
Chapter 1 
‘‘Engineers and Writing.’’ 

 
Main Objective: 

–Convince you that writing is important 
for professional engineers and to find 
out what they write about. 
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Chapter Outline 

 Engineers Write a Lot 
 Engineers Write Many Kinds of Documents 
 Successful Engineering Careers Require 

Strong Writing Skills 
 Strong writing skills can be learned—like 

any task. 
 Noise and the Communication Process  
 Controlling the Writing System 
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Importance of Writing as an 
Engineer 

• Engineers spend 20 to 40% of their 
working hours writing. 
– At a salary of $60,000, that’s $24,000 a 

year for writing. 
• Engineers Communicate new or 

improved design ideas. 
• Engineers Communicate effectively with 

the public. 
 

3 ch1 



ch1 4 

Engineers and Writing 
 Communication skills are extremely 

important.  
 Unfortunately, both written and oral skills are 

often ignored in engineering schools.  
 Engineers may have excellent ideas and a 

strong case to make, but they do not know 
how to make it 

 If you can’t make the case, no matter how 
good the science and technology may be, 
you are not going to see your ideas reach 
execution/completion. 
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Engineers and Writing 
 Engineers like working with numbers, 

equations, machines, and instruments 
 HOWEVER YOU DO NOT LIVE ALONE 

IN THIS WORLD 
 You also need to know how to communicate 

and transmit your ideas and work to different 
kinds of people (professionals or non 
professionals).  
 This means that you have to write and speak in a 

very efficient way 
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Engineers and Writing 
 
KEEP IN MIND THE FOLLOWING: 
 

 Engineers write a lot 
 A successful engineering career requires 

strong writing skills 
 Engineers write many kinds of documents 
 Engineers can and must learn to write well 
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Engineers and Writing 
 During the engineers career, the engineer may need 

to write all kinds of documents such as: 
 Studies:  Research, Analytical, Development…etc 
 Publications: Articles, Catalogs, Textbooks, 

Newsletters…etc 
 Standard Reports: Weekly, Annual, Progress, Lab…etc 
 Special Reports: Recommendation, Trip, Investigation, 

Site…etc 
 Technical Reports: Evaluation, Specification…etc 
 Manuals: User’s Handbook, Repair, Instructions, 

Maintenance…etc 
 Interoffice: Memos, Letters, Minutes…etc 
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Engineers and Writing 
KEEP IN MIND THE FOLLOWING: 
 Good document needs more and more of 

EDITING 
 This includes: scribbling, additions, deletions, 

rewordings, and corrections 
 When you write, you are sending a 

message (signal) to other people 
(receivers).  
 To receive it clear and without interruption or 

confusion, it should be free of NOISE 



 
 
 
 

Writing Problems 

• Historically, only 5% of engineering 
education focused on writing or 
communication in general. 

• Noise in the system 
(outside factors affecting   
communication) 
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Communication System 
Content/Context 

Message 

Encoder Decoder Channel 

Noise 
possibilities 
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Communication System: Noise 

 
 

Message 

Encoder Decoder Channel 

Content/Context 

Noise 
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Sources of Noise 

• Punctuation, grammar, usage errors 
• Wordiness, lack of emphasis 
• Word-choice problems 
• Audience-adaptation problems 
• Failure to achieve document’s purpose 
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Engineers and Writing 
Noise and the Communication Process 

 Have you ever been annoyed by 
interference on your TV screen or may be 
could not hear a friend on the phone  
because someone was using a vacuum 
cleaner in the next room or the stereo was 
booming? 
 Have you ever not been able to answer an 

exam question because you did not 
understand what the question wanted? 
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Engineers and Writing 
Noise and the Communication Process 

 In each case what you were experiencing 
was noise interfering with the transmission 
of information 
 When ever a message is sent, someone is 

sending it and another is receiving it 
 Applying this concept to engineering writing, 

we can say that anything causing a reader to 
hesitate in uncertainty, frustration, or even 
amusement is noise 
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Engineers and Writing 
Examples of Noise in Sentences 

 Noisy Sentence: 
 There was not a sufficient enough number of 

samples to validate the data 
 Revised Sentence:\ 
 There weren’t enough samples to validate the 

data 
 Noise is redundancy (sufficient and enough 

have the same meaning) 
 Noisy Sentence: 
 Our intention is to implement the verification of 

the reliability of the system in the near future 
 Revised sentence: 
 We want to verify the system’s reliability soon 
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Engineers and Writing 
Examples of Noise in Sentences 

 It is relatively easy to identify and remove simple 
noise like this. More challenging is the kind of 
noise that results from fuzzy and disorganized 
thinking. 
 Example of Too Much Noise in s 

Sentence!! 
 Your final exam, oh, sorry, mid exam could be, if I 

remember, between, or let me say in the first 
week of not this month, but the next month if I am 
around. If I am not available at that time, which is 
mostly the case, we might rearrange another 
time, and this might be two or three days after I 
come back, unless you have other suggestions, 
but you have to tell me one or two days before I 
leave, otherwise, the exam time is fixed 
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Engineers and Writing 
  

 When you get the response 
that you want from your 
communication, it means you 
communicated well 
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Noise mostly occurs in spelling, punctuation, sentence 
structure, technical usage 

1. Spelling and spell checkers 
 

2. Punctuation 
 

3. Sentence Sense 
 

4. Technical Usage 
 

5. Writing Editing 
 

6. Reviewing by Others 

Eliminating Intermittent (Sporadic) Noise in 
Writing 



Ch2 2 

To correct your spelling, use reliable dictionaries and 
electronic spell checkers 

1. Spelling and Spell Checkers 

2. Punctuation 
such as: 
period, commas, semicolons, colons, parentheses, 
exclamations points, quotation marks…etc 
 

Meaning of a sentence may change 
depending on the punctuation 
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 Confusion sometimes exists about commas “,” 
because frequently their use is optional 
 

 The question to ask is, Does adding or omitting a 
comma in a given sentence create noise? In general, 
if no possible confusion or strain results, the 
tendency in technical writing is to omit unessential 
commas 
 

 Often, omitting a comma after introductory words or 
phrases in a sentence will cause the reader to be 
momentarily confused 

2. Punctuation – Commas 
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 Noisy sentence: 
 After the construction workers finished eating rats 

emerged to look for the scraps. 
 Solution: 
 After the construction workers finished eating, 

rats emerged to look for the scraps. 
 Noisy sentence: 
 In all the containers were in good condition 

considering the rough journey. 
 Solution: 
 In all, the containers were in good condition 

considering the rough journey. 

2. Punctuation – Commas 
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 Link independent clauses 
 The bus leaves early, and the sky looks clear. 
 
 After introductory clauses, phrases, or words 
    1.  When it comes to spending money, you should 
    consider the financial situation of your family.  
 
    2.  Since 1987, the economy of Jordan started to face 
    essential problems. 
 
    3.  Yes, you have to focus on your study. 

2. Punctuation – Commas 
Usage of Commas (1) 
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 To separate items in series (serial comma) 
 Fresnel’s equations determine the reflectance, 

transmittance, phase, and polarization of a light 
beam at any angle of incidence. 

 serial comma may also prevent confusion 
    1. Athens, Technobuild, johnsons and Turblex build  

the best turbines. 
    Unless  Johnsons and Turblex are the name of one 
    company, you will need a serial comma: 
 2. Athenturbines.s, Technobuild, johnsons, and 

Turblex build  the best 

2. Punctuation – Commas 
Usage of Commas (2) 
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 In dates, names, addresses, and numbers 
 
1.   She was born in May 16, 1985.  (OR 16th May, 1985) 

 
2.   This article was written by Al-Ansari, Ameen. 
     (last name, first name) 

 
1.   H.U. , Zarqa, Jordan. 

 
2.   It is written in page 22, line 6. 

 
3.   It costs $ 25,000. 

2. Punctuation – Commas 
Usage of Commas (3) 
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 Often, the semicolon “;” is replaced by a comma. 
 More frequently, we simply use a period and start a 

new sentence, but then a psychological closeness 
might be lost 

 It is used for independent clauses, which are clearly 
related in meaning 

 1. Your program is working well; however, mine is a 
disaster. 

 2. Take Professor Hixson’s class; you’ll find he’s a 
great teacher. 

 The relationship between these statements are not as 
clearly stressed by the use of a comma or a period 

2. Punctuation – Semicolons 
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 Colons “:” are used to separate the hour and minute 
in a time notation and to divide parts of book or 
article titles: 

 1. This proposal is due in the morning at 8:30 sharp. 
 2. One of the books, recommended for the seminar, is 

“The Limits of Safety: Organization, Accidents, and 
Nuclear Weapons” 

 The most common use of the colon within a 
sentence, however, is to introduce an informal list: 

 1. The class room needs the following items: Chairs, 
table, screen, data show, and computers. 

 2. For the final exam, you will need several items: a 
pencil, calculator, and three sheets of graph paper. 

2. Punctuation – Colons 
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 Parentheses “(” and “)” are to set off facts or 
references in your writing (almost like a quick 
interjection in speech) 

 1. Resistor R5 introduces feedback in the circuit (see 
Figure 5). 

 2. This reference book (published in 1993) still 
contains useful information. 

 If what you place within parentheses is not a 
complete sentence, put any required comma or 
period outside the parentheses. 

 Whenever I design a circuit (like this one), I 
determine the values of the components in advance. 

2. Punctuation – Parentheses 
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 To enclose interrupting words 
 In the last ten years, people (mainly, the educated) 

started to pressure the governments for more 
freedom. 

 

 For certain numbers 
 His rank is four (4) among sixty seven (67) graduated 

students. 
 

 For references 
 The study shows that the pollution increases as the 

number of cars increases (Kamella, 1986). 

2. Punctuation – Parentheses 
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 The best advice is to avoid the exclamation points “!” 
 It in professional writing except in the case of 

warnings (DANGER: Sodium cyanide is extremely 
toxic!) or strong command (Avoid speed, the coming 
section is extremely danger!) 

