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(has been examining).

e The government has cut
university budgets;
consequently, the dean
has increased the size of
most classes.

In this compound sentence,
both predicates are in the

present perfect. The simple
future could also be used in
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{5 whatis dangling modifier anc &

A dangling modifier is a word or phrase
that modifies a word not clearly stated
in the sentence. A modifier describes,
clarifies, or gives more detail about a
concept. Having finished the
assignment, Jill turned on the TV.
"Having finished" states an action but

does not name the doer of that action.
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B iness and Technieal English

Unnecessary Words and Phrases

Make sure that each word and phrase in your seniences contributes o meaning and clanity. Try to
avoid the two commonly used constrections There (e .. And fr s

Drelete superfluous materin] when you revise your fisse drafi.

Overlonded Sentences
Avoid sentences that contwin more information than the readier can ensily follow
Instesed, divide such sentences fnto more mmageable preces thut cain be ennily grasped

Sentence Fragments
A septence fragment is missing a swhject, n verh, or both, but is punctuated ag if it were a
cumplete senfeice

Exnmples
. Devwing in the city dunng the evening rosh hour
2 Toapply for a job at the new store in the mall

Comma Splice
Never link (WiRdSpsGamYElEgscs with just a comma; this is known as a comma splice error

miples
L. The sun 1= high. put oo some sun block
2 This computer doesn’y make sense 10 me, i canre without a manml.

You can correct a commua splice in four ways)

®  Separate the idependent clutses into two separate sentences, Punciuate both sentences
with periods,

»  Replace the comma with a semicolon or with o semicalon and o copjunctive advierb such
as however or furthermore., (The conjunctive adverb o then normally followed by a
comma. |

*  Replace the commia with o comma and a coondinating conjunction

= Mnke one of the clouses into a subondinate clause

Fused Sentences
Do it allow teen independent elauses (o run ingether without a conjunction of punctuation

_—
ENG201-Quiz3-... (s
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When we link two independent cdauses with just a comma, this is known as a aror
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Lack of confidence 1 your abilities as a wniler 1s a common factor of wrter's block, and 1t 1s
usually self-fulfilling. If you do not think you can communicate effectively, you will not be able
to write. Your systematic approaches of writing problems are the solution to this problem.

Organizational Problems

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

Punctuation Problems

Accurate punctuation does not ensure accurate communication, but accurate communication is
tremendously enhanced by accurate punctuation. Take the following punctuation test, first
without looking at the correct version which follows, to see how well you know punctuation. The
test focuses an the most common puncination 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 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.

Gunning's Fog Index
This is a simple formula aimed at locating the audience on a grade scale which is supposedly

T

e e T

| refer 1o non-alphabetical symbols

P Select the correct option
Functional problems

Puncatuation problems

O

Writing problems

O

Editing problems

O

S O
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e  Overloaded Sentences
0 Sentence Fragments
0 Comma Splice
0 Fused Sentences
0 Stringy Sentences
*  Agreement

Stacked Modifiers and Nouns

Avoid using long strings of modifiers or nouns. These stacked modifiers and nouns can be hard
to read and sometimes create ambiguity, Add a few words (especially prepositions and
conjunctions) to make the relationships between nouns clear to the reader.

Wordiness

Say what you have to say in as a few words as possible without sacrificing clarity or omitting
vital information., Conciseness is desirable in all writing, but especially so in technical writing.
EXCESSIVEIISE of the passive voice, excessive nominalization, unnecessary repetition, and
unnecessary words and phrases are some common causes of wordy writing.

Passive Voice and Active Voice

Use the active voice whenever the passive voice is not appropriate. Active verbs make for
congcise prose; sentences with passive verbs use more words. Moreover, passive verbs de-
emphasize or even e¢liminate mention of the performer of the action conveyed by the verb.

Nominalizations

Where possible, use verb forms instead of noun forms. Excessive or unnecessary nominalization
(turning verbs into nouns) can make your writing wordy because it requires a noun and a verb
instead of just the verb form.

Unnecessary Repetition
Avoid unnecessary repetition. One of the most common types of unnecessary repetition involves

ALUTSIION # O U1 TU | DaEnt e, WRLS LU FUWl, £F TEITUEy £ust )

Excessive use of the passive voice, excassive nominalization and unnecessary words and phr

P Select the comrect option

complete
O

| perfect
O

|wordy

.lr'pougmiul
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Writing Specifications and Analysis Reports

s Types of specifications common to the computer industry

* Importance and main features of analysis reports

e It will be noted that terms and conventions often differ from company 1o comp
general framework is similar

How to Avoid Common Problems
o Writer's block

Lack of a well-defined purpose
Poorly analyzed structure

Lack of coincidence
Orgamzational problems

Punctuation problems

Readability problems

Writing style problems
Orgamzational logic
Meghnanigalidevelopment of the topic
Wiiter's style

e Quabity of the manuscript

age Review-Paragraph

Paragraph unity

Topic sentences

Paragraph coherence

Transitional devices

Transitional words and phrases
Common transitional words and phrases
* Linking pronouns
Repetition of key words

Question # 9 of 10 ( Stant ime 0542°43 AM, 24 February 2021)

Which of the following is helpful for improving a document while editing?

P Select the comect opltion

Organizastional logic

O

Mechanical development of the topic

O

Quality of the manuscnpt

All of the above
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Business and Technical English

Example

Vitamins and minerals can be added to enrich (replace nutrients lost in processing) or fortify
(add nutrients not normally present) foods to improve their nutritional quality. Breads and cere:
are usually enriched with some B vitamins and iron. Common examples of fortification include
the addition of vitamin D to milk. vitumin A to margarine, vitamin C to fruit drinks, calcium to
omnge juice. and iodide o able salt.

--P. Insel and W. Roth, Core Conceprs in Health

Narration

Use narration to establish o Seres ofevent§that tells the reader what happened. Narration
follows a chronological pattern of development, It is a convincing mode of paragraph
developmient to the extent that it tells a coherent story. This pattern or time line is usually very
easy to understand.

In the following narrative, the first narrative paragraph is followed by two déscriptive
paragraphs. Note the use of transitional words such as thereafier, fisst, next, and afier

Containment and Treatment of the Love Canal Land(fill Leachate Temporary Treatment
Program

The carbon feasibility studies were completed in October, 1978, Immediately thereafter, the U
Environmental Protection Agency (EPA) "Blue Magoo" was disputched to the site to provide o
site emergency treatment. First, wastewater generated during construction was collected, pH
adjusted, clarified, sand filtered, and carbon treated. Next, treated effluent was analyzed and wi
found 1o confirm Calgon's study findings. After this process, the New York State Department o

In paragraph wrting, _______is a senes of evenls that tells about different happenings

P Select the correct option
narration

O

analogy

O

cause & effect

O

comparison and conlrast

O

St with Cartn v
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AUENIPTS 10 SNOW NOW EVEINIS 4Te MTMUENCed 1Y OF CAUSEn DY OUETS—INe HNKAZE OF CAUSANON. 1n
the following paragraph, the development follows the inductive pattern of reasoning from effects
back to causes.

Example

Global climate change resulting from the accumulation of greenhouse gases, for example, is
likely to have sigmificant health effécts, both direct and indirect. An average global temperature
rise of 3-4°C, predicted for the year 2100 by the Intergovernmental Panel on Climate Change,
will greatly increase the number of diys in the United States with temperatures over
38°C(100°F), with a resulting sharp rise in heat-related mortality. Deaths would occur primarily
from heat strokes, heart atta and cerebral strokes, The very young, poor, und elderly, as well
as those with chronic cardiovascular and respiratory diseases. are most at risk. Duning the two-
week heat wave of July 1993 in the eastern United States, 84 people died 1n Philadelphia alone as
a result of the higher temperatures.

