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Objectives:
The assessment of students’ understanding of Business Communication and to get them motivated for acquiring conceptual knowledge and practical application of the subject.

Instructions
· Late assignments will not be accepted.
· If the file is corrupt or problematic, it will be marked zero.
· Plagiarism will never be tolerated. Plagiarism occurs when a student uses work done by someone else as if it was his or her own; however, taking the ideas from different sources and to express it in your own words will be encouraged.
· No assignment will be accepted via e-mail. 
· The solution file should be in Word doc form; the font color should be preferably black and font size can be 12 Times New Roman.
Q1.     “External communication is marketing of a business organization.” 

            Comment.                                                                                (10)
Ans: “External communication is marketing of a business 
          organization.” 
Marketing is an integrated process of products and services selling activities. Through External Communication a business organization promotes its image and good will. A business organization tries to win the public platform through its external communication. In other words, when a business organization does its marketing through external communication, it tries to strengthen its roots and boasting its image in the society as a whole.
There are various modes and aspects of external communication and a business organization expands its business and profits through its representation at these platforms and channels. Effective external communication creates good reputation and positive impact on the customers.
Letters, pamphlets, annual reports, interviews with the  media, telegrams, cablegrams, mailgrams, faxes, telexes, postcards, contracts, Ads, brochures, catalogs, news releases, face to face discussions, telephone,  presentations in solo or panel situations, Internet, email, text messages, commercial radio, television, newspapers and magazines are the channels of external communication. 

For external communication a business organization communicates with following social groups: suppliers, vendors, unions, distributors, wholesalers, franchises, retailers, agents, government agencies, regulatory offices, the courts, the media, foreign governments and offices, trade associations, business industries, social interest groups, potential customers, stockholders, employment agencies, investors, lenders, job centers, careers offices, funding bodies, specialist agencies, training providers and the masses.

Through the channels of external communication, a business organization can fulfill its purpose of marketing. These channels not only carry the message of organization but they also represent and build the image of the organization. If they are not handled carefully, a business organization can loose its customers, name and fame. Well organized letters, pamphlets, ads, reports and magazines can convey an organization’s message in a more effective way. For example a colored pamphlet of a telecommunication company conveys its message in a better way than a black and white pamphlet. Same is the case with other channels of written communication. So, with the help of print media, a business organization can do its marketing successfully.

A business organization can do its marketing through electronic media. Radio, television, internet and cable can be used effectively for marketing. An organization can do the publicity of its different products, services and brands. The marketing managers of a business organization can explain the policies and rules and regulations on the media for enhancing the trust of the public. It can publish its annual reports and financial statements in the print and electronic media for showing the strength of its customers, so that people can realize the status of the organization. A presentation on the public platform is also a very useful way of external communication. Through a public platform an organization can advertise its services, products and brands. Like, in today’s world promotional advertisements of telecommunication brands are exemplary.
Whenever any sort of business event or transaction is taken place, the business organization is representing its standards. In other words, the organization is advertising and promoting itself by showing its capacity, standards of service, values, culture, and norms. All this means that during the external communication we are doing marketing, promoting business, spreading and selling our organization’s image. 

External communication plays an important marketing role to achieve success in business. It is intended to organize co-operation with other business groups, deals and happenings with suppliers and other businesses enterprises to ensure the delivery of products and services on time. 
When a person communicates with anyone outside the organization, he plays a role of ambassador of his organization i.e. he is representative of communication skills of all the employees of his organization. A better external communication is necessary for a better business. The style of communication can either win potential customers for the business or it can even lose them. The marketing area of an organization is dominantly affected by communication skills. External communication is the representative of better marketing and better external communication yields better sales and profits. This is why, nowadays, greater emphasis is given on customer relationship management. 

In short we can say that external communication is the marketing of a business organization. A business organization can successfully achieve its goals by doing well in the area of external communication.
Q2.     Select the appropriate answer from the given options.          (5)
1. The word ___________means the act or process of giving or exchanging of information, signals, or messages as by talk, gestures, or writing.
a. Talking
b. Speech
c. Communication
d. Writing
2. An exchange of information within an organization is called ___________. It takes place at different levels
a. External Communication
b. Internal Communication
c. General Communication
d. Informal Communication
3. Another name for electronic theory of communication is _____________.
a. Scientific Theory
b. Arithmetic Theory
c. Mathematical Theory
d. Hypothetical Theory
4. _________________ is of the social and behavioral scientists. It says that we must consider the situation, the social context in which we will work. 
a. Sociolinguistic Theory
b. Psycholinguistic Theory
c. Social Environment Theory
d. Situational Theory
5. _________________ states that Communication is not linear, but circular; not just sending a message to be received, but producing a response; not static, but dynamic.
a. Rhetorical Theory

b. Social Environment Theory
c. Electronic Theory
d. Behavioral Theory
