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1) Using someone else’s exact words is called copyihg ( X).

2) Executive summary refer to figures, tables, or references contained elsewhere in the
report ( L7).

3) Using someone else’s exact words is called copying ( X ).

4). Cross-references help the author know when more information is available ( X ).

5) Use footnote and endnote to avoid plagiarism ( L” ).

6) Sidebars are used to summaries your mean ideas in the report ( L ).
7) Do not begin a sentence with a number ( ¥ ).

8) Figures provide deep understanding of complex information ( X ).

9) Summary paragraph is to let readers know whether to read the chapter or not (L2 ).
10) Bulleted lists present items ranked in importance (X).

11) Lists can save readers time (L7 ).

12) Figures and tables can help an instant understanding of complex information ( ).
13) A strong title orients readers to your area of work ( L”).

14) You can add new data or conclusions in the executive summary ( X ).

15) Paraphrase (use someone else’s exact words) ( X ).

16) Quote (convert someone else’s ideas into your own words) ( X ).

17) The main advantage of photographs is realism ( L”*).

18) In reports you can use language that attempts to avoid the responsibility ( X' ).
19) Email often used in court to prove events (L~ ).

20) Distribute meeting agenda after the meeting ( X ).
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