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Question1

WhataretheObjectivesforReportwriting,explainindetail?

Ans)Objectives:

•Understandthepurposeofreport.

•Planareport.

•Understandthestructureofreport.

•Collectinformationforyourreport.

•Organizeyourinformation.

•Useanappropriatestyleofwriting.

•Presentdataeffectively.

•Understandhowtolayoutyourinformationinanappropriateway.

Explanation:

DecisionMakingTool:

Today’scomplexbusinessorganizationsrequirethousands

ofinformation.AReportsprovidetherequiredinformationalargenumberof

importantdecisionsinbusinessoranyotherareaaretakenonthebasisof

informationpresentedinthereports.Thisisoneofthegreatimportanceof

report.

Investigation:

Wheneverthereisanyproblem,acommitteeorcommissionor

studygroupinvestigatestheproblem tofindoutthereasonbehindtheproblem

andpresentthefindingswithorwithouttherecommendationintheform ofa

report.Itisanotherimportanceofreport.

Evaluation:

Largescaleorganizationsareengagedinmultidimensionalactivities.

Itisnotpossibleforasingletopexecutivetokeeppersonalwatchonwhatothers

aredoing.So,theexecutivedependsonreportstoevaluatetheperformanceof

variousdepartmentsorunits.

QuickLocation:

Thereisnodenyingthefactthatbusinessexecutivesneed

informationforquickdecision-making.Astopexecutivesarefoundtobebusyfor

variouspurposes),theyneedvitalsourcesofinformation.Suchsourcescanbe

businessreports.

Developmentofskill:



Reportwritingskilldevelopsthepowerofdesigning,

organizationcoordination,judgmentandcommunication.

Neutralpresentationoffacts:Factsarerequiredtobepresentedinaneutral

way;suchpresentationisensuredthroughareportasitinvestigates,explainsand

evaluatesanyfactindependently.

ProfessionalAdvancement:

Reportalsoplaysamajorroleinprofessional

achievement.Forpromotiontotherankandfileposition,satisfactoryjob

performanceisenoughtohelpaperson.Butforpromotiontohighlevelposition,

intellectualabilityishighlyrequired.Suchabilitycanbeexpressedthroughthe

reportsubmittedtohigherauthority.

ProperControl:

Whetheractivitiesarehappeningaccordingtoplanornotis

expressedthroughareport.So,controllingactivitiesareimplementedbasedon

theinformationofareport.

AmanagerialTool:

Variousreportsmakeactivitieseasyforthemanagers.For

planning,organizing,coordinating,motivatingandcontrolling,managerneeds

helpfrom areportwhichactsasasourceofinformation.

EncounteringAdvanceandComplexSituation:Inalargebusinessorganization,

thereisalwayssomesortoflaborproblemswhichmaybringcomplexsituations.

Totacklethatsituation,managerstakethehelpofareport.

***

Question2

WritedowntheformatforResearchProposal?

Ans:)Theformatofaresearchproposalvariesbetweenfields,butmostproposals

shouldcontainatleasttheseelements:

•Coverpage

•Introduction

•Literaturereview

•Researchdesign

•Referencelist

TitlePage:

Likeyourdissertationorthesis,theproposalwillusuallyhaveatitlepagethat



includes:

•Theproposedtitleofyourproject

•Yourname

•Yoursupervisor’sname

•Theinstitutionanddepartment

Checkwiththedepartmentorfundingbodytoseeifthereareanyspecific

formattingrequirements.

Abstractandtableofcontents

Ifyourproposalisverylong,youmightalsohavetoincludeanabstractanda

tableofcontentstohelpthereadernavigatethedocument.

Introduction:

Thefirstpartofyourproposalistheinitialpitchforyourproject,somakesureit

succinctlyexplainswhatyouwanttodoandwhy.Itshould:

•Introducethetopic

•Givebackgroundandcontext

•Outlineyourproblem statementandresearchquestion(s)

Someimportantquestionstoguideyourintroductioninclude:

•Whohasaninterestinthetopic(e.g.scientists,practitioners,policymakers,

particularmembersofsociety)?

•Howmuchisalreadyknownabouttheproblem?

•Whatismissingfrom currentknowledge?

•Whatnewinsightswillyourresearchcontribute?

•Whyisthisresearchworthdoing?

Ifyourproposalisverylong,youmightincludeseparatesectionswithmore

detailedinformationonthebackgroundandcontext,problem statement,aims

andobjectives,andimportanceoftheresearch.

LiteratureReview:

It’simportanttoshowthatyou’refamiliarwiththemostimportantresearchon

yourtopic.Astrongliteraturereviewconvincesthereaderthatyourprojecthasa

solidfoundationinexistingknowledgeortheory.Italsoshowsthatyou’renot

simplyrepeatingwhatotherpeoplehavealreadydoneorsaid.

ResearchDesign:

Theresearchdesignormethodologysectionshoulddescribetheoverallapproach



andpracticalstepsyouwilltaketoansweryourresearchquestions.

