21ttt 2 5 HF R &k A B # I

ngllsh for
Techmcal
~ommunication

B T B4R LSRN E4




QI LS FRAREAEM
English for Technical Communication
‘ —a — »
X
£l & b 5 if
A Course of Advanced College English

KR HHAR

BOF BERE Dx¥E YRE

#A 4 & K &

2001



NE M T

FUXREERUNHBST S HEEFRE R VER, B5% L
HF(BERESREFF)NBAT RIS ERABRGMERBHEEAR
GEA—-H—THRRE. TEMHRRRT REXEFUXRFREN
THBR,FEETHEERIAMASHRERENBYN, BERREL
FEd BN AES, MEEURRHBEUKRHBRGEN AR TFHAL.,
AEEETLRE TUEE. FUXFRIT R W HREM O LR,

AEMTED BT UHRENBRIER RS EHEEM, BTE
NETHENAEBERNEREFUMMEFT L REENRNETAL
o

BH##ERR4A B (CIP)# R

HWRRER. KEREEBHE/BT, BESH, SRFRF .-ILR:
B 4 ARdt, 2001. 8

21 42 RS Be R i A HA

ISBN 7-03-009429-8

I.%- 1.0 OB @5 I.%WEFHFRL-25
IV.H31

o E AR A 8 CIR BB FF(2001 )38 0353285

# % 2 Kk & IR
sk amait e s
R E 476%:100717

http:// www _sciencep.com

% & % K R
BEHEERT SMFEHELH

*

2000 £ 8 B — M FrA 850 1168 1/16
2001 4 8 AB—KER B .27 1/4
EIg:1 -5 000 %565 000

Efr: 39.90 T

(A Ep: B o), Ak i Fisde ey



=
ol

PHEHESRRFIABEWAZEEHZ AN FEIIAOELEAFZEH
HBHTEBRANENRETEENE, AXIX B8, KPELREREH
ZANBUHNBRNUARSNR, tHNEARENBUTRSZLE,. RARHRESE,
BEBEHTEWERRANE D, LU ERNBN A #ENAE, RETUER
HENZSE, CERNZSEREEERN—NEBRE, (T RIKRHEIE)(English
for Technical Communication) F R AR S X —HE X EMELNFEAFFIRE
B8,

L\ PR EIB B LUK B S 2805 B H 1B (English for specific purpose) t 5% B
CAHEM PZEWEE(NERBE ARE B EFRIBEF)NESRRSEER
BREODHNEMBERASEN —EH-TIFRIXENER, RiIABE,REX
BEHUNEVREFERS, BEINEHRARNXHARZENE -0, TE2E8EE
. EBBRYH RSB BNBIREDENAER, TURRZLUESHYUAER
BAKE, NEXSWTHHOZEMERON, RUEHEBRMNES IR, H
DI ABHRECEW LRI ENHEAN, EERLEEESPETUNHBNER
EERASSERIG, MBI EUNRNRE, EFEERRBWENETE
NOSWMRR, ERTELNENR R, 20 84 80 FHLUK, EUWRRFEE
EERBHTRARARE, EAYAHABABENEAHRTESRERRANS N
EYWRARAR, UHERESURNGHEARNER - MESNEEFEFERHR
MEURREBYHE, SEREYENZTWHBNAEN, HEARNEEE:

