
 
 

Laboratory Manual 
 
 
 

for 

Corporate Communication Lab 
(BAJMC-260) 

BAJMC - IV Semester 
 
 
 
 
 

Compiled by: 
 

Ms.Priyanka Singh 
(Assistant Professor, BVICAM, New Delhi) 

 
 
 
 
 
 
 
 
 
 

Bharati Vidyapeeth’s 
Institute of Computer Applications 

and Management (BVICAM) 
A-4, PaschimVihar, Rohtak Road, New Delhi-63 



About this Manual  
 

Corporate Communication Lab 
 

OJECTIVE OF THIS COURSE 
On completion of this course, the student should be able to 

Demonstrate Proficiency of skills acquired to conduct an identity audit, manage communication of a media 
/ entertainmnet organisation and prepare a plan for crisis communication. 

 
 
 

OBJECTIVE OF THIS MANUAL 
 

This Lab Manual is intended to be used by BA (JMC), Semester IV students for Corporate Communication 
Lab. 

 

The Corporate Communication Lab Manual covers topics that are essential for the students to strengthen 
their theoretical concepts. The purpose of this manual is to give guidance and instructions to the student 
regarding the subject. 

 

• Build capacity of the students to do their assignments based on creative and critical thinking 
 

• To have uniformity in assignment presentation 
 

• To be of reference for the students 
 

• Continuous assessment of the students 
 

• To understand the practical purpose/knowledge of the subject 
 
 

HOW TO USE THIS MANUAL 
 

Use of this Lab Manual is mandatory for the completion of practical’s. It provides the students with worst 
-hand knowledge of the practical subjects. It also makes them learn a systematic approach to do their task 
proficiently as per the need and requirement of the industry. 

 
 

INSTRUCTIONS TO STUDENTS 
 

1. Students are REQUIRED to carry this manual during the Lab Class. 
2. Students are REQUIRED to read the topics mentioned before coming to the Lab Class. 
3. Students are REQUIRED to follow the timeline for each assignment. 
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What is Vision Statement? 
 

Vision – A vision statement is a declaration of an organization’s objectives, intended to guide its internal 
decision-making. 
A vision statement is not limited to business organizations and may also be used by Non-Profit or govern- 
mental entities. 
Vision statements are also formally written and referenced in company documents rather than, for example 
general principles informally articulated by senior management. 

 
SAMPLE 
“PeoPle Use Facebook To s Tay c onnecTed WiTh Friends a nd Family , To d iscover WhaT ’s 

GoinG o n in The World , a nd To s hare a nd e xPress WhaT maTTers To Them .” 

 

- FACEBOOK 
 

What is Mission Statement? 
A mission statement is used by a company to explain, in simple and concise terms, its purpose(s) for being. 
 The statement is generally short, either a single sentence or a short paragraph. of an organization’s  
purpose, identifying the scope of its operations: primary customers or market, and its geographical region 
of operation. 
It may include a short statement of such fundamental matters as the organization’s values or philosophies, 
a business’s main competitive advantages, or a desired future state the “vision” 

 
SAMPLE 

 

“To Give PeoPle The PoWer To share and make The World more oPen and connecTed .” 
 

- FACEBOOK 
Facebook Inc. is the largest social networking website in the world. This market position aligns with the 
company’s mission statement and vision statement. The corporate vision statement describes the business 
condition that the company wants to achieve. Facebook’s vision statement guides employees in focusing 
their efforts. The corporate mission statement identies the primary aims and actions needed to reach the 
vision. Facebook’s mission statement determines the strategies and tactics to grow and develop the form. 
Through consistent focus on the mission and vision statements, Facebook Inc. ensures its leadership in the 
global market for online social networking service. 

 
 
 

SOurCE : http ://pAnmOrE .COm /gOOglE -viSiOn -StAtEmEnt -miSSiOn -StAtEmEnt 
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SUMMARY OF KEY CONCEPTS 
 

A vision without a mission is just a pipedream. And, tactics must be guided by honorable values. 
Why are you in business? (Vision) 
What business are you in? (Mission) 
What are your principles? (Values) 

 
Vision: 
A vision statement is created as a compelling verbal image and forms a mental picture of the 
future. It should define what we seek to become as an organization, yet describe something that 
is realistic. The vision should generate human energy and engagement. In other words, it should 
provide direction and focus for the organization. 

