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Rationale:
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An engineer needs effective communication 
skills in order to inform and persuade others, 
and to record progress and results of her or 
his work  
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his work. 

Normal business documents plus, clear and 
correct technical reports, drawings, diagrams, 

Sbruneau @ mun.ca
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graphs, letters, memos, texts, emails and 
other. Writing and speaking effectively is 
critical to all transactions – engineers have a 
duty to do this well enough to be public 

Engineering 
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authorities and to be relied upon in the court 
of law. 
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I’ve heard this is good
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Dale Breckenridge Carnegie (originally Carnagey until
1922 and possibly somewhat later) (November 24, 1888 –
November 1, 1955) was an American writer and lecturer
and the developer of famous courses in self-
improvement, salesmanship, corporate training, public

ki d i t l kill B i t
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speaking and interpersonal skills. Born in poverty on a
farm in Missouri, he was the author of How to Win
Friends and Influence People, first published in 1936, a
massive bestseller that remains popular today. He also
wrote a biography of Abraham Lincoln, titled Lincoln the
Unknown, as well as several other books.
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I’m trying to avoid this
Carnegie was an early proponent of what is now called
responsibility assumption, although this only appears
minutely in his written work. One of the core ideas in his
books is that it is possible to change other people's
behavior by changing one's reaction to them.
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Engineering Communications Five Main Sections

1. Technical Documents
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Describes what kinds of documents engineers typically 
prepare and how to do so in a professional manner 

2. Presentations 
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Give effective presentations - the type you’d like to 
listen to yourself!

3 Technical Writing Basics Sbruneau @ mun.ca
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3. Technical Writing Basics 
Does this sound familiar? “ I hate English, I’m excellent 

in math, my teacher told me I’d do real good in 
engineering . . ” Well this section describes what you Engineering 

TEXT REF. 

engineering . .  Well this section describes what you 
missed.

4. Formal Technical Reports
The most common and important engineering document 

Communications 
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The most common and important engineering document 
– it is critical to the engineering practice.

5. Report Graphics 
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Principles for creating good graphics and their rules for 
use in documents.
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Section 1 Technical Documents 
Covered here:
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Covered here:

1. Letter

2. Memorandum (memo)
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3. Email

4. Internet Posting
Sbruneau @ mun.ca

TOPIC 5. Specification Document (specs)

6. Bids and ProposalsEngineering 
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Communications 

Text “Intro 
to Prof. 

FILES

DESPRO_1.ppt

to Prof. 
Engin. In 
Canada 3rd

ed.” Ch 6-9

WEB
www.engr.mun.ca/~

sbruneau/project/

pp

DESPRO_1.pdf



Letters

Letters are used to communicate with people outside
f th  h l    g i ti  f th  d  
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of the school, company or organization of the sender. 

(When I get a formal letter from inside my 
organization it is usually really great news, or, very 
bad. If you get a formal letter from your parents, 
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y g y p ,
your principal, the courthouse, or your spouse – it is 
probably extremely bad news. . . ) 

The most important part of a technical letter is the 
requirement for clarity and objectivitySbruneau @ mun.ca
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requirement for clarity and objectivity.

SEBNOTE   OBJECTIVITYEngineering 

TEXT REF. 

SEBNOTE . . OBJECTIVITY

Objectivity is a significant principle of journalistic 
professionalism  Journalistic objectivity can refer to 

Communications 

Text “Intro 
to Prof. 
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professionalism. Journalistic objectivity can refer to 
fairness, disinterestedness, factuality, and 
nonpartisanship, but most often encompasses all of these 
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qualities. Advocacy journalism is one alternative to 
objective journalism.
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A typical letter has eight basic parts:

1. Letterhead from your organization 
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including return address

2. Date that the letter was signed

3. Address of the recipient
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4. Subject line

5. Salutation

6 Body  (begin with intro explaining Sbruneau @ mun.ca

TOPIC

6. Body  (begin with intro explaining 
the purpose of the letter, end 
with closing statement of follow-
up actions desired or planned)

l l
Engineering 

TEXT REF. 

