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Aims and Objectives

* Document purpose,
* Document types
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Document Purpose 1

* Explicit purposes:
Four general categories:
1- to provide information,

Example: This document will discuss the genetic basis of muscular differentiation
of the Mediterranean fruit fly.

2- to give instructions,

Example: This document outlines a procedure for isolating the mechanisms of
muscular differentiation in the Mediterranean fruit fly.

3- to persuade the reader,

Example: This document proposes a study of the mechanisms for blocking
muscular differentiation in the Mediterranean fruit fly.

4- to enact (or prohibit) something.

Example: NOTICE: Mediterranean fruit fly quarantine area: no fruit allowed
beyond this point.

* Make the explicit purpose clear at the beginning of your document in an
abstract, an executive summary, an introduction, or all of these.
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Document Purpose 2

* Implicit purposes:

Among the most common of these goals are:
1- to establish a relationship,
2-to create trust and credibility, and
3- to document actions.
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P———

Document Types

* After identifying a document's purpose, determine the
appropriate document type.

* Appropriate means make your document appropriate to
your goals in writing it, your audience's purpose in reading
it, and the specific institutional contexts in which it is
written and read.

* An easily recognizeable document type and format
increases a document's overall coherence and the
audience's ability to use it efficiently. Consequently, most
technical documents conform to fairly standard document
types that present information in standard formats
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Document Types

* Memoranda * Specifications

* Agendas * Documentation

* Meeting documents ¢ Instructions and procedures
e Literature reviews * Style guides

* Reports * Theses

* Letters * Oral Presentations

* Proposals * Résumeés

* Press releases * Notebooks
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Memoranda

* Memoranda are brief, informal reports used to establish a
record. They generalize the communication process by
transmitting the message from one or more authors to one or
more recipients. E-mail messages typically take the form of
memoranda.

* The memorandum is among the most versatile of
organizational documents.

* Memo form is widely used to communicate technical and
administrative information. Memoranda are written for
numerous internal purposes

for example, to request information, to make announcements, to
outline policies, and to transmit meeting minutes. Thus, in most
organizations, memos play a crucial role in establishing a record
ofgdecisions, requests, responsibilities, results, and concerns.
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e Memo Hea

* The most important section which is used to frame
the message in a very accessible and transparent
manner.

* sets out the context of the message and should be
detailed enough to make the context very clear.
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From:

Subject:

MEMCEANDURM
T.C. Crevwe, NIH Small Instrumertation Prograrm

D Mars

Departmoert of Mechanic sl Engineering
Foom 3-250, MIT

Ext. 617-996-2828

Begues for an Image Digitizing Sysem to Support
Omgoing Research ($10,900)

Identify the reipiant
clearhy. Lsa titke, if he ar
zhe uzas it Pacipients
may akn be addressad
% & graup.

[dertity tha authar, and
add title if the mamo is
daing o anathar gmup
outzide tha nomar
working locala,

Give a ckar, datailad
identification of tha
zubject undar
dis:ussion.
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The Memo Body

* organize the topics of the memorandum in order of
importance, with the key statements first and the
details further on.

* The memorandum should normally begin with a brief
summary statement, in one or two sentences,
identifying the key topic and the scope of the
memorandum.
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lano haeadings

Subjact datail

Surmnrmany

Background

MEMORANDUM
T TG, Crevwee, INIH Simell Instrornentation Prosramm

FROM: D hfars
Departnert of bechanical Engineering
Eoom 3-230, BMIT
Ex. 617-996-2828

DATE: Jarmary 16, 1992

SUBJECT: Bequea for anImage Digitizing Svaerm 1o Suppon
COngoing Research ($10,200)

This recuest for 510,000 is for a pisture digitizing svatem and
plug -inboard for o PC clone, and for sn Bthe met board and soft-
ware., The sygems directly serve two MH grants and indirectlr
serve other vgers in the XYW comonunity through the sbili to
transfer the se linages over the campus network. Granting this
reguest will enable their projects to achiewe a aolid technological
base for image analyss.

Brohlern

O research has become nereasingly dependent won mage
anabysis to extract quartitatiee data from pictures taken throngh
microscopes. This requivemnert has been the focns of & substarntial
effort oerthe past six years to develop algonthms for ansbyzing

1
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Memo Example

pictures with a corgoter. Unfort vnatels, the software has ot -
pac ed the pleture digitizing systems that are available 1o vs. W
are 1n dive need of relishle commercial systerns tha will diziize
pictures in color st better than 1000 x 1000 pixels per picture.

