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1. What do you know about Adjustment letters?
2. Define the term “Pagination”.

3. What is meant by Broad Pronoun Preference?

4. What is an appendix??

5. What are Incomplete Comparisons in writing?

6. What are transmittal letters?

7. Define the term “Comma Splice”.

8. How can we avoid common mistakes while constructing a “Pictograph”?
9. Describe the Sequence of Tenses and Timing of Events.
10. Which steps should be followed while writing Bad-News messages?
11. What is the main purpose of Technical Business Writing?
12. Explain the term Pie-Chart with reference to visual aids. How can we transfer information through it?
