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Unit – 4 Developing Writing Skills  

Introduction 

Writing skills are an important part of communication.  Good writing skills allow you to communicate your 

message with clarity and ease to a far larger audience than through face-to-face or telephone conversations. 

You might be called upon to write a report, plan or strategy at work; write a grant application or press release 

within a volunteering role; or you may fancy communicating your ideas online via a blog.  And, of course, a 

well written CV or resume with no spelling or grammatical mistakes is essential if you want a new job. 

Today, when anyone can be their own publisher, we see more and more examples of poor writing skills both 

in print and on the web.  Poor writing skills create poor first impressions and many readers will have an 

immediate negative reaction if they spot a spelling or grammatical mistake. As just one example, a spelling 

mistake on a commercial web page may cause potential customers to doubt the credibility of the website and 

the organization. 

For many of us it will have been a long time since we were taught any writing skills and a refresher may be 

needed. 

This section of Skills You Need aims to make you think about your writing - from grammar, spelling and 

punctuation, how to plan your writing, and the various processes and checks to go through before pressing 

print or broadcasting your message online. It also provides guides for specific pieces of writing that you may 

need to produce, whether at school, university, or in the workplace. 

Grammar, Spelling and Punctuation 

 Correct grammar, punctuation and spelling are key in written communications.  The reader will form an 

opinion of you, the author, based on both the content and presentation, and errors are likely to lead them to 

form a negative impression. 

If you are unconvinced about the importance of accurate writing, think of the clues we use to identify spam 

e ails, phishi g  e sites, a d ou te feit p odu ts: poo  grammar and spelling. 

Similarly, some employers state publicly that any CV or résumé containing spelling or grammatical mistakes 

will be rejected immediately, whilst a BBC news article quotes research that calculates spelling mistakes cost 

online businesses illio s  i  lost sales. 

Checking for poor writing and spelling mistakes should be seen as a courtesy to your readers since it can take 

them much longer to understand the messages in your writing if they have to think and re-read text to 

decipher these. 

All written communications should therefore be re-read before sending to print, or hitting the send button in 

the case of emails, as it is likely that there will be errors.  Do not assume that spelling and grammar checkers 

will identify all mistakes as ma  i o e t o ds a  i deed e spelt o e tl  fo  e a ple, he  thei  is 
used i stead of the e  o  p i iple  i stead of p i ipal  o  e ti e o ds a  e issi g. If at all possi le, 
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take a break before re-reading and checking your writing, as you are more likely to notice problems when you 

read it fresh. 

Even if you know spelling and grammar rules, you should still double-check your work or, even better, have it 

proof-read by somebody else. Our brains work faster than our fingers can type and accidental typographical 

errors (typos) inevitably creep in. 

Why are Writing Skills so Important? 

Though we live in an era where print media is faltering, and people hand write and mail letters out of novelty 

rather than necessity, writing skills are still important. In fact, it can be argued that they are even more 

important now than ever. It's always been important for professionals and academics to use proper grammar 

and communicate well, but now, it's increasingly important for more people to have good writing skills. 

The reasons for that are many, but the two main forces in play are the Internet and a highly competitive job 

market. Though some see the rise of digital media as the death of writing, the Internet actually makes 

unprecedented use of text. Newspapers were, of course, written in type, but they didn't allow for the reader 

interaction that news websites have. And though a resume and cover letter have long been staples of a job 

search, the ability to make your application packet stand out is a major step in even being considered for a 

position. 

Improving Your Writing Skills 

The good news is that writing is a skill which can be learned like any other. One trick for checking and 

improving your work is to read it aloud. Reading text forces you to slow down and you may pick up problems 

with the flow that your eye would otherwise skip over. 

Drafting 

The second step of the writing process involves drafting.  During drafting, the writer puts his ideas into 

complete thoughts, such as sentences and paragraphs.  The writer organizes his ideas in a way that allows the 

reader to understand his message.  He does this by focusing on which ideas or topics to include in the piece of 

writing.  During drafting, the writer will compose an introduction to the piece and develop a conclusion for the 

material.  At the e d of this step of the iti g p o ess, the autho  ill ha e o pleted a ough d aft.  

Drafting—the Process 

The process of drafting a piece of writing begins with an analysis of the prewriting.  The author must use his 

prewriting notes to determine a focus for the piece.  This may involve narrowing the focus of the topic and 

perhaps identifying a purpose for the piece. 

For example, an author may decide to write an essay about dogs.  He could have developed his prewriting 

notes with information about three topics relating to dogs:  Show dogs, working dogs, and dog racing.  These 

are all topics that could stand alone in an essay.  During drafting, the author should choose just one of these 

topics for his piece of writing. 

Once he has chosen a topic, he should identify a purpose for the essay.  For instance, if the writing was meant 

to be informational, he might choose to write about working dogs, his purpose being to impart information.   

On the other hand, if he chose to write a persuasive essay, perhaps he would choose to write about dog 

racing, arguing for or against this controversial topic.  After determining a purpose for a piece of writing, it is 

easy to begin drafting.  Any information that is unrelated to the topic and its purpose should be eliminated 

from the prewriting. 
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The author begins writing by composing an introduction to the piece.  The purpose of the introduction is not 

only to state the topic of the piece, but it should also draw the reader in to the piece of writing.  For young 

children, the introduction may be one sentence stating the topic.  More sophisticated writers will create an 

introductory paragraph that identifies the topic, sets the purpose for the writing, and suggests how the topic 

will be developed throughout the piece.  The introduction to a piece of writing should be interesting.  The tone 

of the introduction will vary according to the topic.  If an author is writing a personal narrative, he might 

decide to begin with a creative quote about his experience.  When writing an informational essay, the tone of 

the introduction must follow suit.  It should be focused and informative. 

A solid, interesting introduction sets the stage for the rest of the rough draft.  An author should begin drafting 

the piece by organizing his notes in a sequence that will make sense to the reader.  The focus should be on 

logical connections between topics.  A young writer will compose the body of a piece of writing by including 

detail sentences related to the topic sentence.  An older author should organize his writing in two paragraphs.  

Each paragraph should include its own topic sentence.  Smooth transitions between paragraphs are important 

in creating a cohesive piece of writing, no matter the subject.  A writer should refer back to his prewriting to 

keep him on track and ensure that the piece of writing maintains its focus. 

A writer should complete a rough draft by composing a conclusion.  The purpose of a conclusion is to wrap up 

the piece of writing by connecting all of the related thoughts and ideas.  The best conclusions are creative, 

engaging, and leave few questions unanswered in the mind of the reader.  Younger students can conclude a 

piece of writing with a simple sentence.  Advanced writers should include a conclusion paragraph. 

Editing 

Upon completion of a rough draft, the writer should take on the first edit of his work.   Editing is an on-going 

process, not a onetime event.  When an author edits his work, he is checking the piece for errors.  These are 

typically errors in spelling, punctuation, capitalization, and formatting (indenting of paragraphs, etc.).   A writer 

should be encouraged to edit as much of his own paper as possible.  Early writers should, with some 

prompting, be able to check a paper for correct capitalization and punctuation.  As a child ages, he will be able 

to correct other errors on his own.  Some students find it beneficial to read their work out loud while editing.  

This makes it easier to find mistakes.  Editing should not be a negative process.  This is a time to work on 

creating a polished piece of writing that will make the author proud.  The author should be reminded that he 

will need to edit his work at least two more times.  He will edit before composing a final copy and then use the 

same process to check over his final product. 

