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To the Instructor

The seventh edition of Technical Report Writing Today maintains the tradi-
tion of a complete yet concise text. Updated to include the newest develop-
ments in the rapidly changing field of technical communication, this
edition is appropriate for the contemporary technical writing course with
its blend of majors. As in previous editions, the seventh edition contains
both real-world professional examples and student models from a wide
range of fields. The accessible style, the exercises, and the chapter topics
enable students to focus on the writing demands they will face in college
and on the job.

Technical Report Writing Today introduces students to professional and
technical writing by helping them to internalize the skills and standards
necessary to produce good, clear writing. The text’s emphasis continues to
be on such skills as definition and description and on such common forms
as memos, informal reports, proposals, and letters of application.

The text proceeds from theory to skills to applications, but you may
assign chapters in any sequence that fills your needs. For instance, you
could easily begin your course with applications such as descriptions or
letters.

The goal of this revision is to continue the text’s teachability. Each chap-
ter is self-contained, repeatedly asking the students to follow a process of
creation that emphasizes audience analysis, visual analysis, and assessing
problems related to creating the type of document under consideration.
Each chapter contains exercises, assignments, models, and planning sheets
designed to get students planning, analyzing, developing, and evaluating
documents.

Changes to this basic format enhance the ability to use the text in many
ways in the classroom. The following is a list of changes to this latest edi-
tion. Key additions include Web materials, teachability features, and
metacognition exercises.
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NEW TO THE SEVENTH EDITION

s

Web Focus Boxes. The seventh edition contains a set of focus boxes

that will introduce your students to the World Wide Web.

+ Focus on Web Searching (Chapter 5). This focus box introduces

students to principles for using search engines and Boolean logic

to find material in the confusing world of the Web. Appropriately
placed in the chapter on research, this box allows students to use
the newest research tool effectively.

Focus on the Internet (Chapter 5). This revision of a previous

focus box now emphasizes HTML (hypertext markup language).

The focus box explains the basic rules of Web addressing.

Focus on Color (Chapter 7). This focus box introduces students to the

color theory that they need to know to use color effectively in their

Web documents. This often misused but now absolutely necessary

set of skills is explained in practical incremental terms. By following

the principles set forth here, students will be able to use color that
communicates their meaning in a pleasing, professional manner.

+ Focus on Web Development (Chapter 12). This focus box, the
heart of the new Web material, explains principles for developing
Web sites. It does not stress any particular software method of
creating the sites; rather, it explains general principles to follow
in creating sites. The principles are supported by comments and
examples from students who have successfully created effective
Web sites.

« Focus on Electronic Presentations (Chapter 17). The appearance
of the Web has introduced new ways to apply for jobs. Key to
these new ways is the electronic résumé, which is similar to the
print résumé but requires several changes in approach. This focus
box explains those changes, often a much more simply formatted
approach, so that students can make informed confident choices
as they prepare these important documents.

& Web Exercises. Each chapter now includes at least one, and some-

times two, exercises that require students to work on the Web.
These exercises range from analysis of audience and format to fea-
sibility of using the Web as a professional tool and creating a man-
ual to display on the Web.

Exercise Variety. The exercises have been increased to enhance

teachability. In addition to the Web exercises, other changes have

been introduced.

« Various activities. Each chapter contains exercises that ask for dif-
ferent kinds of activities: items for students to redo, items for stu-
dents to create, items for students to analyze, and activities that
start or continue student progress toward completing one of the
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writing assignments. Many exercises ask students to analyze or
revise one of the models. Some exercises ask students to compare
a model in one chapter with a model in another.

- Evaluation. These new exercises supplement the many planning
exercises that Technical Report Writing Today has long included.
Now there are exercises to do after the drafting, ones that ask spe-
cific questions of evaluation.

« Group. The exercises are phrased so that the instructor may cre-
ate “production” groups in which a team creates a final document
(these exercises should be previewed by a close reading of Chap-
ter 3, The Technical Writing Process, which discusses principles
for group management) or “support” groups, which essentially
meet for one time for one purpose—say, to evaluate a draft or co-
operatively produce an analysis of a problem.

