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Q.15 Describe Technical reports, mentioning types and
characteristics of technical reports in detail. _
[R.T.U. 2018]

=S

Ans. Technical Reports : Refer to Q 3
Types of Technical Reports

Technical background report : This type of report is a-
. technical description, to give some backgro_und of topics like -




( Technical Communication}

wind power, environment protection, VLSI technology, etc.
The other technical writings may be for the general
understanding of students, teachers or a common public. Here,
the target audience is not specific. Technical background
report is usually meant for a specific group. While inviting
proposals for hospitals, engineering institutes, technical survey,
etc. The government, semi government and private
organisations may give some background about the
requirement. In many cases, the proposers may be
nontechnical persons or persons with different specialization.
Such technical description may help them in understanding
the requirement of the problem. or actual issue to be tackled.
Such reports are usually provided on request basis and may
be priced publications.
Instructions Report : When the students perform the
laboratory experiments, to record the procedure, they describe
it in the instruction form. For uniformity, teachers also, prepare
. standard instruction manual for the students. It may be typed
and given in advance, so that the students can perform the
practical systematically. It covers objective or aim of the
experiment, instruments required to carry out the experiment,
some theoretical concept necessary, procedure of actual
experiment including some precautions necessary for the

safety of the instruments and users. After performing the

experiment the students write observation table, draw graphs,
carryoyt some calculation, report the results and draw
conclusion. -
When equipments are manufactured and marketed by the
manufacturer, it requires some guidelines for the user. Printed
operating manual is supplied with the instrument, equipment,
hardware and software, so that the-users can use them
properly, taking fyll advantage of their capability, ensuring
safety of the equipment and the user. .
Feasibility Study Report : When a new product is to be
developedor a new technology is to be adopted for the existing
product, or a model is to be changed or a new manufacturing
process is proposed, feasibility study is necessary. Some
experimentation may be done on the prototype, alternative
technologies may be studied, various procedures may
be analyzed and different revisions of models are tried.
In some cases, the data of other workers and agencies may
be collected. Market survey for demand and supply may
be carried out. After experimentation, analysis, study or
survey the final outcome is expected. The report may
“justify, the new product, technology, procedure, model or
technique. The justification may be based on the state of art

y and its awareness, available or (rafmable

technolog ,
lity of equipment and material,

manpower, availabi
infrastructure, resources, etc.

Recommendation report : When a government, semi
government or a private organization, gets number of offers
from different persons or agencies or organizations for a
specific work, the offers are critically reviewed by the expert
committee. The parties may be given the opportunity of
presentation and demonstration. After this exercise the
committee prepares and submits a report, to accept a
particulai product, procedure, technology, option or offer by
a particular party. The decision may be based on the capability
of the proposer and financial considerations. In a purchase
committee recommendation, negotiations and discounts are
also helpful.

Evaluation Report : Within the organization also, for
implementation of a new policy, some committee may be
appointed. Suppose, laptops are be given to all executive
officers or professors, the evaluation procedure considers
number of laptops required, available models, total cost
involved and effect on the working efficiency may be
evaluated, qualitatively and quantitatively. Report of the
evaluation committee helps the management to taking the
decision. Similarly, for a syllabus revision, assessment scheme,
result analysis, ragging, student discipline, proposal for new
courses, etc. issues committee may be formed and may give
report.

Primary Research Report : It may not be related to some
original work. Some experimentation may be done in house
or some external facility may be used for the experimentation,
some supporting survey may be carried out. The
experimentation and survey work generates some data, which
is analyzed to draw conclusion. The report may cover the
experimentation, equipments, hardware, software,
infrastructure, background of the problem and final outcome
of the research.

Technical Specifications : While marketing the product,
two types of manuals are used. Commercial manual describes
the general details and cost aspect. The technical manual
covers the detailed specifications of the product. It covers
construction, materials, dimensions, size, weight, functions,
operational features and special features. It may also, cover
the market potential. A lot of alphanumeric data, tables, graphs,
pictures are involved here. The stress is not laid on the quality
of language but, facts and figures, highlighting the quality and
performance characteristics of the product. It is aimed at

=—
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convincing the consumer. For smaller consumer goods, the
.:resentation style Iﬁay be simple. For major items, with high .
costing, the target'readers may be purchase officers or
.narkct'mg managers. Some better style of presentation is

preferable.

eport Length Proposal : Some proposal report may be

the result of years of work. Large number of people may be
involved in the ;mdy and analysis. The population of samples
may also, be very large. Such reports are published in a book
orm, by many government and semi government agencies.
®Many private industries and organizations can use such
reports for their activities. In addition to some common
.features, it may include feasibility study, literature survey,
qualiﬁcatidns of investigators and other persons involved in

he process. Sometimes, this type of report may be the
compilation of many other reports. The scope of the report is
.very wide and many details are covered here. For certain
technological aspects, the government may establish some
technical commission, which goes in to the details of such
issues. At the end of the specified period, it comes out with

.the report.

