Business and Technical English Writing ENG201
Spring 2021
Assignment No. 2
Total Marks: 20

Instructions:

· Upload your assignments in a proper format, i.e. MS word file. Corrupt files will be awarded zero marks. 
· The assignments should be zoomed in at 100%.
· Please avoid plagiarism; plagiarized work will be marked zero.
· After the due date, the assignments submitted via email would not be entertained.
· Please avoid submitting copied assignments; otherwise, such a case would be referred to the discipline committee.
· The font colour should be preferably black and font size 12 Times New Roman.

Q1: A report is a formal document that elaborates on a topic using facts, charts, and graphs to support its arguments and findings. Reports are often used to display the result of an experiment, investigation, or an inquiry. In table below there is a description given of various types of report which are used in business enterprise. Recall your knowledge about report writing and write the appropriate type of report in front of the given statements.  							      																	(2 x 5 = 10)
	Sr. No 
	Description 
	Types of report

	1. 
	This report updates information about a project.

	Progress Report

	2. 
	This report assesses potential solutions to the business problem or opportunity. 


	Feasibility Report

	3. 
	Reports the results of a study and uses data derived from actual observation or experimentation
	Research Report

	4. 
	This report contains information on outcomes, results, and efficiencies, and other things that are directly related to the companies/groups success.

	General Report

	5. 
	These reports offer both information and analysis, and they can also purpose recommendations.

	Analytical Report



Q2. Suppose you are the in-charge of COVID-19 vaccination center of your area. Send a progress report, using given super-structure, for the month of June-2021, to the CEO Health of your district.   																																		(2 x 5=10)
Superstructure for Progress Report
1. Introduction
2. Facts and Discussion
3. Emphasizing Important Findings and Problems
4. Conclusions
5. Recommendations 



Ans:


To: 
CEO, District Health, Karachi Central,
From:
In-charge Covid-19 Vaccination Centre, Karachi Central.

Subject: Progress Report on COVID-19 Vaccination Center for the month of June 2021

As per given SOP, you can check the updated progress report for our Vaccination Center for the month of June 2021.
The report covers overall status of the vaccination center including the no. of patient registered, partially vaccinated, fully vaccinated, types of vaccines administered and the overall response of general public on the services provided by us. The report will follow with some recommendations for you to improve the vaccination drive.
With recent steps taken by provincial government to encourage public for mass vaccination is working quite effectively and number of registrations are increasing rapidly on daily basis.
During the month of June 2021, 29458 persons visited our vaccination center. Details of it is tabulated below for easy understanding;
	Dose Wise 
	No. of persons Registered

	First Dose
	19,412

	Second Dose 
	8,326

	Both Doses During the month
	1,720

	Total Persons
	29,458



There are various types of vaccines provided by your good office during the month of June 2021. The details of vaccine types are tabulated below;
	Vaccination Type 
	No. of Doses Given

	Sinopharm
	15,820

	Sino Vac 
	10,500

	Cansino
	4,948

	Total Vaccines
	31,268




We are expecting the increase in the demand of vaccinations on daily basis. In this regard, we are enhancing our facility and training more staff to do the required job. We will establish a separate counter for older people so that they can get their jab hassle free and within minimal time. We also hope that your office will provide lot of vaccines on daily basis without any delay or stoppage.
It is pertinent that we should gear up and deliver our best services to the public by administering maximum number of jabs as per the rapidly increasing demand by community.
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