Difference between Revising, Editing, and Proofreading 

There is some overlap amongst these terms. Hence, the definitions are somewhat arbitrary and will depend on 

whether you are in the publishing world, writing for a college class, or composing a personal statement. In 

general, when I ask authors to revise something, it is because large, sweeping changes need to be made to a 

piece. For instance, I might want them to make a particular bit of copy compliant with authors' guidelines or 

add a section about a subtopic or expand their thoughts on some identifiable point. Revision means having the 

writer change the text based mostly on suggestions. Revision is about the general aspects of the piece.  

Editing on the other hand means focusing on particular points. The editor goes line by line through the writing 

and gives detailed instructions "check the spelling here," "re-phrase," "fix the grammar," "trim this to three 

sentences." The writer then is expected to make those changes and re-submit for the final stage of the 

editorial process: proofreading. 
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When I "proofread" something as an editor, I am assuming that I'm at most one step away from the final 

product. In this stage, the editor he or she is making minor changes to make the piece into its best possible 

version. 

Remember, if you're a writer--whether working with an editor, your professor, or a friend who has agreed to 

help you--always submit your best work. Before sending the piece, you should be your own "editor" making 

sure to revise your rough draft, edit it, and proofread it. The fewer changes required once it gets to the next 

"level," the less likely there will be grammatical errors, ill-formed phrases, typos etc. in the final product. 

It depends slightly on who you're asking. At a publishing house, for example, a writer and editor work together 

through all three of these finishing touches to a given book. Revision could be an editor and/or writer agreeing 

upon what broad changes need to be made--a different ending, some new information/scenes to enter in a 

particular chapter--the "big picture" changes that happen to a book/script/essay/paper. 

The editing stage is what comes after revisions have been finished. In this stage, a writer (and/or editor) goes 

through the draft with their sharpening tools--they make sure that there are consistencies in style and tone. 

This is the part where you're asking about VOICE. Is the voice consistent? Is this writing coherent with the 

artistic/writer ambition of the piece? Do the sentences and paragraphs connect? Do all of these sentences 

stick to the argument/idea? Is there anything extraneous or out of place that interrupts the voice or 

coherence of these pages? 

Proofreading is the finalizing of the given document. This is where formatting, punctuation, citation, verb-

tense consistency, grammar, sentence-structure, and the other tiny-yet-crucial changes occur to the 

document. 

Editing and proofreading are part of the revision process. When you revise a piece of writing, you should 

always begin with global, or big picture, issues such as quality of content and argument, organization, the 

overall structure of the piece, and the amount and quality of specific evidence or details, as well as how 

effectively those elements are incorporated. Once you are confident that the overall content, structure, and 

strength of argument or analysis is good enough for the objective, then you move into revision. During 

revision, you edit for clarity, conciseness, cohesiveness, and readability. Editing might see you changing out 

one word or phrase for another, or rewriting a sentence, or moving one paragraph above another. Once you 

are confident with your major edits, then you'll move into the final stage: proofreading. Proofreading assumes 

that all of the other elements (as above) are fixed, improved, and solid. Now you look for typos, misused 

commas, capitalization and other punctuation issues to be sure that your writing is as cleanly presented as 

possible. 

Revising and editing are similar; both involve substantial changes to the content of a piece of writing. When an 

editor edits or revises a piece of writing, he or she may delete large portions of material, asks a writer to 

reorganize the writing, cut paragraphs, etc. Proofreading involves correcting for mechanical errors--

punctuation, clarity, style, grammar, consistencies in graphic elements and the like. 

How to Improve Writing Skills  

Brush up on the basic principles of writing, grammar and spelling. 

W ite like it’s ou  jo  a d p a ti e regularly. 

Read more so you develop an eye for what effective writing looks like. 

Find a partner. Ask them to read your writing and provide feedback. 
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Join a workshop, meet up, or take a writing night class. 

Take the time to analyze writing you admire. 

Imitate writers you admire. 

Outline your writing. 

Edit your writing. 

Accept that first drafts are often bad and revise. 

Find an editor who demonstrates patience. 

Eliminate unnecessary words from your writing. 

Re ie  ou  ea lie  o k a d see ho  ou’ e grown. 

Do ’t e af aid to sa  hat ou ea  i  hat ou ite. 

Make sure you do adequate research on your topic. 

Do ’t dela  iti g. Get it do e o . 

Writing Styles  

Four Types of Writing 

A ite ’s st le is a efle tio  of his o  he  pe so alit , u i ue voice, and way of approaching the audience and 

readers. 

However, every piece writers write is for a specific purpose—for example, writers may want to explain how 

something works or persuade people to agree with their point of view. While there are as many ite s’ styles 

as there are writers, there are only four general purposes that lead someone to write a piece, and these are 

known as the four styles, or types, of writing. Knowing all four different types and their usages is important for 

any writer. 

Here are the categories and their definitions: 

1. Expository 

Expository writing explains or informs. It talks about a subject without giving opinions.  

Expository writing's main purpose is to explain. It is a subject-oriented writing style, in which authors focus on 

telling you about a given topic or subject without voicing their personal opinions. These types of essays or 

articles furnish you with relevant facts and figures but do not include their opinions. This is one of the most 

common types of writing. You always see it in textbooks and how-to articles. The author just tells you about a 

given subject, such as how to do something. 

Key Points: 

Usually explains something in a process. 

Is often equipped with facts and figures. 

Is usually in a logical order and sequence. 
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When You Would Use Expository Writing: 

Textbook writing. 

How-to articles. 

Recipes. 

News stories (not including opinion or editorial pieces). 

Business, technical, or scientific writing. 

Example: 

Many people associate the taste of pumpkins with fall. In October, companies from Starbucks to McDonalds 

roll out their pumpkin-flavored lattes and desserts. Here is how to make an easy pumpkin pie using only five 

ingredients. First, make sure you have all of the ingredients. 

This writing is expository because it is explaining. In this case, you can already tell that the piece will be about 

how to make a pumpkin pie. 

Non-example: 

Everyone knows that the best part about fall is all of the pumpkin-flavored desserts. Pumpkin pie is the best 

fall treat because it is not only delicious but also nutritious. Pumpkin is filled with vitamin A, which is essential 

for a healthy immune system and good vision. 

This is ot e posito  e ause se e al opi io s a e stated, su h as Pu pki  pie is the est fall t eati g…  
Although this excerpt contains a fact about pumpkin containing vitamin A, that fact is used as evidence to 

support the opinion. These opinions make this an example of persuasive writing. 

2. Descriptive 

Descriptive writing focuses on communicating the details of a character, event, or place. 

Descriptive writing's main purpose is to describe. It is a style of writing that focuses on describing a character, 

an event, or a place in great detail. It can be poetic when the author takes the time to be very specific in his or 

her descriptions. 

Example: 

I  good des ipti e iti g, the autho  ill ot just sa : The a pi e killed his lo e .  

He o  she ill ha ge the se te e, fo usi g o  o e details a d des iptio s, like: The lood , ed-eyed 

vampire sunk his rust-colored teeth into the soft skin of his lover and ended her life." 

Key Points: 

It is often poetic in nature 

It describes places, people, events, situations, or locations in a highly-detailed manner. 

The author visualizes what he or she sees, hears, tastes, smells, and feels. 

When You Would Use Descriptive Writing: 
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Poetry 

Journal or diary writing 

Nature writing 

Descriptive passages in fiction 

Example: 

The iPhone 6 is unexpectedly light. While size of its screen is bigger than those of the iPhones that came 

before, it is thinner, and its smooth, rounded body is made of aluminum, stainless steel, and glass. The casing 

o es i  hitish sil e , gold, o  a olo  the o pa  alls spa e g a ,  the olo  of the lead of a pe il, ith 
darker gray accents. 

