BSBIESERTIMS
How to Write for the World
Of WOI'k Seventh Edition

PR IRE

(557 hiR)

S1E

Donald H. Ctinningham Elizabeth O. Smith
Thomas E. Pearsall

: SOEEDN > ; Y | CEN
T
\&” PEKING UNIVERSITY PRESS




How to Write for
the World of Work

Seventh Edition

Wil 5 1R (v

(% 7 M

Donald H. Cunningham
Auburn university

Elizabeth O. Smith

Auburn University

Thomas E. Pearsall
Emeritus, University of Minnesota

@) At 7 X 2 ikt




et AR E VAL &L S B F [01-2010-4302] 5

EBERSAE (CIP) ¥iE

BUAEIEE/E - T = How to Write for the World of Work (Seventh Edition) / ( 3 ) £ 14} (Cunningham, D. H.), (3£)
S (Smith, E. 0.), () KI/RE (Pearsall, T. E.) &. —dtaT: JbaiAsespkt, 2011.1

(RFFEEERIINE)

ISBN 978-7-301-17922-2

LB MOk Q- Qfz-- M. FE—BEHE—HH IV.H315
oh [ AR A B 545 CIP Bz s (2010) 55 197135 5

How to Write for the World of Work (Seventh Edition)

Donald H.Cunningham / Elizabeth O.Smith / Thomas E.Pearsall

Copyright © 2005, 2000, 1994, 1989, 1986, 1982, 1978 by Wadsworth, a part of Cengage Learning.
Original edition published by Cengage Learning. All rights reserved.

AR A ST AR A F AR RRASIT A, ¥R ENAATE.

Peking University Press is authorized by Cengage Learning to publish and distribute exclusively this edition. This edition is
authorized for sale in the People’s Republic of China only (excluding Hong Kong SAR, Macao SAR and Taiwan). Unauthorized
export of this edition is a violation of the Copyright Act. No part of this publication may be reproduced or distributed by any
means, or stored in a database or retrieval system, without the prior written permission of the publisher.

A5 H 2 2 ST AR A RIBALAL B A IR AR AT . MR AU BRAE sh e A R AERIEIBE ) ( Ao oh [ H il |
BITRATEIX SRR G ) Bt . REBAUGA S T B b RAGE AT N . R HIRETEB T, A
15 LMEA 77 2 i R AT A B BT AT 343

Cengage Learning Asia Pte. Ltd.
5 Shenton Way, # 01-01 UIC Building, Singapore 068808

A A BT Cengage Learning BifHFRAS, TARSEHE NS4S

H #: How to Write for the World of Work (Seventh Edition)
BPIBHEESE (FTR)(T)

EVEFEA: [ 3 | Donald H. Cunningham, Elizabeth O. Smith, Thomas E. Pearsall %

AT % 48 HIRE

b #E 45 5. ISBN 978-7-301-17922-2/H * 2669

R & AT dbRURE A

Ho ke 6T X AR AR 205 5 100871 | 22K
5 Hit: http://'www.pup.cn \\
M i HBWAFS 62752015 K478 62750672 4uiH S 62754382 i ARER 627549

H, B %i: zbing@pup.pku.edu.cn

DR AR E R

K OAT H: BERIR
787 2K x 960 ZAK 16 FFA | 13.75 Eigk 200 TF
2010 41 ASS LR 2011 4E 1 A4S 1 REPRI

JE #tr: 28.00 I

REVFI], ABLMEM 7N s B4 B 2 s 2N E .,
WRBUFAT, BALBSE  2RHIE: 010-62752024
HL A : [d@pup.pku.edu.cn




s SRS

KESHF)

T/ T2 7% L g EAN EIHAHP
X A X £ F ¥ Fm Kk R XEAE
#iee A R R BAKR BRI BHEH
Ede EXF FEh FAR Fhk FFM
Wiek R4z E 4 KirdE KRR BiEA
G~ B O F K OB H—& ARKE WA—TF
SO R OB AEE o Bl Rk B W
% B FEE FEX FERE ERR BYHE
e BHHM e ReF

