
The DUH Assignment

Business Communication 303



Welcome to Week 14!

This week, concentrate on:

1.  Completing the DUH Assignment, which we will discuss in 
detail in class.

2. Take the time to attend or listen to this week's short recording on 
the assignment and upcoming class requirements.

3.  Begin reading Chapter 11, Writing Persuasive Messages, our 
last chapter.

4.  There is no discussion this week!



Component Type Value

Two Exams, including final Individual 30%

Strengthsfinder Assignment Individual 5%

Resume Assignment Individual 5%

Social Media Assignment Individual 5%

Elevator Pitch Assignment Individual 5%

Big Interview Assignment Individual 5%

Cover Letter Individual 5%

Persuasive PPT/Video Assignment Individual 10%

DUH Assignments Individual 15%

Attendance and Participation Individual 15%

Course Total 100%



DUH ASSIGNMENT FACTS:

1. It is worth 15% of your grade in this class. 
• Most assignments have been worth 5% of your grade
• This is 3X the grade points!

2. It is actually three assignments, related to the same case.
3. The Hondo Case is sometimes used in other business 

classes, but not for this purpose.
4. Formatting matters here:

• A real business letter
• Times New Roman Font
• 12 point
• 1 inch margins
• Inside address (single spaced)

5. Spelling, punctuation, grammar, and TurnitIn are all 
critical here.
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Please read the "Something's Rotten In Hondo" case (below)...
Directional Communication (Downward, Upward & Horizontal)

You will write THREE separate letters (downward,upward & lateral), using proper formatting for the 
letters. Upload ONE file including all three communications into the appropriate box in Dl2. Please 
remember that Turnitin is enabled for this assignment.

1. Using the HONDO case, you will assume the role of the character of George Mackee for the 
purpose of writing all three of the letters.

3. Write an UPWARD letter to Bill regarding your decision, keeping in mind how Bill dropped the 
whole decision into your lap (as stated in the case). You need to remember to remain professional in 
your dealings with him, and the blame game never gets you anywhere.

4. Write a HORIZONTAL letter to your contemporaries (other managers at other plant locations) to 
gather information to help you in making your decision(s).

5. Write a DOWNWARD letter to your employees regarding the actions, decisions, consequences 
of your decision and how it affects them personally. This is the most difficult of the three letters, so I 
am providing a few hints. Do not make the mistake of oversharing if your decision is 
negative. Recognize that although managers deal with these issues all the time, employees do not.

6. Be thorough in your letters. Include details; be vigilant with spelling, punctuation, grammar, 
etc. Use Times New Roman, 12 point font, and 1 inch margins.
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Steps to Completing the Assignment:

1. Read the case very carefully
2. Make a decision about what you plan to do.  Recognize the 

case involves an ethical dilemma, no matter what decision 
you make.

3. You cannot make someone else decide, form a committee 
to decide, pass the decision elsewhere, or resign from the 
job.  

4. Draft three separate letters to your three separate audiences, 
remembering the concepts we covered in detail this 
semester.  Among these are analyzing your audience, 
deciding on direct or indirect approaches, deciding 
information to share with each, respect for time, etc., etc.

5. Complete and combine all 3 letters into one document to 
turn in to D2L.

6. Return to check your TurnitIn score on the assignment, 
ensuring it has a rating of less than 20%



Additional Tips:

1. Just because there is only one answer to the case does not 
mean you should share the same information with all three 
groups. If you treat it like one writing assignment, you will 
not do well. 

2. Assume that anything you share with employees will end 
up in the local newspaper the next day, and online within 
hours. Think about what that means to the company.

3. Your relationship is different with all three of these groups.  
Make sure your three letters reflect those differences.

4. Whatever you decide, there will be an impact to the 
employees that report to you, and that letter is the most 
difficult to write.  Be sure you tell them everything they 
need to know, but not more than that.



Ch. 11  - Writing Persuasive Messages

Business Communication 303



What are some Really hard Sells?

