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1. Writers usually announce the ________ of their instructions in the first sentence. 

                               Subject….confirm 

2. Which term is used for the sentences missing a subject a verb or both but even then 

it is punctuated as if it were a complete sentence? 

                                     Sentence fragments….confirm 

3. Which term is used for the sentences never link two independent clauses with just a 

comma this is known as a comma splice error? 

                             Comma splice….confirm 

4. Use narration to establish a series of __________ that tells the reader what 

happened. 

                                       Events……confirm 

5. In order to ensure ________ closely link the pronouns to their antecedents (pronoun 

reference). 

                                    Clarity…..confirm 

6. Which term is used for a modifier whose connection to the sentence is implied or 

intended but not actually made explicit? 

                      Dangling modifier………confirm 

7. Which term is used for should be placed as close as possible to the words or phrases 

that they modify? 

                               Adverb modifiers…..confirm 

8. Which term is used for should be placed either immediately before or immediately 

after the noun? 

                                    Modifiers of noun……confirm 



9. Which term is used for Use only one negative word to express a negative idea. In 

English, using two negative words to express one negative idea creates a positive 

rather than a negative interpretation. 

                                 Double negative…….confirm 

10. Which term is used for Comparing one item with another can be a very powerful 

way to describe an object or a process (see the discussion of comparison and 

contrast). 

                                  Faulty comparison…..confirm 

11. Which term is used for When you construct a comparison, you must make the two 

items being compared parallel in structure. 

                                    Non parallel comparisons……confirm 

12. Which term is used for Incomplete comparisons should be avoided to ensure clarity 

in your writing. To be complete, a comparison must include both the item being 

compared and the item it is being compared with. 

                          Incomplete comparison…..confirm 

13. What is the optional part of analysis reports? 

                          Recommendation….... confirm 

14. Hoping to gamer favor, my parents were sadly unimpressed with the gift. The given 

sentence is an example of _______. 

                                  Dangling modifier…..confirm from net 

15. The programmer quits it is an example of ________ type of sentence. 

                              Subject-verb sentences (SV)…….confirm 

16.  In addition is an example of ___________. 

                                  Transition word………confirm from net 

17. Which sentence is punctuated correctly? 

               The CEO was not optimistic “Profits are down 18% from last year”……confirm 

18. ___________ is a paragraph writing technique which attempts to show how events 

are influenced by or caused by others. 

                                      Cause and effect……confirm 



19.  The report design should be _____ enough to meet a variety of writer purpose and 

audience needs. 

                                                  Flexible……confirm 

20.  The writer attempts to solve a problem by evaluating options and suggesting 

solution in _______ 

                                              An analysis report….confirm 

21. For many tasks, visual aids are much _______ than prose for readers to use. 

                                    Easier…..confirm 

22. ____________ is condensation of entire reports, focusing on the main issues what 

was done. What was found out, and its significance? 

                                   Abstract….confirm 

23. Which sentence is correct? 

                                  If you’re self-employed, it’s a whole new world out there…..confirm 

from net 

24.  Rules for visual aids include all of the following except. 

                   Make your aid visually neat and attractive…..confirm from net 

25. While it is important for you to eliminate unnecessary details from your visual aids, 

it is also critical to include labels for the _______ content. 

                           Important……confirm 

26. Excessive use of modifiers sometimes creates ________. 

                         Ambiguity 

27. The ______ technique is used in paragraph development to provide a physical 

picture or functional view of the subject. 

                        Description…..confirm 

28. He likes cricket and playing football. The given sentence is an example of 

_________. 

                        Nonparallel comparison 

 

 



29. Analogy can be defined as 

                     Explanation of an object or process in terms of another……confirm 

30. From the following pairs of sentences, select the one which contains Dangling 

modifier. 

                         While john was talking on the phone, the doorbell rang 

31. Which sentence is punctuated correctly? 

                           The chairman asked “why are our profits down?”….confirm 

32. For many writers the worst part of the writing experience in the way _______. 

                              Beginning…..confirm from net 

33. ________verbs from concise prose. 

                     Active……confirm 

34. How can we correct a Comma Splice Error? 

                             ALL Options……confirm 

35. Which of the following errors does a sentence contain when it has long strings of 

modifiers or nouns? 

