Business and Technical English (ENG201)

Fall 2011

Solution
Question No.1                                                                                                           

Write a letter of inquiry as a Systems Engineer to the ABC Software Company and request specific information about an upcoming release of a software product.

Key:

LETTER
Following is the recommended format for any type of business letter:
Date 
Formal: November 21, 2011 /Informal: 11/21/11
Sender's address 
742 Green Town
City12345 (e.g. Lahore)
Recipient's name and address 
Project Manager
ABC Software Company
City ABC
Salutation 
Formal: Dear Sir / Informal: Dear John,
Body of the Letter
(Content) 
Closing 
Formal: Yours truly / sincerely 

Informal: Best Wishes
Signature 
Type full name 
Q2. Correct the grammatical mistakes in the following sentences.                     5 Marks

1. If I would have known about the party, I would have gone to it.

2. I never would of thought that he’d behave like that.

3. Its going to be sunny tomorrow.

4. Poetry isn't dead it's alive and well.

5. I look forward to meet you. 

Key:  

       1. If I had known about the party, I would have gone.

       2 I never would have/would’ve thought that he’d behave like that.

       3. It’s going to be sunny tomorrow.
       4. Poetry isn't dead; it's alive and well.

       5. I look forward to meeting you.  

