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Question1

WhataretheObjectivesforReportwriting,explainindetail?

ObjectivesofReportwriting:

1.DecisionMakingTool:
A Reportsprovidetherequiredinformationalargenumberof

importantdecisionsinbusinessoranyotherareaaretakenon

thebasisofinformationpresentedinthereports.Thisis

importanceofreport.

2.Investigation:

Wheneverthereisanyproblem,acommitteeorcommissionor

studygroupinvestigatestheproblem tofindoutthereason

behindtheproblem andpresentthefindingswithorwithoutthe

recommendationintheform ofareport.Itisanotherimportance

ofreport.



3.Evaluation:

Largescaleorganizationsareengagedinmultidimensional

activities.Itisnotpossibleforasingletopexecutivetokeep

personalwatchonwhatothersaredoing.So,theexecutive

dependsonreportstoevaluatetheperformanceofvarious

departmentsorunits.

4.QuickLocation:

Thereisnodenyingthefactthatbusinessexecutivesneed

informationforquickdecision-making.Astopexecutivesare

foundtobebusyforvariouspurposes),theyneedvitalsourcesof

information.Suchsourcescanbebusinessreports.

5.Developmentofskill:
Reportwritingskilldevelopsthepowerofdesigning,organization

coordination,judgmentandcommunication.

6.Neutralpresentationoffacts:

Factsarerequiredtobepresentedinaneutralway;such

presentationisensuredthroughareportasitinvestigates,

explainsandevaluatesanyfactindependently.

7.ProfessionalAdvancement:

Reportalsoplaysamajorroleinprofessionalachievement.For

promotiontotherankandfileposition,satisfactoryjob

performanceisenoughtohelpaperson.Butforpromotionto

highlevelposition,intellectualabilityishighlyrequired.Such

abilitycanbeexpressedthroughthereportsubmittedtohigher

authority.

8.ProperControl:



Whetheractivitiesarehappeningaccordingtoplanornotis

expressedthroughareport.So,controllingactivitiesare

implementedbasedontheinformationofareport.

9.ManagerialTool:
Variousreportsmakeactivitieseasyforthemanagers.For

planning,organizing,coordinating,motivatingandcontrolling,

managerneedshelpfrom areportwhichactsasasourceof

information.

10. EncounteringAdvanceandComplexSituation:

Inalargebusinessorganization,thereisalwayssomesortof

laborproblemswhichmaybringcomplexsituations.Totackle

thatsituation,managerstakethehelpofareport.

11. Understandthepurposeofreport.

12. Planareport.

13. Understandthestructureofareport.

14. Organizeyourinformation.

15. Collectinformationforyourreport.

16. Presentdataeffectively.

17. Solvinganyproblem andissue.

18. Updatinginformation.

19. Internalcommunication.

20. Planninganddecisionmaking.



QUESTION#02:

WritedowntheformatforResearchProposal?

1.ResearchProposalDefinition:
Aresearchproposalisadocumentwrittenwiththegoalof

presentingandjustifyingyourinterestandneedforconducting

researchonaparticulartopic.Itmusthighlightthebenefitsand

outcomesoftheproposedstudy,supportedbypersuasiveevidence.

2.ResearchProposalOutline:
Sometimesstudentsdontrealizehowimportantaresearchpaper

proposalisandjustendupputtingalltheinformationtogether

withoutfollowingthebasicoutlineorthinkingthisthrough.

Tosummarizeitsimportance,ifyouwantasuccessfulresearch

project,youneedtowriteagreatproposalforit.

Beforestartingwiththeoutline,youneedtounderstandthebasic

components.Itgoeswithoutsayingthataclearoutlineisimportant

whenitcomestopresentingtheliteraturereviewandwritingthe

entirepaper.

3. ResearchProposalTemplate:
Itmightseem likeadreadfultaskandespeciallyforthestudents

whoarenewtothis.Itrequiresgoodwritingaswellasresearch

skills.Hereisasampletemplatetofurtherexplaintheoutline.



4.ResearchObjectives:
Yourresearchobjectiveswillclearlyconcisewhatthewriteristrying

toachieve.Moreover,theseaimsandobjectivesmustbeachievable.

Itmeansthatitmustbeframedaccordingtothe:

Availabletime

Infrastructure

Otherimportantresources.

However,itisbeneficialtoreadallthedevelopmentsinthefieldand

findresearchgapsbeforedecidingyourobjective.Itwillhelpyou

comeupwithsuitableaimsforyourprojects.

5.ResearchProposalFormat:
Yourproposalproposalshouldhaveenoughdataandinformationto

persuadeandconvinceyourreadersregardingthesignificanceof

yourresearch.Hereisabasicformatyoucanfollowwhilewriting

yourproposal.