7. Complimentary closing

8. Signature of sender with printed 
name and title.

f h   i l d d h   

Communications 

Text “Intro 
to Prof. 

FILES

If attachments are included then a 
note is made at the bottom of the 
page.

If the letter is copied to others then Make sure to give the date as shown in DESPRO_1.ppt
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Engin. In 
Canada 3rd

ed.” Ch 6-9
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www.engr.mun.ca/~

sbruneau/project/

If the letter is copied to others then 
it is noted on the letter as having 
been “carbon copied” (cc) to . . . 

the sample above – it is often ambiguous 
when abbreviated dates are given like: 
01/12/2009 .  . . this bugs me.
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Memoranda (Memos) 
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memorandum or memo is a note or communication 
that aids the memory by recording events or observations on 

INSTRUCTOR

ENGI 8700
DESIGN PROJECT

Dr. Steve Bruneau  
EN.4013
Ph 737-2119 
Sbruneau @ mun ca

that aids the memory by recording events or observations on 
a topic, such as may be used in a business office. The plural 
form is either memoranda or memorandums. A memorandum 
may have any format, or it may have a format specific to an Sbruneau @ mun.ca

TOPIC

may have any format, or it may have a format specific to an 
office or institution.

In law specifically, a memorandum is a record of the terms of 
a transaction or contract  such as a memorandum of 

Engineering 
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a transaction or contract, such as a memorandum of 
understanding, memorandum of agreement, or memorandum 
of association.
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written to inform the reader but to protect the writer".
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Memoranda (Memos) 
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Example given here:

1. Heading “Memo” or 
“M d ”Sbruneau @ mun.ca

TOPIC
“Memorandum”

2. “To” line

3 “From” line
Engineering 

TEXT REF. 

3. From  line

4. “Copies” line

5 Date line
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Email 
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Electronic mail, often abbreviated to e-mail, email or eMail, is any method 
of creating, transmitting, or storing primarily text-based human 
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communications with digital communications systems. Historically, a 
variety of electronic mail system designs evolved that were often 
incompatible or not interoperable. With the proliferation of the Internet
since the early 1980s, however, the standardization efforts of Internet 

hit t  d d i  l ti   i l  t d d b d  th  Sbruneau @ mun.ca
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architects succeeded in promulgating a single standard based on the 
Simple Mail Transfer Protocol (SMTP), first published as Internet Standard 
10 (RFC 821) in 1982.

Modern e-mail systems are based on a store-and-forward model in which e-Engineering 

TEXT REF. 

y
mail computer server systems, accept, forward, or store messages on 
behalf of users, who only connect to the e-mail infrastructure with their 
personal computer or other network-enabled device for the duration of 
message transmission or retrieval to or from their designated server. 

Communications 

Text “Intro 
to Prof. 

FILES

g g
Rarely is e-mail transmitted directly from one user's device to another's.

While, originally, e-mail consisted only of text messages composed in the ASCII
character set, virtually any media format can be sent today, including 
attachments of a dio and video clips
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Steve Bruneau’s personal advice on email:
Use proper grammar and spelling – internet abbreviations are mostly shallow and 

i l  if  t  t  b   BFF th  d ’t b   l  d b d 
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meaningless - if you want someone to be your BFF then don’t be so lazy and bored 
that you cant be bothered to even type it out! 

Include full name and contact info – preferably in a signature set so you don’t have to 
bother with it every time. Send a message to yourself to make sure it looks right .
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Avoid bouncing smiley faces and frivolous trimmings that will probably clog up the 
message and arrive as viral-looking, irritating attachments

Be clearly polite and include salutations fore and aftSbruneau @ mun.ca
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a y p a d d a a a d a

ALWAYS assume that your adversaries will get and read the message.

Never send critical, disagreeable or angry messages, at least until you have 
read it  waited a day  re-read it and reconsidered  Engineering 

TEXT REF. 

read it, waited a day, re-read it and reconsidered. 

