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WARNING

1. PLAGIARISM AND/OR HIRING OF GHOST WRITER/S FOR SOLVING THE ASSIGNMENTS/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 DEFINEDIN ‘AIOU PLAGIARISM POLICY '.
1. Response to each question should not be less than 1200 words.


2.
Write answers in your own words after reading the textbook.

      3.   Avoid irrelevant information, reproduction from any text, and give a critical 



Analysis of the questions asked for.

4. Give the source in case of quoting any material.

5. Submit the assignment on or before the specified date.

6. Late assignments will not be accepted in any case.
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Total Marks: 100











 Pass Marks: 50
Assignment No. 1

(Units: 1-4)

Q. No. 1: Produce an original short story, descriptive paragraph, or dialogue on a topic of your choice. Highlight the use of imagination, suitable vocabulary, organization of ideas, and an engaging writing style. 








(20)
Q. No. 2: Imagine that you are communicating with colleagues and clients in a professional workplace. Demonstrate how clarity, correct language, appropriate tone, active listening, and non-verbal behaviour contribute to successful English communication. 


(20)
Q. No. 3: Suppose you are preparing an academic or professional document. Show how you would move from selecting a topic and generating ideas to drafting, revising, editing, proofreading, and preparing the final version. 





(20)
Q. No. 4: Develop a business proposal for a small enterprise of your choice. Include the business idea, target customers, products or services, marketing approach, operational requirements, estimated finances, and expected outcomes. 






(20)
Q. No. 5: Evaluate the layout of a professional business document, such as a report, brochure, letter, or proposal. Suggest suitable choices regarding headings, fonts, spacing, page arrangement, visual elements, and overall readability. 




(20)

Total Marks: 100







Pass Marks: 50
Assignment No. 2
(Units: 5-9)

Q. No. 1: Prepare two short samples on the same topic: one as a technical report and the other as a personal diary entry. Highlight the differences in purpose, tone, structure, language, and audience. 










(20)
Q. No. 2: A misunderstanding occurs between two colleagues because of unclear instructions and poor listening. Analyze the causes of the communication failure and recommend practical ways to improve interaction in everyday and professional situations. 


(20)
Q. No. 3: Design a complete plan for conducting a formal workplace meeting. Include the meeting objective, agenda, participants, venue, required documents, roles of the chairperson and secretary, recording of minutes, and follow-up actions. 




(20)
Q. No. 4: Develop a proposal for introducing a new service or activity in an organization. Present the problem, proposed solution, objectives, implementation plan, required resources, estimated cost, expected benefits, and evaluation method.




 (20)
Q. No. 5: Assess how digital tools have transformed business operations. Discuss their use in communication, marketing, record management, customer service, online sales, decision-making, and remote teamwork with relevant examples. 




(20)