2. Punctuation – Exclamation points  

2. Punctuation – Quotation Marks  
 Use quotation marks “ ” to set off direct quotations 

in your text, and put any needed period or comma 
within them, even if the quoted item is only one word 

 After direct question He asked, “How was the class?” 
 Direct quotation in the text Did you see “Made in 

Germany” on the tag of the T–Shirt? 
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 We discussed it at the beginning. Also, review the 
information in this section and look to grammar 
textbooks 

3. Sentence Sense  

4. Technical Usage  
 Jargon (necessary technical terminology) 
 bytes, modem, internet…etc 

 
 Abbreviations (used to save time and prevent boring 

readings) 
 CD-ROM, NASA, IBM, UN, UNISCO, FORTRAN…etc  
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 Use numbers rather than words for time, money, or 
measurements 

  2 p.m., J.D. 3000,     12m 
 Form the plural by adding an “s” 
 1930s,     50s 
 Place zero before decimal 
 0.35m 
 When using very large or very small numbers, use 

scientific notation 
 2.1 x 10 – 12 [m],        4.89 x 106 [kN] 

4. Technical Usage – Numbers  
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 SI metric system is most widely used (m, N, s) 
 Don’t mix English (Ib, ft) system with metric system.     

In some cases you may mix 
 5.1 cm (~2 in) 
 Use correct symbol when referring to units of 

measurements 
 P = I E 
 Where 
   P = power, in watts [W] 
  E = Electromotive force, in volts [V] 
  I = current, in amperes [A] 

4. Technical Usage – Units of Measurements  
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 Equations and formulas slowdown the reading 
process, so use them when they are necessary 

 Most word processing softwares have the ability for 
writing equations 

 Make sure you are writing the equations clear, 
correct, and numbered (to refer to them in the text) 

 See Figure 3-3 for clear multi–line equations 

4. Technical Usage – Equations  

5. Writing Editing (carefully)  
6. Reviewing by Others  

 Let some one read your document before you hand it 
to the intended audience 
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SOME GUIDELINES FOR GOOD 
ENGINEERING WRITING 

1. Focus on why you are writing 
2. Focus on your readers 
3. Satisfy document specifications 
4. Get to the point 
5. Present your material logically 
6. Make your ideas accessible 
7. Use lists for some information 
8. Format your pages carefully 
9. Express yourself clearly 
10. Use efficient wording 
11. Manage your time efficiently 
12. Share the load: write as a team 
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1. Focus on why you are writing 
 Before starting to write, you should  have a good 

idea of precisely what you want to communicate 
to your audience 
 

 If these goals are not first defined in your own 
mind, you can’t really expect your readers to get 
a clear message 

 
 Broadly speaking the purpose of most technical 

writing is either to present information, or to 
persuade people to act or think in a certain way. 
However frequently your documents will have to 
be both informative and persuasive 
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1. Focus on why you are writing 

 Inform: provide information without necessarily 
expecting any action on the part of my reader(s)? 
 

 Request: Obtain permission, information, approval, 
help, or funding? 
 

 Instruct: Give information in the form of directions, 
instructions, procedures so my readers will be able 
to do something? 
 

 Propose: Suggest a plan of action or respond to a 
request for a proposal? 

Questions to be asked before writing, Do I Want to…..  



Ch3 4 

2. Focus on why you are writing 
 

 Recommend: suggest an action or series of actions 
based on alternative possibilities that you’ve 
evaluated 
 

 Persuade: convince or “sell” your readers, or 
change their behavior or attitudes based on what 
you feel to be valid opinion or evidence 
 

 Record: record how something was researched, 
carried out tested, altered or repaired 
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2. Focus on your readers 
 
 How you write any document should be 

guided by: 
 

  A. what you want your audience to do 
             with your information 
 

  B. what they need from the document to  
             be able to do it. 

 
 Thus your audience plays a defining role in 

determining how you approach your task 



Who is going to read this document? 

 Answering this question helps you to 
consider the:  
– Knowledge,  
– Abilities,  
– Interests and expectations of the readers. 

 Sometimes you will write to your 
supervisors, sometimes to your fellow 
engineers and sometimes to technicians or 
even to the general public. 
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2. Focus on your readers 
Type of 
readers 



Knowledge of the readers 

 Are they engineers in my field and have a similar 
background, and there is no need for details or basics? 

 Are they engineers from other disciplines who will need 
some background? 

 Are they managers or supervisors who do not have specific 
knowledge but need to take decisions? 

 Are they technicians who have practical knowledge? 
 Are they people from marketing, sales or finance who are 

interested for “non-technical” reasons. 
 Are they a mixture of people?  
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Ability of the readers 

 Is the information being communicated at the 
standard of my audience? 
 

 Are there appropriate examples, figures, and 
definitions? 
 

 Is the level of expected understanding 
reasonable? 
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Interest of the readers 

 Why will they read this document? 
 

 How much time will they have to read it? 
 

 Does the document contain the information they 
want? 
 

 Does the document contain what is required to 
keep them interested? 
 

 What will their attitude be? 
Ch3 10 
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3. Satisfy document specifications 
 Number of pages 
 You may need to provide short summary 
 Headings, fonts, figures size, margins...etc 
 Certain topics in your report (writing about specific 

thing) 
 e.g., request for proposal for a government 

research program 
 

 Each proposal shall consist of not more than five single 
spaced pages plus a cover page, a budget page, a 
summary page of no more than 300 words, and a page 
detailing current research funding. All text shall be printed 
in single-column format on 8.5*11 inch paper with margins 
of at least one inch on all sides 
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4. Get to the point 
 Provide the most important information at the places 

where the readers can access easily and efficiently 
 
 The most important information needs to be at the 

beginning 
 
Example 
 
 SUBJECT: Employee safety (Vague) 

 
 SUBJECT: Need for employees to wear hard hats 

and safety glasses (Better) 



4. Get to the point 
 Your sentences need to be direct, short and 

clear. 
 

 State the most important information at the 
beginning instead of losing them in the details. 
 

 Before reading the details, people need to know 
your key points, findings, conclusions or 
recommendations.  
 

 Not everybody would read all the details.  
– Examples: 

 Letter: Opening sentences 
 Memo: Subject line 
 Reports: Clear title + summary or abstract 
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5. Present your material logically 
 You must organize your material so that each idea, 

point, and section is clearly and logically laid out within 
an appropriate overall pattern 

 As always think before writing and keep your readers 
firmly in mind 
 

 If there are a number of points that need to presented, 
start with the most important to the least or vice-versa. 
 Examples: 

 Progress report: Chronological order 
 Technical manual: Clear consecutive steps 

 



6. Make your ideas accessible 
 Structure your material in an easy way: 
 A. Subdivision of material into sections and subsections 
      with hierarchical headings and subheadings 
 B. Don't use long paragraphs 
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6. Make your ideas accessible 
Hierarchical Headings 

 
Even in short engineering documents, a system of headings is 
essential to keep your material clearly organized and to let 
readers know what is in each section of the document. 
Headings and subheadings  are also signposts that help a 
reader to get through a report without getting lost or to go to 
a specific point in the report 
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Example of Hierarchical Headings 
 
FIRST LEVEL  1. QUALITY ASSURANCE PROVISIONS 
     Second Level   1.1 Contractor’s Responsibility 
          Third Level   1.1.1  Component and material inspection 
               Fourth Level  1.1.1.1  Laminated material certification 
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6. Make your ideas accessible 
Paragraph Length 

No one, especially in technical fields, wants to read 
a solid page of wall-to-wall text of difficult material. 
A busy manager, for example will want to absorb 
your information in as easily digestible pieces as 
possible. Remember that: 
 
1. Dense text on a page creates noise simply 
because it is too discouraging. 
 
2. Technical information are usually demanding, so 
present material in short straight forward manner 
 
3. A paragraph in technical writing should not be 
longer than 12 lines at max. 
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7. Use lists for some information 
 A well-organized list is the most efficient way to 

communicate information. 
 If you have to present steps in a procedure, materials 

to be purchased, items to be considered, reasons for 
a decision or groceries to be bought, a list might be 
the best way to go with because readers retrieve 
information from a list more easily and faster 

 
Example describing procedures to install software 
 To install the Microsoft office software, turn on your 

computer, then insert the CD of office. Click on the icon 
setup, then make sure you interred the key number, then 
click ok. You can do better if you list the procedures 

 1. Turn on your computer 
 2. Insert Microsoft office CD . 
 3. Click on the icon "setup“ 
 4. Inter ……. 
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7. Use lists for some information 
Types of lists 

 Numbered lists 
 Check lists 
 It is a list where you have to check the items that 

apply 
 1. connect the monitor to the computer 
 2. connect the keyboard and mouse to the computer  
 3. Connect the power supply to the computer …  
 Bulleted lists 
 Bulleted lists are commonly used when items in the 

list are no specific order, as in the following example. 
o Air pollution control 
o Public water supply 
o Wastewater 
o Solid waste disposal 
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8. Format your pages carefully 
 Margins: Leave consistent margin around your text. 

