CD-ROM Activity 05-4





Instructions:  Listed below are 15 situations that require a business message be written.  For each situation, indicate which type of approach --direct, indirect, or persuasive--would be most appropriate to get the desired result.  Use D to indicate the direct approach, I to indicate the indirect approach, and P to indicate the persuasive approach.





To ask a prospective customer to fill out a survey on what consumer products they use on a regular basis.








To ask someone if they will serve as chair of staff development for a second year.








To ask someone to perform at a benefit to raise money for a new high school in their hometown.








To entice someone to join a book-of-the-month club.








To send information about the newest version of a software package the consumer is currently using.








To announce the cancellation of a night class.








To notify someone that you do not presently have any job openings for which they may be considered.








To notify someone that because of their good driving record their insurance premiums are being lowered.








To notify a prospective homeowner that a bid they placed on a house has been rejected by the seller.








To request an individual’s presence at a banquet where he/she will be honored as the Executive of the Year.








To request the purchase of a “memorial” brick to help finance a new veterans’ memorial in the city park.








To solicit donations for the March of Dimes.








To notify a renter of an upcoming increase in rent when the current lease expires.








To award a three-day trip to a couple who registered for it at the Spring Arts and Crafts Fair.








To notify an advertising agency that its contract for an advertising campaign with Halo Hair products will not be renewed next year.








 


