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This document has the answers of “Managerial Communication” midterm. Based on the instructions, I decided to answer the following questions:

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?

Managers that spend close to 75% of their work time talking and listening will only have up to 25% of their work time for writing. Based on this, the factor that will maintain the importance of their writing is “Documents Take On Lives of Their Own” because once a document is gone from their desks, it isn’t theirs anymore. Whenever a manager signs a letter and put it in the mail, it is no longer his/her letter – it is the property of the person or organization he/she sent it to. As a result, the recipient is free to do as he or she sees fit with the manager’s writing, including it against him/her. If the manager’s ideas are ill-considered or not well expressed, others in the organization who are not especially sympathetic to his/her views may head for the copy machine with his/her work in hand.

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.

“Problems” according to author Lawrence Barton, “are commonplace in business. What differentiate crisis from the routine or even extraordinary management dilemma is this: a crisis is a major, unpredictable event that has potentially negative results. The event and its aftermath may significantly damage an organization and its employees, products, services, financial condition, and reputation.” Ordinary business problems can be addressed in a limited time frame without arousing public attention and draining the resources of an organization. Accordingly, as using GUST as a basis for consideration, a business problem happens when a secretary, during examination’s day, leaves and locks her office while test papers are stored in her desk. A crisis occurs when a group of students like “Students Association of GUST” strikes by closing all the university’s entries demanding the administration of GUST to apply their requirements. In our examples, the business problem can be solved without damaging GUST reputation, service, and financial condition. However, the crisis stops all the university’s activities until certain desires are applied.

3-3 In the memos regarding “possible schedule change for MGT 502” explain which decision-making resource (pg. 66) was operating.

The decision-making resource of “possible schedule change for MGT 502” is a “proposal.” The scenario had few students requesting a change in MGT 502 schedule.
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Hence the professor sent memos to play politics and to decide upon votes. Based on Table 3-1 on page 66, because the scenario was action-oriented and specific, the operated decision-making resource was a “proposal”.

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?

First, the most critical principle to understand going from A to B is “some cultures change more quickly than others”. For example, a Saudi tourist in Toronto should understand that business cities like Toronto were maintained by undergrounds for faster transportation. Second, the most one to understand going from B to A is “culture is not value-neutral”. For example, An American living in Saudi Arabia should not aim to date his Saudi friend sister because his friend, whenever he knows, will immediately murder him.

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?

First, having short paragraphs and bulleting points are some good things about the letter. Second, the Editing Your Memos points that I would focus on are:

· Is it perfect? The letter contains some typos, grammatical/structure errors. For example, “SUBJECT: Employee Promotion Announcements” should be “SUBJECT: Employee Promotion Announcement.”
· Is it concise? The letter wasted words telling readers what they already know. It also has unnecessary words, phrases, and sentences. For example, “Finally, I am interested in garnering some positive publicity for the Jackson plant. I would think a promotion of this type would be of some interest to the local news media. Please give me your specific suggestions regarding this. How should we go about placing this story in the local press? I think we should move quickly on this. There is no real point in delaying the notifications. I would like to see your [thoughts] no later than tomorrow morning. As always, your help is indispensable [to] me. Please accept my thanks for your good work.”
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