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Unit H/506/1893: Communication in a Business Environment
Activity 1 – Understand the Requirements of Written and Verbal Communication (AC 1.2, 1.3, 1.4)
When communicating either verbally or in writing, there are a number of requirements you must ensure you meet. Answer the following questions on communicating in writing and verbally.

1. What are the different audiences you may have to communicate with? ……………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………

2. What are the communication requirements of your different audiences? 
……………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………

3. Why is it important that you use correct spelling, punctuation, sentence structure, grammar and business conventions in business communications?
……………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………

4. Why is it important that you use appropriate body language and tone of voice when communicating verbally?
…………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………
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