KA
pal
.;,\_

l



LREAEH M (EBESHERBIINRFRE)Y 2B, 20104, X%M3IHHE
KEGHERIRATHM. XEZMARTE, RAKE, HHHNEEE, THMBEXEH
YRENFEM AFARAKRRBRLEHHER, AN TREFSLESHABNRA
BREWSEESHEMUEE, HBAISHESEEL LEREF I ELF P ERE
EhHFEEVERAMELRUBARE,

MERENIFRERHEREN, BAFHHSLEEHEAL KoK, RAREHN
EHAXRESEAR. BELSHREHELEEALERRERA, B0 EHEEHHM
REH—REXNFTEARENBHLEFET, PUBANELEGRMALR BAA
MEEHRY. BEE N BLEYRBAEEL LAMAFER GRIT) HHH, B
KEEHRFERBORS, HEEEL LR mALY R HLE, BH¥AERATS
e W FEFRE . WL HRH, EHAEES) £HFR. T2ERAHELHES
A, HBLXEANSHAFHER, CEEEN, AAEHAFHRELS, B
“HREER” WEE, BRAABMEUTAAMEE: (D NESEREEAREENEHE;
(D) NEREEHZFERMIBEEHFER O AFRE-SHELNAREHFRE
B4 NATR¥EEHFHAIMEMSEHET O, BN LELAITAAY. XE
ERAFEURERGEZE, RMNEW, TAMELBERATRAAT S TFRHSHKE
e A2 B (Writing Portfolio), EKW 4. £M¥ESH. EEHHS5H. BREH
Efe, 4RHEESHE. BELESE. FREESH. MEHHSHE. HHFIREE. &
FWMEEH. RUARNAXERYE, SERAFLEHSEES.

AERFBMEBMIHEATE, SRERRED, Wk b b s A% i o E 3]
PR 10 A (B4 WE: WEEAFQHFTEY (b, TH). (HHHEESH) (L.
THO ARFHHFRESMH) (E. FTH. (BHEESHE) (L. TH. (RIHEHHE
EAEY (b THD, ALK AZASHS L ESEASANNRFTABE L. LEH
. HAARL. FEEML. FEAB LIRS B,



XEASERBEEESHHRRAAMN, XRESTHEHLAIGN, BHRANKRY,
EEHY, THH¥AEM. DLAARSHERHEGATHEERR. BLAANH
¥ fY %, ¥AETRESHEAT, ABANRIHTESE. AEAFTRAELERTR
BRUHSEERARHTH EEREMELS, ATRBERFLEFIHFRETH
2H, A TREFHSEESHE S ARLEEREXAALIARRERESTF
.

PEEEEHKELLERS I
sHIFZF R HRFREFREK
¥k, HEAEFIF

fﬁu\a

2010 FBERT Fw



S i

—. ZHHEHE

L fEEEAN

Donald H. Cunningham &1 J2& 3¢ [ BUA K 2% 3005 RIB R EFE, KAE SR 5 MR 3515 B 1R i #2
55, EELWEEHM . EBERESH: BABHEHIBHESK, (FHARBHEZET ) (Technical
Communication Quarterly ) B4, FABH SR EMEE,

Thomas E. Pearsall 1§14 J& 3¢ [ Bl JE 5k KA B REY RIRIKER, RIRE(T, EELWEEHM. o
EEABHEBIM 2K, ERE TRARZW L, Bl (EEZAFE) fl (AL A,

Elizabeth O. Smith {§+ RREARFIGERAIBEZ, AR T, BEEAREE. EE. %, o WiE
HHETHEINBEENLG, ERBHERRHEE TSR, BAZH¥ELR.

2. EHHE

(BGIIEEAE) BMEE, A 1978 FEHRHBEE R 6 K. ABNAEEE, WE T E-mail, %
BOR. R OKME . A, BT, B MUEIEA . B CE RS SRR S . B R0k
BT L, GEH B & Al A BRI R B & B s o e i B ARSI TS,
BAERES o 58 7 RPN T A Y T BSAEORA T E AR (EBER . LR | R R R
REE) HITEERNE. FIRREENR, BHERIA 1 2BRTE b Q0] & 6 AR 5 SCe AR R 5% i
IEE. fEBERAEARAEEMBUL AL HTER, AABUGR T KRB SR, YHRE TG,
WAB, GIAARE. ABoHEEE] TH6, 5 H M RENARRTGR., 5555 i 8% B
TR B2 2] % BT A E BN , ZRE 2016 3l AT i A B4 S0 R B AR 7
Foh, ABRIES TN USRI B 20 AT RS SO 75 i BB —— 5, R A % B
KEMSE,