() BURE NEERNER.BEHANZWIHHRRERID,

2) BUSE NBEERKT, BBEENTBL, V5B, 85 .OFWAE
BV, QEWEEHL;QEWELYRE;,OTUMDIIT;@Z WM BE,

3) BUXHET NENHBM#TXHERESTORD, EXHBAE
MARE, 85 . OXHETRU, OB THAR YR, OBR A NBraEH
%O

(4) BWHED NBILSUVHNVAZHINEERR, BF.0RR

£ ORED ;8B QUBEHSEFR;OBIXH; 0@ ABHURR
BiE,

(5) kR NBEWOLARFHEN . NR. ERUNEKS, 865.00%
THEMER;QUBERZ . OBUSNRES ;OB ARD(REBNEE . FERY
BENEBFHANKIONE); OXKRBAREB,

BMNE—ZA NN BD, E—BONBERL, NBEUHHIESHR
NSE. SRED; B LSO NBEPD, XERM %, ABHA, MEXEER



*ii *  English for Technical Communication

NARBESUEMANBERRRDER —H, RATEBLSIREENER, &
BOBEEXREMED, A RZOTHOBREAR. BRI EAPER
LIGHSHEXEDEHOTERNIES,

RBERM 2, BB, TEFAFRBEURRENSRRBRRS
SE#RY, WOFEABINENAZSFRANORREHMNRBS W FENN
RILEHAM,

WEAZZERL TBEZMNURARHT IAEER, FRETETRENM,
fELL R R T RR B o

BFEEKTER, FHPELEFE2L, WA XAREHT B,

% #
FEHERKE
2001 £ 4 H



Contents

Section One Basic Principles and Concepts

1 Introd“ction Of Technical Communication et e es s aes s e ecseaa mesate nes sae ssasre serees tne et tse s bas ses

I . Importance of Effective Communication
I . Defining Technical Communication

[ . Contexts for Constrycting Meaning ****

IV_ TeXtS That Communicate L T T T T PP

Exercises

READING-—The Challenger Disaster

Exercises e es e ees she tee s tea s te s st see sheaas s es Bte ase sea cae seeaes tesateaar et tasant nreasa oy

2 Strategies of Effective Reading s e seseaenes et secase e tee et arn ate e e s ere et ess es s te aes Nt ans nuwons

I . Identifying Structure

H . Distinguishing Main Points R R TR T R T T R T TR R R R e

[l . Drawing Inferences
V. Generating Questions
Exercises

READING—Why Is the Sky Dark at Night?

Exercises

3 Locating and Recording Information

. Calculations

. Samples and Specimens

. Empirical Investigations
. Internal Records
 InLErviews e eeseeeeee s

. Letters of Inquiry -

HHEEESSEE e

. Surveys and POHS S T S T T R L T R T TIPS

(e <BERN B « K - V'S T VY

.10

- 14

16

- 17
- 22
- 23

- 24

- 27

w29

- 31
- 33

. Personal Observations L T L R R T

33

- 34
- 34
+ 35
«» 35
- 35
- 39

. LADrary ReSOUICES +++++ rrsssrssrssrssnsansstsane s tis it it bee ettt bbbt e b e
 EECIIONIC RESOUICES «## == #nr +reeerreaenemnmessrsais it trttia s tet e e aet st e ses et i eee bbtaa s

N Recording Data e s a s eas sum asease sr e s as nes ees aas see eet tus sae tes eee e e s e st e ene see s n b Bt ane cas sos ninobe
i -

- 39
- 42
. 44

47




- iv - English for Technical Communication

EEXEICISES  wrrere rrres mrsersnn it tns aee hee ettt e s et et b s e ceseen et ee s e s nee neeaes §()

READING—Searching on the Net: Guiding Lights D LT T T R TR ¥

D T T P
4  Ethics and DoCUIMENEAtION -« c-cosreersetetrtmn ettt ettt it ittt eitie e eesis e e 50
. Public Good and Ethics <+ et rrerserrmrasstermmotsare s crntiesettiniiiitesinsesesinannees §0
. Completeness and Ethics v e ereererreerseersntioriitaniitii e e 6
Intellectual Property and Ethicg «eeeer e eerreeerererantrinne i 6()
. Incorporating Source Material in Your Writing «---tccre v sereesseeermnnssiieen e §]
. Documenting Your SOUrces +++ e s ssstssseseesreesteatenieuituniiie et 66