2 Metacognition. Each chapter now includes a metacognition assign-

ment, especially appropriate for portfolio work, but valuable with
any assignment. The metacognition report asks students to reflect on
what they have learned from the process of writing the document. In
these learning reports students often articulate their understanding
of key principles like audience analysis, format effectiveness, and
strategies of production. Often short, these reports can be one of the
most effective things that students use to grasp—and keep—the
principles of clear writing.

In a Nutshell. Each chapter now opens with a “Nutshell,” a
summary of the main point to grasp in the chapter. This feature
should increase student comprehension of the chapter’s contents
and in some cases act like a good executive summary, eliminating
the need to wrestle with the entire chapter. Note that to add this fea-
ture, the old chapter summaries have been deleted.

Usability Testing. Long a major component missing from this text,
this new subsection in Chapter 16, User Manuals, introduces stu-
dents to this complex but important activity. Based on current arti-
cles on the topic, the subsection explains how to set up and carry
out a usability test in a variety of ways.

Increased Professional Models. Many brief professional models have
been added to this edition. These models range from brief abstracts
to longer reports and articles. Exercises have been included so that
students may incorporate the strategies used by the professionals
into their own writing. Exercises also ask students to use the mod-
els as content resources from which to write their own papers,
much as if they had been asked to prepare a background or infor-
mation paper to assist a group in understanding certain concepts
before they can decide upon a course of action.
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TRANSITION GUIDE

In nearly every chapter you will find new material. The description of
changes in the seventh edition is meant to serve as a transition guide for
instructors currently using the sixth edition.

Chapter 1 is still focused on the implications of the new interactive
theories of communication. However, the chapter is shortened and
simplified into three sections, each focusing on a major emphasis in
technical writing: audience, presentation, and responsibility. Basic
concepts are explained here and then elaborated in future chapters.
In particular, audience is developed in Chapter 2 and presentation
in Chapters 4, 7, and 8.

Chapter 2, Defining Audiences, and Chapter 3, The Technical Writ-
ing Process, have been reversed from their previous order in the
sixth edition. This change has eliminated some of the redundancy
that existed and strengthens the organization by placing technical
writing’s most important concept first. Both chapters, along with
Chapter 1, have extensive exercise sections so that students can
practice the concepts involved or can get into writing memos and
short reports immediately.

Chapter 5, Researching, includes a new focus section on Web
searching, giving students the basic knowledge they need to add
this new tool to their repertoire of research strategies.

Chapter 6, Summarizing and Outlining, contains two abstracts
from journals, showing how professionals write clear abstracts that
help readers grasp the gist of the article. This type of professional
clarity should help students develop their skills with this brief but
difficult writing genre.

Chapter 7, Formatting, has a new focus section on the use of color.
This section gives a brief introduction to color theory based on the
color wheel and then focuses on a rhetoric of using color to com-
municate messages. The emphasis is not on what a highly paid pro-
fessional can do with high-end equipment, but on principles that
anyone creating a simple Web page can use to be effective.

Chapter 12, Memorandums and Informal Reports, has been
changed. The IMRD (Introduction, Methodology, Results, Discus-
sion) section is expanded. This important genre, based on the work
of Jimmie Killingsworth and Carlyle Gilbertson in Signs, Genres and
Communities, is a key way to report many of the projects that pro-
fessionals undertake. Emphasizing this key genre, both here and in
many exercises throughout the book, gives students a basic tool and
way of thinking that they can use profitably in their careers.
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# Chapter 12 also contains a new focus section on Web development,
the site for this newest kind of informal report writing. This focus
box contains comments from students about how they planned
their Web sites and gives practical advice on how to create effective
sites. Because of the rapidity of change in the software of Web au-
thoring, advice focuses on principles, not on specific programs.

# Chapter 16, User Manuals, now contains a section on usability, long
a missing element in this text. The usability section explains how to
create and evaluate usability tests.

& Chapter 19, Job Application Materials, now contains a focus box on
electronic résumés. This box shows students how to adapt the prin-
ciples of print résumés to situations that call for paperless résumés.

# Appendix B, Documenting Sources, contains two new professional
research examples and two new models of student research into
technical topics. These papers show how professionals present their
research in both informal and more formal situations. Focused
analysis of them will reveal the strategies, such as answering the
next related question, that they used not just to organize the paper
but to direct their own research planning. The student papers deal
with fresh topics of current interest written for audiences who
might attend a conference presentation—professionally adept in the
field, but not expert in this area. This type of rhetorical situation al-
lows students to see that they can contribute to the field and frees
them to write effective papers, rather than restrict themselves to
“essay answer” reports, which do not assume that the audience
knows less than they do.

