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Since the first edition of Technical Report Writing Today appeared on instructors’
desks some three decades ago, technical writing has changed dramatically. Yet
with each successive edition, this book has consistently reflected an emphasis
on the last word in its title—today. In every aspect of its up-to-date coverage,
this book focuses on the state of the field right now and the tools technical com-
municators need in today’s workplace. Upon mastering this text’s principles for
effective technical communication and learning the latest approaches and stan-
dards, students using Technical Report Writing Today will succeed not only in
today’s workplace but also in the workplace of tomorrow.

New to the Ninth Edition

The ninth edition of Technical Report Writing Today has been revised—as with
past editions—to incorporate current issues important to teachers and students
of technical communication in the new millennium. Sections on globalization,
ethics, and electronic presentations keep the text abreast of new communica-
tion demands in the workplace. These new features, coupled with the text’s
accessible style and abundance of exercises, will help students prepare for the
communication demands they will face in college and on the job.

New Coverage of Globalization. The globalized world economy requires
students to be able to assess how to interact with audiences across the world. No
longer is the audience for memos and e-mails those people somewhere down
the hall, on another floor, or at another company office within the United
States. Now the audience is likely to be in India or South America. Students
must learn to function effectively in this new situation. The ninth edition in-
corporates in Chapter 1 a lengthy section on globalization and then in many
chapters provides sidebars that relate global issues to the contents of those chap-
ters, for instance, global concerns in relation to Web design.

Expanded Coverage of Ethics. The ethical role of the communicator also
becomes more important in this new communication situation. Thus the book
also includes in Chapter 1 a section on ethics and provides sidebars addressing
ethical concerns throughout the chapters. These sidebars discuss important
concerns such as ethical handling of résumés and e-mail.
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Changes in Overall Structure. The structure of the book has been reduced
from four sections to three: Technical Communication Basics, Technical Com-
munication Applications, and Professional Communication. The book contin-
ues to include appendixes on style and research citations.

The “repertoire” section of the book, Technical Communication Basics, has
been changed to include ten chapters. These chapters are grouped more effec-
tively than in previous editions. The new order is Definition of Technical Com-
munication, Profiling Audiences, The Technical Communication Process,
Technical Communication Style, Researching, Designing Pages, Using Visual
Aids, Summarizing, Defining, and Describing. (Summarizing has been moved
to a more appropriate position with other kinds of basic writing.) Section 2,
Technical Communication Applications, now includes Instructions. Section 3,

‘Professional Communication, now includes Oral Presentations.

Updated Exercises. The exercises have all been categorized to indicate dif-
ferent types of goals for students—you create, you analyze, you revise, and group
exercises. Many of the examples at the end of the chapters have been replaced.
Many exercises have been revised.

Chapter-by-Chapter Changes. Chapters 7 (Using Visual Aids), 14 (Formal
Reports), and 19 (Letters) have remained the same. All other chapters have
been revised, as outlined below:

» Chapter 1, Definition of Technical Communication. Chapter 1
has been expanded. It now includes complete sections on ethics and
globalization. Theoretical sections have been updated to include current
thinking about the role of communication. New exercises and examples
are included.

» Chapter 2, Profiling Audiences. This chapter has been revised to
include current thinking about defining audiences, including an emphasis
on the tasks that audiences must perform after reading and a section on
creating audience profiles. Worksheets have been revised and a section
on meeting “quality benchmarks” has been added.

» Chapter 3, The Technical Communication Process. The description
of the process of creating documents has been updated to include recent
thinking on information design. The key graphic in this chapter now
includes questions based on information design principles.

» Chapter 4, Technical Communication Style. The examples through-
out this chapter have been largely replaced. A brief treatment of “garden
path” sentences has been included. New sample papers are included.

D Chapter 5, Researching. This chapter now includes a focus section on
using keywords and on using Google to research items on the Web.

» Chapter 6, Designing Pages. Chapter 6 has been simplified to make
the rather difficult process of designing pages easier for students to grasp.
In particular, the number of graphics has been reduced, thus giving more
prominence to effective design principles.
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» Chapter 8, Summarizing. A new article, explaining computerized
ordering, is the basis for summarizing activities. New summaries and
abstracts are included in the chapter and in the examples.

» Chapter 9, Defining. This chapter includes many new examples of
definitions.

» Chapter 10, Describing. This chapter includes new examples.

