UNIT III: Forms of Technical Communication

1. What are business letters? Write a sales letter on behalf of a real estate company to sell a
new apartment in your city. Invent necessary details.

2. What is a business proposal, and what are its main types? Discuss in short.



3. What is a quotation letter? Draft a sample quotation for supplying 100 PCs, including
essential accessories such as keyboards, CPU's, and monitors, for a business organization.
Include details like pricing, delivery timeline, and warranty terms.

4. What is the purpose to write credit letters as business correspondence?

5. Draft an Adjustment Letter for a malfunctioning mobile set. Invent necessary details.

6. Write a claim letter to the customer care service manager of TechHouse.in, clearly
stating your complaint explaining the hardware issues with supporting details, and
mentioning what actions you expect from the company (replacement, refund or repair). Use
block format to write the letter.

7. You are a recent graduate who has completed a B.Tech. in Information Technology. You
have also completed a 3-month internship at a mid-sized IT company, where you worked on
basic web development and debugging tasks. Write a professional job cover letter and
resume to apply for the position of Junior Software Engineer. You may invent suitable
details.

8. Mention the characteristics of a technical report.

9. Draft a sales letter on behalf of a shoe company on the occasion of the brand's annual
discount bonanza. Invent necessary details.

10. What is claim letter? Draft a claim for damaged computer systems supplied by a firm
based at Delhi in the capacity of purchase officer; Smith computers at Lucknow. Invent
necessary details.

11. What is a proposal? Write a technical proposal to the head of your organization for
building a gymnasium hall in the premises. Invent necessary details along with cost
estimate.

12. Draft a resume for the post of a software engineer. Invent necessary details to write a
compact and impressive professional resume with covering letter.

13. What is a sales letter? (Invent necessary details).



14. What is a report? Explain its kinds with its importance.



