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PREFACE FOR
INSTRUCTORS

The principles of good writing have not changed much in the sixteen years
since Technical Communication was first published in 1984, but almost every-
thing else about technical communication has. The sixth edition of this text
reflects the many exciting developments that have occurred in technical com-
munication — and in ways to teach it — in the last few years, most especially
the greatly expanded importance of the World Wide Web and electronic com-
munication tools. While maintaining the book’s focus on planning, writing,
and designing the major types of technical documents, the sixth edition has
been thoroughly revised and updated to show the effect of new technologies
on the way people produce technical communication.

Overview of the Sixth Edition

Technical Communication is now organized into five parts, highlighting the im-
portance of the writing process in technical communication and giving equal
weight to the development of text and visuals in a document.

Part One, “The Technical Communication Environment,” provides stu-
dents with a basic understanding of important topics in technical communi-
cation, including ethical and legal considerations, the role of the writing
process in planning and developing technical documents, and the practice of
collaborating on documents.

Part Two, “Planning the Document,” focuses on rhetorical concerns, such
as considering an audience and purpose, and communicating persuasively, in
addition to the early work of gathering information — both primary and sec-
ondary research — and planning the organization of documents.

Part Three, “Developing the Textual Elements,” encompasses both draft-
ing and revising text in a document. The part describes techniques for writing
definitions and descriptions, improving the coherence of text, improving sen-
tence style, and writing front and back matter.

Part Four, “Developing the Visual Elements,” addresses the fundamen-
tals of designing the whole document as well as the individual page. It also
includes advice on creating graphics for both print and online documents.

Part Five, “ Applications,” covers a wide range of types of technical com-
munication: letters, memos, and emails; job-application materials, including
print and electronic résumés; proposals; informal reports, such as progress
and status reports, trip reports, and meeting minutes; formal reports, includ-
ing informational, analytical, and recommendations reports; instructions and
manuals; Web sites; and oral presentations.
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Now a Completely Integrated Book and Companion Web Site

A first among technical communication textbooks, the sixth edition has been
thoroughly integrated with its companion Web site. TechComm Web
(www.bedfordstmartins.com/techcomm) expands the book’s resources in
two ways: by providing additional materials for every chapter in the book
and by directing students and instructors to the best Web resources available
in technical communication. The following features help students use the
book and the Web site together:

* A chart on the inside front cover of the book, “How to Use This Book and Its
Companion Web Site,” outlines for students the features that the book
and the Web site share. '

» Cross-references in the margins of the book refer students to the resources
available on TechComm Web and on other useful Web sites.

e The chapter-by-chapter organization on TechContm Web matches the book’s
chapters, allowing students to quickly find the information that they need
on the Web site.

e Flashcards and Online Quizzes on TechComm Web allow students to rein-
force and test their understanding of the chapters; these features provide
feedback that refers students to the textbook for additional review.

New Design

The sixth edition has been completely redesigned to make the book easier for
instructors and students to use. With clean, open pages, the book itself now
better illustrates the principles of good technical communication.

* A new full-color design uses color for a purpose: to convey information
clearly and easily and to show realistic design elements in screen shots
and color print documents.

* Guidelines boxes throughout the book summarize crucial information that
students need to create effective documents. For quick reference, an index
of all of the guidelines appears in the back of the book.

* A new, realistic treatment of sample documents results in even better models
of good design principles.

* Icons and annotations in the margins direct students to discussions of re-
lated topics in the book, on TechComm Web, and on additional Web sites.

* A redesigned and reorganized appendix, “Reference Handbook,” makes editing
and documentation advice easier for students to find and use.

New Chapters

Three new chapters have been added to the sixth edition to help students
focus on the writing process and rhetorical concerns particular to technical
communication.
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* Chapter 3, "Understanding the Writing Process.” Structured according to the
stages of the writing process — planning, drafting, and revising — this
chapter pays special attention to the role of electronic tools and usability
testing. The chapter includes a discussion of the effective use of electronic
drafting and revision tools — templates, styles, automated hypertext link-
ing, Web-conversion tools, spell checkers, grammar checkers, and the-
sauri — explaining their strengths and limitations.

