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Q#1)Whatisabstract?Expalinindetail.

Answer:

ABSTRACT

Thewordabstractcomefrom thelatinwordabstractum,whichmeansacondensed

from alongerpieceofwritting.

TherearetwotypesofAbstract:

1) DESCRIPTIVEABSTRACT:

Descriptivearegenerallyusedforhumanitiesandsocialsciencepaperorpsychology

essay.Thistypeofabstractisusuallyveryshort(50-100)word.Mostdescriptive

abstracthavecertainkeypartsincommon.

Theyare:

.Background

.Purpose

.Focusofpaper

.Overveiwofcontents

2)INFORMATIVEABSTRACT:

Informativeabstractaregenerallyusedforscience,engineeringorphychologyreport.

Youmustgettheessenceofwhatyourreportisabout,usuallyinabout200words.Most

informativeabstractalsohavekeypartsincommon.Itconsistof1-2sentences.

ThepartsofInclude:

.Background



.Purposeofresearch

.Methodused

.Findings/Results

.Conclusion

MAKESAGOODABSTRACT

I)Usesonwell-developedparagraphthatiscoherentandconcise,andisabletostand

aloneasaunitofinformation.

2)Coversalltheessentialacademicelementsofthefull-lenghtpaper,namelythe

background,purpose,focusmethodresultsandconclusion.

3)Containnoinformationnotincludedinthepaper.

4)Iswritteninplanenglishandisunderstandabletoawideraudiencesaswellasto

yourdiscipline.

5)Oftenusespassivestructuresinordertoreportonfinding,focusingontheissues

ratherthanpeople.

6)Usesthelanguagetheoriginalpaper,ofteninmoresimplifiedfrom forthemore

generalreader

7) Usuallydoesnotincludeanyreferencing.

WRITEABSTRACT

Abstractareimportantpartsreportsandresearchpapersandsometimesacademic

assignments.Theabstractisoftenthelastitem thatyouwrite,butthefirstthingpeople

readwhentheywanttohaveaquickoverveiwofthewholepaper.

Q#2)Explaintheprocessoftechnicalreportwritting?

Answer:

TECHNICALREPORTWRITTING

Atechnicalreport(alsoscientificreport)isadocumentthatdescribestheprocess,

progress,orresultsoftechnicalorscientificresearchorthestateofatechnicalor

scientificresearchproblem.Itmightalsoincluderecommendationsandconclusionsof

theresearch.technicalreportareagreatsourceoftechnicalorscientific

information.theycanbewrittenbothforwiderorinternaldistribution.



TECHNICALREPORTWRITTINGSTEPS:

Reportsgenerallyinvolvepresentingyourinvestigationandanalysisofinformationoran

issue,recommendingactionsandmakingproposals.

Therearemanydifferenttypesofreports,includingbusiness,scientificandresearch

reports,butthebasicstepsforwritingthem arethesame.Thesearegivenbelow.

1:Decideonthe'Termsofreference'

.Whatisitabout?

.Whatexactlyisneeded?

.Whyisitneeded?

.WhendoIneedtodoit?

.Whoisitfor,orwhoisitaimedat?

2:Decideontheprocedure

.WhatinformationdoIneed?

.DoIneedtodoanybackgroundreading?

.WhatarticlesordocumentsdoIneed?

.DoIneedtocontactthelibraryforassistance?

.DoIneedtointervieworobservepeople?

.DoIhavetorecorddata?

.HowwillIgoaboutthis?

3:Findtheinformation

TheOpenPolytechnicLibrary.

Yourlocalpubliclibrary.

Talkingtoexperts.

Onlinesources.

4:Decideonthestructure

Atitlepage.

Executivesummary.



Contents.

Anintroduction.

Termsofreference.

Procedure.

Findings.

Conclusions.

Recommendations.

References.

Appendices.

5:Draftthefirstpartofyourreport

.Findings

.Appendices

6:Analyseyourfindingsanddrawconclusions

.WhathaveIfound?

.What'ssignificantorimportantaboutmyfindings?

.Whatdomyfindingssuggest?

7:Makerecommendations

Rereadyourfindingsandconclusions.

Thinkaboutwhatyouwantthepersonwhoaskedforthereportshouldtodoornotdo;

whatactionsshouldtheycarryout?

Checkthatyourrecommendationsarepracticalandarebasedlogicallyonyour

conclusions.

