MGT 502	Managerial Communication		Textbook Examination – Summer 09
Write a memo to me in standard format as a document to attach to an e-mail send to me at my GUST address.  The attached document should be standard 1” margins, 12 point Arial font, single line spaced and not use a cover page.  Each question is a separate sub-head that should be underlined.  Cut and paste each question prior to beginning the response.  Use whichever Ch. 5 writing principles you determine are most appropriate.  No answer should be more than 15 lines, including “doubles”  2-2 & 10-4.
For answering all questions use examples and/or concepts from the test and “real world” to support your responses.  The first number references the textbook chapter; the second number is the question identifier.
I suggest saving this document to the desktop and close it.  Open and add your replies and close/save.  Then it can be attached to the e-mail you send me.

Answer each of the following:
1-1 If managers spend close to 75% of their work time talking and listening, which factor of the role or writing (pg. 9) will maintain the importance of writing?
2-2	Use GUST as a basis for consideration and identify (imagine) what and why you think world be (pg. 33):  a) a business problem and  b) a crisis.
3-3	In the memos regarding “possible schedule change for MGT 502” explain which decision-making resource (pg. 66) was operating.
10-4	If A = Arab culture and B = Western culture, which principle of culture (pg. 285+), which principle would be most critical to understand going: a) from A to B  and  b) from B to A?

Answer either of the following:
5-5	Using the letter to William Bissel (pg. 339+) and the 15 Ways to become a Better Business Writer (pg. 124): a) what is either good or bad about the letter and b) you will edit the letter prior to sending, so which of the 7 Editing Your Memos points would you focus on and why?
6-6	Using the letter from Keith Harkins (pg. 311+) and only the “Issues To Be Resolved” section, for each of the five points, which of Cialdi’s six scientific principles (pg. 160) is Harkins using and why do you think so?  (Write no more than 4 lines for each of Harkins’ points.)