This is an example because it describes aspects of the phone. It includes details such as the size, weight, and 

material. 

Non-example: 

So you just brought home a shiny new Smartphone with a smooth glass screen the size of your palm. The first 

things you will want to do when purchasing a new cell is buy a case. Cracking your screen is an awful feeling, 

and protection is inexpensive when you compare it to the costs of a new phone. 

Even though this example uses adjectives, you can tell that this is not an example of descriptive writing 

because the purpose is not to describe the phone—it’s to pe suade ou to u  a ase. 

3. Persuasive 

Persuasive writing tries to bring other people around to your point of view. 

Persuasive writing's main purpose is to convince. Unlike expository writing, persuasive writing contains the 

opinions and biases of the author. To convince others to agree with the author's point of view, persuasive 

writing contains justifications and reasons. It is often used in letters of complaint, advertisements or 

commercials, affiliate marketing pitches, cover letters, and newspaper opinion and editorial pieces.  

Key Points: 

Persuasive writing is equipped with reasons, arguments, and justifications. 

In persuasive writing, the author takes a stand and asks you to agree with his or her point of view. 

It often asks for readers to do something about the situation (this is called a call-to-action). 

When You Would Use Persuasive Writing: 

Opinion and editorial newspaper pieces. 

Advertisements. 

Reviews (of books, music, movie, restaurants, etc.). 

Letter of recommendation. 

Letter of complaint. 
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Cover letters 

Example: 

Following the 2012 Olympic Games hosted in London, the UK Trade and Investment department reported a 

£9.9 billion boost to the economy. Although it is expensive to host the Olympics, if done right, they can 

provide real jobs and economic growth. This city should consider placing a bid to host the Olympics.  

This is persuasive writing because the author has a belief—that this it  should o side  pla i g a id to host 

the Ol pi s —and is trying to convince others to agree. 

Non-example: 

According to legend, the Olympics were founded by Hercules. Now almost 100 countries participate in the 

Games, with over two million people attending. So cities from Boston to Hamburg begin considering their bid 

to be a host city more than 10 years in advance. 

All of these state e ts a e fa ts. The efo e it’s e posito . To e pe suasi e iti g, ou ust ha e a  opi io  
that ou’ e t i g to pe suade people of—then, of course, you will support that opinion with evidence. 

4. Narrative 

A narrative tells a story. There will usually be characters and dialogue. 

Narrative writing's main purpose is to tell a story. The author will create different characters and tell you what 

happens to them (sometimes the author writes from the point of view of one of the characters—this is known 

as first person narration). Novels, short stories, novellas, poetry, and biographies can all fall in the narrative 

writing style. Simply, narrative writing answe s the uestio : What happe ed the ?  

Key Points: 

A person tells a story or event. 

Has characters and dialogue. 

Have definite and logical beginnings, intervals, and endings. 

Often has a situation like actions, motivational events, and disputes or conflicts with their eventual solutions. 

Examples of When You Would Use Persuasive Writing: 

Novels 

Short stories 

Novellas 

Poetry 

Autobiographies or biographies 

Anecdotes 

Oral histories 

Example: 
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I do ’t thi k that’s a good idea,  said Jael . 

You e e  used to e su h a gi l!  eto ted O i , pushi g ope  the doo . 

Reluctantly, Jaelyn followed. 

This is a a ati e e ause it’s telli g a sto . The e a e diffe e t ha a te s o e si g, a d a plot is 
unraveling. 

Non-example: 

Cutting Edge Haunted House holds the Guin ess Wo ld Re o d fo  the la gest hau ted house o  ea th. It’s 
located in a district in Fort Worth, Texas known as "Hell's Half Acre" in a century-old abandoned meat-packing 

plant. The haunted house takes an hour to complete, winding through horrific scenes incorporating the 

factory's original meat-packing equipment. 

While this would serve as a worthy setting for a story, it would need a plot before it could be called a 

narrative. 

Conclusion 

These are the four different types of writing that are generally used. There are many sub-types of writing that 

may fall in any of those categories. A writer must know all these styles in order to identify the purpose of his 

or her own writing and make sure it's something the audience wants to read. 

Précis-writing 

A précis is a summary. Précis writing is an exercise in compression. A precis is the gist of a passage expressed 

in as few words as possible. A précis should give all essential points so that anyone reading it will be able to 

understand the idea expressed in the original passage. 

Note that precis writing is different from paraphrasing. In a paraphrase you should give all the details: you 

should not leave out any details. A paraphrase will be at least as long as and sometimes longer than the 

original. A précis, on the other hand, must always be shorter than the original. It should express only the main 

theme that too as briefly as possible. 

How long should a précis be? 

There are no rigid rules regarding the length of a précis. But as a general rule, it should not c ontain more than 

a third of the total number of words in the original passage. 

Uses of précis writing 

Most people read carelessly and fail to fully comprehend the meaning of the passage. Précis writing forces 

them to pay attention to what they read because no one can write a summary of a passage unless they read it 

carefully. So summarizing teaches one to read with concentration. 

Précis writing also improves your overall writing skills. It teaches you how to express your thoughts clearly, 

concisely and effectively. You learn to choose your words carefully and construct your sentences in a logical 

and concise manner. 

What is a Précis? 
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A precise is like a miniature portrait of the passage: it retains the absolute essential points accompanied with 

the mood and tone of the author of the passage. The one aspect one must be careful about is that one should 

ot add o e’s su je ti e i te p etatio  o  o e ts to the p é is a d should t  to etai  the o igi al 
autho ’s oi e a d opi io s. As fa  as the iti g st le is concerned, one must ensure that one write clear and 

effe ti e se te es o a li g  a d o e’s di tio  is fla less. Ulti atel , it the ohe e e of the ie s that 
you presented in the précis that matter, and this can be achieved by making sure that one is precise and to the 

poi t i  o e’s app oa h. U e essa il  lo g se te es o  a li g thoughts a e ot e ui ed i  p é is iti g, 
and one should make sure that one sifts from one point to another in a smooth matter. At the end of the day, 

the précis should make sense and be logical in its presentation. 

While keeping the above in mind, you need to keep in mind what a précis is not. The following are some of 

things that should not be a part of or a reflection of the précis:  

Simply a summary of a passage. 

Simply an abstract of a passage. 

An outline of a passage. 

A mere selection of a few important sentences from a passage. 

a collection of disconnected facts and statements. 

Features of a Good Précis 

A good Précis: 

Is marked by clarity, brevity and precision.  

Is not just lifting of the sentences from the original. It should be written in the precis writer's own words.  

Is a miniature version of the original passage? 

Must have a logical order and be well-knit and well connected. 

Must have coherence; must use linking devices such as so, therefore, and, because further etc. and must 

follow the  

Order of ideas of the original. 

Must have a title. 

Is written in reported speech.  

Must not contain any details not found in the original. 

Do's in a précis: 

Start your précis by highlighting the main idea of the passage and you should create contextual environment 

where you can place the necessary points. Once the main idea is established in the précis, you can present the 

methods, points, facts etc. used by the author of the passage. 

Compress and clarify a lengthy passage, article, or book, while retaining important concepts, key words, and 

important data. 
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Remove what is superfluous and retain the core essence of the work. 

Always remember that mentions about history/writing about history should be advisably done in the past 

tense. 

State the purpose of the research or piece of writing (why was it important to conduct this research or write 

on this topic?) 