Don’t just send a message because

“ they had it coming . .”   or,

f

Communications 
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“I’m sick and tired of . .”   because 

“ Those bastards . . .” you refer to - they’ll get it – somehow, they’ll end up with it. 

I always ask the golden e-rul:DESPRO_1.ppt
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Canada 3rd
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“ what is the desired outcome of this message and is this message the 
best way of obtaining that desired outcome?”
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Text messaging – ditto  
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Internet postings:
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Specifications (document)
A specification document is basically a list of criteria or tests 
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A specification document is basically a list of criteria or tests 
that determine the characteristics required of a desired product 
or process. The “spec” contains the criteria that the desired 
product or service must satisfy, and form part of a contract 
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p y, p
between the client and the provider. Often the “spec” may 
contain increasingly detailed information as one proceeds to 
smaller components and sub-components within a system and 

Sbruneau @ mun.ca

TOPIC thus the document can be quite lengthy. A spec usually 
contains:

1 Introduction and scope – general purpose of the product or Engineering 

TEXT REF. 

1 Introduction and scope general purpose of the product or 
service required 

2 List of requirements – that must be satisfied sometimes with 
the procedures to be used to test whether the requirement is 

Communications 

Text “Intro 
to Prof. 

FILES

the procedures to be used to test whether the requirement is 
satisfied.
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Bids and Proposals
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We will follow the Canadian 
Engineering Textbook here but note Sbruneau @ mun.ca

TOPIC

g g
that there are many on-line 
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identified here for the University of Engineering 

TEXT REF. 

Sussex in the UK Communications 

Text “Intro 
to Prof. 

FILES

DESPRO_2.ppt

to Prof. 
Engin. In 
Canada 3rd

ed.” Ch 6-9

WEB
www.engr.mun.ca/~

sbruneau/project/

pp

DESPRO_2.pdf



Reports – components of the writing
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Fairly Obvious but important to mention because 
sometimes reports blur the boundaries and they 
shouldn’t. The idea is to make it as easy as 
possible for the reader to understand 
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possible for the reader to understand 

1. Introduction – at the end of it state where you 
are.

2 Content– at the end of it state where you areDESPRO_2.ppt
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2. Content at the end of it state where you are.

3. Conclusions
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Reports – physical parts
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Reports
Lab reports written according to the principles 
f th  i tifi  th d  f ll
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of the scientific method as follows
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Report – Other report types
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Engineering Communication

Finding Information
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Finding Information

1. Libraries - Books, periodicals, journals, reports

2 Manufacturers – point of source
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2. Manufacturers – point of source

3. Vendors – distributors, wholesale, retail

4. Standards - CSASbruneau @ mun.ca
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4. Standards CSA

5. Patents - CIPO

6. Reference books - engineering handbooksEngineering 

TEXT REF. 

7. Internet – precautions required but rich for sure

Get organized, be disciplined, classify various info and 
 d k  k
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resources and keep track
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Presentations
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Text lists these essentials

1. Identify your audience
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2. Identify your message

3. Repeat three times
Sbruneau @ mun.ca
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4. Vary your presentation

5. Present Professionally

6 U  i l id
Engineering 

TEXT REF. 

6. Use visual aids

7. Prepare handouts

8 Practice
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8. Practice

9. Don’t present too much
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Presentations
Pointers for Visual Aids

COURSE

ENGI -8700

• Introduce the talk

• Check readability
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• Simplify

• Check math
Sbruneau @ mun.ca

TOPIC • Avoid too many lists

• Create custom diagrams
Engineering 
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Engineering Communication

Warm up for effective communication methods   
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Warm up for effective communication methods . .. 

http://lostintransit.org/archives/000569.html

Text
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http://quamut.com/quamut/how_to_fold_everything

Text and pics

Sbruneau @ mun.ca
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http://www.youtube.com/watch?v=fZKKrUXjzDY

Video visual only

Engineering 

TEXT REF. http://au.lifestyle.yahoo.com/b/better-homes-gardens/6023/how-to-fold-a-t-shirt-in-3-perfect-folds/