Business Prospectus : To start a new business or to expand

or diversify the existing business, the businessman or'an
entrepreneur requires support of other people. There may be
.privale financiers, state and central governments or private
and state owned or approved financial institutions, like banks

= ©tc., which may help for the said activities. The businessman
-or an entrepreneur has to prepare the blue print of his business
_ plan. The business activity should be described at len gth, the
market potential should be identified, the capacity of other
manufacturers or bu_sinéssmen should be reviewed, the import
.and export problems should be covered and total plan of fully
fledged activity should be developed. The requirement of
. manpower, infrastructure, etc. should be studied and reported.
In some cases, phase wise plan for five or ten years may be
.proposed. Initially profitability may not be there. By future

projection, the breakeven point and state of profitability should
g De forecasted.
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Q.10 Discuss in detail, the characteristics of the technical
. reports.

e R T e S ———

Ans. Characteristics of Technical Reports : The report
may have 8-10 pages, typed or printed in proper format with
proper margin and spacing. The upper size of the report is
related with time, efforts and resources. If necessary, trim it
as per requirement.

- Content : The reports should be easy to follow, for a non

technical person or a non specialist. The necessary technica



detatls may be covered but, over doze of technicality should
be avoided. )

Facts : As per the objective of the report and requirement of
the target group of the agency assigning the job, the facts
and figures should be covered. The necessary detailing of
facts should not be sacrificed.

Sources : The technical report is the compilation of
information from various sources, like publication in journals
and books, technical brochures, personal and written
communication with experts, site visits, surveys, etc. The
sources of information should be reliable.

Documentation : As mentioned, the information compiled

in the report is collected from different sources. There is a

tradition of acknowledging the sources as references or other

modes. This transparency will be liked by the original writers.

All the information, data, opinions should be well documented.

Target Readers : Some times, the report is prepared by a

committee and appointed for the purpose. So, it is ought to be
specific. In other cases, it is desirable that the report aims at
so that it can meet with the expectations

some specific group,
seful to anybody.

of that group. Too general report may not beu
Titles and Subtitles : The report may cover different aspects
of the work. They may be given some titles or headings. In
case of a detailed report, under each title, there may be a lot
of content. It may be further sub divided into subtitles. The
titles and subtitles help the readers in discriminating one topic
or an aspect from the other and one subtopic from the other.
On the writer side, it helps in proper organization of the report,
with proper focusing and on user side it helps in proper
understanding of the report. If somebody is interested in a
specific aspect of the report, he/she can refer ficcordingly.
Physical Arrangement : The physical presentation of the
erned with typing and printing. The graphical
rmation may not be reproduced properly in
computer or machine printing. Photo copying or scanning is
advisable. A loose reportora strip binding or a spiral binding
is not impressive and durable. Hard paper binding is advisable.

Graphics : In addition to description in alphanumeric form,
the reports may have graphs, line diagrams, photographs,
histograms, tables, pie charts, bar charts, line graphs, flow
charts, block diagrams, etc. Graphics makes the report to be
followed easily, more illustrative and authentic. It is an art to

make the report impressive, by using graphics.

report is conc
' or pictorial info




Q.6 Enumerate the different parts in structure of
technical reports.

W
Ans. Technical reports have an organized format because a
majority of your audience may not read the entire report in
one reading. This specific format allows readers to quickly.

locate the information they need. Most technical reports
include the parts listed below.

economical, sc
research or in
Main Body o!
is covered here
problem was ¢
of the problem’

~or combinatio
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Shape ¢ The reports may be typed or printed. The report
may be in a bound form, if it is to be submitted outside
Cover P“‘{“ : Depending on the number of pages spiral
’bmd:.ng, strip binding or hard paper binding is used. Standard
A4 size, uplined, white plain papers are used. Hand written
report is discouraged. The report usually starts with a cover
page or the title page. The cover page covers title of the
report, the name of agency or individual or group submitting
the report, with complete address and contact details. It should
also indicate the agency to which it is submitted. The actual
date of submission along with signature of authorized signatory,
with stamp and due date may be printed. Some of the
govemnment, semi government or private reports are referred
by many people. They are published like a book. It is a prices
publication. They may be given ISBN classification number
In some cases,

Summary : After the cover page, the successive pages may
cover the summary of the report It gives some idea about
the purpose and scope of the report.

Index : The index or table of contents, with page wise
references is desirable. It gives clear cut idea, about the details
covered in the report. If the report is very lengthy, just like a
book, the index helps in referring particular part of the report,
If somebody is interested in the particular process or
procedure, it can be referred on specified pages. If somebody
is interested only in results or conclusion, it can be referred
accordingly.