3. BERAMREF

A BB ATV W A RIS AR GA R AE MHOE S RS, T B A R B e vh s
RV TAEFAY, A mT AN R S5 K P BT84 0 & 5 1R B 2R S0 T AR 5 14 8 1 S 3 A
EEBM PR . GEUBERETLHES — ST NO, MBI —REEN . HI5Rm
Bl EITHBREERETES ST S - F TR SRS . RIS RS EMINEaRE, &
FHEBRAR AT E S 1 3 A — R M O 15, I Ak R T U AR S /oy ek RSk o 3, i
MY A 0 T AR (5 4 B 0 A X

. FHERE

AAILPUANEIE 19 3,

B—HT EAEW (F—-FELE)
ZETLIR T A S FE 8 3 R R e )



$—%F BRPALE

FEFZI Y, NETHRHEEN SRS, MR T HFEe BT, BUERELSE N RE
i, RMBMARR(EE, STHLAARAEE HbR. SR TBUSEENEARTY, aiFEEEN ., MR
bR EAR. MEREEE . fiHR . BRI, SESER. SELEE, RS SHMRXKEHERE
7]
S BoE HEMLRBLE A

H ik 28007 B fEER LA U R A, I U TR U2 Bt FfRes, RmUA S 1 Jr X0 bl
& F IR O 2% 455 AR B T T e B VR, % T R T AE B S VR I A PR T o e B G R R
A, B E B e AT RS T SCA IR R ST B, R T SO ) TR R4 T I A
WAEEE, HHTAMEREE, Bk AMNE B BRI Al SV E B E BRI, 54h, fFEEHR
WTEUT SRR THER EEMEREERT. (1) BT, (2) BREFSE (mailing list ), B4
( groupware ), PIZEHIRZ, (3) WEGFIRDT,

$ =% HRB AR SRR

NE T BIHE VRN — B UL IS SRS UER vk, DLIRA SRS (R 2 A5 AT, shZ LU, AL
SRR T . BHFIER FE AU | AL . X HERIBEIR M

FwE AR RANE T XREER

BR T SR B TR B R YA — N EE SN ERSRM. A, BEL A THEE
(3 2 RS R % R I A Sk B 25 5, AL SVERITE M, BN A, B AR
Bl PRSI

B AEF it Ad4E

. AN, BEARE, BT e A R AN HEE fE R s, — B TR, E
TS EAE H RAShR B AR, WEAREIRFMF R, BHEMENRERUIREF XASMEICE, &
A 24 [ SO HE BRI (3 Lk SCAE TR, sl /DRI H AR S s E . BIMTAS . B,
%Ak S B HERR A JR A, E I AR B PR

%% B IHEI (1)

RS T A5 1T BB R e N P SRR R PR AR A A AN R, SR ARG, ARIETEMT, SOUCARME
WERE, (ET R, A5 iRFAEE.

%% ABAHEIT (2)

AR A R A IEITE A B B AR, S ISRAREAM A E A R R R LR, &
¥ EIFRAREERESFGENGERALR., B, %0 B sHR TR TSR R
BB AR PR /R R R X R 05 1 '

B_BT BEMAUEE (BAE+ZE)

A TON B T AR B . A R 55 ek S I JL2E SR

FAFE RFEAE. R, SEFTAE TG

MR T SRR B VRN . BIRRME S . S5, TEE IR . LSRR, A RIUHE TR RR . SRR
B TR AR . RGO ANFIAR RIS T RISk

HAFE WA BRIfEeRiA

AR T SRR RIELR . SREARTHER . MPIHIME . SREVE SRS fig 26X LA R 1 T B0



#+F MRIL%HA@X

ST —BARAR, AR T el PR AR R BRI G T oy o

F4+—% HMA: HAR. SHEMAAR

PR T A X ANEAL BT B S 9 LRV 4 SO, R RS . S5 TR, B A AT fE BT
KEMERE, BT IESCARREER . S MsChr B, 0 E o SCARRE S A 25 0] I A £
A .