Text and pics w/ video link 
Communications 
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FILES http://www.wikihow.com/Fold-a-T-Shirt-in-Two-Seconds

Text pics audio and video 
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Technical writing
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• Clear
Sbruneau @ mun.ca

TOPIC • Coherent
• UnambiguousEngineering 
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Specific hints for better technical writing:

Clarity and brevity communicate information that tells the
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Clarity and brevity – communicate information that tells the 
reader what they should know

Correct terms – avoid jargon and slang – use terms correctly
INSTRUCTOR

ENGI 8700
DESIGN PROJECT

Dr. Steve Bruneau  
EN.4013
Ph 737-2119 
Sbruneau @ mun ca

Correct terms avoid jargon and slang use terms correctly 
define specialized ones if they are to be used.

Specific terms – avoid generalized terms and use specific Sbruneau @ mun.ca

TOPIC

p g p
unambiguous ones. For instance “good” and “pretty good” do 
not communicate specific information “the device met all the 
required performance criteria but failed when exposed to Engineering 

TEXT REF. 

operational loads 10% higher than the design specification”Communications 

Text “Intro 
to Prof. 

FILES

DESPRO_3.ppt

to Prof. 
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Canada 3rd
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Hints for better technical writing (continued)

Spelling and punctuation – required for the                               

COURSE

ENGI -8700

work to be confidence inspiring. 

Tense – Indicates the time of action. The most appropriate for 
t h i l iti t t d t D t f t t
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technical writing are past tense and present. Do not use future tense 
to describe something coming up later in the report. 

Passive and active voice active is emphatic specific and tellsSbruneau @ mun.ca

TOPIC
Passive and active voice – active is emphatic specific and tells 
you more information if it is needed. Use the passive voice if the 
doer is unimportant to the information you are telling.

Engineering 

TEXT REF. 

Person – first (I), second (you) and third, (he, she, it, they...)
Most reports are independent of the observer and therefore should 
be in the third person. Often it is necessary to use first person to 

Communications 

Text “Intro 
to Prof. 
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Punctuation

Period – sentence ending and abbreviations
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Comma – slight pause where independent clauses are joined by 
conjunction.

INSTRUCTOR

ENGI 8700
DESIGN PROJECT

Dr. Steve Bruneau  
EN.4013
Ph 737-2119 
Sbruneau @ mun ca

Semicolon – longer than a comma, shorter than a period

Colon introduces a list as a substitute for “for example” Also usedSbruneau @ mun.ca

TOPIC
Colon – introduces a list as a substitute for for example . Also used 
to introduce a formal statement.

Hyphen – joins adjectives compound nouns and breaks long wordsEngineering 

TEXT REF. 

Hyphen joins adjectives, compound nouns and breaks long words 
when a return in a written line is required
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Punctuation (continued)

Dash – Shows sudden interruption in thought
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Question Mark – full stop at the end of a direct question. Indirect 
questions do not need them “The student asked if he could drop the 

”
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course”

Exclamation point – full stop at the end of sentence expressing 
surprise or strong feeling “Sit down and go back to sleep!” It is rarelySbruneau @ mun.ca

TOPIC
surprise or strong feeling Sit down and go back to sleep!  It is rarely 
used in formal writing.

Apostrophe – two uses – marks possession of something as in;Engineering 

TEXT REF. 

Apostrophe two uses marks possession of something as in; 
The engineer’s ring. Also it replaces dropped letters in abbreviations 
doesn’t it.
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Punctuation (continued)

Quotation marks – enclose direct quotes and sometimes for 

COURSE

ENGI -8700

reference titles.

Brackets – added information for editorial clarity
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Parentheses – enclose ideas of secondary importance – sentence 
must work without the information inside.
Ellipsis used in place of omitted words andSbruneau @ mun.ca
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Ellipsis – used in place of omitted words and . . .
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Parts of speech:

Noun – names things and qualities Proper nouns name 
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people and places and have the first letter capitalized.

