Colloquium Questions

1. What does frontloading the message mean, and what are the advantages of direct requests?
2. What are the phases in the writing process? Summarize what happens in each phase.

3. What two types of purposes do all business messages have? Explain by giving examples.
4. What do you need to know in order to develop an audience profile?

5. Explain the advantages of audience profiling. Why is audience analyses so important in the selection of the direct or indirect pattern of organization for a business message? 

6. When including information in your message what conditions must be satisfied?

7. Written communication and its advantages. Explain and list at least 3-4 advantages.

8. What is biased/bias-free language and what biases do you know? Why should business communicators avoid it? Explain and give examples either from the required reading or make your own example. 

9. Explain the benefits of positive expressing by giving examples.

10. Difference between business writing and other forms of writing. 

11. What factors influence your selection of the best delivery channel?

12. Why should you avoid words such as really, totally, very, quite in your business writing? Provide an example of a sentence with and without such words. 

13. What are the four basic principles of business writing? Give a short explanation for each of them.

14. What is conversational but professional language. Briefly explain and provide examples. 
15. Benefits of direct and indirect patterns in the writing process. Explain by giving examples.
16. What is brainstorming and how should it be conducted for best results in writing?

17. What tasks are involved in the second phase of the writing process? Explain in detail.
18. Summarize the legal and ethical responsibilities of business writing and bring examples.
19. What is a pivoting paragraph and in what cases it becomes appropriate?

20. Explain advantages/disadvantages of using active and passive voices and bring examples. 

21. Compare the third phase of the writing process with the first and the second phases. 

22. What is the role of design elements in the writing process? Explain by giving examples.

23. What are the main requirements for building strong paragraphs.

24. Describe the role of transitional elements in building paragraph coherence and use the given transition words in sentences to ensure linkage between ideas: given that, although, another reason, on the other hand. 
25. What are the techniques for emphasizing important ideas? Explain and give examples. 

26. What is conciseness in writing and why should business writers strive for conciseness while drafting messages?

27. What are flabby expressions, long leads-in and redundancies and why they should be avoided while drafting messages for business purposes? 

28. What tasks are involved in the third phase of the writing process? 

29. What are the main requirements for composing professional email messages? 

30. What is coherence and what techniques help to build coherence in paragraphs?

31. Why is audience analysis so important in the selection of the direct or indirect pattern of organization for a business message?

32. List and concisely describe at least six electronic communication channels used most commonly by businesspeople today. 

33. How can you show professionalism and respect for your receivers in writing business IM messages and texts? 

34. List and briefly describe the parts of typical professional e-mails.

35. Role of social media in XXI century business world. What internet behavior could get employees fired? 

36. Why are lawyers and technology experts warning companies to store, organize, and manage computer data, including e-mails and instant messages, with sharper diligence?

37. Conciseness is valued in business. However, can messages be too short? Explain and bring examples.
38. What are some important document design techniques that business writers can use to enhance readability? 

39. What functions do transition words and phrases serve?

40. The role of digital media in the changing world of business in contrast to traditional paper-based message

41. Importance of using instant messaging and texting professionally.
42. Describe professional email standards for usage, structure, and format.
43. Important components of email messages.
44. Using podcasts or webcasts, blogs, and wikis for business purposes

45. Using blogs for business purposes: public relations, customer relations, and crisis communication.

46. Using Electronic Media Professionally: Dos and Don’ts

47. Explain the importance of the appropriate use of e-mails, interoffice memos, and business letters.

48. How can you save the reader’s time and make your business message easy to comprehend at a glance? 

49. How should instructions be written? Give a brief original example.

50. Routine request and response messages.
51. Goodwill messages: expressing thanks professionally.
52. What are three elements of business letters going abroad that might be modified to accommodate readers from other cultures?

53. Ethics of business writing - responding to a claim when the customer is at fault
54. Maintaining high ethical and legal standards in business communication 
55. Responding to negative information in a social media environment (after general part describe an effective strategy for responding to a negative information spread about your company in social media.) 
56. When should you use the direct strategy in delivering bad news? 

57. What are the major differences between the direct and indirect strategies in delivering bad news? When delivering bad news, how can a communicator reduce the bad feelings of the receiver? 

58. What are some channels that large organizations may use when delivering bad news to employees? (Obj. 6 Chapter IX)
59. What is an apology? When should an apology be offered to customers? 

60. Before composing a letter to sell a product, what should the writer do?

61. Techniques of writing  persuasive requests, claims and complaints.
62. What is dangling modifiers and how they can be eliminated during the revising process? 

63. What is parallelism in business correspondence? Explain in brief and bring examples. 

64. What are the main purposes of business reports?

65. What is a statement of purpose, and what function does it serve?

66. What are the major sources of primary information?

67. What are the main two categories of reports? Explain the main differences between them.
68. If you must deny the claim of a customer who is clearly at fault, should you respond by putting the blame squarely on the customer? (Obj. 5 Chapter IX) 

69. What is an effective technique in announcing rate increases and price hikes? (Obj. 5 Chapter IX)
70. How can a subordinate tactfully, professionally, and safely deliver upsetting news personally to a superior? (Obj. 6 Chapter IX)

71. Draft a letter according to the below-given context (the context for drafting letters will be provided by the teacher during the exam. Drafting letter is the last question in each variant and is obligatory for all students). 
72. Revise the following wordy, dense paragraphs into a set of concise instructions. Include an introductory statement.

Orders may be placed at our Web site by following certain steps. Here they are. As a visitor to our site, you should first look over everything and find the items you want from our catalog. Then your shopping cart is important. You will add items to your shopping cart. When you are finished adding things to your shopping cart, the next step is to proceed to checkout. But wait! Have you created a new account? After creating a new account, we next need to know what shipping address to ship your items to. We will also need to have you choose a shipping method. Then you will be expected to provide payment information. Finally, you are nearly done! Payment information must be provided, and then you are ready to review your order and submit it.
73. A friend in a distant city is considering moving to your area for more education and training in your field. Your friend has asked you for information about your program of study.
Your Task. Write a letter describing a program in your field (or any field you wish to describe). What courses must be taken? Toward what degree, certificate, or employment position does this program lead? Why did you choose it? Would you recommend this program to your friend? How long does it take? Add any information you feel would be helpful.
74. Imagine that you have bought a product/service (you are free to select any product or service) that didn’t work as promised and you are disappointed. Write a claim letter requesting a refund, replacement, explanation, or whatever seems reasonable depending on the situation. For claims about food products, be sure to include bar-code identification from the package, if possible.
75. One of your instructors has complied with your urgent request for a letter of recommendation and has given you an enthusiastic endorsement. Regardless of the outcome of your application, you owe thanks to your instructor. 
Your Task. Write an e-mail or, better yet, a letter thanking your instructor. Remember to make your thanks specific so that your words are meaningful. Once you know the outcome of your application is successful let your instructor know about it.