                       Stacked modifiers…….confirm 

36.  Choose the correct option. 

David won the fight even though he was smaller in size. 

37. The length of an analysis report depends on ________. 

                  The type and extent of the analysis 

38.   Appendix of an analysis report usually includes. 

                    All options …..confirm 

39. Which term is used for sentences that contain more information that a reader can 

easily follow? 

                           Overloaded sentences…..confirm 

 



40. Select the correct sentence from the following 

                     A small piece of pie will do no harm to your diet 

41. The president as well as several other _ executives _____ of our proposal. 

                 Top-level, approve        

42. The title page of a report should be _______ from top to bottom and from left to 

right. 

                                  balanced ….confirm 

43. The boss smiled. 

                             SV 

44. The first sentence in the ACTIVE VOICE. Choose the most correct way of saying 

the same thing in the passive voice. 

They were interviewing for the job. She _____ for the job 

 

                 Was being interviewed 

 

45. A body infection is compared with an invading army of attacking organisms is an 

example of _________. 

                           Analogy……confirm 

46.  Which sentence is punctuated correctly? 

                   The chairman asked “Why are our profits down?” 

47.  Functional specifications will form the basis for the higher precise ______ 

specifications. 

                        Design…….confirm 

48.  While it is important for you to eliminate unnecessary details from your visual aids, 

it is also critical to include labels for the ___ constant. 

                       Important……confirm  

49. __________ specifications are used as the basis for the test plans and user 

documentation. 

                                     Design….confirm 



50. Select the statement which shows perfect example of parallelism. 

Pakistan’s travel industry is suffering as a result of a sluggish economy, a stretch of 

hot weather and the chilling effects of persistent terrorist activity. 

 

51.   _________ is anything that links one sentence or paragraph to another. 

                        Transition….confirm from net 

52. In ________ pronoun case the pronoun functions as an object. 

                        Objective…..confirm 

53. In ________ pronoun case the pronoun functions as an subject. 

                             Subjective…confirm 

54. In ________ pronoun case the pronoun functions as an processor. 

                     Possessive…….confirm 

 

55. The table of contents provides an outline of analysis reports for readers who do not 

wish to read the entire report. 

                              True…..confirm 

56. Lack of information is the result of poor______. 

                          Research…confirm 

57. In paragraph writing _________ is a series of events that tells about different 

happenings. 

                                Narration…confirm 

58. It includes derivations of equations, tables of raw data, sample equations, and so 

forth. 

                                         Appendix…..confirm 

59. What do you understand by paragraph Coherence? 

                  All options…confirm from net 

 

 



60.      _______ do you consider to be better teacher? 

                              Who 

 

61. Functional specifications will form the basis for the highly precise _____ 

specifications. 

                            Design ……..confirm 

62. Which of the following writing techniques should be used to associate similar things 

or processes by grouping them into classes? 

                           Classification…….confirm 

63. Writing style is a result of ___ structure 

                        Sentence…..confirm 

64. While writing the business proposal the writer should keep in mind that the readers 

of proposal are_________. 

                             Employees 

65. _________is a writing technique, to develop a topic, by examining to similarities or 

dissimilarities to another thing process or state 

                         Comparison and contrast……confirm 

66. Report design should be ________ enough to meet a variety of writer purposes and 

audience needs. 

                             Flexible…..confirm 

67.  The ____technique is used in paragraph development to establish a series of events 

that tells the reader what happened. 

                            Narration…..confirm 

68. If___ analysis is performed poorly or not at all, it can cause writer’s block 

                   Audience……confirm 

69. ___ refer to non-alphabetical symbols. 

                        Punctuation problems 

 



70. In a sentence ____ verbs de-emhasize or even eliminate mention of the performer of 

the action conveyed by the verb. 

                            Passive….confirm 

71.  Audio visual aids help ____ students in the class. 

                       Slow learning…confirm from net 

72.  _______ is the leader? 

                     Who 

73. ____ verbs from concise prose 

                  Active…..confirm 

74. A poorly defined ______ of your communication will inevitably make writing more 

difficult. 

                         Purpose……confirm 

75. _______prose often serves as the raw material for more elaborate forms of 

analytical prose 

                 Descriptive…..confirm 

76. Use _____ technique in paragraphs writing when you want to itemize or list a set of 

topics or a series of some kind. 

