Business Communication Assignment 2 – Aryan Tripathi
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Q2. A. 
XYZ Telecom Limited Company
Minutes of the Second Meeting of the Board of Directors held at the Head Office of the company situated at (KC Marg, Mumbai) at 12:00 P.M on Monday, 5th October, 2021

Present: 
Sri ABC 	Chairman
Srimati XYZ	Director
 		Sri KM 	Director
Absent: 
Sri DS

10.1 Appointment of the Deputy Manager
It was resolved that Mr. XYY be appointed Deputy Manager

10.2 Appointment of Bankers
That M/s. AXMI Financial Limited be appointed Bankers of the company

10.3 Allotment of 600 Equity Shares
That 700 equity shares of FV Rs. 1 be allotted to Mr. XXX

10.4 Announcement of New Branch Opening
The Secretary reported a 1500 square feet office at Churchgate for a monthly rent of
Rs. 30,000. The Secretary examined the plot and found it appropriate for our purpose. He
proposed that this plot be rented. The proposal of the Secretary was approved.
10.5 5G OPPORTUNITY 
5G is set to be a game changer for smart cities and living, with Chairman iterating the Company’s
commitment to leading in 5G developments. He highlighted how the different members within the 
country are advancing 5G strategies in their respective markets, moving beyond connectivity to 
enable platforms, applications and new services. While the returns to the Company will not be in the
short term, the Company expects to unlock new revenue streams from new applications and services
over time. 

10.6 RESPONSE TO COVID-19 
Chairman began her presentation with an overview of the Company’s response to the COVID-19
pandemic. He shared how the Company provides critical infrastructure to enable seamless connectivity
and digital solutions. The Company also took steps to boost network capacity and strengthened its 
operational resilience, to ensure limited disruption for customers. Chairman then emphasised how the 
crisis has accelerated digitalisation amongst its customers and how the Company is positioned to seize 
these opportunities. This was followed by a look at the business impact of COVID-19 and how the 
Company is accelerating its own transformation to reflect the new operating environment and 
positioning for a digital-led recover. Wrapping up his overview of COVID-19, he touched on how the 
Company is supporting its staff, customers and the community through the crisis. 




ABC											ABM
Chairman									Secretary


5th October, 2021.






























Q2. B. 
Visuals focus audience attention. They help both, the speaker and the audience. The speaker has them for orderly presentation of points, to illustrate with a diagram, to exhibit data. The audience get a reinforcement through the eyes for what they hear, and can see a visual summary of points. You can use any one or more of the following advanced visual aids: 
1. Posters can be displayed almost anywhere. Though this is old-fashioned marketing persons going to rural areas have found this a very dependable method. 
2. Flip chart requires an easel or stand. It is most useful for interactive presentations. You can put up on it ideas that come from the audience. And work on it with audience participation. People in the audience love to see their ideas written up during the presentation. 
3. Overhead projector (OHP) is very popular and available in most places. Make slide on good quality transparencies. Put only six line or less in one slide. Write or type large enough for the whole audience to see. 
4. PowerPoint projection can be used if available. Keep the slides simple. Avoid too much movement or too much colour. Do not use sound to accompany the slides. Visuals must fit well into the speech. Prepare them carefully, to enhance a point with illustration or to lay out the main points or to display a chart or graph. 


































Q2. C. 
The long cycle process is a system used when preparing for a case study. It helps process the information better as the information provided can be quite overwhelming in case studies. It is preceded by the short cycle process. However the long cycle process is as follows and consists of 2 parts:
1. A detailed reading of the case, and then 
2. Analysing the case.
When you are doing the detailed reading of the case study, look for the following sections:
1. Opening paragraph: introduces the situation.
2. Background information: industry, organization, products, history, competition, financial information, and anything else of significance.
3. Specific (functional) area of interest: marketing, finance, operations, human resources, or integrated.
4. The specific problem or decision(s) to be made.
5. Alternatives open to the decision maker, which may or may not be stated in the case.
6. Conclusion: sets up the task, any constraints or limitations, and the urgency of the situation.
Most, but not all case studies will follow this format. The purpose here is to thoroughly understand the situation and the decisions that will need to be made. Take your time, make notes, and keep focussed on your objectives. 

Analysing the case should take the following steps:
1. Defining the issue(s) 
2. Analysing the case data 
3. Generating alternatives 
4. Selecting decision criteria 
5. Analysing and evaluating alternatives 
6. Selecting the preferred alternative 
7. Developing an action/implementation plan












Q2 D.
 Mr. John Doe,
10, Downing Street, London, SW1A 2AB, UK, 
5th October 2021,
Subject - Letter of Appointment
Dear Applicant,
I am writing this letter to inform you that you have been appointed to our company ABC Consulting Pvt. Ltd. for the post of accountant. So we would like to congratulate you on the job and are looking forward to working with you. Your joining date will be from the 15th of this month (15/10/21). 
As we have already discussed the timings in the interview round so it will remain the same from 9am to 5pm. Also, your salary will be INR 90,000 monthly as discussed with HR. So for further process, you need to sign the documents attached with the letter and bring the photocopies to the office on the 15th. 
We hope just as you cracked the interview brilliantly, you will also prove yourself at work and will be a valuable asset to the company. 
We wish you all the best.
Regards,
Adam Smith,
Managing Director,
ABC Consulting Pvt. Ltd.








Q3.
One of the guidelines for effective listening is “listening patiently”. I definitely agree that listening patiently is an important listening skill and an essential one too. The speaker is entitled to be heard, even if you feel his approach is wrong. It is important to listen patiently to what the other person has to say, even if you do not agree with it. It is important to show acceptance, though not necessarily agreement, by simply nodding or injecting phrases such as "I understand" or "I see." It will also give you an extra second to process what is being said, understanding it, and coming up with a well-shaped answer. For example in a debate, it will do one wonders to listen patiently to what the other side is saying, rather than rushing into the conversation without consideration of what the other party said. One comes across as more measured.