Standard around 1 in. (2.5 cm) 
 Typeface: Serif (as Times New Roman) or sans-serif 

(as Arial) 
 Font size: Standard size 10 or 12 (For specific 

locations you may larger or smaller 
 White spaces: single or double space 

9. Express yourself carefully 
 Be clear and Avoid ambiguity (undecided: sentence may have many 

meanings) 
– Avoid vagueness (no useful meaning) 
– Make your writing coherent (how well paragraphs are stick 

together) 
– There should not be any room for different interpretations 

or misunderstanding 
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10. Use efficient wording 
 Use simple words as you can 
 Do not repeat words with same meaning 

(Redundancy) Like: The parts of the machine are 
connected together (connected and together have 
the same meaning) 

11. Manage your time efficiently 
 Finding and using time 
 Make outlines for what you are going to write 
 Put a timeline (schedule) including the deadline for 

completion the final version 
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12. Share the load: write as a team 
 

 Communicate 
 

 Coordinate 
 

 Collaborate 
 

 Compromise 
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 Talk to them face-to-face 
  
 Talk to them by the phone 

 
 Send them an E-mail 

 
 Write to them on paper (memo or letter) 

Writing Letters, Memoranda, and E-mail 

When you need to communicate with others 
you may: 
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 No permanent records for the conversation 
 

 The person you need to talk with may not be 
available at that time 
 

 Recipients may not take the phone or in-person 
communication as seriously as they would if it were 
in writing 
 

 Some topics are just too much for a conversation 
due to purpose, length, and complexity of the topic.  

 you can’t present details of product specifications or 
a proposal over the phone 

Phone and Face-To-Face Communication 
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 You need to consider that the recipients may not 
have access to the email frequently 
 

 SECURITY ISSUES: Emails may be seen by other 
persons in the world 
 

 Some people may still not considering electronic 
messages seriously 
 

 These days, people are using the email very widely, 
and through it the letters or memos are sent as 
attachment files 

E-mail 
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 Memo (memorandum) 
 Written communication within an 

organization such as a business company, 
university, and government agency 
 
 Business letter 
 Written communication among members 

who are not in the same organization 

Letters and Memos 
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 Note that not all of the components that will  be 
discussed in the next couple of slides are necessary 
to be included in each letter 
 

 Face–to-face, telephone, and email communications 
are just not right for certain kinds of correspondence 
 

 Use a hardcopy letter 
1. If you want to make sure that the recipient receives it and 

takes it seriously 
2. If you want the recipient to study it at length 
3. If the communication is long and packed with information 
4. If you want a permanent record of communication 

Business Letters 
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 Company or personal logo  
 Usually on the first page only.  

 If you use a sheet with logo, start your letter about 2.5cm 
below it 

 
 Heading   
 Sender’s address and date.  

 If you are using letterhead stationary, only the date is 
needed 

 
 Inside address 
 Name, title, company, and address of the recipient 

 
 Subject line 
 announce topic or purpose of the letter 

Business Letters – Standard Components 
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 Salutation  
 “Dear Sir/Madam:” or “To Whom It May Concern:” or 

“Dear Department members:”, or…  
 Where no obvious recipient exists or where the recipient 

does not matter, omit the salutation. 
 

 It is better if you know exactly whom you are writing to, call 
the recipient’s  organization (ask also for the title and the 
department name). “Dear Recruitment officers:” 
 

 Note that the salutation for business letters is punctuated 
with a colon. A comma implies a friendly nonbusiness 
communication 
 

 Body of the letter 
 Single space text inside the paragraph, and double 

space between paragraphs 

Business Letters – Standard Components 
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 Complementary close 
 “Sincerely yours”, or “Best Regards”, or …etc 
 Signature block 
 This is a blank area for the signature, followed by 

your typed name, title, and organization. In 
professional correspondence, don’t forget to include 
these letters that identify the degree or title that you 
worked hard to earn 

 End notations 
 Such as “Cc:” and “Encl.:” abbreviations come 

below the signature block. The first set is the initials 
of the sender and typist, respectively, “JMC/rbs”. 
Labels such as “Encl.:” “Enclosure:” or 
“Attachments:” indicate that other documents have 
been attached: “Encl.: specifications.” 

Business Letters – Standard Components 
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 “Cc:” followed by one or more names indicates to whom a 
copy of the letter was sent 

 
 “Bcc:” identifies “blind” recipients 
 If you receive a letter with “Bcc:” at the bottom, the people 

whose names follow “Bcc:” do not know that you received 
the letter, nor do they know that you know  that they 
received the letter 

 
 Following pages 
 If you use letterhead stationary, use the matching 

stationary (the same quality and style  of paper but 
without the letter head) 

Business Letters – Standard Components 
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Business Letters – Standard Components 



Common Business Letter Formats 
Date 
 
 
Heading (sender’s address) 
 
Inside address (recipient) 

 
Salutation (punctuated with a 
colon) 
 

Body (multiple paragraphs) 
 
 
 
 
Complimentary close 
 
Signature block 
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Common Business Letter Formats 
Standard Block Letter 

 This is the 
easiest and most 
commonly used 
letter format 
 

 All elements are 
flush left 
 

 All serious 
communications 
use this format 
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Common Business Letter Formats 
Standard Semi-Block Letter 

Similar to the 
block format 
except that the 
heading, 
complimentary 
close, and 
signature block 
are on the right 
margin 
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Common Business Letter Formats 
Other Semi-Block Letter 

The same as the 
standard semi-
block format 
except that it adds 
a subject line and 
omits  the 
complimentary 
close 
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 For internal communication in an 
organization, use memorandum format 
 

1. A call for employees to attend a general meeting 
2. A reminder that status reports are due 
3. A request to an employee to provide information 
 

 The actual contents of a memo can be very 
much like those of a business letter or like 
those of a short report 

Business Memoranda 
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 Heading 
 Date, To:, From:, and Subject 

 
 Body of memo 
 single spaced paragraph, and double space between 

paragraphs 
 

 Complementary close 
 some times not included 
   
 Signature block 

Business Memoranda 
Standard Components 



Memo Format 
DATE: 
TO: 
FROM: 

SUBJECT: 

(Body: multiple 
paragraphs) 
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Business Memoranda 



Ch4 19 

Business Memoranda 
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Email Writing 
 Make the email brief. No one like to read long 

pages on the screen 
 

 Make the subject line specific to make sure 
the email will be read 
 

 Important information at the beginning 
 

 Short paragraphs, and make spaces between 
them 
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 Save email into files or folders: Organize your sent 
and received email into meaningful folders-for 
example, ”clients,” “staff,” “projects.” “friends & 
family” 

 Keep copies of email you send: You may need it later 
either because the email was lost or because you 
need to remember what you wrote in it 

 Use templates: if you have standard contents set up 
a template 

 Attach files for emails 

Email Writing 
(Important Email Functions) 
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 Search email folders: Know how to search email 
folders for topics or names of recipients and senders 

 Create and use aliases and distribution lists: 
Increase your email efficiency by creating aliases 
(short abbreviations for email addresses) and 
distribution lists ( groups of related email addresses, 
such as those for staff or customers) 

 Use a signature: If you need to include your full 
name, title, organization, phone and fax numbers, 
…etc in your email, set up a “signature”. It 
automatically pops that information into every mail 
you send or reply 

Email Writing 
(Important Email Functions) 
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 Informality: Adjust the tone of your email according 
to the recipients and situation. Think twice about 
using humor, sarcasm, and informality with business 
clients and higher level management-especially 
those whose native language is not English 

 Brevity: Email messages are normally rather short, 
under a dozen lines 

 Specific subject line: To ensure emails get read and 
has the desired impact, make the subject line 
specific and compelling 

 Important information first 
 Short paragraphs and space between paragraphs 

Email Writing – Format and Style 
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Email Writing – Format and Style 



Ch4 25 

 Indicate the topic in the first sentence 
 Be brief and go to the point 
 Indicate any situation or preceding communication 

“based on last phone call” or “based on our meeting 
in the company” or “referring to your letter dated 
June 1st, 2005” 

 Keep paragraphs short. Divide the communication to 
paragraphs when the topic changes 

 Use lists and paragraph if necessary 
 Be clear if you expect any response form the readers 

Recommendations for Business Writings 
(for letters, memos, and emails) 
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 Inspection Reports 
 Laboratory and Field Reports 
 Specifications Reports 
 Proposals 
 Progress Reports 
 Instructions 
 Recommendation Reports 

Writing Common Engineering Documents 
(Informal Reports) 
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 Briefly report on the inspection of a site 
(Facility or property) 
 

 These reports contain lots of description, 
narration, and discussion of related causes 
and effects. It may also contain evaluation 
 

 These reports include: 
 1. Trip Reports 
 2. Investigation or an accident reports 

Writing Common Engineering Documents 
(Inspection Reports) 
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1. Trip Reports: summarize a business trip, 
discuss the events, findings and other 
aspects of a business trip. This type 
documents observations so that people in 
your organization can share them 

2. Investigation or accident reports: describe 
your findings concerning a problem, explore 
its causes, its consequences, and 
explaining how it can be avoided 

Writing Common Engineering Documents 
(Inspection Reports) 
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 Introduction: Indicate purpose of the report  
and provide a brief overview of its contents 

 Background: To explain the context of the 
report. why inspect the site? Who sent you? 
what are the basic facts of the situation – the 
time, date, place, and so on? 

 Accurate Discussion: describe the accident, 
facility, property, or the proposed equipment. 
what happened in the trip? where did you 
go? whom you met…etc? 