Don'ts in a précis: 

Do not express your own opinion, wish, remark or criticism. 

Do not insert any question in your précis. Its significance, if essential, may be expressed by a statement.  

Do not use abbreviations or contractions. 

Do not be jerky. This suggests that most probably, you have not understood the sense of the passage properly. 

 Get to know what really helps to clear a GD 

Art of Condensation  

The Art of Condensation is a process to make any piece of writing precise by omitting unnecessary elements. 

This art of condensation in creative writing is synonymous with précis writing.  

Accordi g to Colli ’s Dictio ar  

"To ake a p é is of a gi e  passage is to e t a t its ai  poi ts a d e p ess the  lea l .  

Accordi g to O ford’s Dictio ar  

"A concise or abridged statement, a summary, or abstract. In fact a précis or the Art of Condensation is just a 

straight forward statement of the bare (facts without any unnecessary trimming. That means it must be able 

to) stand alone and make a complete sense. 

Characteristics of Art of Condensation 

We should remember 5 Cs as characteristics of Art of Condensation 

Completeness, Compactness, Conciseness, Clarity, Coherence 

Technical Writing 

Technical writing is sometimes defined as simplifying the complex.  Inherent in such a concise and deceptively 

simple definition is a whole range of skills and characteristics that address nearly every field of human 

endeavor at some level.  A significant subset of the broader field of technical communication, technical writing 

involves communicating complex information to those who need it to accomplish some task or goal. 

Oxford Dictionaries Online (ODO) provides four definitions for the word technical, all of which relate to the 

profession of technical writing: 

Of or relating to a particular subject, art, or craft, or its techniques 

Of, involving, or concerned with applied and industrial sciences 

Resulting from mechanical failure 

Downloaded from  be.rgpvnotes.in

Page no: 11 Follow us on facebook to get real-time updates from RGPV

https://be.rgpvnotes.in
https://www.facebook.com/rgpvnotes.in
https://be.rgpvnotes.in


According to a strict application or interpretation of the law or rules  

With these defi itio s i  i d, it’s eas  to see that te h i al iti g has een around as long as there have 

been written languages.  Modern references to technical writing and technical communications as a 

profession begin around the time of World War I as technical developments in warfare, industry and 

telecommunications began to evolve more rapidly.  Although many people today think of technical writing as 

creating manuals for computers and software, the practice of technical writing takes place in any field or 

industry where complex ideas, concepts, processes or procedures need to be communicated.  In fact, the US 

Bu eau of La o  “tatisti s defi es te h i al ite s as those ho …put te h i al i fo atio  i to easil  
understandable language. They work primarily in information-technology-related industries, coordinating the 

development and dissemination of technical content for a variety of users; however, a growing number of 

technical communicators are using technical content to resolve business communications problems in a 

di e sif i g u e  of i dust ies.  

The Goal of Technical Writing 

Good technical writing results in relevant, useful and accurate information geared to specifically targeted 

audiences in order to enable a set of actions on the part of the audience in pursuit of a defined goal.  The goal 

may be using a software application, operating industrial equipment, preventing accidents, safely consuming a 

packaged food, assessing a medical condition, complying with a law, coaching a sports team, or any of an 

infinite range of possible activities.  If the activity requires expertise or skill to perform, then technical writing 

is a necessary component. 

Only a small proportion of technical writing is actually aimed at the general consumer audience. Businesses 

and organizations deliver vast amounts of technical writing to explain internal procedures, design and produce 

products, implement processes, sell products and services to other businesses, or define policies. The leading 

professional association representing technical writing, Society for Technical Communication, hosts a number 

of special interest groups for these different aspects of the profession. 

Difference between Technical Writing and General Writing 

Technical Writing vs. General Writing 

Everyone does not have the flair for writing as not everyone is a good orator. However, there are ways to 

i p o e o e’s iti g to ake it o e o pelli g, e o  f ee a d lea  to ea h the i ds of the ite s. 
Words are mightier than a sword in the sense that they inspire, educate and entertain people. But not all 

writing is equal or same. General writing, such as writing your thoughts and opinions about a social issue, is 

totally different from another style of writing called as technical writing. One should not confuse between the 

two styles, technical writing and general writing, as they serve very different purposes and are also meant for 

vastly different audiences. 

General Writing 

While writing on general subjects, the writer must place himself in the shoes of a reader to see the effect of 

his own writing. Writing a weak piece of prose is not that serious when compared to a piece full of errors. This 

is when the readers get confused and distracted. People respect high quality writing and tend to take the 

writer seriously when the piece is error free and the message comes out clearly. 

Spelling and grammar mean a lot to a reader. He gets irritated when he sees such mistakes as he expects 

nothing less than perfect from a printed piece of paper. This is where spell check and editing after you have 

finished writing comes handy. After this of course is the content, it should be logical and sequential so that 
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there is no reason for ambiguity and obscurity in the minds of the readers. Another important ingredient is 

life. The content should be lively to keep the reader interested. 

Technical Writing 

Technical writing is a form of writing that is more seen than any other type of writing with people not even 

realizing the fact. The essence of all technical writing is HOW. At a simple level, you can take the examples of a 

cookbook full of recipes or an instruction manual on how to operate a mobile as technical writing. A good part 

of technical writing is not meant for general public. This includes business writing to communicate with 

management, employees and other businesses and is full of jargons related to the world of business. 

In a wider sense, textbooks of science subjects are also examples of technical writing. If you are a student of 

photography, any book containing information that is valuable to you is a form of technical writing as it 

contains words that common public may not understand or appreciate. 

Whether intended for general audience or for specific readers, technical writing should be clear and concise. It 

should be helpful for the readers it is intended for. Although technical writing is certainly different from 

writing a story or a poem, any technical writing must have content presented in as such a manner that it has 

the ability to engage the reader. It should have material arranged in a manner that the reader gets the 

information that he is seeking and also understands the subject matter easily. 

Five Stages of Technical Writing 

The technical writing process is essential to deliver accurate and clear information to large 

Groups of people. While the stages of the technical writing process are similar to those of other writing 

projects, the technical demands of a technical writing project require a heightened awareness of presentation 

errors and style choices for the writer. The technical writing process takes these demands into consideration, 

organizing a project in stages designed to clearly organize writer responsibilities. 

Preparation 

Preparation is the earliest stage in the technical writing process. During the preparation stage, a technical 

writer answers a series of questions regarding his project. These include considerations about the skill level of 

the audience, which determines the technical specificity of the final document, and the purpose of the piece, 

which explains the direction in which the writer will direct the project. The scope of the project considers the 

amount of material the project should cover, and the medium used to present the information considers the 

specific format used, such as the internet, a Power Point presentation or formal document. 

Research 

The research stage is the phase in which the technical writer gathers information about the project. This 

includes interviewing people working on the project, reading technical information about the project and 

spending some hands-on time working with the new project, if this is possible. Technical writers can return to 

this stage multiple times, if their initial information is not sufficient to cover the necessary project information.  

Organization 

During the organization stage, a technical writer reviews all information gathered during the research phase, 

divides it into sections and creates a formal outline for the writing project. This includes dividing larger 

sections into a series of smaller sections, each clearly covering every necessary point. Technical wri ters divide 

the researched information throughout these sections, ensuring that every point has enough cited 

information to stand as an independent point, without repeating information in multiple sections.  
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First Draft 

Technical writers sketch out the first draft, often by writing each section separately and using the organized 

research for each section as they write. Draft writing, for technical projects, focuses on active language, 

specific word choices, a clear presentation style and concise information for busy readers. Technical writers 

use obvious section titles, dividing information clearly for readers. 