Introduction : The main part of the report follows the
introduction. If the report is about some research or
experimentation, it is necessary to explain the actual problem.
Why it was necessary to carry out the concerned research?
If some disease or epidemic is not easily controllable, it may
be leading to many untimely deaths and for the goverm’nf:ni,
it may be creating a lot of socioeconomic and pohhc?l
problems, it may be necessary Lo carry out systemat!c
research. In case of riots or floods or mass killing, the public
opinion forces the government to appoint a committee for
the investigarion. What is the actual problem fgrthe res.earc.h
or investigation that should be specified in the m_tror!uctlon, it
defines the scope of the research or the investigation, How
the research was carried out or what was the nature of
investigation or experimentation that is specified here. Thus,
it defines the background, which specifies lechnoh?g:cal,
economical, social, political, legal condition under which the

research or investigation was necessary.
Main Body or Core : The main body or core of the report
is covered here. It first tries to identify the problem. How the
problem was originated and what are the. ac_iual sym;_:to-ms
of the problem? The symptoms may be qualitative, quantitative

or combination of the two. If the problematic event isa
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onetime event, at what time and under which condition it took
place? In case of a recurring problem, what are the factors
leading to the problem? It is also necessary to know the exact
time of occurrence of the event. The time frame helps in
identifying other factors lending to it. Il the problem has some
geographical origin, it should be considered. In case of
organtzational problems, the section or department of origin
is considered. If the problem is equipment related, the part
creating problem should be mentioned. For a research or an
invesligation, usually the team is mentioned. The team includes
the principal investigator and his team members. The research
or investigation group follows some process or procedure in
tackling the problem. If some hardware or software are used
and if some experimentation or analysis is done, it should be
described at length. In a survey report for a legal investigation,
the exact procedure followed should be covered in detail.
This part basically deals with tools and techniques. In case
of a software based problem, algorithms and flow charts may
be covered.
Results : In technical and scientific research, based on
investigations, results are derived. The results are usually
presented as observation tables giving a lot of alphanumeric
data. The results are tabulated. Using the observations, some
graphs and histograms arc developed. The errors, means and
standard deviations are found. In electronics, waveforms are
recorded.
Conclusion : After getting the results, a lot of statistical
analysis is done. To derive fruitful conclusion, large number
of proper samples are taken under proper condition, If the
condition is not proper, if the sample size is less and if the
samples are not proper, the process may give wrong
conclusion.
Recommendation : The research or investigation is done
for-a specific purpose. After completion of the research or
the investigation, the results are analyzed. There is some
conclusion of the work. Using the conclusion,
recommendations are made for the future course of action,
When some new medicine is developed, clinical trial s taken,
The results of clinical trial, lead to some conclusion. If the
medicine is able to cure some disease with excellent success
ratio, regular production of the medicine can be taken up. If
some diagnostic tool is developed and gives nearly 100%
sensitivity and specificity, it is recommended for commercial
production/application. If the research is original and the
resulls are acceptable, the work can be recommended for a
Ph.D. or & patent or an intellectual property rights (IPR), as
the case may be. If the research is for a new process,
procedure or material, with encouraging results the new
process, procedure or material is recommended for routine
practice.

_— hy : For any research work, 3
Raforcitis S50 H:bl.:ugrﬂp s d presented in conferences
lot of papers published byjotme 4% g v be available from
are avnilable. Some of the backgroun ‘m"‘- o soally
some latest authentic book, HI?UV R'.mel."-‘-rm'n I':n{urc' and
extension of the work done by others g
success of others, researcher fearns many llllrlgS.| : j.(c
various tools and techniques. In this process, he may <|r|'
at some new ideas. He can develop sume new ttclmlqu_t.s
In science and technology, there is a tradition of expressing
sense of gratitude to other lescarchcmnq'authum by
mentioning the references and books in a specified 5(anf.lnrd
format. Now a dnys, due to internet and webs)ite, there is an
explosion of information. It is an art to scan large number of
references and select the relevant references.
Appendices ¢ While writing the report, the researcher or
the investigator has a lot of material. He tries to arrange llhe
malterial in a logical sequence. The flow and content should
be such that onc can easily read and follow the report. In this
process some information, particularly factual data, is
necessary o make the report authentic. If all the information
is covered in the main body, the flow is notsmooth. Such data
is usually covered at the end, as appendices. In the text the
reference is given as Appendix 1, Appendix 11, etc

Q.7 Explain shape and aspects of writing of technical
report.

