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But firsté

A valuable message about safetyé
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Secondlyé

Some house keeping
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Progress Reviews

ÅCurrently underwayé two days to go

ÅThere has been PAIN, as promised

ïShow up prepared

ïShow up with evidence

ïShow up coherent

ÅMost groups have survived so far

ïBut not everybodyé
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Calendar at a glance
Week Dates Lecture Reviews Demos Assessment submissions

1 25/2 ï1/3 Introduction

2 4/3 ï8/3 Principles of Mechatronic

Systems design

Problem analysis

3 11/3 ï15/3 Previousyears 

deconstruction case studies

4 18/3 ï22/3 Professional Engineering 

Topics

Progress review1

5 25/3 ï29/3 PCB design tips

6 1/4 ï5/4 Your soldering is (probably) 

terrible

7 8/4 ï12/4 Introduction to firmware 

design

Progress seminar 25% demo

8 15/4 ï19/4

Break 22/4 ï26/4

9 29/4 ï3/5 50% demo

10 6/5 ï10/5 No lecture Progress review

11 13/5 ï17/5 75% demo Preliminary report

12 20/5 ï24/5 Monday lecture!!

13 27/5 ï31/5 Closing lecture Final testing Final report and 

reflection

You are 
here

Q and A sessions

Q and A sessions

Q and A sessions
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Lab access

ÅSome people still donôt have lab access

ïPro tip: If your swipe card doesnôt work, you 

shouldnôt be in thereé

ÅIf your card doesnôt work, check with 

Jonathan Read: j.read2@uq.edu.au

ïHe will let you know what induction tasks you 

have still outstanding

ÅPlease note, I have no control over lab 

access, except to have it revoked
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FAQ Roundup

Å None for now
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Back to professional engineeringé

Professional Engineering Topics

Snuh?
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Where does the time go?

Design

Analysis

Meetings

E-mail

Admin

Report writing

Student Expectation of an Engineerôs Time
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Where does the time go?

Report 

writing

Design Analysis

Meetings

E-mail

Admin

Actual Engineerôs Time
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Where does the time go?

Communication

Actual 

engineering

Admin

Actual Engineerôs Time
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Terrible lies

I called it ñProfessional Engineering Topicsò, 

but this lecture is really about communication
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Terrible lies

Today:

ÅAppropriate language

ÅReport writing

ÅE-mail

ÅMeetings

ÅPresentations

ÅPaulineôs crepuscular ramblings
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Disclaimer

ÅThe following ideas and methods are 

examples and suggestions only

ÅDo not slavishly adhere to these principles 

to the detriment of clarity

ïApply only when it is appropriate/needed

ïUse your common sense



19 March 2019

17

METR4810 ïMechatronics Team Project 2 Pauline Pounds

Communication

ÅThere is no point in doing good work if you 

cannot effectively tell other people about it

ÅCommunication takes many forms:

ïReports

ïBriefs

ïE-mail

ïPresentations

ïMeetings

ïScientific papers

ïPublished books

ïMany, many moreé

Most of these use language: text or spoken word
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A brief detour into ñregisterò

ÅNot all language is created equal

ïDifferent words/phrases depending on context

ÅRegister: formal versus informal language

ïñHi.ò ïinformal, cordial greeting

ïñHello.ò ïsemi-formal, friendly greeting

ïñGood evening.ò ïformal, polite greeting

ïñDude!ò ïvery informal, trapped-in-the-1980s
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Informal register

ÅEveryday colloquial language you might 

use with your friends and family

ïContractions, neologisms, etc. more acceptable

ïSlang is a gray-area and depends on audience

ïSlightly more accepting of spelling errors     

(but still no excuse to be sloppy or lazy)

Even informal register has rules: shibboleths
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Semi-formal register

ÅStandard English

ïCorrect spelling, punctuation, grammar

ïConcisely written to a high level of polish, only 

occasional colloquialism for effect

ïDifferent cadence from spoken language.

ïFormalised words rather than colloquialisms:

ñChildò not ñkidò

ñWhyò not ñhow comeò

ñCannotò not ñCanôtò
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Formal register

ÅStandard English

ïFlawless writing and construction

ïConcisely written to a very high level of polish; 

no contractions, no colloqialisms

ïEven a few small errors undermines the 

objective of your writing ïpeople notice.

ïGenerally use óthird person passiveô voice: 

focus on the action rather than the actor

ñIt was doneò rather than ñWe did itò
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Appropriate language

ÅIn professional contexts, language tends to 

be more formal than social contexts

ÅDepends on both audience and context

ïA sales pitch for your client is more formal than 

a letter to your friend!

