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?

2. Explain the differences when your technical communicators of your report are:

· An engineer 
· A civil engineer            
· A communication specialist
3. Explain the differences between report format and report style and give an example?
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.
Sheet (2)

1. In writing formal reports there are some requirements for report style.write 3 lines to explain each of these requirements?

2. Re-write the following sentences in order to make the meaning clearly:

· Axis-boundary conditions for the SGS stresses in case of scale similarity and mixed-type models are specified in terms of GS velocities at the axis so as to be compatible in the statistical mean with expressions for the axis values of… following from the kinematics of homogeneous axis symmetric turbulences as well as from the statistically averaged dynamic equations for the GS velocity field taking into account statistically steady and homogeneous flow conditions. 

3. Re-write the following sentences in order to make the meaning more concisely:

· In the future most houses will contain smart devices that can communicate with each other across in – home communication via net work in order to enhance the comfort, efficiency, and security of the home. A system controller is required to have the ability to accomplished system macros; time/date triggered lighting events, security events, or light scenes.
· It is intended that following pages acts as examples for designers and installers:

However it is impractical at this point in time for this manual to attempt to show every possible combination.

· The different materials that contribute to an environmental impact have quantitatively different potential environmental effects.

· We continued our activities in the development of new protocols for group communication.

4. Re-write the following sentences in order to emphasize the idea:
· The southern hemisphere shows little response to eruptions in the north because it is dominated by oceans that damp down any change.

· Einstein showed that space-time and gravitational forces are profoundly related.
· He had never managed to use his deductive skills so well as in this experiment.
5. Write 3 lines to explain:

· Writing naturally in report writing style

· Guiding the readers in report writing style

· Getting to the point in report writing style

· Emphasizing major ideas in report writing style

· Separate fact from opinion in report writing style
Sheet (3)

1. Write down the major stages of report preparation and write 5 lines to explain each of these?

2. In writing scientific reports and before you outline your report you must write the limiting sentence. Explain the meaning of limiting sentence and give an example?
3. What is the different between sorting stage and outlining stage in technical report writing.    
4. In writing rough draft explain the differences between first, second and rough draft versions?
5. Explain the three separate reviews of the report?
Sheet (4)
1 – What is the suitable definition of a technical report?

2 – What are the three main sections of the report?

3 – Write 3 lines about each of these components of the report:

· Summary(abstract)

· Introduction

· Main sections of the report

· Conclusions

· appendices
4 – What are the differences between abstract and conclusions?
5 – Rearrange the following sections of the report:

(Recommendations – acknowledgements – contents – appendices – introduction – tables – disclaimer – abstract – references)
6 – From the above components of the report there are some optional sections. Indicate which of these is optional and why?
7 – Put (√) or (x) in the front of each statements.

 (   ) title page, abstract, contents and introduction takes in lower case Roman numerals (i, ii, iii, iv…).

  (   ) The abstract provide general background information about the report.     
   (   ) The abstract is a small summary and usually about 100 – 200 words length. 
 (   ) the conclusion is an optional section.

 (   ) the conclusions should include methods of approaches.
 (   ) introduction does not refer to later figures and references.

 (   ) using figures and tables conveys information in most effective way for communication.

 (   ) the title of the tables and figures goes above them.
 (   ) we use reference entry list type in citation of figures and tables.

 (   ) The main text of the report include: content page, summary and conclusions 
8 – What is the meaning of?
· Informative headings

· Consistent headings

9 – Give comment about the next title:

Laboratory report

How to measure the gravity by using 

Gravitational potential energy theory

10 – Explain the topic, approach, key features and the conclusions of the following summary?

This report presents a design for a bridge to be constructed on the Calder Freeway crossing Slaty Creek in the Shire of Macedon Ranges. Two designs for the bridge were devised and then compared by considering the cost, construction and maintenance of each bridge. Design 1 is a super-T beam bridge while Design 2 is a simple composite I girder bridge. It is concluded that Design 1 is the better design. This design is cheaper, easier to construct, more durable and easier to maintain.

11 - Write down the errors appears in the following contents?

