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FINALTERM EXAMINATION
ENG201- Business and Technical English Writing

Ref No: LHOBR34

Time: 120 min Marks: 75
Question No: 1 ( Marks: 1) - Please choose one g
Which of the following is unsurpassed in its ability to depict t position
of a whole? v

» Pie Charts - correct é
» Flow Charts
» Organizational Charts
» Schedule Charts Q

Question No: 2 (Marks: 1) -P hoose one

Which of the following accurat

» Graphs Q
> Dia@nect
» Charts ie

y the actual appearance of things?

» Tables

Qu

:3 (Marks: 1) -Please choose one
the following are functional units that revolve around a single

thought?
» Paragraphs- correct
» Passages
» Fragments
» Documents
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Question No: 4 ( Marks: 1) - Please choose one

Which of the following aims at gathering specific information?

» Letter of claim
» Letter of request

P I etter of inquiry - correct
» Letter of information

Question No: 5 (Marks: 1) - Please choose one ?
Which is the most polite expression? v

» Can I help you?
» Could I help you?
» May I help you? - correct

» Should I help you? ?*
Question No: 6 (Marks: 1) - Please se one
Which signature is the most formal?
» Love, Q
» Yours faithfully, - co
» Best wishes,
» Best regards, Q

Question No: 7 ( - Please choose one

How many punc tyles are usually used in business communication?
» One Q
2
» Th

‘ r- correct
u

Question No: 8 ( Marks: 1) - Please choose one

What is meant by the term 'Connotative'?

» [t refers to the literal meaning of words.
P It refers to the associations that are connected to a certain word. -
correct
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» It refers to general meaning of words.
P It refers to cognitive meaning of words.

Question No: 9 ( Marks: 1) - Please choose one

Which of the following composition process is used in general and specific
purpose while developing profile?

» Composing business message &
» Defining objectives v

» Bad news message

Question No: 10 (Marks: 1) - Please choose one

» Planning business message- correct Q

Feeling nervous leads speakers to: *
» Improperly evaluate themselves Q
» Forget their speech- correct Q

» Eliminate their anxiety
» Exaggerate their anxiety. Q

Question No: 11 ( Marks: ase choose one
"I am currently studying mary medicine, and I am working part-time at

an animal clinic." This in the introduction of the speech could best
be described as: «

0:12 (Marks: 1) - Please choose one

What type of questions is used in both factual information and underlying
feelings?

» Multiple questions
P Objective questions
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» Subjective questions
» Open-ended questions - correct

Question No: 13 (Marks: 1) - Please choose one

AIDS stands for:

» Attention Immunodeficiency Syndrome Q
» Acquired Implement System
» Acquired Immunodeficiency Syndrome- correct

P Attention Implement System Q

Question No: 14 (Marks: 1) - Please choose one e
Choose the correct sentence. *

» A friendly-little dog is all I need for co

» A friendly little dog is all [ nee company. - correct
» A friendly, little dog is all In ompany.
» A friendly; little dog is all or company.

Question No: 15 ( Marks: ase choose one
Choose the correct senten%
» The actresse %s looked beautiful on them.
» The actres &t mes looked beautiful on them.
' costumes looked beautiful on them. - correct
ostumes looked beautiful on them.

Questi 06 (Marks: 1) - Please choose one

C:‘o sentence with the correct comma placement.
» We will grant you immunity, if you decide to cooperate with us. -
correct

» We will grant you immunity, if you decide, to cooperate with us.

» We will grant you immunity if you decide, to cooperate with us.
» We will grant you immunity if you decide to cooperate with us.
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Question No: 17 (Marks: 1) - Please choose one

Which of the following punctuation refers to explain some points within the
sentence?

» Dash- correct
» Colon
» Semicolon

» Ellipsis

Question No: 18 (Marks: 1) - Please choose one

Choose the sentence with the correct punctuation.

» I need a few items at the store clothespins, a bottle opener, and

napkins.
» 1 need a few items at the store; clotheSpins; a bottle opener, and

napkins.

» I need a few items at the store: clothespins, a bottle opener, and
napkins.

» [ need a few items at the stoxe, €lothespins, a bottle opener, and
napkins.

Question No: 19 ( Marks¢{ 1) _ - Please choose one

Choose the sentence with the €orrect punctuation.

» Clothes arefoften,made from synthetic material; for instance, rayon.

» Clothes,are often made from synthetic material, for instance, rayon.

» Clothesare often made from synthetic material, for instance: rayon.
» Clothes are often made from synthetic material, for instance; rayon.

Question No: 20 (Marks: 1) - Please choose one

Identify the correct subjects and verbs. The subjects are in bold and the verbs
are underlined.

» The insurance agent gave her sound advice.

» The insurance agent gave her sound advice. - correct
» The insurance agent gave her sound advice.
» The insurance agent gave her sound advice.

najmulhassan88@gmail.com
Nypster@yahoo.com
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Question No: 21 (Marks: 1) - Please choose one

Choose the correct sentence.

» Please contact me, if you have any questions.

» [f you have any questions, please contact me. - correct
» Please contact me if you have any questions.
» If you have any questions; please contact me.

Question No: 22 (Marks: 1) - Please choose one ?
Choose the correct sentence. v
» Wherever we go people recognize us. e

» Wherever we go, "people" recognize us.

Question No: 23 ( Marks: 1) 0se one
Software functional specs usually :

» Assumptions, resources
» Cost target, Maint
»A&b- corre$F

» Orientation unctional specs

Question No: rks: 1) - Please choose one

Choose the entence.

> 1ght to be concerned" said one veterinarian. "I would like to
takela t your dog."
* our right to be concerned, said one veterinarian, "I would like to
take'@’look at your dog."
» "You're right to be concerned" said one veterinarian. "I would like to
take a look at your dog."
» "You're right to be concerned," said one veterinarian. "I would like
to take a look at your dog." - correct
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Question No: 25 (Marks: 1) - Please choose one

The act of considering or examining something in order to judge its value
shows:

» Credibility
» Evaluation - correct

» Conciseness
» All of them

Question No: 26 (Marks: 1) - Please choose one

Which of the following mechanics are used to shorten phr in order to
save space or to avoid awkward repetition of phrases? | e

» Acronyms- correct
» None of the above

» Abbreviations *
» Capitalizations Q

Question No: 27 (Marks: 1) - choose one
Which of the following mechani d to denote a number of things on a
list one by one?

