Name:  	 Class ID:  	Class Hour:  		
Management Class
Business Communications
Business Communications:
Video:  Lesson 1 – Communication: Watch the Ed puzzle in google classroom and take the following Notes for page 1- 2
What is Communication:

When do we communicate?  We communicate  				.  How do we communicate?  We communicate with every 		  we speak, every 			 we make, and every 			  we take. 

Why do we Communicate:  
1
2
3
4
Three Types of Communication:  List the title of each of the three types in the first row.  Below each type, define and list the examples provided in the video. 
	1
	2
	3

	Definition:


Examples:




	Definition:


Examples:

	Definition:


Examples:



 (
Below define the following and what you think each means without reusing the word (
ie
. Do not define sender as sends the message)
. Then 
label the graphic with the following terms:
Sender
Receiver
Noise
Channel
Encode
Decode
Message
Feedback
)[image: ]






Verbal Communication: 
Tips to improve Verbal Communication:
·  
·  
·   
·  
· 
Non-Verbal Communication
Some examples of nonverbal communication include four main ideas in the video.  First is your
			. This can speak volumes and often results in your being 		before you speak a word based on your appearance.  Second, are your 			expressions.  These types of expressions can show both  			and  		 feelings.  Then last two is your 			 and 			.  

List some words that describe what positive posture and gestures can say about you:



List some words that describe what negative posture and gestures can say about you:


Tips to improve Non-verbal Communication: 
·  
·   
·  
·  
·  
Written Communication
	
Write the 7 examples provided in the video in the space below. 

Tips to improve Written Communication: List 3 you feel are most important:
·  
·  
·  



Communication Chapter:  Notes from Lecture/PowerPoints:  
Directions: You are now done with the video.  Continues with notes from Mrs. Vetter’s presentation on Business Communication:

How Business Communicate:
Why Businesses Communicate:
Purpose of Communication in Business:


Sender Definition:
	
· The sender may be  a 			, 			, or 								
Receiver Definition:  
· The Receiver might be a 			, 		, or 			
· The Receiver can also be called the 					
Communication Flows:
	Formal Communication Network:

	Three Types of Communication Flow
	1
	Definition

Examples:




	2
	Definition

Examples:




	3
	Definition

Examples:







Barriers to Communication:
Distraction:

Distortion:
Types of Barriers (Distraction or Distortion)

Lesson 2 Business Communications:
Formal Vs Informal Communication
Four Types of Communication
A Typical Manager will spend 2/3 of their time communicating:  Four ways they communicate is through:
										
										
Five things Managers do in any given day:   
Review the Pie chart in the notes.  List each activity a manager engages in and the percentage of time spent doing each of the following tasks.  Convert this to # of hours in an 8 hour day).						
	  Type						Percentage		# of Hours:
1.   											
2.     											
3.   											
4.   											
5.   								 			
						Total Hours Communicating:  		
What is meant by Media?

Media
	AKA Known as  						
									
									
Think about it:  You are working in a restaurant.  You have a new low-fat menu item that is not selling well.  What channel management decisions (media) could you use to communicate your product and increase sales on this product?  

													
Four Channels of Business Communication:
List the title of each Business communication in the first box.  Below in the larger box, list the examples of each.  


Brainstorming:  
Focus Groups:


When to use 
 (
Emails
: 
                             Memos:
 
Letters
:
)Memos
When to use Business Letters
When to use Emails
When to use Face to Face:
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