Writing Common Engineering Documents 
(Content and Organization of Inspection Reports) 
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 Action Taken: If you are investigating a 
problem, and you are suggesting solutions, 
your report should contain a step-by-step 
discussion of how you determined the 
problem and corrected it 

 Interpretative, Evaluative, or Advisory 
Discussion: Evaluate the property or 
equipment, explain what caused the 
accident, interpret the findings, suggest 
further action, or recommend ways to 
prevent the problem in the future 

Writing Common Engineering Documents 
(Content and Organization of Inspection Reports) 
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Writing Common Engineering Documents 
(Inspection Reports) 
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 Report on an experiment, test, or survey 
 

 Present the data collected and discuss and 
analyze it 
 

 The report also include the method of 
testing, theory, procedures, equipments (if 
any), and conclusions 
 

 it may explore the applications of the 
findings, and any recommended further 
investigation 

Writing Common Engineering Documents 
(Laboratory and Field Reports) 
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 Introduction: Indicate purpose of the report  
and provide a brief overview of its contents 
 

 Background: Provide a discussion of the 
background leading up to the project. 
Typically this involves discussing a research 
question or conflicting theories in the 
research literature. Explore the background 
to enable readers to understand why you are 
doing this work. Provide citations for the 
sources of information you use 

Writing Common Engineering Documents 
(Content and Organization of Laboratory and 

Field Reports) 
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 Literature Review: Often, a discussion of the 
research literature related to your project is 
included in the lab or field report. You 
summarize the findings of other researchers 
that have a bearing on your work 

 
 Depending on the length and complexity of 

the report, all three elements just discussed: 
introduction, background, literature review 
may all be combined in one paragraph 
without subheadings 

Writing Common Engineering Documents 
(Content and Organization of Laboratory and 

Field Reports) 
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 Theory, Methods, Procedures, and 
equipments: The next major section in the 
laboratory or field report presents your 
theory or approach to your project 

 Observations, Data, Findings, or Results: 
You collect data then organize and present it 
in a section of its own. The common 
approach is to present the data, often 
formatted into tables, graphs, or charts, 
without interpretive discussion. The 
discussion and analyzing of results comes in 
a section by it self 

Writing Common Engineering Documents 
(Content and Organization of Laboratory and 

Field Reports) 
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 Conclusions: derive conclusions based on 
the data  gathered, and explain why you think 
those conclusions are valid 
 

 Implications and Further Research: 
Laboratory and field reports typically explore 
the implications of conclusions, considering 
how they can be applied and outlining further 
research possibilities 

Writing Common Engineering Documents 
(Content and Organization of Laboratory and 

Field Reports) 
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Format 

 Lab or Field trip reports can be presented in 
memo format if it is short and presented 
within the organization. Otherwise, use the 
formal format as will be discussed in Chapter 
six 

Writing Common Engineering Documents 
(Content and Organization of Laboratory and 

Field Reports) 
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Writing Common Engineering Documents 
(Laboratory and Field Reports) 
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 Provide detailed requirements for a product 
to be developed or detailed descriptions of 
an existing product 

 provide specifics on design, function, 
operation, and construction 

 Such documents may come with certain 
kinds of products such as DVD players or 
Computers 

 These describe the key technical 
characteristics of those items.  

Writing Common Engineering Documents 
(Specifications Reports) 
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Writing Common Engineering Documents 
(Specifications Reports) 
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 General Description: 
 Describe the product, component or program 

first in general terms. Anything general in 
nature that does not fit in the part-by-part 
description comes here. 

 
 Part–by–Part Description: 
 Present specifications part by part, element 

by element, trade by trade, what ever is the 
logical, natural or conventional way of doing 
it 

Writing Common Engineering Documents 
(Content and Organization of Specifications 

Reports) 
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Writing Common Engineering Documents 
(Specifications Reports) 
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 The proposal of the most important tools for 
engineers, particularly consulting engineers 

 With it, you get work, either for the company 
that employs you or for yourself 

 Proposals seek a contract, approval, or 
funding to do a project; function as a 
competitive bid to get hired to do a project 

 Promote you and your organization as a 
candidate for a project, promote the project 
itself, showing why it is needed 

Writing Common Engineering Documents 
(Proposals) 
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 Solicited: If an organization issues a request 
for proposals, the proposals said to be 
solicited – they have been requested 

 Unsolicited: Individuals and companies often 
initiate proposals without formal requests 
from the recipients. They may see that an 
individual or organization has a problem or 
opportunity. This type of proposal requires 
harder work in order to convince the 
individual or organization 

Writing Common Engineering Documents 
(Types of Proposals) 
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 Internal: If you address your proposal to 
someone within your organization, the 
format and contents change significantly. 
The memo format is usually appropriate, and 
sections such as qualifications and costs 
may not be necessary 

 External: For organizations or individuals 
outside your company, you must present 
your qualifications and use some 
combination of the business-letter and 
formal-report formats 

Writing Common Engineering Documents 
(Types of Proposals) 
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 Introduction: Make reference to some prior 
contact with the recipient of the proposal or 
your source of information about the project. 
Also give a brief overview of the contents of 
the proposal 

 Background: In unsolicited proposal, you 
should discuss the reason for writing the 
proposal. In solicited proposals, the party 
requesting the proposal know the reasons 
well. However little background can be useful 
as it demonstrates that you fully understand 
the situation 

Writing Common Engineering Documents 
(Content and Organization of Proposals) 
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 Actual Proposal Statement: Include a short 
section in which you state explicitly what you 
are proposing to do. Proposals often refer to 
many possibilities, which can create some 
vagueness about what’s actually being 
offered. Sometimes an explicit statement 
about what you are not offering may be 
needed 

 Description of the Work Product: Some times 
you may need a section explaining actually 
what the results of your project are going to 
be, and what the recipient is going to end up 
with 

Writing Common Engineering Documents 
(Content and Organization of Proposals) 
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 Benefits and Feasibility of the Project: To 
promote the project to the recipient, some 
proposals discuss the benefits of doing the 
project. Others discuss the likelihood of 
those benefits. This is particularly true in 
unsolicited proposals 

 Methods or Approach: Some proposals need 
a section that explains how you plan to go 
about the project and justification of the 
approach, even the theory relating to your 
approach 

Writing Common Engineering Documents 
(Content and Organization of Proposals) 
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 Qualifications and References: This may 
include previous work, full resumes of who 
will work on the project. For internal projects 
where people know each other, this section 
may be omitted 

 Schedule: including dates or a timeline for 
the major milestones. This may be included 
in the methods and procedure section or in a 
section on its own. This gives the recipient 
an idea of what lies ahead and a chance to 
ask for changes; it also enables you to show 
how systematic, organized, and professional 
you are 

Writing Common Engineering Documents 
(Content and Organization of Proposals) 
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 Costs: break it down to detailed cost, labor, 
equipment, components,…etc 
 

 Conclusions: Normally, the final paragraphs 
of your proposal urge the recipient to 
consider your proposal, contact you with 
questions, and of course accept your bid or 
request. This is also good spot to allude 
once more to the benefits of doing the 
project 

Writing Common Engineering Documents 
(Content and Organization of Proposals) 
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Format 
 

 Memorandum format: If your proposal is 
short (less than three pages) and internal, 
use simple memo format and include 
headings as you would for any other 
document (see Figure 5.5)  

 
 Business-letter format: If your proposal is 

short but external use business letter format 
and include headings as you normally would 
(see Figure 5.5)  

Writing Common Engineering Documents 
(Content and Organization of Proposals) 
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Writing Common Engineering Documents 
(Proposals) 
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Format 
 

 Separate proposal with cover memo: If your 
proposal is long (over 4 pages) and internal 
or external and it is being passes around 
among reviewers, make it a separate 
document with its own title and attach a 
cover memo or letter (memo for internal and 
business letter for external) to the front 

 In the memo or business letter, restate the 
key elements of the introduction and the 
conclusion (see Figure 5.6) 

Writing Common Engineering Documents 
(Content and Organization of Proposals) 
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Writing Common Engineering Documents 
(Proposals) 
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 Reports are the most important  and 
common documents that  the students 
or engineers write in their life  

 You need to organize the report in a 
way that the readers can get what they 
want from it directly and easily 

Writing an Engineering Report 
(Formal Reports) 
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 Transmittal Letter 
 Covers and Label 
 Table of Contents 
 List of Tables (if any) 
 List of Figures (if any) 
 Abstracts and Executive Summary 
 Introduction (could be divided to subsections) 
 Body of the Report (divided to sections and subsections) 
 Appendices and References 

Standard Components of Typical 
Engineering Reports 
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 It is bounded with the report or attached with clip to 
the outside cover of the report 

 It has the format of the business letter (external) or 
memo (internal) 

 It is a communication from you to the recipient. 
Essentially it says, “Ok, here’s the report that we 
agreed I’d complete by such-and-such a date. Briefly 
it contains this and that, but does not cover this or 
that. Let me know if it meets your needs 

Standard Components of Typical 
Engineering Reports 

(Transmitter or Cover Letter) 
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It contains in order: 
 First paragraph: Name of the report (Italic font) and 

date of agreement to write the report 
 Second Paragraph: Focuses on the Purpose of the 

report and gives a brief overview of the report’s 
contents 

 Final Paragraph: Encourage the recipient to contact 
you if there are any suggestions, or concerns. It 
closes with a gesture of good will, expressing hope 
that the reader finds the report satisfactory 

Standard Components of Typical 
Engineering Reports 

(Transmitter or Cover Letter) 
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Standard Components of Typical 
Engineering Reports 

(Transmitter or Cover Letter) 
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As with any other element in an 
engineering report, you may have to 
modify the contents of this letter for 
specific situations. For example, you 
might want to add another paragraph, 
listing questions you’d like readers to 
consider as they review the report 

Standard Components of Typical 
Engineering Reports 

(Transmitter or Cover Letter) 
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 If the report is more than 10 pages, bind it and place 
a label on the cover. (the cover protects the report 
and makes it look more professional) 

 
 The label usually contains: the report title, your 

name, your organization’s name, report tracking 
number (if any), and date. (It may also include the 
Recipient’s organization name). There is no standard 
way, however it may exist within your organization. 

Standard Components of Typical 
Engineering Reports 

(Cover and Label) 
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 All pages (except front and back covers, and 
transmittal letter) should be numbered. However on 
some pages the numbers may not be displayed 

 All pages before the introduction page are numbered 
with lower case roman numerals (i, ii, iii, iv, …..xi, 
xii), while the other pages are numbered by Arabic 
numerals (1, 2, 3,….) 

 Usually page numbers are placed bottom centre of 
the page 

Standard Components of Typical 
Engineering Reports 

(Page Numbering) 
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 Most engineering reports contain at least one 
abstract. It summarizes the contents of the report 

 Descriptive abstract: Overview  the purpose and 
contents of the report.  