» Symbols Q

» Equations

» Acronyms

clude only relevant and factual information.
Avoid value judgments.
» Balance criticisms with favorable points.
» All of the above- correct

Question No: 29 (Marks: 1) - Please choose one

The Introduction of a report answers:
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» Proposal
» Facts of report
» Conclusions and Recommendations

» Reader questions- correct

Question No: 30 (Marks: 1) - Please choose one y
Which one of the following is an example of a progress re

» Bid to write training manuals for a health care co n.

» Presentation of the policies and procedures riq y a health care

corporation.

» .Report on research done to ascertain
training for
ption.

health care professionals is a vi

» Summary of the end-of-year-o
develop multimedia-based trainin
correct

nline multimedia

s of a two-vyear project to
es for healthcare professionals. -

Question No: 31 ( Mark

What are Analytical a s?

These assignments to analyze any problems such as why a
company is havin s in hiring secretaries, low wage, location of
office etc.

(Marks: 2)

advantage of close-ended questions?
ded questions require yes or no answers. Questioner does not
11 response but just a short response.

Question No: 33  ( Marks: 2)

Elaborate a few sources of Writer’s Block.
Few sources are lack of information, lack of confidence, not having a well
defined objective.
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Question No: 34 ( Marks: 3)

Explain the term Budget Statement.
Budget statement is a table that lists how much money will be spent and
collected.

Question No: 35 ( Marks: 3)

How can visual aids be helpful in oral presentation?

Visual aids help in delivering the speeches and to accommod
audience’s questions and help audiences in understanding the pu
presentation.

Question No: 36 ( Marks: 3)

Describe how an organization produces formal rep
Formal reports usually include: Research
aids, writing the material and formatting

collecting ideas, visual

Question No: 37 (Marks: 5)
How Fog Index should be used? EXQ examples.

Question No: 38 ( Mark

What are the Functio tents of a Progress Report?

To report your pro y specific work or project.
To report your pr: n all activities whole year and by the end of year.

Question (Marks: 10)

of a Commission appointed by the Government write a Short
e causes of corruption prevailing in an over-staffed government
ake feasible suggestions how to eradicate this evil.

Question No: 40 ( Marks: 10)

How can we overcome common writing problems in business
communication?
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FINALTERM EXAMINATION

Spring 2009
ENG201- Business and Technical English Writing (Session - 2)

Time: 120 min

P \'s
K

Question No: 1 ( Marks: 1) - Please choose one @one of these

words is not a synonym for "business"?

A
— QQ?

» project Q
» venture &
Question No: 2 ( MargQPlease choose one In which of the

following bars are re drawings that represent the thing
described?

» Bar S

> Li aphs

» Photographs

Question No: 3 ( Marks: 1) - Please choose one Which of the following
presents the main idea before the supporting data?
P Strategic plan
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» Indirect plan
» Business plan

Question No: 4 ( Marks: 1) - Please choose one Which question is used
to ask about residential status?

» Where are you from? &
» Where do you belong to? v

» Please sign here.

advice?

> What would you like to know? *

» I'm afraid I don't know where

» May I help you in any way?,
Question No: 6 ( Marks: 1 & choose one Why style guides are
widely used in organizatio

» To achieve a ocument

Question No: 5 ( Marks: 1) - Please choose one \@tion asks for

‘ 0 (Marks: 1) - Please choose one Claim letter is also

» Transmittal letter
» Credit refusing letter
» Adjustment letter
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Question No: 8 ( Marks: 1) - Please choose one  Which of the following
can be defined as follows

“It 1s not merely politeness with mechanical insertion of ‘please’ and ‘thank
you’,

rather it is politeness that grows out of respect and concern for others.’

» Clarity

» Consideration \v

» Credibility
Question No: 9 ( Marks: 1) - Please choose one @we use proper
tone from the beginning in a reasonable and unde*da e way?

» Bad news message Q I

» Good news message

» Business message

Question No: 10 ( M@@ - Please choose one Which of the
(?

following compositi s is used in general and specific purpose
while developing

o

osing business message
fining objectives
ad news message

Question No: 11 (Marks: 1) - Please choose one Something that stands
for or represents something else, especially an object representing
an abstraction is called:
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» Pagination

» Equation
» Acronyms

Question No: 12 (Marks: 1) - Please choose one Choose the co
sentence.

\'ed
Na

ose one Which word in the
strophe?

» Your award is richly-deserved.

» Your award is richly, deserved.
» Your award is richly; deserved.

Question No: 13 (Marks: 1) -Ple
following sentence should contain

Phillipa cannot go to her

frien
» can’not 6
P parents’
> <

y because her parents have no cars.

P car’s

Question No: (Marks: 1) - Please choose one Choose the correct
sentence.

+

» The tomatoes whom grow in her garden are unlike those you buy in a
store.

» The tomatoes who grow in her garden are unlike those you buy in a
store.
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—

» The tomatoes which grow in her garden are unlike those you buy in a
store.

Question No: 15 (Marks: 1) - Please choose one &
Identify the correct subjects and verbs. The subjects are in bo@fe verbs
are

underlined.

1,

» In the newspaper, an interesting articl
» In the newspaper, an interesting
» In the newspaper, an interesti e appeared.

Question No: 16 (Marks: 1) choose one Choose the sentence
with the correct punctuation.

&

an Francisco, California, Reno, Nevada, and Seattle,

» [ have
Washington.
to San Francisco California; Reno Nevada; and Seattle

have been to San Francisco California, Reno Nevada, and Seattle
Washington.

Question No: 17 (Marks: 1) - Please choose one Choose the sentence
with the correct punctuation.
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» Clothes are often made from synthetic material; for instance, rayon.

» Clothes are often made from synthetic material, for instance: rayon.
» Clothes are often made from synthetic material, for instance; rayon.

Question No: 18 (Marks: 1) - Please choose one Choose the ¢

sentence. \v

» The elections will be held on the first Tuesday%vember, 2008.
» The elections will be held, on the first Tuesday of November 2008.
» The elections will be held on the first % f November, 2008.

Question No: 19 (Marks: 1) choose one Choose the correct
sentence.

» [ am asking 1 &\ld like to rollerblade together tomorrow?

» [ am asking)"i would like to rollerblade together tomorrow"?
you would like to rollerblade together tomorrow."
Questi QO (Marks: 1) - Please choose one Choose the correct
seni

P Jan asked? "What did Joe mean when he said, 'l will see you later.

» Jan asked, "What did Joe mean when he said, 'I will see you later?'""

m

» Jan asked, "What did Joe mean when he said, 'l will see you later"'?
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Question No: 21 (Marks: 1) - Please choose one Which of the
following report is often used when sending information to a reader outside
the organization?