I 

Mission: 
The mission statement provides the basis for setting your goals and is used to allocate resources.To 
define your mission, begin by describing why your organization exists. Identify your scope of 
products and services. Identify your customers and the audience for your offerings. Then, write a 
brief and succinct mission statement. 

 
Values: 
Values are the beliefs behind your vision and mission. A worthy vision is guided by worthy values. 
Values give dignity and direction to your mission. They are the moral compass and expected 
behaviors during your vision quest. A values statement may include elements like: 

 
• Integrity in all our actions 
• Commitment to employees 
• Quality of our products 
• Protection of environment 
• Innovative business ideas 
• Continual learning 

 
Objectives: 
Objectives are focused on critical issues and milestones. They describe the activities and targets to 
achieve your goals. They identify the dates for completing the activities. They are measurable in 
terms of being achieved, or not. 



Assignment 1 6 
Corporate Communication Lab 

 

SAMPLE : 

Zee Entertainment: 
 

MISSION 
To become the world's leading global media company from the emerging markets. As a Corporation, 
we will be driven by innovation and creativity and would focus on growth while delivering exceptional 
value to our customers, our viewers and all our stakeholders. 

VISION 
Customer Focus 
Our Company's strategies are driven by the needs of the customer. Our success can be measured by the 
satisfaction achieved by our customer. I 
Excellence We accord a high premium to 
maintaining superlative standards throughout our 
Company. 
We encourage our employees to come up 
with smarter ideas within the fastest possible time. 
Creativity Key to our value system is innovation and 
originality. We recognise and have a high regard for 
individual expression and creative freedom in our quest 
to provide customer satisfaction. 

Integrity We observe strict ethical standards 
througheditorial independence and creative 
expression, in order to earn the trust of our viewers 
and subscribers. 
Growth DrivenWe are committed to delivering 
consistent revenue and cash flow growth in order to 
provide our shareholders a good return. Our objective 
is to grow our people, market and businesses around 
the world. 

 

LAB EXERCISE/ASSIGNMENT 1: 
Conduct the Identity audit of an organization containing its mission, vision and values and 
prepare a multimedia presentation of the analysis. 
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A company’s corporate identity can be summed up as the way in which all stakeholders, both internal and external, 
perceive the brand. The times change, and what may have been considered an identity strongpoint can very easily 
become a corporate no-no. For this reason, public relations departments should be conducting regular corporate 
audits, revealing how the company is perceived in the eyes of the people who contribute to its success. Below are 
six key steps that every corporate audit should include: 

 
Step 1: Define your audit parameters 

 
The first stage of conducting an audit of this nature is to define the elements of a company’s corporate identity that 
should be tested and measured. A holistic corporate identity audit would include assessing everything from the logo, 
slogan, mission and vision – through to marketing elements, community involvement, and customer services. 

 
Step 2: Identify your defining features 

 
Which elements of your corporate identity do you feel are your key strong points? This information can be 
obtained from internal questionnaires, and will give a clear picture as to what the company assumes is its best 
features. At a later stage, this data can be placed next to information from public interviews for comparison. 

 
Step 3: Select your interview subjects 

 
The most important thoughts regarding a brand’s corporate identity come from outside of the company. Public 
opinion has a big impact on the success or failure of any organisation. The corporate identity audit should include 
interviews or surveys given to both existing and potential customers. 

 
Step 4: Conduct the audit interviews 

 
In this step the public relations team physically sits down with stakeholders, or sends out surveys, in order to glean 
feedback regarding perceptions around a brand’s corporate identity. By asking the right questions, PR professionals 
can find out if people like the brand’s logo, whether or not their product packaging is appealing, and if they are doing 
enough community outreach work, for example. 

 
Step 5: Assess your audit findings 

 
Once the interviews have been wrapped up, and the last of the surveys trickle in, the time comes to assess the 
responses and draw conclusions. This step reveals what the public really thinks of the brand, and pinpoints elements 
of the corporate identity that require urgent alteration. 

