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Q NO. 1 :- Technical writers use design processes 

to creatively solve complex problems; they use 

writing processes to create complex documents. In 

both cases, there are steps or stages. What is the 

chronological manner to know the technical writing 

process? 

ANS 1 :-   

        

 

 

  



 Design processes to creatively 

solve complex problems :- 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

  



 Using writing processes to create 

complex documents :- 

 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

  



-:The Technical Writing Process:-  

Technical writing is the practice of documenting 

processes, such as software manuals or 

instructional materials. Traditionally, it was limited 

to user manuals of some sort. 

Skills Needed for Technical Writing 

To be a successful technical writer, there is a core 
set of skills that you will want to master. Here are 
some of the most common skills needed to be 
successful:  

Research 

Research is one of the first steps in technical 
writing. After you have an assignment, you will be 
responsible for collecting the data (numerical and 
non-numerical) and turning it into valuable 
information. 

 

https://technicalwritingprocess.com/uncategorized/the-technical-writing-process/


Research can come from a variety of places 
including: 

 On-Site Data 
 Online and Intranet Publications 
 Interviews 
 Libraries and Research Databases 

 
After you have researched, you will need to 
synthesize and begin planning your document 
organization. 

Audience Perception 

The technical information you research and gather 
has to be shaped for reader interest, understanding, 
and perception. 

Technical writers often have to communicate highly 
technical information to a non-technical audience. 
Therefore, an early step in the most effective 
technical writing process is analyzing your audience 
carefully so you can match information to their 
needs. 



Communication Skills 

Communication skills are imperative to be a 
successful technical writer. You will likely be 
working with multiple teams and individuals from 
differing roles. 

Your ability to listen, record, and communicate will 
be crucial. 

Technical Skills 

It is imperative that you understand the technical 
nature of the content you are writing about. 

It is difficult to clearly convey a concept that you 
have not mastered. Many technical writers have 
academic or workplace experience in the topic they 
are writing about and many technical writers have 
job titles of engineer, geologist, seismologist, 
financial analyst, or business analyst. They are 
employed in technical positions and have to 
summarize information cross-functionally to other 
areas of the company. 



Technical writing is slightly easier if you come from 
the technical side and are learning to write. It is 
sometimes more difficult if your background is in 
writing and you are trying to learn the technical 
content. 

Writing 

Excellent writing skills ensure your documents are 
easy to read and are free of errors. Writing 
encompasses many of the other skills on this list. 

It is important that you have the correct tone, style, 
and format for your document. 

Often these rules are outlined by the employing 
organization in a style guide. 

Document Design 

You may be responsible for adding graphics to 
complement your document. 

It is important that the graphics aid the reader in 
comprehending the information.  

https://www.instructionalsolutions.com/blog/graphics-technical-writing


Graphs, tables, and charts are commonplace in 
technical reports. 

You will also need to be proficient in formatting 
documents. The formatting should be professional 
and aid the reader in navigating the document. 
Headings should be easy to skim, and the content 
should be organized logically. 

A poorly designed document will make it more 
difficult for the reader to understand the content. 
Document design is a key aspect of technical 
writing. 

Fluency with Digital Tools 

Today writers must use multiple tools during the 
technical writing process. This often goes beyond 
basic text editors. Technical writers are expected to 
be able to create graphics and annotate images and 
screen captures and extract data from Excel and 
convey that data in charts and tables. 

Additionally, they can utilize planning, writing, and 
editing tools used by business writers. We have 



compiled a list of our top business writing tools 
here. 

User Research and Testing 

Some forms of technical writing may require user 
research and testing. An example application where 
detailed research and testing would be appropriate 
is a written guide instructing engineers how to fix a 
faulty mechanism on a deep ocean oil rig. 

It is important that the documentation is easy to 
follow, especially if the application is crucial to a 
major function. To accurately write the guide, the 
writer may first observe how engineers solve the 
problem. They may use recording devices or just 
notes to write down the research. This type of 
research is closely related to testing. 

