Brain
Response-60 word
Dashing off quick e-mails, tweets or instant messages and not paying attention to how you write it can get you in the habit of using this style of writing for more formal business letters. It is very important to always appear professional and not write like you were talking to one of your friends. The best way of avoiding this is to proofread, proofread, proofread!  Read it out loud to yourself if you are unsure how your message sounds. Avoid slang words and expressions. Be careful on what you write. Don't write anything that could damage you or your companies reputation. Make sure to use good grammar and spelling.

Response-60 word
The use of quick emails, tewwts, instant messages can diminsh our bility to properly form lengthy emails and business documents. We tend to use what we know. The more frequently we use shorter phrases, abbreviated words and one word responses the more likely we are to use them as second nature- lol but it is tru and not necessarily funny.
Not to say there isn't a place for the occasional lol, but the busines world should not be it. When constructing a business email or document stick to correct grammar, punctuation and paragraph length. The more often you use correct format the more often you will be able to, leave the one liners to peron texts.


Response-60 word
It is important to sound gracious to a request even if you are not excited about doing it. If the customer feels like the request they are asking for is an inconvenience then they will probably take their business else where. When responding to a request make sure you deliver the message the receiver wants, provide explanations, and end with a cordial statement. If the customer feels that they are important and their requested is granted in a sincere and professional manner, then they will more than likely become loyal customers.
Response-60 word
COLLAPSE
Top of Form
I often receive requests to either facilitate or co-facilitate organizational projects.  I have worked for my company for 11 years and have developed many relationships and strong trust, which leads to regualr requests for collaboration.  I usually feel resistant to participating, because I have an overwhelming amount of priorities at one time and do not want to accept a new project if I can not be fully present.
One thing I have learned over the years is to be receptive to requests and challenges.  I have always accepted new task from my boss or requests to collaborate on a project, regardless of my nerves or fears.  The reason I accept all requests is to show my willingness to participate, my ability to adapt to change, and to develop long-term partners.  I am able to depend on other departments, obtain exposure to external companies, and show my capabilities to internal leadership.  Although I accept all requests, I will be forthcoming about my current committments and the level of involvement that I will be able to provide throughout the project.  I also ensure that we have a clear understanding of project deliverables and timelines.
Bottom of Form
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Q-120 word
Chapter 9 Chat About It Topic 1: Describe a time when a company delivered negative news to you ineffectively; that is, you did not understand the news or could not accept the decision. Explain why the compalny's strategy was ineffective, and how they could have retained you as a customer with a better explanation.

Q-120 word
Chapter 10 Chat About It Topic 5:  Think of a product you have used and like. If you were trying to sell that product, what rational appeals would you use? What emotional appeals would you use?

Q-120 word
Chapter 11 Chat About It Topic 5: Is plagiarism worth the risk of getting caught? Why or why not?
Q-120 word
Chapter 12 Chat About It Topic 1: Some research suggests that the younger generations spend too much time using Social Media instead of traditional forms of communications and that has hampered their ability to communicate effectively  using traditional communications methods in the workplace. How would you outline an informal report on this topic? What headings/sections would you incorporate?
Q-120 word
This is a continuation of Chapter 12 Chat About It Topic 1: Some research suggests that the younger generations spend too much time using Social Media instead of traditional forms of communications and that has hampered their ability to communicate effectively  using traditional communications methods in the workplace. How would you outline a FORMAL report on this topic? What headings/sections would you incorporate?
Q-120 word
Chapter 14 Chat About It Topic 1: What are your pet peeves about smartphone use? What topics would you include in a presentation about smartphone etiquette in a presentation to professional office workers?

Q-120 word
Chapter 15 Chat About It Topic 4: Assume you have decided to prepare a video resume. What would you say and do in the video? What would you wear? What could you do in the video to impress potential employers?
Q-120 word
This revised book addressed many of the current issues with electronic communications. What did you like best and least about this course and the revised textbook?