E. Chivan, "The Ultimate Preventive Medicine,” Technology Review

Comparison and Contrast

Use comparison and contrast to develop a topic by examining its similaritics or disEilaaER o
another thing, process, or state. Comparison emphasizes the similarities, contrast the differences.
A paragraph may use both comparison and contrast. In the following example, two kinds of
electrical cable are compared. The aim here is w0 convey the supenonty of A over B tar two
categories of performance.

Coaxial vs. Fiber-Optic Cable: Comparative Cable-Length Performances

For a number of ¢ntical performing charactenstics, fiber-optic cable offers considerable
advantages over stundard coaxial cables, The most obvious distinction between the two is the
greater handwidth-distance capacity of fibers. The high-frequency capucity of couxial cables
decreases rapidly with increased length, but the bandwidth of a commercial fiber-optic system
will remain constant with length, A commercial fiber-optic system like that of Artel, remains
constant for & bandwidth over a distance of 4,000 ft, while three different sizes of conxial cable
rapidly drop in less than hall the distance.

For RG-179 coax, a 1,024 « 1,024 signal 1s limated to 50 ft; RG-59 rolls off 3 dB at 170 ft.
Larger, bulkier cables such as RG-11 can reach up 1o 250 ft, but are impractical to install, since

___is s wniling Wechnique. 1o davelop a topic, by axermining its similarnities or dissimilantias 1o snoth

Seled the cormect ophon

Couse and Effect

Comparison end Contrast

Classification and Division

Enumeration b
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Abstracts

Abstracts are condensations of entire 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, circulate i
to readers, and allow readers to order the full report if they feel like they need the information.

Table of Contents

The table of contents provides an outline of analysis reports For readers who do not wish to read
the entire report or {lip through it looking for the section which contains what they are looking
for. It should be made up of headings and subheadings of the repont, word-for-word, with the
accompanying page numbers,

List of Symbols
This is an optional addition to the front matter of an analysis repart. Include it if you think the
readers will need to have symbols defined, The same thing applies to the inclusion of a glossary.

Introduction

This is the pluce for the three-pan purpose stutement introduction. It will orient readers to the
main kssue of the report, to the technical issues which are [MpOREEOINE RO, and (o what the
report is intended 1o accomplish.

Discassion

The discussion contains an analysis of the technical issues important to the report. It supports the
main issuc of the report by providing evidence and explanations. It should be subdivided into
topics, each with o 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 sttention to
the conclusion individualty, but still enables writers to explain them as is necessary.

Recommendations
Recommendations are optional, not all analysis reports have them. Those reports that do have
recommendations, 1ell the readers what to do with the information provided in the report.

- . . " r
| I.'hm
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Which of the following is correct for this definition ‘it
contains an analysis of the technical issues important to
the report?

Appendix
O

Conclusion
(o)

Discussion
0

Title page
o)

o
o
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*  WVUIUIRSSS
0 Passive Voice and Active Voice
0 Nominalizations
0 Unnecessary Repetition
0 Unnecessary Words and Phrases
¢ Overloaded Sentences
0 Sentence Fragments
0 Comma Splice
0 Fused Sentences
0 Stringy Sentences
* Agreement

Stacked Modifiers and Nouns

Avoid using long strings of modifiers or nouns. These stacked modifiers and nouns can be hard
10 read and sometimes create ambiguity, Add a few words (especially prepositions and
conjunctions) to make the relationships between nouns clear to the reader.

Wordiness

Say what you have to say in as a few words as possible without sacrificing clarity or omitting
vital information. Conciseness is desirable in all writing, but especially so in technical writing.
Excessive use of the passive voice, excessive nominalization, unnecessary repetition, and
unnecessary words and phrases are some common causes of wordy writing,

Passive Voice and Active Voice

Use the active voice whenever the passive voice is not appropriate. Active verbs make for
concise prose; sentences with passive verbs use more words. Moreover, passive verbs de-
emphasize or even eliminate mention of the performer of the action conveyed by the verh.

Nominalizations
Where possible, use verb forms instead of noun forms. Excessive or unnecessary nominalization
(turning verbs into nouns) can make your writing wordy because it requires a noun and a verb

{..,|.‘.B

Choose the correct option for the following expression:
During the time that

R 111 FEETROT MR

Wordy
o)

Concise

o)
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Overloaded Sentences
Avoid sentences that contain more information than the reader can easily follow,
Instead, divide such sentences into more manageable pieces that can be easily grasped.

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

Examples
1. Driving in the city during the evening rush hour.

2, To apply for a job at the new store in the mall,

Comma Splice
Never link two independent clauses with just a comma; this 1s known as a comma splice error.

Examples
1. The sunis high, put on some sun block.

2. This computer doesn't make sense 1o me, it came without a manual.

You can correct a comma splice in four ways:

®  Separate the independent clauses into two separate sentences. Punctuate both sentences
with periods.

¢ Replace the comma with a semicolon or with a semicolon and a conjunctive adverb such
as however or furthermore, (The conjunctive adverb is then normally followed by a
comma,)

¢ Replace the comma with a comuma and a coordinating conjunction.

*  Make one of the clauses into a subordinate clause

Fused Sentences

Do not allow two independent ¢l s to run together without @ conjunction or punctuation

O e T L —

e § ¥ o o Men

Megan read three novels last week, Sue read four short
stories. The given sentence is an example of

choppy sentence
sentence fragment

comma splice

dangling modifier
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Outline
o Stacked Modifiers and Nouns
o Wordiness
0 Pussive Voice and Active Voice
0 Nominalizations
0 Unnecessary Repetition
0 Unnecessary Words and Phrases
s  Overloaded Sentences
0 Sentence Fragments
0 Comma Splice
0 Fused Sentences
O Stringy Sentences
o Agreement

Stacked Modifiers and Nouns

Avoid using long Stngs of modifiers or nouns. These stacked modifiers and nouns ¢
to read and sometimes create ambiguity. Add a few words (especially prepositions ar
conjunctions) 1o make the relationships between nouns ¢lear to the reader,

Wordiness

Suy what you have to say in as a few words as possible without sacrificing clanity or
vital information. Conciseness is desirable in all writing, but especially so in technics
Excessive use of the passive voice, excessive nominalization, unnecessary repetition,
unnecessary words and phrases are some common causes of wordy writing.

Passive Voice and Active Voice
Use the active voice whenever the passive voice is not appropriate. Active verbs mak
concise prose; sentences with passive verbs use more words. Moreover, passive verb:
iminate mention of the performer ol the action conveyed by the

Choose the best option:
Which of the following errors does a sentence contain when
it has long strings of modifiers or nouns?

Salond the correet sptmn

Comma splice
(o}

Fused sentence
(o]

Stringy sentence
o

Stacked modifier
(o)

Quesiinn § 7ot V8 | Swert s 0010077 P, 39 Felvmry 2801 § Tutsl Marvy

Lack of confidence causes writer's block, and it is usually




9:41 N 57 mm

-

< active ver 1of2 £ D

* Use actve rather than passive verbs,
* Put action in your verbs.

& Copyright Virtual University of Pakistan Page

Business and Technical English

a. Use Active Rather than Passive Verbs
INenvEvErhs help make your sentences more specific, personal, concise, and emphatic.

Specific: “The dean decided” is more explicit than "A decision has been made."

Personal: "You will note" is both personal and specific; "It will be noted" is impersonal.”
Congcise: The passive voice requires more words and thus slows both writing and reading,
Compare "Figures show™ with "It is shown by figures.”

