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Technical Writing

* The Importance of Writing
» Technical Writing

» Technical Reports

» Layout and Format

» Technical Report Layout
» Front Matter

* Text

* Back Matter

 Tips for Writing

The Importance of Writing

Technical writing examples include:

 Proposals « Technical reports
» Regulations * Progress reports
* Manuals * Emails

* Procedures * Memos

* Requests



Presentation Name

Technical Writing

Technical writing is a type of expository writing that is
used to convey information to a particular audience for a
particular technical or business purposes.

Technical writing is NOT used to:

* Entertain
» Create suspense
« Invite differing interpretations

Layout and Format

Analogy
« Layout and format of a newspaper

« Stock market information is found in a specific location
in a newspaper (layout) and is presented in a table
(format)
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Technical Reports

» Technical reports communicate technical information
and conclusions about projects to customers, managers,
legal authority figures, and other engineers.

* The American National Standards Institute (ANSI)
provides technical report layout and format specifics.

Technical Report Layout
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Front Matter Front Matter

Hose Nozzle Stream
Diverter Redesign

The title page provides

descriptive information that is

A label is placed on the cover to Hose Nozzle Stream

! e used by organizations that Diverter Redesign

identify: provide access to information -

« Report title and subtitle (if a resources (i.e., library). S e
subtitle is appropriate) Atitle page duplicates the ———

* Author’s name
* Publisher*
« Date of publication

information found on the front
cover (if one is used).

*May be an optional element

Front Matter Front Matter
An abstract (informative style) is a short summary that Abstract
prowd_es an overview of the purpose, scope, and findings « No more than 200 words* Abstract
contained in the report. . .
« Provides an “in a nutshell”
Purpose > Identifies the issue, need, or reason for the description without providing
investigation underlying details
« Contains no undefined
Scope 2> Reviews the main points, extent, and limits of symbols, abbreviations, or
the investigation acronyms
« Makes no reference by number
Findings = Includes condensed conclusions and to any references or illustrative
recommendations material

*For reports that are more than 50 pages, an abstract
may be up to three pages long.
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Front Matter Front Matter

TABLE OF CONTENTS
LIST OF FIGURES

The table of contents lists
the title and beginning
page number of each
major section within the

Alist of figures and tables
helps the reader to locate
illustrations, drawings,
photographs, graphs,

report (excluding the title charts, and tables of
page and the table of information contained in
contents). the report. Lot or TaBLES
Front Matter Front Matter
Table 1
Hose Nozzle Parts List
. . . | Parts List
Aflghuret Iti atn_y drav;wgg, phlot_ogra%h, grapf:t, ¥ Atable is an arrangement of L QIV e &:;* Nae
tohr ct arh 'a I'.S ?Se t(') exlp ?;1” a;n tsuppo (hgd ) detailed facts or statistics that 1 |Spring
e technical information in the text. are arranged in a row-and- i ,;':"9:{
) . ) i column format. e
The figure number and title will appear N]‘H 3 Adstment Knob
below the image. v The table number and title 1 |Large O-Ring
L= appear above the table. 1 $r1d-Cap
Refer to a figure or table within the text and ~—— 2 :s;";?féﬁigg
place the image close to the reference. I 2 Spacer Ring
1 Stream Diverter
Figure 8

Stream Diverter
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Text Text

* Summary
« Introduction

« Methods, Assumptions, and Procedures
The text is the part of a technical report in which the « Results and Discussion
author describes the methods, assumptions, and « Conclusions
procedures; presents and discusses the results; draws . Recommendations*

conclusions; and recommends actions based on the
results « References

*May be an optional element

Text Text

Text Summary

Yy Tocrey 1.0 INTRODUCTION
«t

« States the problem, method
of investigation, conclusions,
and recommendations

» Contains no new information
that is not contained in the
report

» Does not contain references

The Introduction prepares
the reader to read the main
body of the report.

This page focuses on the
subject, purpose, and
scope of the report.