Title:

Yourproposaltitleshouldbeconciseandcleartoindicateyour

researchquestion.Thetitleisthefirstthingthatyourreaderis

goingtoread.Acatchyyetinformativetitlewillattractreaders.

Yourreadersshouldknowwhattoexpectinthepaperafterreading

thetitle.Yourtitleshouldclearlyindicatetherelationshipbetween

theindependentanddependentvariables.Avoidwritingtitlesina

generalperspectiveorphraseslikeAninvestigationof… orA

reviewof… etc.

Abstract:



Aparagraphsummarizingyourtopicofresearch,whoorwhatwill

betheobjectofdatacollection,howthedatawillbecollected,how

itwillbeanalyzed,andwhatresultsyouexpect(possibleoutcomes).

TheProblem

"Whatproblem doIwanttoaddressorwhatquestion(s)doIwantto

answer?"

-Elaborateonthevariablesandtheirrelationships.

BackgroundtotheProblem

"Whyisthisproblem orquestionimportant?"

"Whoelsehasworkedonthisorsimilarproblems?"

"Whatmethodswereused?"

"Whatweretheresultsorconclusionsofpreviousresearch?"

-Inthissection,showtherelevanceofyourresearchtoother

researchthathasbeendone.

ResearchDesign

"HowwillIlimitmystudy?"

"WhatdatadoIneedtocollect?"

"WhatmethodswillIusetocollectthedataandhowwillIjustify

them?"

-Inthissection,showhowyouwillavoiddoingitall.

ExpectedResults

"HowwillIanalyzemydata?"

"WhatresultsdoIexpectfrom myresearch?"

-Inthissection,elaborateonhowyouwilluseyourdatatoanswer

yourresearchquestion(s),tomakegeneralizations,todefend

assertions,toexaminepossiblealternativeoutcomestoconstructa

plausibleargument.

References:

Makesurethesefollowarecognisedformat,anddosoconsistently.



Introduction:

Yourentireproposalwillrevolvearoundyourresearchquestion.If

theresearchquestionisnotspecificandhasaverygeneral

literaturereview,thenyourproposalmightseem insignificant.A

specificresearchquestionwillmakeyourresearchfocusedon.

However,thereisnoonewaytoframeyourresearchquestion.Start

theintroductionwithageneralstatementrelatedtotheproblem

areayouarefocusingonandthejustificationforyourstudy.

Theintroductionusuallycoversthefollowingelements.

Whatisthepurposeofyourresearchorstudy?

Mentionthebackgroundinformationandsignificancebeforeyou

introduceyourresearchquestion.

Introduceyourresearchquestioninawaythatitssignificanceis

highlightedbysettingthestageforit.

Brieflymentiontheissuesthatyouaregoingtodiscussand

highlightinyourstudy.

Makesurethatyouidentifytheindependentanddependent

variablesinthetitleofyourstudy.

Ifthereisahypothesisoratheoryrelatedtoyourresearch,stateit

intheintroduction.

LiteratureReview:

Aspertherequirementsofyourinstructor,youcanincorporatethe

literaturereviewintheintroductionorcreateaseparatesectionfor

thereview.Aseparatesectiondedicatedtotheliteraturereviewwill

allowyoutoconductextensivebackgroundresearchandsupport

yourresearchquestionwithampleprooffrom crediblesourcesand

research.

Thefollowingarethebasicpurposesoftheliteraturereview.

Togivereferencetotheresearcherswhosestudyhasbeenapartof

yourresearch.

Tohelpyouconstructapreciseandclearresearchquestion.

Tocriticallyevaluatepreviousliteratureinformationrelatedtoyour



research.

Tounderstandresearchissuesrelevanttothetopicofyourresearch.

Toconvincethereaderthatyourresearchisanimportant

contributiontotherelevantniche.

Aliteraturereviewisanimportantcomponent.However,thereare

somecommonmistakesthatstudentsmakewhilereviewingthe

literature.

Lackoforganizationandcoherence.

Noproperstructure.

Lackoffocusonthetopic.

Notcitingthepapersandresearchersproperly.

Notincludingtherecentstudiesrelevanttothetopic.

Trivialcitation

ResearchMethodology

Result:

Youwontbehavinganyresultsofyourexperimentwhileyouare

writingtheproposal.Inthissection,youcandescribehowyouwill

analyzeyourresearchquestion;presenthypothesisbasedonthe

datayouhavecollectedintheresearch.