Review and Revise 

Once the technical writer finishes with the first draft, she enters the review and revises stage, where she reads 

the draft and makes necessary changes. The technical writer checks for spelling, word choice, punctuation, 

passive voice usage and typos in the original draft. After the changes are made, she returns to the review and 

revise stage until the document is clear, precise and accurate. 

Objectives 

As a result of taking Technical Writing the students will be able to:  

Act ethically in their role in the communication situation. 

Act critically as they apply principles taught in the course to communication situations. 

Evaluate the rhetorical context of a given writing situation and write accordingly. Included in this evaluation 

are adapting to the communication situation by analyzing the audience, the writer's role, and the appropriate 

ethical dimensions. 

Apply concepts of information design. These concepts include effective ways to design documents for print, 

web, and other electronic means of communication in order to construct documents meaningful to the 

audience. 

Effectively create standard formats used to construct meaningful documents. These formats include genres 

such as various kinds of reports, sets of instructions, letters and memos, and various electronic genres.  

Use visual items in effectively constructing meaning in communication situations. These items include, but are 

not limited to, tables and graphs, photographs, drawings and schematics, and various electronic creations 

such as screen captures. 

Effectively negotiate the process of completing technical documents. These processes include planning, 

drafting, editing and revising to quality standards, and, where appropriate, usability testing, research methods 

and appropriate citation of sources. 

Recognize and accommodate global concepts. These concepts include localization, translation, and 

globalization. 

Create clear, concise technical documents that effectively use style and grammar and information structure in 

ways that create meaning with the reader. 

Collaborate effectively in various writing situations, including planning, creating, and managing, evaluating, 

editing, and revising document production. 

Characteristics of Technical Writing 

Technical writing, just as any other form of writing, has certain characteristics which distinguish it from other 

types of writing. It is very different from writing opinion pieces, essays, prose, non-fiction or fiction. 
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It is clear and straight forward. If you are interested in technical writing for professional purposes, it is very 

important to know that this type of writing requires that the writer stick to the subject matter and relay 

information in a clear and concise manner. 

The language is very direct and straight to the point. The writing will avoid words that people do not 

understand and will avoid an eloquent writing style. 

It is very detailed and informative. The perfect example of technical writing is a textbook. The written content 

of most textbooks is geared to providing information by describing the subject matter as fully as possible.  

It is very structured. This type of writing has a very obvious composition that makes it easy for the reader to 

follow along. Solid structure is needed with technical writing as it allows the audience to easily access the 

information as needed. 

Tips for Technical Writing  

 Technical writing is often thought of as a way to communicate complex information in a simple, easy-to-

understand, no-frills manner. This does not have to be just for scientific journals; technical writing can have 

many applications, such as policies and instructions. The following is a short list of things to keep in mind when 

creating technical documents. 

1. Write in plain language: Remember you are writing for the user or for a particular audience. Think clear, 

concise communications aimed at the audien e’s le el of k o ledge, e a ula , a d a ilit . If the o a ula  
or context used is not understood, you have already missed the goal of communicating effectively. Know your 

audience and be concise. 

2. Explain things before presenting them:  Recently I read, Wate  ill sta t to oil at ËšF…  I i ediatel  
uestio ed the i fo atio  i  the e ti e a ti le, ut it o ti ued o  the e t page sa i g, … i  a a uu .  

Word order and formatting can confuse readers or make them question the message. A reader might stop 

reading, not realizing the next sentence or paragraph would have explained what the previous statement was 

t i g to o u i ate. Ofte  a ite  ight sa , Well if the  ould ead the hole thi g the  ould 
u de sta d.  The p o le  is if a eade  gets confused or it is difficult to read, they might not read the whole 

document. 

3. Avoid first person: In formal technical writing, using first person (I, we, etc.) is discouraged. This might alter 

depending on application, or if the writing is more informal. Again, the main point is to communicate with 

your audience. 

4. Reduce ambiguous terms: A bit, a while, or longer. Providing specific numbers to how much (e.g., 3 pounds) 

or how long (5 minutes) will provide clarity to the reader. When specific numbers are difficult or do not 

matter, try to provide descriptive words, pictures, or graphics to communicate the desired goal. For example, 

instructions for microwaving popcorn might direct users to cook a bag of popcorn for five minutes. If popping 

slows to one to two seconds between pops, then stop the microwave. Often times it is good to educate the 

user why this is important or why they need to be observant. For example, using the popcorn instructions 

again, microwaves can vary in size and power. This change can alter cooking time. Cooking for the entire five 

minutes may cause the popcorn to burn. Now the user knows that they should pay attention and why.  

5. Reduce dangling modifiers: When writing, it is possible to confuse a reader when a word or phrase is 

modified but there is no descriptive verb or a noun to tell the reader what was changed. Example of a dangling 

modifier – At ti es these esult ithout the ite ’s k o ledge.    
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Simple correction– At ti es this istake esults ithout the ite ’s k o ledge.  If ou assu ed this 
istake  ea t a da gli g odifie , ou a e o e t. Ho e e , if the o e tio  this istake  e e ot u de  

the Redu e da gli g odifie s  tip, the eade  still ight ha e ee  lost.  

Better communication– At ti es, a da gli g odifie  esults ithout the ite ’s k o ledge.  Usi g 
descriptive verbs and proper nouns while reducing or eliminating pronouns and non-specific terms can help 

writers from creating dangling modifiers. 

6. Do not use slang: Many terms might be well known in a particular industry or geographic region, but the 

more I traveled as an engineer the more communication breakdowns I noticed. Even within English-speaking 

areas I found terms change within an industry, or different acronyms represent different objects or processes. 

For non-English-speaking areas, some terms or jargon do not translate well. It is advisable to write in plain 

language. 

Engineering Design Process 

Engineering was defined at the beginning of this unit as the application of practical and scientific knowledge to 

the solving of a problem through the use of a methodical process.  Discussed above were some different types 

of knowledge that engineers apply to solving a problem, but the process itself has not been mentioned.  What 

methodical process do engineers use to solve problems? 

The engineering design process is a series of steps that engineers follow when they are trying to solve a 

problem and design a solution for something; it is a methodical approach to problem solving.  This is similar to  

the “ ie tifi  Method  hi h is taught to ou g s ie tists.  The e is o si gle u i e sall  a epted desig  
process.  It seems as though most engineers have their own twist for how the process works.  The process 

generally starts with a problem and ends with a solution, but the middle steps can vary. 

One can think of the engineering design process as a recipe for banana bread; it can be made a lot of different 

a s ut it’s usuall  goi g to sta t ith a a as a d it’s goi g to e d ith a loaf of ead.  O e su h e ipe  
for the engineering design process will be outlined in this unit; this is not the only correct version of the 

process, it is just one example.  It will provide a good starting point for students to explore the engineering 

process. 

The design process in its simplest terms can be seen as a 3-step loop:  

In this simple design loop an idea is generated (1).  This idea is implemented (2).  After the idea is 

implemented, the design group would test the product or evaluate the result of the implementation through 

testing (3).  Typically, during this testing and evaluation, additional ideas are generated, and the process starts 

over again.  This cycle and repetition is why it can be said that design is an iterative process.  

Iteration is the act of repeating something over and over again in order to improve the process and eventually 

achieve a desired goal.  

Obviously this process could go on forever (or until the design group stops thinking of new ideas and stops 

finding problems with the design).  The e is a sa i g so eti es used  ete a  e gi ee s: At so e poi t i  
e e  desig  p o ess so eo e eeds to get id of the e gi ee  a d just uild the thi g!  