Details The Pamicipating Grants
The two actrve MH grants that will imrnediately benefn from the
requested imaging sysem include:

+ HLSAOD. Mars
This gramt investizates the influence of fluid shear stress on
the strocture and function of vascular endothe v, Tnaging
iz vzed for cell shape analysis and detection of amtibody stains.

+ HL400BEE Dwodge

Besearch on aqueovs owflow from eve and relationto glaoco-
. Imaging nsed to extract guarntitattre data from electron
micrographs of porous tissue.

Budgzet

The image grstermn we have chosen is & Bameyscan Digitizer and
pluz-in board fora BC Clone ($8700), plus & FC clone and
BErhernet board and software { 322000 to connect 1o the existing

inage snalysis systemn on the MASSCOME computer in the Fluid

Mechanics Laboraory.
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Meeting Documents

* Agenda, tells participants what topics will be
discussed at the meeting,

* Minutes, which record what actually occurred.
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Agenda

An agenda is a simple list of topics to be discussed usuallyina
meeting.

agenda helps focus a meeting on a core of topics and allows you to
control the pace and flow of a meeting and identify important items to
be acted upon.

Meetings without published agendas generally seem unfocused and
unproductive.

Prepare and circulate an agenda of items to be discussed for each
meeting.

Circulation of an agenda before a meeting will allow your audience to
consider their responses to items listed and will help stimulate
discussion.
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Agenda

* Agendas may be circulated by e-mail or hard copy.

* The advantage of hard-copy agendas is that they may be brought to a
meeting to facilitate the taking of notes during discussion.

» Experienced meeting leaders recognize that both hard-copies and
electronic copies of agenda are usually misplaced, so they bring enough
copies for everyone present at the meeting.

* Example:
Development Team Agenda Date : 26/11/2014
1. Report by B. Perez on investigation of possible security software

2. Report by S. Chan and P. Stanley on development of database
prototypes

3. Discussion of possible hardware platforms
4. Review of deadlines for project
5. Agenda for next meeting
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Minute

Keep accurate minutes of meetings, both formal and informal.
Minutes are an essential part of organization life.

They maintain an institutional memory of all actions taken or proposed
and the key points of discussion.

They also inform appropriate individuals who were not present at the
meeting of the key action and discussion items.

Formal minutes are often required by federal, state, or local law, by-laws,
charters, or regulations.

They are usually distributed to the members of the group before the next
meeting, and then approved (sometimes after being amended).

Some minutes are legally parts of the public record and available to
anyone.

Often, however, organizational minutes are private and confidential
documents, which should be distributed only to appropriate

individuals.
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e

Information usually included in formal minutes:

* The name of the group that is meeting and what kind of meeting it is (for example, a
general meeting, an emergency meeting, or a meeting devoted to a single issue)

* Precisely where and when the meeting is being held

* Names of the group members in attendance and members absent; names of all other
individuals present, except for public meetings with an audience

* The name of the person who called the meeting to order and at what time

« A report of whether or not the previous meeting's minutes were read and, if they were read,
whether or not they were approved (or approved with modifications)

- Summaries of any reports presented to the group and any action taken on them
(acceptance, approval, endorsement, referral)

* A summary of the discussion of each item on the agenda and any other important issues
discussed at the meeting

» A record of all formal motions, including the name of the individual making the motion

» A record of the vote on all motions, including the number of votes for and against, and the
number of abstentions

* The time that the meeting was formally concluded

Informal minutes also include the date of the meeting and the names of all members
attending or absent, but they focus more on summarizing key points of discussion and
listing all action items to be performed by individuals or the group.
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* See the example link.
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Literature Reviews

* Summarize existing printed or electronic information
on a specific subject in a literature review.

* A literature review may be a self-contained document,
or it may be a section of a larger report.

* Determine the amount, scope and density of
information to be included in your review by assessing
your audience's purpose and their level of expertise.

* They prevent needless duplication of work and provide
crucial information for current projects.
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Literature Reviews

Begin your literature review with an introduction that gives
reader the context and scope of your specific topic.

Make the review as concise as possible and eliminate any
unessential material.

End a self-contained literature review with a conclusion that
summarizes the information that is most important to the
reader.

Cite all references in the appropriate format, and include all
sources in a bibliography or works-cited section at the end of the
document.

Organize a literature review either chronologically or by dividing
the topic into subtopics and then presenting the subtopics in
order of importance, starting with most important subdivision.

