Business Communication (ENG301)

Assignment 2 (Spring 2014)

Total Marks: 15


Objective:
· The assessment of students’ understanding of different concepts of ‘Business Communication’ and how they can apply their conceptual knowledge in daily life examples
Instructions:
· Late assignments will not be accepted.
· If the file is corrupt or problematic, it will be marked zero.
· Plagiarism will NOT 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 expressing them in your own words will be encouraged.
· No assignment will be accepted via e-mail. 
· The solution file should be in Word document format; the font color should be preferably black and font size should be 12 Times New Roman.
Q1. Your Multinational Company is organizing a workshop to improve ‘Communication 
       Skills’ of the employees. As a General Manager of the company, write an interoffice 
      memorandum to inform the staff.                                                                               (10)

Q2. Identify and label the given letter formats and write down three points of differences 
       between the two.       
                                                                                                     (5)

       Note: Students are just supposed to identify the format of the given letters. If the  

       content is not readable, it is not the point to worry about.
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