» Letter reports
» Business reports

» Formal reports g

Question No: 22 ( Marks: 1) - Please choose one Choose %ect
sentence. v

» That is a problem who can't be solved t a calculator.
» That is a problem that can't be so without a calculator.
» That is a problem whom can't '

ed without a calculator.

Question No: 23 ( Marks: 1 se choose one Which of the
following reports represen atory parts, text and supplementary parts?

0:24 (Marks: 1) - Please choose one How many elements

are found in general superstructure of reports?

» Three
» Two
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» Five

Question No: 25 (Marks: 1) - Please choose one While practicing your
speech you should do all of the following except:

» Practice in a singular setting
» Keep practice sessions brief

» Practice in various settings Q

Question No: 26 (Marks: 1) - Please choose one ? of the

following proposal section is related to researche vestigation?

0

» Justification of the study

» Definition of terms &

» Purpose of the study

Question No: 27 Please choose one How many elements
are found in convent erstructure for instructions?

ion No: 28 (Marks: 1) - Please choose one Choose the correct
sentence.

» You are my friend, however, I cannot afford, to lend you any more
money.
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» You are my friend, however; I cannot afford to lend you any more
money.

P You are my friend: however I cannot afford to lend, you any more
money.

Question No: 29 (Marks: 1) - Please choose one How many c&&
of role playing are used in meetings? \v

» Three §
» Two
» Four *

» Five
Question No: 30 (Marks: 1) - Pleas ose'one How many elements
are found in the conventional superst of a progress report?

» Three !
» Four Q

» Six
Question N %arks: 2) What are Proposals?

In a prop tify a specific problem and state how you will solve that

s rely on successful proposal writing for their continued

. You will

ikely spend a major part of your professional life writing proposals
Proposal Structure: * Front matter * Body ¢ Introduction ¢ Technical approach

Management requirements * Work plan ¢ End matter

Question No: 32 (Marks: 2) What is meant by Organizational Logic?
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Organizational logic is the single most important issue in writing a report or
article

about technology. it is the first thing a person needs to look for when editing
document. The ideas in a report or article should be interrelated--seamlessly.
They should form a sequence of information that will appear to be
predictable or

inevitable to readers. In other words, a topic or an idea should anticipate
topics or

1deas that follow it. As I have said before, a document should have no
surprises

and no areas of confusion that the readers have to puzzle‘out for themselves.
Edgar Allan Poe, referring to the writing of short stories, gave some advice to
writers which we can very well borrow for the writing of reports and articles
about

high technology. He said that authors should in¢lude nothing that does not
advance the topic toward it inevitable end¢"Any thing else is tangent that
readers

will wander down with the writer and become lost together.

Question No: 33 ( Maiks: 2))

What are the characteristics’of a good interviewer?
Asking yourself the follewing questions will help you prepare for interviews:
What
are your respeetive roles? What does this person expect from you? Is
it to your
advantage to/ confirm those expectations? will you be more likely to
accomplish»your
objective by being friendly and open or by conveying an impression of
professional
detachment? If you’re the interviewer, responsibility for planning the session
falls on you.
On the simplest level, your job is to schedule the interview and see
that it’s held in a
comfortable and convenient location.

najmulhassan88@gmail.com
Nypster@yahoo.com
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Good interviewers are good at collecting information, listening, and
probing, so should
develop set of interview questions and decide on their sequence

Intervie w structure

Good interviews have an opening, a body, and a close. The opening
establishes rapport

anorients the interviewee to the remainder of the session. You

begin by
introducing yourself, asking a few polite questions, and then e ng the

purpose and

ground rules of the interview. At this point, you may wa Wr the use of
notes or a

tape recorder with the interviewee, especially if tw:)je 1s complex or if

you plan to
quote the interviewee in a written documen t Q a business report. The
questions in

the body of the interview reflect the n your relationship with the
interview.

Question No: 34 ( Marks: 3 ¢ down the structure of Short Formal
Report.
Memo The most comm@ for short informal reports within an

organization.
Memos have four
Manuscript F
several
hundred

a : To, From, Date and Subject.
al approach, manuscripts range from a few pages to

Topical or logical organization?

Question No: 35 (Marks: 3) How can we make analysis report
purposeful?
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Analysis Reports: The important thing to remember is that no report
format is
perfect. Company documentation standards attempt to resolve the issue by
prescribing a
format into which all analysis reports are poured. Report design should be
flexible
enough to meet a variety of writer purposes and audience needs.
Title page: A title page should be designed with visual order in mind. It
should be
balanced from top to bottom and from left to right. It should pfowide enough
information
for readers to be able to tell what the context of the repoftiis ‘@nd what the
report is
about.

Abstracts: Abstracts are condensation of gfitire reports, focusing on the main
issues:

what was done, what was found out, ‘and its significance. Abstracts are self-
sufficient.

The procedure for many companies is to take the abstract from the analysis
report, copy

it a number of times, cireulate it to readers, and allow readers to order the full
report if

they feel like they aced the information

. Table of contentsiThe table of contents provides an outline of analysis
reports for

readers who doniot wish to read the entire report or flip through it looking for
the section

which contains what they are looking for. It should be made up of headings
and

subheadings of the report, word-for-word, with the accompanying page
numbers.

List of symbols: This is an optional addition to the front matter of an analysis
report.

Include it if you think the readers will need to have symbols defined. The
same thing




Prepaid By Najm-UI-Hassan

applies to the inclusion of a glossary.

Introduction: This is the place for the three-part purpose statement
introduction. It will

orient readers to the main issue of the report, to the technical issues or
specifics which

are important to the report, and to what the report is intended to accomplish.
Discussion: The discussion contains an analysis of the technical issues
important to the

report. It supports the main issue to the report by providing evidence,and
explanations. It

should be subdivided into topics, each with a subheading.

Conclusion: This section presents the results of the analysis; the evaluation
of what
was presented in the discussion. Sometimes listing the conclusion is a good
way to
organize them. It calls attention to the conclusioft individually, but still
enables writers to
explain them as is necessary.

Recommendations: Recommendationsd@re optional, not all analysis reports
have

them. Those reports that do have'tecommendations, tell the readers what to
do with the

information provided inthe report.

Appendix: Usually this would include derivations of equations, tables of raw
data,

sample equation§, andyso forth. But the only way to be certain that what is
placed in the

appendix pelongs there is to assess it within the context of audience needs
Question No:36 ( Marks: 3)

Which phases are involved in decision making of a meeting?
Gteup,decision making Groups usually reach their decision in a predictable
pattern.

