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QUESTION ONE (30 marks)

i)Define a report. (3 marks)
i1) State three functions of reports in organizations. (3 marks)

ii1) List three characteristics of informal reports. (3 marks)

iv) State three techniques used to improve readability in technical writing. (3 marks)
v) Identify three phases of the technical writing process. (3 marks)
vi) Differentiate between primary sources and secondary sources of information.

(3 marks)
vii) State three purposes of a literature review. (3 marks)
viil) Identify three components of a Logical Framework Matrix (Logframe). (3 marks)

1x) State three differences between Critical Path Method (CPM) and Program Evaluation and

Review Technique (PERT). (3 marks)
x) State three components of a research proposal. (3 marks)
QUESTION TWO (20 marks)

a) Describe the idea generation and research phases of technical writing. Explain the key
activities carried out at each stage. (6marks)

b) Explain the planning and drafting phases of the technical writing process, highlighting the
main activities involved. (8 marks)

c¢) Describe the revising, editing/proofreading, and final document preparation stages of technical
writing. (6 marks)

QUESTION THREE (20 marks)

a) Explain the meaning, importance, and types of illustrations used in technical and engineering
reports. (8 marks)

b) Discuss the role of Gantt charts and the Logical Framework Matrix in project planning and
reporting. (6 marks)

c) Explain the use of CPM and PERT as project planning and scheduling tools. (6 marks)

QUESTION FOUR (20 marks)
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a) Explain the role of the title, background of the study, and problem statement in a research
proposal. (6 marks)

b) Describe the objectives and methodology sections of a research proposal and explain their
importance. (8 marks)

c¢) Explain the purpose of the budget and timeline in guiding a research study. (6 marks)

QUESTION FIVE (20 marks)

a) Explain the principles of technical writing. (10 marks)
(b) Describe the techniques used to enhance clarity and readability. (10 marks)

2 Kaimosi Friends University (KAFU) is 9001:2015 certified