Testing is necessary to ensure your document 
functions as intended. 

After the writer has completed a draft of the 
document, they may give it to a test group to read. 
They can then observe the end users following the 
instructions in real time. 

https://www.instructionalsolutions.com/blog/best-business-writing-tools-updated-2017
https://www.instructionalsolutions.com/blog/best-business-writing-tools-updated-2017


They may follow-up with a focus group or survey to 
get feedback on the usefulness of the document. 
They will use these real-world insights as they revise 
the document. 

Even in less complex or critical applications, it is 
always a good idea to have a third party read over 
the text. This helps combat the curse of knowledge. 
The curse of knowledge is a cognitive bias that an 
individual has when trying to explain something 
they already understand. As an expert, it is hard to 
put yourself in the shoes of the learner who is less 
experienced. 

This is why having a second set of eyes look at the 
document can help alert you to areas that need to 
be improved. 

Industries That Use Technical Writing 

Today technology has expanded into every facet of 
business. Companies continue to develop ever more 
technical processes in search of higher efficiency 
and profit. 



Below is a list of industries where strong technical 
writing is required. 

 Biotech & Pharmacy 
 Consulting 
 Energy and Chemical 
 Engineering 
 Information Technology 
 Financial Services 
 Government & Nonprofit 
 Insurance 
 Manufacturing 
 Supply Chain 

 

Q NO. 2:- 

In research the question leads to a problem that 

needs to be solved by the researcher. Clearly 

explain the parameters within which your proposal 

must stay. 

ANS 2:- 



RESEARCH PROBLEM:- 

A research problem is a statement about an area of 

concern, a condition to be improved, a difficulty to 

be eliminated, or a troubling question that exists in 

scholarly literature, in theory, or in practice that 

points to the need for meaningful understanding 

and deliberate investigation. In some social science 

disciplines the research problem is typically posed 

in the form of a question. A research problem does 

not state how to do something, offer a vague or 

broad proposition, or present a value question. 

 4 steps that how to solve research   

problems:- 

1. Observe and identify:- 

Businesses today have so much data that it can be 
difficult to know which questions to address first. 
Researchers also have business stakeholders who 
come to them with problems they would like to 



have explored. A researcher’s job is to sift through 
these inputs and discover the higher-level trends 
that are worth the investment of resources. 

This often means asking questions and doing some 
initial investigation to decide which avenues are 
worth pursuing further. That could mean talking to 
cross-functional teams across your business, or 
going outside your organization for additional 
expertise and contextual information from the 
wider industry. 

Sometimes, a small-scale preliminary study might 
be worth doing to help get a better understanding 
of the business context and needs, and to make 
sure your research question addresses the most 
critical problems. This could take the form of a 
few in-depth interviews, an environmental scan, or 
a literature review. 

2. Review the key factors involved:- 

As a marketing researcher, you must work closely 
with your team of researchers to define and test 

https://www.qualtrics.com/blog/qualitative-research/


the influencing factors and the wider context 
involved in your study. These might include 
demographic and economic trends or the business 
environment affecting the question at hand. 

To do this you have to identify the factors that will 
affect the research project and begin formulating 
different methods to control for them. 

You also need to consider the relationships 
between factors and the degree of control you have 
over them. For example, you may be able to control 
the loading speed of your website but you can’t 
control the fluctuations of the stock market. 
Doing this will help you determine whether the 
findings of your project will produce enough 
information to be worth the cost. 

You need to determine: 

 Which factors affect the solution to the 
research problem? 

 Which ones can be controlled and used for the 
purposes of the company, and to what extent. 



 The functional relationships between the 
factors 

 Which ones are critical to the solution of the 
research problem? 

3. Prioritize:- 

Once you and your research team have a few 
observations with promise, prioritize them based on 
their business impact and importance. It may be 
that you can answer more than one question with a 
single study, but don’t do it at the risk of losing 
focus on your overarching research question. 

