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PREFACE

The third edition of Modern Technical Writing consists of four
parts:- Technical Writing in General; Reports, Proposals, end Oral Pre-
sentation; Business Correspondence; and a Handbook of Fundamentals.
This is the same overall plan that was used in the first two editions ex-
cept that the material on oral presentation is entirely new and much of
the rest has been updated or rewritten to keep abreast of current prac-
tices of the better writers in government, education, science, and industry.

The logic of this arrangement is that some of the various skills
needed for technical writing can best be acquired if first studied sepa-
rately and then put to use in the writing of reports and other longer
- pieces, The parts are written, however, in a manner that permits an in-
structor to take them up in a different order if he wishes.

Part I starts with a brief introductory chapter and then takes up
Style and Organization, covering them in that order because skill or lack
of skill in style affects all writing, while much technical writing is so
short as to offer no problems of organization. These chapters are fol-
lowed by one on Mechanics, covering matters of form that are peculiar to
technical writing or else crop up in it with abnormal frequency.

The chapter on Special Problems, which follows, performs a dual
function. It provides writing assignments that may be used while the
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Xiv PREFACE

study of st}'le, organization, and mechanics is still under way. and it
explains ways of handling certain problems that may arise during the
writing of reports, proposals, and other longer forms. We have also ex-
panded the treatment of technical articles—recognizing the potential
contribution of article writing to the career of the writer and the value
of the article to science and technology.

In Part II, a change of emphasis at one point is reflected in the new
title for Chapter 8, Nonformal Reports—Their Variation in Form and
Purpose, which was formerly called Special Types of Reports. Though
certain special types of reports are still discussed, additional emphasis is
given to the fact that there does not exist any universally accepted set of
types, under which all reports can be classified.

Two other extensive changes have been made in Part II: The
chapter on Proposals, which first appeared in the second edition, has
been rewritten and substantially expanded so as to cover that important
subject more thoroughly. Also, an entirely new chapter, Oral Presentation
of Technical Information, has been added. Though a study of this chap-
ter is no substitute for training in public speaking, we believe that its
recommendations can nevertheless be of substantial assistance to those
who use this book on the numerous occasions when they will be called
upon to present their ideas in person before a small group or a large
audience.

" Part II1, Business Correspondence, remains largely as it was. It is
important because, though not all letters, strictly speaking, are technical
writing, those who do technical writing will find it necessary to write
more and more letters as their careers continue. Consequently, they
should be made aware of the difference between the skills called for in
letter writing and those that they need in the other writing that their
work involves. Of special interest to the student is the section on letters
concerning employment, which has been altered to take into account a
rapidly changing job market.

The Handbook of Fundamentals has been updated—usually by
being liberalized. It is intended primarily for purposes of reference when
a writer is doubtful about some matter that concerns correctness and
effectiveness of writing in general. Its attitude, like that of the authors, is
liberal; but in faimess to those who use it, some of the traditional taboos
are pointed out because they may still be taken seriously by people
whom those who use this book will address.

In all parts of the hook new ideas have been added and changes
have been made wherever close serutiny revealed an opportunity to make
the book more cffective. The exercises are of the same kind used before,
but consist of entirely new material except on a few occasions where
something in the second edition bronght out a point so well that no
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satisfactory replacement could be obtained or devised. Also, the subjects
for writing assignments are new except where they are broad enough to
allow the student considerable freedom in utilizing material from his
own special interests. {

The specimens of various kinds of technical writing are almost en-
tirely new, and in every case have been written recently enough to be in
line with current practice. Particular pains were taken in obtaining re-
ports and proposals to use as specimens. All of those included were
written for actual use in government or industry, and: are shown in fac-
simile to let students see an actual cross section of material produced by
professional workers in fields they themselves may enter..No specimen
is the product of professional technical writers and artists. On the con-
trary, they are the work of professional men who must write as part of
their jobs but whose main occupation is not writing. Most of those who
use this book will fall into that category.

These specimens were obtained from many sources, and those that
are presented were chosen because.they seemed best to represent what is
being produced in the field. They. are of various types and concern various.
fields, Geographically, they: come from places as far apart as Alaska,
Hawaii, and Brooklyn. They comprise only a small percentage of those
received. Examples not included were also valuable in that. they. too
were examined with care so that what the book says about reports and:
proposals would. correspond with current practices. Also, they were a
source of subject matter in devising exercises and assignments that would
be most like what the student will be doing:when he is on the job.

Throughout the book—in the text proper and in assignments, exer-’
cises, and specimens—material will be found that concerns subjects which
have emerged as vital in recent years, not only to students, but to Amer-
icans generally. Ecology, pollution control, and energy sources are typi-
cal examples of these interests.

One further change that is directly apparent only on the title page
but which is indirectly reflected elsewhere through the book is the ad-
dition of a second author. This addition permitted us to contact a great
many more sources for examination and allowed us to state with greater
confidence that the suggestions we provide the student to aid his writing
are indeed turrent and enduring in the field.

In this respect, the number of persons who have been of service
while revision was under way has been so great that listing all of them
would be impractical, but a particular debt of gratitude is owed each of
the following: Allen S. Janssen, Dean (Emeritus) of the College of En-
gineering, University of Idaho (who helped us to make the contacts that
enabled us to obtain much of our material from outside sources); John
Banks, President of the National Steel and Shipbuilding Company of
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San Diego; Ronald Hurlbutt, Traffic and' Engineering Department Man-
ager, Oakland, Califorria; Eugene Lunty, Executive Vice President ‘of
the Brooklyn Union Gas Company; William Smith; City Engineer, Mos-
cow, Idaho; Jerry Whiting, Mining Services Manager, First Bank of
Montréal,” Canada; Nancy G. Baker, Oregori State University Speech
Department; 'Diane Kireilis and Elbert 'G. Melcher, Rocky Mountain
Center on’ Environment; Robert Larson, Ken -Seaman, and Harry Sloff-
Kiss;” National Assessment of Educational Progress; and Edmund E.
Tylutki, Associate Professor of Biology, University of Idahe.

In addition, the corporations and governmental agenéies listed be-
low' were estremely cooperative: The Army Corps of Engineers; The
Asphalt Tristitute,' College Park, Maryland; Boeing Company; Brooklyn
Union Gas; Chevron Chémical Company; Douglas United Nuclear Indus-
tries, Inc.i DeKalb Agrisearch, Inc.; Earl V. Miller Engineers, Phoenix,
Arizona; General Electric Company; ‘International Snowmobile Industry
Association; Montgemery County Maryland Division' of 'Transportation
Engineering; Natiohal Assessment of Educational Progress; National
Steel and Shipbuilding Company; the City of Oakland, California, Traf-
fic (Engineering Department; The Potlatch Corporation; Rocky Moun: -
tain Center:on Environment; 3M Company; T.R.W.'Corporation; U.S.
Gypsum; United States' Environmental Protection’ Agericy; United States’
Forest Service; University of Washington' College -of - Engineering; and
Washington State University College of Engineering’ Extension Service!|

- 1 The faculties of the University of Idaho Colleges 'of Agriculture,
Engineering, Forestry, and Mines ‘and the factilty of the Oregon State
University College of Sciericel have g:ven encouragement and coopera-
tion.4dt aﬁ t.unes :

o B A R T T J s TheodorfeAShemmn
" ‘Simon S. Johnson
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