¢ Chapter 6, “Communicating Persuasively.” The heart of technical communi-
cation is still rhetoric. This new chapter provides a clear and practical in-
troduction to the rhetorical and critical skills students need, focusing on
ways to identify an audience’s broader goals and craft an effective argu-
ment. It also discusses ten common logical fallacies, the role of graphics
and design in presenting arguments, and the crucial link between persua-
sion and ethics. Finally, the chapter includes an analysis of several per-
suasive arguments, from both print and online sources.

¢ Chapter 21, “Creating Web Sites.” The Web is one of the most important
media by which organizations communicate with the public, and it is
likely to remain so for some time. Students need a basic understanding of
the process of creating Web pages and sites. This chapter focuses on the
logic of the process — planning and creating the content, and revising,
testing, and maintaining the site — as well as the rhetoric of Web pages:
designing the text and graphics to meet the needs of the audience and
fulfill the writer’s purpose. The chapter also discusses designing pages
and sites for people with disabilities and for multicultural readers, as well
as several important ethical and legal issues. The chapter closes with an
analysis of several Web pages.

Expanded Coverage

The book’s coverage has been expanded in the following key areas to reflect a
wider range of technical documents and new methods of developing them.

* New clusters of sample documents. Many of the chapters now conclude by
presenting sample documents — both print and Web-based — that
demonstrate the principles discussed in the text. These samples and their
annotations help students see the principles in action.

* Research methods. Chapter 7, “Researching Your Subject,” includes a
greatly expanded discussion of using the Web as a research tool. With
screen shots of actual Web searches, the chapter demonstrates the effec-
tive use of search engines and Web-based library catalogs. In addition, it
provides new, detailed advice about evaluating Internet sources.

* Documentation styles. Included in the appendix for easy reference, the sec-
tion “Documenting Sources” now covers CBE documentation style in ad-
dition to APA and MLA styles. New models for citing electronic sources
have been added for all three styles. In addition, the section includes ad-
vice on citing sources correctly in order to avoid plagiarism.
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« Ethics and legal considerations. Chapter 2, “Understanding Ethical and

Legal Considerations,” now discusses principles that technical writers
should follow to ensure that their documents are ethical and abide by rel-
evant laws.

Collaboration. Chapter 4, “Writing Collaboratively,” now provides guide-
lines for conducting meetings effectively to improve the process of col-
laboration. In addition, the chapter discusses how to use groupware fea-
tures included in word processors, such as the comment, revision, and
highlighting features.

Oral presentations. Chapter 22, “Making Oral Presentations,” devotes ad-
ditional attention to presentation-graphics software, showing students
how to use slides to help listeners understand the organization of a pres-
entation, how to use speaker’s notes, and how to create handouts.

A Complete Ancillary Package

The ancillary package that accompanies the sixth edition has been expanded
to provide a wealth of resources for both new and experienced instructors.

» TechComm Web (www.bedfordstmartins.com/techcomm). In addition to

student resources, the book’s companion site offers the best Web re-
sources available for instructors in technical communication. Instructors
can find everything from password-protected reading quizzes to down-
load and distribute to students, to sample syllabi, in-class activities, and
PowerPoint slides that can be adapted for classroom use.

Instructor’s Resource Manual. Expanded and thoroughly revised, the re-
source manual now includes sample course schedules, teaching tips,
chapter-by-chapter summaries, and classroom activities; commentaries
on the writing and revision exercises in the text; and articles from profes-
sional journals on defining technical communication, creating portfolios,
evaluating Web sites, and working collaboratively on a research project.

“Making the Transition from Composition to Technical Communication.”
A new essay — downloadable from TechComm Web and available in the
Instructor’s Resource Manual — helps TAs and adjuncts apply their knowl-
edge of the composition course to teaching technical communication.

Transparency Masters. The graphics from the text are provided in a con-

venient form that can be adapted for classroom use. The electronic files of
the transparencies may also be downloaded from TechComm Web.
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