ÅThink clearly about who is going to read 

your report and how to address them

ïNo one will forgive if you get it very wrong
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Convenient reference chart
Your CEO, 

clients, 

shareholders 

Your boss, 

your workers

Co-workers, 

colleagues

Your friends

Important meetings, 

official reports, 

quotes, proposals

Most formal Formal Formal to 

semi-formal

Semi-formal

Larger meetings,

internal reports, 

email exchanges

Formal Formal to 

semi-formal

Semi-formal Informal

Small meetings, 

short notes, briefs

Formal Semi-formal Semi-formal 

to informal

Informal

business lunches, 

social meetings, 

mixers

Formal to 

semi-formal

Semi-formal 

to informal

Informal Most

informal
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Reports

Some brief words on report writing
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Reports

ÅReports present work done, its results, an 

analysis, and reasoned conclusions drawn

ÅThe vast majority of your working life will 

consist of writing reports about things

Sadly, I am not joking about this.
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Reports

ÅThe goal of reports is to convince someone 

of something, using evidence and reason

ïñThis is why the aeroplane brokeò

ïñWhy we should buy this killbot instead of that 

other oneò

ïñHow I built my contraption, and whyò

ÅDifferent from a proposal, brief or datasheet

ïFocus on process and outcomes

ïNot a reference guide or user manual
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Annotated MEA writing guide

ÅLydia has graciously 

given us access to her 

Annotated MEA 

Report Writing Guide

ÅLots of excellent tips!
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Know your audience

ÅDetermine who you are writing for and 

what they expect to get from your report

ïWhere will your report appear?

ïWho will read it?

ïWhat background do they have?

ïWhat extra background do they need?

ïWhat is the appropriate register?
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Report structure

ÅThere is some variety to the structure of 

reports, but most share common sections:

ïAbstract

ïIntroduction

ïBackground

ïLiterature review

ïNomenclature

Letôs go through the most important ones

ïBody/results/discussion

ïConclusion

ïAppendices

ïBibliography
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Abstracts

ÅAbstracts are thehardest things to write

ïAbsolute clarity and conciseness

ïMust describe the reportôs contents without just 

being a list ïmeaningful digestion of import

ïNormally written after the rest of the report

ÅMini thesis in its own right:

ïWhat was done

ïWhy is it important?

ïWhat were your key findings?
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Introduction

ÅPrepare the reader for what is to come

ïEase them into reading your work ïprovide 

scope, context and orientation

ïGive them necessary background knowledge, 

but donôt tell them what they already know

ïGet the reader interested

ÅMake a strong first impression

ïA terrible introduction will turn the reader 

against you and itôs hard to get the back!
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Introduction

ÅThings you might see in an introduction

ïBackground ïuseful relevant information

ïLiterature review ïrelevant previous work

Not the same as background!

ïGoal or objective statement (e.g. specifications)

ïStatement of thesis (i.e. the case to be argued)

ïOutline of general concepts or approach

ïRoad map ïa brief synopsis of contents

ñIn this reporté In section 1é Section 2 showséò
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Background

ÅCan be part of the introduction, or broken 

out into its own section (if large)

ÅGoal is to be informativefor context

ïPreparatory ïbring the reader up to speed with 

things an informed reader is expected to know

ïNot the place to introduce specific facts (e.g. 

specific density of a material) unless germane

ïGenerally does not include analysis beyond the 

most basic back-of-the-envelope kind
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Literature review

ÅLit review is a survey of published material 

or works on the topic of the report

ïProvides facts that support your argument

ïProves you did your homework

ÅBe choosey

ïNot just a grab-bag of vaguely related stuff

ïCite works that informed your approach, show 

alternative approaches, or provide useful info
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Body

ÅWhere all the action happens!

ïHere you demonstrate your thesis

ÅConstruct a narrative driven by results

ïFocus on what worked, and why it worked

ïDo not make a travelogue!

E.g. ñFirst I did A, and that didnôt work, so then 

I did B and that didnôt work either, so thenéò

vs ñOur approach was Z.  We also considered A 

through Y, but Z was superior becauseéò
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Body

ÅMake sections manageable and coherent

ïAvoid long paragraphs and run-on sentences;

break chunks down into little chunks

ïGive each paragraph internal structure and 

direction: Topic sentence, supporting 

statements, conclusion, as required

ÅEvery section must help convey your point

ïIf a paragraph, sentence or word does not have 

a clear and justifiable purpose, kill it.
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Body

ÅReports should function as a single cohesive 

machine, with many parts working together

ïEach paragraph performs a specific task

ïEach paragraph flows logically into the next

ïConnect sections by bridging; ómid-troductionô

ïWhen youôre doing it right, you wonôt even 

notice the parts of the machine
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Conclusion

ÅCollates and integrates the arguments and 

supporting evidence into a concise coda

ïRelates the outcomes and findings to the stated 

purpose/goal of the report

ÅA conclusion must be summative

ïOrderly and structured; unify preceding work

ïNever introduces new information

ïNot just a restatement of stuff you wrote!
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Other sections

Nomenclature, appendices and bibliographies 

each have their own (much simpler) rules

I wonôt go through them here
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So many things!