Discussion:

Describewhatwillbethepotentialimpactofyourresearchand

highlightthereasonsofchoosingtherespectivetopic.Dont

exaggeratethemeritsofyourresearchjusttoenhancethe

significanceintheeyesofthereaders.

Also,mentionthelimitationsofyourstudyintermsoflackoftime,

resourcesandbudget;mentionitsscopeforfuturestudy.

Citation:



Dontforgetthecitationsection.Youdontwanttogetblamedfor

plagiarism.Alwaysgivereferencestotheauthorsandtheliterature

youhavestudiedforyourresearch.

Therearetwowaystociteyoursources.

Reference— Listtheliteraturethatyouhaveusedinyourproposal.

Question3 :

ElaboratetheprocessofTechnicalReportWriting?

Reportsgenerallyinvolvepresentingyourinvestigationandanalysis

ofinformationoranissue,recommendingactionsandmaking

proposals.

Therearemanydifferenttypesofreports,includingbusiness,

scientificandresearchreports,butthebasicstepsforwritingthem

arethesame.Theseareoutlinedbelow.

1.Decideonthe'Termsofreference:

Todecideonthetermsofreferenceforyourreport,readyour

instructionsandanyotherinformationyou'vebeengivenaboutthe

report,andthinkaboutthepurposeofthereport:

Whatisitabout?

Whatexactlyisneeded?

Whyisitneeded?



WhendoIneedtodoit?

Whoisitfor,orwhoisitaimedat?

ThiswillhelpyoudraftyourTermsofreference

2. Decideontheprocedure:

Thismeansplanningyourinvestigationorresearch,andhowyou'll

writethereport.Askyourself:

WhatinformationdoIneed?

DoIneedtodoanybackgroundreading?

WhatarticlesordocumentsdoIneed?

DoIneedtocontactthelibraryforassistance?

DoIneedtointervieworobservepeople?

DoIhavetorecorddata?

HowwillIgoaboutthis?

Answeringthesequestionswillhelpyoudrafttheproceduresection

ofyourreport,whichoutlinesthestepsyou'vetakentocarryoutthe

investigation.

3. Findtheinformation:

Thenextstepistofindtheinformationyouneedforyour

report.Todothisyoumayneedtoreadwrittenmaterial,

observepeopleoractivities,and/ortalktopeople.

Makesuretheinformationyoufindisrelevantand

appropriate.Checktheassessmentrequirementsand



guidelinesandthemarkingscheduletomakesureyou'reon

therighttrack.Ifyou'renotsurehowthemarkswillbe

assignedcontactyourlecturer.

4. Decideonthestructure:

Dependingonthetypeofreport,thestructurecaninclude:

Atitlepage.

Executivesummary.

Contents.

Anintroduction.

Termsofreference.

Procedure.

Findings.

Conclusions.

Recommendations.

References/Bibliography.

Appendices.

5. Draftthefirstpartofyourreport:

Findings:

Thefindingsareresultofyourreading,observations,

interviewsandinvestigation.Theyform thebasisofyour

report.Dependingonthetypeofreportyouarewriting,you



mayalsowishtoincludephotos,tablesorgraphstomake

yourreportmorereadableand/oreasiertofollow.

Appendices:

Asyouarewritingyourdraftdecidewhatinformationwill

gointheappendix.Theseareusedforinformationthat:

istoolongtoincludeinthebodyofthereport,or

supplementsorcomplementstheinformationinthereport.

Forexample,brochures,spreadsheetsorlargetables.

6. Analyseyourfindingsanddrawconclusions:

Theconclusioniswhereyouanalyseyourfindingsandinterpret

whatyouhavefound.Todothis,readthroughyourfindingsandask

yourself:

WhathaveIfound?

What'ssignificantorimportantaboutmyfindings?

Whatdomyfindingssuggest?

7. Makerecommendations:

Tohelpyoudecidewhattorecommend:

Rereadyourfindingsandconclusions.

Thinkaboutwhatyouwantthepersonwhoaskedforthereport

shouldtodoornotdo;whatactionsshouldtheycarryout?

Checkthatyourrecommendationsarepracticalandarebased

logicallyonyourconclusions.



Ensureyouincludeenoughdetailforthereadertoknowwhatneeds

tobedoneandwhoshoulddoit.

8. Drafttheexecutivesummaryandtableofcontents:

Somereportsrequireanexecutivesummaryand/orlistofcontents.

Eventhoughthesetwosectionscomenearthebeginningofthe

reportyouwon'tbeabletodothem untilyouhavefinishedit,and

haveyourstructureandrecommendationsfinalised.

Anexecutivesummaryisusuallyabout100wordslong.Ittellsthe

readerswhatthereportisabout,andsummarisethe

recommendations.