The process can be viewed as passing through four phases: Orientation phase
Conflict

phase Emergence phase Reinforcement phase In the orientation phase, group
members

socialize, establish their roles, and agree on their reason for meeting. In the

najmulhassan88@gmail.com
Nypster@yahoo.com
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conflict

phase members begin to discuss their positions on the problem.

If group members have been carefully selected to represent a variety of
viewpoints and

expertise, disagreements are a natural part of this phase. At the end of this
phase, group

members begin to settle on a single solution to the problem. In the em ce
phase
members reach a decision. Those who advocated different soluti side

their
objection, either because they’re convinced that the majori
or

because they recognize that arguing is futile. Finally, 1
phase, group

n is better

inforcement

feeling is rebuilt and the solution is summariz ers receive their
assignments for

carrying out the group's decision and ma angements for the following up
on these

assignments. Q
Question No: 37 ( Marks: 5 &entiate between Informal and

Analytical Assignments.

&

Analytical nts: Why are we having trouble hiring secretaries?
Salaries are
too low. w e pay our secretaries? What do comparable secretaries

pay th
sec %How important is pay in influencing secretaries’ job choices?

e having trouble hiring secretaries? ¢ Our location is poor. ¢ The

supply of
secretaries is diminishing

Informational Assignments: Studies that emphasize the discovery and
reporting of
facts may be factored by sub-topic. In order of Importance Say you are
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reviewing five
product lines. You might organize your study in the increasing order of the
amount of
revenue they generate. Sequentially If you are studying a process, present
your
information step by step - 1, 2, 3, Chronology When investigating a chain of
events,
organize the study according to what happened in January, what happened in
February
and so on. Spatially If you are studying a physical object, study it Ieft to right,
top to
bottom, inside to outside. Geography If the location is important, factor your
study
geographically.
Categorically If you are asked to review severaladistinet aspects of a subject,
look at
one category at a time, for example salesgprofit, or investment.
Question No: 38 ( Marks: 5)

What are the purposes of using Colons? Give details.
Colons: Use colons for the following purposes:

* to introduce and emphasize lists, quotations and explanations and certain
appositional
elements (see Layout)

* to express ratios
* to separate numbers signifying different nouns, such as in separating units
of

* time or elements in a bibliographic citation

* to separate’titlés from subtitles
To set off ‘and emphasize lists—The market for photovoltaic power systems
includes
the following items: intrusion alarms, flood monitors, calculators, and
telephone call
boxes.
OR

The market for photovoltaic power systems includes the following items:

* intrusion alarms

* flood monitors
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* calculators
» telephone call boxes

To set off and emphasize quotations—
The contract reads: "DL-400 coaxial cable shall be used for all platform
instrument

installations at Site 5, unless a specific exception is justified in the ap d
work order."

Kulik noted: "Even potatoes are probably much better guarde an
radioactive

materials." Phil Williams, and Paul N. Woessner, "Theémeat of

Nuclear

Smuggling,"Scientific American *

(Place colons outside quotation marks.) Q

To set off and emphasize explanation onsitional elements—

In designing the tachometer, the te t posed a question: What operations
are
needed on the input signal in or generate the desired output?

To express ratios « !

* The ratio of ¢ to bearing friction torque cannot exceed3:1.
* The anti- nti-MAP 2, and anti-synaptophys in antibodies were
diluted1:

1:300
bovi
S min.

‘QO, respectively, in phosphate-buffered saline containing10%

Andreas Schwarz et al., "A Regulatory Role for Sphingolipids in Neuronal
Growth,"
Journal of Chemical Biology

To separate units of time—
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* The main thruster engines ignited at 7:05 a.m. EDT.

* Thu Mar 16 03:21:44 1995

* To separate elements in a citation (in certain documentation styles)

* E. F. Lyon, "Airport Surface Traffic Automation," Lincoln Laboratory
Journal 4:151

(1991).

Question No: 39 (Marks: 10) Suppose you are a Market Surveyo u
were asked by your Manager to evaluate

the feasibility of opening a restaurant in Wapda Town communi a

short \
r@veen Feasibility

memo report in response to the given task
Question No: 40 (Marks: 10) What is the differe

Report and Proposal?

Define value chain management and oal of value chain
management.

Discuss 10 medium of advertisi

Define retailing?

Discuss distribution mix a rty involve in distribution.
Define communication 1t occurs in management?
Discuss product lay process?

FINALTE INATION
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Question No: 1 (Marks: 1) - Please choose one

Which of the following you consider while making the framework of your
table?

» How to order the rows and columns

» How to align entries in the columns

» Where to place special notes

» All of them

Question No: 2 ( Marks: 1) - Please choose one ?

In which of the following bars are replaced by drawin present the
thing described?

» Bar graphs *
» Line Graphs

» Pictographs 0

» Photographs

Question No: 3 (Marks: 1) -P hoose one

> Did they?

» Haven't they?
» Didn't they? «

» Had they?

Complete the question tag: T=ey ed for Kaufman's,

arks: 1) - Please choose one

e that might offend the audience is based on ---------------
ral bias, gender bias
Itural bias, nationality bias
Unity bias, nationality bias
» None of them

Question No: 5 (Marks: 1) - Please choose one

What is meant by the term 'Connotative'?
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» It refers to the literal meaning of words.

P It refers to the associations that are connected to a certain word.
» It refers to general meaning of words.

P It refers to cognitive meaning of words.

Question No: 6 ( Marks: 1) - Please choose one

How can we increase the audience’s ability to absorb and remembe&

information from a purely practical standpoint?
» Audience attention
» Presentation

» Speech | ev

» The visual aids

one

Question No: 7 http://vustudents.ning.com ( % - Please choose

and I am working part-time at
troduction of the speech could best

"I am currently studying veterinary
an animal clinic." This statement 1
be described as:

» Gaining attention
» Revealing the topi
» Establishing cr 1
» Bragging &

Question No: ks: 1) - Please choose one

What is n@ task-facilitating roles?
» Su ing decision-making procedures that will move the group
towar goal
awing out other members by showing verbal support
offering to yield on a point in the interest of reaching mutually
acceptable decision
» Drawing out other members by showing verbal and non verbal support,
praise or
Agreement




Prepaid By Najm-UI-Hassan

Question No: 9 ( Marks: 1) - Please choose one

Choose the correct sentence.
» You may not enter Mr. Harris office without his permission.
» You may not enter Mr. Harrises office without his permission.
» You may not enter Mr. Harrises' office without his permission.
» You may not enter Mr. Harris's office without his permission.

