Sheet (1)

1- In writing formal reports there are some constraints that you should consider. Write 3 lines to explain with examples each of these constraints?
The constraints are:	
· Audience for the report.
You should think about what your audience needs allows you to see the document from their point of view and therefore you know their concerns as possible.
For example:
· Professionals specializing in the subject of the report.
· Professionals not specializing in the subject of the report.
· Managers that oversee subject matter of the report. 
· Purpose (format) of the report.
The format of the report is the way that you place the type upon the page and describes the arrangement of type upon the page, the placement of headings, the choice of typeface, the method of citing references. In longer documents the format contains the arrangement of information into section.
For example:
Formal report: laboratory reports – design reports – progress reports.
· Writing techniques (report style).
The style of the report is the way that you express a thought in words and images. Style comprises structure, language and illustration.
For example:
When an engineer writes about fluid mechanics, he must write differently about machine design.
2- Explain the differences when your technical communications of your report are:
· An engineer.
· A civil engineer.
· A communication specialist.
An engineer is working in research and development sends e-mail to her supervisor and colleagues several times a day, followed by hardcopy or memoranda and she is responsible for submitting progress reports on the project she is assigned and she is a major contributor to the final project that her team must produce.
A civil engineer is leading a large construction project must speak at a town meeting to explain the project. He knows the town council is not happy about the cost or the length of the project but he must convince them that the final outcome is worth the inconvenience and the money.
A communications specialist for a manufacturing firm is promoted to the position "webmaster" and is now responsible for designing and maintaining the company's home page on the World Wide Web.   
3- Explain the differences between report format and report style and give an example?
The format of the report is the way that you place the type upon the page but the style of the report is the way that you express a thought in words and images.
Examples for report format are laboratory reports or design reports or progress reports.
An example for report style: When an engineer writes about fluid mechanics, he must write differently about machine design.

4- Explain the differences between suitable formats for preparing each of the following:
Letters – memos – formal report – lab. report – proposal – journal articles – instruction sheets – presentation visuals. 




