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1. (a) Give a working definition of report writing 

(b) Describe the following
(i) Technical Report
(ii) Feasibility study
(iii) Progress Report
(iv) Project Report

(c) State five functions of reports

2. Explain the different steps in writing process.

3. Write a letter to your Local Government Area Education Secretary complaining about 
the

closure of the only Secondary School in your community, Request its immediate re-
opening

in view of the problems being faced by both the parents and their children.

4. (a) Explain 
(i) Notice
(ii) Acim
(iii) Minutes 
(iv) A.O. B and committee

(b) Draw a tentative agenda of a meeting

5. (a) Describe
(i) Colloqualism
(ii) Slang
(iii) Jargon

(b) Define the concept of word register

6. (a) Differentiate memorandum from letter writing
(b) Mention the features of formal/official letters
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