Question No: 10 (Marks: 1) - Please choose one

Choose the sentence with the correct punctuation.
» We ask, therefore; that you keep this matter confidential.
» We ask, therefore, that you keep this matter confidential.
» We ask; therefore, that you keep this matter eonfidential.
» We ask: therefore, that you keep this matter confidential.

Question No: 11 (Marks: 1) - Please/€hoose one

Choose the sentence with the correet punctuation.
» The order was requestedsix weeks ago, therefore I expected the
shipment to arrive by now.
» The order was requeésted six weeks ago, therefore, I expected the
shipment to arrive by now.
» The order was requested six weeks ago: therefore, I expected the
shipment to arrivey now.
» The order was requested six weeks ago; therefore, I expected the
shipment to arrive.by now.

Question No: 12 (Marks: 1) - Please choose one

Choose the sentence with the correct punctuation.

» The American flag has three colors: namely, red, white, and blue.
» The American flag has three colors, namely; red, white, and blue.
» The American flag has three colors; namely, red, white, and blue.

» The American flag has three colors namely, red, white, and blue.

najmulhassan88@gmail.com
Nypster@yahoo.com
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Question No: 13 (Marks: 1) - Please choose one

What is meant by intended reader?
» Simple reader
» Complex reader
» A member of a target audience

» Unplanned reader ‘&
Question No: 14 (Marks: 1) - Please choose one
The act of considering or examining something in order to value

shows:
» Credibility

» Evaluation * E
» Conciseness
» All of them Q

Question No: 15 (Marks: 1) -PI 0se one

Which method is a bottom-up o ve approach to research?
» Pattern method

» Hypothesis metho
» Inductive methg

» Deductive

ositive aspects of your message
e direct approach
The desires and interests of the audience

Question No: 17 (Marks: 1) - Please choose one

Choose the correct option.
A good business letter is simple and straightforward without being harsh or --
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P patriotic
» paternal
» patronizing
» panoramic

Question No: 18 (Marks: 1) - Please choose one s
Which type of Visual aid are three dimensions? http://vustudents! m
» Graphics

» Object \
» Graph e

» Picture

Question No: 19 (Marks: 1) - Please cho n

Choose the correct option.
Feasibility reports are used:
» To analyze problems and p
» To control problems, se

» To monitor and control p
» To solve problems @3

Question No: 20 ) http://vustudents.ning.com - Please choose
one

ractical alternatives
and services

ion, sales, shipping, etc.
ply facts

What is the quence of interviews?

stage and final stage.

g stage, selection stage, and final stage.
tion stage and final stage.

ere 1s no typical sequence of interviews.

Question No: 21  ( Marks: 2)

Why Proposals are written?

Question No: 22 ( Marks: 2)
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What are the characteristics of a good interviewer?

Question No: 23 ( Marks: 2)

What is the problem with a double negative in a sentence?

Question No: 24 ( Marks: 3)

How do Visual Aids support your arguments? \

Question No: 25 (Marks: 3)

What is pronoun case?
Question No: 26 ( Marks: 3)

What are the general rules for capita@ters?

Question No: 27 (Marks: 5)

What is coherence and wh important? http://vustudents.ning.com

Question No: 28 :

)
Write down t antages of using written medium?

Question (Marks: 5)

Difir ¢ between Graphic visual aids and Text visuals.
Question No: 30 (Marks: 5)

Explain the open ended and close ended questions?.

Ans:
Open-ended questions: To obtain both factual information and underlying
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feelings

Closed-ended questions: Closed-ended questions require yes or no answers
or call for short responses.

FINALTERM EXAMINATION V§

ENG201- Business and Technical English Writing \

Choose the sentence with the correct punctuation.

» [ wanted a cup of coffee not a glass of
» I wanted a cup of coffee: not a glass o
» | wanted a cup of coffee, not a glass of milk.
» [ wanted a cup of coffee; not f milk.

Choose the correct sentence.
» One-third of the eligible ation tend not to vote in national
elections.

» One-third of the €ligi opulation are tending not to vote in national
ib

elections.
» One-third
national electi

» One-third of the eligible population tends not to vote in national
elections.

le population have tended not to vote in

f the following component is not a part of planning written

b
» Developing the main idea
» Construct an outline

» Estimate the appropriate length
» Handle audience’s questions effectively
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Feeling nervous leads speakers to:

» Improperly evaluate themselves
» Forget their speech

» Eliminate their anxiety

» Exaggerate their anxiety.

Which one of the following questions that produce specific info
time, requires less effort to answer, and eliminate bias and prejudi
answers?

» Open-ended questions e
» Close-ended questions *
» Subjective questions
» Objective questions Q
AIDS stands for: gq

» Attention Immunodefici
» Acquired Implement Sys
» Acquired Immunodeficiency Syndrome

> Attention ImplWem

Which of the
inclined to r

drome

messages aim to influence audiences who are
hey depend heavily on strategic planning?

€ messages

us messages

ative messages

Persuasive messages

Which form is correct in most situations?

» Could you help me?
» Help me?
» Excuse me; [ was wondering if you could possibly help me?
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» I need help.

Choose the correct sentence.

» He is a happily-married man.
» He is a happily married man.

» He is a happily, married man.

» He is a happily; married man
In the following sentence, which word is there a missing apos ?
My parents and their friends often visit each others ho@

» House’s *

» Parent's

» Other’s

» Friend’s
What punctuation mark should co the following sentence?

John was angry and shouted :t h , “Go to your room now!

» Question mark

» Full stop
» Speech marE

wing proposal section refers to discussion of results?

\>

Conclusion

» Budget

» Procedure

» None of the above
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Which of the following speech offers a verbal explanation of a complex
process?

» Explanatory speech

» Instructional speech
» Demonstration speech
» Oral briefing
is a matter of grouping or clustering i rly.
» Visualization é
» Simplification
» Effective organization
» Word choice

Which of the following would be un 0 use in a persuasive message?

» Consideration of a e needs
» The "you" attit%

tence.

worried about the hurricane; but tried to stay calm, and help his

Carl worried about the hurricane but tried to stay calm and help his

family.
» Carl worried about the hurricane but tried to stay calm, and help his
family.

Choose the sentence with the correct comma placement.
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» You are | am sure, telling the truth.
» You are I am sure telling, the truth.
» You are, I am sure, telling the truth.
» You are, | am sure telling the truth.

