Business Communication (ENG301)

Assignment 3 (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. You purchase a stylish calculator watch, Model C469, which has a musical alarm that you really like. The watch comes with a warranty that guarantees material and workmanship for one year. After six months of use, the musical alarm quits working. You have your original sales receipt and the warranty. Write a claim letter to the company manager, to mail it with the watch, requesting that it should either be repaired or replaced. The manufacturer of the watch is Pakistan Watch works Limited, 111 Hill Street, Liaquat Town, Lahore.   (Note: Students are required to follow full block format of letter writing.)                                                                                                                                                                      10
Mohammad Ali

24 Azhar Block 

Iqbal Town
Lahore

The Manager

Pakistan Watch works Limited
111 Hill Street

Liaquat Town

Lahore
Date: 6th August 2014

Subject: Claim for the replacement or repairing of Calculator watch
Dear Sir
On February 05, 2014, I bought a calculator watch, Model C469, at Super Store in Lahore. I purchased it because of a musical alarm that I really liked. After only six months of use, the musical alarm has quit working which is really disappointing for me.
To resolve this problem, I would appreciate if the watch could be repaired or replaced. Enclosed is my watch, a copy of the original sales receipt showing the date of purchase, and your warranty card, which assures material and workmanship for one year meaning that the watch is still under warranty.    
I look forward to a speedy resolution of this problem. You can contact me at the address above or email me at mohammadali@ home.com.

Yours truly
Mohammad Ali
Q2. Read the situation given below which represents Win-Win Negotiation Strategy. Convert this negotiation into lose – lose strategy.
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Spouse A: I didn't cook anything tonight. I thought we would go out.
Spouse B: I'm exhausted. We had a terrible day today, and I have to be in the office early tomorrow to continue this program review we are doing. 
Spouse A: It's the same old story. Always exhausted.  Always busy.
Spouse B: You're right. We need more fun. But tomorrow really is important. Just give me a break this one time, and we will go out Saturday, and do that more often; any Saturday you want.
Spouse A: That sounds like a deal.
Solution:

Spouse A: I didn't cook anything tonight. I thought we would go out.
Spouse B: I'm exhausted. We had a terrible day today, and I have to be in the office early tomorrow to continue this program review we are doing. 
Spouse A: It's the same old story. Always exhausted.  Always busy.
Spouse B: Work is more important than outing and fun. Why don’t you understand my problems? Why is your focus always on dining out and fun stuff? We will go out some other day.
Spouse A: No need to make any plans in future. Focus on your work (huh).
(This is a tentative solution. Students may come out with various dialogues which represent lose-lose strategy)