Emphatic: Passive verbs dull action. Compare "The students held a contest” with "A contest
was held by the students."

Sometimes, however, you may prefer the passive voice instead of the active, as in the
following situations:

* When you want to avoid personal, biunt accusations or comments

Quasbion & 7 af 10 | Bhart ffewe 08 34 &7 PO 24 Fatraary D11} Fotad Marhn

verbs form concise prose.

Haleat fi currmect mptian
Passive
0

Active
0

Auxiliary
o]

Specific
o

ot 8 908 10 { Saart tiee: 087 3004 PML 34 Fetiowary 3021 ) Totad Mok |

What do you understand by Paragraph Coherence?
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A title page should be designed with the visual order in mind. It should be balanced from top to
bottom and from left to right. It should provide enough information for readers to be able to tell
what the context of the report is and what the report is about.

Abstracts

Abstracts are condensations of entire 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, circulate it
to readers, and allow readers to order the full report if they feel like they need the information.

Table of Contents

The table of contents provides an outline of analysis reports for readers who do not Wish'io'réad
the entire report or flip through it looking for the seetion 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 applies to the inclusion of a glossary.

Introduction

This is the place for the three-part purpose statement introduction 170 /245 u o
main issue of the report, to the technical issues which are importan. ov e
report is intended to accomplish.

Discussion

The discussion contains an analysis of the technical issues important to the report. It supports the
main issue of the report by providing evidence and explanations. [t should be subdivided into
topics, each with a subheading.

Conclusion

Quention £ 0 wf 18 | Hhart dmer 010 08 P 30 Fbraary 30071 Tazal bz e

Which section of report provides an outline of analysis
reports for readers who do not wish to read the entire
report?

Conclusion
(e]

Table of Contents
(o}

Introduction
(o]

Appendix
(o]

Quassion 8 1 of 10 | e sme: CEOYS6 PM, 24 Febounry 3021 | Total Masky.




9:49 W %0 @

< step-by-s 1of1l. £ >

- f\l!l.?ilLu(lU]l LU LTS

+ Functional description

* General design

e Memory requirements, performance, and restrictions
+ Product requirements

s Test strategy

¢ Deviations from functional specifications

* Interfaces

s  Glossary

Test Specifications
Test specifications contain the following:

* Introduction
s Applicable documents: these documents might describe test procedures on similar
products designed und developed in the past.

¢ Description of unit to be tested.

» Testing method: this section provides a §epsbiysiep description of the testing procedure.
» Precautions

o Glossary

Analysis Reports

The important thing to remember is that no report format is perfect. Company documentation
standards attemplt 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.

@ Copyright Virtual University of Pakistan Page 168
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What's c‘-};pucled to h;;ppr:n during Ll;c next time period?

L]

*  Work on Project B

*  What happened during the last time period?

o What's expected 1o happen during the next nme period?

This organization works very well in reports that are more than a few paragraphs long
keeps all the information on each project together, making the report easy for readers

Emphasizing Important Findings and Problems

As mentioned, your findings and problems are important to your readers. Your finding
impaortant because they may involve information that can be used right away by other:
problems you encounter are important because they may require your readers to chany
plans. Because your findings and problems can be so important to your readers, be sw
devote enough discussion to them to satisfy your readers’ needs and desires for inforn
Also, place these devices so that they are easy to find.

Conclusions

Y our conclusions are your oVERIITWIEWS on the progress of your work. In short progr
there may be no need to include them, but if your report covers many projects or tasks
conclusion may help your readers understand the peneral state of our progress.

Recommendations

If you have any ideas about how 1o improve the project or increase the value of its res
readers will probably want vou to include them. Your recommendations might be dire
overcoming problems in the futureor they might be directed at refocusing or otherwis
the period.

@ Copyright Virtual University of Pakistan
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Functional Specifications:

|

||Praduct dafinition

Functions list

& desired 200f26 < >
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Functions list

This is & description of what the desired product should be capable of doing. It leads to the next
type of specification.

Cost

This is a ballpark estimate as to what the desired product should cost to be competitive in the

marketplace. We then move onto the functional specification.

Functional Specifications
These specifications will form the basis for the highly precise design specifications.
Hardware functional specifications as a rule should contain the following:

e Functional description

» Configuration specification
s Electrical description

» Physical characteristics

s Standards

» Environmental requirements
» Diagnostic requirements

* Power requirements

s Cost target

* Maintenance cost target

e Resource requirements

* Documentation

e Risks

*  Assumptions

* Unresolved issues

o Glossary

o
o
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for a special and immediate purpose,
without previous planning.

@Y https://www.learnersdictionary.com s ...

What does "ad hoc" mean? | Ask The
Editor | Learner's Dictionary

© About featured snippets M Feedback

People also ask
What is ad hoc plan? A

Definition: Ad hoc is a Latin phrase that means
to happening without planning or out of the
regular course, for a special or unexpected
reason. It is commonly applied to an action that
needs to be done with the purpose of
addressing an unforeseen specific situation.

https://www.myaccountingcourse.com ...

What is Ad Hoc? - Definition |
Meaning | Example - My ...

More results
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Discover Snapshot Search Collections
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What is the definition of an objective?

' Aclear set of goals to be attained through

o @ set number of resources. L.-“\ ~ PN PN |
L )] | &4
o e Wt

A clearly defined and measurable outcome to be
o achieved over a specified time frame.
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Which sentence is punctuated correctly?

" [The color choices for the new model were; Olympic silver,
© gold, red, and blue.

The color choices for the new model were: Olympic silver,
O gold, red, and blue.

The color choices for the new model were Olympic silver,

O gold, red and blue. MNalde

_ The color choices for the new model were Olympic silver,
ﬂgold. red, and blue.

@l 77% W}

()} @ quizvuedu.pk/QuizQues G .




will inevitably make writing more
difficult, and may block it altogether

A poorly defined purposs
Poorly analyzed audience
Readability problems

Wiriting style problems

é
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Writer's Block

Writer's block is what we call the experience of getting stuck while writing. Although the res
are the same, there are many factors of writer's block: lack of information, lack of a well-defi
purpose, poor knowledge of the audience, and lack of confidence etc.

Lack of Information

If it is the result of poor research, then you will have 1o stop writing and collect more
information. If you find yourself doing this often, you might correctly guess that you have a
problem in defining vour communication purpose.

Lack of a Well-Defined Purpose

A poorly defined purpose of your communication will inevitibly make writing more difficult
and may block it altogether. Sometimes, you will experience this as a lack of information; oft
you will notice it since paragraphs, sections, or entire reports or papers shift topic in the midd
any case of poorly defined purpose. the solution is the same. Develop a three-part purpose
statement for the communication, and develap an outline of topics sentences based on the
purpose statements,

Poorly Analyzed Audience

Audience analysis that is performed poorly or not at all can be the source of writer's block. A
such times vou find yourself stiring at the video display screen wondering who is going to re:
your report and what on earth they want from it.

Lack of Confidence

& Copyright Virtual University of Pakistan Page
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The Gunning’s Fog Index is a test designed to measure the
readability of a sample of English writing.

I L el

True

False

4

=
<& gunning 1of2 £ D

Gunning's Fog Index
This is a simple formula aimed at locating the audience on a grade scale which is supposedly
based on their reading abilities.

e Select a part of the text which is approximately 100 words long, to the nearest period.
Introductions, leads, and conclusions usually exhibit slightly different communication
techniques which will skew the accuracy of this test.

e Count the number of sentences in the selected text.

e Determine the average length of sentences by dividing the number of words in the text b
the number of sentences.

e Count the number of words which have three or more syllables. But do not count words
which are capitalized, words which have three syllables because prefixes or suffixes havi
been added, or words which are combinations of one- or two-syllable words.

e Add the number for the average sentence length to the number of three-syllable words in
the text.

e Multiply this sum by 0.04,

o  The result is the Fog Index. If you place it on a scale of 1-20, you will be able to have th
approximate reading level required to understand the text.