Choose the sentence with the correct punctuation.
» Clothes are often made from synthetic material; for insta n.
» Clothes are often made from synthetic material, for instance, rayon.
» Clothes are often made from synthetic material, for nee: rayon.

» Clothes are often made from synthetic materiaﬁé ce; rayon.

Which is farthest in the past? é

» couple of days Q
P last week Q

» a day before yesterday

» a month ago

Which phrase should %ile making a presentation ?
L

» Please feel free to interrupt me with questions.

> while I'm presenting these statistics.
ong. We need more staff.

interruptions during the presentation.

W :ce types of readers usually exist?

» Phantom Readers, Future Readers, Complicated Readers
» Future Readers, Complex Readers, Complicated Readers
» Future Readers, Complex Readers, Technical Readers

» Phantom Readers, Future Readers, Complex Readers
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Which of the following aspect represents a series of events that tells the
reader what happened?

» Description

» Analysis
» Narration
» Improved version
Which of the following feature should be placed either imme before

or immediately after the noun?

» Adverb modifiers v
» Dependent clause
» None of them *

» Modifiers of noun 0
Choose the correct sentence. Q
Q
» [ am asking if you would like to rollerblade together tomorrow?
» [ am asking "if you wiul to rollerblade together tomorrow"?

» [ am asking "if yo d like to rollerblade together tomorrow."
» [ am asking if y@ like to rollerblade together tomorrow.

Choose the ¢ tence.

4 &d? "What did Joe mean when he said, 'l will see you later."

sked, "What did Joe mean when he said, 'l will see you later?""
n asked, "What did Joe mean when he said, 'l will see you later'?"
P Jan asked, "What did Joe mean when he said, 'l will see you later"?

What is meant by attitudes?
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» Judgments of right and wrong

» Observable actions

P Statements of approval or disapproval
P Statements of truth

important point?

» Synopsis \‘

» Executive Summary

» Contents v
» Bibliography

Which of the following element refers to brief overview of report’s &

What should be the purpose of visual aids? Q

» To make the document interesti

» To provide information &
> To simplify the datQ

» All of the above

D

What is

docu%
E Designing

P Revising

» Proofreading
» All of the above

ing you need to do before you get ready to distribute your

Which one of the following should be placed either immediately before or
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after the noun?
» Misplaced Modifiers
» Modifiers of Nouns
» Adverb Modifiers
» Dangling Modifiers

(Marks: 2)
What is the difference between Alphanumeric and Decimal Syst

( Marks: 2)

Define the term “Pagination”. | e
(Marks: 2)

Define the term Syllable.

( Marks: 3)

What do you know about Hardware al Spec1ﬁcat10ns‘7

( Marks: 3)

Why do we use Semlcolo

( Marks: 3)

Explain ‘Title fly a

How Fo es and Presentations can be developed?

Conventional Superstructure for Instructions and why is it important

in Technical English?

( Marks: 10)

poorly organized structure
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( Marks: 10 )

Write a detailed note on Delivering the Speech.

FINALTERM EXAMINATION
ENG201- BUSINESS AND TECHNICAL ENGLISH WRITING
Time: 120 min

Marks: 75
Question No: 1 ( Marks: 1) - Please choose one \

Choose the correct sentence.

» He is a happily-married man. sv

» He is a happily, married :
» He is a happily; marriedma
Question No: 2 ( Marks: 1) - Please choo
Choose the sentence with the correct co placement.
» You are I amsure, ‘Qng the truth.
» You are I amsur ling, the truth.

» You are, I ams elling the truth.
Question No: 3 ( Marks: - Please choose one
Which of the followin the main idea before the supporting data?
» Strategi %

Marks: 1) - Please choose one

ollowing is a nonverbal communication conveyed by
ovement?
Xpressions

» Nodding of head

» Smile
Question No: 4 ( Marks: 1) - Please choose one
Which is farthest in the past?

» couple of days




Prepaid By Najm-UI-Hassan

» last week

» a day before yesterday

> a month ago
Question No: 6 ( Marks: 1) - Please choose one
How can you make the following statement Concise?
Which Three types of readers usually exist?

» Phantom Readers, Future Readers, Com a
ted Readers

» Future Readers, Complex Readers, C icat
ed Readers

» Future Readers, Complex Reade
Il Readers

chnica

ons should be written?

Question No: 7 ( Marks: 1) - Please choosesone
Why important observations, suggestions, or @
» To persuade the rea

» To make communi more effective

» To establish cr
Question No: 8 (Marks: 1) - se choose one
What should be the purpo visual aids?
» To make t ument interesting
» To provide i Qﬂ
» To sim the data

arks: 1) - Please choose one
e building credibility?

Giving your audience a preview what’s ahe
ad add to your authority and more
importantly, helps people understand your message.

» Arousing audience’s interest

Question No: 10 (Marks: 1) - Please choose one
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How can we hold audience’s attention?
» Plan to devote half of your time on audienc
e’s behavior

F

» By changing tone of voice

» None of them
Question No: 11 (Marks: 1) - Please choose one
In which of the following bars are replav y d

rawings that represent the thing

described? \
» Bar graphs e

» Line Graphs

» Photographs
Question No: 12 (Marks: 1) - Please cho e
Something that stands for or represents s hing else, especially an object
representing

an abstraction is called: Q
» Pagination @

» Equation
» Acronyms
Question No: 13 (

) - Please choose one

essential
detail to the

ion No: 14 (Marks: 1) - Please choose one
Choose the correct sentence.
» Your award is richly-deserved.

» Your award is richly, deserved.
» Your award is richly; deserved.
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Question No: 15 (Marks: 1) - Please choose one
Choose the correct sentence.
» The tomatoes whom grow in her garden are
unlike those you buy in a
store.
» The tomatoes who grow in her garden are un
like those you buy in a store.

» The tomatoes which grow in her

\en are
unlike those you buy in a v
store. e
Question No: 16 (Marks: 1) - Please choose
Choose the correct sentence.
» That is a problem who c%be solved witho

ut a calculator.
Q can't be solved with
omcan't be solved wit

» That 1s a problem
) - Please choose one

out a calculator.
s in a year is made?

» That 1s a probl
hout a calculator.

Question No: 17 (
How many a prog

: 18 (Marks: 1) - Please choose one
eant by the term 'Denotative'?

