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RIARA SCHOOL OF BUSINESS
NURTURING INNOVATORS
[bookmark: _GoBack]SEPTEMBER-DECEMBER 2024 TRIMESTER
RCM 006-BUSINESS WRITING AND NEGOTIATION SKILLS
DATE: 10th DECEMBER 2024 						TIME: 2 HOURS

GENERAL INSTRUCTIONS:
Students are NOT permitted to write on the examination paper during reading time.
This is a closed book examination. Text book/Reference books/notes are not permitted.
 SPECIAL INSTRUCTIONS 
1. Write your REGISTRATION NO. Clearly on the answer booklet(s). 
1. Answer Question One and ANY other TWO questions.
1. Questions in all sections should be answered in answer booklet(s) 
1. PLEASE start the answer to EACH question on a NEW PAGE.
1. For the questions, write the number of the question on the answer booklet(s) in the order you answered.
1. Write on both sides of each leaf and indicate number of each question at the top of each page.
1. Write the answers in a paragraph form unless stated otherwise. 
1. Marks allocated to each question are shown at the end of the question. 
1. All rough work must be done on the answer booklet and crossed through!
1. Use supplementary pages only when you have exhausted those in this book
1. Fasten the supplementary pages to the inside back cover of this booklet

QUESTION ONE
a) Differentiate the meaning of the following terms by defining them:	  	(4 Marks)
i. Business communication
ii. Business negotiation
b) Examine FOUR limitations of written communication			(8 Marks)	                                      

c) Using a rough draft formal letter example, Label FIVE KEY elements of business letters that enable success of an enterprise. 						(10 Marks)

(10 Marks)

d) Which of the following best defines 'Completeness' in business communication?                                                   
(8 Marks)
[bookmark: _Hlk180493123]
A) Being brief and to the point
B) Including all necessary information for understanding
C) Using formal language only
D) Avoiding technical details
[bookmark: _Hlk180493090]In the context of the Seven C's, 'Clarity' means:
A) Using complex vocabulary to impress
B) Ensuring the message is easy to understand
C) Writing lengthy paragraphs
D) Including only numerical data
[bookmark: _Hlk180493054]
Which principle encourages the use of specific facts rather than vague statements?
A) Correctness
B) Completeness
C) Concreteness
D) Courtesy

[bookmark: _Hlk180493022]What is typically included in the letterhead of a business letter?
A) The recipient's address
B) The sender's name, address, and contact information
C) The date of the letter
D) The subject line
[bookmark: _Hlk180492984]Which element follows the salutation in a business letter?
A) Inside address
B) Complimentary close
C) Subject line
D) Body or text
Which of the following best describes slander?
a) Written defamation
b) Verbal defamation
c) Truthful criticism of a product
d) Unauthorized use of another’s trademark
Which term refers to defamation published in written or printed form?
a) Slander
b) Malice
c) Libel
d) Satire
What is the primary focus of the compromising negotiation style?
a) Achieving the maximum possible gain for one side
b) Avoiding confrontation at all costs
c) Finding a middle ground acceptable to both parties
d) Meeting all the demands of the other party

QUESTION TWO
a) Discuss FOUR uses of a memorandum 					(8 Marks)	                                                                     
b) Describe SIX genres of business writing          				 (12 Marks)                                                                                                      
QUESTION THREE
a) Using a real-life situation in the world of business, explain the 4c’s of negotiation.                                                                       
(12 Marks)
b) Rewrite this email correctly: A manager, Sarah, needs to inform her team about an upcoming meeting and the new project deadline. And sends out this email.. "Hey team, we have a meeting next week and stuff about the project. Make sure you’re ready or whatever. Thanks."          								(8 Marks)                                                                                                                                                                         
QUESTION FOUR
a) Examine FIVE benefits of effective business communication		(10 Marks)                                                              
b) Analyze FIVE implications of unethical business practices		    	(10 Marks)                                                                           
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