 
Step 6: Strategise opportunities 

 
This step is also known as the repair phase, and is the most productive. It should start with a discussion on the audit’s 
findings, leading into a problem-solving, brain-storming session for potential remedial actions. Sometimes that 
which starts off as an exercise in reputation repair becomes the change needed to take a company to greater heights. 

https://digitalschoolofmarketing.co.za/blog/what-is-brand-differentiation/
https://digitalschoolofmarketing.co.za/blog/what-does-a-digital-public-relations-officer-do/
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Conduct a Corporate Audit 
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Conduct a Corporate Audit 



 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Sample: 

Activity: 3 Conduct the Identity audit of an organization 
containing its mission, vision and values and prepare a 
multimedia presentation of the analysis. 
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  Activity: 4  
 

 
An email invite, short for "email invitation," is a digital message sent to individuals or a group of recipients to 
inform them about an upcoming event, gathering, meeting, or occasion, and to request their attendance or 
participation. It typically includes essential details such as the event name, date, time, location, and sometimes 
additional information like the agenda, dress code, RSVP instructions, or any other relevant details. Email invites 
are commonly used for various events, including business meetings, conferences, parties, weddings, webinars, 
workshops, and more. 

 
Product launch email: 

 
A product launch email is an email sent to subscribers to inform them about an upcoming product release. Brands 
use these emails to build hype for a new product launch, features, or an event. 

 

Why are product launch emails important? 
 

After weeks and months of sleepless nights spent on releasing a new product, you have no room for error when 
launching it. A well-thought campaign topped off with the competitive advantages of your product and sent 
twice before the launch day will help you successfully build anticipation for your release. 

To make your customers really look forward to trying your new product, you need to show how your new offering 
will help solve their problems. Remember, people are great skeptics, so they won't give you a chance unless you 
offer them something valuable. 

METHOD & APPROACH 
 
 

When should I send a product launch email? 
 

• The teaser email — two weeks before your product launch 
• The announcement email — 3 days to a week before the release 
• The product launch email 

Create an e-mail invite for launch of any product/ service/ 
idea. 
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SOurCE: www .SOCiAlmEdiAExAminEr .COm 

  Activity: 4  

SAMPLE 
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Create a Press Note to inform a recent development in the organization 
 
 

Press Note Definition : 
Press notes are those devices of communication, by which a Government policy or an important 
announcement is issued for the information of the public. In its nature, a press note is important as 
compared with the handout in all implicit and explicit aspects. It is usually drafted and composed in formal 
language from the textual point of view, no deviation is permissible. It also designed to communicate and 
transmit information in strict sense of the word, with no deviation allowable. 

 
Understand the Development: Before writing the press note, ensure a clear understanding of the recent 
development in the organization. Gather all relevant information, including the nature of the 
development, its significance, and its potential impact on stakeholders. 

 
Identify Key Messages: Determine the key messages that you want to convey to stakeholders 
through the press note. These messages should highlight the importance of the development, its 
alignment with the organization's goals or objectives, and any relevant details that stakeholders need to 
know. 

 
Craft a Compelling Headline: Create a concise and attention-grabbing headline that summarizes the recent 
development. The headline should be clear, informative, and engaging to encourage stakeholders to read 
further. 

 
Write an Engaging Introduction: Begin the press note with a brief introduction that provides context for 
the recent development. Clearly state what the development is and why it is important for stakeholders 
to know about it. 
Provide Details and Background Information: In the body of the press note, provide more detailed 
information about the recent development. Include background information, relevant facts or statistics, 
and any other details that help stakeholders understand the significance of the development. 

 
Include Quotes: Incorporate quotes from key stakeholders, such as senior executives or project leaders, 
to add credibility and authenticity to the press note. These quotes should highlight the organization's 
perspective on the development and its potential impact. 

 
Highlight Key Points: Use bullet points or subheadings to highlight the most important aspects of the recent 
development. This helps to make the press note easier to read and understand, especially for busy 
stakeholders who may be scanning the document. 

 
Provide Contact Information: Include contact information for media inquiries or further questions about 
the recent development. This typically includes the name, title, email address, and phone number of a 
designated media contact within the organization. 
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Review and Edit: Before finalizing the press note, review it carefully for accuracy, clarity, and 
consistency. Make any necessary edits or revisions to ensure that the document effectively 
communicates the key messages about the recent development. 