» It refers to the surface meaning of the word

» It refers to cognitive meaning of words.
» It refers simple meaning of words.
Question No: 19 (Marks: 1) - Please choose one




Prepaid By Najm-UI-Hassan

Choose the correct sentence.
» Carl worried about the hurricane; but tried
to stay calm and help his family.
» Carl worried about the hurricane; but tried
to stay calm, and help his family.

» Carl worried about the hurricane but
to stay calm, and help his family.
Question No: 20 (Marks: 1) - Please choose one
Choose the correct sentence.
» That is a promise that cannot ken.
» That is a promise who cannotémoken.

» That is a promise whom cannot be broken.

Question No: 21 (Marks: 1) - Please cho
Choose the correct sentence.

» The alarm clock we ff at 4:00 o'clock.

» The alarm clock off at four p.m. o'cloc

» The alarm ¢ ent off at four o'clock p.

m.
Question No: 22 (
Choose the correc

» She
aid Wen

- Please choose one

)

e.
o to her grave with some secrets s

e will go to her grave with some secrets
Wendy.

"She will go to her grave with some secrets
." said Wendy.

Question No: 23 (Marks: 1) - Please choose one

If your message is specific, definite and vivid;
which of the following principle has

been applied?
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» Completeness
» Correctness
» Conciseness

Question No: 24 (Marks: 1) - Please choose one
----------------- is a list of source materials on a particular subject.

» Index
> Bibliography
» Appendixes
» Glossary

Question No: 25 (Marks: 1) - Please choose one %

Which one of the following should be placed either immedi before or
after the noun?

» Adverb Modifiers

» Dangling Modifiers
Question No: 26 (Marks: 1) -Ple ose one
Which of the following aspect den Q& necessary research and organizing
ideas?

» Informal letter

» Manuscri %
>Noneofthe&

» Misplaced Modifiers

st organizations rely on successful proposal writing for their
existence. You will most likely spend a major part of your
sional life writing proposals.

General Structure:

Learn the basic structure of a proposal. Proposals share a general document
architecture, which is usually modified to suit specific circumstances. The
overall structure of a proposal can be broken down into four parts:
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Proposal Structure:

* Front matter

* Body

* Introduction

* Technical approach

* Management requirements

* Work plan ¢« End matter s

Front Matter:

The front matter of a proposal includes the following com x
* Letter of transmittal Pv

» Title page é

* Summary *

* Table of contents

* List of figures and tables
Body: In the introduction to a proposal,
motivating need or problem. Develo
problem has been highlighted. In e
responding to the published nee
agency.

End Mater:

End Matter Q
Bibliography

Résumés «
Appendixes e
Question{@l

An ssignments:

e following: Identify the
mediate context in which this
proposals be sure you are

ivation as identified by the outside

Why are we having trouble hiring secretaries?

Salaries are too low. What do we pay our secretaries?

What do comparable secretaries pay their secretaries?

Show important is pay in influencing secretaries’ job choices?
Why are we having trouble hiring secretaries?

* Our location is poor.
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* The supply of secretaries is diminishing

Question#3

Analysis Report:

The important thing to remember is that no report format is perfecti€ompany
documentation standards attempt to resolve the issue by prescribing a format
into which all analysis reports are poured. Report design should be flexible
enough to meet a variety of writer purposes and audiencéneeds.

Lack of Confidence:

A lack of confidence in your abilities as a writems a2 €ommon source of
writer’s block, and it is usually self-fulfilling. Tfyou do not think you can
communicate effectively, you will not be@ble to practice your systematic
approaches of writing problems is the selution to this problem.

Organizational Problems:

Organizational problems are discovered during the editing phase. Finding
and fixing these problems i§ what makes editing important. If they are not
fixed, readers experiencgorganization problems as complete breakdowns in
communication.

Punctuation Prébiems:

Accurate pudctuation does not ensure accurate communication, but accurate
communig¢ation is tremendously enhanced by accurate punctuation. Take the
followifig punctuation test, without first looking at the correct version which
follows, tossee how well you know punctuation. The test focuses on the most
commen punctuation problems in technical writing.

Incorrect: “Professor Bashir wrote The Future of Artificial Intelligence he has
become well known as a result.” Correct: “Professor Bashir wrote “The
Future of Artificial Intelligence”; he has become well known as a result.”

Readability Problems:
Readability is a buzz word with which most of us are familiar. Much has
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been said about it, and there are numerous formulas which supposedly test it.
Readability is the likelihood that a project audience will be able to read and
comprehend a piece of documentation.

Sentence Fragments:
A sentence fragment is missing a subject, a HverbH, or both, but is
punctuated as if it were a complete sentence.

Question#4

Comma Splice:

Never link two independent clauses with just a comma; this'is known as a
comma splice error. You can correct a comma splice in fourways: Separate
the independent clauses into two separate sentences. Punctuate both
sentences with periods. Replace the comma withna semicolon or with a
semicolon and a conjunctive adverb such as howeyver or furthermore. (The
conjunctive adverb is then normally followed by a comma.) Replace the
comma with a comma and a coordinating €onjunction. Make one of the
clauses into a subordinate clause.

Question#5

Dangling Modifiers:

A HmodifierH whosefeonnection to the sentence is implied or intended but
not actually made explieit 1s said to dangle. Dangling modifiers detract from
the HcelarityH ofiyourwriting, so you should make sure your modifiers are
properly conniected to the words they modify.

To repair @ dangling modifier, add the noun or phrase that the modifier was
intended to modify and rephrase the sentence accordingly.

QuiestioN6

Colons:

Use colons for the following purposes:

* to introduce and emphasize lists, quotations and explanations and certain
appositional elements (see Layout)

* to express ratios
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* to separate numbers signifying different nouns, such as in separating units
of

* time or elements in a bibliographic citation

* to separate titles from subtitles

Question#7

Pagination:

Number the front matter in italic lowercase roman numerals (i, ii; I and

so on). Normally, number the pages in the body of the docume Arabic
n at the

numerals, starting with page 1. Numbers sequentially thro
end of the text, including all back matter.

Question#8 * E

Listening: &
mmunication time listening.