                             Enumeration……confirm 

77. She likes cooking, jogging and to read. The given sentence is an example of_____. 

                          Lack of parallelism 

78. Which of the following sections of an analysis report serves to orient its readers to 

the main issue(s) of the report? 

                       Introduction…..confirm 

79. Humma likes strawberry ice cream. 

                       Complete sentence     

80. During the time that 

                         Wordy 



81. The writer attempts to solve a problem by evaluating options and suggesting 

solutions in _______. 

                 An analysis report 

82. Choose the correct sentence. 

               Sometimes students fail to score well in examinations because they are nervous 

83. How many students in your class _ from Lahore 

                 Are coming 

84.  Agreement between subject and verb and between pronoun and its antecedent is 

important for paragraph ________. 

                      Conherence 

85. Which of the following techniques should be used to track the development of one 

situation or event out of another? 

                     Cause and effect 

86. _______ is anything that links one sentence or paragraph to another. 

                      Transition 

87. ________ use of long strings of modifiers or nouns 

                         Avoid 

88. ________ would usually include derivations of equations, table of raw data, sample 

equations. 

                      Appendix 

89. Lack of information often leads a writer towards the production of a/an _ text 

                  Irrelevant 

90. I feel like a fish out of water 

                 Cause and effect 

91. The best way to write business plan is to use a standard template provided by one of 

the banks or specialist business planning software. 

                         False 



92.  Went to the market to buy a pair of sandals is an example of _______. 

                  Sentence fragment 

93. ___________ is the problem of not being able to think of something to write about or 

not  being able to finish writing  story, poem etc 

                       Writer’s block 

94.   Which one of the following options produces a fused sentence? 

               Two independent clauses linked with just a comma 

95. A body infection is compared with an invading army of attacking organisms is an 

example of _______ 

                      Analogy 

96. Which of the following is not a recognized type of plan? 

                     Ad-hoc                    

97. Which of the following is discovered during the Editing phase? 

                     Organizational problems 

98.  List of symbols is an _____ addition to the front matter of an analysis report. 

                            Optional 

99.  Narration follows ____ pattern of development. 

                      Chronological…..confirm 

100. A comparison between two things, typically on the basis of their structure 

and for the purpose of explanation or clarification is known as _________. 

                                       Analogy….confirm from net 

101. While writing your business proposal, you should have sufficient information 

about the particular ______ you are going to adopt. 

                          Format….confirm 

102. Test specifications contain one of the following; 

                                Glossary…..confirm 

 



103. In how many cases a pronoun can appear? 

                                    3…….confirm 

104. Choose the correct option 

     The government has cut university budgets; consequently. The dean has increased the 

size of most classes. 

105. How can we correct a Comma Splice Error? 

                       All options….confirm 

106. By arranging the events chronologically or spatially a writer will be able to 

achieve _____ in his manuscript. 

                              Organizational logic……confirm 

107. Excessive use of modifiers sometimes creates _____. 

                                 Ambiguity…..confirm 

108. The ___technique is used in paragraph development to provide instances 

that clarify your topic statement. 

                                   Exemplification…….confirm 

109. The result of market research is called _______. 

                                  Requirement specifications……confirm 

110. _________ are you asking to run the errand? 

                                      Who 

111.  The gunning’s fog index is a test designed to measure the readability of a 

sample of English writing. 

                                    False  

112. ___________ will inevitably make writing more difficult, and may block it 

together. 

                             A poorly defined purpose…….confirm 

113. Which one of the following options produces a fused sentence 

                     Two independent clauses run together without punctuation 



114.  The fire has destroyed the house 

       The house ________ by the fire. 

 

           Has been destroyed…….confirm 

 

115. Use prescriptive prose to provide a ____  view of the subject. 

                         Functional……confirm 

116. _________ help establish clear connections between ideas and ensure that 

sentences and paragraph flow together smoothly. 

                               Transition words and phrases 

117. __________ is a description of what the desired product should be capable of 

doing. It leads to the next type of specification 

                          Function list……confirm 

118. ________ is what we call the experience of getting stuck while writing. 

                                   Writer’s block………confirm 

119.            Visual aids can be a great way of enhancing a presentation _____ when 

they are used sensibly and with a clear purpose. 