Ans. The formal technical report conlains a complete,
concise, and well-organized description of the work
performed and the results obtained.
All reports have certain aspects in common regardless
of expected usage.
Aspects of All Reports
® The report should be written in an active voice using
the third person in most instances, Avoid using personal
pronouns. Personal pronouns tend to personalize the
technical information tha is generally objective rather
than subjective in nature. Use correct grammar,
punctuation, and spelling. Attention lo these detailg
results in a professional tone 1o the report.
®  Alldiagrams must be neatly presented and should be
computer generated. Use 3 computer software
pflckage, such as Paint, Multisim or AutoCAD, to draw
diagrams. Leave at least a one-inch margin on all sides
of a full page diagram and always number and title al)
ﬁgures. Always inserta full-page diagram or graph so
It can be read from the bottom or from the right side of

the page.




Q2  Define a technical project proposal.
' OR

. Describe what is a technical project proposal.

[R.TU. 2018) |

! '

Ans. A technical proposal is a written official document to
carry out some activity to specified conditions on either side

with some financial consideration. One agency requires some

material, some development or construction, some services,

some software, or research. It advertises in a newspaper or
a website or by any other mode, along with the nature of the

product or services required, with detailed specification or
scope of activity, conditions and time frame. The concerned,
interested parties submit their techno-commercial proposals.

.
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So, technical proposal is a written/printed document, indicating
their interest in providing the service with specified conditions;
procure material or equipment of given specifications; develop
software for required application with given constrain;
construct a building, road, bridge, railway line/station, dani,
- power house of given specifications; carry out research on a
given problem or to solve some problem. The proposal also
indicates financial expectations and other conditions like .
payment terms and time frame or schedule of completing the

assignment.



Q.14 Discuss the kinds of Technical Proposals. Draft the
Jormat of technical proposal. [R.T.U. 2019/

I. Business Proposals

2. Research Proposals

3. Educational Proposals

4. Accreditation Proposals |
1. Business Proposals : Supply of material, construction
of roads, buildings, railway, a garden, a bridge, adam, a party
plot, a parking lot, etc; providing services for transportation,
washing, catering, safety, security, insurance, fire fighting,
training, consultation, recruitment, maintenance, etc;
procurement of equipment, hardware, software, stationary,
etc; all these can be considered as business proposals. One
side has the requirement of material, machinery or man power
or requires some type of service or requires development of
some infrastructure or utilities. This first party has the funds
but, it has no facility for in-house manufacture of the said
item, or the temporary requirement is more than its
- manufacturing capacity, has no competent manpower to
develop the said hardware or software, or to provide in house
training, or the requirement is urgent and the organization
cannot spend time for this activity or cannot wait, or in some
cases the in-house solution is not cost effective or the




organizer is not able to divers
ndilion.

fy its activity. Under wis
L, to take help of external
; al, the ial, i

guality and quantity, schedule of requiremr:rﬁ?a%o'r‘z:l::r‘i::
.tc, may be identified. For the building or any olhe;
infrastructure or equipment, the s
nalized. For the serv

there is no option by
Persons or party. For the materj

pecifications may be
duration of the seMcei:ZSr. i nlature -or services requ1:red,
; . urgency or priority of the services,
ality of services, quantum of services, liability on either
side. etc. are fixed up. For the equipment, the specifications
e decided. For the hardware and software, technical details
are decided. In case of a problem or a project, it is well defined.
this category of business or sales proposal, the initiating
ompany requires the material, machinery, manp~....
services, etc. For this purpose, after finalizing the d.a!
greement will be made with the selected propuser. Apart
from technical aspects of the deal, the financial aspecis like
itial quoted price, negotiated price, taxes, transporiation
charges, mode of payment, penalty clause, etc. should be
pell clarified by both the sides otherwise, there may be a
legal dispute and the assignment may be delzyed. Sometimes
arnest money deposit (EMC) is taken against major
roposals.
Characteristics of business proposals: Business proposals
ead 10 some form of agreement for material, machinery
manpower or services from one party te the cther party,
hoainst the financial return. Proposer has to convince the
solicitor that it can supply the quality material at competitive
price, required- machinery with required specification at
competitive price, provide the required manpower with
appropriate qualificarion and experience, in required number
at given time. In case of services, quality and promptness of
ervice are 1o be ensured. In all the cases, competitive price
ks a deciding factor. The proposal should berich in information.
The arrangement of proposal should be easy to follow Tﬁe
guments shauld be logical. The information and supporting
documents should be able to convince the initiator, about the
ompetence, market standing, financial and technical
soundness, capability and bonafide intentions cf the proposer
Technical capability is also reflected by style of presentation
in the proposal. Personal touch is desirable The cnslf;rf.cf
hould fill that he is not spending the money but. is investing
the money. This investment will earn value :udduu-n}furll:;r,
The requirements and expectations of the solicitor should be
well addressed Doubts and expected

solicitor, should be addressed before hand. The structure ol

queries, from (he
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the proposal should be sound. All the points related to the
background of the proposer, objective of proposal, stcp.s to
be followed in implementation, schedule of implementation,
quality assurance, specialty of approach. financial and
technical soundness, keenness to undertake the assignment,
payment terms, willingness to negotiate or justification of
quoted price, strength of qualified and experienced manpower,
major assignments successfully undertaken in past and final
summary of the proposal should be covered and main points
should be highlighted.

