Assignment 3 (Fall 2010)
Business Communication-ENG301

Total Marks: 15
Objective

 To assess the students’ ability to write business messages.
Instructions:
1. No assignment will be accepted via e-mail after the due date.
2. Plagiarism will NOT be tolerated. Plagiarism occurs when a student uses work done by someone else without acknowledging the actual author. It also means copying and pasting the material from handouts and internet source without rephrasing it in his/her own words.

Q1.  As a reservation manager of a hotel, write a letter to your customer reminding   

        him that deposit is due on a reservation made for an executive suite.      (10)
Q2.  Complete the following statements with the correct answers related to Business 

        Communication.                                   (5)
      1.   ----------- is the reply to a claim letter.

      2.   Letters written to persuade the people for purchasing your product are called -----.

      3.   -------- is a special committee which is assigned the duty to resolve a specific 
            problem.

      4.  A sales letter begins with --------------.

     5.   ------------ of an organization is followed in order to write a ------------.
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