlays and transparency presentations.



	Different forms

&

their

Presenta

tion


	There are so many different forms of visual aids that are used in presentation to communication the message most clearly to the audience.  Some common forms are given as under:



	Tables
	
1st Qtr
2nd Qtr
3rd Qtr
4th Qtr

East
20.4
27.4
90
20.4

West
30.6
38.6
34.6
31.6

North
45.9
46.9
45
43.9



	
	Table is a systematic arrangement of data in columns and rows.  It is used when the audience needs the facts, all the facts, and when the information would be either difficult or tedious to handle in the main text.



	Line and Surface Charts
	A line chart illustrates trends over time or plots the relationship of two variables.  In line charts showing trends the vertical axis shows the amount, and the horizontal axis shows the time or the quantity being measured.  Ordinary, both scales begin at zero and proceed in equal increments.  A surface chart is a kind of line chart shown cumulative effect.



	
	A bar chart is a chart in which amounts are visually portrayed by the height or length of rectangular bars.  Bar charts are almost as common in business reports as line charts.



	Gantt. Chart
	

	
	Gantt Chart shows the activities involved in preparing and mailing a newsletter, which is running behind schedule.



	Pie Chart
	

	
	Pie chart represent the numbers as slices of a complete circle, or pie.  It is used to show the relative sizes of the parts of a whole.



	Flow Charts & Organiza-tional Charts
	

	
	A flow chart illustrates a sequence of events from start to finish.  An organizational chart illustrates the positions, units, or functions of an organization and the way they interrelate.



	Map
	

	
	Maps represent statistics by geographic area and show location relationship.



	Drawings,

Diagrams and Photographs
	     

	
	

	
	These items are used to show how something looks or works and how it is made or used.  Photographs are also used in certain types of business documents for visual appeal and to show exact appearance of any thing.



	
	5. Discuss how technical language or jargon becomes barrier to effective communication?   How for their usage is necessary in our communication?  Why?  Discuss with examples.



	Communi-cation
	Communication plays an essential part in the managerial process.  Communication is a five-step process.  The sender has an idea, the idea becomes a message, the message is transmitted, the receiver gets the message and the receiver reacts and send feedback.



	Effective Business Communi-cation
	Effective business communication depends on skill in receiving messages as well as skill in sending them.



	Technical Language or Jargon as a barrier
	When we choose the words for our message, we signal that we are a member of a particular culture or subculture and that we know the code.  The nature of our code - our language and vocabulary - imposes its own barriers on our message.  Barriers also exist because words can be interpreted in more than one way.



	Usage is necessary and

Why
	Technical language or jargon becomes part of our communication in this way as language uses words as symbols to represent reality.  Our messages reflect our particular society in which we survive.  Every profession, art or group has its own codes and terminology of languages.  As the language of a lawyer reflects his profession.  In his language usage of legal words is necessary because without proper use of legal wording a legal communication does not reflects the true picture as well as it has some ambiguities which can be interpreted in more than one word.



	how

examples
	For example, the language of a doctor differs from that of an accountant or a lawyer, and the difference in their vocabularies reflects their ability to recognize and express ideas of their profession.



	
	We can see in our society that doctors have their own terminology of language which they use in hospitals and every personnel belongs to hospital can easily understand their language but others, who are either educated persons, can not understand the true meaning of that language.



	
	We can observe above these types of situations in every field or profession.



	
	To over come these barriers, we should use the most specific and accurate words possibly.  Always try to use words that easily understand the reader.  Increase the accuracy of messages by using language that describes rather than evaluates and by presenting observable facts, events and circumstances.
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