Business and Technical English (ENG201)

Spring 2012
Assignment No. 2                  
Total Marks: 15
Due Date: 2/5/2012
Objective:
To assess students’ understanding of the course and to prepare them for the 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)
You have seen an advertisement of a new housing society. You are interested to buy a house for your family. Write a letter of inquiry to the Project Manager to show your interest and ask about the facilities they offer regarding purchasing and residing. 

Key:

LETTER
Following is the recommended format for any type of business letter:
November 21, 2010 

Sender's address 
100 New Lahore City

Street No.6
Recipient's name and address 
Project Manager
XYZ Housing Society
City Lahore
Salutation 
Dear Sir or on the situation

Body of the Letter
(Content) 
Closing 
Yours truly / sincerely 
Signature 
Type full name and signature above
Question No.2                                                                                                            (5)

Split each of the following sentences into two.                                       

1. Bring me the book that is on the table.

2. Nepolean, whom the French honor, died at St.Helena

3. People who live in glass houses must not throw stones.

4. The boys gave a loud shout which was heard across the river.
5. Where is the parcel that I left here yesterday?
Key:

1. Bring me the book. It is on the table.

2. Nepolean died at St.Helena. The French honor him.

3. Some People live in glass houses. They must not throw stones.

4. The boys gave a loud shout. The shout was heard across the river.

5. I left a parcel here yesterday? Where is it?