 

Distribute the Press Note: Once the press note is finalized, distribute it to relevant I 
stakeholders, including media outlets, journalists, industry partners, and employees. 
Consider using a combination of email distribution, press release distribution services, and 
social media channels to maximize visibility and reach. 

 
SAMPLE: 
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What is Disaster Management ? 
 

It can be defined as the organization and management of resources and responsibilities for dealing with 
all humanitarian aspects of emergencies, in particular preparedness, response and recovery in order to 
lessen the impact of disasters. 

 

What is Crisis Communication? 
 

A crisis can be defined as an adverse event, or a great and sudden calamity that needs immediate ad- 
dressing. Each crisis is unique and needs special handling, keeping in view the enormity of the crisis, the 
stakeholders involved, and those who would be in-charge of crisis managemnet. 

 

Phases of Crisis Management: I 
 

1) Pre-crisis phase 
a) Preparedness 
d) Mitigation 
c) Prevention 

 

2) Crisis Phase 
a) Response 
b) Recovery 
c) Development 

 

3) Post- Crisis Phase 
a) Relief 
b) Recovery 
c) Rehablitation 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

SOurCE: C 
 

riSiSCOmmuniCAtiOnplAn 
 

- COrpOrAtE 
 

COmmuniCAtiOn 
 

prinCiplES And 
 

p rACtiCE By 
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Critically analyse a natural/ manmade crisis/ disaster occured in India ; 
 

a) Define the Crisis/ Disaster Problem? 
 

b) Discuss Pre-crisis and Post Crisis stage of communication. 
 

c) Who are the different stakeholders? 
 

d) What will be the message action plan? 
 

e) Conduct media mapping of the disaster. 
 

f) How will you plan media and manifest in this crisis disaster? I 
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A mock press conference is a simulated or practice event designed to mimic the format and atmosphere 
of a real press conference without actual news or announcements being made. It serves as a training 
exercise for individuals or organizations to prepare for and practice responding to media inquiries, 
handling difficult questions, and effectively conveying key messages to the public. 

 
Here are the steps to organize a press conference: 

 
Identify Purpose and Message: Determine the purpose of the press conference. Is it to announce a new 
product, respond to a crisis, or share important information? Define the key messages you want to 
communicate to the media and the public. 

 

Select Date, Time, and Venue: Choose a date and time that works for key stakeholders, media 
representatives, and target audience. Select a venue that is convenient, accessible, and appropriate for 
the event. Ensure that the venue has the necessary facilities for media coverage, such as microphones, S 
podium, and seating. 

 
Develop Media List: Compile a list of media outlets, journalists, and reporters who cover topics relevant 
to your press conference. Reach out to them in advance to invite them to attend the event and provide 
any necessary information. 

 
Create Press Release and Media Kit: Write a press release that outlines the key information to be 
announced at the press conference. Include relevant background information, quotes, and contact details. 
Prepare a media kit with additional materials, such as fact sheets, photos, and bios of key spokespersons. 

 
Invite Speakers and Prepare Remarks: Identify speakers or spokespersons who will represent your 
organization at the press conference. Prepare their remarks in advance, ensuring they are clear, concise, 
and aligned with the key messages. Conduct rehearsals if necessary to ensure speakers are well- prepared. 

 
Set Up Logistics: Arrange for any necessary equipment, such as audio visuals, microphones, and 
podiums. Coordinate with the venue staff to set up the space and ensure everything is in place for the 
event. Assign roles to staff members, such as greeting media representatives, managing logistics, and 
assisting with media inquiries. 

 
Promote the Event: Publicize the press conference through various channels, including social media, 
email newsletters, and press releases. Follow up with invited media representatives to confirm their 
attendance and address any questions or concerns. 

 
Conduct the Press Conference: On the day of the event, arrive early to set up the venue and greet 
attendees. Begin the press conference on time and follow the agenda. Introduce speakers, present key 
messages, and allow time for questions from the media. Stay composed and focused, and handles any 
unexpected challenges or inquiries with professionalism. 
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Provide Follow-Up Information: After the press conference, distribute any additional materials or 
information requested by the media. Follow up with journalists to answer any remaining questions and 
ensure accurate coverage of the event. 

 
Evaluate and Learn: Take time to evaluate the success of the press conference, including media 
coverage, audience engagement, and feedback from participants. 
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SAMPLE 
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