ReferenceListorBibliography:

Yourresearchproposalmustincludepropercitationsforeverysourceyouhave

used,andfullpublicationdetailsshouldalwaysbeincludedinthereferencelist.

Tocreatecitationsquicklyandeasily,youcanuseourfreeAPAcitationgenerator.

Insomecases,youmightbeaskedtoincludeabibliography.Thisisalistofallthe

sourcesyouconsultedinpreparingtheproposal,evenonesyoudidnotciteinthe

text,andsometimesalsootherrelevantsourcesthatyouplantoread.Theaim is

toshowthefullrangeofliteraturethatwillsupportyourresearchproject

***

Question3

Ans)ElaboratetheprocessofTechnicalReportWriting?

Ans:Justlikeanyotherbusinessactivity,technicalwritingcanbeboileddownto

aprocess–asetofhigh-levelsteps.ThesefivestepsarePlan,Structure,Write,

ReviewandPublish.Thesehigh-levelstepsarethecommonelementsinvirtually

everytechnicalwritingproject–reallyinanybusinesswritingproject–bigor

small.

•Plan

•Structure

•Write

•Review

•Publish

Step-1Plan:

Allprojectsneedtobeplanned–atleastatsomelevel.Whilstyoudon’thaveto

gocreateadetailedGanttchartforeverytechnicalwritingproject,itcertainly

helpsifyouanswersomeofthefollowingquestionsbeforeyouputpentopaper.

Theresultsofthisplanningmaybeassimpleassomebulletpointsjotteddownin

yournotepad–oryoumayfindthatsimplygoingthroughthisasamental

exerciseissufficient.

Whenyou’replanningtowritetechnicaldocuments,youshouldaskyourself:

•Scope–HowmanydocumentsdoIneedtowrite?Whataretheirkey



characteristics?Am Igoingtopublishthem inmultipleformats–ifso,are

thereanyproductionrequirementsIshouldbeawareof?

•Timing–HowlongdoIneedtoscheduleforreviewcycles?What’sthefinal

deadline?

•Process–Whatarethehigh-levelstepsthatIneedtofollowtocreatethe

documents?

Step-2Structure:

Astructureisthebackboneofyourdocument–thehierarchyofheadingsthat

definethelogicalorderthatitwillprogress.Structureisabsolutelyessentialto

successfuldocuments,andit’ssomethingthatyoushoulddevelopbeforeyou

startwriting.Awell-structureddocumentisonethathashadthoughtgointoit

beforehand,whichmeansyou’relesslikelytoneedtorehashitlateron.

Thereareanumberofcommonstructuralapproacheswhenitcomestotechnical

documents:

•Narrativestructure–Thetraditionalapproach–intro,body,conclusion

•Process-basedstructure–Commonintechnicaldocumentationsuchas

proceduresanduserguides

•Librarystructure–Acollectionofarticlesonacommontopic,loosely

structured

•System-basedstructure–Describingthecomponentsofasystem suchas

anautomanual

Step-3Write:

Writingiswhereyouconvertyourbare-bonestableofcontentsandnotesintoa

seriesofdrafts,culminatinginadraftthat’sreadyforformalreview.Contraryto

popularimpression,writingisonlyabout20-30%oftheprocessinawell-planned

document–muchoftheeffortgoesintoplanning,structuring,andreviewing

yourwork.Infact,themoretimeyouspendplanningandstructuringyourwork,

thelesstimeyou’relikelytospendonwriting.

Thereareafewtime-honored(aswellassomenew)techniquesthattechnical

writersdrawon:

•KISS(KeepItSimple,Stupid!)



•PlainEnglish

•FiveWs(andOneH)

•Invertedpyramid

•Verb-nounstructur

•Activevoice

Step-4Review:

Iliketothinkofreviewasthepolishingstage.It’swhereyourdocumentgetsthe

trialbyfire,sotospeak,ofhavingothersformallyreviewit,aswellasundergoing

anotherveryimportanttask–editingandproofing.

(Sidenote:Editingandproofingisinitselfthetopicofnumerousbooks.Inmy

bookTechnicalWritingProcess,I’veprovidedapractical,no-nonsenseediting

model–TheSevenLevelsofEditing–that’ssuitablefortechnicalorbusiness

documents.)

Ifyouhaven’talreadydoneso,you’llnowneedtodefinewho’sresponsiblefor

reviewingwhat(alsocalledaReviewMatrix),orvalidatingitifyou’vebeen

proactiveanddefineditduringtheplanningstep–whichyoushouldaim todo.

IntheReviewstep,thereareanumberofdiscreteactivitiesgoingon(depending

onthetypeofdocumentbeingwritten):

•Reviewbysubjectmatterexperts

•Testingaprocedure/instructiontomakesureyou/asubjectmatter

expertcanfollowthesteps

•Peerreviewbyacolleague

•Editingandproofing

Step-5Publish:

Publishingcanbeacomplicatedprocess–oritcanbeextremelyeasy.

