BUSINESS COMMUNICATION
June 2021 Examination

Question 1. You worked as an intern at Super ventz Event Management Solutions in the summer of 2018. You were reporting to Maneka Sharma, the head of digital marketing for Super Eventz. You are now applying for a job opportunity at Manendra & Manendra for the position of Social Media Manager. The HR department of Manendra & Manendra needs a letter of recommendation as part of their hiring process. Write an email to Maneka Sharma requesting for a recommendation. Use your creativity to make up any details you need in order to craft an effective message. (10 Marks)
Ans 1.

Introduction 
SuperEventz is an event management organization. They provide summer internships to students on successful completion of which the students are eligible to earn certificates and letters of recommendation from the organization, which helps in the growth of the career of the students. These letters of recommendation help the interns find proper work in many organizations. Apart from just helping build good curriculum vitae, a letter of recommendation from the interning organization helps to Its Half solved only
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Question 2. MaxPlus Cottons is closing its Chennai manufacturing plant amidst a slow economic climate. Mahesh Kumar, Chief Operating Officer needs to be the bearer of bad news. The silver lining is that all employees will be redeployed to other plants, and there will be no job cuts. Considering the nature of the news, Mahesh has decided to use the indirect approach while writing the email. He is thinking of an effective buffer to use in the opening paragraph. What is a buffer? Explain any 5 types of buffers, illustrate with examples. (10 Marks)
Ans 2.

Introduction
The current economic scenario is unfavorable for many industries. After the pandemic covid-19, there has been a global economic crisis. This economic situation has been the reason for many industries to cut their employees to reduce the loss that they are bearing. It has been no exception for MaxPlus Cottons. The pandemic has been the cause of low production which means poor sales growth. This poor growth would need to be balanced with some proper but difficult decisions. 
Question 3.a. Rewrite these sentences to reflect your audience’s viewpoint or the “You” Attitude:

(5 Marks)

1. Your email order cannot be processed; we request that you use the order form on our website instead.

2. We insist that you always bring your credit card to the store.

3. We want to get rid of all our 15-inch LCD screens to make room in our warehouse for the new 19-, 23-, and 35-inch monitors. Thus, we are offering a 25 percent discount on all sales of 15-inch models this week.

4. I am applying for the position of accounting intern in your office. I feel my grades prove that I am bright and capable, and I think I can do a good job for you.

5. As requested, we are sending the refund for Rs.4500
Ans 3a.
Introduction
These are some statements mentioned here. Further in the analysis, it would be discussed how these statements can make an impression on the audience and how they would react to it. However, for people who want to shop using cash or for the people who do not like the idea of 
Q 3.b. Revise the following sentences to be positive rather than negative: (5 Marks)

1. You have not filled in every section of the questionnaire we sent you.

2. It’s clear that you have not understood the question.

3. It is very obvious that you are doing everything you can to avoid your responsibility for refunding all my costs.

4. You failed to specify the colour of the blouse that you ordered.

5. You must understand that by using the water jet cleaner without reading the instructions carefully means that you are very likely to damage the machine or possibly cause injury to yourself through incorrect operation.
Ans 3b.

Introduction
There are some statements mentioned here that have a negative approach. Further in the discussion, the approach would be changed to positive with a brief explanation of how it has been done. Nonetheless, for individuals who need to shop utilizing money or for individuals who don't care for utilizing a 
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