
PART – B 

 

Letter Writing 

 

1. Write a letter of applicationto The HR manager,Dell Info Systems,Bangalore for the post 

of Software Quality Tester. 

2. To Ford,Bangalore for the post of Chief Mechanic. 

3. To L&T for the post of ChiefSupervisor 

4. To Pentium for the post of Software Engineer 

5. To ABC  Computer Centre for the post of System Administator 

6. To ABC Consultancy for the post of Civil Engineer 

7. To Honda for the post of Chief Automobile engineer. 

8. Post your CV to HR Dept, Exclusive software, Chennai for the post of Marketing agent 

9. To the Editor of “Hindu” ,Chennai complaining of noise pollution in your locality 

10. To the Editor of “Hindu” ,Chennai complaining ragging in yoour locality 

11. To the Editor of “Hindu” ,Chennai complaining conveyance problem in yoour locality 

12. To the Editor of “Hindu” ,Chennai complaining inadequate power  

13. To the Editor of “Hindu” ,Chennai complaining  frequent power failure  

14. To the Editor of “Hindu” ,Chennai complaining theft  

15. To the Editor of “Hindu” ,Chennai complaining on using mobilephoneswhiledriving 

16. To the Manager of a bank about the problems you face in using your ATM card 

17. To the HR manager of an automobile company in Chennai to visit the manufacturing unit  

18. Application for the post of junior Engineer to the Civisional Engineer,Mambalam 

Divisions,Chennai Telephones. 

19. Applications for the post of Chief Engineer of Public works Dept. 

20. TO Chief Engineer of  Public works Dept. To make you a member of the technical 

committee on Road Developments. 

 

Report Writing 

 

1. Write a report on aircraft accident happened in Washington to the manager of National 

Insurance Agency 

2. On a fire accident in a cotten mill 

3. On starting a new showroom for two wheelers 

4. On starting a new showroom for four wheelers 

5. On starting a new course in a college 

6. On starting a new project in a college 

7. Survey report on consumers perceptions towards junk food 

8. To open a food court in the specified locality. 

9. On sales of a specific garments 

10. On sales of a specific mobile phone 

11. On sales of a specific wo wheeler 

12. On sales of a specific ballpoint pen among the youngsters 

13. On improving a result 

14. On school drop outs 

15. On starting a course in a village for school drop outs 



16. On leakage of electric current in your hostel 

17. On reading habits of engineering students 

18. On strategies to coach the first graduates 

19. On enhancing the reading habits among students 

20. On starting a course for placement in your college 

 

Checklist 

 

1. Write a checklist for travel to Ooty 

2. For organising a Conference 

3. For organising a Workshop 

4. For organising a Paper presentation 

5. For organising a Seminar 

6. For organising a TechnicalSymposium 

7. For organising a Sports Day 

8. For organising a College Day 

9. For organising a Science Exhibition 

10. For organising an Awareness programme 

11. For organising a 20 -20 cricket in your college 

12. To attend an interview 

13. To start a new business 

14. To select a college 

15. A trip to USA 

16. To a friend who has come from USA 

17. To a friend who likes to join an Engineeering college 

18. To a friend who stay at hostel 

19. To maintain a laptop 

20. To maintain a temprorary structure 

 

 

 

 