=< 2B

. Guidelines for DOCUMENting SOULCEs  «r«++esseseressessrsmmuessonrmuuu ittt e 75
EXBI’CiSES e e s 0o s ame nes e aa s os ene as st are £ee e e et e e e s eae Pesas 8t Eas S0 s et et cenaro ot asrsBse e soe st Res ase 00 76
READING—How an Author Can Avoid the Pitfalls of Practical Ethics +-ecocereeerseereeens 79
Exercises e e s et s ema nes 8 as e as Bos s as et ese s e e e st en e aBe B ee tee 800 Nos Nes Pue P sease ss e e et sae ttooaa nas tae s tes 88

5 writing Process 06 e s sss @t see s ee ses st E BE el Eu e eee e s os S es LEs NIN POA OO0 ABRCAS SEL IO VI SR AR TP NRO A RSN S0 90

. Inventing and Exploring «++«e+esstrseetreernrosserntriaiin it 9]

. Document Planming «+«--esseereeererersereiiniiii i s 93

. Drafting"""""“"'"'""""'""""""""""""""""""'"""""""""""""""“'"' 94

. ReviSing  +oseesrerereseere ettt e e s 5

. Edltmg s 504 8 08 888 G A Pes S8 £08 A a6 I P S D PP AR s ANE an s asate men soe et s sabses eer s eet ur T Nen ot Ot ars Ba0 97

Exercises eee eme soa e sa tan nev mos ane ane sae s Heeas s b ant e e s tie a0e AEE Bes eet 000 Nes et sea s NP e st aus 0On Bss B Bon 99

READING-——-Euthanasia or Murder? D T L L R LT T T TR R T 101

Exercises R L TR R R P P D PR PP 105

6 Technical style 4o 88 m 680 00 e tee a8 s I se tes P Ee Be BAS See FOS SE N S8R PP 0 004 I SR S s PeN SEs eesats BBl tes seR e SR s b 106

< 2 B2 =~

. Style Conventions e s ses eae s ee nas st ees Bee ettt PoB st B s e se 0 B0 sas the et oo RTe At ce0 sen tbnsessensn N Y 106
General and Specialized Conventions of Technical Style «+:-ecocesrrereerenermneieiiecnee 107
Principle One: Helping Readers Feel Involved in What They Are Reading -+--+<-o-+o---- 107
K Principle TWO: Selectlng Words Carefully esaesasssssrensses et s st et er e st ar e 0e B Bse tu0 110
. Principle Three: Writing Clear Sentences +++++«sssssssessessreneanaiemnaeiensninnenn 113

S<ZEFH

. Principle Four: Creating Documents That Are Easy to Navigate «:-:creereeeveeeeveeeeeees 117
TSP RS RRCT .}
READING —PoWershift Fra «++ et teosreererrrmaameooneanieesiinnsiiie e 124

Exercises e e s e ove sem oo n et s oas aaseneaas mes ere et ean e eee sadeeeses sastas e ea bt ets0ss e ettt teo v e bes 131
Section Two Technical Writing Techniques

7 Technical Definition +-ccevecee st sreoreatn ottt ittt s s s s e 135
I . The Role of Technical Definition  «rvsreremsrseseeenraretstaetitiiiatiitatotin it asaatsiiitaas 135



Contents

v

. Informal Definitions

< =2 832 =

Exercises
READING—The Laser: Humanitarian Hope or Doomsday Device?
Exercises

8 Technical Description

1. Types of Technical DeSCIiption <= «s«tstssswtessoesmsrersisms i s st st e
- 150
- 152

- 154
- 157

-+ 159
- 161
- 163
-« 163
- 164
-« 165
- 169

Il . Writing a Technical Description
Il . Graphics Used in Description
IV . Examples of Technical Description

Exercises

READING_Studying Vir“ses in Laboratory R T TR T T R E T T PR

Exercises
9 Technical Analysis

. When to Use Technical Analysis

< =2 B B -

. Examples of Technical Analysis

Exercises

READING—Ships in the Desert ««---«seeersssneemseasenneniisutsumsistnsn s s e s
- 181
-+ 183
-+ 183
- 184
- 186
- 190
- 193
- 195
- 197
- 200
- 204

Exercises
10 Technical Argumentation cse vee eenseuurssse et seasen i bt

. When to Use Technical Argumentation
. Convincing Argument

. Induction and Deduction

=< =2 BEH92H

. Toulmin Logic
Exercises
READING—Should Drugs Be Legalized?