Using the Engineering Design Process: 

As discussed above, there is no single engineering design process.  Throughout this course students will use an 

11-step design process as they conceptualize, design, and create a robot to compete in head-to-head robotics 

competition.  The process used is seen below. 
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Step 1 – UNDERSTAND – Define the Problem 

Step 2 – EXPLORE – Do Background Research 

Step 3 – DEFINE – Determine Solution Specifications 

Step 4 – IDEATE – Generate Concept Solutions 

Step 5 – PROTOTYPE – Learn How Your Concepts Work 

Step 6 – CHOOSE – Determine a Final Concept 

Step 7 – REFINE – Do Detailed Design 

Step 8 – PRESENT – Get Feedback & Approval 

Step 9 – IMPLEMENT – Implement the Detailed Solution 

Step 10 – TEST – Does the Solution Work? 

Step 11 – ITERATE 

Report Writing: Formatting the Report Elements 

 Here are the main sections of the standard report writing format: 

Title Section - If the report is short, the front cover can include any information that you feel is necessary 

including the author(s) and the date prepared. In a longer report, you may want to include a table of contents 

and definitions of terms. 

Summary - There needs to be a summary of the major points, conclusions, and recommendations. It needs to 

be short as it is a general overview of the report. Some people will read the summary and only skim the 

report, so make sure you include all the relevant information. It would be best to write this last so you will 

include everything, even the points that might be added at the last minute. 

Introduction - The first page of the report needs to have an introduction.  You will explain the problem and 

show the reader why the report is being made. You need to give a definition of terms if you did not include 

these in the title section, and explain how the details of the report are arranged.   

Body - This is the main section of the report. The previous sections needed to be written in plain English, but 

this section can include jargon from your industry. There needs to be several sections, with each having a 

subtitle.  Information is usually arranged in order of importance with the most important information coming 

fi st. If ou ish, a Dis ussio  se tio  a  e i luded at the e d of the Bod  to go o e  ou  fi di gs a d 
their significance.  

Conclusion - This is where everything comes together. Keep this section free of jargon as most people will read 

the Summary and Conclusion.        

Recommendations - This is what needs to be done. In plain English, explain your recommendations, putting 

them in order of priority. 

Appendices - This includes information that the experts in the field will read. It has all the technical details 

that support your conclusions. 
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This report writing format will make it easier for the reader to find what he is looking for. Remember to write 

all the sections in plain English, except for the Body. Also remember that the information needs to be 

organized logically with the most important information coming first.   

Tips for Good Writing 

Here are a few tips for good writing.      

Keep it simple. Do not try to impress, rather try to communicate. Keep the sentences short and to the point. 

Do not go into a lot of details unless it is needed. Make sure every word needs to be there, that it contributes 

to the purpose of the report. 

Use an active voice rather than passive. Active voice makes the writing move smoothly and easily. It also uses 

fewer words than the passive voice and gives impact to the writing by emphasizing the person or thing 

responsible for an action. Here is an example: Bad customer service decreases repeat business.  

Good grammar and punctuation is important. Having someone proofread is a good idea. Remember that the 

o pute  a ot at h all the istakes, espe iall  ith o ds like ed, ead  o  the e, thei .  

Communication Skills 

There is a growing consensus among business executives that there is a lack of good writing skills among job 

applicants, as reported in several recent surveys. Because of this, employers are including writing skills as one 

of the skills they look for when hiring. Some even ask for a sample report when screening applicants. It is even 

included in the job description that the job requires a motivated communicator. 

Good communication is essential in business. Usually there is more than one individual that is working on a 

goal, and good communication will allow an exchange of ideas and concerns. 

There can be no team effort without communication, as it is necessary to coordinate the efforts of everyone.  

Bad communication can waste valuable time and effort. 

If a team member discovers a short cut or solves a problem, that information needs to go out to every team 

member so they can benefit from it and reach their goal quicker. 

The structure of a report 

The main features of a report are described below to provide a general guide. These should be used in 

conjunction with the instructions or guidelines provided by your department. 

Title Page 

This should briefly but explicitly describe the purpose of the report (if this is not obvious from the title of the 

work). Other details you may include could be your name, the date and for whom the report is written. 

 

 

                                                                                                                          Example of a title page  

Terms of Reference 

Geology of the country around Beacon Hill, Leicestershire 

Angus Taylor 
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Under this heading you could include a brief explanation of who will read the report (audience) why it was 

written (purpose) and how it was written (methods). It may be in the form of a subtitle or a single paragraph. 

 

A report submitted in fulfillment of the requirements for Course GL456, Department of 

Geology, and University of Leicester. 

                                                                                                                     Example of terms of reference 

Summary (Abstract) 

The summary should briefly describe the content of the report. It should cover the aims of the report, what 

was found and what, if any, action is called for. Aim for about 1/2 a page in length and avoid detail or 

discussion; just outline the main points. Remember that the summary is the first thing that is read. It should 

provide the reader with a clear, helpful overview of the content of the report. 

Exposure of rocks belonging to the Charmin Super group (late Precambrian) were examined in 

the area around Beacon Hill, north Leicestershire. This report aims to provide details of the 

stratigraphy at three sites - Copt Oak, Mount St. Bernard Abbey and Oaks in Charlwood. It was 

observed that at each of these sites, the Charmin Super group consists mainly of volcaniclastic 

sediments (air-fall and ash-flow tuffs) interbedded with mudstones and siltstones. These rocks 

show features that are characteristic of deposition in shallow water on the flanks of a volcano 

(e.g. welding and alteration of ignimbrites). Further studies are required to understand 

depositional mechanisms and to evaluate the present-day thickness of individual rock units. 

                                                                                                                         Example of a summary (abstract) 

Contents (Table of Contents) 

The contents page should list the different chapters and/or headings together with the page numbers. Your 

contents page should be presented in such a way that the reader can quickly scan the list of headings and 

locate a particular part of the report. You may want to number chapter headings and subheadings in addition 

to providing page references. Whatever numbering system you use, be sure that it is clear and consistent 

throughout. 

Introduction 

The introduction sets the scene for the main body of the report. The aims and objectives of the report should 

be explained in detail. Any problems or limitations in the scope of the report should be identified, and a 

description of research methods, the parameters of the research and any necessary background history 

should be included.  

In some reports, particularly in science subjects, separate headings for Methods and Results are used prior to 

the main body (Discussion) of the report as described below.  

Methods 

Information under this heading may include: a list of equipment used; explanations of procedures followed; 

relevant information on materials used, including sources of materials and details of any necessary 

preparation; reference to any problems encountered and subsequent changes in procedure.  

Results 
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This section should include a summary of the results of the investigation or experiment together with any 

necessary diagrams, graphs or tables of gathered data that support your results. Present your results in a 

logical order without comment. Discussion of your results should take place in the main body (Discussion) of 

the report.  

Discussion 

The main body of the report is where you discuss your material. The facts and evidence you have gathered 

should be analysed and discussed with specific reference to the problem or issue. If your discussion section is 

lengthy you might divide it into section headings. Your points should be grouped and arranged in an order that 

is logical and easy to follow. Use headings and subheadings to create a clear structure for your material. Use 

bullet points to present a series of points in an easy-to-follow list. As with the whole report, all sources used 

should be acknowledged and correctly referenced. For further guidance check your departmental handbook 

and the Student Learning Centre guide: Referencing and Bibliographies.  