2. Research proposals : A research proposal is a document
proposing a research project, generally in the sciences or
academia, and generally constirutes a request for sponsorship
of that research. Propo.als are evaluated on the cust and

= ient'al impact of the propos: ! research, and on the

snaindness of the proposed plan fur cairying it out. Research
proposals generally address several key points:
e What research questions will bc addressed and how
they will be addressed.
e How much time and expense will be required for the
research.
e What prior research has been done on the topic.

e How the results of the research will be evaluated.

e How the research will benefit the sponsoring
organization and other parties.

Rescarch proposals may be invited internally or
externally. Government and public underiakings, private
organizations and cducational institutes encourage the
research activities. For the technological growth of the nation
and survival of the industries in global competition, research
is inevitable. There are certain funding agencies at national
and international level for the research. All India Council for
Technical Education (AICTE), Government Department of
Electronics (DOE), Department of Science and Technology
(DST), Defence Rescarch and Development Organization
(DRDO), Central Scientific and Industrial Research
Organization (CSIR) and University Grants Commission
(1360 are sume of the government agencies, sponsoring
research in science and technology. From time to time, they
invite research proposals on thrust areas and other areas
decided by them. There 15 some government organizations,
exclusively set up to carry oul full time research, in specific
area already dentified or arcas which wiay be identified in
future. Space Apphcation Centre (SAC), Indian Space

il

Research Organization (ISRO), National Physical Research
Laboratories (NPRL), Institute of Plasma Research (IPR),
etc. have scientists and engineers employed on regular basis
to carry out the research.

e

Characteristics of research proposals : R&D proposals
stress on the research concept, its originality, and social,
economical, academic gains. If some indigenous development,
import substitution, cost effectiveness, energy conservation,
new source of energy or efficiency gain is envisaged, it should
be highlighted. If it is likely to lead to patents or intellectual
property rights or prestige for the organizations involved,
should be highlighted. Overall line of action and road map of
project implementation should be presented. Capital and
recurring costs, necessary infrastructure and other facilities
required should be estimated. The contribution of either side
should be well defined. This type of proposals are weighted
by the qualification, experience, expertise and achievements
of the coordinator or principal investigator of the R&D project
proposed and his team, reputation and track record of the
organization, where the project is to be carried out,
infrastructure, library and computational facility available, and
commitment of the organization.

3. Educational Proposals : Education spans from playgroup,
kindergarten, primary school, secondary school, higher
secondary school; under graduate colleges of various faculties
like arts, commerce, science, law, pharmacy, engineering; post
graduate institute and institutes offering Ph.D. programmers
in various faculties and various branches in case of
engineering. At lower, school level, local authority may be
involved. At the higher school level, district and state authoriny
may be involved. At the college level, state govemmen;,
university and national authorities, like University Granis
Commission (UGC), AICTE, Medical Council, Pharmacy
Council, etc. may be involved. In all the cases, proposals a.";z
1o be submirted to the competent authority, to initially sran
the institute with specified intake and later on 1o .:c-nti-m: o
run the institute. For schools and colleges. not offering
professional courses, usually propesals are not invited. :
particular trust or a body plans 1o start a sehool or a college
It prepares the proposal in a specified format and npprmcl;:s
the concemed authority

Characteristics of educational proposals : For technical
institute proposals, social commitment should be highlighted
father than profit onentation. The ¢ Aperence of nmming such
other organtestions, their success stories, J;\.:p!;1|1<.;. .l:)