Exercises

11 Technical Abstract

T . Types of Technical AbStract ««:--ssssssesrsmssms st s tistis e et it i s s e s
- 208

. Types Of Technical Analysis O T R L R T R TT P R YT R T
. Writing a Technical Analysis T R T R R R Y TR

. LOglcal Fallacies ee sse erececnre st res suoseeassarr ast ars sae sse et sae s ses s LNy

. Guidelines for Technical Analysis S L R LT TR P R P P T

i Comparison S T L L T R R R R R

. Formal Definitions e he o s eee mes s sae sanonacsesns emeses s ssees ene mes et ats sue ses ase s oo et sos s i o
B Expanded e InITiONS «+c=or sstrevrermenseeonaeesetettoitateaitattotetettsorettetosnnnaconsostesns

. Notes on Definition WIiting =« «r«essessrrerrrersasmerrmr sttt

- 136

137
137
139

- 141

- 143

- 148
- 149

149

- 171

= 174

175

- 206

H. Writing the Informative Abstract B LT AR LR LR LR LR AR

206



- vi *  English for Technical Communication

12

13

14

15

. Reducing the Abstract

N. (}uidelines for Infol-mative Abstract e ees e ane e sra e s s saenes st asr s an see ate 0sn e cra bosonn et nue

Exercises
READING—Nuclear Fission and Nuclear Fusion

Exercises
Graphics
. When Should You Use Graphics?

. Graphs

. Illustrations ««+++eevee

=< 2 B e -

. Graphics and Ethics
Exercises
READING—The Future of Abortion

Exercises

Information Design ‘-

I . Chunking and Labeling Information «««teseessereeescmmms it st
- 253
- 255
- 261

I . Arranging Related Chunks of Verbal and Visual Information

[l . Emphasizing Information

Exercises

READING—Coverage Demied «:+«t- s+ ssereersomessrties ittt bttt s
- 266

Exercises

Section Three Technical Writing Tasks

ReSEArch REPOTES +++++v e+ s sstsrsrstrs e cr e sos bt ettt ettt s st
I . Situation T T T R T R Y LR PR R RN L
- 27
- 277
- 279
-+ 286
- 287
- 288
< 290
- 293
- 300
- 302

. Form
Exercises
READING—Using Microcomputers in Teaching

Exercises

Instructions

I‘ Situation R T L T R R

. Form
[ . Writing Instructions -******

Exercises

READING—Portable Radio — Cassette Recorder

D

s Tables T T L L T R R R S LS RE TR R
- 222
- 232
- 236
- 238
- 241
- 243
ceves 245

- 246

. Diagrams T R R R R

- 209

210

- 211
- 214
- 217

- 218
- 218

220

247

263

- 269

269



Contents * vii *

EEXEICISES ot teeverersorectsnuennesotonsontonesussnesssnnetoensescenssssssenssscnnnseanaranessannsssnnnsenes 311
m Commercial CONrACt +++rersrrsesrssrrrrrrsesartrsoastrssrereissasressesssstrssassrssssrssresssssassnses 313
. Title of the CONLIact «r=«=rrr==srersresrreserrteretrentereeueiotitntiennesirosenneseeseeaseenenenns 314
. Description of GOOds ««+#w+=++rsssresnerue st sasneruit ittt e st e 314
. Packing Clause =+ sssssssemrestsses o ns ittt s e e 3
. Cost ConSiderations  «+++=-=+=+==+sssesrssssrsresuenienenimeiinirtiitiieeesirsieieasesenseeseneees 315
C DOCUIMENTALION  ++-r==essrrrresnrrssenrssssnessnasstuenteinstinnecaenasseeseetninmrs e senees 316
o SRIDPING Tertns =or==esvessverserure sovossavs sovussiies yhodsasus s avasansn Somsms sagrympiitsirifes oo ves 317
. Inspection Clause  ==++++sssesremessssmnemmssis it s s st s e b s e e 317
. Arbitration Clause =e-+t+seeserresrrrsrsreaiertenieiaeittiieieeenuiae e s e snnsnaseenss 318
. SIGNALUTE +=+rsvoe +sssseseesaesseanssessobsietustostinsis sen ths bhs s s b sh b el s 319