King Saud University Technical Writing Dr. Feras Fraige
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Literature review Example

* See Word link

» Example presents the first part of a fairly extensive
report on the history, chemical syntheses, and uses of
the chemical compound cantharidin.

* Notice how the forecasting statement that opens the
introduction provides the reader with an effective road
map of the entire paper.

* Each reference is clearly mentioned in the text, and all
the references adhere to the same style of sequence-
citation.
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Reports

* Reports are standard documents in all organizations.

* A report is a stand-alone document that relays the results
of a factual inquiry to other parties who have a professional
interest in the results, expert opinions, laboratory tests,
policy issues, trips, and administrative details--anything of
importance to the professional organization.

* Because a report typically circulates as an independent
document, it will typically follow a standard format that
begins with a front matter section that orients the reader to
the main purpose and content of the report. This section is
followed II))y a report body, which contains the factual
content of the report, and the body is followed by a section
of end matter, ngl)ich contains various references and
secondary material.
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R

eports

Reports may be internal or external, informal or formal.

The informal report circulates within the local environment and
is generally not written about externally funded research.

The material of an internal report often takes the form of a
memorandum, which is a stripped-down version of the internal
report, using a standard header.

Informal reports are often short and concern administrative and
policy issues or perform the function of keeping others informed
about your work.

Formal reports are generally tightly structured and extensively
reviewed before they are released.

Report structure may vary according to the intended audience.
For example, the same material may be organized for peer
specialists or for a managerial audience.

King Saud University Technical Writing Dr. Feras Fraige 21



Laboratory report

* Presented in the form of a brief memorandum.
* See Word link.
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Research Reports

» Research reports present the results of formal
investigations into the properties, behavior, structures,
and principles of material and conceptual entities.

* Almost any physical phenomenon or concept may be
investigated in a research framework.

* See word link

King Saud University Technical Writing Dr. Feras Fraige 23



Research Article

* In the following example of a student research article, take note

of these elements:

Title

Abstract
Introduction
Background

Theory
Experimental section
Results

Discussion
Conclusion
References and notes
* See Example on word link

VVVVYVVVVYYVYVY
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Design and Feasibility Reports

* Design and feasibility reports describe one or more design
solutions to a specific problem and determine if the proposed
solution is practical and feasible.

Preferably, more than one solution is offered, in which case the
report compares the various designs and determines which
option is best.

Design and feasibility reports are essentially the same type of
document, differing only in the amount of emphasis placed on
practical and economic viability of the design in comparison
with other possible solutions.

* A design report, often very similar to an internal proposal,
focuses on describing one specific implementation.

* A feasibility study, on the other hand, also emphasizes the
investigation and comparison of alternative solutions.
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Design and Feasibility Reports

Desiﬁn and feasibility reports describe one or more desi§n solutions to a specific problem
and determine if the proposed solution is practical and feasible.

Preferably, more than one solution is offered, in which case the report compares the
various designs and determines which option is best.

Design and feasibility reports are essentiallY the same type of document, differing only in
the amount of emphasis placed on practical and economic viability of the design in
comparison with other possible solutions.

A design report, often very similar to an internal Eroposal, focuses on describing one
specific implementation. A feasibility study, on the other hand, also emphasizes the
investigation and comparison of alternative solutions.

Design reports and feasibility reports are crucial for decision making and product
deve%opment in almost any technical organization. They document an engineer's
thinking through a solution to a problem, a description of the solution, and the reasons
why that solution should be implemented. Managers need accurate and comprehensive
feasibility and design reports to decide where to commit scarce resources. In addition, an
accurate and comprehensive design report helps in developing other documents, such as
formal proposals, specifications, and work plans.
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rmat of Design and Feasibility
Reports

® 1. Abstract
e 2. Introduction

* 3. A list of design criteria, in order of importance with the
most important first.

* 4. Descriptions of possible implementations.
* 5. A recommendation with a comparison of alternatives.
* 6. Elaboration of design.

* 7. Conclusion, with recommendations for further actions
and a listing of issues that must be resolved before the
design can be implemented.

* Example: See word link
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Progress Reports

* Project monitoring and accountability are the main
objectives of progress reports.

* The typical progress report gives some summary of the
project goal, states the progress made toward that goal
during the reporting period, discusses significant costs
and scheduling issues, and lists future objectives to be
carried out.