Questions to ask: 

 Who? Who are the people with the problem? 
Are they end-users, stakeholders, teams within 
your business? Have you validated the 
information to see what the scale of the 
problem is? 

 What? What is its nature and what is the 
supporting evidence? 



 Why? What is the business case for solving the 
problem? How will it help? 

 Where? How does the problem manifest and 
where is it observed? 

To help you understand all dimensions, you might 
want to consider focus groups or preliminary 
interviews with external (including consumers and 
existing customers) and internal (salespeople, 
managers and other stakeholders) parties to 
provide what is sometimes much-needed 
insight into a particular set of questions or 
problems. 

4. Align:- 

Get feedback from the key teams within your 
business to make sure everyone is aligned and has 
the same understanding of the research question 
and the actions you hope to take based on the 
results. Now is also a good time to demonstrate the 
ROI of your research and lay out its potential 
benefits to your stakeholders. 

https://www.qualtrics.com/blog/6-ways-to-pretest-your-survey-before-you-send-it/
https://www.qualtrics.com/blog/6-ways-to-pretest-your-survey-before-you-send-it/
https://www.qualtrics.com/core-xm/research-insights-software/
https://www.qualtrics.com/core-xm/research-insights-software/
https://www.qualtrics.com/blog/employee-feedback-system/


Different groups may have different goals and 
perspectives on the issue. This step is vital for 
getting the necessary buy-in and pushing the 
project forward. 

 

  



Q NO.3:- Assume that your manager wants to 

create a Web page/ Facebook page/ YouTube 

channel. Investigate the situation, and write a 

report explaining the feasibility of creating and 

maintain a Web page/Facebook page/ YouTube 

channel. 

ANS 3:- Feasibility Report for a Youtube 

Summary 

This report is all about how a web-page is better 

than a YouTube or a Facebook page and why are we 

preferring a pre-paid project over a free 

project(YouTube and Facebook doesn't cost you to 

build your personal page or channel instead they 

charge their advertisers and even pay you if you’ve 

sufficient subscribers) 

The possibilities: 

The above project is very simple and easy to made.  



1. we’ll hire a freelancer who will make us at web-
page in no time and easily. 

2. Also there are a whole lot of websites through 
which we can build our web-page with their 
guidance.  

We can contact a software company and they’ll do 

it for us. 

3. It can be perfectly done under our project 
budget. 

4. This project will be completed in the allocated 
time. 

5. It is totally legal to create a web-page through 
the above mentioned sources.  

Financial Viability: 

1. The above project should be done because it’ll 
fulfill all our needs. 

2. it’ll have long terms benefits that’ll outweigh 
the costs because it is a life time project. 

3. This project is very affordable and it’ll provide 
us the expected result. 

4. This is the need of our company and we must 
do it. 



Q NO.4:- The report is generally written for the 

purpose of solving a problem. There are many 

different types of reports. Define different types of 

reports and explain the particular requirements for 

the Formal report. 

ANS 4:-    REPORT:- 

A report is a specific form of writing that is 

organized around concisely identifying and 

examining issues, events, or findings that have 

happened in a physical sense, such as events that 

have occurred within an organization, or findings 

from a research investigation. 

DIFFERENT TYPES OF REPORTS:- 

There are 8 different types of reports. Which are 

given below : 

 Type # 1. Formal or Informal Reports: 
Formal reports are carefully structured; they stress 
objectivity and organization, contain much detail, 
and are written in a style that tends to eliminate 



such elements as personal pronouns. Informal 
reports are usually short messages with natural, 
casual use of language. The internal memorandum 
can generally be described as an informal report. 

Type # 2. Short or Long Reports: 
This is a confusing classification. A one-page 
memorandum is obviously short, and a twenty page 
report is clearly long. But where is the dividing line? 
Bear in mind that as a report becomes longer (or 
what you determine as long), it takes on more 
characteristics of formal reports. 

