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Guidelines to students:
1. The word count should be limited to 750 words for essay question.
2. Use Font Times New Roman 12, and type in double line spacing.
3. Both questions should be submitted as one assignment and bound in one booklet with separators/ sheets for each of the questions.
4. Cut and paste work, plagiarism and undeclared sources will result in an automatic failure. Students are required to use Harvard referencing style
5. All assignments or projects will have a compulsory presentation requirement which carries 10%. Communication skills, visual aids and personal grooming are the criteria for obtaining the 10%. 





Answer both questions:						   (2Q * 20% = 40%)
								            (Presentation = 10%) 

Q1 
As a secretary or administrator in a multinational company and your superior has requested you to prepare the following documents:-
a) Memorandum to all staff informing the confirmation of annual trip to Penang. The content should include all the necessary details regarding the trip. Also include a reply form.
b) Notice regarding the trip to be placed on the company notice board
c) Prepare a notice and agenda ( Include relevant issues to be discussed for year 2012)
d) Chairman’s agenda
e) Minutes of the meeting
 Make all the relevant details as you see necessary. 
Q2
 As the Head of Creative Committee for the Student Council at your college. Your college is organising  a Prom Night next month . As the head of the committee you are in- charge  of designing promotional items to attract students not only within your college but also other colleges and schools in the state . Design two different leaflets  ( A-4 size or fold A4 in 3 or 6 sided leaflet to distribute to students) to highlight this spectacular event .   
 
 (Students are requested to make up the details for the documents. Creativity is highly appreciated)       
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