 Executive Summary: Overview  the purpose and 
contents of the report, and summarize the key facts, 
findings, and conclusions contained in the report. 
Usually it is 1/10 to 1/20 of the length of the report. 
however should not exceed 3 pages with long 
reports (over 50 pages) 

Standard Components of Typical 
Engineering Reports 

(Abstract and Executive Summary) 
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 Tells the readers about the topics that are covered in 
the report and the page numbering of the covered 
sections. For levels of heading, indentation, spacing 
and capitalization: 

 Don’t include the very low level of heading ( boring if 
you go like 4.2.5.1.6.2). 

 Notice that in figure 6.2 that each of the three levels 
of headings are aligned with each other. Page 
numbers are aligned with each other. 

Standard Components of Typical 
Engineering Reports 

(Table of Contents – TOC) 
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Standard Components of Typical 
Engineering Reports 

(Table of Contents – TOC) 
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 Main chapters or sections are all caps; First level 
headings use initial caps on each main word, Lower 
level sections use initial caps on the first word only, 
Finally always remember if you change anything in 
the text go and do the same with the TOC.  

 They are used to easily find the illustrations such as 
diagrams, figures, drawings, photographs, tables, 
and charts. Tables are not considered figures 

 For longer reports (contain dozens of figures and 
tables), create separate lists of figures and tables 

Standard Components of Typical 
Engineering Reports 

(Table of Contents – TOC) 
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Standard Components of Typical 
Engineering Reports 

(Table of Contents – TOC) 
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Standard Components of Typical 
Engineering Reports 

(Table of Contents – TOC) 
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The introduction indicates the following: 
 Purpose and  topic of the report (at the beginning) 
 Situation that brought about the need for the report 
 Background of the report (e.g., concepts, history, 

definitions) is to get readers interested and to enable 
them to understand the context 

 Scope of the report are the topics or issues that are 
covered and ones that are not covered (specifically, 
ones that some readers might expect) 

Standard Components of Typical 
Engineering Reports 

(Introduction) 
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 Body of the report is the main text between 
introduction and conclusions 

 Use headings to indicate the topics and subtopics 
(sections and subsections) 

 You may use bulleted or numbered and two column  
lists to indicate the key points or other information 
to make them easier to follow 

 When you get or borrow information from other 
resources (reports, papers, studies, internet…) you 
have to indicate the source (documentation).  

Standard Components of Typical 
Engineering Reports 

(Report Body) 
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 Including figures, and tables makes the report 
professional and easy to explore the information 

 Be clear when you write. Don’t use unnecessary 
words, use direct and correct sentences, and use 
proper punctuation. (be aware of noise) 

 Point readers to closely related information within 
your report 

 Remember to always use the correct format and 
always define at the beginning any abbreviations or 
symbols used 

Standard Components of Typical 
Engineering Reports 

(Report Body) 
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Standard Components of Typical 
Engineering Reports 

(Report Body) 
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Standard Components of Typical 
Engineering Reports 

(Report Body) 
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 Draw logical conclusions from the discussion that 
has preceded; it makes inferences on the data that 
has been presented 

 The summary reviews the key points and facts from  
what has preceded. Summaries present nothing new 
but leave readers with a perspective that the writer 
wants them to have 

 The summary moves away from the specific topic of 
the report to a general discussion of implication, 
applications and future development 

Standard Components of Typical 
Engineering Reports 

(Conclusions) 



21 Ch6-A 

Standard Components of Typical 
Engineering Reports 

(Conclusions and References) 
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 You may recommend certain 
things based on the results and 
discussion (like more investigation 
on certain things, Recommend 
using certain procedures or 
methods…etc) 

Standard Components of Typical 
Engineering Reports 

(Recommendations) 
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 You have to refer to any sources of 
information you borrowed from the 
others. Citation in the text, and use 
reference list 

Standard Components of Typical 
Engineering Reports 

(Documentation) 
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Standard Components of Typical 
Engineering Reports 

(Conclusions and References) 
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 Extra sections attached to the end of the report. 
They include any information that are too large or do 
not fit inside the body of the report such as: 

 1) folded Maps 
 2) Huge data (like output runs from computer) 
 3) Derivations of formulas 
 4) Basic backgrounds 
 5) Huge results of tests 

Standard Components of Typical 
Engineering Reports 

(Appendices) 
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Appendixes 

 Extra sections attached to the end of the report. 
They include any information that are too large or 
do not fit inside the body of the report. Such as: 

 1) folded Maps 
 2) Huge data (like output runs from computer) 
 3) Derivations of formulas 
 4) Basic backgrounds 
 5) Huge results of tests 
 6) and so 
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Constructing Tables and GraphicsConstructing Tables and Graphics  

What is the best way to present your data? 

• Text in a paragraph? 

• Numbers in a table? 

• Or graph/chart in a figure? 



Constructing Tables and Graphics or Constructing Tables and Graphics or 

simply simply IllustrationsIllustrations  

TablesTables  

 better for discrete better for discrete 
datadata  

 enable you to be more enable you to be more 
preciseprecise  

GraphsGraphs  

 better for continuous better for continuous 
datadata  

 better for showing better for showing 
trends and trends and 
proportions.proportions.  

ChCh77  22  

IllustrationsIllustrations  are classified as either: are classified as either:   

TablesTables  or or   

FiguresFigures  

Figures include: charts, graphs, line drawings, Figures include: charts, graphs, line drawings, 
photographs and any other itemsphotographs and any other items. .   
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Why Use Why Use IllustrationsIllustrations??  

 IllustrationsIllustrations  serve to communicate serve to communicate 
information that is difficult express information that is difficult express 
verbally. verbally.   

 IllustrationsIllustrations  serve as a convenient way serve as a convenient way 
to summarise large bodies of precise to summarise large bodies of precise 
numerical data. numerical data.   

 Finally, Finally, illustrationsillustrations  serve to break up serve to break up 
large sections of print, making the large sections of print, making the 
entire report easier to comprehend.entire report easier to comprehend.  
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Data in ParagraphsData in Paragraphs  

Converting 

paragraphs to 

tables 



ChCh77  55  

TablesTables  

Rows and columns of 

data (words or numbers) 
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Constructing Tables and GraphicsConstructing Tables and Graphics  

Converting text to table and two-column lists 
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Constructing Tables and GraphicsConstructing Tables and Graphics  

Converting text to table and two-column lists Importing or Copying spreadsheet data to create tables 
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Constructing GraphicsConstructing Graphics  

1. Graphs: Represent data using lines that 

change up and down from left to right. 

indicating changes in the data across an 

independent variable (e.g.: time). 
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GraphsGraphs  

Figure 4.20  Lateral extrusion of gasket vs. inside water pressure at different initial joint gaps 
                     after 30 min. elapsed time for picture frame water leakage test using EPDM gasket
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Constructing GraphicsConstructing Graphics  

2. Charts: Use bars, pie slices, or other 

inventive means to enable comparisons of 

data. The most common types are bar charts 

and pie charts. 
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ChCh77  1111  

ChartsCharts  

Charts: Using bar or pie charts to compare data 

Graphs: Using data lines to show changes (x-y plots) 

Pie Charts 
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ChartsCharts  

Bar Charts 
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ChartsCharts  

Line 

Graphs 
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Constructing GraphicsConstructing Graphics  

3. Photographs: Supply lots of details (in some 

cases, too much). They are useful for 

example when you want to show a model of 

a new product. 
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PhotographsPhotographs  
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Constructing Tables and GraphicsConstructing Tables and Graphics  

4. Drawings: Simplified illustrations of objects, 

people, and places, you see plenty of 

drawings used in instructions. They strip 

away extraneous (unrelated) detail and 

focus on the key objects and actions. 
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DrawingsDrawings  
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Constructing Tables and GraphicsConstructing Tables and Graphics  

5. Diagrams: Abstract illustrations of objects. 

They focus on infrastructure.  

• Diagrams can also be used to illustrate 

nonphysical things such as concepts.  

• An organizational chart of a company 

is a typical example. 

• A flowchart of a production process is 

another. 
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DiagramsDiagrams  
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Revisit: IllustrationsRevisit: Illustrations  

 Refers to Refers to photographs, drawings, diagrams, photographs, drawings, diagrams, 
flowcharts, and schematics.flowcharts, and schematics.  

  

 Sources (Sources (cite the sourcecite the source): ):   

–– Internet: Internet: download or copy and paste.download or copy and paste.  

–– Hardcopy scan: Hardcopy scan: scan the image and import it to your scan the image and import it to your 
document.document.  

–– Graphic professionals: Graphic professionals: They can do the drawings for They can do the drawings for 
you.you.  

–– You create your drawing using special software such as You create your drawing using special software such as 
CorelDraw, AutoCAD, Visio, Adobe Photoshop, …etcCorelDraw, AutoCAD, Visio, Adobe Photoshop, …etc..  
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IllustrationsIllustrations  

Graphics and Tables GuidelinesGraphics and Tables Guidelines  

When incorporating graphics and tables into an 

engineering document, pay attention to their 

standard componentscomponents, their placementplacement, and crosscross  

referencesreferences  toto  themthem.  

 

The following lists summarizes guidelines stated in 

this chapter. 

  Add figure and table tittles 

  Add labels: In illustrations, add words that identifyidentify  

thethe  partsparts of the thing being illustrated, and a pointer 

from each label to the part being illustrated.  

 In charts and graphs, add labelslabels  toto  thethe  axesaxes. 



Illustrations (cont…)Illustrations (cont…)  

Graphics and Tables Graphics and Tables GuidelinesGuidelines  

 Indicate Indicate sourcessources  of borrowed graphics or tablesof borrowed graphics or tables  

  

 Place graphics and tables at the point of first Place graphics and tables at the point of first 
referencereference  

  

 AlignAlign  and position  graphics carefullyand position  graphics carefully  

  

 Include a Include a legendlegend: if your graphs or charts use : if your graphs or charts use 
different symbols, colors, shadings, or patterns to different symbols, colors, shadings, or patterns to 
indicate different elements, include a legend indicate different elements, include a legend 
(Figures (Figures 77--7 7 and and 77--88).).  
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LegendLegend  
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LegendLegend  

Figure 4.20  Lateral extrusion of gasket vs. inside water pressure at different initial joint gaps 
                     after 30 min. elapsed time for picture frame water leakage test using EPDM gasket
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Illustrations (cont…) 

Graphics and Tables Guidelines  

Provide cross reference to your graphics and 

tables. Do not just pitch graphics and tables 

into engineering documents without referring 

to them and explaining key points, otherwise 

readers may have a nice picture or a pile of 

statistics, but no sense of purpose or meaning. 