Title page                                                                                                                       i

Abstract                                                                                                                        1

1.0 Background                                                                                                             1

 2.0Compositions of the report                                                                                       2

   2.1 Preliminaries                                                                                                          2

   2.2 text of report                                                                                                         5

   2.3 supplements                                                                                                         10

     2-1-1 Title page                                                                                                        2

     2-1-2 Abstract                                                                                                          3 

     2-1-3 Contents                                                                                                          4

     2-2-1 Introduction                                                                                                     5 

     2-2-2 the text                                                                                                             6 

3.0 appendices:

             Appendix A                                                                                                    17
12 – Select the best introduction for this report

Introduction A

Introduction 

The purpose of this project is to introduce our group's two conceptual designs. We have included the following sketches for each car: 3 dimensional view, elevation, plan, front, rear and interior view. Also, we have included a discussion of how the designs meet the criteria given in the project outline. The cars could be suitable for short trips in busy areas.

Introduction B

1.0 Introduction 

With the rise in global warming and increasing pollution levels, it is becoming essential to find a viable alternative to the internal combustion engine petrol powered car. The aim of this project was to create two designs for a fuel cell powered car, the main criteria being environmental friendliness in terms of both emissions and materials. This report presents the designs for two such cars, each of which includes the following components: engine, fuel, wheels, accessories, safety features and materials. Car A is aimed at the upper end of the market, while Car B is a mid-range vehicle suitable for family use. 
13 - In the following introduction explain the topic and the design criteria used? 

A dual carriageway bridge with two traffic lanes in each direction is to be constructed on the Calder Freeway crossing Slaty Creek in the Shire of Macedon Ranges in Victoria. The Bridge is to span 125 meters between man-made compacted fill embankments, and is approximately 15 meters above the river surface, with a grade of 0.056 m/m. This report presents two possible concept designs for the bridge. In evaluating these designs, the following criteria are considered: construction method, construction and maintenance costs, possible disruption to traffic during construction, the durability and the aesthetics of the bridge. The two conceptual designs are presented in the form of sketches of the elevations and cross-sections of the structures. 

14 – Explain in the following introduction the technical background and the context background?

The greenhouse effect is a natural phenomenon that keeps the earth's surface warm. Greenhouse gases trap heat from solar radiation, analogous to the way glass panes trap heat in a greenhouse. Due to increasing greenhouse gas emissions from human activities, the greenhouse effect has been significantly augmented, causing a rise in the earth's surface temperature. This temperature rise has led to climate change, causing frequent natural disasters. This has generated increasing awareness of the importance of reducing greenhouse gas emissions through international and domestic initiatives. The aims of this project are to examine the Kyoto Protocol and the effect it would have on participating countries. Another aim is to investigate actions already taken by three industrialized countries, namely Australia, the United States, and Canada.

15 – Explain the topic and key features in the following introduction? 

With the rise in global warming and increasing pollution levels, it is becoming essential to find a viable alternative to the internal combustion engine petrol powered car. The aim of this project was to create two designs for a fuel cell powered car, the main criteria being environmental friendliness in terms of both emissions and materials.This report presents the designs for two such cars, each of which includes the following components: engine, fuel, wheels, accessories, safety features and materials. Car A is aimed at the upper end of the market, while Car B is a mid-range vehicle suitable for family use.

A description of the design and an analysis of operational efficiency for each car are followed by a comparison of the two designs. Finally, the most cost efficient design is recommended.

16 – Change the following inconsistent headings into consistent headings:

· The design features

· How to select the suitable materials

· Fuel efficiency

· How to reduce emissions

17 – Using figures and tables are conventions writing technical report. Explain the way we use to incorporate the figures and tables in the report?

18 – Explain the topic, key features and the recommendation in the following conclusions?

Two designs for the bridge to be constructed on the Calder Freeway across Slaty Creek have been presented and discussed in this report. Design 1 is a super-T beam bridge and Design 2 is a simple composite I girder bridge. Both designs incorporate round piers on piled foundations, which are used because the soil conditions are unknown and possibly unstable. Design 2 has some advantages because it is made of steel and thus has longer spans and fewer piers. However, Design 1 is clearly the better design. This design requires minimal formwork in the construction of its concrete deck, it is relatively easy to erect and it maintains stability during transportation and construction. In addition, it is cheaper to build and more durable.

19 – There are two methods of writing references that common to use in each report. Explain the two ways with example?

20 - Look at the following reference lists and select the best one for this report.

Reference list A

Reference list:

Electric and hybrid electric vehicles and fuel cell technology, Warrndale PA, Society of Automotive Engineers, 1999.

http://www.sae.org/fuelcells/fuelcells.htm 

Jay Pukrushpan, Stephanopoulos, A.G., Peng Huei. (2004) Control of fuel cell power systems: principles, modeling, analysis and feedback design, Call number at Hargrave-Andrew Library: 621.312429 P979C2004

Reference list B
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