* Generally, progress reports are prepared at intervals,
most frequently at quarterly intervals of the fiscal year.
The intervals are often specified in the initial project
proposal.
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Progress Reports

Consultants use progress reports to maintain contact with
SpPONSOTS.

Research organizations use progress reports to inform
funding organizations, government or commercial, of their
work progress.

Internal research workers use progress reports to report on
their work to managers and others within their own
organizations.

Progress reports are useful tools for management in
keeping track of work progress in their groups, and they
also furnish researchers a structure for monitoring their
own commitments and levels of support.
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Progress Report Format

* Project title, funding source, contract number, funding
period, report date, research organization, and funded

staff

* Project summary, overview, report of progress,
problems (cost or schedule issues), future work

» References, attachments

King Saud University Technical Writing Dr. Feras Fraige 30



Consulting Report

¢ The consulting report provides expertise on technical problems
for audiences that are not expert in the field of interest.

Consulting reports are written by outside experts for groups or
organizations that do not have the time or the expertise to treat
the subject or problem.

One common variation on the consulting report is the white
paper, which examines a general problem from an expert's
perspective.

White papers do not present experimental inquiries but, rather,
cover a series of findings or generalizations based on expert
insights into a problem or class of problems and a set of issues.

These findings constitute the body of the consulting report. In
other respects, the consulting report follows the genera
structure of the formal report: front matter, body, and back
matter.
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Trip Reports

* a common part of organizational communication.

* They generally follow the format of a Memo, addressed
to one or more members of a group of associates.

* They should include the reason for the trip, what was
found, and one or more conclusions.

King Saud University Technical Writing Dr. Feras Fraige 32



Y

hlerm

heading

Purpoza

afata

Topic

King Saud University

rment

MEMORANDTM

TCx P Childre, Drirector of Comgporate Belaions, GHX

FROM: B Ros:, . Roos

SUBIECT: Trp Fepon: Telec ormronmnic stions Program at
Mational Unrrersity

LATE: Decerber 1, 1993

O October 24, 1993 we visite d the Te lec orumunic stions Program s
Mationsl University, Onar primay interest was 1o lean more sbout
the ir ¢ oroeonde stion and switc hing research and we also wantedto
rerview GO recrodtinent of partic fpant s in thelr prograom.

The Frogran

The Graduate Telecomomonications Peogram o Mations] Unreersity is
located in the Department of Computer Seience and the Business
School. Entering gudernts with engineering or science backgrounds
concentrate ontechnical areas while those with liberal arts or busi-
ness education stady policy, planning and regulstory issues. The
Master’s currc ulumn conce ritstes on systems, ncluding requirerments
specificarions, design, implemertarion, snd meansgemert. The new
Ph.D. program coneentrates on network services and srstems.

In owr discussions with Desn Les Popkin, Professor James Jones (a
GHE intern 1985), and ot her adwinistrators, the GHX recrming of
the Program s graduvstes was repeatedly merrioned. W think that
gradvates of the program would be well qualifiedto join GHX in a
warlety of areas. We took the lberty of suggesting that the MU'z
adenindstrators contact hlary Gross and Ellen Hovwe to discuss the s
issues with them.

Technical Writing

Haadar

Topic:

Recammea ndations

Distribution List

Tep Repor (12-1-93)

Fose and Foos--2
Feowlty Fosearl
We were inpressed by the research plans of John Thomas and
Suzan Stans. Thormas is another GHXE wetermn. He is planning a
research program on optical corornds stions networks, phototonic
switching architect vres, and associsted service provisioning. He is
alan irterested inteaching on-site show courses on swiching sys-
terns and is very knowledzeahle shom GHX switches and spstems.
Stang iz a recent Matlonal graduate who recerved her Ph D vnder .
Stillman. She is interested inpolicy isses particularhy those elat-
ed to standards snd to econormdc s of service provision. She also has
a firg class technical backeronnd. Bhe has done a recent study on
the decision making process of standard-senting bodies with the
goal of accelerating this normally very slow process.

Fecormmandation

Tote ractions with John Thomas and Svsan Stans would be beneficial
for GHX Laborstories. The Laboratories will support their MEE
grant application. We should also keep intonch with them, and
once they hawe studerts pursuing research we should suppor one of
thern. Hans shouldbe vsed az & consultant on warions policyistan-
dards issues ina more ad hoo manner We also recommend that
Coporate College Felations and the GHX Foundation evaluate
Iz Telecomnonmnic stions Program from the point of wiew of fur-
ther research inerests.

Distrbtion: J. Shorch
F Bams
E. Buiz
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