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ALLAMA IQBAL OPEN UNIVERSITY, ISLAMABAD

(Department of Business Administration)

Warning
1. Plagiarism or hiring of ghost writer(s) for solving the assignment/s will debar the student from the award of a 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 “AIOU Plagiarism Policy”.
Course: Business Communication (5002)
Semester: Spring 2026
Level: MSc Administrative Sciences

Please read the following instructions for writing your assignments. (AD, BS, BEd, MA/MSc, MEd) (ODL Mode).

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

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

3. Also, avoid irrelevant discussion/information and reproducing from books, study guides, or allied material.

4. Your analysis and synthesis will be appreciated. Please write in your own words after reading the study guide and the related allied material.

5. Handwritten scanned assignments are not acceptable.

6. Upload your typed (in Word or PDF format) assignment before the due date.

7. Late assignments cannot be uploaded to LMS.

8. Students who attempted their assignments in Urdu/Arabic may upload a scanned copy of their handwritten assignment (in PDF format) on the University LMS. The file should not exceed 5MB.

Total Marks: 100
Pass Marks: 50
ASSIGNMENT No. 1

 (Units: 1–5)

Note: Attempt all questions.
Q.1

Describe the Business  Communication Process in detail.
(20)

Q.2

Write short notes on the following:


a)
Use of E-mail to communicate

b)
Challenges posed by technology to an Organization.
(10+10)
Q.3

Describe the organizational plan of Good-News and Neutral messages.
(20)
Q.4

Write notes on the following: 



a) Ethics as a Communication issue



b) Background to Intercultural Communication
(20)
Q.5
Nonverbal communication is necessary for good workplace relations; discuss.
(20)
Guidelines FOR ASSIGNMENT No. 1:
You should look upon the assignments as a test of knowledge, management skills, and communication skills. When you write an assignment answer, you are indicating your knowledge to the teacher:

· Your level of understanding of the subject;

· How clearly you think?
· How well you can reflect on your knowledge & experience?
· How well you can use your knowledge in solving problems, explaining situations, and describing organizations and management?
· How professional you are, and how much care and attention you give to what you do?
To answer a question effectively, address the question directly, bring important related issues into the discussion, refer to sources, and indicate how principles from the course materials apply. The student must also be able to identify important problems and implications arising from the answer.

For citing references, writing bibliographies, and formatting the assignment, APA format should be followed.
ASSIGNMENT No. 2

Total Marks: 100
Pass Marks: 50
You are also required to select one of the following topics according to the last digit of your roll number. For example, if your roll number is D-3427185, then you will select topic number 5 (the last digit):-

Topics
0. Principles of Effective Communication
1.    Written Communication: Short Reports
2. Effective Written Job Presentation
3. Strategies for Effective Intrapersonal Communication

4. Successful Listening Skills

5. Effective Proposal Writing
6. Process of Preparing Effective Business Messages

7. Persuasive Writing

8. Communication and Ethical Issues
9. Forms of Managing Information related to a company
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