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5.1 
Page 137-141

7.3
Page 197

9.2 
Page 241
1. Write a correspondence to Syanga Rugeiro requesting payment of the $2.5 million owed PTI. Select the appropriate media for this correspondence.

2. Write a correspondence to  Carl Mouton, asking for his assistance in persuading Syanao to pay. Select the appropriate media for this correspondence.

3. Write a short (one-page maximum) explanation of your communication strategy and how your knowledge of intercultural communication issues influenced the decisions you made in:
1. organizing the information, 
2. expressing your ideas, and 
3. developing an appropriate style and tone





10.4
Page 278
1. Write the email or meeting request to your team establishing the project objectives and inviting them to the team launch, which you have decided to hold in person in the Chicago office. 

2. Establish an agenda for the Chicago meeting and your approach to working as a team.

3. Outline what you see as the challenges to this project and some of the best practices in working virtually that you think will help your team get off to a good start.

4. List the type of interactive tools you will want to include in the team's shared workspace and why these tools will be helpful.






13.2 
Page 372
1. Develop a communication strategy for Hadwit internal audiences. Hint: see page 351

2. Write an email to your management team delivering the news about the need to cut costs and downsize the workforce and invite them to a meeting. Use this memo to:
1. lay out any issues/concerns to be considered about the situation
2. what you expect them to do in general and in preparation for the meeting
Think carefully about this audience. While you will want to provide the truth about the situation, you also need to try to allay their concerns as much as possible. These are the leaders in your organization and some of your best people, and you certainly do not want to lose any of them at this crucial time in the company's history.
Thus you need to consider the tone and use the information these managers will want to have and need to hear.

3. Develop an agenda for the meeting and establish the following:    
1. meeting objectives
2. end products of meeting
3. content                                     See Chapter 11 about meetings




14.3
Page 403
1. Develop a communication strategy for Hadwit's external audiences; its clients. Hint: see page 381

2. List Hadwit's major (external) audiences/clients.

3. Write an email to the major clients and explain the changes you will be making at the company. 