Type # 3. Informational or Analytical Reports: 
ADVERTISEMENTS: 

Informational reports (annual reports, monthly 

financial reports, and reports on personnel 

absenteeism) carry objective information from one 

area of an organization to another. Analytical 

reports (scientific research, feasibility reports, and 

real-estate appraisals) present attempts to solve 

problems. 

 



Type # 4. Proposal Report: 
The proposal is a variation of problem-solving 
reports. A proposal is a document prepared to 
describe how one organization can meet the needs 
of another. Most governmental agencies advertise 
their needs by issuing “requests for proposal” or 
RFPs. The RFP specifies a need and potential 
suppliers prepare proposal reports telling how they 
can meet that need. 

Type # 5. Vertical or Lateral Reports: 
This classification refers to the direction a report 
travels. Reports that more upward or downward 
the hierarchy are referred to as vertical reports; 
such reports contribute to management control. 
Lateral reports, on the other hand, assist in 
coordination in the organization. A report traveling 
between units of the same organization level 
(production and finance departments) is lateral. 

Type # 6. Internal or External Reports: 
Internal reports travel within the organization. 
External reports, such as annual reports of 
companies, are prepared for distribution outside 
the organization. 



Type # 7. Periodic Reports: 
Periodic reports are issued on regularly scheduled 
dates. They are generally upward directed and 
serve management control. Preprinted forms and 
computer-generated data contribute to uniformity 
of periodic reports. 

Type # 8. Functional Reports: 
This classification includes accounting reports, 
marketing reports, financial reports, and a variety of 
other reports that take their designation from the 
ultimate use of the report. Almost all reports could 
be included in most of these categories. And a 
single report could be included in several 
classifications. 

Although authorities have not agreed on a universal 
report classification, these report categories are in 
common use and provide a nomenclature for the 
study (and use) of reports. Reports are also 
classified on the basis of their format. As you read 
the classification structure described below, bear in 
mind that it overlaps with the classification pattern 
described above. 



Formal Report Requirements    

Report  

Transmittal Memo 

Bound 

Front Matter 

Cover (no page number; includes report title, group 

members’ names, graphic) 

  Title Page (report title, submitted to, submitted by, 

date, brief summary, page number counted, but 

suppressed)   

Table of Contents (outlines report, page #s match 

TOC page, indicates heading levels)  

 Informative Abstract/Executive Summary – (Most 

important section. Should be a concise, to-the-

point summary of the report’s contents— readable, 

not choppy, numbered as page ii)  

 Project Summary (Opt.) 



  List of Illustrations 

  List of Symbols (Opt.)  

Body 

 Introduction (establishes context, background, 

purpose, objectives, scope of report, page 1) 

  Background, Problem Description, Needs 

Assessment (some of this information may be 

included in subsections of the introduction)  

Materials and Methods (discusses the materials and 

methods used during  your experiment, study or 

project)   

Results and Discussion (explains results, offers 

appropriate visuals to help  communicate findings. 

Most likely the longest section.)   

Recommendations (makes recommendations based 

on conclusions, demonstrates how solution meets 

established criteria)   



 Conclusions (summarizes report and effectively 

ends communication; grows out of information 

presented in report; informs audience you have 

achieved your objectives)   

End Matter 

Glossary (Opt.) 

  Bibliography 

  Appendix (Opt.) 

  Style 

 

Clear and concise 

 Specific details and description 

Effective written communication 

Effective graphics 

 

 



Q NO.5:- 

It is considered illegal to reproduce someone else's 

expression of ideas or information without 

permission. Define the term which is used for this 

literary crime and explain how to protect any “Fact” 

that have been considered the intellectual property 

of the author. 

ANS 5:- The term which is used for this literary 

crime is “Plagiarism”. 

PLAGIARISM:-  According to the Merriam-

Webster dictionary, the verb “to plagiarize” means: 

“to steal and pass off (the ideas or words of 

another) as one’s own : use (another’s production) 

without crediting the source” 

The inclusion of the word “steal” in this definition, 

includes instances when another’s ideas or words 

are intentionally used without crediting the source. 

