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Infroduction

This book, { RHFIEEAE ) or Writing in Your Workplace, may be more appropriately titled “Technical
Writing” or “Technical Communication” because these are the terms people use in English speaking countries.
The current title is used because the word “technical” may scare away many who see themselves as being
“non-technical” or even “technophobic”; they may want to have nothing to do with science or technology.

* Technical writing, in fact, thay not necessarily be very technical. Rather, it is just a style of writing
used in various fields, from a short resume to a volume of instruction manual, from an internal memoran-
dum to a formal business contract. It involves explaining ideas to technical or non-technical readers, who
will subsequently act on these ideas, for instance, make a decision, attend an event, or operate a machine.
With the rapid economic and social development, technical writing has become an everyday professional
practice in workplaces, and the subject is extensively taught in universities in almost all developed coun-
tries where education directly serves the needs of the economy. -

What is more, we live in a world where English is the most widely used language of business and
technology, and young professionals often need to work with people from diverse countries and linguis-
tic backgrounds. It is crucial to be able to communicate in clear and effective English writing with an
international audience.

This book is intended to provide students with a set of guidelines for technical writing in profes-
sional settings. Each unit offers detailed strategies for accomplishing a specific writing task. These tasks
include preparing memos, pamphlets, brochures, reports, proposals, posters, manuals and instructions,
webpages and contracts. By analyzing the samples and doing exercises in each unit, students can learn the
basic conventions of technical writing and professional communication. In addition, some units also
provide useful web links so that students can search online for more samples and tips.

Technical writing is user-centered, that is, reader-centered. It is intended to communicate with
customers, clients or general audience in the most efficient way possible. Students should, therefore,
always keep audience and purpose in mind and choose the most appropriate content, style and design.
They should constantly ask themselves and ask each other the following questions:

1) What is the most important inforgnation I need to convey in this document?
2) What type of language should I use to convey the information?
3) How attractive do I want this document to look and in what way can I make it attractive but not distracting?

To answer these questions, they must have a good understanding of the audience and purpose of a task.

In-class discussions are necessary if teachers want to help students better understand the context of
the tasks and the steps to complete the multi-stage assignments. Many projects in this textbook require
collaborative work among students. Teachers can divide students into groups and encourage them to
communicate with each other and coordinate their project work. Many of the assignments take weeks to
accomplish. Therefore, teachers may keep a record of each group’s progress so as to give students help
when needed. Indeed, it should be natural to have a considerable amount of time devoted to the manage-
ment of groups and logistics. To make the best use of time, teachers may have students work on two or
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more projects at the same time; there is no need to complete a project before the next one can begin.
When teachers conduct classroom activities and facilitate students’ performance, it is important to
maintain constant interaction with students and walk them through different stages of writing and devel-
oping the project work. With that in mind, the following table is recommended. It lays out the activities
to be conducted in the classroom and explains what can be done at different stages of an assignment.
Teachers may initiate certain activities, e.g., introducing a task, but they may also organize student-based
collaborative activities to make sure that students understand the nature of the task and their own respon-

sibilities while working individually or collectively.

Introduction

Activity Time Objectives Examples
Introduction, 10-15 To help students understand why |  How do we create a brochure?
and minutes | this type of writing is important Why is it important to use a poster in
background for professional communication, | dyertisernent campaigns?
information its audience and purpose, and its Hlowsdorin shalkesthe bivchuare beawtifil
B e e and eye-catching, with its information
fore-grounded?
Analysis of 10 To draw close attention to the | What is the key information that has to
cases and minutes | important features of this type of |  be included in a brochure?
samples writing and highlight specific|  hat do we put on the front cover and
areas students might find difficult. | ;% cover of the brochure?
What are the correct fonts* to choose for a
brochure?
Student- 20-30 Students talk with their group | Discuss with partners and decide:
Student minutes | members and find out what they | . Wy is going to write the text of the
Interaction need to do to accomplish a task. brochure
Tlhey g‘:y be askcd todrawaction | ppp, i going to design its layout
plasts il spodify: - Who is going to proofread the text
- How m;;nl): s}t:ps d]l:y needto| Do is going Borivorie it e prin:
Arcomphsi this G ing shop to finalize the version to be
- How much collaborative work printed
they need to carry out the task |y, ic ooing to make sure that the
- Who will be responsible for brochure can be printed before the
which part deadline
- If they need visual or graphic | - How many copies should be printed
design for this task - Whether we are going to make a pre-
- What (multimedia) resources sentation to demonstrate the brochure
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Teacher- 20 By working closely with students, | Teachers may constantly check students’
student minutes |  teachers may help them solve vari- | progress by finding out:
Interaction ous problems during the proje?t “ Whether they have utilized every group
work. Teachers may prepare vari- member’s capacity to work collaboratively
i }I:I;ds Ot;_ad‘fl?c ranglngtfgor_n ‘ To what extent they need to rely on
R O D T A computers or online resources to do the
tips to time management .
. project
suggestions. 3 )
- Whether the overall design looks
| effective
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and | minutes feefibac‘k to students’ work. Peer | _ Fow effective the design is
comment review is also helpful s thatstu-| Whether the it & wellwnitten
dents can learn what is expected ] _ )
from their peer audience. Discus- |~ %whg oup has the most innovaive
sions about strengths and weak- | design
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In addition to this general approach, each unit in this book may has some particular features that
merit teachers’ attention.

Unit 1 begins with an introduction to the basic principles of writing memos and e-mails. It is
especially important to understand the nature of the audience and the purpose of communication so as to
choose an appropriate tone in writing a memo or an e-mail in a business context. As important documents
that may influence people’s decision-making, memos and e-mails should be well focused and logically
written, free from emotionally charged words or mechanical problems.

