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1. To make oral presentation, make developed and analyzed audience demand in presenting oral communication

A. Determine audience size and composition

1. Estimate how many people will attend.

2. Consider whether they have some political, religious, professional, or other affiliation in common.

3. Analyze the mix of men and women, age ranges, socioeconomic and ethnic groups, occupations, and geographic regions represented.

Predict the audience probable reaction.

B. Predict the audience’s probable reaction

1. Analyze why audience members are attending the presentations

2. Determine the audience’s general attitude toward the topic: interested, moderately interested, unconcerned, open-minded, or hostile.

4. Analyze the mood that people will be in when you speak to them.

3. Find out what kind of backup information will most impress the audience: technical data, historical information, financial data, demonstrations, samples, and so on.

4. Consider whether the audience has any biases that might work against you.

5. Anticipate possible objections or questions.

Gauge the audience’s understanding.

C. Gauge the audience’s level of understanding.

1. Analyze whether everybody has the same background and experience.

2. Determine what the audience already knows about the subject

3. Decide what background information the audience will need to better understand the subject.

4. Consider whether the audience is familiar with your vocabulary.

5. Analyze what the audience expects from you.

6. Think about the mix of general concepts and specific details you will need to present.
2. Why necessary to read someone else proposal

Very often a real stumbling block is that we don't have an image in our mind of what the finished research proposal should look like.

• How has the other proposal been organized?
• What are the headings that have been used?

• Does the other proposal seem clear?
• Does it seem to suggest that the writer knows the subject area? Can I model my proposal after one of the ones that I've seen? If you can't readily find a proposal or two to look at, ask your adviser to see some.
3. Thinking stage of research

4. Why credit collection is important for consumer, manufacturer or producer

1. To get the money.

2. To keep the customer and future business.

3. To build goodwill.

2. The purpose of the collection process is to maintain Goodwill while collecting what is owed
5. Typical sequence of interview. types of interview 

Screening stage

• Selection stage

• Final stage
Interviews at the screening stage are fairly structured, so applicants are often asked roughly thesame questions. Many companies use standardized evaluation sheets to “grade”.

Technology has transformed the initial, get-to-know-you interview, allowing employers to screen candidates by phone, video interview, or computer.

During the screening stage of interviews, try to differentiate yourself from other candidates. You Might face a panel of several interviewers who ask you questions during a single session. By noting how you listen, think, and express yourself, they can decide how likely you are to get along with colleagues.

Best approach during this selection stage on interviews is to show interest in the job, related your skills and experience to the organization’s needs, listen attentively, ask insightful question, and display enthusiasms.

During the final stage, the interview may try to sell your on working for the firm. 
Open-ended Interview Group Interview
Stress Interview Video Interview

Situational Interview

structural interview is controlled by the interviewer

6. Collaboration in negation

Collaboration involves people cooperating to produce a solution satisfactory to both parties (win-win). It improves personal relationships and allow the exploration of new ideas. Permanent solutions and commitment to them can be achieved this way. On the other hand, it is time-consuming and demands good negotiating skills on each side.
7. 2nd step of credit collection

Stage 2

If the objective statement and reminder fail to get results, the collection process must gradually become more emotional and personal. The second collection message, however, should still be friendly. It should seek to excuse the unpaid bill as an oversight; the tone should convey the assumption that the customer intends to pay. At this stage, too, stress on future sales, rather than on payment.
8. Describe negotiation briefly

Negotiation is a process in which two or more parties try to resolve differences, solve problems and reach agreement. Good negotiation meets at as many interests as possible with an agreement that is durable.
9. Describe Bibliography?

A bibliography is a list of source materials on a particular subject. In a formal report it shows what books and other library materials were consulted and it includes all the works mentioned in the footnotes.As part of the reference matter, it follows the appendix or appendices.