Fro% ARAF

SR FREMARE BT EERMWER A, RER SRR, HRERGIRMAIT A%
A HE B AT BN, %R B T MRS IR S B R U /A R e . W ARFIdR A H i, A bR T ik
BoWESOEATE, W#HRECTRER, bk s /g, fis—8 RSk, kg
THER R . TR S RIS SRR )

B=BT MER (BH=ZE+AE)

AT B RS DR B2 B R B A — S, R T D2 AR IR A A LB E B AR
ik, AR AR SR WL A

$+=% BHREBHBHERL

MR TS BAORRE, IRl KRB eSS AR R E &

FtwE AR

ARG — RN TR SN R Y, W B R U N AR IS UE L . BN TR
R 7 S DR A2 4R B, UHE TR R R E ROk, AR AN SO S R R
XML G, FRAhA.

Hra¥E RE

IR A TSRS . BB H . A A HEPFIEI0 E B0 SOk . TR T
AP AEBEPEIR R [ AR RIS VE ik, FFRIRIS ORI B E .

% HAH

P75 LR B A B Bh v RO T e R, BUBRA A XU, 4555 TR AR K. ZFTE
RT BB RAL T, BB E RGBSR BNE g, HUME Tt 42 55

HHET AN (F+HEETALE)

ZHRIUUHR T 2R AR S S R ARSCR, MGEHA F#ARISCEE, Wwid AT AR LA
MG PR EBh

$+E¥ AR

RN A T il e B o nl s, ARG R . SR T Al s BT ], FeplRanf R
TG LI AR T B IC AT 2 . AR RIS

FHAE RS RR: BB A LR R [

T NSRBI A FAS RAE M 4% FA 0T i (5 8 W Jride . SRR T anfel 78431 FH B8 F 54
P 1P s R 2R i 4l Sk

FHiE FliEFE

PR 1 FEDT 555 808 SCPHTE A SCERS A B X, LAKAIE RS 2% SO SR8 E ik,

ii



iv

BRI T APA Al MLA W R Z 2 B0 SGRE M. 550, B TEMAMVBHEGEER. &
KHARSCER . BURESI TS0 . M5 B S &R E B R S,

=, BEREXSESH

1.

R U o

Hall.

WEMHmE, 2010, (FEMEBE), HEHF HRAE.

WSS, 2009, (EABIEBHEHR), INEBCASHI HIREL,

AL, 2003, (EERNECEEME ), LEIMEHE AR,

Bonnie L. Tensen, 2008, { $tFAHUEERFSTRME ) (23R ) (56 2 i), JLatRsfiiiRtt.
Steven H.Gale, 2008, { A B E/ERME ) ( H3CHT ), B[ = ) e

Jean Wyrick, 2008, CBINBHEAIT) (FEICHT) (55 10 ), IR,

Edward P.Bailey, 2010, ( SCRIEE) (B30 ) (56 9 i), dEHTRFHRAT.

David Rosmwasser, 2008, (/MBS 4E ) (H3ChR ) (55 5 W), JERUREH AL,

Thill, J.V. and Bovee, C.L. 2008. Excellence in Business Communication (8th edition), New York: Prentice

10. Gurak, L.J. and Lannon, J.M. 2010. Strategies for Technical Communication in the Workplace, New York:

Pearson.

11.

Hamp-Lyons, L. and Heasley, B. 2006. Study Writing: A Course in Written English for Academic Purposes

(2nd Edition). Cambridge: Cambridge University Press.

sHIMEFR B K F
FEH



A

B RS, SOFRARRIERE, B2, B& RIFRCHAENERRINM LR, HE R
HIARWT AR, BRGSO MM R MR M AL TERE. KWFBRERNZH, BRESHRFER,
HLFHRE H 3 O M E 73, AR Zr IaFEME “2if” B AT RBIE 3R
BOR, BHERRE . WA T B A SR R W T AR AT ), — T,
THEHLRPIEEE AR B2 00 AR 5 S AR | A7 A% BB -E AR 40 52 R (8 30717 1B S UL SE AR B A 7 {88,
A, B ETEELBERRERRHERAIIEM, e, A TEZRNEEMS TER, A
TIESIER, & H&HENAEMFITREIESRAE TR, &t SRR rRRE., XEPHE /M
PRI B 2k R BE SR A 1AW 2 > MIBGH A 2 B3 fE