FEATURES

# Clear and Concise Presentation
The chapters in this book are designed as “read to learn to do” ma-
terial. The book assumes the reader is a student with a goal. By pro-
viding short paragraphs and clear presentation, the text helps the
student achieve the goal.

# Numerous Helpful Models
The models illustrate contemporary ways to handle writing situa-
tions. The principles of organization and the logic behind a decision
to use a particular model of organization are clearly demonstrated.
Many students and teachers have commented on the helpfulness of
the models.

@ Exercises Focus on Chapter’s Assignment
In many chapters the exercises are actually steps in the planning
and drafting process required by the writing assignments for the
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chapter. Requiring students to complete the exercises will at the
same time allow them to develop the project required for that unit.

Situational Approach

Each of the genre chapters (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. The proposals chapter
includes a brief discussion of Gantt charts. The recommendation
chapter includes a discussion of generating criteria. The manuals
chapter includes a discussion of storyboarding.

» Pragmatic Organization

The text proceeds from theory to skills to applications, but teachers
may assign chapters in any sequence that fills their needs. For in-
stance, 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 get right into writing without
having to read many theory chapters.

Focus Boxes

The text has many “focus boxes,” which discuss concepts not read-
ily treated in a chapter. These boxes discuss important topics like
credibility and strategy and bias in language, all of which students
must master to become effective professionals. Other focus boxes
are discussed elsewhere in this section.

# Annotated Student Examples

Over 100 sample student documents illustrate different writing
styles and approaches to problems.

Worksheets
Every major project has a worksheet that helps students organize
their thoughts and prepare for the assignment.

Individual and Group Exercises

With a balance of individual and group exercises, students are
exposed to different kinds of technical writing problems and solu-
tions. Exercises in all chapters, even theory chapters, make it easy
to get students writing. They are designed to help students solve
their writing problems.

OTHER MATERIALS FOR TEACHERS AND STUDENTS

Instructor’s Resource Manual

The Instructor’s Resource Manual retains its chapter-by-chapter or-
ganization but offers more features to help teachers teach. Each
chapter provides an abstract of a chapter in the book, teaching sug-
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gestions (including suggested schedules for sequencing an assign-
ment), and comments on the exercises and writing assignments. The
manual has always contained student examples, but in response to
many requests the new edition expands the number available. These
examples, all created by students responding to assignments in the
text, will show your students how others have solved the problems
posed in this book. The goal is to provide your classes 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 ex-
amples and use them as class handouts or create transparencies
from them.

Grammar Review and Practice Software

PEER (Practical English Exercises and Review) is an interactive
software program for practice in individualized student practice. It
consists of 300 items eliciting five different kinds of responses from
students. It is available for both IBM and Macintosh. Free to instruc-
tors upon adoption, the disks may be copied for student use.

American Heritage Dictionary, Third Edition

This standard reference is available in a hardcover, thumb-indexed
College Edition or a briefer, less expensive, but still durable hard-
cover Concise Edition. Both dictionaries can be purchased at a deep
discount when ordered in a shrinkwrap package with Technical Re-
port Writing Today.

% A Guide to MLA Documentation, Fifth Edition, by Joseph Trimmer

(Ball State University)

This handy booklet distills the key information students need to
document their work properly in MLA style. It includes a complete
model student paper and an appendix summarizing APA style. Up-
dated to reflect the changes made in MLA style in 1998, the guide
includes information on documenting electronic sources. The book-
let is thin enough to slip into a notebook and cheap enough to serve
as a supplement for a main text.

. Writing Online: A Student’s Guide to the Internet and World Wide

Web, Second Edition, by Eric Crump (University of Missouri) and
Nick Carbone (University of Massachusetts)

This brief, inexpensive, and easy-to-use supplement for writing
courses provides basic information about communicating on-line
and finding and retrieving information. The book follows a logical
progression of Internet use, covering e-mail, Usenet, gopher; the
World Wide Web, Telnet, and FPT (file transfer protocol). Special
attention is paid to issues of on-line research, such as how to assess
the credibility of and accurately cite electronic sources.
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