Assignment 3 (Spring 2011)

Business Communication-ENG301

Total Marks: 15
Objectives:
The assessment of students’ ability to understand business language and the development of their analytical skills
Instructions
· Late assignments will not be accepted.
· If the file is corrupt or problematic, it will be marked zero.
· 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.
· No assignment will be accepted via e-mail. 
· The solution file should be in Word doc form; the font color should be preferably black and font size can be 12 Times New Roman.
Q1.Business will lose its charm if there will be no Claims and their Compensations.  
      State your point of view           (10)                                  
Q2. Select the appropriate option from given choices.    (5)
1.    When a product or service does not meet customers’ expectations, the customers are disappointed and usually complain. Their complaints should not be called complaint letters to avoid the negative impression of this word, rather should be known as_____________.

a. Credit Letters

b. Claim Letters

c. Request Letters

d. Collection Letters

2.  No matter how much one’s firm’s adjustment policy may be generous, the ultimate success of ones good-news adjustment letters depends not only on what you say but also on how you say it. Always choose ____________ language in referring to a complaint. 

a. Neutral or positive

b. Formal and complex

c. Informal and plain

d. Straight forward and blunt.

3. A Promise of future payment in cash or kind given in exchange for goods or service is called _____________. It is the instrument which enables manufactures, producers, retailers and consumers to obtain goods at a time when they can be used or sold even if ready cash is not available.

a. Loan

b. Debt

c. Credit

d. Ready money

4.  In the art of letter writing, the letter written to credit costumer, keeping in mind the facts of getting payment and at the same time keeping customer and maintaining goodwill with him, will be categorized as ______________ Letter.

a. Collection

b. Credit

c. Adjustment

d. Claim

5. In response to an inquiry usually we write a ______________ kind of Sales Letter. Writing of these letters by an organization involves one central goal: to get responses quickly to someone’s request for information.

a. Solicited

b. Persuasive

c. Unsolicited

d. Requesting