& Copyright Virtual University of Pakistan Page 17
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Writer's Block

Writer's block is what we call the experience of getting stuck while writing. Although the res
are the same, there are many factors of writer's block: lack of information, lack of a well-defi
purpose, poor knowledge of the audience, and lack of confidence etc.

Lack of Information

If it is the result of poor research, then you will have 1o stop writing and collect more
information. If you find yourself doing this often, you might correctly guess that you have a
problem in defining vour communication purpose.

Lack of a Well-Defined Purpose

A poorly defined purpose of your communication will inevitibly make writing more difficult
and may block it altogether. Sometimes, you will experience this as a lack of information; oft
you will notice it since paragraphs, sections, or entire reports or papers shift topic in the midd
any case of poorly defined purpose, the solution is the same. Develop a three-part purr
statement for the communication, and develop an outline of tr ad ¢ i
purpose statements, 171/ 245 ::

Poorly Analyzed Audience

Audience analysis that is performed poorly or not at all can be the source of writer's block. A
such times vou find yourself stiring at the video display screen wondering who is going to re:
your report and what on earth they want from it.

Lack of Confidence

& Copyright Virtual University of Pakistan Page
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The programmer (S) quits (V).

Subject-verb-ohject sentences (SVO)
Example:
The programmer (S) kicked the terminal (O).

Subject-linking verb — complement sentence (SLVC)
Example:
The programmer (S) felt (LV) sick (C).

Subject-verb-indirect object — object (SVID)
Example;
The programmer (S) gave (V) the engineer (10) a headache (0).

How to Edit Your Work?

This lecture will present some ways that can be helpful for writers for assessing the quality «
their work and the work of others. Good editing divides the task of improving a document ir
limited number of areas which are:

Organizational logic

Mechanical development of the topic
Writer's style

Quality of the manuscript

o=

Organizational Logic
The work should have the organizational logic. Organizational logic can be achieved by
arranging the events chronologically or spatially.

Mechanical Development of the Topic
Look to see if there is a transition between paragraphs, even between sentences. Transition i

3 e opthe r n hrpus wave:
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Unnecessary Words and Phrases

Make sure that each word and phrase in your sentences contributes to meaning and clarity. Ti
avoid the two commonly used constructions There isfare. .. And Itis. .. .

Delete superfluous material when you revise your first draft.

Overloaded Sentences
Avoid sentences that contain more information than the reader can easily follow.
Instead, divide such sentences into more manageable pieces that can be easily grasped.

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

Examples
I. Driving in the city during the evening rush hour.

2, To apply for a job at the new store in the mall.

Comma Splice
Never link two independent clauses with just a comma this is known as a comma splice erro

Examples
I. The sun is high. put on some sun block.
2. This computer doesn't make sense to me, it came without a manual.

You can correct a comma splice in four ways:

e Separate the independent clauses into two separate sentences. Punctuate both sentenc
with periods.

TRGIAN Oms B b et T 1066 M 3% Fobemary T
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Choose the option that best describes the given statement:
Working far into the night in an effort to salvage her little
boat.

et s e i

Sentence fragment
o

Comma splice

O

Fused sentence
O

Run- on sentence
O
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Enumeration

Use enumeration in paragraphs when you want to ifémize or list a set of topics or a series ol
some kind. Enumeration is a powerful way to establish a series of observations and to empk
each element. In the following paragraph, the items are enumerated in a series of itemized
recommendations.

Have vour blood cholesterol measured, if you've never had it done. Finger-prick tests at hea
fairs and other public places are generally fairly accurate, especially if they're offered by a
hospital or other reputable health group. When you know your "number,” follow these guid
from the National Cholesterol Education Program:

= If your cholesterol is under 200 mg/dl, maintain a healthy lifestyle--including eating
low-fat diet, getting regular exercise, maintaining a healthy body weight, and not
smoking--and get another test within five years.

Use technique in paragraphs writing when you
want to itemize or list a set of topics or a series of some
kind.

Lamasd m canrnt agtae

enumeration

cause and effect

description

narration

(o]




10:10 ‘E'\ E": Kt, 1I(88])

& orient 1of1 £ D

DPUALAILE G BIRED LORL LRF BRI BL SUULIU U YIUE CHUUREE BHIULITIILRAT IV 1T D Lo 0o aune v
what the context of the report 1s and what the report is about.

Abstracts

Abstracts are condensations of entire reports, focusing on the main issues: what was done,
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, circul
to readers, and allow readers to order the full report il they feel like they need the informat

Table of Contents

The table of contents provides an outline of analysis reports for readers who do not wish te
the entite report or flip through it looking for the section which contains what they are lool
for. It should be made up of headings and subheadings of the report, word-for-word, with t
accompanying page numbers,

List of Symbols
This is an optional addition to the front matter of an analysis report. Include it if you think
readers will need to have symbols defined. The same thing applies o the inclusion of a glo

Introduction

This is the place for the three-part purpose statement introduction. It will Brigntreaders to |
main issue of the report, to the technical issues which are important to the report, and to wl
report is intended to accomplish.

Discussion
The discussion contains an analysis of the technical issues important to the report. It suppo
main issue of the report by providing evidence and explanations. It should be subdivided it

topics, each with a subheading.
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Which of the following sections of an analysis report serves
to orient its readers to the main issue(s) of the report?

R

Appendix
Conclusion
Introduction
o /
Table of contents
O

o
o
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¢ Recommendations
*  Appendix

Introduction

For everyone involved in the design phase of the computer industry- hardware engineers,
soltware engineers, technicians, and programmers — specifications are the most important
document to be read or wntten, The situation is even worse when work has to be undone or
redone because of bad specifications. Specifications can be categorized into four types:

*  Requirement specifications
*  Functional specifications

»  Design specifications

o Test specifications

Requirement Specifications
The result of market research is requirement specifications, In it, the RKEHRE people attempt 10
specify what the market is looking for, what people or companies who use computers would find
useful and would like o have.

Product definition
This is as sccurate a description as can be written by marketing about the desired product.
It should answer the question: “What is it?""

@ Copyright Virtual University of Pakistan Page 166
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What is Requirements Sheciﬂcation?

Attempt of marketing people to specify what the market is
® looking for

| [ Thisisa description of what the desired product should be
| © capable of doing

| This will form the basis for the highly precice dasinn
| O specifications 159 / 200 o
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I'ins lecture will present some ways that can be helptul tor wniters tor assessing the quality of
their work and the work of others. Good editing divides the task of improving a document into a
limited number of arcas which are:

1. Organizationn] logic

2. Mechanical development of the topic

3. Wiiter's style

4. Quality of the manuscript
Organizational Logic

The work should have the organizational logic, Organizational logic can be achieved by
arranging the events chronologically or spatially.

Mechanical Development of the Topic
Look to see if there is a transition between paragraphs, even between sentences. Transition is
what links the ideas together. Transition can be accomplished in three ways:

a) The writer might repeat an important word in two adjoining paragraphs or senteénces.

b) Structure can acomplish transition.

¢) Transitional words and phrases can be used to estublish links between ideas in an obvious
way, such as “Finally™,

€ Copyright Virtual University of Pakistan Page 172
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By arranging the events chronologically or spatially a writer
will be able to achieve _______in his manuscript.