8:Drafttheexecutivesummaryandtableofcontents

Somereportsrequireanexecutivesummaryand/orlistofcontents.Eventhoughthese

twosectionscomenearthebeginningofthereportyouwon'tbeabletodothem until

youhavefinishedit,andhaveyourstructureandrecommendationsfinalised.

9:Compileareferencelist



Thisisalistofallthesourcesyou'vereferredtointhereportandusesAPAreferencing.

10:Reviseyourdraftreport

Thattherequiredsectionsareincluded,andareinthecorrectorder.

Thatyourinformationisaccurate,withnogaps.

Ifyourargumentislogical.Doestheinformationyoupresentsupportyourconclusions

andrecommendations?

Thatallterms,symbolsandabbreviationsusedhavebeenexplained.

Thatanydiagrams,tables,graphsandillustrationsarenumberedandlabelled.

Thattheformattingiscorrect,includingyournumbering,headings,areconsistent

throughoutthereport.

Thatthereportreadswell,andyourwritingisasclearandeffectiveaspossible.

TECHNICALREPORTELEMENTS

1)Thetitlepage

2)Theintroduction

3)Thesummary

4)Experimentdetail

5)Resultsanddiscussion

6)Thebody

7)Conclusion

Whydowewritetechnicalreport?

Technicalreportisadocumentthatdescribestheprogress,process,orresultsof

scientificortechnicalresearch.Inordertoestablishnovelty,technicalreportscanbe

consideredasaprimaryform ofscientificpaperwhenresearchersdon'twanttowait

whenacademicjournalspublishtheirwork.

Q#3)WhatisLibrary,alsoexplaintherulesoflibrary?

Answer:

LIBRARY



Thewordlibraryhasbeenderivedfrom thelatinword"Libraria"whichmeansaplace

wherebooksandotherreadingmaterialsarestored.Accordingtotheoxfordenglish

dictionary"Libraryisabuilding,room orsetofroom,containingacollectionofbooks

fortheuseforthepublicorofsomeparticularportionofit,orofthemembersofsome

society,orthelike:apublicinstitutionorestablishment,chargedwiththecareofa

collectionofbooks,andthedutyifrenderingthebooksaccessibletothosewho

requiredtousethem".

:Aplacesetaparttocontainbooks,periodicals,andothermaterialforreading,viewing,

listening,study,orreference,asaroom,setofrooms,orbuildingwherebooksmaybe

readorborrowed.

:Apublicbodyorganizingandmaintainingsuchanestablishment.

:Acollectionofmanuscripts,publications,andothermaterialsforreading,viewing,

listening,study,orreference.

:Acollectionofanymaterialsforstudyandenjoyment,asfilms,musicalrecordings,or

maps.

:Acommercialestablishmentlendingbooksforafixedcharge;alendinglibrary.

:Aseriesofbooksofsimilarcharacteroralikeinsize,binding,etc.,issuedbyasingle

publishinghouse.

Hencealibaraycanbedefinedasacollectionofgraphicacousticandholisticmaterial

suchasbooks,periodicals,newspaper,manuscripts,maps,charts,filmstrips,microfilms,

photographs,records,oranyrecordedpieceofinformationsystematicallyarrangedand

designedforuse.

RULESOFLIBRARY

1)IdentityCardiscompulsoryforgettingaccesstothelibrary.

2)Silencetobemaintained.

3)Nodiscussionpermittedinsidethelibrary.

4)Registrationshouldbedonetobecomealibrarymemberpriortousingthe

libraryresources.

5)Nopersonalbelongingsallowedinsidethelibrary.

6)Textbooks,printedmaterialsandissuedbooksarenotallowedtobetaken

insidethelibrary.

7)UsingMobilephonesandaudioinstrumentswithorwithoutspeakeror



headphoneisstrictlyprohibitedinthelibrarypremises.

8)EnteryournameandSignintheregisterkeptattheentrancecounterbefore

enteringlibrary

9)Showthebooksandothermaterialswhicharebeingtakenoutofthelibraryto

thestaffattheentrancecounter.

10)Thelibrarianmayrecallanybookfrom anymemberatanytimeandthe

membershallreturnthesameimmediately.

11)Libraryborrowercardsarenottransferable.Theborrowerisresponsiblefor

thebooksborrowedonhis/hercard.

12)Refreshmentofanykindshallnotbetakenanywhereinthelibrarypremises.

13)Onlyregisteredusersareallowedtousethelibrayresources.

14)Theuseofcellphoneisprohibitedinthelibrary.

15)Reservationofseatinthelibraryisprohibited.