students and employers, employability of siudents. qual!ty
and utilities

assurance plan, faculty strength, infrastructure
development, library, computer center, canteen faciliry, hostel
are the key requirements. If some facility 1s existing, it should
he highlighted with plan of expansion with time schedule and
resources available or identified. The bonafide intentions are
also projected by academicians, technocrats, social leaders,
economists, government officers, and other renowned
representatives in the governing council or board of trustees.
4. Accreditation Proposals : There 15 a national board
accreditation for the accreditation of programmes offered
By engineering institutes. Accreditation is programme wise,
for the strengths and weaknesses, as per specified format.
The detailed criterion covers teaching learning aspects,
management aspects, administrative aspects and financial
aspects. The information covers student intake, admission
process, result, recruitment, student feedback, teacher
feedback, employer feedback, etc. The visiting team Interacts
with the students, the faculty, the supporting staff, the
management, the administration, the guardians and the
employers too. Similarly, for Institutes and Universities, there
is NAAC accreditation. These accreditations are not
mandatory but, are useful for the nstitute or university 1o
find its strengths and weaknesses and get third party
assessment. There are various laboratories, testing
equipments of different types. For the manufacturer, such
testing is necessary for quality assurance with third party
check. For the customer. it is necessary to verify the
specifications and expected performance The Bureau of
Indian Standards (BIS) permits laberatories at some institutes
Lo carry out the testing and issue certificate on behalf of BIS.
There are some government and semi-government
l:hnmfories having gocd testing facility, to test as per the
compliance of national or international standards. Electronic
Quality and Development Centers (EQDC) and Software
Testing and Qualiry Centers (STQC) also offer such facilities
These la?nmmrics are approved by NABL, to undertake
testing ef cerain items and software,

Newadays, there is a trend fo

. r 1SO ceruificauion. BIS and
testing laboratories cona

terms of verification E::”.l" 0-“ ‘f““'ip o govn.
s 1 ) speciiications and claimed
pr:r?tjrlmncc, Qn the other hand, 1SO concentrates on the
venlication of process and procedures Logic is that, if the
edure are as per established standards,
and performance of an organization
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ensured. It may be a debatable point. But, ISO certification
agencies are doing'a good business. They do not invite the
proposals. Government and private offices, educational
institutes, banks and industries opt for such certification. There
are number of consultants, who help in preparing and
submitting the proposals for ISO certification and they also
help for the defence of the proposal.

Characteristics of Accreditation Proposals
Accreditation proposal formats for technical institutes are
also well defined. Specific, quantitative information is required
on various aspects. It may be laboratory facility, library facility,
computer facility, faculty and staff strength, management,
administrative, financial and academic details, hostel, transport,
utilities. Feedback of all stakeholders is given due weightage.
The format is so specific that it is difficult to hide weaknesses
or negative points. For test laboratories, all the test equ ipments
necessary to test with compliance of necessary standards
are to be ensured. For ISO certification, procedures and
practices ensuring smooth, systematic working and presenting
transparency are to be highlighted.

Structure of the Proposal : The structure of the proposal is
usually specified by the soliciting agency, as some ‘well
designed format.

Introductory Part

Cover Page: When some organization, industry or a statutory
body invites the proposal in a specified format, this type of
cover page may contain the name and address of the soliciting
body inviting the proposal, along with its complete address,
phone numbers, email addresses and its websites. In case of
a statutory body, it mentions that the state or central
government department under which it is working,

In bold letters and in a well defined rectangular block, it may
mention the specific purpose, for which the proposals are
invited and the target group of proposers.

The same page may also eontain some instructions regarding
preparation of the proposal. The dos and do not's for the
proposal, the number of copies to be submitted and mailing
address for the proposal may be specified by the soliciting
organization.

Title Page : Title page is usually, the first page from the
proposer side. Sometimes the format of this page may also
be specified by the inviting organization. Otherwise, the
proposer may prepare its design. The first option results in
some uniformity. It is for administrative purpose. Again, it
indicates the title of the proposal or project or assignment. It

-

also, covers the name of the authority to which proposal is
submitted. The proposal usually goes in the name of the
competent authority from proposer side. The authorized person
may be a nead of the department in an engineering educational
institute, head of the educational institute, a registrar of the
university, a principal investigator for the R & D proposal, a
co-ordinator of the training programme or activity, or a chief
operating officer of the company. The bottom of the title page
requires dated signature with name, designation and official
seal of the authorized signatory and institute. The whole
responsibility about the correctness of facts and figures
presented in the proposal and authenticity of documents solely
lies with the authorized signatory. It is a part of the proposal.
Covering Letter: Particularly in government, semi
government offices and some private organizations also, there
is a system of writing a covering letter for any application or
proposal. It starts with the name and address of the sender.
It is addressed to the head or the controlling officer of the
receiving organization, with or without name, designation and
address. It is followed by "subject: ... ", which mentions the
subject or purpose of the communication, in one line. It may
be followed by "Ref:......... " which covers the reference
no. of the letter or the advertisement, inviting the offers or
proposals. The next one or two paragraphs, mention the
purpose of sending the proposal. This type of covering letter
is given some outward number with date, which can be
referred in the future communication or the reminder.
Summary of Proposal : In the beginning of the proposal,
this type of summary highlights the whole proposal in short.
It is the overview of the proposal. For initial scrutiny of the
proposal, it gives idea about the purpose, nature of proposal,
background and strength of the proposer. In initial scrutiny, if
it is short listed, the proposal may go for final scrutiny or may
be considered for personal visit of the expert team for personal
interaction and assessment. If the summary is impressive, it
will encourage the receiver to go through the whole proposal.
Otherwise, it may be put aside.