If you’re typical, you spend over half yo
Listening supports effective relationshi thin the organization, enhances
erts the organization to the

the organization’s delivery of prod

innovations growing from both 1 d external forces, and allows the
organization to manage the gro versity both in the workface and in the
customers it serves.
What happens wheny
* Sensing

* Interpreting «
« Evaluating é

* Rememberi

of listening:

tions call for different listening skills. The three types of

iffer not only in purpose but also in the amount of feedback or
tion that occurs. The goal of content listening is to understand and
retain information imparted by a speaker. You may ask questions, but
basically information flows form the speaker to you. Your job is to identify
the key points for the message, so be sure to listen for clues to its structure:
* Previews

* Transitions
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* Summaries

* Enumerated points

How to be a better listener:

Regardless of whether the situation calls for content, critical, or active
listening, you can improve your listening ability by becoming more aware of
the habits that distinguish good listeners from bad. In addition, put nonverbal
skills to work as you listen:

* Maintain eye contact

* React responsively with head nods or spoken signals

* Pay attention to the speaker’s body language

Y ou might even test yourself from time to time: when somé¢one is talking, ask
yourself whether you’re actually listening to the speaker‘or mentally
rehearsing how you’ll respond. Above all, try to be open to'the information
that will lead to higher-quality decisions, and try to ‘acceptthe feeling that
will build understanding and mutual respect. Ifgou do; you’ll be well on the
way to becoming a good listener — an importantiquality when conducting
business interviews.

Question#9

Memorandum:

Memoranda are brief, infoumabreports used to establish a record. They
generalize the communigation process by transmitting the message from one
or more authors to oné or more recipients. E-mail messages typically take the
form of memoranda.

Question#10:

Letter:

Usedlettersito communicate outside your organization. Whereas the
memerandum is the primary vehicle for communication within an
orgamization, letters are often used to communicate to individuals outside it,
especially in formal and semiformal contexts. Letters are an essential part of
all business and technical communication because they are more formal and
reliable than electronic mail and more precise and permanent than telephone
or face-to- face conversations.

Letters of Inquiry:
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Format of a Letter of Inquiry Components of a letter of inquiry
* Head
* Body
* Footer
* Headings
Letters of Recommendation:
Format of a Letter of Recommendation Components of a letter of
Recommendation * Head * Body ¢ Footer « Headings Methods of o
letter of recommendation General guidelines for writing letter of
recommendation

Question#11 ei

Writing Short Reports:
Identify the qualities of good reports and pro& Choose the proper
length and format of your report. Decide n to'use direct versus indirect

order. Organize informational and an reports. Establish an appropriate
degree of formality in the in a repogt. headings, lists, transitions,
openings and summaries to gui through the report.

Question#12

Feasibility Reports:
* Typical writing si

* The question ask most often
* Superstruc easibility reports

. Introduce

of presenting criteria

ce of presenting criteria early
es of your criteria

* Four common types of criteria

* Method of obtaining facts

* Overview of alternatives

* Evaluation
* Choose carefully between the alternating and divided patterns
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* Dismiss obviously unsuitable alternatives
* Put your most important point first

Question#13

Title fly and Title Page:

The title fly is a plane sheet with only the title of the report on it. The title
report includes four blocks of information: The title of the report The name,
title and address of the person that authorized the report The name, titleland
address of the person that prepared the report The date on whichithe report
was submitted

Question#14

Developing formal speeches and presentatiolgg

Developing a major speech or presentation'is much like writing a formal
report, with one important difference: yoeuneed to adjust your technique to an
oral communication channel. This is‘both an opportunity and a challenge.
The opportunity lies in the interactiomthat’s possible between you and the
audience.

When you speak before@ group, you can receive information as well as
transmit it. You can adjust both the content and delivery of your message as
you go along, editing your speech or presentation to make it clearer and more
compelling. Instead of simply expressing your ideas, you can raw out the
audience’s idéasrand use them to reach a mutually acceptable conclusion.
You can also capitalize on nonverbal signals to convey information to and
from your‘audience.

The challenge lies in maintaining control and accommodating your
audience’s limitations. To get the benefits of oral communication, be flexible.
The more you plan to interact with your audience, the less control you’ll
have. Halfway through your presentation an unexpected comment from
someone in the audience could force you to shift to a new line of thought,
which requires great skill.

At the same time, accommodate the limitations of your listeners. To prevent

najmulhassan88@gmail.com
Nypster@yahoo.com
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your audience from losing interest or getting lost, use special techniques
when developing the various elements of the presentation:

The introduction

The body

The close

The question-and-answer period

Visual aids

The introduction you have a lot to accomplish during the first few f
your speech or presentation, including

Arousing your audience’s interest in your topic

Establishing your credibility

Preparing the audience for what will follow
That’s why developing the introduction often requires oportionate
amount of attention. *

Enumeration:

Use enumeration in re% other documents to identify sequences of

Question#15

chapters, sections, p ers, figures and tables, equations, footnotes,
and appendixes. ports may contain and enumerate all these items.
Any technical ific document of more than one page, however, will at
ges, as well as any other of these elements that are

n Enumeration:

eneral enumeration systems widely used, the numerical system is
n the alphanumerical system. In the numerical system, the reader
ays locate his or her place in the document from the single decimal
number.

Question#16
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Capitalization:

Although there are many specialized rules for capitalizing letters, the
following four are the most common. Capitalize the first words of sentences,
including sentences cited in quotations: The QA engineer has been quoted as
saying, "The main source of connector failure found in the analysis is seal
deformation caused by pressures in excess of 1000 psig." Capitalize proper
names, including any particular person, object, place, project, institution,
river, vessel, genus, culture, ethnic group, or formal job title. Unless‘you are
following a documentation style that specifies otherwise, capitalizeititles of
books, periodicals, published and unpublished reports, articles;and document
sections.

Rules for Capitalizing Multiple-Word Titles and PropefaNames:

Unless you are following a documentation style that specifies otherwise,
observe the following rules for capitalizing multiple word'titles and proper
nouns. Capitalize all nouns, pronouns, verbs, adjectives, adverbs, and
subordinating conjunctions. Capitalize any word, régardless of the part of
speech, if it is the first or last word of theditle or subtitle or a proper name or
if it follows a punctuation mark indicating a break in the title.

General Guidelines for CapitalizindSefentific Terms:

Each discipline has its own specific ¢onventions for determining which
terms should be capitalized. In general, scientific writing tends to minimize
capitalized nouns. Capitaliz€ astronomical terms such as the names of
galaxies, constellations,stars; planets and their satellites, and asteroids.
However, the terms earth; sun, and moon are often not capitalized unless they
appear in a sentenee that refers to other astronomical bodies.

—The sun is an ordinary star. Venus and Earth differ significantly in the
composition®f theiratmospheres. Do not capitalize medical terms except for
any part of a'term consisting of a proper noun:

1. Infectious mononucleosis
2. Brachialplexus
34Parkinson's disease

najmulhassan88@gmail.com
Nypster@yahoo.com