EXEICISES = +vv+oevveeeevreressosmnsaneuonuusstunnsernnsnnsesiesrassaeusessansseeenssne e snn ces snstesivenes 39()

READING—Will Be Still Need To Have Sex? b s mmsamemes smes e en ersn g Erosslesibuionvevs SO

ELXEICISES  +rvvweseeeossosvmnnnssnnsessensontne it istteee sas e es ses sae s e sas see sas e e see s e tre s ons 328
N it Dioisipentn, izt iint i s e b ekt aitsehes 38

HEEsS<=EEe

I . Features of Electronic Documents -+ «+++essesessssrsnressesrssenassssssnssssssnssssscsssneses 33()
H . Electronic Mail eee s sesce e ses aen see sateeeeasee e tee nee s ase st et sateteeee sesees et ass sRsss sre tee 333
IH. Hypertext L L T R 335
N_ The WOrld wide Web T L LT T TR 340
Eorchan  sowssssssovessrs asiaesias iisannsed sovspsvrn sonmtinnss svwasssun serpyeeynsuresios sipiabonbonsivars 349
READING_An Intemctive Life tee sseeeesse sesese seetee ate st ssesoese ses tes ee Pessse sesese ses sen sus son 345
EXEECIGeS  <+++++ssorreneraresevasnsnssaiassarssne susess srassases ssons ssnsns sonsvanesasssseatbassonensesrnass 349
O T £ 7

T . Memorandums  -e+-sessrreerensensressennennesenteeant o iesuisinsat i ser snsn see e escus s e 35D
T1 . Letters ««--eereverecererenrennnnnnssnsnerussnennssnssessnessces neentsnsetisanssieseeneesnessessnnieces 356
. The Writing Progess «r+ss+ssssssessesussnennemnennsansinsumnimn i se s seesnssnssnsesvee e eee 36()
EEXEICISES  +o++erreseeonrssesessnssssate s orennesissns i sesanstessinnntesnnt shetee sesttssensessnn s sesee 363
READING—The Speciai Theory of Relativity «--ccc-scveoeeerresrnsenmnnesmmanesntoneaeesience 365
EXEICISES  +++veeerererensrsnerersnsosens nnorasee s sssnnssosomscssrusarsmsanecesaes sonnnsssnsisaacanaesee 369

Section Four Other Technical Communication Tasks

mﬂww OTal PreSentations «---s-+s+esséesecssressssus tsnuessussussessnsrnssssss ot sensee sesacsessnesussssnnee 373

I . Situation R b R P e e R S SR T S e R R B P D S PR R LR LR S 373
[[ X Prepar'mg fOI' an Oral Presentation vt esbis s b e Sr SN SO SIST e B st nePos st es desuessiegesesee 376
[H' le1ng an Oral Presentation s e S S TSRS s e s b s sis susb s sne susitss SR
N. Following up the Presentation sss=ssss=ssssreersasmnotorerecssrose srocsesen seosonnoroosose seccnsocs 390



- viii - English for Technical Communication

s Ce T LT T T G 1}
READING—Speech on Hitler’s Invasion of the U.S.S. R ---r-roeseeeeneriieiiannii i 393
393Exercises oo aao e he a8 a ee 0 are e SR Sus eee S0 E o s A0 N SO S8 L OO G b0 ESe E0E ANe HEe BeK 0e LeB AbeaNe SR bE UL Bbe mes 396

