Mansoura University First Year

Faculty of Engineering Technical Report Writing
Prod. Eng. & Mech. Design Dept.  agscie Final Exam
Time allowed: 2Hrs. Date: 3/6/2009 Marks : 50

Answer The Following Questions

Q1) : If you are planning a Technical Report, your job is to define several points, define them
through Short Notes. (3)

Q(2) : Define with a very short notes the general guidelines you should follow when writing a
technical report. (4)

Q@) : Define the basic structure of a Report, Presentation, and Refinement (state points
only). (2)

Q(4) : Define through short notes the recommended strategy for producing a high-quality
report. (2)

Q(5) : 1.What should be included in the title page? (1)
2. What should be included in the summary? (1)
3. What should be included in the introduction? (1)
4. What type information/material placed in the appen(.iix? 1)
5. What is the difference between Refrences and Bibliography? (1)
6. Why any report should include an acknowledgements? (1)
Q(6) : State the general characteristics points of a technical report. (4)
Q(7) : Define the common mistakes to be avoided. (2)
Q(8) : What are the relation of the report’s introduction to the rest of the report? (2)

Q(9) : There are different points of views for illustrating and writing the introduction, define
them using short notes. (3)

Q(10) : What should be included in the conclusions? (2)

Q(11) : What should be included in the recommendations? (1)

Q(12) : The report may be written in the “active” or “passive” voice, give example. (1)

Q(13) : Give an example structure to illustrate how one can layout the report titles, subtitles,
ete. (1)

Q(14) : What are the points you should know about the audience, when you intend to deliver a
speech for them. (2)

Q(15) : When you have to write reports, what is the first thing to do? (2)

Q(16) : Could you please, state the checklist points you have to do after you did finish your
great report. (8)

Q(17) : CV, is an important document, especially when you are searching for a job. State only
the main points which help you in writing your CV. (3)

Q(18) : Through a short notes, say how one can make a great presentation. (2)

Wishing the best of luck for all of you
Prof.Dr. Tawfik Tawfik EI-Midany
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