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1.
All questions are compulsory.

2.
Read each question carefully before writing an answer.

3.
Read the relevant units of the study guide for writing the answer of a question and arrange the points in an appropriate manner for the answer.

4.
You may take help from other resources such as books, websites and other online resources for writing the answer of a question.

5.
You must mention the resources used for writing an answer, at the end of the answer.

6.
Assignment should be in handwritten form. Typed assignments will not be accepted in any case.

7.
Write the answer in your own words.

8.
The answer of a question must contain atleast 1200-1500 words.

9. 
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.

10. 
Submitting assignments borrowed or stolen from other(s) as one’s own will be penalized as defined in “AIOU plagiarism policy”.

11.
Leave 2-3 lines after every answer so that the tutor may provide feedback on your answer.

12.
Send each assignment separately under postal cover.

13.
You will receive your assignment back after it is checked.

14.
If any part of your assignment is not marked or there is an error in the calculation of total score of assignment then you may contact your tutor/regional center for further guidance.
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Pass Marks: 50
ASSIGNMENT No. 1

(Units 1–4)

Q.1
Define technical communication. How technical communication is different from day to day conversation? Explain with the help of an example.
(20)
Q.2
What are the main elements of a memo? Explain with the help of an example. Which steps should be followed to write a good memo?
(20)
Q.3
a)
Differentiate between progress report and outline report.
(05)

b)
You are a teacher of class 05. You are planning to conduct a parent-teacher meeting in near future for communication of students’ result. Write a progress report to your principal about the work completed till now, work 
to be completed and any problems you are facing while planning the meeting.
(15)
Q.4
a)
What is the purpose of writing an internal proposal?
(05)

b)
How an effective internal proposal can be written? Explain with the help of an example.
(15)
Q.5
a)
What are the characteristics of a good resume?
(10)

b)
Describe your strengths for a resume by answering following questions:
(10)
· What work experience have you had related to your field?

· What special attitude and skills do you have?

· What are your computer abilities?

· What are you language abilities? How many languages you can use for communication?

· What courses you have completed successfully in your college? Mention any two or three courses.

· What honors and awards have you received? Do you have any special college achievements?

· Are you a member of a professional organization?

ASSIGNMENT No. 2

(Unit 5–9)

Total Marks: 100
Pass Marks: 50

Q.1
a)
Elaborate important guidelines for writing a clear paragraph.
(10)

b)
Write a paragraph on my favorite profession using guidelines of a good paragraph.
(10)
Q.2
Explain the rules for using (i) possessions (ii) abbreviations (iii) contractions and (iv) numbers in technical writing.
(4˟5=20)
Q.3
a)
Which points should be kept in mind while using visual aids?
(10)

b)
How a table can be used as a visual aid in a document?
(10)
Q.4
Discuss the essential steps to be followed while writing a good document?
(20)
Q.5
a)
How internal citation of a document is given using APA style? Give examples.
(05)

b)
Give example for writing a complete reference of the following documents using APA style:
(5˟3=15)
· Book with one author

· Newspaper article

· Encyclopedia

· Brochure

· Article in a journal
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