20 Job Application s 8% a 88 B e s Beuese cas see See RSB LB S E8E e s Ae 88 S EN BeN mry ave ase teeoet seacenaNeBataoe e Bae are 398

. Securing an Interview a8 $ 00 000 008 06 B0 eN s e e BEs PUL e se SeE FE U RET SOt s0s SRR A SRS AA O TIE AR SO RIS RV ALY 398

. ’I‘he ReS\lme e s s e e e et see Sae s e a8 ses Sak Eee as e es e as e ee s eb e st aas B8 4 ate She et tP e e o BRSOV IR YRS YL BH e 400

. ’I‘he Letter Of Application R T R 409

. The Interview B L R R AR AL LRI 411

< 2 E =~

. Accepting or Refusing a Job «+++sssssssessesssstmsumimainis i 415
S R TRETETTRITLIN: & [
READING—Are You Really Managing Your Corporate Resources? —o-oroeceeeceeceeeeenees 417
Exercises S S e L T R R D R R R TR 422



Section One

Basic Principles and Concepts






Introduction of Technical Communication

What do the moons of Jupiter, in vitro fertilization, silicon chips, wetland con-
servation, soybean crops, pianos, and foals have in common? All are subjects in tech-
nical communication. What do astrophysicists, obstetricians, electrical engineers,
ecologists, farmers, musicians, and veterinarians have in common? All read and write
technical documents. Technical communication is a broad field that touches nearly ev-
ery subject and profession since it connects ideas, practices, and people. Technical
communication defines, describes, and directs activities in business and industry, gov-
ernment and research institutions, hospitals and farms.

Although certain professions such as engineering have traditionally been associat-
ed with technical communication, nearly every discipline and profession das technical
documents, visuals, and oral presentations. For example, detailed information about
sound formation is important for both a speech pathologist and a computer engineer
designing a voice synthesizer. Knowledge about muscle conditioning is equally relevant
to physical therapists, ballet dancers, and veterinarians. Data about weather changes

are crucial to both the meteorologist and the commercial fisher.

I . Importance of Effective Communication

Technical professionals who communicate effectively—regardless of their areas of
expertise—usually achieve more career success and have greater job satisfaction than
those without the skills to communicate their technical knowledge. Technical experts
who cannot communicate effectively are not an asset to any organization. Successful

professionals see writing and reading as integral parts of their job , not as something
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extra that they have to fit in. They assume responsibility for their own writing—from
organizing ideas to final proofreading of documents.

People’s reputations may be built largely on their communication. Although good
communication skills are essential for all technical professionals, the higher a person is
promoted, the more writing and public speaking are required. You gain tremendous
professional advantages if you write and speak effectively. Your communication needs
to be technically complete and accurate, logically organized for the audience, visually
appealing, and interesting; it also necds to be mechanically and grammatically conven-

tional, and to say something worthwhile.

II . Defining Technical Communication

Although technical communication has existed as long as people have recorded in-
formation, technical communication as a profession has evolved tremendously during
the second half of the twentieth century. Technical communication was defined ini-
tially as writing that dealt primarily with scientific and technical fields, but subject
matter—though certainly relevant—is no longer sufficient to define technical commu-
nication.

More recent definitions of technical communication focus on the collective charac-
teristics of technical discourse-—characteristics such as purpose, subject matter, ap-
proach, and audience. With minor adjustments, these characteristics apply to all
modes of technical communication—whether oral presentations, paper or electronic
texts, or visuals. Table 1-1 summarizes the cluster of characteristics that define tech-
nical communication. The following scenario about Jon Baliene, a manufacturing su-
pervisor, illustrates these characteristics in a workplace situation. Jon's situation is
typical professional’s.

