MBA 615 Business Communications


Add your answers for direction #1 to this document (please use a different color font for #s 1-10).  

The two documents you prepare (for situations 1 and 4) will be in the correct document format as the
final two pages of this file.


Directions:  

You have to leave the building in exactly one hour, and you must respond to the following situations
before you leave.  For each of the following ten situations, as you plan, analyze these key points:


· What channel should be used and why?
· Which strategy should be used—direct or indirect?
· What reader benefit can be emphasized?
· How can a negative tone be eliminated?
· What information should be included?



NOTES:  
For full credit

· If you think more than one response could be supported, then add that support.  For example,
you could justify giving bad news to your boss using the direct or indirect strategy.  Your relationship with
your boss, your boss’s preference, and the seriousness of the situations could all be factors.  Explain your 
response if necessary.

· Also, you might think about the need for multiple channels.  For example, the initial
channel might be a face-to-face conversation, but then sending a summary email after the meeting
would also be prudent.  Include more than one channel if appropriate (explain decision).

Look at this example before you begin.

Situation:  This year the long-standing reimbursement policy is being changed to make it more streamlined. Employees had complained about the previous policy because it was so time consuming and confusing.  All employees (both new and long-time) will be sent the same message.  WRITE COMPLETE DOCUMENTS ONLY FOR SITUATIONS 1 AND 4.

· Recommended channel  Email
· Strategy  Direct
· Reader benefit The new process will be more efficient/effective
· Positive tone  The new process will save time, be easier, be more consistent (no mention of the problems with the previous policy)
· Necessary information   that the policy is updated, reason for the new process (efficient/effective), steps of the new policy process, when the policy begins.  Do Not include the previous policy.  Why not?  The new employees won’t care what it was and the long-time employees either already know or don’t care.

Notes:  

1. If you were composing this document, the subject line would need to be UPDATED REIMBURSEMENT POLICY.   If it said only “Reimbursement Policy,” long-time employees might not read it, thinking they already know the policy.  So, the word UPDATED is crucial.  Here is an example.
2. Be careful of adding “contact me” information.  If the policy is clearly written, readers should not have questions, so in this situation, don’t encourage follow-up.  Directing readers to a source is more efficient for both writer and reader.


2) Compose the actual document for situations 1 (bad news—indirect strategy) and 4 (good news/routine inquiry—direct strategy)—bolded below.


SITUATIONS
 
1. You were supposed to get a report to your supervisor concerning (enhancing employee morale) by the end of today.  However, you won’t be able to complete the report because two of your co-workers were supposed to get figures to you and didn’t—they always delay your projects--even though you reminded them several times! Tell your supervisor that the report will be delayed.  (Complete this info, in addition to composing the entire message—always plan first!)

· Recommended channel (email) probably….but face to face, if possible
· Strategy (Indirect strategy. Supervisors do not life being hit with negative information.  
· Reader benefit (will complete the project soon, e.g., the following day), the report will be complete, will highlight on factors decreasing the workers’ morale
· Positive tone (the report will be complete in two weeks’ time.
· Necessary information (the report will be completed within the next two weeks)

.
2. Employee morale is declining.  Management is concerned and wants to ask all employees for suggestions to help keep people from complaining and whining all the time.

· Recommended channel memorandum. This will be included as an agenda to be discussed during a meeting. 
· Strategy indirect strategy. There is negatives been involved.  
· Reader benefit will increase the employee’s morale 
· Positive tone the increase in morale will increase the productivity of the workers
· Necessary information this is meant to find out the issues decreasing the workers’ morale and point out on what will be done to increase their morale, employee to get prepared with suggestions that will increase their morale, these suggestions will be presented during the meeting.  

3. You received the message from #2, and you certainly do have some suggestions!  You want to suggest several ways to avoid having employees upset with the working environment.

· Recommended channel email. The manager or supervisor will have an opportunity to view the email at his or her convenient time. 
· Strategy direct strategy. It will contain positive information.
· Reader benefit indicate the effective ways to deal with the declining employee morale
· Positive tone suggest several ways to enhance employee morale
· Necessary information ways to enhance employee morale, how it will impact the productivity, and the benefits to the company, provide the links to the source of the information. 



4. A local civic organization has sent you a letter asking you to speak about your organization at a lunch meeting.  The invitation is vague.  You need to contact the president of the organization accepting the invitation, but you will need more specific information.  (Complete this info, in addition to composing the entire message—always plan first!)


· Recommended channel  (letter—so you will have practice using the letter format)
· Strategy direct strategy. Will contain positive.
· Reader benefit get a speaker who adapts presentation to the audience’s needs
· Positive tone   adapted presentation.
·  Necessary information acceptance


5. You are in charge of getting employees to volunteer to show a group of high school students around your company.

· Recommended channel email. It will be efficient to communicate with all employees. 
· Strategy direct strategy. Those will volunteer will have their deadlines extended by a day or two. 
· Reader benefit help promote our company, help kids get some insight on what we do.
· Positive tone employees to promote our company
· Necessary information the group is scheduled next week on Thursday at 12noon, to promote the company.


6. Another employee will be filling in for you while you are on a week’s vacation.  You need to explain to that person the process for one specific job.

· Recommended channel face-to-face,  with a follow-up email
· Strategy direct strategy. Will contain positive information
· Reader benefit gain first-hand information and ask for clarification, get a chance to learn a new process. 
· Positive tone it will give you a chance to try the job under the direction of the employee who has been doing it in the past
· Necessary information the kind of work, how it’s done


7. The security is too lax.  You need immediately to convince all 100 employees about the seriousness of the situation and what needs to be done.  

· Recommended channel memo. The meeting will be urgent, serious matter will be communicated.
· Strategy direct strategy 
· Reader benefit the reader will 
· Positive tone security measures to be put in place, type of measures
· Necessary information the dangers or threats and what security measures needs to be put in place, immediately after the meeting, closure of doors, guards to be vigilant  



8. Someone in another department was rude to you on the phone and at a recent meeting; you are upset.  You decide to let this person know that he/she needs to improve his/her telephone techniques and general interpersonal skills.

· Recommended channel face to face
· Strategy indirect strategy.it will entail negative information.
· Reader benefit understand better ways to communicate
· Positive tone resolve their issues amicably. 
· Necessary information how he was offended, need to resolve the issue peacefully


9. You are requesting expensive, but necessary, equipment for your office even though recent budget cuts have been announced.

· Recommended channel email. This is internal communication.
· Strategy direct strategy. This is positive information
· Reader benefit how will the new equipment improve production, running and maintenance costs
· Positive tone the need to have the new equipment and how they will enhance the efficiency of the working process
· Necessary information when the new equipment will be needed and how it will improve the efficiency of carrying out tasks, it will cost $1200, it will be supplied by HP Company, it will take less than a week to be delivered.  


10. You just looked over a report that you authorized, and it is unacceptable.  You need to let the person know that it needs to be corrected ASAP.

· Recommended channel phone face-to-face
· Strategy indirect strategy. Will entail negative information.
· Reader benefit the board of management will understand, it will be easier to convince the board of management.
· Positive tone the corrections will make the report presentable and communicate effectively
· [bookmark: _GoBack]Necessary information the way the report will need to be like and how it will improve on the company’s functionality, report need to be finished within a day or two.  