Sublimity
0

Organizational logic
w

Plot
(o}

Spirit
(0}
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The color choices for the new model were; Olympic silver,
O gold, red, and blue.

The color choices for the new model were: Olympic silver,
O gold, red, and blue.

The color choices for the new model were Olympic silver,
# gold, red and blue.

The color choices for the new model were Olympic silver,
O gold, red, and blue.
Chok 10 Save A 1 Mo & /

x || B |The color choices for the new model were: Olympic silver, gold, red, and blue,

|
[x || © | The color choices for the new model were Olympic silver, gold, red and blue.
) | D | The color choices for the new model were Olympic silver, gold, red, and blue,

5 Seeking to overcome the competition, the plan had hackfired.

| | A | Dangling modifier. A better sentence would be "When I tried to overcome the
competition, my plan backfired.”

|| B |correct

| | c | Seeking to overcome the competition, one’s plan had backfired.

6 Which selection is correctly punctuated?

[ I A | Itried to respond to: his questions, and answers.

—! B | Ltried to respond to his questions, and answers.

[ [e _ Itried to respond to his questions and answers.
|| 0 [1tried to respond to: his questions and answers.

Which sentence has the correct punctuation?
| | A | Laws requiring anyone collecting $5.000 or more on behalf of another person a
schools and private individuals as well as to charitable groups and professional
raisers.
|l B |Lawsrequiring anyorne collecting $3,000 or more on behalf of another person,
schools and private individuals as well as to charitable groups and professional
raisers.
| |[" e 1Lawsrequiring anyone collecting $5,000 or more on behalf of another person a
~schools and private individuals, as well as, to charitable groups and professions
raisers,
|| 0 |Lawsrequiring anyene collecting $5,000 or more on behalf of another persona
schools and private individuals as well as to charitable groups, and professiona
raisers.

8 Which sentence is punctuated correctly?
[ |[[ A |The chairman asked, "Why are our profits down"?

| rofits downz”

The chairman asked, "Why are our
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Writers usually announce the of their instructions
in the first sentence.

b | Wfve corrwet aptien

summary
O

conclusion

(] /
abstract

0

&« announce the su 1of1 £ D

s Aim
& Intended reader
s Scope

s Organization

o  Usage

*  Mouvation

* Background

*  Directions

Subject

Writers usually gisguneehesabiect of their instructions in the first sentence, Here is the first
sentence from the operating manual of a ten ton machine used at the ends of assembly lines that
make automobile and truck vres. This manual tells vou how to operate the Tire Uniformity
optimizer. Here is the second sentence from the owner's manual for a small, lightweight,
personal computer. This manual introduces you to the Apple Macintosh TM Computer. These
sentences are intentionally kept simple for the sake of understanding.

Aim

From the beginning, readers want to know the answer to the question” What ¢an we achieve by
doing the things this communication instructs us to do?” With some instructions vou write, the
purpose or outeome of the procedure described will be obvious. Far example, most people who
buy computers know many of the things which can be done with them. For the reason. a
statement about what computers can do, would be unnecessary in the Macintosh instructions,
which in fact contain none. However, other instructions do have to answer readers’ guestions
about the aim of instructions.

& Copyright Virtual University of Pakistan Pape 155
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Writers usually announce the of their instructions

in the first sentence.

summary
O

conclusion
()

abstract 177 / 200

(o]

subject

&« announce the su 1of1 £ D

s Aim
¢ Intended reader
s Scope

s Organization
e Usage

*  Mouvation

* Background
¢  Directions

Subject

Wnters usually gnouscethesubject of their instructions in the first sentence. Here 1s the first
sentence from the operating manual of a ten ton machine used at the ends of assembly lines that
muke antomobile and truck tres. This manual ells vou how to operate the Tire Uniformiry
optimizer. Here is the second sentence from the owner's manual for a small, ightweight,
personal computer. This manual introduces you to the Apple Macintosh TM Computer. These
sentences are intentionally kept simple for the sake of understanding,

Aim

From the beginning, readers want to know the answer to the question” What ¢an we achieve by
doing the things this communication instructs us to do?” With some instructions vou write, the
purpase or outcome of the procedure described will be obvious.  For example, most people who
buy computers know many of the things which can be done with them. For the reason. a
statement about what computers can do, would be unnecessary in the Macintosh instructions,
which in fact contain none. However, other instructions do have to answer readers” guestions
about the aim of instructions.

& Copyright Virtual University of Pakistan Pape 155
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The length of an analysis report depends on ...........c........

not sure

ithe frequency of the given task
(o]

L =
‘the duration of time and data
o

'the type and the analysis
.

.Zthe type and extent of the analysis
(o]

L
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Stringy Sentences

Avond stninging several clauses that would be easier to read and understand if they were broken
up into separate clauses. The following example makes the point of how incoherent the language
becomes with the use of stringy sentences.

# Copyright Virtual University of Pakistan Page 184
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Agreement
Agreement between subject and verb and between a pronoun BEEFEuntecedent is important for
parngraph coherence, as well us for style and grammar.

When editing your document, check for agreement, paying close attention to subjects, verbs, and
pronouns. Make sure your subject agrees with your verb (subject-verb agreement).

Make sure your pronouns agree in gender and number with their antecedents (pronoun-
antecedent agreement), Make sure the form of your pronoun is appropriste for how you are using
the pronoun in the sentence (pronoun case). For the suke of clarity, make sure your pronouns are
closely linked to their antecedents (pronoun reference),

e
& ENG201-Quiz3-.. [@ & ¢
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Agreement between subject and verb and between pronoun
and its antecedent is important for paragraph

Balirt i contect aptinn

inappropriateness
0

coherence
a

wordiness
0
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Ine 1irst sentence Is In the AU I IVE VUICE. Choose The most
correct way of saying the same thing in the PASSIVE VOICE:
They were interviewing her for the job.

She for the job.

Sabeec e comTeet SR

‘was being interviewed
-

was interviewed
(o]

has been interviewed
(o}

‘had been interviewed
o)

[ i im i 7

G what is the passive voice of 1 &

i INTVVO lIIIClBG{J Viuacuo wiapo | LW LW

Answer: Was being interviewed is the
correct answer. They were interviewing
her for the job. She was being
interviewed for the job. 09-Jun-2020

ﬂ https://brainly.in » question
They were interviewing her for the
job ... - Brainly.in
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Choose the correct title for the given statement:
i isthe problem of not being able to think of
something to write about or not being able to finish writing

|a story, poem, etc.

Intellectual deficiency

Ll _
' |Reader's block
o)
L
~ |Writer's block
o)
|
|AII of the above
o)

gl AR R -]
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Business and Technical English

and cells that have wmed cancerous. When lvmph nodes are actively involved in fighting an
invasion of microorganisms, they fill with lymphocytes,
P. Insel and W. Roth, Core Conceprs in Health

Cause and Effect

Use cause and effect in paragraphs when you are tracking the development of one sitiation'or
event out of another. Cause and effect is an analytical mode of paragraph development. Tt
attempts to show how events are influenced by or caused by others—the linkage of causation. In
the following paragraph, the development follows the inductive pattern of reasoning from effects
back 10 causes.

