ENCS 282 WINTER 2017 FINAL EXAM REVIEW

· 5 Questions worth 20 points each

· Nothing we haven’t seen before, mostly based on assignments and their structures

· Possible Questions:

· Mechanical Report

· Feasibility Report

· Formal Letter (Transmittal, Memo)

· Instruction Sheet (and what it entails) 

· CMAPP Analysis

· Cover Letters/Resumes

· Rhetorical Analysis 

· Aristotle's

· Toulmin’s

· From Proposal:

· Abstracts, Executive Summaries, Press Releases, Research Methods
· Structures need to be memorized; content is graded leniently as long as it resembles what is asked for!
· Proofreading is important
· Attributes of a Technical Writer

· Facts: Who, What, Where, Why, When, How (5WH)

· Keep It Simple, Stupid (KISS)

· Content, Form, Format (CFF)

· Accuracy, Brevity, Clarity (ABC)

· Concise, Accessible, Precise (CAP)

· Common Exam Issues: Analytical Problems

· Applying Aristotle’s in extracting information from a text

· Do not try to force a specific model onto a text (finding pathos where there is no pathos)

·  When analyzing a text (journalistic essay type), these mostly follow a logic and reasoning based attempt at persuasion.  These will bring more logos into their arguments.

· Mechanical Description
· Also known as a “Technical Description of a Mechanism”

· Benefits from visual aids
· Introduction (General Description)

· Technical Definition (context, term, category, distinguishing feature)

· Ex. A wrench is a tool used for tightening bolts

· Purpose

· Function

· Operation

· Major Components
· Body (Component Breakdown)

· Describes each part individually, and in detail.  For each part, one paragraph should be dedicated to:

· Function

· Placement in regards to the other parts

· Colour, texture, shape, and material

· Mechanism in operation, as each piece should transition to the next in terms of what happens
· Conclusion
· Summarizes the mechanism’s function and major steps of its operation.

· Usually repeats introduction, but with some extra detail from body thrown in.


· Letters (Transmittal, Memo)
· Memo

To: Reader's Name/Job Title

From: Your Name/Job Title

Date: Complete Current Date

Subject:  What Memo is about


Body

Action Opening (engage reader, most important info with details of 5WH happening after)

Background Context

Relevant Details

Action Closing (usually a closing statement or valediction)

· Transmittal (Cover Letter)
 Your Name

Your Title/Position in Company
 Your Address
 Date

 Their Name
 Their Title/Position in Company
 Their Address

 Dear ___
 Statement of reason for writing 

Detailed reasons for writing

Request for action (If the person wishes to discuss more, where to contact you)

 Sign-off phrase/sentence
 Your Signature
 Your Contact Details.
· CMAPP Analysis (Breaking a Text Down)
· Context

· The situation, what is happening that is the reason behind this piece of writing?

· Similar to an introduction

· Message

· Overview of the situation

· Facts, issues, questions

· Significant details

· Usually the summary, or body, of a report

· Audience

· Person/Group

· Why are these people/groups being addressed, and what impact do they have?

· Purpose

· Motives, reasons, and expectations of the communicator

· Why did they write this?  In terms of a feasibility report, what do they think of the proposed solutions?  What is their recommendation?

· Product

· Physical form of the communication

· Memo, description, instruction, etc.

· Function 

· How does the product fit with the CMAP?
· Feasibility Report

· Determine the feasibility of solving a problem in a particular way, or recommend which of the several options for solving  a problem is the best approach

· Work best in recommendation reports, short reports, field reports

· In terms of proposal, can be seen as

· Introduction

· Statement of Problem

· Solution Criteria

· Describe a problem from a neutral point of view, and objectively evaluate solutions
· Introduction
· What is the purpose?

· What is the problem that needs to be solved?

· What are the alternatives and their criteria?
· Discussion  - For Each Criterion (Repeat as Needed)

· Explanation

· Define criteria

· Cost, impact,  efficiency, performance, reliability, ease of use, availability of materials

· Why was it selected, how will it be used

· Is it particularly important?

· How will this criterion be evaluated/measured?

· Findings

· What are the findings (data) of the criterion?

· Interpretation

· What is the interpretation of the data for this solution criterion, relative to each alternative solution?

· Conclusion

· What are the data and interpretations? (Summary)

· What is the conclusion based on the data and interpretations? (conclusion)

· What are the recommended solutions based on the conclusion? (recommendation)
· Rhetorical Analysis  (Aristotle's Method)
· Examines how a speech/text/film persuades it's audience
· Introduction
· Who produced it?