Publicationiswherewritersmanufactureandlaunchthefinalproduct.Thismightbeas

straightforwardasemailinganapproveddocumenttoyourmanager,or

uploadingittoacontentmanagementsystem orintranet.Ontheotherhand,it

mightinvolvesomefairlycomplicatedlogistics.

Inmybook,Idiscusspublication,coveringmanycommontaskssuchas

performingfinalchecks,communicatingwithstakeholders,andestablishinga



versioncontrolsystem that’ssuitableforthemajorityoftechnicaldocuments.It

alsoincludesdiscussionofmoreadvancedscenariossuchasprintproductionand

translation.

***

Question4

WhatareFootnotesandEndnotes,explainindetail?

Ans)Footnotes:

Footnotesarenotesplacedatthebottom ofapage.Theycite
referencesorcommentonadesignatedpartofthetextaboveit.Forexample,say
youwanttoaddaninterestingcommenttoasentenceyouhavewritten,butthe
commentisnotdirectlyrelatedtotheargumentofyourparagrap

AdvantagesofUsingFootnotes:

Themainadvantageofusingfootnotesisthatthey’reeasiertofind.Whenyouwant
toreadafootnote,youjustglancedowntothebottom ofapage.Manywritersprefer
puttingsupplementalmaterialinfootnotesbecausethere’sagreaterchancethatthe
readerwillseeit.However,ifawriterreliestoomuchonfootnotes,thepagecan
becomeclutteredanddifficulttoread.

Endnotes:

Anendnoteissourcecitationthatrefersthereaderstoaspecificplaceat
theendofthepaperwheretheycanfindoutthesourceoftheinformationorwords
quotedormentionedinthepaper.Whenusingendnotes,yourquotedorparaphrased
sentenceorsummarizedmaterialisfollowedbyasuperscriptnumber.

AdvantagesofUsingEndnotes:

Endnotesareeasiertocompileandprint,sinceyou
don’thavetoreformatindividualpagestofitthem in.Theuseofendnotesalso
createsacleanerlookoneachpage,sincetherearen’tanydistractionsfrom the
smoothflowofreading.Onedrawback,though,isthatifyouwanttoreadanendnote,
you’llneedtopageforwardtotheendoftheworktofindit,andthenyou’llneedto
pagebacktoyouroriginalplaceinthetext.

Generallyspeaking,bothfootnotesandendnotesservethesamepurpose.Footnotes
arethebestoptionifyou’reonlyprovidingasmallamountofsupplementalmaterial
andyouwanttomakesurethatthereaderseesit.Ifyouhaveasignificantamountof
supplementalmaterial,endnotesmightbethebetteroption.

DifferencebetweenFOOTNOTES&ENDNOTES:

Theonlyrealdifferenceisplacement-
-footnotesappearatthebottom oftherelevantpage,whileendnotesallappearat
theendofyourdocument.Ifyouwantyourreadertoreadyournotesrightaway,
footnotesaremorelikelytogetyourreader'sattention.

***

Question5



DefineanddifferentiateAcademicandTechnicalwriting?

Ans)Academicwriting:

Academicwritingisclear,concise,focussed,structuredand
backedupbyevidence.Itspurposeistoaidthereader'sunderstanding.Ithasa
formaltoneandstyle,butitisnotcomplexanddoesnotrequiretheuseoflong
sentencesandcomplicatedvocabulary.

Technicalwriting:

Technicalwritingiswritingordraftingtechnicalcommunication
usedintechnicalandoccupationalfields,suchascomputerhardwareandsoftware,
engineering,chemistry,aeronautics,robotics,finance,medical,consumerelectronics,
biotechnology,andforestry.

DifferencebetweenAcademicandtechnicalwriting:

Themaindifferences

Regardingtheexplanationsofthesetwowritingstyles,therecanbethreemajor
differenceswhichcanbehighlightedbetweentheacademicandtechnicalwriting.
Thedistinguishedcomparisonsaregivenbelow

Bothofthesewritingstyleshastheirownapplicability.Whereastheacademicwriting
canbeusefulineducationalinstitutionssuchasschools,colleges,universities,
digitalandprintedmediaandliteraryorganisations,technicalwritingsaremore
usefulatindustrialandtechnologicalsectors.

Thestyleofwritingalsohasmanydifferencesfrom eachother.Scholars,journalists
andauthorsmainlyusethewritingstyleofacademicwriting.Theessenceofrich
literarycommandandin-depthknowledgeaboutthesubjectcanbereflectedthrough
thewriting.(Hyland,2014).

Thepurposeofbothofthewritingsisalsodifferentfrom eachother.Inacademic
writing,themainpurposeoftheauthoristoexplainaspecificsubjectmatterby
providinghis/herownpointofview.Thewritingscanbeservedvariouspurposes
suchasdebate,information,description,comparisonorcriticism.Foreachkindof
purposes,therecanbedifferenttypesofwritingstylescanbenoticed.Thoughin
technicalwriting,itsmainpurposeistoclarifythemainideaofthesubjecttoits
specifiedreadersinadistinguishedmanner.