9. Compileareferencelist:

Thisisalistofallthesourcesyou'vereferredtointhe

reportandusesAPAreferencing.

10. Reviseyourdraftreport:

Ifyouhavedonewhatyouwereaskedtodo.Checktheassignment

question,theinstructions/guidelinesandthemarkingscheduleto

makesure.

Thattherequiredsectionsareincluded,andareinthecorrectorder.

Thatyourinformationisaccurate,withnogaps.

Ifyourargumentislogical.Doestheinformationyoupresent

supportyourconclusionsandrecommendations?



Thatallterms,symbolsandabbreviationsusedhavebeenexplained.

Thatanydiagrams,tables,graphsandillustrationsarenumbered

andlabelled.

Thattheformattingiscorrect,includingyournumbering,headings,

areconsistentthroughoutthereport.

Thatthereportreadswell,andyourwritingisasclearandeffective

aspossible.

Question4:

WhatareFootnotesandEndnotes,explainindetail?

1. Footnotes:

Footnotesarenotesplacedatthebottom ofapage.Theycite

referencesorcommentonadesignatedpartofthetextaboveit.For

example,sayyouwanttoaddaninterestingcommenttoasentence

youhavewritten,butthecommentisnotdirectlyrelatedtothe

argumentofyourparagraph.Inthiscase,youcouldaddthesymbol

forafootnote.Then,atthebottom ofthepageyoucouldreprintthe

symbolandinsertyourcomment.Hereisanexample:

Thisisanillustrationofafootnote.1Thenumber1attheendofthe

previoussentencecorrespondswiththenotebelow.Seehowitfits



inthebodyofthetext?

Atthebottom ofthepageyoucaninsertyourcommentsaboutthe

sentenceprecedingthefootnote.

Whenyourreadercomesacrossthefootnoteinthemaintextof

yourpaper,heorshecouldlookdownatyourcommentsrightaway,

orelsecontinuereadingtheparagraphandreadyourcommentsat

theend.Becausethismakesitconvenientforyourreader,most

citationstylesrequirethatyouuseeitherfootnotesorendnotesin

yourpaper.Some,however,allowyoutomakeparenthetical

references(author,date)inthebodyofyourwork.Seeoursection

oncitationstylesformoreinformation.

Footnotesarenotjustforinterestingcomments,however.

Sometimestheysimplyrefertorelevantsources--theyletyour

readerknowwherecertainmaterialcamefrom,orwheretheycan

lookforothersourcesonthesubject.Todecidewhetheryoushould

citeyoursourcesinfootnotesorinthebodyofyourpaper,you

shouldaskyourinstructororseeoursectiononcitationstyles.

Wheneverpossible,putthefootnoteattheendofasentence,

immediatelyfollowingtheperiodorwhateverpunctuationmark

completesthatsentence.Skiptwospacesafterthefootnotebefore

youbeginthenextsentence.Ifyoumustincludethefootnoteinthe

middleofasentenceforthesakeofclarity,orbecausethesentence

hasmorethanonefootnote(trytoavoidthis!),trytoputitattheend

ofthemostrelevantphrase,afteracommaorotherpunctuation

mark.Otherwise,putitrightattheendofthemostrelevantword.If

thefootnoteisnotattheendofasentence,skiponlyonespace

afterit.



Sometimesyoumaybeaskedtoincludethese--especiallyifyou

haveusedaparentheticalstyleofcitation.A"workscited"pageisa

listofalltheworksfrom whichyouhaveborrowedmaterial.Your

readermayfindthismoreconvenientthanfootnotesorendnotes

becauseheorshewillnothavetowadethroughallofthe

commentsandotherinformationinordertoseethesourcesfrom

whichyoudrewyourmaterial.A"worksconsulted"pageisa

complementtoa"workscited"page,listingalloftheworksyou

used,whethertheywereusefulornot.

2. Endnotes:

Anendnoteissourcecitationthatrefersthereaderstoa

specificplaceattheendofthepaperwheretheycanfind

outthesourceoftheinformationorwordsquotedor

mentionedinthepaper.Anendnoteissimilar,buttheyare

onlyfoundattheendofadocumentandcontainreference

informationaboutquotedmaterial.

Whenusingendnotes,yourquotedorparaphrased

sentenceorsummarizedmaterialisfollowedbya

superscriptnumber.

Example:

Let'ssaythatyouhavequotedasentencefrom Lloyd



Eastman'shistoryofChinesesociallife. Youhavewritten

thissentence:

AccordingtoEastman,"Thefamilywasthecentralcoreof

theChinesesocialsystem."