Use phrasing like the following 

  As can be seen in FigureFigure  55  

  The arrangement of the network (FigureFigure  88..22) 

  Averages for the fabric cutting speeds are 

shown in TableTable  44 on the next page. 
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IllustrationsIllustrations  

Bar Charts 
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Accessing Engineering Information 

 During your study or in your career life, 
You need to access information related 
to your specialized field or other fields 

 
 Before setting out to  the library or 

opening your favorite Web search 
engine, know some strategies for 
planning your search and for getting 
the most out of your search 
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Accessing Engineering Information 
Search Preparation 

 Purpose: write report, select equipment 
or product or  work on a design 
problem, conduct research …etc 

 Type of information: Theoretical, 
practical, product information, …etc 

 Exact needs: Raw data, overview of the 
subject, Historical information (e.g., for 
product liability), Up-to-date, state of 
the art information…etc 



Ch8 3 

Accessing Engineering Information 
Basic Search Strategies 

 What is my time frame: hours, days, 
weeks? 

 What resources do you have access to: 
company, university, library, internet, near 
by experts, publications? 

 Are you going to pay for the information? 
And how much? 

 

 Your answer to these questions determine  
where to look for information. 
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Accessing Engineering Information 
Following the Trail 

 General Books: Recent books give up-to-date 
information but old books may give good 
background or basic information. Library, 
internet (e-books), or bookstores where you 
can find the books 

 Reference Books: Used for quick use (not 
checked out of the building) such as 
handbooks, reference manuals, guides, …etc 

 Journals: Hardcopies/electronic copies. They 
are very important to keep up with the most 
resent related works. 
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Accessing Engineering Information 
Following the Trail 
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Accessing Engineering Information 
Indexes and Abstracts 

 Indexes (periodical index): An index, in print or 
electronic form, lists articles grouped by 
subjects from selected periodicals which gives 
information about article titles, authors, Journal 
titles, volume, issues, dates, and page count 

 Abstract: indexes enables you to find many 
articles.  Therefore you read the abstract, which 
gives you a summary about the article (content, 
results, and findings).  
 Thus, you can read the abstract of the article to 

decide whether you will use it in your project or 
not. Abstracts may appear separately in indexes 
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Accessing Engineering Information 
Indexes and Abstracts 
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Accessing Engineering Information 
Indexes and Abstracts 
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Accessing Engineering Information 
Indexes and Abstracts 
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Accessing Engineering Information 
Technical Reports and Patents 

 Technical Reports: Huge number of 
reports are written every year. For a 
search or a report, use indexes and 
abstracts to narrow the search. Usually 
reports, supported by government or 
contract, are easy to find 

 Patents: Documents have detailed 
information about materials, design, 
inventions related information. 
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Accessing Engineering Information 
Product Literature 

Include products 
manufacturer, 
Company, and vendor 
catalogs, product 
selectors, buyers 
guides, performance 
data, photographs or 
drawings of products, 
data books for 
computers and 
integrated circuit 
devices…etc 
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Accessing Engineering Information 
When to use product literature? 

 If you are on a design project, product 
literature is indispensable (essential) 

 You can get the dimensions or 
performance figures for specific 
components, accessories, or equipment 
related to your subject or project 

 These resources also help you if you are 
producing or marketing your own 
products by telling you what's already 
available in your field 
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Accessing Engineering Information 
Standards and Specifications 

 Most products we use are designed and 
produced in accordance with certain standards 
or specifications 

 These standards are essential if you want to be 
able to consistently fit light bulbs into sockets, 
screw nuts onto bolts, replace engine parts, or 
rely on the strength of concrete 

 As a designer you must be aware of these 
standards and specifications or codes that 
already exist that may be relevant to your 
product 
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Accessing Engineering Information 
Standards and Specifications 



Ch8 15 

Accessing Engineering Information 
Internet Resources for Eng. Information 

 Electronic Mailing Lists: You subscribe 
(using e-mail address) to any of the 
discussion groups (like: Usenet which 
refers to news groups, chose one 
related to you topic) so you can get 
discussions or information from any 
one in the group. 

 Electronic Newsletters and Journals 
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Accessing Engineering Information 
Internet Resources for Eng. Information 
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Accessing Engineering Information 
Internet Resources for Eng. Information 
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Accessing Engineering Information 
Internet Resources for Eng. Information 



Preparing the Presentation 

 Analyze your audience. 
 Decide on your primary purpose. 
 Determine your time frame and your key points. 
 Choose an organizational plan. 
 Prepare an outline and notes. 
 Create supporting graphics. 
 Be careful with presentational software 

(Powerpoint). 
 Make your information accessible. 
 Prepare handouts and outline. 
 Prepare your conclusion and for questions. 

1 CH9 



Preparing the Presentation 

 As an engineer, you may be called anytime to give 
a short presentation, whether you give: 
 An unplanned five minute brief presentation or  
 A formal one hour presentation at a technical 

seminar (or something in between) 
 You should see your talk as a great opportunity to  
 share information and to  
 show that you know how to communicate 

 Few of us are naturally gifted with such 
capabilities, and some of us are almost petrified at 
the thought of talking before a talk, but the skills 
possessed by good speakers can be learned 

2 CH9 



Preparing the Presentation 
 ANALYZE YOUR AUDIENCE 
 by focusing on your reader and purpose before 

writing can be applied to preparing for oral 
presentation 

 Ask yourself few questions about the listeners 
before you talk: 
1. Who will be the key individuals in my audience? 
2. What needs or concerns do they have regarding 

my topic? 
3. What are my objectives for this talk? How 

knowledgeable are my listeners about my 
subject? 

4. How can I get their attention and interest right 
away-and keep it? 

3 CH9 



Preparing the Presentation 

5. What are their attitudes likely to be regarding what 
I have to say? 

6. Do I need to work on changing their attitudes, and 
if so what is the best way to go about it? 

7. What benefits are they going to get from listening 
to me? 

8. What kind of question are they likely  to ask? 
9. what kind of feedback do I want? 
10.Why are the listeners sitting on front of you? 
11.Is it for instruction, information ….etc? 
12.What action(s) or change(s) do you feel they need 

to undertake 
4 CH9 



Preparing the Presentation 
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Preparing the Presentation 

 DETERMINE YOUR TIME FRAME 
    and Never  speak longer than you are supposed to 
 To avoid annoying people or speakers coming after 

you, check how much time you have been allotted 
(chosen) 

 This tells you: 
 
 - How much detail you need to go into 
 - How much time you must allow for discussion or 

questions 
 - How much time you should spend on an 

introduction 
6 CH9 



Preparing the Presentation 

 IDENTIFY YOUR KEY POINTS 
 Don’t expect to say every thing about your subject 
 Decide what the most important points are that you 

want to get across to your audience and how you 
want to develop those points in the time you have 
(mathematical, introduction, conclusions….etc ) 

 You may allocate equal time for each topic or give 
different times according to length or importance 

 Choose an organizational plan 
 Subject, purpose and the time will help you to 

organize your material (introduction, main points, 
conclusion, question and answer period) 

7 CH9 



Preparing the Presentation 

 PREPARE AN OUTLINE AND NOTES 
 Writing an outline and notes helps you clarify in 

your own mind how best to present your material 
 An outline of the complete talk, with key ideas 

highlighted or in large print to be quickly glanced 
at if necessary as the presentation goes along 

 Note Cards: Numbered in the order they will be 
used, with key ideas and facts clearly written on 
them. 

 Visual Aids: Such as transparencies or slides. If 
you are really on top of your topic, your visuals 
themselves are all you need. 
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Preparing the Presentation 

 CREATE SUPPORTING GRAPHICS 
    such as animation. 
 Because we live in an increasingly visual age and 

people tend to remember better what they see and 
hear, most effective engineering speakers support 
their talks with illustrations of some kind 

 Do not let your visuals suffer from information 
overload. Each should be as simple as possible. 

 If your visuals consists of lists or other written 
information, make the words easy to read 

 Prepare a handouts. It is a Good Idea but in a small 
size 

9 CH9 



Preparing the Presentation 
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Preparing the Presentation 
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Preparing the Presentation 
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Preparing the Presentation 
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Preparing the Presentation 

 PREPARE YOUR INTRODUCTION 
 Your audience may be asking themselves, why do I 

need to hear this or why should I be hear right 
now? 

 Your audience has a limited attention span so what 
your topic is? And what benefit it is to them? 

 Prepare your Conclusion: 
 
 - Summarize what you have discussed  
 - Stress your central ideas once more  
 - Review your key points  
 - Restate your recommendations or decisions  
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Preparing the Presentation 

 GET READY FOR QUESTIONS and put yourself in 
the place of your listener: 

 Are they holding any opposing viewpoints? 
 Are there areas you may not be able to go into as 

thoroughly as you would like, due to time 
restraints? 

 What would be the worst question you may be 
asked? 

 Think of diplomatic ways to encourage questions 
(Friendly smile or some comment like I love to hear 
your feedback and questions?) 

