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WARNING
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Pass Marks: 40
ASSIGNMENT No. 1

(Units 1–5)
Q.1
Read Chapter 1 and define the term ‘ethics’. What different codes of ethics do technical writers observe? Discuss in detail.
(20)
Q.2
(a)
What is meant by the term memos? Explain briefly.
(05)


(b)
Memos are written to provide information and instructions to the employees on different official activities. The memo should be clear, containing different heads such as, date, subject, to from etc.
(15)



You are working as a Human Resource Manager in an institution. A new employee has joined your institution to fill the post of the Office Manager.



Write a memo to inform your colleagues about the joining of an Office Manager and his/her key responsibilities.

Q.3
Chapter 12 deals with the applications of technical writing. “Informal reports” fall under the applications of technical writing.


Suppose you are working as a Project Manager in a construction company. The company started the project of building two academic blocks in a university in August, 2010. The completion date of the project is September 2011. Write a progress report highlighting the following:
(20)

(a) Introduction
(b)
Work completed

(c)
Work scheduled
(d)
Problems
Q.4
(a)
Read Chapter 16 of the text books and define the term “External Proposal” briefly.


(05)


(b)
What various steps should be followed while planning the External Proposal? Explain in detail.


(15)

Q.5
Read Chapter 20 and write a letter of application for the job given below:
(20)
	Situation Vacant

IESCO

Looking For:
Line Superintendent

Qualification:
Associate Diploma in Electrical Engineering

Experience:
Not Required

If you match above requirement please send your application to 

P.O. Box # 440, Islamabad


ASSIGNMENT No. 2
(Units 6–9)
Total Marks: 100
Pass Marks: 40
Q.1
The Appendix-A of the text book discusses “Punctuations and its uses.” You must have read the rules to use punctuations. Here is an unpunctuated passage, punctuate it where necessary.


(20)

The manager of the local sugar mill a highly westernized man appeared as we sat talking with him was his guest a young swiss businessman both of them were welcomed to the meal in the course of the conversation the swiss claimed that his people including himself were the best in the world in the fields of mountain climbing and shooting with a twinkle in their eyes a pair of young tribesmen offered to show him a part of the buddhist ruin farther along the crest.

Q.2
Read Chapter 7 which is about Visual Aids. Define the term Visual Aids. What are the uses of Visual Aids? Discuss in detail.

(20)

Q.3
Drafting and finishing your document is one of the essentials of technical writing process. What various strategies are practiced in drafting and finishing the document? Chapter 3 of the book will give you a detailed view about the technical writing process.


(20)

Q.4
Use the following data to create a monthly table, from July to December, the following machines had the following percentages of rejection for mechanical quality defects:


(20)


#
41 --- 4.0, 3.1, 3.9, 4.3, 3.5, 3.2;


#
42 --- 3.3, 3.3, 2.4, 3.2, 3.7, 3.1;


#
43 --- 3.4, 3.7, 4.1, 4.5, 4.4, 4.8.

Include averages for each month and for each machine. Write a report to the supervisor explaining the importance of the trend you see in the data.


Refer to Chapter 7 to attempt this question.

Q.5
Researchers use different “referencing methods” while referring to authors they quote in their research report.


(20)

What is “MLA Method / Style”? Discuss in detail with at least five examples.

Refer to Appendix – B of the text book to attempt this question.
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