• Nuclear Power
• Changing Electric Power Companies
• Vaccinating Your Child
• Stopping Substance Abuse
• Saving for Retirement
• Requiring a Shift Change
• Others?



Common Examples of 
Persuasive Business Messages

Presenter
Presentation Notes
Throughout your career, you will have numerous opportunities to write persuasive messages inside your organization, such as reports suggesting more efficient operating procedures, or memos requesting money for new equipment. Similarly, you may produce a variety of persuasive messages for people outside the organization, such as websites shaping public opinions, or letters requesting adjustments that go beyond a supplier’s contractual obligations. Most of these messages can be divided into requests for action, presentation of ideas, and claims and requests for adjustments.
Most persuasive messages focus on getting the audience to make a specific decision or take some specific action. In some cases, your request will be anticipated, so the direct approach is fine. In others, you will need to introduce your intention indirectly. 
You will encounter situations in which you simply want to change ideas (attitudes or beliefs) about a particular topic, without asking the audience to decide or do anything—at least not yet. The goal of your first message might be nothing more than convincing your audience to reexamine long-held opinions or admit the possibility of new ways of thinking.
Most claim letters are routine messages, involving the direct approach. The key ingredients of a good persuasive claim are a complete and specific review of the facts and a confident, positive tone. 



Organizing Your 
Information

The Direct or the Indirect Approach?

What Is Your 
Relationship with the 

Audience?

What Is the Extent of 
Your Power, 
Authority, or 

Expertise?

Presenter
Presentation Notes
The nature of persuasion is to convince your audience to change their attitudes, beliefs, or actions, so most persuasive messages use an indirect approach. In contrast, when you have a close relationship with your audience, and the message is welcome or neutral, a direct approach can be effective. 
Your choice between the direct and indirect approaches is also influenced by the extent of your authority, expertise, or power in an organization. Think carefully about your corporate culture and what your audience expects before selecting your approach.




Writing the Persuasive 
Message

Presenter
Presentation Notes
When you are trying to persuade a skeptical or hostile audience, credibility is essential. You must convince people that you know what you’re talking about and that you’re not trying to mislead them. 
You can improve your credibility in persuasive messages with the following techniques:
Do not overestimate your own credibility in a given situation. 
Use simple language to avoid suspicions of fantastic claims, insupportable descriptions, and emotional manipulation.
Provide objective evidence for the claims and promises you make.
Identify your sources, especially if your audience already respects those sources.
Find common ground by emphasizing beliefs, attitudes, and background experiences you have in common with the audience.
Be objective, and present fair and logical arguments.
Display your willingness to keep your audience’s best interests at heart.
Avoid the “hard sell,” an aggressive approach that uses high-pressure tactics to convince people to make a firm decision in a hurry.




Framing Your Arguments
(the AIDA Model)

Attention

Interest

Desire

Action

Catch the Audience’s Attention

Provide Additional Details or Benefits

Explain Benefits; Address Objections

Suggest Specific Audience Action

Presenter
Presentation Notes
Many persuasive messages follow some variation of the indirect approach. One of the most commonly used variations is called the AIDA model, which organizes your presentation into four phases:
Attention. Your first objective is to encourage your audience to want to hear about your problem, idea, or new product—whatever your main idea is. Be sure to find some common ground on which to build your case.
Interest. Provide additional details that prompt audience members to imagine how the solution might benefit them.
Desire. Help audience members embrace your idea by explaining how the change will benefit them and answering potential objections.
Action. Suggest the specific action you want your audience to take. Include a deadline, when applicable.
The AIDA model is tailor-made for using the indirect approach, allowing you to save your main idea for the action phase. However, it can also be modified for the direct approach. In either case, the AIDA model does have limitations—for example, talking at audiences rather than with them and focusing on single events, not long-term relationships. As you’ll learn in this chapter, a more conversational approach is better with today’s social media. 
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