ASSIGNMENT 2
Module 2 — Chapter 4
Right Message, Right Channel
Overview
In this assignment, you will apply Chapter 4’s framework for selecting the appropriate communication channel and format. You will analyze three real-world scenarios, choose the best channel for each, and write one of the messages from scratch using the six levers from Chapter 2.
Quick Channel Reference
	Use this as a guide when completing Part 1:
1. Email: Documentation, formal detail, private/professional communication
1. Chat/IM: Quick coordination, low stakes, informal internal check-ins
1. Memo: Internal updates, policy changes, instructions to staff
1. Business Letter: External and formal communication (clients, vendors, complaints)
1. Phone/Meeting: High emotion, complexity, conflict, or sensitive topics
1. Social Media: Public visibility, brand awareness, community announcements




Part 1 — Channel Decision Analysis
For each scenario below, do the following:
1. Identify the best channel or format
1. Explain why it fits using Chapter 4 reasoning (audience, stakes, emotion, documentation need)
1. Explain why at least one other channel would be a poor choice

	Scenario A
A campus organization’s student leader needs to inform all 45 club members that this Friday’s in-person meeting is moved to Zoom due to a building conflict.
Best Channel/Format:
 
Why this channel fits:
 
 
Why another channel would be a poor choice:
 



	Scenario B
A small business owner needs to formally dispute an incorrect charge on an invoice from a vendor they’ve worked with for two years.
Best Channel/Format:
 
Why this channel fits:
 
 
Why another channel would be a poor choice:
 



	Scenario C
A team lead discovers that three employees have been clocking out early without completing assigned tasks. She needs to address this before it becomes a bigger problem — without publicly embarrassing anyone.
Best Channel/Format:
 
Why this channel fits:
 
 
Why another channel would be a poor choice:
 



Part 2 — Write the Message
Choose ONE of the three scenarios above and write the full message using the channel you selected in Part 1. Apply the six levers from Chapter 2:
1. You-viewpoint (reader-centered)
1. Conversational style (human, not robotic)
1. Right level of formality (match the situation)
1. Courtesy + positive effect (respectful tone)
1. Clarity (specific ask, clear deadline or next step)
1. Call to action (what should the reader do, and when?)

	I am writing for Scenario: _____
Channel/Format selected: _____________________
 
Subject (if email): 
 
Message Body:
 
 
 
 
 



Part 3 — Brief Justification
In 3–5 sentences, explain:
1. How your message reflects at least two of the six levers (name them specifically)
1. Why your channel choice is appropriate given the audience and level of risk

	Your Justification:
 



Grading Criteria
	Criteria
	Points
	Score

	Part 1: All 3 scenarios analyzed with channel choice + reasoning
	30
	 

	Part 1: At least one "poor channel" explanation per scenario
	15
	 

	Part 2: Message is complete, uses correct channel, and applies 2+ levers
	35
	 

	Part 3: Justification names 2 levers and explains channel fit
	15
	 

	Overall: Professional writing quality and tone
	5
	 

	TOTAL
	100
	 



Target length: ~450–550 words total across all three parts.