10. What is the Question & Answer Stage in the interview?

The interviewer will begin to ask you questions about yourself, your education, your past work experience, other items on your resume, your interests and goals.  You may also be asked questions about the organization and the job position.  Questions may include: “Tell me about yourself,”  “Why did you choose your major?”  “What are some of your extracurricular interests?”
11. What is research proposal and Business proposal?

i) Research Proposal

A research proposal is usually academic in nature professors as school for which the work, desire to

obtain grant in response to a request or an announcement from the government or other agency. Academic

institutions submit most research reports.

ii) Business Proposal

In length, proposal may be similar to other report, short or long and normal. Like reports proposal

may be solicited or unsolicited while writing a solicited business proposal remember you most likely to have

many competitors also bidding for that contract.
12. How you will give presentation on cell-Phone?

Presentation on cell phone

1 welcome everyone

2 mention handouts /graphics

3 introduce the subject of the presentation

4 outline the purpose and structure of the presentation

5 present some statistics

6 tell a personal anecdote

7 sum up the statistics and their significance

8 comment on market trends

9. Outline the major benefits of the new cell phone models

10. invite questions

11 sum up the main benefits of the new cell phone machines

12 thank and conclude
13. How you will stimulate the reader action in sales letter?

To motivate the reader to act within a certain time, you can use one or more of the following methods:

• You don’t have to send any money right now. Take moment to fill in the postpaid order

card and drop it into mail. Your Asia Today will be shipped the day after we receive your

order.

• Offering a special discount

D. Action

1. Clearly state the action you desire.

2. Provide specific details on how to order the product, donate money, or reach your organizations.

3. Ease action with reply cards, preaddressed envelopes, phone numbers, follow-up phone calls.

4. Offer a special inducement to act now: time limit or situation urgency, special price for a limited time, premium for acting before a certain date, gift for acting, free trial, no obligation to buy with more information or demonstration, easy payments with no money down, credit-card payments.
Question No: 39 ( Marks: 10 )
14. Write down a collection letter to an electronic company?
Question No: 40 ( Marks: 10 )
15. Describe how the oral presentation becomes affectively? Explain and reasons?

Successful oral presentation creates mutual understanding. See Pag-177 of B.C Book
16. Steps of oral communication with strong arguments 10 Marks
The Three Step Oral Presentation Process

Regardless of your job or the purpose of your presentation, you will be more effective if you adoptan oral presentation process that follows these threes steps:

1. Planning your presentation

2. Writing your presentation

3. Completing your presentation

For Detail of above Page-177 of the B.C Book

17- Resume for accountant manager 10 M

18-Oral presentation 5 M

19-Errors in Letter Report 3M
1. Lack of objectivity. Seeing only the facts that support your views and ignoring any contradictory information:

“Although half the survey population expressed dissatisfaction with our current product, a sizable portion finds it satisfactory.” (You may be tempted to ignore the dissatisfied half instead of investigating the reasons for their dissatisfaction.)(hasty generalizations,hidden assumptions,either or scenarios)

2. Hasty generalization. Forming judgments on the basis of insufficient evidence or special cases:

“Marketing strategy Z increased sales 15 percent in Lahore supermarkets. Let’s try it in Karachi.” (Lahore and Karachi are probably vastly different markets).

3. Hidden assumptions. Hiding a questionable major premise:

“We are marketing product X in Print media because we marketed product Y in Print media.”

(Who says product X and product Y should be marketed the same way?)

4. Either or scenarios. Setting up two alternatives and not allowing for others:

“We must open a new plant by spring, or we will go bankrupt.” (Surely there are other ways to avoid bankruptcy).false causal relationship,begged questions))

5. False causal relationships. Assuming that event A caused event B merely because A preceded B:

 “Sales increased 20 percent as soon as we hired the new sales director.” (Something besides the new sales director might have been responsible for increased sales).

6. Begged questions. Assuming as proven what you are seeking to prove:

“We need a standard procedure so that we will have standard results.’ (But why is standardization important?)

7. Personal attacks or appeals to popular prejudice. Sinking people or ideas you don’t like by chaining them to irrelevant but unpopular actions or ideas:

“Mr Naeem mishandled the budget last years, so he can’t be expected to motivate his staff.” (Mr Naeem's accounting ability may have nothing to do with his ability to motivate staff members).

20-What is the abbreviation of BATNA & WATNA 2 marks
‘best alternative to a negotiated agreement


‘worst alternative to a negotiated agreement