Table 1-1 Characteristics of Technical Communication

Characteristic Explanation

Purpose Informs and persuades

Audience Addresses identified readers, listeners, or viewers who often have multiple
needs

Need Fulfills specific, identified needs; material and approach adjusted to audi-

ence needs and expectations
Interpretation Recognizes that multiple interpretations of text, oral presentation, or

graphic are possible

Subject matter Conveys technical aspects of any field; adjusts technical content to the au-
dience
Timeliness Becomes easily dated

(To be continued)
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Characteristic Explanation

Approach Attempts to be straightforward; differentiates opinions from verifiable in-
formation

Visuals Often conveys content through graphics (rather than text) that aid under-
standing and decision-making

Format Uses clear and direct language without unnecessary complexity; often uses
short-to-medium-length sentences, sﬁbject-verb—object word order; stylis-
tically varied but simple

Design Designs documents to contribute to the accuracy and speed of comprehen-
sion_and recall of information
Division manager Sandy Schaeffer asks her
manufacturing supervisor, Jon Baliene, to
prepare a report that recommends solutions to SUBJECT

PURPOSE the production problems in his department. MATTER

inform and persuade

NEED

identified needs;

material and appro-

ach adjusted to aud-

ience needs

INTERPRETA-
TION

multiple interpreta-

tions possible

Although Jon presents verifiable information
about the factors contributing to the problem,
he also wants to persuade Sandy to accept his
analysis. Because Sandy’s background is in
business, Jon adjusts the technical material by
adding explanations of the highly specialized
information. In addition, Jon includes an ap-
pendix with calculations and specifications ap-
propriate for secondary readers who have more

technical experience than his manager.

Béyond identifying and analyzing the prob-
lems, Jon includes recommendations, which,
he stresses, are based on current projects and
costs; in six months, he would have to write a
different report. He hopes the background in-
for mation along with his persuasive. argu-
ments convince Sandy to accept these recom-
mendations. However, even though Jon has
worked hard to prepare an effective report, he
can’t guarantee the way that Sandy Schaeffer
will interpret the information and the argu-
ment. Jon checks the text as well as the visu-
als to make sure nothing is ambiguous or con-

fusing.

technical con-
tent adjusted
to audience
AUDIENCE
identified
readers with

multiple needs

TIMELI NESS

current; easily

outdated

APPROACH
straight-

forward
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Becaugse he knows that information can get
FORMAT muddied if presented only in a narrative style,

standard report for- Jon uses the report format recommended in his

VISUALS

mat company's style guide. He uses his software to
convey  con-

organize a great deal of numerical data into a .
tent; inte-

table and to crcate a graph that shows the grated  with

trends he has identified from the data. He text
places these visuals in the text immediately

following his references to them.

Despite Jon's enthusiasm for his recommenda-
tions and his recognition that he has a definite
bias, he clearly and directly explains the prob-
lems and proposes his recommended solution.

STYLE He realizes that although his primary reader

clear and direct (Sandy Schaeffer) and possible secondary

without unnecessary readers {others in management and manufac-

complexity turing) are intelligent, well educated, and DESIGN
well informed, they have little time to read headings and
unnecessarily complex material, so he checks subheadings
his sentences for length and clarity and uses - ease reading
his computer’s style option to set headings and
subheadings that signal divisions in the report.

. Contexts for Constructing Meaning

Jon's goal was to prepare a report for Sandy Schaeffer recommending solutions to produc-
tion problems in his department. In preparing his report, Jon considered the situation that stim-
ulated Sandy’s request. In other words, he considered the overall context—social and political
factors in the organization as well as the professional expectations and constraints of the organi-
zation—that could influence what he would say and how Sandy might interpret it. He selected
his information and organized it based on his reader’s needs.

Like Jon, your goal should be to create reader-based documents that consider the reader’s
necds and reactions and that organize information for reader’s understanding. Creating reader-
based documents requires awareness of the situation in which documents are generated and used.
The context influences the meaning you get from the documents you read. As a reader, you
construct meaning from the documents. You are, of course, influenced by the actual words on
the page, but these words carry slightly different meanings for each reader.

Words themselvés, whether spoken or written, are only part of what contribute

to the understanding. Your understanding is influenced by your attitudes, values, ed-