                        Visually…..confirm 

120. Choose the correct sentence 

                 The reason of his being such a success is that he never gives up…confirm from 

net 

121.     Use ___ to explain one object or process in terms of another. 

                     Analogy…..confirm 

122. Lack of a well defined purpose leads to the experience of getting stuck while 

writing known as the ___ block 

                          Writer’s……..confirm 

123. Modifiers of noun 

                    Should be placed before the noun 



124. __________ is condensation of entire reports, focusing on the main issues 

what was done, what was found out, and its significance? 

  

                       Abstract….confirm 

________ is a quick checking for errors. 

All of the above 

It includes derivations of equations, tables of raw data, sample equations, and so forth. 

Appendix 

The result of market research is _______ specifications.. 

Requirement 

 

Fill in the blank with a suitable interrogative pronoun. …………… are you laughing at? 

Who. 

Communication with a poorly defined purpose will make writing more difficult and may block it 

altogether. 

True 

While writing the business proposal the writer should keep in mind that the readers of proposal are 

_______. 

Writers 

Can visual aids carry entire message? 

In some situations, visual aids can carry the entire message. Page 144 

What is the chief advantage of the pictograph? 

It is used to symbolize concretely the quantities you are talking a... Page 148 

 Which one of the following are answered in the introduction part of a report? 

Report elements 

Choose the correct option. Feasibility reports are used to: 

To analyze problems and predict practical alternatives. 

In how many categories, Specifications can be divided? 

3 

It includes derivations of equations, tables of raw data, sample equations, and so forth. 

Appendix 
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Which report share one essential characteristic and is written to help decision makers choose between two or more 

courses of action? 

Feasibility report 

 

Which of the following aspects represent the function of report? 

All of the above page 112 

Identify the section from the following that should be included in a progress report: 

Project description and Conclusion 

Which of the following element paraphrased from the body? 

Summary 

Choose the correct option from the following: 

In report writing the summaries are often called executive summaries because they are usually addressed to………. 

All of above 

 

___________ is a plane sheet with only the title of the report on it. 

Title fly is a plain sheet of paper with only the title of the report on it. (Page 84) 

In the introduction of a proposal, the announcements are ____________. 

of varied length           page 136 

What is third basic division of a formal report other than prefatory and supplementary parts? 

Text part          page111 

 Once the proposal is submitted to the readers, they may follow a/the __________ to evaluate it. 

variety of methods      page 132 

 A formal report is usually more than 10 pages in length 

True  

 

 _______ may include tables, pictorials, graphs, charts or some additional information related to the text of a 

report. 

Appendix         

What are the best persuasive messages closely connected to 

The indirect approach page70 

The progress report states the progress made towards the goal during the reporting period, discusses 

significant costs and scheduling issues 

True page 127 

The conventional superstructure for writing progress reports consists of introduction, facts, discussion, conclusions 

and_______. 

 Recommendations 

In the introduction part of a Business Proposal, the description of the -------------------- is crucial. 
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Problem 

 

A/An ----- is an alphabetic listing of special terms and words with their meaning and definitions. 

Glossary 

 

An appendix is in the main body of a report. 

fALSE 

 

What is meant by chronology? 

Investigating the chain of event 

 

Which of the following steps are involved in planning a sales letter? 

All of the above 

 

In report writing, the writer needs to assure the readers that the facts form a ----- basis for the decision-making. 

Strong 

 

For the report covering several projects, discussion section should be organized around time periods.  

True 

 

Which of the following questions is not addressed by criteria? 

No idea 

 

Making a strong statement at the beginning of a report may be misconstrued as arrogance. 

True 

A ____________ is missing a subject, a verb, or both, but is punctuated as if it is a complete sentence. 

Sentence fragment 

__________prose often serves as the raw material for more elaborate forms of analytical prose. 

Descriptive 

Which of the following writing techniques has been used in the following sentence? 

"It was snowing outside so school was canceled". 

Cause and Effect 

Turning verbs into nouns is called 



Nominalization 

A well-organized paragraph supports or develops a single controlling idea, which is expressed in a sentence called 

…………………. 

the topic sentence 

Communication with a poorly defined purpose will make writing more difficult and may block it altogether. 

True 

A ____________ is missing a subject, a verb, or both, but is punctuated as if it is a complete sentence. 

sentence fragment 

When we link two independent clauses with just a comma; this is known as a _________ error. 

comma splice 
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