Analysisoftheexample:

Noticethatthereisasuperscriptnumberafterthequotation. You

insertthenumberbyusingyourword-processor's"insertreference"

(orcitation)function.

Thesuperscriptnumbercorrespondstoanoteplacedattheendof

thepaper(whichiscalledanendnote). Yourword-processorwill

createanotenumberandaspaceattheendofyourpaper,where

youthenfillinthecitation. Thisendnoteletsthereaderknow

whereyoufoundyourinformation.

Notenumbersaresequential: firstnoteinyourpaperisnumbered

1,thesecondnoteis2(evenifyouarequotingthesamesourceas

in#1),etc.

AGAIN,evenifyouarerepeatingareferencetothesamesource,

yournumbersmustcontinueinsequence(1,2,3,4,5). You must

use"Arabic"numbers(1,2,3...),notRomannumerals(i,ii,iii...)!



DifferencebetweenFootnotesandEndnotes:

Theonlyrealdifferenceisplacement--footnotesappearatthe

bottom oftherelevantpage,whileendnotesallappearattheendof

yourdocument.Ifyouwantyourreadertoreadyournotesright

away,footnotesaremorelikelytogetyourreader'sattention.

Endnotes,ontheotherhand,arelessintrusiveandwillnotinterrupt

theflowofyourpaper.

Question5

DefineanddifferentiateAcademicandTechnicalwriting?

ACADEMICANDTECHNICALWRITING:

DifferenceBetweenAcademic&TechnicalWriting:

Thereisahugedifferencebetweenthetechnicalandacademic

writing.Askilledacademicwritermaynothavetheproficiencyin

technicalwritingandviceversa.Letusseethemajordifferences

betweenthesetwostylesofwriting.

Definition :



Inacademicwriting,apersonintendstoproveatheoryorviewpoint

inonewayortheother,whereastechnicalwritingisentirely

goal-orientedandittalksaboutdifferentwaysbywhichthedesired

goalcanbeachieved.Anacademicwritingisusedintheform of

theses,essaysorbookreports.

Purpose:

Technicalwritingintendstoexplaintheworkingofaproductor

serviceinastep-by-stepprocess.Whiletheacademicwriting

revolvesaroundtheresultsoftheacademicresearch.However,

sometimesitisalsobasedononesviewpointonaparticulartopic.

TargetAudience:

Thetargetaudienceinboththetypesofwritingisverydifferent.In

academicwriting,thetargetaudienceisresearchscholarsor

professionalswhohaveanexpertiseinaspecialization.Technical

writingtargetsanypersonwhoneedstoknowthetaskfollowedby

aparticularorganization.

SimilaritiesBetweenAcademic&TechnicalWriting:

Certainly,academicandtechnicalwritingsaretwodifferentforms

ofwritingbuttheydosharesomecommonattributestoo.Letus

seetheparametersonthebasisofwhichboththewritingstylescan

beconsideredsimilar.

OrganizedStructure:

Atthebeginningofanacademicresearch,awriterneedstomention



thereasonforwhichheundertooktheresearchandthentalkabout

differentmethodologies.Thisisageneralstructurewhichexplains

theentireprocesstothereaderinawell-organizedform.Similarly,

inatechnicalwriting,thewriterincludesthepointssuchasgoals,

strategies,benefitsetc.Hence,boththeformsofwritingexhibita

well-organizedpattern.

TheFormat:

Bothacademic,aswellastechnicalwriting,comesunderthe

categoryofformalwriting.Thisimpliesthattheyfollowaspecific

setofguidelinesandthetoneofwritingremainsserious.Hence,

youcantuseslangtermsorjargonsintechnicaloracademicwriting.

Thoughboththestyleshavesomestrikingsimilarities,awriter

needstoadapttoalotmanychangeswhenheshiftsfrom an

academicwritingstyletothetechnicalwriting.Inordertohavea

proficiencyinboththeformsofwriting,oneneedstodoathorough

practiceindifferentwritingstyles.

ComparisionBetweenAcademicAnd TechnicalWriting

Manypeoplefailtodistinguishbetweenthetechnicalandacademic

form ofwriting.Themajordifferencebetweenbothoftheseforms

liesintheirstyle.Technicalwritingislinkedtotheprocesses.It

involvesastepbystepexplanationofaproceduresothatanyone

canunderstandit.From businessletterstotheproductdescriptions

andeditorialletters,itconveysthetechnicalinformationsuchas

engineeringandscientificstudiesintheeasiestwaypossible.

Academicwritingismorespecificinnatureasitislinkedtoa

particulardiscipline.Itisacomplexform ofwritingwhichcanmore



commonlybeseenintheform ofscholarlyarticlesandtextbooks.


