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Keep it as simple as 
possible, yet no simpler.

Albert Einstein

Writing Component 
of ECE 3534

http://writing.eng.vt.edu/ece3534/

In this course, you have two writing tasks, 
which constitute 15% of the total course grade

1. Lab Report 2 (7.5%)
Format specified
Outline supplied

2. Lab Report 3 or 4 (7.5%)
Format specified
Outline supplied
Illustrations collaborative
Language individual
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The reports have a specific audience, purpose, 
and occasion

Audience technical
manager

Occasion see writing
web page

Purpose inform and
persuade
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The writing lectures present ways to avoid 
the most common errors of style and form

Structure
Outline questions not addressed
Depth lacking
Section transitions abrupt 

Language
Not targeting audience 
Ambiguity
Needless complexity
Improper  tone
Discontinuity
Stagnant sentence rhythms

Form
Format not followed
Major error (RO, Frag)
Grammar error
Punctuation error
Usage error

Illustration
Illustration not introduced
Illustration misplaced
Illustration not captioned
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For the reports, you are to use a format and 
organization given on downloadable outlines       

Your manager has 
given you sentences

To hide comments, 
click on “Markup”

Use them

Look under “View”
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For the proper depth, the text portion of the report      
should be between 5-6 pages 

The text goes from the introduction 
to the conclusions

This page limit includes figures and 
tables on those pages

The text does not include the front 
matter or the appendices 
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Date: Date of Memo
To: Recipient's Name
From: Your Name Initials

Subject: Title of Report

Date: Date of Memo
To: Recipient's Name
From: Your Name Initials

Subject: Title of Report
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You should smooth the transitions
into sections and subsections

Heading

Introduction
The lab was divided into two parts.

Introduction
This report presents a microprocessor 

design that connected the 68HC11 micro-
controller to three different hardware 
components...
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The summary should orient the audience and 
provide key results 
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Summary

This paper describes a new inertial navigation system that 

will increase the mapping accuracy of oil wells by a factor of 

ten.  The new system uses three-axis navigation that protects 

sensors from high-spin rates.  The system also processes its 

information by Kalman filtering (a statistical sampling 

technique) in an on-site computer.  Test results show the three-

dimensional location accuracy is within 0.1 meters for every 100

meters of well depth, an accuracy ten times greater than 

conventional systems.
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Each citation at the end of the report should 
refer to a reference listing in the text

Introduction

[Spasov, 2002]
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*Data on Neptune not available

Table 1. Physical characteristics of planets [Handbook, 1969].

Planet Diameter (km) Year (earth days)

Mercury 5,100 88

Venus 12,600 225

Earth 12,800 365

Mars 6,900 687

Jupiter 143,600 4,333

Saturn 120,600 10,759

Uranus 53,400 30,686

Pluto 12,700 90,885

Illustrations consist of tables and figures



L1 S11

L1 S12

0

0.5

1

1.5

2

2.5

3

0 500 1000 1500 2000 2500 3000 3500

Flow Rate  of Air (cfm)

St
at

ic
 P

re
ss

ur
e 

R
is

e 
(in

H
2O

)

Load Curve Vanes 100% Open

Vanes 75% Open Vanes 65% Open

Vanes 50% Open Vanes 25% Open

Figure 1. Static pressure versus flow rate for five 
settings on the inlet guide vanes. The circles show 
where the fan would operate for each setting.

Illustrations consists of tables and figures
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In formal documents, an illustration appears 
after the paragraph that introduces it

Figure 1. Simplified schematic of hardware.

..., as shown in Figure 1 below.

Port B

Port A

Hex Display
(TIL311)

PB0-PB3

PA0-PA2 DIP
Switches

HC11

Figure 1. Simplified schematic of hardware.

..., as shown in Figure 1.
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An equation is part of the sentence 
that introduces it

The goal of the project  was to find the 
strain on the rim of an aluminum can. This strain, 
�H, was found from equation 1:

where �Vis the stress estimated by the computer 
code, and E is the modulus of elasticity. 

�H =
�V

E
(1),
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A run-on (RO) is the incorrect joining of two 
sentences with a comma

Rubidium is more common in the earth than zinc, 
copper, or nickel, however , rubidium has no major 
uses.

Rubidium is more common in the earth than zinc, 
copper, or nickel. However, rubidium has no major uses.

Rubidium is more common in the earth than zinc, 
copper, or nickel; however, rubidium has no major uses.

Although rubidium is more common in the earth than 
zinc, copper, or nickel, rubidium has no major uses.

Correction:
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