Example

Global climate change resulting from the accumulation of greenhouse gases, for example, 18
likely 10 have significant health effects, both direct and indirect, An average global temperature
rise of 3-4°C, predicted for the year 2100 by the Intergovernmental Panel on Climate Change,

will greatly increase the number of days in the U
38°C(100%F), with a resulting sharp nise in heat-related mortality. Deaths would occur primarily
from heat strokes, heart attacks, and cerebral strokes. The very young, poor, and elderly, as well
s those with chronic cardiovascular and respirstory diseases, are most at risk. During the two-
weiek heat wave of July 1993 in the eastern United States, 84 people died in Philadelphia alone as
aresult of the higher temperitures
E. Chivan, "The Ultimate Preventive Medicine,” Technology Review

ed States with temperatures over

Comparison and Contrast
Use comparison and contrast to develop a tapic by examining its similarities or dissimilarities to
another thing, process, or state. Companison emphasizes the similarities, contrast the differences.
A paragraph may use both comparison and contrast. In the (ollowing example, two kinds of

slastrieng] cahle s camnaee sim hars . sy thes aTeaTits sar B
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Select the comed aption

O

Seeking to overcome the competition, the plan had backfired.

_ | A | Dangling modifier. A better sentence would be "When Itrie
' competition, my plan backfired.”

B | Correct

' C |Seeking to overcome the competition, one's plan had backfi

Which selection is correctly punctuated?

& |Itried to respond to: his questions, and answers.

: |[ 8 |Itried torespond to his questions, and answers.
1) ¢ |Itried to respond to his (uestions and answers.
D Itriedto respond to: his questions and answers.

Which sentence has the correct punctuation?

f A |Lawsrequiring anyone collecting $5,000 or more on behalf

' ' schools and private individuals as well as to charitable grou
raisers.

. B |Lawsrequiring anyone collecting $5,000 or more on behalf

' schools and private individuals as well as to charitable grou
raisers.

' ¢ |Lawsrequiring anyone collecting $5,000 or more on hehalf
schools and private individuals, as well as, to charitable gro
raisers.

|| b |Lawsrequiring anyone collecting $5,000 or more on behalf
schools and private individuals as well as to charitable grou
raisers,
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Muke sure that all entries of the same level in an outline are paraliel.

Example

Incorrect: An important consideration in orthopedic surgery and how to implant prostheses is
the possibility of infection

Correct: An important consideration in orthopedic surgery and prosthesis implants is the
possibility of infection,

Choppy Sentences
Avoid using too many short sentences that will create choppy prose. Vary your sentence types
and combine short related sentences by muking some elements dependent clauses or phrases.

Misplaced Modifiers
Teveiisting clarty. place your modifiers carelully. Make sure that your placement of modifiers
does not interrupt the sentence structure or creamte ambiguity,

Interrupted Sentence Structure

Placing a modifier between the subject and the verb or between the verb and the direct object can
weaken the structure of the sentence and make the sentence difficult 1o interpret. In general,
longer and more complicated modifier weakens the sentence

Although, you can often get away with interrupting the structure of the sentence with a shor
(one-word) modifier, adding a longer modifier significantly worsens the sentence.

® Copyright Virtual University of Pakistan Page 186
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Business and Technical English

Naise interference is another important area in which performance differs greatly. Couxial cables
are susceptible to induced interference (EMUIRFI) from such noise generalors as fluorescent
lights, computers, power cables, industria) equipment, and even other communications cables.
Cable frequency equalization further aggravates this noise problem. Fiber-optic cable is, in
contrast, immune to all forms of EMI, RFL, and crosstalk.

rtel Communications Corporation, "Fiber Optics in RGB Color Computer Graphics
Communications,” Application Note CG-1

Classification and Division

Use classification and division to develop material by relating pants to wholes. In classification,
you associate similar things or processes by @f@apifighthem into classes. You can classify
organisms, mechanisms, processes according to shapes, magnitudes, effects, and so on, In
division, you develop a topic by breaking it down into smaller parts, Classification is the tutorial
I'JT‘I)L' Strate

- It 15 an effective approach for showing the terruin of a subiect hv elabornting upor
its essential types. In the following example, corrosion-resistant ceram nte oe

iypes. 181/245 = 3

Acid Service: Choice of Materials

Careful design and selection of comosion-resistant ceramics by process engineers and designers
15 necessary for long-lasting, relinble, and cost-effective ceramic linings for process equipment
The following types of ceramics are used for acid service.

These bricks are manulactured from iron-bearing sedimentary clays prepared with low-melting
additives. The clay mixture is extruded through a dye and then wire-cut into individual bricks.
I'he units are fired 10 form & bond of melted material between the clay particles, . |

Stoneware and e wcelain: A vitreous or semi-vitreous ceramic ware, stoneware is made with a

[ine texture, low-melting-point fireclay. The uniform, chemically resistant microstructure of a
stoneware part offers chemical resistance throughout its service lifetime. Stoneware is used in

S O Jd
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Muke sure that all entries of the same level in an outline are paraliel.

Example

Incorrect: An important consideration in orthopedic surgery and how to implant prostheses is
the possibility of infection

Correct: An important consideration in orthopedic surgery and prosthesis implants is the
possibility of infection,

Choppy Sentences
Avoid using too many short sentences that will create choppy prose. Vary your sentence types
and combine short related sentences by muking some elements dependent clauses or phrases.

Misplaced Modifiers
Teveiisting clarty. place your modifiers carelully. Make sure that your placement of modifiers
does not interrupt the sentence structure or creamte ambiguity,

Interrupted Sentence Structure

Placing a modifier between the subject and the verb or between the verb and the direct object can
weaken the structure of the sentence and make the sentence difficult 1o interpret. In general,
longer and more complicated modifier weakens the sentence

Although, you can often get away with interrupting the structure of the sentence with a shor
(one-word) modifier, adding a longer modifier significantly worsens the sentence.
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Whuch of the following & conect?

\

Seled the comed opbon

3 which of the following is cort &

Correct: Harvey is a good driver;
moreover, he is a friendly one.

B https:/www.niu.edu > punctuation

Semicolon - NIU - Effective Writing
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Business and Technical English

Lack of confidence in vour abilities as a writer is 2 common actor of writer's block. and it 18
USUAlg gl i-fulfilling. If you do not think you can communicate effectively. you will not be able
to wnte. Your systematic approaches of writing problems are the solution to this problem

Organizational Problems

Organizational problems are discovered during the editing phase. Finding and fixing these
problems is what makes editing important. Il they are not fixed, readers experience these
organizational problems as complete breakdowns in communication,

Punctuation Problems

Accurate punctuation does not ensure accurate communication, but accurite communication is
tremendously enhanced by accurate punctuation. Tuke the following punctuation test, first
without looking at the correct version which follows, to see how well you know punctuation. The

test focuses on the most common punétuation 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 Anificial Intelligence”; he has become well known as a
result”
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Tive Bt sarence = i the ACTIVE VOICE  Choom the mest corroct way of saymg the same thang in e PASSSE
Thwe fire hias destroyed the house
Thee houss by the e

\_J) were being said
_/ were said

() are said

7. The fire has destroyed the house.
The house ___ by the fire.

@ has been destroyed

O was being destroyed

(U is destroyed

8. She would have told you.
You _ by her.

() would have been told
() would be told
() were being told

9. She would reject the offer.

The offer ___ by her.
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Tive Bt sarence = i the ACTIVE VOICE  Choom the mest corroct way of saymg the same thang in e PASSSE
The fire hias destroyed the hotite
Thee houss by the fire

X 0 LearnEnglishFeel... ] °<:

HERE ARE YOUR RESULTS:

You scored 1 out of 10

1: You didn't choose an answer. Please try again.
2: You didn't choose an answer. Please try again.
3: Sorry, that is incorrect. Please try again.

4: You didn't choose an answer. Please try again.
5: You didn't choose an answer. Please try again.
6: You didn't choose an answer. Please try again.
7: That's right! Well done!