Even accidentally using another’s ideas or words 

https://www.merriam-webster.com/dictionary/plagiarizing
https://www.merriam-webster.com/dictionary/plagiarizing


without proper citation, due to carelessness, falls 

under this definition since your work tries to “pass 

off” another’s work as your own. 

In our tech-forward culture, the simple act of copy-

and-paste can seem harmless, but it has serious 

consequences in academic and professional 

settings. 

     Why should you avoid plagiarism? 

At its core, plagiarism is an ethical issue. A writer 
who submits plagiarized work is committing theft 
with the hope of benefiting from that theft. This is 
true whether you’re turning in a school paper to get 
an “A” or are a writer by trade expecting monetary 
compensation. 

Avoiding plagiarism is paramount as a writer 
because it compromises your integrity. Aside from 
losing the respect of your mentors and peers, it 
could cost you valuable professional referrals and 
future career advancement. If you’re still in school, 



plagiarism may result in lost financial aid or 
leadership roles. 

Additionally, it takes credit or profit away from the 
original creator of the work which may mean more 
trouble if the source takes legal action against you. 

     5 ways to avoid plagiarism 

Fortunately, it’s not all scary. Avoiding plagiarism is 
actually easy to do now that you have a 
foundational understanding of what it is. To help 
you steer clear of this taboo, here’s how to avoid 
plagiarism in your writing. 

1 Cite your source 

When alluding to an idea or wording that’s not your 
own, add a citation in your writing that identifies 
the full name of the source, the date it was 
published, and any other citation element that’s 
required by the style guide you’re adhering to. 



2 Include quotations 

If you insert a source’s words into your writing, 
verbatim, one of the most simple yet obvious ways 
to avoid plagiarism is by using quotation marks 
around the text to denote that the words aren’t 
your own. A direct quote should also cite the source 
so that readers know who the quote is from. 

3 Paraphrase 

Paraphrasing is rewriting a source’s ideas or 
information into your own words, without changing 
its meaning. But be careful—paraphrasing can slip 
into plagiarism if done incorrectly. 

Successfully paraphrasing without plagiarizing 
involves a bit of a dance. Reword and format your 
writing in an original way, and try to avoid using too 
many similar words or phrases from the source. The 
key is to do so without altering the meaning of the 
idea itself. Remember, you’re still using another’s 
idea so you’ll need to include a citation to the 
source. 



4 Present your own idea 

Instead of parroting the source’s ideas or words, 
explore what you have to say about it. Ask yourself 
what unique perspective or point you can 
contribute in your writing that’s entirely your own. 
Keep in mind that if you’re alluding to a source’s 
ideas or words to frame your own point, you’ll still 
need to apply the guidelines above to avoid 
plagiarizing. 

If you’re writing on the same topic for multiple 
assignments, it can be tempting to recycle some of 
your previous words—this is called “self-
plagiarism”. The risk involved with self-plagiarism is 
just as high if the publisher or your instructor didn’t 
give you permission to reuse your old work. 

5 Use a plagiarism checker 

While conducting your research on a topic, some 
phrases or sentences might stick with you so well 
that you inadvertently include them in your writing 
without a citation. When in doubt, using an online 



plagiarism checking tool can help you catch these 
issues before submitting your work. 

There are several plagiarism checkers online, such 
as the one offered by Small SEO Tools. Grammar 
also offers a plagiarism checker that scans your text 
for borrowed content for free. These tools let you 
know whether or not parts of your writing are 
plagiarized—and some even highlight the specific 
words or sentences of concern and identify where 
the text originated from. 

These suggestions can be helpful in avoiding 
plagiarism in your work and is worth the effort. In 
addition to being more aware of what constitutes 
plagiarism, figuring out how to avoid plagiarism 
ultimately takes daily practice. 

 

 

 

 

https://smallseotools.com/plagiarism-checker/
https://www.grammarly.com/plagiarism-checker?utm_medium=content
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