» Chapter 11, Sets of Instructions. New examples have been added to
this chapter.

» Chapter 12, Memorandums and Informal Reports. Chapter 12
now includes more emphasis on and new examples of the IMRD report
(“Lab Report”) genre. The chapter also includes a focus section that treats
e-mail in depth.

» Chapter 13, Developing Websites. A new form for evaluating websites
has been added.

» Chapter 15, Recommendation and Feasibility Reports. This chapter
has two new feasibility reports; one of them was created by a small
business to determine whether to market an item.

» Chapter 16, Proposals. This chapter includes new examples of effective
proposals.

» Chapter 17, User Manuals. Chapter 17 includes a new student model
as well as a complete usability report.

» Chapter 18, Oral Presentations. This chapter now focuses on PowerPoint
presentations. The theory of oral reports is expanded to include recent
criticisms of PowerPoint presentations and to give advice on the effec-
tive creation of PowerPoint presentations.

» Chapter 20, Job Application Materials. New letters of application and
new résumés provide even more examples for students.

» Appendix A, Brief Handbook for Technical Writers. Most of the
examples in this appendix are new to this edition.

» Appendix B, Documenting Sources. Most of the examples in this
appendix are new to this edition. All sections have been updated in
accord with the latest MLA and APA guidelines.

Overall Organization

The structure of the book remains a sequence from theory and skills to appli-
cations. Early chapters present current information on how to handle the
repertoire of technical communication skills from audience analysis through
research and design. However, the chapters are organized as modules so that
you may assign chapters in the sequence that best meets the needs of your
course. For instance, you could easily begin your course with a discussion of au-
dience and design or you could start with applications such as descriptions or
letters. Moreover, all of the introductory chapters have extensive exercise sec-
tions so that students can either practice the concepts covered or go right into
writing memos and short reports.
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The approach of this edition is the same. The book’s emphasis continues to be
on such skills as definition and description and on such common writing forms
as memos, informal reports, proposals, and letters of application. Each chapter
is self-contained, asking students to follow a process of creation that emphasizes
analyzing audience, analyzing information design, and addressing problems re-
lated to creating the type of document under consideration. Each chapter con-
tains exercises, assignments, models, planning worksheets, and evaluation
worksheets designed to guide students through all phases of document cre-
ation. Exercises provide a variety of strategies to help students learn. For in-
stance, in Chapter 20, Job Application Materials, students are encouraged to
analyze or revise a letter, to create a letter, or to follow an extended process of
group interaction to create and test the letter.

The basic question for a technical communication textbook is, “Will it help
teachers help students understand the communication demands they will meet
on the job in the near future?” The ninth edition blends instruction on tradi-
tional tools of the trade with new strategies and information to help your stu-
dents develop not just their skills but also their “savvy.” This book will position
students as effective communicators in the early twenty-first century and will
position you and teachers like you as effective mentors for those students.

Technical Report Writing Today retains the features that have made it the useful
and popular text it is—and adds new ones.

The following list highlights some of the features that have proven effective
in previous editions of Technical Report Writing Today and continue to be highly
praised by users of the book.

» Clear and Concise Presentation. The chapters in this book are designed
as “read to learn to do” material. The book assumes the reader is a student
with a goal. By providing short paragraphs and clear presentation, the
text helps the student achieve the goal of becoming an effective technical
communicator.

» Pragmatic Organization. The text proceeds from theory to skills to
applications, but teachers may assign chapters in any sequence that fills
their needs. For instance, teachers could easily begin their course with
an application such as descriptions or letters. Because of the situational
approach used in many chapters, students can start writing without hav-
ing to read many theory chapters.

» Helpful Chapter-Opening Features. Each chapter opens with two
features to help orient students to the material that follows. “Chapter
Contents” provides an outline of the chapter’s main sections. “In a Nut-
shell” briefly summarizes the chapter’s most important concepts.

» Focus Boxes. The text contains numerous “focus” boxes (appearing in
selected chapters), which discuss concepts that build on issues introduced
in the chapter. These boxes discuss important topics such as credibility,
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research using Google, e-mail, and bias in language, all of which students
must master to become effective professionals.

» Worksheets. Every major project has a worksheet that helps students
organize their thoughts and prepare for the assignment. Each genre chap-
ter also has an evaluation worksheet so that students working in groups
have a basis for making helpful critical remarks.

