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QUESTION 1 

a) Identify and describe at least four functions ofa report. 
b ) You get an instruction from your supervisor that there has been a traffic accident 

at Mahhala traffic circle and he needs you to attend to it. Write a report to your 
supervisor on this assignment. [15 marks 

QUESTION 2 

a) 	Musa receives his assignment from the course lecturer with a zero grade and a 
note that he has plagiarised his work. Make a critical analysis ofwhat Musa could 
have done whilst writing his assignment. [10 marks] 

b) 	Write short notes on three referencing styles [15 marks] 

QUESTION 3 

SCHEDULE FOR A RESEARCH REPORT 


PLANNING OR 

RESEARCHING 


• 	 Choose topic 
• 	 Research topic 

• 	 Write 
backgrollnd 

• 	 Review 
literature 

• 	 design 
instruments 

DRAFTING 


• 	 Develop ideas 
• 	 Prepare 

documentation 

REVISING 

• 
id.eas 

• 	 Delete 
unnecessary 
information 

• 	 Flesh out 
ideas 

EDITING AND 
PRESENTING 

• 

2 week2 

concepts 

• 	 Polish 
wording 

• 	 Proofread 
• 	 Assemble 

for reader 

a) Examine the diagram above and critically discuss the significance of allocating 
time to the activities when writing a research report. [10 marks] 

b) 	 What is the significance of the back arrows? [8 marks] 
c) 	 What are the likely possibilities that may delay the completion of your report and 

how would you control for them. [7 marks] 

Total marks 25 
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QUESTION 4 

Distinguish between a formal and an informal report; and describe at least two reports 
from each of the above mentioned types that you are likely to be asked to write in your 
work place. [25 marks] 

QUESTION 5 

A literature review is regarded as an informal report. Critically describe the purpose of 
the literature review and describe how it will help you as a researcher ifwell-written . 

[25 marks] 

QUESTION 6 

Critically examine the structure of a research report, highlighting the importance ofeach 
element involved. [25 marks] 
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