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WARNING

1. PLAGIARISM OR HIRING OF GHOST WRITER(S) FOR SOLVING THE ASSIGNMENT(S) WILL DEBAR THE STUDENT FROM THE AWARD OF A DEGREE/CERTIFICATE, IF FOUND AT ANY STAGE.

2. SUBMITTING ASSIGNMENT(S) BORROWED OR STOLEN FROM OTHER(S) AS ONE’S OWN WILL BE PENALIZED AS DEFINED IN “AIOU PLAGIARISM POLICY”.

Course: Business Communications I (8410)
   Semester: Spring 2026
Level: BBA

Please read the following instructions for writing your assignments. (AD, BS, BEd, MA/MSc, MEd) (ODL Mode).

1.
All questions are compulsory and carry equal marks, but within a question the marks are distributed according to its requirements.

2.
Read the question carefully and then answer it according to the requirements of the question.

3.
Avoid irrelevant discussion/information and reproducing from books, study guide or allied material.

4.
Handwritten scanned assignments are not acceptable. 

5.
Upload your typed (in Word or PDF format) assignments on or before the due date.

6.
Your own analysis and synthesis will be appreciated.

7.
Late assignments can’t be uploaded on the LMS.

8.
The students who attempt their assignments in Urdu/Arabic may upload a scanned copy of their handwritten assignments (in PDF format) on the University LMS. The size of the file should not exceed 5 MB.

Total Marks: 100
Pass Marks: 50
ASSIGNMENT No. 1
Note:
Attempt all questions.

Q.1
Discuss how cultural differences influence the choice of communication methods in organizations. Support your answer with relevant examples. 
(20)
Q.2
Write short notes on the following:
(10 + 10)
a) 
Principles of Designing Effective Business Messages
b) 
Ethical Considerations in Business Communication 

Q.3
Draft a bad-news message for the employees of a restaurant chain informing them that, due to the permanent closure of the business, salary payments cannot be made. 
(20)
Q.4
Examine the challenges organizations face when implementing new technologies. Suggest appropriate strategies for overcoming these challenges effectively. 
(20)
Q.5
Explain the importance of effective listening in business communication. Also discuss the 7 C’s of Communication in detail with suitable examples. 
(20)
ASSIGNMENT No. 2

Total Marks: 100 

Pass Marks: 50

This assignment is a research-oriented activity. You are required to obtain information from a banking/financial organization and prepare a report of about 1000 words on the issue allotted to you to be submitted to your teacher for evaluation. Discuss your topic by giving examples of organizations and markets etc. in Pakistan. 

You are required to select one of the following issues according to the last digit of your roll number. For example, if your roll number is P-3427182 then you will select issue No.2 (the last digit). All the issues carry equal marks.

List of Issues:

0. Challenge of Communication in the Global Market
1. Bad News Message for Cement Industry
2. Announcing Bad News About Prices Hikes to Consumers
3. Cross-Cultural Ethical Situations
4. Life blood of Every Organization
5. Process of Preparing Effective Business Writing
6. Design of Business Messages
7. Job Acceptance Letter
8. Neutral Message to Fast Food Chain Employees
9.Managing Crisis Communication
The report should follow the following format

1. Title page

2. Acknowledgements 

3. An abstract (one-page summary of the paper) 

4. Table of contents

5. Introduction to the issue (brief history & significance of issue assigned)

6. Practical study of the organization (with respect to the issue) 

7. Data collection methods 

8. SWOT analysis (strengths, weaknesses, opportunities & threats) relevant to the issue assigned

9. Conclusion (one-page brief covering important aspects of your report)

10. Recommendations (specific recommendations relevant to issue assigned)

11. References (as per APA format) and Annexes (if any)
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