» Annotated Student Examples. This edition contains more than
100 sample student documents, illustrating different writing styles and
approaches to problems.

» Numerous Professional Examples. Professional examples in the book
illustrate contemporary ways to handle writing situations. Many students
and teachers have commented on the helpfulness of the examples, which
appear both within chapters and at the ends of chapters. Numbered ex-
amples at the ends of chapters provide a greater level of detail than the
necessarily brief examples within chapters.

D Exercises (including Writing Assignments and Web Exercises).
Appearing sequentially at the ends of all chapters, Exercises, Writing
Assignments, and Web Exercises balance individual and group work, as
well as traditional and Web work, exposing students to different kinds of
technical communicating problems and solutions. Exercises appear in all
chapters, even theory chapters, making it easy to get students writing.

In many chapters, the exercises are actually steps in the planning and
drafting process required by the writing assignments for the chapter. As
students complete the exercises, they also will be developing the project
required for that unit.

P Situational Approach. Each of the genre chapters (e.g., proposals,
instructions, job application letters) is built on situational principles. The
student finds in the chapters all the necessary information, ranging from
the audience to the rhetoric of the situation to the organization, format,
and type of visual aids that work best in the situation. For instance, .
Chapter 15, Recommendation and Feasibility Reports, includes a discussion
of generating criteria. Chapter 16, Proposals, includes a brief discussion of
Gantt charts. Chapter 17, User Manuals, includes a discussion of story-
boarding and of usability reports.

» Appendixes. The book’s two appendixes provide easily accessible
material on grammar and mechanics (Appendix A, Brief Handbook for
Technical Writers) and MLA and APA documentation (Appendix B,
Documenting Sources).

Ancillary Materials

Instructor’s Resource Manual. The Technical Report Writing Today Instructor’s
Resource Manual retains its chapter-by-chapter organization, but it offers more
features to help teachers teach. Each chapter provides an abstract of a chapter
in the book, teaching suggestions (including suggested schedules for sequencing
an assignment), and comments on the exercises and writing assignments. Over
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50 student examples responding to assignments in the text will show your stu-
dents how others have solved the problems posed in this book. The goal is to
provide your students with material that they can sink their teeth into. Use these
examples as models or as the basis for discussions and workshops on effective
or ineffective handling of the paper in the situation. You may photocopy these
examples and use them as class handouts or create transparencies from them.

Technical Report Writing Today Website. The website has been expanded to
include PowerPoint slides for each chapter and extensive lists of links to sites
dealing with global and ethical materials. The PowerPoint slides provide topi-
cal coverage of each chapter and, in many places, include examples. For in-
stance, the slides for Chapter 7, Using Visual Aids, annotate the parts of a table,
a line graph, and a bar graph. In Chapter 20, Job Application Materials, the
'slides contain a brief annotated sample résumé. This extensive website is
divided into two sections: Student Resources and Instructor Resources. The
Student Resources section features chapter overviews, additional exercises,
additional sample documents, links to professional technical writing organiza-
tions, and other materials that expand on the student text. The Instructor
Resources section features an overview of the book, chapter outlines and
abstracts, a transition guide outlining changes in the book since the previous
edition, and other materials of use to instructors.

Other Houghton Mifflin Products for This Course

¥ Creating Websites That Work, by Kathryn Summers and Michael
Summers. In this unique and inexpensive primer, Kathryn Summers,
veteran technical writing instructor at the University of Baltimore, and
her brother, Michael Summers, user experience specialist with Nielsen
Norman Group, teach you to build a website that meets the needs of
both the site owner and the site user. This easy-to-follow text provides a
wealth of illustrations and examples to take you from creating a site map
and considering credibility issues through designing content elements
and site testing. An excellent companion website includes examples of
effective work at each stage of the Web development process, summary
checklists, links, exercises, and evaluation sheets.

» A Guide to MLA Documentation, Sixth Edition, by Joseph Trimmer.
This concise guide to the documentation system of the Modern Language
Association of America is briefer, cheaper, and easier to use than the
MLA’s own handbook. A Guide to MLA Documentation includes numerous
examples, a sample research paper, an updated appendix on American
Psychological Association (APA) style, and helpful hints on such topics as
taking notes and avoiding plagiarism. The booklet is thin enough to slip
into a notebook and inexpensive enough'to serve as a supplement for a
main text. A completé sample research paper on Internet chat rooms is
annotated with explanations of proper MLA format.



