Assignment – 2 – Business Communication

The answers to the assignment questions are as follows:

1. A

2. D

3. D

4. C

5. B

6. B

7. A

8. C 

9. D

10. A

Q.2. A  
Refer second last page
    
Q.2. B  
Visual aids are, as the name suggests, assisting tools that gives shape and form to words, ideas and thoughts. Basically, it is a pictorial representation of words, ideas and thoughts. Visual aids help in grabbing the audience’s attention. Following are a few types of visual aids:

· Flip chart – It is widely used form of visual aid for interactive presentations. One can mention the ideas that come from the audience. Flip charts also helps when audience participation is required. People in the audience love to see their ideas written up during the presentation.
· Posters – Posters are an old-fashioned visual aid. They are stuck on walls, busses, etc. and are highly used in rural areas. The benefit is that they can be displayed almost everywhere.
· Overhead projectors – This form of visual aid has become quite common in most of the places. Overhead projectors coupled with good quality slides are effective. One must put only six lines or less on one slide. The font should be legible so that people even at the back row can understand the content.
· PowerPoint presentations – One can use PPTs to pitch ideas, projects, etc. The slides should be on white background. It should be simple but catchy. One should not use too many colours and avoid using sound. One can use 3D art such as charts, graphs, and histogram to make it PPTs more appealing.

Q.2. C  
Long cycle process is used to analyse a case study. It consists of two parts- (a) Detailed reading of the case study and (b) analysing the case study properly.

Detailed reading consists of various sections, they are: 
(i) Opening paragraph: It includes the situation
(ii) Background information: This part includes information about industry, organization, products, history, competition, financial information, and anything else of significance.
(iii) Specific area of interest: It includes marketing, finance, operations, human resources, or integrated which various stake holders are interested in.
(iv) Problems: This section is about the specific problems or decisions to be made.
(v) Alternatives: This section is open to decision maker, which may or may not be stated in the case.
(vi) Conclusion: This sets up the task, any constraints or limitations and also the urgency of the situation.
Analysing involves 7 critical steps which will make the entire analysing process easier and can also increase one’s learning benefits. The following are the steps:
(i) Reading the case thoroughly: To understand fully what is happening in a case, it is necessary to read the case carefully and thoroughly. You may want to read the case rather quickly the first time to get an overview of the industry, the company, the people, and the situation. Read the case again more slowly, making notes as you go.
(ii) Define the central issue: Many cases will involve several issues or problems. Identify the most important problems and separate them from the more trivial issues. After identifying what appears to be a major underlying issue, examine related problems in the functional areas (for example, marketing, finance, personnel, and so on). Functional area problems may help you to identify deep-rooted problems that are the responsibility of top management.
(iii) Define the firm's goals: Inconsistencies between a firm's goals and its performance may further highlight the problems discovered in step 2. At the very least, identifying the firm's goals will provide a guide for the remaining analysis.
(iv) Identify the constraints to the problem: The constraints may limit the solutions available to the firm. Typical constraints include limited finances, lack of additional production capacity, personnel limitations, strong competitors, relationships with suppliers and customers, and so on. Constraints have to be considered when suggesting a solution.
(v) Identify all the relevant alternatives: The list should all the relevant alternatives that could solve the problem(s) that were identified in step 2. Use your creativity in coming up with alternative solutions. Even when solutions are suggested in the case, you may be able to suggest better solutions.
(vi) Select the best alternative: Evaluate each alternative in light of the available information. If you have carefully taken the proceeding in five steps, a good solution to the case should be apparent. Resist the temptation to jump to this step early in the case analysis. You will probably miss important facts, misunderstand the problem, or skip what may be the best alternative solution. You will also need to explain the logic you used to choose one alternative and reject the others.
(vii) Develop an implementation plan: The final step in the analysis is to develop a plan for effective implementation of your decision. Lack of an implementation plan even for a very good decision can lead to disaster for a firm and for you. Don't overlook this step. Because sometimes you must explain how to implement the decision in front of others.


