Business Communication
Assignment 2



Q1
1) A - right hand side.
2) D - serves all the above purposes.
3) D - laymen.
4) C - special reports.
5) B - Sir.
6) B - contains name and address of the receiver.
7) A - resolution.
8) C - salutation.
9) D - enclosures.
10) A - brain drain.















Q2 A 
Maharashtra Telecom Limited
Minutes of the Second Meeting of the Board of Directors
held at the Head Office of the company situated at
(Dalal Street, Mumbai) at 2:00 PM on Monday, 12th October, 2021

Present: Shrimati XYZ	Chairman
Shri ACF 	Director
Shri KM		Director
Shri MJ		Director
Absent: Shrimati ABC 

2.01 Confirmation of the Minutes of the previous Meeting
The minutes of the meeting held on July 12, 2021 were approved by the Board
and signed by the Chairman.
2.02 Announcement of New Branch Opening
The Secretary reported a 2000 square feet office at Nariman Point was available
for monthly rent of Rs. 40,000. 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.
2.03 Appointment of the Deputy Managing Director of the new branch of the Company
It was resolved that Shri. OPQ be appointed Deputy Managing Director of the new branch.
2.04 Date for the Next Meeting
The Secretary was directed to call the next meeting of the Board on January 12, 2021.


XYZ											ABBC
Chairman									Secretary


12th October, 2021.







Q2 B
Visual Aids are something that gives shape and form to words, ideas and thoughts basically it is pictorial representation of words. One can make use of it to grab audience’s attention. The following is the list of some of the advanced visual aids:
a) Flip chart – It is widely used for interactive presentations. One can put up on it the 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.

b) Posters – Though they are quite old-fashioned, they are highly used in rural areas and can be displayed almost everywhere.

c) Overhead projectors – It has become quite common now-a-days in most of the 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. 

d) PowerPoint presentations – One can use this to communicate/pitch some ideas, projects, etc. The slides made should be simple but eye catchy. One should not use too many colours and should also not use sound. One can use charts, graphs to make it more appealing.














Q2 C
Long cycle process
It is a process that 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.

(a) 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.
(b) Analysing involves 7 critical steps which will make the entire analysing process easier and can also increase ones learning benefits. The following are the seven 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 have to explain how to implement the decision in front of others.

Q2 D
				
Letter of Appointment

  Date: 12th October, 2021
  Name: Raj Sharma
  Address: Blue Empress Complex, Kandivali (West). Mumbai-400067
  Dear Raj,
  Appointed as an accountant 
We refer to your recent interview for the above position and are pleased to inform that we are    offering you the position with our company effective from 15th October under the following terms and conditions:
· Salary: The salary offered to the candidate during the interview
· Probationary Period: The probationary period needs to be served by the candidate, after joining the job
· Working Hours: The working hours to be followed by the employee, Monday to Friday working (9 a.m. – 8 p.m.), Saturday and Sunday off, Lunch break: 1 hour (1 p.m. to 2 p.m.)
· Leave Policy: The number of leaves allocated to you are mentioned in your workday app. This includes details of sick leave, earned leave, casual leave, optional leave, etc.
· Notice Period Clause: If the employee desires to leave the company, he/she needs to serve the notice period of three months as per stated by the company 

(Name of the Employee) 			  (Name of the Provider of Appointment letter)

(Signature)				  (Signature)
















Q3

Yes, I agree with the given statement that listening patiently is an important skill. It is the responsibility of the listener to be attentive and take efforts to understand the meaning of the speaker. Of all communication skills, listening is the most important as this will decide what the next person has to speak. If you don’t listen carefully to what the speaker is saying, you won’t be able to interpret the ideas and will not be able analyse the further steps that could be taken and you might also end up giving wrong suggestions/opinions. Also, one should wait for the speaker to finish speaking before making any assumptions basis on just one statement and not patiently listening his further statements.

Example:  There was an incident where one of my colleagues was taking us through his presentation in a systematic order and all the attendees in the meeting were able to understand his ideas. But there was one colleague, who was interrupting him in between before letting him complete his slide or for matter his presentation. All the questions or suggestions that the colleague was trying to point out were explained in detail in further slides. This made me realize that you should patiently wait for the speaker to get done with his part. After the meeting, the senior authorities present in the meeting asked him to be patient and not repeat the same error again.
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