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 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 “AIOU PLAGIARISM POLICY”. 


	Assignment Submission Schedule

	6 credit Hours
	Due Date
	3 credit hours
	Due date

	Assignment 1
	15-12-2026
	Assignment 1
	08-01-2027

	Assignment 2
	08-01-2027
	
	

	Assignment 3
	30-01-2027
	Assignment 2
	20-02-2027

	Assignment 4
	20-02-2027
	
	

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


Course: Business Communication (457/1416/5409/9412)

Level: BA/BS 

Semester: Autumn, 2026

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 question.

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 and study guides of allied material.

Total Marks: 100
Pass Marks (BA): 40









 Pass Marks (BS): 50

ASSIGNMENT No. 1

(Units 1-5)

Q.1 
Explain the major components of the communication process; evaluate how breakdown or “noise” at any stage or part of this process could lead to miscommunication and what that might entail for a business setting.
(20)
Q.2
Discuss the verbal and non-verbal factors of effective speaking and evaluate how an improper use or breakdown in any of these could be fatal for a speaker; identify the ideal means to be found in each case.
(20)
Q.3
Effective listening requires purposeful engagement; it is an active process. Identify the major steps involved in the listening process and discuss the measures that might be adopted to ensure we are able to effectively engage in “active” listening during our discussions.
(20)
Q.4
Business letters differ in form and purpose from personal letters. Discuss the importance of business letters for an organization and how they are different from personal ones. Afterwards, draft a formal letter for any ONE of the following situations:

(20)
· Write a complaint letter to your office equipment supplier, informing them that the conference table you have received for your company is worn out, with scratches. Mention your receipt/order number and the date of the purchase.

·     Write a request letter to your manager, explaining that the task you have been assigned, which is due next Monday, will require more time; make sure to inform them of the progress that has been made, provide reasons for the delay, and propose an extended due date.



Q.5
Examine the role of the meeting chair in making sure the discussion remains on track and everything goes smoothly. Discuss the potential problems that might arise, both in terms of conflict management, favoritism, and decision manipulation, and in terms of time consumption and wastage, if the chair is not careful with regard to his / her role.
(20)
Total Marks: 100
Pass Marks (BA): 40









 Pass Marks (BS): 50

ASSIGNMENT No. 2

(Units 6-9)
Q.1 
Business reports can be divided into various categories and sub-categories. Keeping in mind the purpose and structure of each type, discuss whether the same audience could be given any type of report, or if each type is better suited to a certain audience. On that basis, explain the purpose of at least three or four report types.
(20)
Q.2
The CV/resume is most often the first impression that the employer forms of a job applicant. Discuss the key parts of the resume and what should be included and not included in each part to make sure it is effective in securing an interview. 
(20)
Q.3
Emails and other forms of electronic communication have become a common part of professional communication. Discuss the benefits and drawbacks of using email as the primary means of communication in business, and mention some principles to be adopted to ensure that even email communication remains formal and professional.
(20)
Q.4
Compare the structure, function, and purpose of letters, memoranda, and emails in a modern business setting. On that basis, discuss the benefits and drawbacks of replacing letters and memoranda completely with email, and determine whether businesses should still rely on paper.
(20)
Q.5
Discuss major ethical principles that should guide business communication. Determine the risks that an organization faces when it does not follow these guidelines, both in terms of credibility and trust and in terms of legal action, both in local situations and in cross-cultural contexts.
(20)
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