Q.2. D
Refer last page

Q.3.  
I agree with the given statement. 

It is the responsibility of the listener to be attentive and take efforts to understand the meaning of what the speaker is trying to say. Of all communication skills, listening is the most important. If you don’t listen carefully to what the speaker is saying, you won’t be able to interpret the speaker’s ideas and will not be able analyse the further steps that could be taken to respond. This might lead to you giving incorrect or inappropriate suggestions / opinions. Also, one should wait for the speaker to finish speaking before responding.


Q.2. A 
Bharat Nagar Telecom Limited
Minutes of the Second Meeting of the Board of Directors
held at the Head Office of the company situated at
(111 Patkar College Marg, Mumbai) at 1:00 PM on Monday, 12th October, 2021

Present: Sri ABC 	Chariman
 Srimati OO	Director
 Sri		Director
 Sri MJ		Director
Absent: Sri KKM

2.01 Confirmation of the Minutes of the last Meeting
The minutes of the meeting held on August 23, 2021 were approved by the Board
and signed by the Chairman.
2.02 Appointment of the Deputy Managing Director of the Company
It was resolved that Shri. XYZ be appointed Deputy Managing Director of the company
2.03 Announcement of New Branch Opening
The Secretary reported a 2000 square feet office at Nariman Point was available
for monthly rent of Rs. 20,000. The Secretary examined the plot and found
it appropriate for our purposes. He proposed that this plot be rented. The proposal
of the Secretary was approved.
2.04 Date for the Next Meeting
The Secretary was directed to call the next meeting of the Board on 10th December, 2021.

ABC											KK MM
Chairman									Secretary
10th October, 2021.
Q.2. D

Letter of Appointment

Mr. Majnu Singh
Churchgate House, 121 Veer Nariman Road,
Mumbai – 400004, Maharashtra, India.
12 October, 2021  

Dear Majnu,

Subject: Your appointment as an accountant 

Thank you for exploring opportunities with our organization. We are delighted to welcome you aboard and pleased to make you an offer for the position of accountant subject to the terms and conditions:

1. Your engagement with the organization will be effective from 18 October 2021.
2. You are required to submit your Pan Card / Aadhaar Card, latest marksheet / additional qualifications, professional photograph and bank account details along with the executed copy of this document by way of an email addressed to xyz@hotmail.com
3. The organisation reserves the right to conduct background checks, directly or indirectly at any time, to verify such information and documents that you have provided in support of your age, academic qualifications, previous experience, and other particulars. If, at any time, any discrepancies are found in the information or documents furnished, the organisation reserves the right to forthwith terminate your engagement without notice.
4. You will be on probation for a period of 15 days from the date of joining and your engagement shall be deemed to be confirmed unless otherwise communicated to you in writing. During the probation period, your engagement will be terminable by giving one week’s notice in writing by either side.
5. This engagement shall be terminable by giving one week’s notice in writing, by either side.
6. Your engagement shall be governed by the terms and conditions mentioned in Annexure ‘A’.
7. All the contents of this document along with the Annexures shall be confidential.
8. You will be governed by the policies of the Organisation that are currently in practice and or may be implemented in the future, and as may be amended from time to time, and you will abide by the policies therein. 

Kindly acknowledge this offer and terms of engagement, as well as having read and
understood the terms stated in the Annexures, by signing this document. We look forward to
your joining our organization and to your valued contribution in taking this organisation
towards its vision. We are sure that the organization will provide a conducive environment for your growth and learning trajectory.


Yours sincerely,
(Name of authorised representative for the employer)

I have read and understood the terms of this document and all Annexures attached hereto. I
accept this letter of offer and the terms contained herein and in the Annexures.

Name: Mr. Majnu Singh


Signature:
Place: 
Date:












--------------------------------------------------------xxxxxxxxxxxx---------------------------------------------------------
    

