	Activities
	



Activity #1
Ask students to observe non verbal communication of another classmate while engaged in classroom discuss, for a period of 10 minutes.   Have students draw a name of another classmate to observe. Ask them not to identify who they are observing until the 10 minute period has concluded. Ask them to look for facial expressions, body language, touching, the use of time and the use of personal space.  Have them recorded the observed information and report their observations with each other.

Activity #2
Ask students to work in groups of three to develop a company policy for the use of Instant Messaging within their organization.  They must provide a reason for each rule they chose to include in the policy. Then ask them to draft a memo using Email to inform all personnel of the new policy, making sure to follow proper Email etiquette.  Have each group present their final policy and memo to the large group for critique.
Activity# 3
Ask student to work independently in developing a standard company letter to an applicant that was not offer a position in the organization.  Ask students to switch their letter with a classmate for critique.  If necessary revise and edit.
Activity # 4
Ask students to suggest possible topics for short 2 or 3 minutes speeches and write them on slip of paper.  Randomly, students will select a topic and present impromptu speeches.   Select different students to give extemporaneous speeches on the same topics. Allow students to prepare for 5 minutes prior to presentation. Finally, ask student to compare the two styles of speeches.  Pointing out the pros and cons of each.

Activity # 5
Using the same presentation topics suggested in activity # 4 ask teams of 3 students to prepare a 10 minute presentation on their topic selected.  Allow groups time to prepare as necessary.  The presentation must include at least two types of visual aids/forms of technology and handouts for the class.  Each group will determine who will be presenting. Students who are not presenting will rate each presentation on, content, delivery, preparation, attire, use of technology/visual aids and timing.
Activity # 6
Ask students to work in groups of two for this activity.  Ask groups to select a topic covered in the business communications module to discuss with each other.  Ask students to practice active listening. Then critique each other.