BT R R IR, RBRACH) BERR BRSO IR R A TN AR, iR, BRSNS AT
SEEERIHEENER . REFSUETERML. M5X, KRUTHL T #HAAAREZK . Rk
SEHE T XAMULIRT H 2382 EERERCH, mEIFZ I NG IEE DR ER @S, Bl
WRSMER T, SMBTAFRIBAAREENERER T, XENAREREC LA Z B RA1H6E,
BN, TR RPBHEERE DX, WEELBRERTENRER, T, WEASE, XFdEH
& ZENEESENERReKERaRE, mER A B B I AR AR, &
R, ARKSIES . FEEM . BT REARESE PG RAR T TH P, KRR A
2T MR RPR AR, T AW 2, 2 RER S 4 SR K BRI N A RE R, AIRAS B3
BR

ABHEN TEH-CM, B IR BT E N % LU AASE, TR R R
LER, BEHHHIEE, FIHREAE,

AR EHESHESHEARGH R EA, BERBUT A 2485 B S 8RUKFHBH A+, A B8k
AT LME RSB R T2 E BT, 2 MR Z M B8 ] R, WalMEAS SRR AR ERE T
5L WG R AT F I MR EZRSRE . ERMARHEE, ¥ EH T ARG S A
FTEAR, UWEBALHEMERPIGCMAES, Wl 15 Lese i, mE et 85I
%, ARFEHERABETAR, EEUEAABEARCEEMETN, E5ELRY SR EH
A4,

A5k H B HAG SRk HACPRINBE A TT 512, VHRRANAT 58 IRA R BB AT 55 . A1 iy 5 1
EFRUBFERABFEMRWERS, XHPEHE. EREER. BTG, SHREMBSNES. ®.
BRI G SRR B . WA@EiR, S, %, a8, P, s . |, M
PRV B3 JART, XA . FERTRES . A IR R . SCERS S,

ABEH TEREZEEALH], MXELHIRZHRIFTIIGLIRAEMER, HRRE BA RSV
REMBG LB EFUIS &, BB HIEFUBUHRBCR . Fer, ABR2ELH ERABERARK %,
FEN— RGBSR ITIR, BHWA, ARG BEE N & A1t



vi

AP — MU R A BRI R Y P USR5, JUHSR R E RS F A L
o T RIREA BRI B A R AR B SRR D BRI A R, X ALARR L T R E0R, gt 2
B, BATAMEER RSOSSN SCAR BRI HR B EAR A G A THREAL T B AL i
HALRE, DL, XS, ANEBEHL, PSRBT SRR AR 0 {500 LA e 45 Rk
WEIE BRI . BERE ERE, A< 155 8 B SCEE 4 1K S AR A 24 3245 2 4 s FHOR T JR B
X [ it e B AZ UL AR T

ABHME RABM . WS T EHEBCAUIRSRH R, RIS D Rt i a2
A FRAUBREEN 8 5 AT, MR ARE A B RS A RS M R P O E s
WEMHLTTRER, 85 BUOUK., BE¥IMEESANSHEASY REISEEEMEES S
BT A B R SR B T o A B — D5 I VE AR AR R B S AR S0 A RAA Y, B — iR &
SN SRR AR RNE BIF 52 KA HE ARG B SR 4 A AL, JFLURR . IR
G RFAERE B NP E R TEES R A BB BHBRNABEGTZ5, B&ITIMAEI ik
B, ST, HERAE—Se gy ep A e BRFE A 2 8] (3 SO RTE 3. XA V4R
ST T AR ) R P I E S UMFIRE IR SRR Sy, 2 T S R P A VR R A 1
KIERS

ABYEE LIRS F R . SRR H 17685 it B b 1 S SV R — 2 22 8] i 6
Bo {5 BN AR U A2 H RIS R A0T BRI, iR A e 2 75 RS i B U &
HHK. “EHENEHRRRABHEEREL, BR, & FIEEBHENIRE, ks
B TEEETNRA, 5] REAHRRXT RO BASIR B, HRIA LU B 7ERIHE
R BRI, A5 B BE LR 5 R . XA BT op [ sk 3 S B A i 5
i = R AL

