Take Home Exam (Mid Term )

To be submitted on Saturday, Nov. 12th, 2016
Based on what you have learned in the technical writing lectures, write professional technical report according to your selected topics from the list sent to you, and what you have discussed in your mind map and outline submitted to me in your assignments.

Guidelines For Writing Technical Report
Writing technical Report requires Students to apply what they have learned on their lectures. Students are also required to use the methods and techniques they had learned throughout the course work.

In order to successfully pass the required assignment, Students are advised to follow  certain guidelines that provide a framework for the layout of the assignment, the assignment structure, and contents. 
The assignment should follow certain format:
1. Assignment Cover Page: Where the students writes down the Name, Topic Title, (Name of the organization), his/her name, Instructor Name, Date .
2. Acknowledgment: If, while doing the assignment the candidate received any significant help in thinking up, designing, or carrying out the work, or received some supporting documents from anyone, he/she must acknowledge their assistance and the service or material provided. 
3. Table of Contents: It is an organized list of  the topics, titles and headlines covered in the assignment including the corresponding page numbers. It gives a summary of the contents of the assignment along with the page number where each section starts. Candidates are also required to list all the tables included in the assignment in “List of Tables” which is written after the table of contents. Diagrams, charts and graphs should also be listed in “List of Graphs” which also comes after the table of contents. 
4. Executive Summary or Abstract: (This is placed at the beginning of the report , however this is the last item to be written). It should contain a brief summary of the contents of the report written in a special way to attract the attention and get the examiner or the reader of the report to read more, it should also include a brief statement of the results and findings of your report along with the implications of these findings.
5. Introduction: Two or three paragraphs that describe what the topic is (Candidates are required to give some kind of orientation about their topic to the reader/examiner of the report), why it is interesting or important (optional), however the introduction should not contain every bit of detail mentioned in the assignment.  
6. Main Body of the Report, which should include:

A. Topic Information: Candidates should give a brief description of the topic, its field of operation, history…..
B. Assignment Tasks: All tasks in the assignment should be properly covered in the report and you must not use the assignment tasks as titles where the presentation of the final report should reflect a business style.
C. SWOT Analysis if any: Strength, Weakness, Opportunities and Threats. It is very important as it takes the information from the environmental analysis and separate it into internal issues (Strength and Weaknesses) and external issues (Opportunities and Threats). Once the main SWOT facing the organization are plotted, candidates should thoroughly analyze them and write down their recommended actions based on the findings. 
D. References and Information Sources:  In the report, candidates should make sufficient use of references from the sources(books, articles…), internet….etc, and they should refer to all the sources of information in the body of the  report through the use of “Footnote” or “End note”, in addition to listing the sources used in a comprehensive bibliography at the end of the report.
E. Analysis in the Report: The report should properly demonstrate the knowledge, understanding and application of the syllabus. It should be analytical if possible  not just descriptive
F. Graphs and Diagrams: The report should include flow charts, tables, graphs and diagrams as they enhance the overall of the report.
G. Assignment Objectives: While completing the assignment, the assignment objectives should be clear for you and clearly reflected in the report.
7. Conclusion and Recommendations: After finishing the main body of the report, conclusion and recommendations must be driven. They should be based on research findings and analysis. Usually the conclusion ranges from one paragraph to one page in length. This should refer to the assignment’s original objective.
8. Appendices: All appendices, additional tables, charts, diagrams, explanations of formulas, raw data…etc should be attached in this section of the report. 
9. Bibliography: It is an alphabetical list of all the sources( books, journals, periodicals, articles….) used in the assignment. In the bibliography candidates list all the material he/she consulted while preparing the assignment whether or not he/she has actually cited the work in the body of the assignment itself. Bibliography is written to acknowledge the sources of information, enable the readers to identify and consult these sources and make sure the information mentioned in the report is accurate.
11. References: A list of references contains details only of  those works cited in the main body of the assignment including text books, journals, articles, web sites….. 
Citing a book:  Author. Title: Subtitle. City or Town: Publisher, Year of Publication
Example:

Osen, Diane, ed. The Book That Changed My Life: Interviews with National Book Award Winners and Finalists. New York: Modern, 2002.

Citing an article from journal, periodical, magazine….: 
Author. "Title: Subtitle of Article." Title of Magazine, Journal, or  Newspaper Day, Month, Year of Publication: Page Number(s).
Example:

Hewitt, Ben. "Quick Fixes for Everyday Disasters." Popular Mechanics Nov. 2004: 83-88
Best of Luck

Nessreen El Abiad 
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