ALLAMA IQBAL OPEN UNIVERSITY, ISLAMABAD

Department of English 
	WARNING

1. PLAGIARISM OR HIRING OF GHOST WRITER(S) FOR SOLVING THE ASSIGNMENT(S) WILL DEBAR THE STUDENT FROM THE AWARD OF DEGREE/CERTIFICATE IF FOUND AT ANY STAGE.

2. SUBMITTING ASSIGNMENT(S) BORROWED OR STOLEN FROM OTHER(S) AS ONE’S OWN WILL BE PENALIZED AS DEFINED IN THE “AIOU PLAGIARISM POLICY”.


	Assignment Submission Schedule

	6 credit Hours
	Due Date
	3 credit hours
	Due date

	Assignment 1
	12-06-2025
	Assignment 1
	08-07-2025

	Assignment 2
	08-07-2025
	
	

	Assignment 3
	31-07-2025
	Assignment 2
	20-08-2025

	Assignment 4
	20-08-2025
	
	

	 Note: Tutorial schedule (Rehnama-e-Tulba) will available on AIOU website: http://www.aiou.edu.pk


Course: Basics of Technical English (9409,1425,8504,5027)

Level: BA/AD/BS (English)
Semester: Spring, 2025
Please read the following instructions for writing your assignments. (SSC, HSSC & BA Programmes)

1.
All questions are compulsory and carry equal marks but within a question the marks are distributed according to its requirements.

2.
Read the question carefully and then answer it according to the requirements of the questions.

3.
Late submission of assignments will not be accepted.

4.
Your own analysis and synthesis will be appreciated.

5.
Avoid irrelevant discussion/information and reproducing from books, study guide of allied material.

Total Marks:  100 
Pass Marks BA: 40 


Pass Marks (AD,BS):50
ASSIGNMENT No. 1
(Unit 1-5)

Note: All questions carry equal marks.

Q.1 
Define technical communication and explain its significance in today’s workplace. Describe how technical communicators contribute to the effective transfer of information to various audiences.
            (20)
Q.2 
Explain the significance of audience analysis in the technical communication process. In what ways can technical writers use audience analysis to develop impactful technical documents?            
 (20)
Q.3 
a) 
What are memos? Describe the major elements of memos.
 (10)


b) 
Write a memo to inform the authorities about the problems faced by the computer center regarding the installation of new equipment in the center.
 (10)

Q.4 
As a recent university graduate, you are seeking a position as a junior software engineer at a respected IT company. Create a customized resume that emphasizes your relevant technical skills, educational background, and experiences.
 (20)
Q.5 
a. 
What are the key characteristics of an effective technical report? Additionally, how does a technical report differ from a technical article? Please provide examples to clarify your explanation.         
   (10)

b. 
Discuss the importance of proposal writing in technical writing. What are the key elements of a proposal and how can technical writers use proposals to persuade their audience? 
 (10)
Total Marks:  100 
Pass Marks BA: 40 


Pass Marks (AD,BS):50
ASSIGNMENT 2

(Unit 6-9)

Note: All questions carry equal marks.

Q.1 
Define the following terms with appropriate examples. 
      (20)

·    Apostrophe

·    Run On Sentence Modifiers

·    Subject Verb Agreement

·    Antecedents

Q.2 
Visual aids play a crucial role in technical writing, such as assisting in data summarization, fostering discussion, and more. List the key visual aids commonly employed by technical writers and elaborate on two of them in detail, providing relevant examples.                              
 (20)

Q.3 
a. 
Planning your document is a crucial part of the technical writing process. What are the different steps involved in the planning phase?
        (10)

b. 
Imagine you are the head of a secondary school and are dissatisfied with the current performance of the teachers. You aim to implement changes to improve their teaching methods and schedule. Considering the various steps involved in the planning process, write a proposal outlining the necessary changes.
                      (10) 
Q.4 
a. 
There are many referencing methods in practice by the researchers. Discuss about APA method and its usage in detail. 
(10)

b. 
What is the difference between a summary and an abstract? And who is the audience for the summary and abstract? 
(10)
Q.5 
When we write a report or an article, we are required to read a few books or some specimens. For this purpose, we must mention the names of the authors and the resources we make use of. There are two famous methods of documenting sources. Write in detail some of the significant features of each one of them.                                                                                 
         (20)
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