Project Lead The Way, Inc.
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Text Text

Text Summary The methods, assumptions, and procedures used in the

investigation are described so that the reader can duplicate
the procedures of the investigation.
Subject >  Defines the topic and associated terminology;
may include theory, historical background, and
its significance

Information in this section includes:

« System of measurement
« Types of equipment used and accuracy

Purpose - Indicates the reason for the investigation

Scope > Indicates the extent and limits of the . Test methods used

investigation
Text Text
*Methods
How did you discover the 20 MeTHoos AssuProns, w0

problem? What measuring o
tools were used? What
measurement system was

used?

*Assumptions
What do you think that you
cannot substantiate as fact?

*Procedures

How did you gain a better
understanding of the problem?

Project Lead The Way, Inc.
Copyright 2010

The results and discussion section describes what
you learned about the problem as a result of your

research, identifies the degree of accuracy related
to your findings, and gives the reader your view of
the significance of your findings.
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Text Text

Conclusion

*Results 50 ConcLusIoN

4.0 RESULTS & DiscUSSION

*Restatement of Results
What are the factual findings
that resulted from your
research? What are you
implying as a result of these
findings?

What did you learn about
the problem through your
research?

+Discussion
How accurate are your
findings? What is the
significance of the
research results?

*Concluding Remarks
What are your opinions
based on the findings and

results?
Text Text
) o ) ) Recommendations

A section called recommendations is often included in

reports that are the result of tests and experiments, field B ) o
trials, specific design problems, and feasibility studies. Additional Studies

" Is there information that

The author may recommend additional areas of study and still needs to be learned?

suggest a course of action, such as pursuing an alternate

design approach. *Suggested Actions

What does the author want
the reader to do with the
information?

Project Lead The Way, Inc.
Copyright 2010
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Text

The references section is the
place where the author cites all
of the secondary research
sources that were used to:

« Develop an understanding
of the problem

» Support the information
contained in the report

Back Matter

 Appendices*

* Bibliography*

« List of Symbols, Abbreviations, and Acronyms
* Glossary*

* Index*

« Distribution List*

*May be an optional element

Project Lead The Way, Inc.
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Back Matter

The back matter supplements and clarifies the body of the
report, makes the body easier to understand, and shows
where additional information can be found.

Back Matter

Anything that cannot be left out of a report but that is too
large for the main part of the report and would serve to
distract or interrupt the flow belongs in the appendix.
Examples include:

« Large tables of data « Detailed explanations and
« Flowcharts descr!ptlons of test

. . techniques and apparatus
* Mathematical analysis

. . « Technical drawings
« Large illustrations



Presentation Name Engineering Design and Development
Lesson #.# Lesson Name

Back Matter Back Matter

Appendix A
Hose Nozzle Part Drawings T

If more than five symbols, L e
abbreviations, or acronyms .
are used in the report, they
are to be listed with their

‘ definition.

Tips for Writing Technical Writing

» The Importance of Writing
» Technical Writing

» Technical Reports

» Layout and Format

» Technical Report Layout

* Front Matter
» Have someone proofread your report. . Text

« Create an outline of your report before you write it.

+ Write the body of the report first. Then write the front and
back matter.

* Back Matter
 Tips for Writing

Project Lead The Way, Inc.
Copyright 2010



Presentation Name Engineering Design and Development

Lesson #.# Lesson Name

References

Alley, M. (1996). The craft of scientific writing. (3rd ed.). New York: Springer-
Verlag.

Beer, D., & McMurrey, D. (2005). A guide to writing as an engineer (2nd ed.).
Hoboken, NJ: John Wiley & Sons, Inc.

Day, R. A. (1998). How to write & publish a scientific paper. (5th ed.). CT: The
Oryx Press.

iStockphoto. Retrieved from http://www.istockphoto.com/index.php

Lannon, J. M. (1994). Technical writing. NY: Harper Collins College Publishers.

Newman, J. M. (2006). Resources for technical and business writing: Glossary.
Retrieved from http://www.lupinworks.com/roche/pages/glossary.php

National Information Standards Organization. Scientific and technical reports:
Elements, organization, and design. ANSI/NISO 239.18-1995 (R1987).

Project Lead The Way, Inc.
Copyright 2010 10