Conclusion  

In the conclusion you should show the overall significance of what has been covered. You may want to remind 

the reader of the most important points that have been made in the report or highlight what you consider to 

be the most central issues or findings. However, no new material should be introduced in the conclusion.  

Appendices 

Under this heading you should include all the supporting information you have used that is not published. This 

might include tables, graphs, questionnaires, surveys or transcripts. Refer to the appendices in the body of 

your report. 

In order to assess the popularity of this change, a questionnaire (Appendix 2) was distributed to 60 

employees. The results (Appendix 3) suggest the change is well received by the majority of 

employees. 

                                                                                                                            Example of use of appendices 

Bibliography 

Your bibliography should list, in alphabetical order by author, all published sources referred to in your report. 

There are different styles of using references and bibliographies. Refer to the study guide Referencing and 

Bibliographies and check your departmental handbook for guidelines. Texts which you consulted but did not 

refer to directly could be grouped under a separate heading such as 'Background Reading' and listed in 

alphabetical order using the same format as in your bibliography.  

Acknowledgements 

Where appropriate you may wish to acknowledge the assistance of particular organizations or individuals who 

provided information, advice or help.  

Glossary of Technical Terms 

It is useful to provide an alphabetical list of technical terms with a brief, clear description of each term. You 

can also include in this section explanations of the acronyms, abbreviations or standard units used in your 

report.  

Downloaded from  be.rgpvnotes.in

Page no: 20 Follow us on facebook to get real-time updates from RGPV

https://be.rgpvnotes.in
https://www.facebook.com/rgpvnotes.in
https://be.rgpvnotes.in


You will not necessarily be required to use all of the headings described above, nor will they necessarily  be in 

the order given here. Check your departmental guidelines or instructions.  

Writing the report: the essential stages 

All reports need to be clear, concise and well structured. The key to writing an effective report is to allocate 

time for planning and preparation. With careful planning, the writing of a report will be made much easier. 

The essential stages of successful report writing are described below. Consider how long each stage is likely to 

take and divide the time before the deadline between the different stages. Be sure to leave time for final 

proof reading and checking.  

Stage One: Understanding the report brief 

This first stage is the most important. You need to be confident that you understand the purpose of your 

report as described in your report brief or instructions. Consider who the report is for and why it is being 

written. Check that you understand all the instructions or requirements, and ask your tutor if anything is 

unclear.  

Stage Two: Gathering and selecting information 

Once you are clear about the purpose of your report, you need to begin to gather relevant information. Your 

information may come from a variety of sources, but how much information you will need will depend on how 

much detail is required in the report. You may want to begin by reading relevant literature to widen your 

understanding of the topic or issue before you go on to look at other forms of information such as 

questionnaires, surveys etc. As you read and gather information you need to assess its relevance to your  

report and select accordingly. Keep referring to your report brief to help you decide what relevant information 

is.  

Stage Three: Organising your material 

Once you have gathered information you need to decide what will be included and in what sequence it should 

be presented. Begin by grouping together points that are related. These may form sections or chapters. 

Remember to keep referring to the report brief and be prepared to cut any information that is not directly 

relevant to the report. Choose an order for your material that is logical and easy to follow.  

Stage Four: Analysing your material 

Before you begin to write your first draft of the report, take time to consider and make notes on the points 

you will make using the facts and evidence you have gathered. What conclusions can be drawn from the 

material? What are the limitations or flaws in the evidence? Do certain pieces of evidence conflict with one 

another? It is not enough to simply present the information you have gathered; you must relate it to the 

problem or issue described in the report brief.  

Stage Five: Writing the report 

Having organised your material into appropriate sections and headings you can begin to write the first draft of 

your report. You may find it easier to write the summary and contents page at the end when you know exactly 

what will be included. Aim for a writing style that is direct and precise. Avoid waffle and make your points 

clearly and concisely. Chapters, sections and even individual paragraphs should be written with a c lear 

structure. The structure described below can be adapted and applied to chapters, sections and even 

paragraphs. 

Stage Six: Reviewing and redrafting 
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Ideally, you should leave time to take a break before you review your first draft. Be prepared to rearrange or 

rewrite sections in the light of your review. Try to read the draft from the perspective of the reader. Is it easy 

to follow with a clear structure that makes sense? Are the points concisely but clearly explained and 

supported by relevant evidence? Writing on a word processor makes it easier to rewrite and rearrange 

sections or paragraphs in your first draft. If you write your first draft by hand, try writing each section on a 

separate piece of paper to make redrafting easier.  

Stage Seven: Presentation 

Once you are satisfied with the content and structure of your redrafted report, you can turn your attention to 

the presentation. Check that the wording of each chapter/section/subheading is clear and accurate. Check 

that you have adhered to the instructions in your report brief regarding format and presentation. Check for 

consistency in numbering of chapters, sections and appendices. Make sure that al l your sources are 

acknowledged and correctly referenced. You will need to proof read your report for errors of spelling or 

grammar. If time allows, proof read more than once. Errors in presentation or expression create a poor 

impression and can make the report difficult to read.  

Feedback 

Any feedback from tutors on returned work can be used to create a checklist of key points to consider for your 

next report. Identify priority areas for attention and seek out further information and advice. Speak to your 

tutor or an adviser from the Learning Development. Used in this way, feedback from tutors can provide a 

useful tool for developing and improving your writing skills. 

In business, the information provided in reports needs to be easy to find, and written in such a way that the 

client can understand it. This is one reason why reports are divided into sections clearly labeled with headings 

and sub-headings. Technical information which would clutter the body of the report is placed in the appendix.  

The structure of a report  

The structure of a report and the purpose and contents of each section is shown below. 

TITLE PAGE report title 

your name 

submission date 

EXECUTIVE SUMMARY overview of subject matter 

methods of analysis 

findings 

recommendations 

TABLE OF CONTENTS list of numbered sections in report and 

their page numbers 

INTRODUCTION terms of reference 

outli e of epo t’s st u tu e 

BODY Headings and sub-headings which 

reflect the contents of each section. 
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Includes information on method of data 

collection (if applicable), the findings of 

the report and discussion of findings in 

light of theory 

CONCLUSION states the major inferences that can be 

drawn from the discussion 

makes recommendations 

REFERENCE LIST list of reference material consulted 

during research for report 

APPENDIX information that supports your analysis 

but is not essential to its explanation 

Trouble ticket (trouble report) 

A trouble ticket (sometimes called a trouble report) is a mechanism used in an organization to track the 

detection, reporting, and resolution of some type of problem. Trouble ticketing systems originated in 

manufacturing as a paper-based reporting system; now most are Web-based and associated with customer 

relationship management (CRM) environments, such as call centers or e-business Web sites, or with high-level 

technology environments such as network operations centers (NOCs). A number of companies make software 

fo  t ou le ti keti g, su h as Neste  “oft’s Re uest Co a de . “e e al othe  t pes of soft a e, su h as 
Bluebird include a trouble ticket component. 

The Internet Engineering Task Force's Network Working Group specified requirements for a trouble ticketing 

system in RFC 1297 (NOC Internal Integrated Trouble Ticket System Functional Specification Wish list). In the 

RFC document, the author compares the trouble ticket to a patient's hospital chart, because both define a 

problem and help to coordinate the work of several different people who will work on the problem at 

different times. 

As a ticket moves though the system, it is usually classified as a certain type of issue, which in turn determines 

the skill set and expertise level of the agent(s) the ticket is assigned to. Until the issue is resolved, the "open 

ticket" for the problem remains in the work queue, with issues of highest priority taking precedence in terms 

of work flow. 

