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”.
Course: Basics of Technical English (1425)
Level: BA/BS
Semester: Autumn, 2018
Total Marks: 100
Pass Marks: 40
ASSIGNMENT No. 1
(Units 1–5)
Q.1
Read Chapter 1 and explain the term technical writing. Explain the major traits of technical writing in detail.
(20)
Q.2
a)
What can be the different purposes of a memo? Describe the major elements of memos.
(10)

b)
Write a memo to inform the school staff about the new policy introduced by the school administration about use of computer in computer laboratory.
(10)
Q.3
Suppose you are head teacher of a mixed ability large classroom. It is difficult for you to manage them and keep them all at the same pace as some of them are more and some less intelligent. Write an internal proposal to cope with this problem so that the teaching task could be done smoothly. While writing the proposal, identify the problem, its background, significance of the problem its solution and other components of the proposal.
(20)
Q.4
Preparing a job resume is one of the most important tasks in a person’s career. 
Unit 4 of your text book teaches you how to prepare job resumes. Prepare a detailed job resume for yourself showing your entire professional strengths.
(20)
Q.5
Workplace communication is very important to companies because it allows companies to be productive and operate effectively. Employees can experience an increase in morale, productivity and commitment if they are able to communicate up and down the communication chain in an organization. Explain a few guidelines which can be useful for making business communication clear and precise. Read Unit 6 of your textbook for guidance.
(20)
ASSIGNMENT No. 2

(Units 6–9)

Total Marks: 100
Pass Marks: 40
Q.1
Punctuate the following sentences. Read Unit 6 of your text book (Appendix-A, Page 551) for guidance.
(20)
· Spain is a beautiful country the beaches are warm sandy and spotlessly clean

· The children’s books were all left in the following places Mrs. Shokat’s room Mr. Irfan’s office and the caretaker’s cupboard

· We will be arriving on Monday morning at least I think so

· Some people work best in the mornings others do better in the evenings

· In the words of Murphys Law Anything that can go wrong will go wrong

· Dr. Jamil asked Iman did your family visit the beach last summer

· My father James told us is a volunteer fireman

· Whatever is begun in anger ends in shame proclaimed Benjamin franklin

· Rana said that was a good tennis game

· It was Dr. Thompson’s job to introduce the guest speaker Cameron Thompson PhD

Q.2
The following table presents the percentage of girls and boys studying in primary schools in different regions of Pakistan. Present the data in the form of line graphs as well as pie chart. Unit 7, Chapter 7 (Page 174) teaches you how to present data in the visual forms.
(20)
	Year
	Punjab
	Sindh
	Khyber Pakhtunkhwa
	Balochistan

	
	Boys
	Girls
	Boys
	Girls
	Boys
	Girls
	Boys
	Girls

	2011
	85
	15
	70
	30
	80
	20
	75
	25

	2012
	75
	25
	68
	32
	70
	30
	70
	30

	2013
	65
	35
	66
	34
	60
	40
	70
	30

	2014
	60
	40
	64
	36
	50
	50
	65
	35

	2010
	55
	45
	62
	38
	50
	50
	60
	40


Q.3
Design a style sheet for a book titled War and Peace keeping in view the following points. You may study Unit 8, Chapter 3 (Page 55), of your text book on how to prepare a style sheet.
(20)

· Title
22 Point, Bold, Times New Roman

· Level 1 heading
14 Point, Arial, bold

· Level II heading
12 Point, Arial, Bold, Italics

· Text font
12 Point, Times New Roman

· Spacing
Single-space

Q.4
Throughout one’s career, one has to give oral reports to explain the results of investigations, propose solutions to the problems, report on the progress of projects, make changes to policy, create business plans, etc. Which steps would you follow while preparing an effective oral presentation?
(20)
Q.5
Unit 9 (Appendix-B) of your text book teaches your different methods of citations in research writing. Discuss any one of the following two methods in details. Also give examples.
(20)

i.
APA method


ii.
MLA Method
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