ALLAMA IQBAL OPEN UNIVERSITY, ISLAMABAD

(Department of English Language & Applied Linguistics)

	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: Basics of Technical English (1425/8504/9409/5027)
Level: BA/BS 
Semester: Spring, 2026
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 the question carefully and then answer it according to the requirements of the question.

3.
Avoid irrelevant discussion/information and reproducing from books, study guide or allied material.

4.
Handwritten scanned assignments are not acceptable. 

5.
Upload your typed (in Word or PDF format) assignments on or before the due date.

6.
Your own analysis and synthesis will be appreciated.

7.
Late assignments can’t be uploaded on LMS.

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

Total Marks: 100
Pass Marks: 50

ASSIGNMENT No. 1

(Units 1-5)
Q.1
Technical communication is audience-centered and purpose-driven. Discuss the major traits of technical communication and evaluate how ignoring audience needs, clarity, appropriateness, and organization may reduce the effectiveness of communication in professional settings.
(20)

Q2.
Audience analysis is an essential part of technical writing. Discuss the importance of audience analysis in technical communication and evaluate how understanding the audience’s knowledge level, needs, and expectations contributes to effective professional communication.
(20)
Q3.
Proposal writing is an important form of technical communication. Discuss the purpose and structure of technical proposals and evaluate how proper organization and presentation contribute to effective professional communication.
(20)
Q4.
Technical communication requires a clear and reader-friendly writing style. Discuss the major principles of technical communication style and evaluate how clarity, conciseness, and coherence contribute to effective communication.
(20)
Q5.
Research is a systematic process involving the collection and organization of information. Discuss the major stages of the research process and analyze how weaknesses at any stage may affect the quality and effectiveness of research.
(20)
Total Marks: 100
Pass Marks: 50

ASSIGNMENT No. 2

(Units 6-9)
Q.1
You have been assigned to redesign a technical instruction manual containing crowded text, inconsistent headings, and poor page arrangement. Discuss the page design techniques you would use to improve readability, organization, and user understanding.
(20)

Q.2
A company has prepared a technical report containing lengthy written explanations but very few visuals, making the report difficult for readers to follow. Discuss how charts, graphs, diagrams, and illustrations could be used to improve clarity and presentation of information.
(20)
Q.3
You have been assigned to deliver a technical presentation to newly hired employees about the use of a new workplace management system. Discuss the professional communication principles and presentation techniques that should be followed to ensure the presentation remains clear, formal, audience-centered, and effective.
(20)
Q.4
Your company recently purchased office furniture and computer equipment for a new department. However, several items were damaged, and some computers were missing accessories. Despite informing the supplier through phone calls, no action has been taken. Write a complaint letter to the supplier explaining the issue, mentioning the purchase details, and requesting replacement of the damaged items.
(20)
Q.5
A customer sends a complaint letter stating that several products delivered by your company were defective and that repeated attempts to contact customer support received no proper response. As a customer relations officer, write an adjustment letter responding to the customer’s complaint. Apologize for the inconvenience, explain the situation appropriately, propose corrective action, and assure the customer that necessary measures will be taken to restore confidence in the company’s services. 
(20)
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