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INSTRUCTIONS 
· Answer question one and any other two  
· Do not write anything on the question paper 

SECTION A: Answer all the questions (25 marks) 

Question one 
a) Briefly explain the following formal reports 					(10 marks) 
i. Project proposal 
ii. Status report 
iii. Progress report 
iv. Feasibility report 
v. Research proposal 
b) Describe seven characteristics considered when analyzing audiences in report writing. 											(7 marks) 
c) Outline any eight common mistakes in technical writing that need to be avoided to ensure a good technical report. 							(8 marks) 




SECTION B: ANSWER ANY THREE QUESTIONS (45 MARKS) 
QUESTION TWO 
a) Explain five qualities of a good report. 					(10 marks) 
b) Explain five factors that a technical writer would consider when choosing an illustration for use in his/her write-up. 					(5 marks) 

Question three 
a) Explain nine functions of literature review in technical report writing. 	(9 marks) 
b) Explain six ways of avoiding plagiarism. 				(6 marks) 

Question four 
a) Discuss various types of audiences that you should consider writing and reporting.
(10 marks) 
b) Explain five legal issues taken into account when writing a technical report. (5 marks) 

Question five 
a) Assuming the you have been contracted to undertake research to establish the causes of collapsed coffee cooperatives in the country.  What key subsections would you describe in the methods sections? 							(10 marks) 
b) Describe general reference tools that researchers consult when locating literature. 												(5 marks) 
…………………………………………………………………………………………………
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