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1 Discuss the characteristics of scientific and Technical Writing.
OR
What is Definition? Discuss the different types of Definitions’.
2 Describe the functions and structures of Abstract.
OR
Write a note on face to face communication V/S Telephonic communication.

3 What is a report ? write a detailed note on types, style, structure and order of reports.

OR
What are the basic Principles of correspondence? Discuss them in detail.
4 Write a letter of complaint to Airport authority about the inconvenience you faced.
OR
What are agency letters & which types of letters are written to obtain and give an
agency?
5 Write short notes on the following (arny Two)
1. Generalization
2. Greetings at the work place
3. Circular letters
4. Note Taking
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