How can we handle the complexity 

of writing a large report?
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Scaffolding

ÅDesign your report: make a plan!

ïDonôt just jump in and flail around

ÅUse a óscaffoldô or óskeletonô

ïSet out your key topics to be covered

ïOrder them logically

ïEach should transition to the next smoothly

ÅOnce you have the global structure down, 

you can flesh out sections within context
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Scaffolding

E.g.
Report slides

> Remind about appropriate language

> Structure of a report

> High - level concepts - scaffolding

> What each bit does

> Abstract, intro, body, conclusion, etc.

> Common errors and tips

> Narrative structure, rubric abuse, etc.

> Well - oiled machine



19 March 2019

43

METR4810 ïMechatronics Team Project 2 Pauline Pounds

Report tips

There are hundreds of tips and 

tricks to writing effect reports

Here are but a few
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Report tips

ÅPresentation counts

ïThe first impression your document makes!

ïDonôt be messy or careless in your layout

ïNeat type-setting and clean formatting go a 

long way to getting your reader on-side

ÅAvoid flashy graphics, border art, headings

ïVisually distracting; diverts time from polish

ïToo fancy can make a reader suspicious

ñA well-dressed engineer has no credibilityò ïDilbert
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Report tips

ÅSize your literature review appropriately

ïToo few citations looks like lazy ignorance

ïToo many looks like lazy uncritical whitewash

ïOnly as many as needed to show what you must

ÅNever,ever use citation of Wikipedia

ïYou will look like a complete ignoramus and  

no one will ever respect you ever again

ïIf needed, use the reference from the wiki article
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Report tips

ÅConsider how your work breaks down 

logically and build sections around that

ïE.g. electronics, mechanics and code?

ïE.g. sensing, movement and gameplay?

ÅDonôt just use marking rubric headings to 

structure your report

ïLike putting a chicken, a pot and a pie in the 

oven and expecting to get chicken-pot-pie.

ïñOkò for rookies, but you should know better!
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Persuasive writing

While weôre in the neighbourhood, here 

are some brief tips on persuasive writing
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Persuasive writing

ÅReports are a form of persuasive writing

ïLead your reader by the hand, through a 

logically progressing train of thought

ïA well-led reader will nod as they read until 

they reach the conclusion you intend

ÅThe chain of logical reasoning must be 

unbroken from beginning to end

ïA reader whose train of thought regularly  

jumps the tracks will become frustrated!
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Persuasive writing

ÅSeduce the reader with careful writing

ïUse affirming constructs in subsequent sentences

ñStatement. Supporting evidence. Conclusion.ò

ïUse ówaterslide clausesô where one idea flows 

from the next: ñStatement; conclusion.ò

e.g. ñGround effect acts as stiffness in a second-

order system; the natural vertical dynamics are 

stable.ò
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Persuasive writing

ÅConcept of óflowô ïflow is all important!

ïSmooth passage through the text in the mind

ïUse proximal demonstrative deictic words (this, 

that, those) to maintain topicality

ïAvoid interrupting the flow by non sequiters, 

odd phraseology, repetitious words, typos or 

bad formatting

ñNothing must come as a surprise to the readerò
ïUC Academic Skills guide
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Persuasive writing

ñOmit unnecessary words.ò

ïWilliam Strunk, Jr

William StrunkJr. [Cornell]
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The paradox of length

« Je nôai fait celle-ci plus longue que parce que je 

nôai pas eu le loisir de la faire plus courte. »

ïBlaise Pascal

Blaise Pascal [Unknown]
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E-mail

Some brief words on writing e-mails
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E-mail

ÅProbably the most common (and underrated) 

professional communication you will make

ïLargely replaced the Business Letter

ÅOne-to-one, or one-to-many communication

ïDirectly linked toYOU as an individual!

ÅCan make a very strong impact on how 

people perceive you as a professional

ïFirst impressions count
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E-mail

ÅComposing a professional e-mail is just like 

writing a formal business letter

ïYouôve all written formal letters, right?

ïé

ïAlright then.

ÅHow do you write a business letter?
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Formal letter

A general template:

ïAddress block

ïAddressee block

ïSalutation

ïBody

ïValediction

ïYour signature

ïYour name
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Formal letter

A general template:

ïAddress block

ïAddressee block

ïSalutation

ïBody

ïValediction

ïYour signature

ïYour name
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Formal letter

Body format

ïIntroduction

ïStatement of intent

ïLetter matter

ïCoda