· Who is their target audience?

· What is their agenda/purpose?
· Body
· List their argument’s major points, and break down the method used

· For each point the writer makes (one paragraph per point), include the relevant data included.

· For each point, how does the writer try to persuade the audience?

· Logos?

· Logic, reasoning, evidence.  Data heavy (statistics, results, charts)
·  Pathos?  

· Relies on the audience's empathy, or in evoking an emotional response

· Ethos?

· Brings the ethics and credibility of the writer.  Usually references to past works or accomplishments
· Conclusion 
· Was the writer successful in his use of logos, ethos, and pathos?  How, and why?
· Toulmin Model of Argument
· Less important, is included for sake of completion

· Best used for analyzing an argument one is reading

· Is not just about quality and content of argument, but about the rhetorical strategy

· Data (Warrant, backing) -> Qualifications (rebuttal) -> Claims

· A good argument consists of 6 points, typically presented in this way:

· Claim

· A statement that something is so

· Data

· The backing for a claim

· Warrant

· The link between the claim and the grounds for it

· Backing

· The support for the warrant

· Modality

· A degree of certainty employed in offering the argument (qualification)

· Rebuttal

· Exceptions to the initial claim

· Instruction Sheet
· Process Description vs Instructions

· Describing to a medical student what happens when an inflamed appendix is removed 

· Describing to a surgical resident, hovering over a patient with scalpel in hand, how to remove an inflamed appendix.

· Process descriptions work like a mechanical description, except that the focus is less on the physical attributes and more on the function, and how the parts work together.

· Instructions /manuals come in many different flavours: 

· Assembly Manuals

· Construction, alignment, calibration, testing, or adjusting a mechanism

· Owner's Manuals

· Use of a mechanism, routine maintenance, and basic operation

· Operator's Manuals

· use of mechanism, and very minor maintenance

· Service Manuals

· Routine maintenance of a mechanism, including troubleshooting, testing, repairing or replacing defective parts

· Technical Manuals

· Parts specifications, operation, calibration, alignment, diagnosis, and assembly
· Instructions Outline
· Introduction

· Define overall process

· Describe its purpose

· Explain any needed theory or principles

· List the steps

· Discussion (For each step listed above)

· Define the step

· Describe generally what happens in this step

· Provided important information specific to this step, such as dangers and cautions, or required equipment and tools

· Provide specific directions for execution

· Describe result that should occur

· Transition to next step

· Conclusions


· Briefly summarize the steps of the process

· Tell the reader where they can find additional information (if applicable)
· Abstracts
· Come in descriptive and informative flavours

· Descriptive

· Usually 50 words

· Summarizes structure of report, but not its substance

· Basically presents the table of contents in paragraph form

· Refers to the title and the author

· Informative

· Typically  100 – 250 words

· Summarizes the substance of your report, not just structure

· Provides a condensed discussion of the important points

· Doesn't need title or author, since it is usually included in a report of some kind

· Usually answers the questions:

· Why did you do this study?

· What did you do, and how?

· What did you find?

· What do your findings mean?
· Executive Summaries
· Often used as a substitute for a full report/proposal

· A one page statement of (In Terms of Proposal):

· The problem (urbanization of Montreal)

· The Purpose of the communication (Green Roofs help remedy the effects)

· The Results (case studies and research), the conclusions, and the recommendations

· Consider CMAPP when writing an executive summary!
· Press Releases
· Toulmin is best used here

· Resemble short stories, and are a summary of science news.

· Like news pieces, press releases  follow an “inverted pyramid” structure

· Most Important information within the first sentence, summarizing the report (5WH)

· Additional information (context, quotes, definitions, etc)

· For further info... (contacts, etc)

· Basic Structure

· Headline:  Title of story, make it as catchy as possible.  PUNS EVERYWHERE.

· First paragraph:  The lede, follows journalistic W's and H.  Must explain reason behind the press release

· Second (and Third) Paragraph: Secondary information, quotes

· Final paragraph: Should quote something witty or provocative, summarize breakthroughs, or sketch future developments
· Research methods
· Google Books, previews pages of books

· Google Scholar, quality information from scholarly sources.  However, requires knowledge of subject terminology for effective searches.  Scholar preferences for maximum functionality.  Use links from the library for greater access.
· When looking for books, one can use

· CLUE, a library catalogue

· Google Books

· Knovel, a website for locating reference sources with technical data (ideal for engineers)

· Concordia 's Library  website has:

· Encyclopedia's and handbooks which are accessible online

· Technical reports, standards, patents, and theses

· Articles from trade magazines, and research journals