Q.15 Describe Teclmfcal reports, mentioning types and

characteristics of technical reports in detail.
[RTU. 2018)

Ans. Technical Reports : Refer 10 0.3,

Types of Technical Reports

Technical background report : This type of report is a
technical descrintion. to give some background of topics like

'U



disadvantages of the project. Reports may be related to
‘hysical description, process analysis, examination, laboratory
weand design. Technical reports are also classified as technical
background report for information on a technical topic,
-ustruclion report for the activity or equipment, feasibility report
for viability of a project, primary research report about
.xperimentation and survey. Technical report may cover
* construction, working, special features and market potential

~t\" a new product, proposal reports are very detailed one,
wancluding feasibility analysis, literature review, etc. Business

prospectus is also a report targeted at investors:

~.4 Explain the importance and types of technical
articles. [R.T.U. 2019}

ParTt-B

Ans. Importance of Technical Articles : Technical articles
”escribe, discuss, or analyse a systematic investigation
nerowards increasing the sum of knowledge in a specific field.

Technical and research articles are essential to all fields

uf science, technology, humanities, and management as they

~ addtothe existing knowledge and understanding of a particular

pic or subject. Writing a technical article that can be

published in a professional journal, or presented in a seminar
~)r conference is a challenging understanding,

A technical article is an important form of technical

communication, and it is essential to know how to write a

chnical article in order to be able to contribute to one’s

area of interest and specialisation. Technical paper writing
nkil]s help in achieving academic and occupational goals by
establishing the authors presence in the professional world.

Moreover, it will-give a high degree of professional
ﬂatisfaction and help in career advancement.

A technical article is a written composition describing,

iscuss-ing, or analysing a systematic investigation towards

© increasing the sum of knowledge in a specific field. It transfers
ew research and findings to other scientists and researchers
ﬂn the field by giving a systematic account of the results of
some survey, research, fieldwork, and other activities. As it
‘s an objec-tive presentation of technical infor-mation, it
' distinctly and independently explores one area of research,
wd presents an objective analysis and interpre-tation of facts,
. findings, inferences, suggestions, recomm endations, and

wonclusions.
. Technical articles differ from general articles in style,
- Fresentmion, and objectives. Unlike a general article that may

| article 15 1
echnical article 1n
sections as all the
rticles from the safh'e 'ﬁ Im
re. Technical am.clcs
bulary, speciallsed
Jar writing style-
icle, the writing
d to be followed.

ern. a technica
follow any form and pattern, e, any !

formalised in structure. For exampie, &7
a professional journal has the same major
others. On the other hand, two @
magazine, will be different in structu
involve the use of technical vocad
terminalogy, graphic aids, and a particu
Moreover, while writing a technif:al art
conventions of the particular discipline nee
Types of Technical Articles

iteri Types Description :
&:::ﬁ Jo);l:-nal Communication of technical
presentation |articles information in a strucfured
form as per the established
pattern for articles accegtable
for publication in a particular
journal
Content and |Conference | The written form of a
functions |Papers technical presentation that the
Review author has presented in a
articles seminar, conferences, or
Research  |workshop
articles Evaluation and analysis of
published work on a
particular topic
An objective description and
discussion based on a
research project or on a small
scale study

Journal Articles and Conference Papers : A journal article
is the communication of technical information in a structured
form as per the established pattern for articles acceptable
for publication in a particular journal. The form of a journal
article is as important as its content because most journals
follow a style guide that the technical writer has to use to
structure the article. These style guides provide detailed writing
instructions that may include guidelines about the preparation
of text, organisation, length, referencing system, and use of
symbols, abbreviations, illustrations unit symbols, and so on
A conference paper is the text of a paper that thé
author has presented in a seminar, conference, or worksho
As it is the written farm of a technica] presentation, it follou?s';
the pattern in which it has been presented before the audience

It may be published in the “proceedings” of the conference

in which it has been presented. However, the academic va)ye

of a conference paper is usually less than that of 3 Jjournal
grticle. The main reason is that the reviewing process of
Jjournal articles is usually more formal and systematic th:n
'that of seminar Papers. Moreover, the editor ofa proffessional
Journal usually receives a large number of articles, and he or

-
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she may adopt strict norms and select only a few of them. In
contrast, the organiser of a professional seminar may not
have the option of rejecting many conference papers.
Review and Research Articles : A review article is an
evaluation and anaylsis of published work on a particular topic,
The main purpose of a review article is to evaluate a published
work in order to determine its academic value and research
potential. While reviewing a particular piece of published
research work, the review writer tries to answer the question.
“How does the work under discussion increase the sum of
knowledge in a specific field?”. The review writer may also
comment on the necessity for future research in the
concerned area and purpose certain directions.