ABRER GHEC B AE & B LRTOR M BCE S, SNSRI A g
WRESI N B BB B2 A2 ST s, s T A SR A I RESTUR, A F T2
HEARAEO TR BRATAE ST . SXAERI S HE 7 ik R T SSRGS ShierE, (8 T MARIFI ThBk £ B
TR bRE 3. RS TR — AW S BRI, (A IR T AR 1Y BRI A
B, ZIR— B MRZ SSRGS, RS IR R R, BERIEIAE SR 2
RRRIEMAEBA R, 2 5HERAMIES . XHE MR EAR T RS HA NGRS, t
A BTN R TR FUR G B FF S SRR 1K

R KFRIER
Ik H-3=



Preface i 5

Because professional workplace practices and your needs as a student
preparing to enter the workplace have undergone vast and rapid changes
since 2000, the year our previous edition was published, this seventh edition
in many ways is a new book. We have added a new chapter, extensively re-
vised six chapters, and have made numerous changes and additions to update
all remaining chapters. Our aims in revising the book, as they have been in
all previous editions, are

1. to incorporate up-to-date research and communication practices and
other current developments in the workplace.

<. to provide clear, detailed, and realistic suggestions for communicating
in the workplace.

The revisions—as those in past editions—continue to reflect the increased di-
versification and professionalism of the workforce, the globalization of the
workplace, and the expansion of computers and electronic media into a web of
overlapping practices that have influenced all aspects of communication and
have led to new perspectives on research, document design, visuals, writing,
reading, speaking, and the storage, retrieval, and transmittal of information.
The organization of the book remains essentially the same as in earlier
editions. It is divided into five major units. Unit I, consisting of Chapters 1
though 7, covers the basic principles of communication that relate to all the
other chapters. Unit II, consisting of Chapters 8 through 12, gives advice and
practice for creating short messages, documents and presentations. Unit III,
consisting of Chapters 13 through 17, covers somewhat more specialized and
complex documents. Unit IV, consisting of Chapters 18 through 21, explains
how to conduct research efficiently and to document sources correctly. Unit
V'is our handbook—a succinct guide to the style and conventions of writing.

New in the Seventh Edition

In addition to updating many of the writing samples for this seventh edition,
we have made significant revisions by adding information about trends and
developments that have been around for a decade or so but which have
accelerated during the past three or four years.

X1xX
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PREFACE

¢ In Chapter 1, “The Process of Workplace Communication,” we con-

tinue to focus on setting objectives, organizing material, planning
visuals; and researching, drafting, revising, documents and presenta-
tions; and communicating ethically. We have expanded our comments
on collaborative work.

We have revised Chapter 4 to expand on the cultural differences among
writers and readers and speakers and listeners, emphasizing the need
to think internationally to help reduce the potential for miscommuni-
cation when writing or speaking to audiences whose primary language
is other than English. The principles presented in this chapter will also
help you prepare documents and presentations so those who have to
translate them will understand more clearly what you intend to say.
The revisions are so extensive that we have retitled the chapter
“Creating World-Ready Documents and Presentations: Style and Tone.”

Our new Chapter 8, “Workplace Correspondence: Letters, Memos, and
E-mail,” replaces Chapters 8 and 9 of the sixth edition. The result, we
believe, brings decisions about format and content closer
together.

Chapter 11, “Communicating News: News-Release Publications,
Brochures, and Web Sites,” is a new chapter. We briefly describe doc-
uments you may be called upon to write to describe or promote your
organization’s activities, products, and services.

Chapter 12, our chapter on oral presentations, has changed signifi-
cantly to reflect the increasing reliance on computers and presenta-
tions software. You will find yourself making informal reports in
meetings with colleagues and giving reports using multimedia for large
audiences. The principles of oral communication have adapted to the
increasing use of different media for presenting reports.

