Unit R/506/1940: Principles of Business Communication and Information
Level: 3
Credit Value: 4
Guided Learning Hours: 27
Unit Brief
The ability to communicate effectively verbally and in writing with internal and external people is vital to the success of any business. Understanding different types of information, user needs and requirements and being able to produce high-quality bespoke documentation are crucial to managing information effectively in a business environment. 
In this unit you will learn how to negotiate with people to achieve planned objectives in a business environment. You will gain understanding of how to develop and deliver presentations and to use feedback to improve your skills. You will explore a range of information sources and systems and learn how they can be developed to support business operations such as the processing, storing and sharing of information, analysing and reporting data, processing transactions and supporting decision making. You will go on to learn how to design and produce a range of bespoke, fit for-purpose business documents. Finally, you will consider the legal, security and confidentiality requirements in a business environment. You will demonstrate the ability to communicate effectively in writing by presenting clear, accurate and timely communications that follow agreed practices for format and style. 












This session is designed to cover the following learning aims:
	You will:
	You can:

	1. Understand negotiation in a business environment
	1.1 Explain the importance of negotiation in a business environment

	
	1.2 Explain the features and uses of different approaches to negotiation

	
	1.3 Identify the components of negotiation tactics

	2. Understand how to develop and deliver presentations
	2.1 Explain the different types of presentation and their requirements

	
	2.2 Explain how different resources can be used to develop a presentation

	
	2.3 Explain different methods of giving presentations

	
	2.4 Explain best practice in delivering presentations

	
	2.5 Explain how to collect and use feedback on a presentation

	3. Understand how to create bespoke business documents
	3.1 Explain the characteristics of bespoke documents

	
	3.2 Explain the factors to be taken into account in creating and presenting bespoke documents

	
	3.3 Explain the legal requirements and procedures for gathering information for bespoke document

	
	3.4 Explain techniques to create bespoke business documents

	
	3.5 Explain how to gain approval of bespoke documents

	4. Understand information systems in a business environment
	4.1 Explain the typical stages of information system development

	
	4.2 Analyse the benefits and limitations of different information systems

	
	4.3 Explain legal, security and confidentiality requirements for information systems in a business environment

	
	4.4 Explain how to monitor the use and effectiveness of an information system
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