A research article, on the other hand, is based on
original research carried out by the author. It may be the
outcome of a particular research project carried out by the
author or the result of a small scale study. The research might
have been carried out in the laboratory or in the field. It might
be theory based, or a part of action research to develop certain
methods, equipment, procedures, systems, and so forth. The
main puprose of a research article is to add to the existing
knowledge, understanding, and scope of a particular subject.
A research article could be either published in a journal or
presented in a conference in order to achieve its objective.

Q.5 Write strategies, srructur}ﬁ and formats of technical
articles. ,
OR
Discuss the types, structure and written formalts of
technical articles. JR.TU. 2018

Ans. Elements of Technical Articles: Technical articles
are formed technical documents, and are highly formalised
in structure. They usually follow fixed-formula pattern to
ensure objectivity. The components of a technical article
include title, author by line, abstract, introduction methodology,
results, discussion, conclusion, apendices, and references.
Title : All technical articles begin with a title. The title of a
technical article is usually a long phrase that contains
keywords and indicates the content of the article. It gives the
readers a clear idea of the topic that is discussed in the article.
A vague, abstract, or very general title will fail to indicate the
content and will not be communicative. It is, therefore,
important that the title of a technical article is informative,
specific and comprehensive.

While writing the title of a technical article, sufficient
information should be included for the reader to be able to
understand the content of the article. This may the title lengthy,
but is better to use a lengthy title that is clear than to use a

short but unclear title. It is important to have a title that is

specific and contains keywords that will guide the reader to
the article.
Author By-line : This is the second element of a technical
article. It includes the name of the author followed by
institutional affiliations. The following are some examples:
1. LIZA SMITH
Nicholas Parker UK Ltd.

London EC3N 4HJ, UK

2. R. Ravi Kumar
Department of Organisation Behaviour,
Indian Institute of Management
Bangalore, India
3 V. Kumar and Dinesh Chandara
Department of Electronics and Instrumentation,

Indian School of Mines,

Dhanbad-826004, India
Abstract : The abstract is the most important element of a
technical article. There are two kinds of abstract, that is,
descriptive and informative. The descriptive abstract talks
about the article and briefly states what the article contains '
while the informative abstract summarises the essential
information in the article, focusing on key facts, findings,
observation, results, conclusions, and recommendations. As
informative abstracts are more comprehensive and self-
explanatory than descriptive abstracts, most professional
journals prefer the former to the latter.
Introduction : The main part of a technical article usually
begins with an introduction that introduces the reader to the
topic or research work under discussion. This section helps
the reader to understand the article as it includes facts that
the reader must know in order to comprehend the discussion
and analysis that follow. A good article introduction may
include some or all the following elements:

e Background : An objective description of the
background of the problem, or events and conditions
that led to the problem under discussion.

® Research Status : The status of research related to
the problem, and the need of the present ressarch.

- P urpose : Aims and objectives of the research or
investigation.

® Significance : The significance of the work under
discussion.

® Methods : Methods or procedures used to carry out
the research work, and the rationale for using specific
methods of investigation.

® Scope : The scope and limitation of the probiem
investigated.




Methodology : While writing a technical article, certain I

methods and materials need to be used to carry out the
investigation. The professional value of an investigation largely
depends on using appropriate methods and materials. In order
to establish the validity of the findings, the materials and
methods used need to be described with the rationale for
using them. This may involve an objective description of
materials that were used to conduct the investigation, the
conditions under which the work was done, the methods of
data collection, the procedures for investigating the situation/
problem, and the criteria of survey.

Results/Findings: This is the main part of the article
as it presents the results or findings of the investigation. This
section is concerned with ‘what was done’, ‘what happened’
or “what was looked into’. It focuses on facts and objectively
presents the outcome, results, and findings of the research.
Itis usually divided into sections and sub-sections with well-

structured and clear headings and sub-headings. This section

should be written as carefully as possible because the value
of the article depends on the relevance of its results.

Discussion: This section presents an analytical
discussion of the results and findings of the investigation. It is
an extension;of the earlier section. As it conveys the
significance meaning of the findings to the reader, it analysis
the causes, implications, and significance of these findings.
Moreover, it establishes a link between the findings and the
existing research in the concerned area.

Conclusion: This section concludes the article by
summarising the important highlights of the article. It may
contain recommendations that are based on results and
discussion. It may also indicate the need and nature for further
work in the concerned area.

Appendices : A techhical article may contain
appendices. An appendix contains supporting material or data
that is kept separate from the main body of the article to
avoid interruptings the line of development of the article.

References: This section may contain references to
books, journals, reports, dissertations, or/and published
government documents, and so on used in the article. |t may
used the referencing method approved in the particular
discipline to which the article belongs,