Chapter 13, “Principles of Workplace Reports,” illustrates the elements of
workplace reports using two reports published by the U.S. Environmen-
tal Protection Agency: the Draft Report on the Environment 2003 and
EPA’s Draft Report on the Environment: Technical Document. (The word
draft is included in the titles of these reports to indicate an ongoing na-
tional dialogue on the environment.) The Draft Report is written for
widespread distribution; the Technical Document’s target audience is sci-
entists. We encourage you to compare the documents.

Increased use of computers and searches on the World Wide Web have
created a major shift in research strategies and the documentation of
research.

The Core of the Book

Although no chapter in this seventh edition remains unchanged, we have
maintained the core of the book to which students and teachers have re-
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sponded enthusiastically through several editions: We focus on the research,
writing, reading, and speaking that goes on in the professional workplace and
on the basic triad of workplace communication—information, audience, and
purpose.

o We break these workplace activities into their day-to-day tasks, such
as basic correspondence (including e-mail, oral and multimedia pre-
sentations, electronically scannable resumes, and professional portfo-
lios), reports (including proposals, recommendation reports, and
instructions), and research (including library, field, and internet
searches).

¢ We explain as carefully and precisely as we can how to accomplish
each of these activities. We use real examples, most reproduced as they
originally appeared in some work situation. Several examples are pro-
duced by students. And while we designed the book for the classroom,
we want it to have the feel of the world when one day the classroom
tasks will become the real thing.

¢« We continue to regard our audience as the student who is being edu-
cated for a specific vocation or profession. We visualize you as practi-
cal and industrious, willing to work when shown what needs to be
done, and one who wants to continue to develop verbal, visual, and
computer literacy. Our purpose, as in previous editions, is to lead you
from the simpler forms of correspondence to the challenging complex-
ities of reports and other kinds of documents, including oral presenta-
tions and professional portfolios.

« We continue to believe that carefully integrated visuals should be a
part of nearly every assignment. We regard visuals not as merely aids
in writing and speaking but as equal to written and spoken language in
documents and presentations. The choice of the appropriate medium
should be made on the basis of subject, purpose, audience, and cost.

¢ We provide planning checklists to guide you through the discovery and
organizing stages of the writing process. The revision checklists pro-
vide you with an organized approach to revision for both when you
write as an individual and when you collaborate with others. The
checklists also provide useful evaluation criteria for peer evaluators
and the teacher.

¢ Where appropriate, we have added to the activities at the end of chap-
ters, suggestions not only for individual activities but also activities for
collaborative assignments and activities that emphasize multicultural
considerations. These activities, along with the planning checklists,
meet the needs of varied educational situations and help you organize

your efforts and encourage diligence and thoroughness in your work
habits.

The unifying theme of this book continues to be that workplace writing
and speaking presents specific information to a specific audience for a
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specific purpose. To put it another way, an occasion for a piece of workplace
writing or for a workplace presentation always exists.

Workplace writing and speaking is usually generated by a specific piece
of information that must be presented: In answer to your query about the
pricing of the Maltrex 5540. . . . We are on time with the computer conver-
sion. . . . This is how you build the 86204 Heat Exchanger. In the workplace,
you write or make an oral presentation when you have something to say.

When you present your information, you must think of your audience.
You must always be concerned with questions about how the occasion and
the audience’s expectations and needs shape your report or presentation:
Who will read my report? Who «will hear my presentation? Why will they
read or listen? What will they want from the report or presentation® What
do they already know about the subject® What is left to tell them?

Furpose is usually closely meshed with the audience’s expectations and
needs. You write and speak a certain way for bankers so that the bankers can
get the information they need. But you go to bankers in the first place because
your purpose is to get a loan. Often you will have multiple purposes for writ-
ing or speaking. Suppose, for example, you were writing to policyholders of an
insurance company to tell them their rates for automobile insurance are to be
increased. If your purpose were only to announce the new rates, you could
send out a printed table showing the increase. But you would have an addi-
tional purpose: keeping the policyholders with the company. Therefore you
would justify the increase, showing how circumstances beyond the company’s
control forced the increase. For good measure, you would remind the policy-
holders of the good service they have received from the company in the past.

Information

Information . .. audience . .. purpose ... the basic triad of workplace
writirg and speaking. We will remind you of it often in these pages, because
the bringing together of all these elements is really what this book is all about.
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