Business and Technical English (ENG201)

Fall 2011
Assignment # 3                    
Total Marks: 15
Lecture: 22-29
Due Date: December 29, 2011
Objective:
To assess students’ understanding of the course and to prepare them for practical application of communication skills through writing practices.
Instructions:
1. Late assignments will not be accepted.

2. If the file is corrupt or problematic, it will be marked zero.

3. Plagiarism will never be tolerated. Plagiarism occurs when a student uses work done by someone else as if it was his or her own; however, taking the ideas from different sources and to express it in your own words will be encouraged.

4. No assignment will be accepted via e-mail. 

5. The file should be in Word doc form; the font color should be preferably black and font size can be 12 Times New Roman.
Question No.1                                                                                                           (10)
Q. Write a short report in memo form to the manager of a company about the low sales and the rising complaints of Wi Tribe connections. Give your suggestions. 
Format Key:
To The Manager Wi Tribe

From Ahsan Jamil: Sales Officer

Date:  11/1/2011

Subject: Short about the low sales and rising complaints

Introduction:
Reason for the memo:

Main body

Recommendations:

Closing Sentence

Yours Truly

Question No.2                                                                                                            (5)


Q. Correct the grammatical mistakes in the following sentences.                   

1. The digest contains news, pictures, ads, tell you where to shop, and feature columns. 

2. We tried to snap photograph and catch fish, but we got mosquito bites and sunburned. 
3. Today is more warmer than yesterday.   
4. Amna will nuzzle a snake, kiss a cat, and let a tarantula crawl up her arm.

5. He sat between you and I.
Corrections Key
. 

1. The digest contains news, pictures, ads, shopping ads, and feature columns. 

2. We tried to take photograph and catch fish, but we got wasp bites and sunburned. 
3. Today is warmer than yesterday.
4. Amna will nuzzle a snake, kiss a cat, and let a tarantula crawl up her arm.
5. He sat between you and me.