Pronoun – takes place of a noun
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Verb – action and state words; run, jump, be

Adjective modifies nounsSbruneau @ mun.ca

TOPIC
Adjective - modifies nouns

Adverb – modifies verbs
Engineering 

TEXT REF. 

Preposition – links things in sentences                                    
– usually nouns and pronouns; in, on, of

Communications 
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to Prof. 
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Writing errors:

Sentence fragments –
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“The explosion was huge. Bits went everywhere.”

D li difi
INSTRUCTOR

ENGI 8700
DESIGN PROJECT

Dr. Steve Bruneau  
EN.4013
Ph 737-2119 
Sbruneau @ mun ca

Dangling modifiers -

“Even though boredom had set in, the prof continued lecturing to 
them”Sbruneau @ mun.ca

TOPIC
them

Comma splices and run-on sentences -
Engineering 

TEXT REF. 

“The exam was quite difficult and a lot of people failed.”
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Writing errors (continued)
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Superfluous commas -

“Perhaps, you fell asleep in class.”
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Subject verb disagreement

“Each student from the civil class were excused”Sbruneau @ mun.ca
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Each student from the civil class were excused

Adverb and adjective confusion
Engineering 

TEXT REF. 

“we’re real close to the midterm break”
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Technical Report Writing
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The most important medium of communication in the 
engineering profession.

My advice:
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y

Use the formal structure as per these notes and chapter 8 in 
the text and treat the physical report as a design challenge.

Sbruneau @ mun.ca
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Though details vary and Engineering 
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Components of a 
formal report: Front cover

Title page

COURSE

ENGI -8700

Letter of transmittal

Abstract

Key words

C t t

Front Matter – numbered with 
lower case roman numerals 
starting at the title page
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Contents

List of figures

List of tables

Li t f b lSbruneau @ mun.ca
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Acknowledgements
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Title page

Letter of transmittal

Abstract

Key words

ep
or

t

COURSE

ENGI -8700

Letter of transmittal

Refer to the report by title
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Identify the circumstances under which the 
report was prepared

Identify the purpose of the report.

Acknowledgements

Summary or executive summary

Introduction

Analysis

Conclusions

Recommendations

om
po

ne
nt

s 
of

Sbruneau @ mun.ca

TOPIC

y p p p

Abstract

C h i    th t h  

References

Bibliography

Appendices

Co

Engineering 

TEXT REF. 

Comprehensive summary so that researchers 
can know what the report is about without 
going inside.

Communications 

Text “Intro 
to Prof. 

FILES

Abstract should be written AFTER the report is 
written

Usually contains report purpose, methods, 

to Prof. 
Engin. In 
Canada 3rd

ed.” Ch 6-9

DESPRO_4.ppt

WEB
www.engr.mun.ca/~

sbruneau/project/

Usually contains report purpose, methods, 
results and conclusions. They are usually not 
required for privately commissioned reports.

pp

DESPRO_4.pdf



Components of a 
formal report:
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research articles, journals conference 
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Table of Contents
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formal report:
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Title page
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distributed throughout the report, and define 
the often-numerous abbreviations, symbols and 
acronyms used throughout.
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The summary is a complete, independent condensation of the 
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report.
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written report
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“A technical report is not a 
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“A technical report is not a 
novel in which the 
conclusions is cleverly 
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Report Body
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intended purpose of the report. Therefore, 
ordered in rank of importance, chronology, 
spatially, cause-and-effect, or problem-
method-solution sequence  Other ordering 
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The mention of a reference within the report text is 
called a citation. Each reference in the list (in the back 
matter) provides the authorship, title, and other 
document details that supports or supplements the 
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pp pp
report. The purposes of citations are:

-To give credit for material quoted or used

References

Bibliography

Appendices

Co

Engineering 

TEXT REF. 

-To give background material the reader is expected to 
know

-To place the report in the context of existing documents
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basis of the evidence and analysis contained in 
the report body. The evidence may be from the 
author’s work, or, from the references cited in 
the work  Every conclusion must be supported by 
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