8: You didn't choose an answer. Please try again.
9: You didn't choose an answer. Please try again.
10: You didn't choose an answer. Please try again.
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The CEO was nat optimistic "Profits are down 18% from last yea
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Q_  what is meant by paragraph | !;

Al News Images Videos Maps Boo

A paragraph with unity develops a single
idea thoroughly and links it to the rest of
the paper. Paragraph coherence is
achieved when sentences are ordered in
a logical manner and when clear
transitions link sentences. Paragraph
unity: ... Support the main idea of the

v,
¥ & Q Al
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What is meant by Paragraph Unity?

Twtrut S ot optiun

Precise language
o

There should be a sequence
o)

All ideas should relate the topic sentence
O

Well organized words
o
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Choose the most relevant option from the following
for the phrase given below.
Modifiers of noun:

el G et iy

should be placed before the noun.

should be placed within the noun.

none of the given options.

should be placed after the noun.

& odifiers of nouns st 1of1 < >

Example

Weak: The heron, egret, and stork colonies in Everglades National Park that once each
contained tens of thousands of birds whose bustling extravagance helped ingpire the founding in
1905 of the Natonal Association of Audubon Societies (later the Nattional Audubon Seciety)
have shrunk by 95 percent since the 1930s,

Improved: The bird colonies in Everglades National Park once each contuined tens of thousands
of birds whose bustling extravagance helped inspire the founding in1905 of the National
Association of Audubon Societies (later the National Audubon Society). These colonies of
herons, egrets, and storks have shrunk by 95 percent since the 1930s.

Modifiers of Nouns

Modifigfsarnoansshould be placed either immediately before or immediately after the noun.
If another phrase is used to separate the noun and its modifier, the modifier may be
misinterpreted as applying to a noun in the separating phruse rather than to the original noun

Example

Weak: More than 750 metric tons of lead ingots were examined by the qualitycontrol imspectors
that circle the base of the tower. [The ingots, not the quality control inspectors, circle the base of
the tower. )

Improved

s More than 750 metric tons of lead ingots that eircle the base of the tower were examined by
the quali‘l!.' control inhpcclurs.

e The quality control inspectors examined more than 750 metric tons of lead ingots that cirele
the base of the tower.

Adverb Modifiers

Adverbs should be placed as close as possible to the words or phrases thut they modify,

If you allow an adverb to be separated from the word or phrase that it modifies, the interpretation
of the adverh may become ambiguous. Always place a quantity adverh immediately before the
waord it modifies.
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Questian # 3 of 10 { S thmer 102035 AN, 06 Asguet 2021 ) Tatal Marks: 1

Choose the correct passive voice response for the
following sentence:

"He wrote the letter”.

Select the correct option

The letter will be written by him.
o}

The letter is written by him.
O

The letter has been written by him.
o

The letter was written by him.
(o

G choose the correct passivev 4,

—

He wrote a letter (passive voice) -
Brainly.in

14-Apr-2019 - 2 answers

A letter was writen by him. When the sentences
change from the Active Voice to Passive Voice, the
verb changes its form along the sentence. The ...

32 votes 19 votes
A letter was written by him [tex]\textbf{He
Manora anawearl [/tavll
o
* &4 Q nl
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Quedtion # 3 of 10| Start tieme 10 225 AM, 08 Assgesit 2021 )

Choose the correct passive voice response for the
following sentence:

"He wrote the letter".

The letter will be written by him.
o

.'-The letter is written by him.
o

The letter has been written by him.
O

The letter was written by him.
(o

G what is the correct passivev &

Explanation: Here /A letter’ /et s the object of tn

Cé In aCtive voloe, 50 inth

is the object of the volcs It shs 23 the subjec
sentence in active voice, oot ™
so in the passive voice it~ "en n posseroce e
- _ as object in the passive vol
sits as the subject. was
/were + Third form of verb. That's why
'wrote' in active voice is replaced by 'was
written' in passive voice. ... €'l' sits as

'me'as object in the passive voice.
02-Nov-2020

o
* = Q Al
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Quedtion # 3 of 10| Start tieme 10 225 AM, 08 Assgesit 2021 ) Total Marks: 1

Choose the correct passive voice response for the
following sentence:

"He wrote the letter".
The letter will be written by him.
o

The letter is written by him.
o

The letter has been written by him.
O

The letter was written by him.
(o

S what is the correct passivev &

I~APITLV 17 " £ dlIoWELS

When the sentences change from the Active Voice to
Passive Voice, the verb changes its form along the
sentence. The Passive form of the verb is ...

32 votes 19 votes

A letter was written by him [tex]\textbf{He

. More answer} [/tex]|
[/tex]He wrote
[tex]\textbf{An

o
X o Q Ol
Discover Snapshot Search Collections
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Question ¥ 4 of 10 { Start tme: 10:34:46 AM_ 08 Asgust 2031 ) Total Marks: 1

The
development to provide a physical picture or
functional view of the subject.

technique is used in paragraph

Seleﬂﬂugeomwm )

description

o
process

o)
exemplification

o
narration

o

é

physical picture 1oft £ >

Ideul]‘l,: an image should contain a region of high-intensity pixels that form the target, and a low-
intensity background, To find the target region, the algorithm st samples the images in
overlapping windows and sums the pixel intensities contained in each window. The window with
the highest sum is assumed to contain the target, and the average of the remaining windows is
assumed to be indicative of the background level. Thus, subtracting the average of the window
sums from the highest window sum provides a measure of the target strength over the
background noise level. If an image does not contain a target, then the dilference between the
highest sum and the average sum will be very small. The difference will also be small for images
comtaining faint targets and high levels of background noise.

M. Menon, E. Boudreau, and P, J. Kolodzy, "An Automatic Ship Classification System for
ISAR Imagery.” Lincoln Laboratory Journal

Description

Use descriptive prose to provide a Ml pidtaT or o functional view of the subject. Physical
description develops a picture by identifying the shapes, materials, position, and functions of its
subject. Such prose often serves as the raw matenial for more elaborate forms of analytical pre

o Tinve - se
Boundary-Layer Test Section 179 / 245 ::
The test section (0.86 m x 2.44 m) of the boundary layer lunnel 15 .ihe nu

and the diffuser. It consists of a flat aluminium test plate, a contoured wall, and two transpic
side walls. A bleed-scoup layer ot the leading edge of the test plate removes the inlet boundary
layer. The contoured wall opposite the test plate generates the required pressure distribution. The
twio differently-contoured walls used in this investigation generate either squared-off pressure
distribution or aft-louded pressure distribution.

-0, P. Sharma et al., "Boundary Layer Development on Turbine Arrfoil Suction Surfaces,
"Transactions of the ASME

Analogy

Use analogy to explain one object or process in terms of another. The aptness of the analogy is
generally a point of subtle judgment. Some analogies are more valid than others, Comparing an
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Oueatian #5 of 10 { Star tme: 103501 &AM, 06 Augue 2027 ) Tatal Marks: |
Fill in the blank with a suitable interrogative

pronoun.
e 18 the leader?

Select the canmeat option

‘who

O

Which

whose

whom

{5 fillin the blanks with suitable &

D. Fill in the blanks with Interrogative
Pronouns :1....... is the news ...

23-Aug-2020 - 2 answers

What is the news today ? 3. Who is their leader ?
.Who..... broke this mirror ? 4, who made a noise in
theclass 75 ...

Missing: sditabte | Must include: suitable

0 votes 0 votes
Answer:1. what.2. Explanation:D.
]
¥ & Q Al
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A modifier whose connection to the sentence is
implied or intended but not actually made explicit is
known as .

Salect the caiedt aptian

‘none of these
o)

dangling modifier
o}

| stacked modifier
o}

| misplaced modifier
o)

- —
< made expl 1of1 < >

®  More than 750 metric tons of lead ngots that circle the base of the tower were examined by
the quality control inspectors.

