
BTEC Business Level 3 Unit 1 Learning aim A 
 

Effective communication worksheet 

Complete the table below, you may use more than one form of communication for each scenario: 

 

Scenario 

Methods 

What is at risk if the communication is ineffective 

Stretch & challenge 

Vi
de

o 
co

nf
er

en
ce

 

W
rit

te
n 

re
po

rt
 

Le
tt

er
 

Te
le

ph
on

e 
ca

ll 

Te
xt

 m
es

sa
ge

 

Em
ai

l 

Pr
es

en
ta

tio
n 

What are the rewards if the communication is effective? 

 
To chase a missing order 
 

         

 
Apologising to a customer 
 

         

 
To negotiate a price 
 

         

 
Lodge a complaint  
 

         

 
Chase a payment 
 

         

 
Agree a meeting time 
 

         

 
Book accommodation 
 

         

 
Check a delivery 
 

         

 
Meeting minutes 
 

         

 
Customer quotation 
 

         

 
Inform staff of sales performance 
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