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Course Objectives 
To expose the students to:  
 features of technical communication 
 types of professional correspondence 
 techniques of report writing 
 basics of manual writing 
 aspects of data transfer and presentations. 

 
Course Outcome 
On successful completion of the course, the students would be able to handle technical 
communication effectively, having acquired adequate skills of technical writing and 
technical presentations.   
 

 
UNIT I 
Definition and Features of Technical Communication 

 Definition and features of technical communication (precision, relevance, 
format, style, use of visual aids)  

 Differences between general writing and technical writing  
 Types of technical communication (oral and written) 

 
UNIT II 
Technical Writing-I (Official Correspondence) 

 Emails 
 IOM 
 Business letters 
 Business proposals 

 
UNIT III 
Technical Writing- II (Reports) 

 Types of technical reports 
 Feasibility report 
 Project report 
 Evaluation report 

 
UNIT IV 
Technical Writing- III (Manuals) 

 Types of manuals 
 User manual 
 Product manual 
 Operations manual  



 
UNIT V 
Information Transfer and Presentations 

 Non-verbal (bar diagram, flow chart, pie chart, tree diagram) to verbal 
(writing) 

 Verbal (written) to non-verbal  
 Important aspects of oral and visual presentations 
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