Trouble Reports  

  
 

To report a problem with any Computer Science system or equipment you may enter the requested 

information below and submit it. Please do not send email to individuals  working in Computer Science; the 

email to trouble is a better route because the trouble system logs all incoming requests.  

 

E-mail Address* 
 

Your Name* 
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Equipment Type* 
 

Location* 
 

ID # 
 

Description (Subject)* 
 

Detailed Description: 

 

Fields marked with an * are required 

Send report
 

Erase report
 

 

Field Descriptions 

Only the fields marked with an asterisk (*) are required. If you cannot determine certain information leave the 

field blank and submit the form. Keep in mind that the problem will be easier to track down and will be solved 

faster if all requested information is supplied and that information is accurate. 

Click on the field description to return to the input form. 

E-mail Address (Required) is an address where you can be contacted so you can be informed that the problem 

has been rectified or if more information is required. Note that the @your. Domain is required, and that 

domain must be within uregina.ca. 

e.g. username@cs.uregina.ca, username@uregina.ca, etc. 

Your Name (Required) makes it easier to respond to you if you make a typo in your e-mail address. 

Equipment Type (Required) should contain a description of the piece of equipment or software you are having 

problems with. 

E.g. PC, Printer, Hercules, TeraTerm, etc. 

Location (Required) should contain the room number where the equipment is located. 

e.g. CL115, CL129.9, CL135.4, UDML Lab, etc. 

ID # (Required) should contain the computer ID number. Usually this number is at the left on the front edge of 

the computer desk. The number is based on the room number, so for example the ID number of the 14th 

computer in CL115 would be 115-14. 

Description (Subject) (Required) should contain a short one line description of the problem. The line will be 

the subject of the message sent off to trouble. 
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e.g. can’t find the 'any' key 

Detailed Description should contain any additional information about the problem that could not be conveyed 

in the one line description. 

E.g. I kind of spilled my soft drink on the keyboard. The smoke and sparks were really cool - but then the lights 

went out. When the power came back on, all the PC would say is "Keyboard failure - press any key to 

continue". 

Laboratory Reports 

Lab reports are written to describe and analyse a laboratory experiment that explores a scientific concept. 

They are typically assigned to enable you to: 

Conduct scientific research. 

Formulate a hypothesis (es) about a particular stimulus, event, and/or behaviour. 

Review relevant literature to justify your hypothesis. 

Allow someone to replicate your study by providing precise details. 

Apply statistics to test your hypothesis. 

Explore theoretical explanations. 

Evaluate research objectively and methodically. 

Communicate concisely and precisely. 

Remember that with lab reports it may be impossible to rely on a single explanation for your findings. 

Therefore, it is vital that you provide as many potential and relevant interpretations as possible.  

Even if your findings do not support your hypothesis, they are still valuable because you can then demonstrate 

that within the contextual constraints of your study, your argument was not reliable, and you can then move 

on to consider other areas for research, without having to do down the same path. 

Further, this may open up avenues for others to investigate your hypothesis under different conditions. 

Nevertheless, there may have been unforeseen circumstances or conditions that were not possible to isolate 

and control, which you can use to help justify your results. 

It is also important to be clear about the voice or grammatical style in which you write your report. For 

instance, traditionally, lab reports have been written in the passive voice, and used the third person pronoun, 

as i  The stud  as o du ted  “ ith a d Jo es 99  a d It as h pothesised that… . Ho e e , o e 
e e tl , it has e o e a epta le to use the a ti e oi e, as i  “ ith a d Jo es 99  o du ted the 

stud , as ell as ake efe e e to ou self he e ele a t, as i  I h pothesised that…  Check your 

assignment instructions for clarification, and keep the voice consistent throughout the report.  

Laboratory reports are written for several reasons. One reason is to communicate the laboratory work to 

management. In such situations, management often bases company decisions on the results of the report. 

Another reason to write laboratory reports is to archive the work so that the work will not have to be done in 

the future.  

Abstract, 
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Introduction, 

Procedures, 

Results and Discussion, 

Conclusions, and 

Appendices. 

  Progress Report #  

  Reporting Period:  to  

  Submittal Date  

Grant Agreement No:    

Project Name:  

Contractor Name:  

 

I certify under penalty of law that this document and any attachment was prepared by me or under my 

direction in accordance with the terms and conditions of each Grant Agreement Exhibit.  Based on my 

inquiry of the persons or persons who manage the project or those directly responsible for gathering 

the information, the information submitted is, to the best of my knowledge and belief, true, accurate, 

and complete.  All information submitted in this document and all attachments conform to and is in 

accordance with the state and federal laws and I so here certify with my signature.  I am aware that 

there are significant penalties for submitting false or misleading information. 

 

Project Director:    

 Printed Name  Signature 

 

Summary of Work Completed To Date  

Work Items for Review: The table should number and list all items for 

review included in the grant agreement.  The information provided should be cumulative from the start of the 

project.  The table should provide an at-a-glance status of the project work items. 

 

Due Date: The due dates in this column should be identical to 

the grant agreement due dates.  If a date change is made through formal modification or amendment, then 

the revised date can be inserted once the change has been approved. 

 

% Of Work Complete: Cumulative percentage of work complete to date 
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Date Submitted: For items for review that are submitted more than 

once (i.e., progress reports), please leave previous submittal dates on the table so that there is a list of dates 

ithi  the o .  If a d aft ite  fo  e ie  is su itted, ite d aft  afte  the date.  

 

List 

of 

Ite

ms 

for 

Revi

ew 

(Incl

ude 

only 

the 

ite

ms 

for 

review, by sub-item number, listed on the Table of Items for Review in Exhibit A) 

Progress Report Narrative 

Introduction 

P o ide a ief o e o  t o se te e i t odu tio  o  su a  of the epo t e.g., Du i g the epo ti g 
pe iod, p oje t a ti ities fo used o  o pleti g desig  of the pipeli e seg e ts , , a d  o   … fo used on 

o ito i g a ti ities a d epai i g p o ess o  s ste  failu es o  defi ie ies  o  … fo used o  i p o i g 
s ste  effi ie ,  et .  

Summary of Activities 

(List each work item from Exhibit A (Work to Be Performed) in every progress report.  However, limit narrative 

descriptions to work performed during the reporting period.  Provide, by sub-item number, a brief description 

of milestones, successes, and problems or issues encountered during the reporting period.   

Item 1 - Project Administration   (Cumulative ___% complete) 

Des i e fo  ea h o k ite , the a ti ities, p o le s, su esses, ilesto es OR No o k pe fo ed this 
pe iod  OR Co plete  

Item 2 - __________________   (Cumulative ___% complete) 

(Describe for each work item, the activities, p o le s, su esses, ilesto es OR No o k pe fo ed this 
pe iod  OR Co plete  

  UNIT – 5 Business Correspondences 

Work Item  Items for Review # Due Date 

% Of Work 

Complete 

Date 

Submitted 

EXHIBIT A 1.1  PAEP (mm/dd/

yy) 

(__%) (mm/dd/yy) 

 1.2 Monitoring Plan    

 1.3 Quality Assurance Plan    

EXHIBIT C 6. CEQA/NEPA Documents    

     

EXHIBIT D Adjoining Land Owner Notification    
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We hope you find these notes useful. 

You can get previous year question papers at  

https://qp.rgpvnotes.in . 

 

If you have any queries or you want to submit your 

study notes please write us at 

rgpvnotes.in@gmail.com 

 

 

https://qp.rgpvnotes.in/
mailto:rgpvnotes.in@gmail.com