 Remind yourself at this point, when questions                  
come, it is often a good idea to repeat them aloud   

15 CH9 



Preparing the Presentation 
Delivering the Presentation 

 Avoiding Noise 
1. Speaking too softly: You do not want to blast your 

audience out but you must be clearly heard 
2. Speak too slowly or rapidly: Too slow causes 

boredom and decrease your credibility 
3. Speaking too fast may show that you are nervous 

and the audience may miss important points 
4. Speaking monotonously: vary your pace and tone 
5. using verbal filers: uh, umm, basically, you 

know…etc may distract your audience 
and show you are not certain of your 
topic 
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Preparing the Presentation 
Delivering the Presentation 

 Avoiding Noise 
5. Your movements during presentation: Do not 

become a statue, pendulum or traveler 
6. Blocking the screen: Very important for everyone 

to see the screen 
7. Reading From the screen: Avoid reading from the 

screen. Screen is an Aid. Straight reading stops 
you from explaining your topic 

8. Make clear transitions: show the connections 
between ideas when you are moving to another 
aspect of your presentation. Make it friendly dialog 
with simple words like; first, on the other hand, 
next, as you can see, furthermore, finally…etc 
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Preparing the Presentation 
Delivering the Presentation 

 Avoiding Noise 
9. Use a pointer: A pointer is the best way to focus 

your audience’s attention on your key points while 
you explain what they are looking at 

10.Maintain eye contact: You increase your credibility 
by looking at your audience as you talk. Whereas 
avoiding eye contact could give the impression 
that you are shifty or unprepared 

11.Be ready for unexpected questions: Try not to 
appear surprised or defensive. Simply say you do 
not know 

12.Accept your Nervousness 
18 CH9 



Preparing the Presentation 
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Preparing the Presentation 
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Preparing the Presentation 

21 CH9 



Preparing the Presentation 
Team Presentation 

 Because teams of engineers frequently collaborate 
on a project, compile a proposal, or report on a 
new product, you are likely to be involved in team 
presentations. This type of presentation is 
effective because 
1. Team work reduces everyone’s preparation workload 
2. Longer presentations are possible without exhausting 

one person 
3. Speakers can enjoy team support during the 

presentation 
4. Variety of speakers helps hold the audience’s attention 
5. Each topic can be explained (and questions answered) 

expertly 
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Preparing the Presentation 
Preparing for a Team Presentation 

 Get together and decide 
1. Analyze Audience and purpose 
2. Decide on the main points to be stressed 
3. Decide which order the material will be covered and 

who will cover what 
4. Stick to the topic you are supposed to cover 
5. Stick to the time allocated to each speaker. This is 

extremely important 
6. Decide before if the questions are going to be taken 

after the entire presentation or after each person 
speaks 

7. If the presentation is going to be conducted by 
individuals that do not know each other, they must 
meet first and get to know each other if possible 23 CH9 



Preparing the Presentation 
Check List for an Oral Presentation 

 You  may use the following check List to evaluate 
your presentation 

24 CH9 



Engineering Your Speaking 
• Analyze your audience. 
• Decide on your primary purpose. 
• Determine your time frame and your key points. 
• Choose an organizational plan. 
• Prepare an outline and notes. 
• Create supporting graphics. 
• Be careful with presentational software 

 (Powerpoint). 
• Make your information accessible. 
• Prepare handouts and outline. 
• Prepare your conclusion and for questions. 

1 



Questions to Ask About Your Listeners 
• Who will the key individuals in my audience be? 
• What needs or concerns do they have regarding my 

topic? 
• What are my objectives for this talk? 
• How knowledgeable are my listeners about my subject? 
• How can I get their attention and interest right away? 
• What are their attitudes likely to be? 
• Do I need to work on changing their attitudes, and if so, 

what is the best way to go about it? 
• What benefits are they going to get from listening to me? 
• What kinds of questions are they likely to ask? 
• What kind of feedback do I want? 

2 



Prepare an Outline and Notes 
• Outline 

• Note cards 

• Script 

• Visual aids 

• Backup plan 
 

3 



Prepare Your Introduction 
• Not necessarily in this order: 

• Introduce yourself. 

• Explain the context. 

• State your purpose. 

• Provide an overview of what you’ll cover. 

• Generate some interest and/or motivation. 
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Prepare Your Conclusion 
• Summarize what you have discussed. 

• Stress your central idea once more. 

• Review your key points. 

• Restate your recommendations or decisions 
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Noise in Engineering Presentations 

• Speaking too softly 

• Speaking too slowly or rapidly 

• Speaking monotonously 

• Using distracting verbal fillers 

• Becoming a statue, pendulum, or traveler 

• Blocking the screen 

• Reading from the screen or from notes 
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Strengthening Your Presentations 

• Start with a good, well-planned introduction. 
• Use an informal style. 
• Make clear transitions. 
• Repeat key points. 
• Use a pointer. 
• Maintain eye contact. 
• Be Ready for unexpected questions. 
• Accept Your nervousness. 
• End with good, well-planned conclusion. 
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Detailed Guidelines 

8 
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Prepare Your Presentation 

• Take enough time to prepare your 
presentation. Ask yourself the basic 
questions: 
– Why? 
– What? 
– Who? 
– How? 
– Where & When? 
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Why & What? 
• What is my reason for presenting this? 
• What am I hoping to achieve? 
• What is my purpose? to inform? to persuade? to 

educate? 
• What are the points that I need to deliver to my 

audience? 
• What information can I leave out? 
• What information must I keep in?  

– Essential points 
– Important points  
– Points to include if time allows 
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Who? 
• Who exactly will my audience be? 
• What is the size of the audience? 
• Why should the audience want to listen to what I have to 

say? 
• Do they have the essential background to enable them 

to understand? 
• How will they react? 
• Will they accept my message or will they need to be 

persuaded? 
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How? 
• How am I going to communicate most 

effectively? 
• Choose the appropriate media to effectively 

express your message.  
• These include:  

– PowerPoint presentation 
– Overhead projector 
– Flipcharts  
– Handouts  
– Video/Audio clips 
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How? 

• How will I arrange my ideas? 
– Deductive sequence: start with the main point 

and go on to the explanation. 
– Inductive sequence: start with the question 

and build up to the answer through 
explanation. 

• What style shall I use? 
– Formal or lecturing style. 
– Informal style utilising audience participation. 
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When & Where? 

• What is the exact time of the presentation? 
• How much time do I have? 
• Where will I be delivering the 

presentation? 
• What sort of facilities are available? 
• Will I be able to use visual aids? 
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Design Your Presentation 

• Evaluate and organise your information.  
• Look at all your material, notes and 

results. Select only the essential and 
relevant information. 

• Ask yourself: 
– Is this really relevant to my audience and 

objective? 
– Does this help me to make my point? 
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Design Your Presentation 
• Write down all the points you want to 

make using notes on paper or index cards: 
– The theme 
– Section headings and subheadings. 
– The main points. 
– Approximate time for each section. 

• The purpose of your notes is to: 
– Prompt your memory 
– Ensure you follow your sequence 
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Structure Your Presentation 

• Start by introducing yourself, your 
presentation topic and title. 

• Provide an overview of your presentation. 
• Divide your presentation into sections. 
• Use natural breaks in your material. 
• End by summarising the main points. 
• Invite questions and allow enough time for 

questions. 
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Delivery 
• Sincerity and convection:  

– The audience need to feel that you believe what you 
are saying and that you have an interest in their 
opinion. 

• Enthusiasm:  
– Be enthusiastic and your audience will be too. 

• Positive attitude:  
– Never start by apologising or saying you’re not an 

expert.  
– Present your ideas, information and opinions without 

weakening them.  
– Don’t be intimidated by your audience. 



19 

Delivery 
• Clarity:  

– Use simple language and familiar ideas to explain 
your points.  

– Avoid too much detail or complex technical 
information. 

• Practice, Practice, Practice:  
– You must rehearse your actual presentation. 
– This will help you to feel less nervous and to check 

your time.  
– Ask someone to rate you and give you feedback. 
– Keep in mind that rehearsals are often more difficult 

than the actual presentation. 



20 

Delivery 

• Voice: 
– Voice control is essential to the success of 

your presentation. It is the vehicle that 
conveys your presentation.  

– You have to speak clearly and louder than 
usual.  

– Try to keep appropriate pace and tempo and 
don’t race through your presentation. 
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Delivery 
• Body Language: 

– Keep in mind that people are not only 
listening to you, they are also watching you. 
Always dress well and look smart. 

– Stand tall with your head up. 
– Look at your audience and maintain eye 

contact with all of them. 
– Watch for signs of boredom in the audience 

and use your voice, body language or even a 
question to grab their attention. 
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Delivery 

• Notes: 
– Avoid reading out your whole presentation. You 

will be boring and you will definitely loose your 
audience. 

– Avoid memorising a whole carefully-worded 
“speech”. 

• Visual Aids: 
– Visual aids are very useful in illustrating and 

complementing what you are saying. 
– Avoid using a visual aid before you really need it. 



23 

Delivery 

• Here are some guidelines for acetates or 
PowerPoint slides: 
– Print size (24 pt at least) 
– Maximum of 7-8 points/slide 
– Use your slides as your guiding notes 
– Keep diagrams or charts simple 
– If you do a PowerPoint presentation, keep a 

set of acetates as a plan B  
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Writing to Get an Engineering Job 

 To look for a job you need to know how to 
write your resume or CV (Curriculum Vita) 
and an application letter 

 The  resume is your main vehicle for 
presenting yourself to any potential 
employer. The central question to ask in 
preparing your resume is, “If you were an 
employer, would you want to read this 
resume?” Visual impact and appearances 
are extremely important. 
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Writing to Get an Engineering Job 

 Two tools commonly used to seek employment: 
resume + application letter. You send one or both 
of these to prospective employers 

 The key to an excellent resume writing is in 
presenting it in the right way. Most people make 
the error of just listing their experience and 
qualifications; this ends up being a rather boring 
document 

 A good resume should not only demonstrate 
your skills and experience, but also give the 
reader a good indication of the type of person 
you are. It needs to have personality 
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Writing to Get an Engineering Job 
How to write an engineering resume? 