Unit 2 introduces how to prepare brochures, pamphlets and posters, which are used to advertise,
inform, educate, present a product, persuade the readers or enlighten them. A good brochure, pamphlet or
poster is eye-catching in design, succinct in language, well-organized in content and appropriate in format.
Students should keep in mind that only the most important information about the product or service they
are advertising should be included. They should give catchy slogans visual prominence with a distinctive
color or font. They should make sure that their brochures, pamphlets and posters answer the readers’
questions about the product or service. They should choose the most representative photos, pictures or
graphics because “a picture is worth a thousand words.” It is also VERY important to proofread the text
thoroughly before printing. It has to be perfect.

In Unit 3, students will learn how to write instructions and manuals, a very challenging task that
requires many steps. Teachers may ask students to break down the procedure they are describing into
different sections and, in each section, count the actual number of tasks and describe these tasks one by
one. An instruction or a manual should include structured directions about each step of a procedure
together with additional information to help users better understand the procedure. Students need spe-
cialized vocabulary for the technical background, names of the equipment and supplies, and safety
requirements. Using headings, lists, numbers and symbols is particularly helpful to enhance the
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“findability” of key information. Students should also remain aware of users’ expectations about what to
find in an instruction or a manual so that they can produce the most lucid guidance.

Unit 4 describes the process of webpage design and construction. Designing a webpage is a time-
consuming and on-going procedure. Teachers may remind students that they need to maintain and update
their webpage from time to time after it is constructed. A webpage is also quite different from a printed
document because it should meet the usability standards of being legible, scannable and findable. There
are both content and design features to take care of in order to help users conveniently navigate a website
and access layers of pages. Here, a group-work approach is recommended. Students can review each
other’s webpage, give feedback, and upgrade the look, content, and navigation of the page.

Unit 5 focuses on how to write an effective report. Reports serve many purposes. A key factor for an
effective report lies in a good understanding of the audience’s attitudes and preferences. What do they really
care to know? To achieve the purpose of a report, writers need to do a thorough research and collect all the
relevant information so that they can persuade the audience. They also need to present the information in a
logical and convincing way so that the audience will accept the conclusion presented in the report.

In Unit 6, students will learn the basic strategies of writing proposals. A proposal agrees to provide
a particular service, product or process for another party, so it is often used to apply for funding to cover
the cost. The central message of a proposal, therefore, is consistent: we can solve your problem or
contribute to your work. It always contains three parts: 1) a solution for a given problem; 2) details of the
solution the proposal writer can offer; 3) reasons why the funding organization should choose the pro-
posal writer to provide the solution. A proposal deals with the future, and it should be convincing enough
for the audience to act on in the future. In addition, many proposals contain an important part, the
executive summary, where the essence of the argument is foregrounded for a non-technical audience.

Unit 7 introduces the basics of contract writing. A contract records the terms and conditions upon
which the parties have agreed during their negotiations and sets forth the rights and obligations of each
party. It is a legally binding document. Contract writing has some unique features: 1) Large organizations
maintain the standard contract documents so that the staff can simply fill in the blanks and, if needed, add
a few clauses of their own. 2) To show its formality and seriousness, a contract employs legal words and
phrases and long sentences. Some expressions may be considered redundant in other kinds of writings.
The principle is that any of its clauses be interpreted in the same way and accepted by all the parties. 3) A
contract should be consistent in its tone, word usage, and abbreviations. For instance, all business con-
tracts include the information about the parties, prices and payment terms and the methods of dispute
resolutions. In real life, it is usually necessary to consult a lawyer to make sure that the contract is properly
drafted and contains all the necessary clauses.

Unit 8 is a final unit that captures the professional settings students might encounter for technical
writing. Based on scenarios of important international events, this unit offers more practice opportunities .
for students to apply their knowledge and skills to the production of pamphlets, brochures, posters,
websites and so on. Each assignment is designed to draw students’ attention to the significance of technical
writing in global settings. The activities simulate real-life situations to serve as an incentive for students to
improve their writing skills.

Although technical writing has been taught for many years in many countries, it is just beginning to
appear in China’s university English classrooms. It will take time to accumulate experience. So this
textbook represents an initial attempt to promote the teaching of this subject, and any comments and
suggestions will be sincerely appreciated.

This textbook is unique in that it offers many examples of technical writing. Teachers and students
may work together in studying and analyzing these examples and may design tasks on their own. It is for
such endeavors that this textbook is designed to serve as a guide.
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Memos and e-mails are the two
most common types of technical
communication. In this unit, you will
learn the following skills:

g e

WARM-UP QUESTIONS

® Analyze the needs of readers and 1. How do colleagues usually communi-

purposes of writing and choose a cate with one another about business
suitable tone before you write a

X issues in an international enterprise?
memo or an e-mail

2. What are the advantages and disadvan-

¢ Organize the content in a way that tages of using a memo?
is clear, logical and precise 3. What are the differences between a
® Use expressions and formats of printed letter and an e-mail?

technical communication so that
your writing will read professional

B ——— R Y

MEMOS

et | Liu Boping is the Human Resources Director in Haifang, a Sino-American IT com-
" CASE  pany in Shanghai. The new president, Alex Robertson, was just transferred from the head-
quarters in San Francisco. The second week after he took up office, Alex asked Boping to

visit his office. He pointed to the piles of business writings on his desk, grumbling, “I assume no specific
rules were set up. I read those documents by directors and engineers. The topics are good. Some are
excellent. But they are in so many different fonts and type sizes. It is not professional at all!”

“Yeah...,” Boping stumbled, “We never paid attention to these things!”

“Would you please write me a memo about this problem?” said Alex. “We have to solve it as soon as
possible.”
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