*  The quality control inspectors examined more than 750 metric tons of lead ingots that circle
the base of the tower.

Adverb Modifiers

Adverbs should be placed as close as possible to the words or phrases that they modify.

If you allow an adverb to be separated from the word or phrase that it modifies, the interpretation
of the adverb may become ambiguous. Always place a quantity adverb immediately before the
word it modifies.

Dangling Modifiers

A modifier whose connection to the sentence is implied or intended but not sctually made
explicit is suid to be dangled. Dangling modifiers disturb the clarity of your writing, so you
should make sure that your modifiers are properly connected 10 the words they modify.

To repair 2 dangling modifier, add the noun or phrase to whom the modifier was intended to
modify and rephrase the sentence accordingly.

Example

Weak: When traveling at the speed of sound, the moon 1s approximately 320 hours away. | The
moon does not travel at the speed of sound. |

Improved: An object truveling a1 the speed of sound will reach the moon in approximately 320
hours.
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Stvle is o result of sentence structure. Although you might not think so, sentence structut
simple and easy (o understand. There are four basic types of sentences;

Subject-verb sentences (SV)

Example

The programmer (S} quits (V).

Subject-verb-ohject sentences (SVO)

o .._l.”..,-l.! Virtual Ulniviersity of Pakistan

Business and Technical English-ENG201 v
Example
The programmer (S) Kigked (the 1erminal (0)

Subject-linking verb - complement sentence (SLVC)
Example:
The programmer (S) felt (LV) sick (C),

Subject-verb-indirect object — object (SV10)
Example
The programmer (8) gave (V) the engineer (10) o heacdache (0),

ow 1o E our Work:
Thix lecture will present some ways that cian be helpful for writers for assessing the qualit
thewr waork and the work of others, Good editing divides the task of improving o document
a limited number of areas which ure;
1. Organizational logic

© = .l il GD

n <

The programmer kicked the terminal.
It is an example of type of sentence.

o g

Subject-verb sentences (SV)
Subject-verb-object sentences (SV0)
Subject-linking verb — complement sentence (SLVC)

Subject-verb-indirect object — abject (SVIO)

Bs English quizzes®& &
+92 300 0285490, +92 300 0644...
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Unnecessary YWords and Phrases:

Make sure that each word and phrase in your sentences contributes to menning and clarity. Try
tocavaid the two commonly used constructions There ivare ... And fris.

Delete superfluous matenial when you revise your first drafi.

Overloaded Sentences:

© Copynght Virmaal University of Pakistan 166

Business and Technical English-ENG201 vu
Avoud sentences that contain more information thian the reader can easily follow.
Instead, divide such sentences into more manageable pieces that can be easily grasped.

Sentence Fragments:

A sentence fragment is missing a subject, o verb, or both, but is punctuated as if it were a
complete senlence,

Examples

Driving in the city during the evening rush hour

To upply for a job ot the new store in the mall,

Comma Splice:

Never link two independent clouses with just o comma; this is known as o comma splice error
Exnmples

The sun is high, put on some sun block.

This computer doesn't make sense to me, it came without o munual,

You can correct a comma ‘||‘]1I.'l' m tour wuys:
&  Separate the independent ¢louses into iwo separate sentences. Punciuate both sentences
with PL‘I]I)dh.
o Replace the comma with a semicolon or with a semicolon and o conjunclive adverh

2 ninlites'age

Ouasatumm # 9§ off 10 | 5art s 65711 36 DU, 09 Rageas 21 ) Tt Masis

Identify the following as a 'Sentence Fragment' or '‘Complete
Sentence"

Went to apply for a job at the new office in Siddique Trade
Mamtar

[P p—

Complete Sentence
0

Comma Splice

Fused Sentence

Sentence Fragment

< @ Bs English qmzzgs@@
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interpretation of the adverb may become ambiguous, Always place a quantity adverb
immedintely before the word 1t modifies.

O Copyaght Vieraal Ulniyesity of Pakistan 168
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Dangling Modifiers:

A modifier whose connection to the sentence is implied or intended but not actually made
explicit 1s said o dangle. Pangling modifiers detract from the elurty of your writing, so you
should make sure your modifiers are properly connected to the words they modify.

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

Double Negativ
Use only one negative word (o express a negative wdea. In English, using two negative wards to
express one negative idea creates a positive rather than a negative interpretation

Faulty Comparisons:

Companng one item with another can be o very pow
(see the discussion of comparison and contrast). To make your comparison effective, however,
you must maintain parallelism in your comparison, Include the basis of your comparison, and

il way to describe an object or a process

ensure that YOur companson s not ;Ill]]}]'__'UUL.IE\.

Nonparallel Comparisons:

When you construcl o comparison, you must make the two items being compared parallel in
structure
Exnmple:

+92 315 2859007
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o Gunning’s Fog Index
*  Writing Style Problems
*  How to Edit yvour Work
0 Organizational Logic
0 Mechanical Development of the Topic
0  Writer's Style
0 Quality of the Manuscript

Writer's Block:

Writer's block is what we call the expenience of getting stuck while writing. Although
results are the same, there are many factors of writer’s block: lack of information, lnck of &+
defined purpose. poor knowledge of the audience, and lack of confidence etc.

Lack of Informatien:

If it is the result ol poor rescarch, then you will have 1o stop writing and collect n
iformation. If you find yoursell doing this often, you might correctly guess that you ha
problem in defining vour communication purpose.

Lack of a Well-Defined Purpose:

A poadydefncd purpose of your communication will inevitably make writing more diffi
and may block it altogether, Sometimes, you will experience this as a lack of information; o
you will notice it since paragrphs, sections, or entire reports or papers shift topic in the mid
For any case of poorly defined purpose, the solution is the same. Develop o three-part pury
statement for the communication. and develop an outline of topics sentences based on
purpose statements.

Poorly Analveed Audience:

Audience analysis that is performed poorly or not at all can be the source of writer's block
such times you find yourself staring at the video display screen wondering who is going to 1
vour report and what on earth they want from it

of Confi H
Lack of confidence in your abilities as a writer is a common factor of writer's block, and
usually self-fulfilling, If you do not think you can communicate effectively, you will no

e pa——— b
A poorly defined of your communication will

inevitably make writing more difficult.

i e e

mode

(o]

both of the above
G

channel
0

purpose

c Bs English quizzes& &
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Writer's Block:

Writer's block is what we call the experience of getting stuck while writing, Although
results are the same, there are many factors of writer's block: lack of information, lack of a-
defined purpose, poor knowledge of the audience, and lack of confidence etc.

'k of Information:

If it 5 the result of poor research, then you will have to stop writing and collect n
information. If you find yoursell doing this often, you might carrectly guess that you hw
problem in defining your communication purpose.

Lack of o Well-Defined Purpose:

A poorly defined purpose of your communication will inevitably make writing more diffic
and may block it altogether. Sometimes, vou will experience this as a lack of information; o
vou will notice it since parngraphs, sections, or entire reports or papers shift topic in the mid
For any case of poorly defined purpise, the solution is the same. Develop a three-part pury
stafement for the communication, and develop an outline of topics semences based on
purpose statements.

orly Analy
Audignce’analysis that is performed poorly or not at all can be the source of writer's block
such times you find yourself staring at the video display screen wondering who 15 going to1

vour report and what on earth they want from it.

Lack of Conlidenc

Lack of confidence in vour abilities as a writer is a common factor ol writer's block, and
usually self-fulfilling. If you do not think you can communicate effectively, you will no
able to write. Your svstematic approaches of writing problems are the solution to this proble

L Copyrghr Yieal Univessity of Pakistan
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