A resume is a summary of your professional 
experience, education, and other background 
relevant to the employment opportunity you are 
seeking. Think of it as the highlights of who you 
are professionally (summary of your career to 
date) 

An effective resume is one that highlights your 
best qualifications with a design that can be 
scanned in about 20-30 seconds. The 
prospective employer should be able to glance 
through your resume and still have a decent 
understanding of your background and 
qualification 
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Writing to Get an Engineering Job 
Continuous Re-design and Update 

 Developing a resume is not a one-time effort 
 Consider it a work in progress. You may have 

to revise it  and redesign it for every new job 
opportunity 

 Even if you stay a long time in one place, you 
have to still revise it often to include all the 
new experiences that you have gained 

 It is easy to forget small details which may 
prove to be important if you do not 
constantly update. 
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Writing to Get an Engineering Job 
Engineering Resume – Design Components 

 Organize your background 
chronologically or functionally 

 Chronological Approach: Divide your 
background into education, experience, 
skills, and so It is good because it 
shows your work history 

 Functional Approach: Divide your 
background into Interrelated groups of 
education and experience 
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Writing to Get an Engineering Job 
Engineering Resume – Design Components 



CH 10 7 

Writing to Get an Engineering Job 
Eng. Resume – Chronological Approach 
 One  of the strengths of the chronological design 

is that it shows your work history - in particular, 
your responsibilities and projects for each 
organization you’ve worked for. In the education 
section, this design shows where you studied 
and what you studied while you were there 

 However, the chronological design does not give 
a capsule picture of your key qualifications and 
your key strengths - that information is spread 
across work and education section. One way to 
solve this is to add a highlight section 
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Writing to Get an Engineering Job 
Eng. Resume – Functional Approach 

 The great strength of the functional approach is 
that it consolidates information about your key 
qualifications, summarizing all relevant work 
experience and education 

 Prospective employers looking for someone with 
project planning and management experience 
can quickly determine whether you have what 
they are looking for or not 

 In this design it is not immediately clear where, 
how and when you gained your experience or 
education (Weakness) – Fig 10.1 
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Writing to Get an Engineering Job 
Eng. Resume – Highlight Section 

 Summary, Summary of Experience, Highlights of 
Experience, Qualifications, and Profile (NAMES) 

 This section is very popular, particularly for 
professionals who are several years into their 
careers. It is particularly helpful in resumes that 
use the chronological design 

 The highlighted section provides a neat bulleted 
list of your key accomplishments, key areas of 
expertise, key education and training and so on. 
Even  a reader who did not look further in your 
resume would still get a good picture of who you 
are professionally 
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Writing to Get an Engineering Job 
Eng. Resume – Highlight Section 
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Writing to Get an Engineering Job 
Eng. Resume – Objectives Section 

 Inclusion of this section is still 
questionable as it could narrow your 
opportunity. Therefore you do not have to 
do it 

 This section describes your career and 
professional focus 

 It indicates the type of work you want to 
do, the type of position you seek, the type 
of organization you want to work for. This 
section should be brief (2-3 lines only) 
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Writing to Get an Engineering Job 
Engineering Resume 

 Membership and License Section: This gives a list of 
the professional organization and licenses 

 Specialized Equipment and Knowledge Section: 
Computer Specialists may list Hardware and 
Software knowledge, Electrical Engineers may list  
skills in Analog circuit analysis etc 

 Miscellaneous Sections: Published Articles, create 
publication Section, Honors and awards, patents 
create sections any strong points highlight them 

 Personal Section: interests, activities, hobbies, 
languages etc are not always necessary. In most 
cases you do not need them 
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Writing to Get an Engineering Job 
Eng. Resume – Professional Experience 
 Name of the organization where you worked, 

its address, and phone number 
 Your job title and your specific responsibilities 
 Brief description of the organization-its 

products, services, and technical aspects 
 Your Major achievements, important projects, 

promotions, and awards 
 Experiences with technologies, equipment and 

technical processes 
 Dates of employment with organization 
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Eng. Resume – Professional Experience 

Ways To Show 
Your Experience 
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Eng. Resume – Educational Section 

This may include 
 Name and address of educational institute 
 Your major and minors and grade points 
 The important courses you took and their 

description 
 Experience with equipments, and technology. 
 Important projects 
 Academic Awards and memberships 
 Enrollment and graduation dates 
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Eng. Resume – References Section 

  
 
 Available on request or you may 

put names and address of people 
you worked with or they taught you 
or a combination 
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Engineering Resume – Overall Format 

 Figure 10.4 provides some ways to design the 
overall format of resumes 

 Format of heading and margins: Many resumes 
use a “hanging-head’ design in which the 
headings are on the far left margin and the 
body text of the resume is indented about 1-2 
inches. This design makes the line length of 
the body text shorter and more easily 
scannable, heading more visible. And the 
sections of the resume more visually distinct 
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Engineering Resume – Overall Format 

Different Styles 
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Engineering Resume – Overall Format 
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Engineering Resume – Length and Headers 

for Multiple Page Resume 
 How long your resume should depend on how 

much detail there is in your background and 
qualifications 

 It’s likely that early in your career you’ll have 
trouble filling up a single page but that is not a 
problem 

 However the general rule is to keep the resume 
as short as possible, thus ensuring that 
prospective employers may not read them as 
closely as you want 
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Engineering Resume – Overall Format 

Multiple Page Resume 
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Engineering Resume – Sample 
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Writing Application/Cover Letter 

 The application/cover letter often accompanies 
the resume. This letter is the first thing that 
potential employers see when they open the 
envelop - the application letter on top, with the 
attached resume beneath it 

There are two types of application letters 
 Cover Letter: You simply announce that a 

resume is attached, indicate that you are 
investigating an employment opportunity, and 
specify the position you seek 
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Writing Application/Cover Letter 
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Writing Application/Cover Letter 

 Full Application Letter: (mostly used) 
You discuss your background and 
qualifications as relevant to the position 
you are seeking 

 The job of this letter is to promote your 
self- to highlight the reason why you 
are right for the position 

 This letter is the focus of the rest of the 
slide 
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Contents / Organization of Application Letter 
 First Paragraph: talk about the purpose of the 

letter, how you know about the opening position, 
catch the reader’s attention by stating something 
in your qualification that makes you the best one 
for this position 

 Middle Paragraphs: talk about your qualifications 
and experience related to the job that you are 
seeking. Mention that you attached your resume 
for more details 

 Last Paragraph: tell the employer to keep in 
touch with you, try to encourage them to arrange 
for interview, your interest in the job, and so… 
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Contents / Organization of Application Letter 
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Writing to Get an Engineering Job 
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Writing to Get an Engineering Job 
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Follow-Up Letter 

Usually you write this letter 
when you do not get any 
response from the 
employer. Also when you 
refuse the offer job, and so. 
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Documentation in Engineering Writing 

When you borrow materials from other sources 
you have to document and reference these 
materials, otherwise you are plagiarizing 
(copying and stealing), and in this case you 
might be law suited by the owner of this 
material. 

 
Also, it is plagiarism if you are using the same 

words, sentences, or paragraphs of the 
other’s writings. You should use your own 
words.  
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Systems used for sources documentation 

There are many systems used for documentation. 
One of these systems (which we are going to 
use) is the one used by the Institute of Electrical 
and Electronic Engineers (IEEE). There are also: 
 MLA system (Modern Language Association) 
 CM  (Chicago Manual) 
 CBE (Council of Biology Editors) 
 APA(American Psychological Association) 
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Documentation in Engineering Writing 
Documentation using IEEE 

    Inside the body of your text (CITATION) 
 Refer to the source of the borrowed 

material by using consecutive numbers 
inside brackets at the end part of the 
information you borrowed. These 
numbers start with [1] for the first source 
you used. The increase in the earth 
temperature was found to be affected by 
the increase in CO2 concentration [3]. 

 You can inter reference number inside the  
sentence. The results of stress analysis in 
[4] show that… According to Ali [7], Salem 
says… 
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Documentation using IEEE 

  You need also to include the page numbers if 
you are citing from references other than books 
or articles. [8, pp. 27] or [11, pp. 24-28] or [5, pp. 
9; 12, pp. 14-17; 15, pp. 5,11-15]. Use 
semicolons to separate information from many 
reference in the same paragraph. 
 
  At the end of quotation mark, use the period 
punctuation at the end of the reference. 
“Poverty and technology never work together,” 
[11,p.10].  
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Documentation using IEEE 
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Documentation in Engineering Writing 
Documentation using IEEE 
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Format of the reference page (IEEE System) 

 List the sources in numerical order according to their 
appearance in the text 
 

 The initial of the first names of the authors appears in 
the list. J. Lee, or A. M. Rice 
 

 Single space between the lines of same reference 
and double space between different references 
 

 List the reference just one time even if you use the 
same reference in your text many times 
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Format of the reference page (IEEE System) 
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Documentation in Engineering Writing 
Format of the reference page (IEEE System) 
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Documentation in Engineering Writing 
Format of the reference page (IEEE System) 



CH 11 11 

Ethics in Engineering Writing 
 Copyright : Should not copy/use the others’ 

properties without permissions from the 
author 

 Playing with the results:  
- Do not use fictitious data in your work or 

 research to get  the results that you want 
- Do not play with the results of your 

 research or work 
 You should not hide improper information: 

    -    Regarding harmful products 
    -    Wrong and dangerous design 
    -    Job application and resumes 
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Ethics in Engineering Writing 

 When you write instructions or procedures, 
they should be clear to the readers 
 

 Do not omit safety warnings: 
like safety warnings written inside the            

manuals of equipments, products, designs, 
and so 
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Ethics in Engineering Writing 

 When you write instructions or procedures, 
they should be clear to the readers 
 

 Do not omit safety warnings: 
like safety warnings written inside the            

manuals of equipments, products, designs, 
and so 
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Ethics in Engineering Writing 



CH 11 15 

Ethics in Engineering Writing 
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