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Preface

VNI
Bl "

Welcome to the sixth edition of Technical Communication: A Reader-Centered
Approach. Technical communication continues to change in substantial ways, and
research has produced new insights into effective communication practices and ped-
agogy. This edition, building on the many strengths of previous editions, offers up-
dated treatment of core topics, coverage of additional topics, and new pedagogical
features that make it even more effective for teaching and learning.

Most importantly, this edition retains the book’s distinctive reader-centered
approach, whose hallmarks are that it:

e Teaches highly transferable strategies. Through its uniquely strong emphasis
on teaching a flexible set of research-based strategies, the reader-centered
approach helps students learn how to take a thoughtful, resourceful, creative
approach to all the communications they will prepare in their careers.

s Provides in-depth coverage in an easy-to-learn manner. Because all of this
book’s advice grows directly from a common set of basic reader-centered prin-
ciples and processes, the book is able to help students understand, remember,
and apply unusually sophisticated discussions on a wide array of topics.

o Benefits students in many fields. The strategic emphasis and wide applicability
of the reader-centered approach mean that the book is very well suited to stu-
dents majoring in a broad range of technical, engineering, scientific, business,
and other specialized fields.

MAJOR CHANGES IN THIS EDITION

Among the many new features introduced in this edition, the following are particu-
larly notable because of the special ways they increase the book’s breadth and effec-
tiveness for teaching and learning.

e A new, wider trim size allows for a more usable, more attractive page design.
Capitalizing on this new page design, innovative new two-page spreads are
provided to enhance student learning, and more detailed annotations explain
the key rhetorical features of sample documents (see pages 138, 140, and
362-363 for examples).

e New Writer’s Tutorials, many of which utilize the new two-page spread de-
sign, have been added to many chapters in the sixth edition to help guide



students as they create their own technical documents (see pages 40 —42 and
344 -345).

e The text’s margin notes have been revised and reorganized for greater ease-of-
use. Learn More margin notes point students to other areas of the text they can
read to supplement the text discussion at hand. Web margin notes direct stu-
dents to material on the text’s companion website.

s The Planning Guides and Revision Checklists, which assist students as they
work on their course projects and professional communications, have been
redesigned for the sixth edition. Downloadable versions of these are available
at the text’s companion website.

In revising the content for the sixth edition, the author has focused his attention on
the following areas:

¢ Integration. The author has more fully integrated the themes of usability
and persuasiveness as focal points that enable writers to apply the reader-
centered approach more effectively.

e Updating. The author has updated many areas of the text, including those re-
lating to technology. Newly revised Chapter 18 (Creating Reader-Centered Web
Pages and Websites) combines material from several chapters in the last edition
into one comprehensive presentation.

e New Examples. Many of the sample documents have been replaced for the
sixth edition.

¢ New Topics/Chapters:

u  The Reference Guides from the last edition are now called Writer’s Reference
Guides in the sixth edition, to better reflect their usefulness to writers/
creators of technical communication documents. These have also been
thoroughly revised.

s Coverage of international communication has been strengthened and up-
dated throughout the text, including new or revised Global Guidelines in
many chapters and a new discussion of intercultural communication in
Chapter 3 (Defining Your Communication’s Objectives).

w  Chapter 11 (Writing Reader-Centered Front and Back Matter) is completely
new to the sixth edition.

= Chapter 5 (Planning Your Persuasive Strategies) has been expanded and em-
phasizes the cooperative persuasion that writing teams can use to develop
knowledge and ideas collaboratively.

= The Writer’s Reference Guide to Creating Eleven Types of Reader-Centered
Graphics has been made more user-friendly through the extensive use
of the new two-page-spread design that makes highlighting elements of
sample documents clearer and easier for students to follow.

»  Chapter 14 (Revising Your Drafts) now combines material formerly found
in two separate chapters. Chapter 15 (Testing Drafts for Usability and Per-
suasiveness) now follows the new chapter. '
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» A new chapter, Writing Reader-Centered Correspondence: Letters, Memos,
and E-mail (Chapter 20), has been added.

» New discussions of copyright and intellectual property law have been
added to Chapter 6 (Conducting Reader-Centered Research) and Chapter 18
(Creating Reader-Centered Web Pages and Websites).

= The expanded Chapter 18 (Creating Reader-Centered Web Pages and
Websites) provides more guidance for creating highly effective online
communications.

= Coverage of MLA and APA documentation styles has been revised and
updated (see Appendix A).

ORGANIZATION AND COVERAGE
OF THIS EDITION

This book’s four major parts combine attention to communication processes
and products. Throughout, the book tells students how to apply effective, reader-
centered strategies in the practical situations they will encounter in their careers.

Introduction. Chapter 1 helps students understand the differences between
communicating at work and at school, as well as the kinds of expertise this
book will help them develop so they can communicate successfully in their
careers. Chapter 2 provides a detailed overview of the reader-centered ap-
proach by leading students through the process of creating highly effective
résumés and job application letters.

Communication Process. Chapters 3 through 15 guide students through each
activity in the writing process, helping them become confident, resourceful
writers. In addition, three reference guides help students use a variety of re-
search methods, employ seven organizational patterns that are often useful in
career-related communications, and create eleven types of graphics, including
tables, charts, drawings, and photographs. Richly annotated examples enable
students to see the book’s advice in action.

Applications. Chapters 16 through 19 provide detailed advice for applying the
reader-centered approach in four situations: when communicating with e-mail
and creating websites; when creating a communication collaboratively with

a team; when making oral presentations; and when working on client and
service-learning projects.

Superstructures. Chapters 20 through 23 take a reader-centered approach to
four of the most common types of career-related communications: correspon-
dence, reports, proposals, and instructions. Detailed advice helps students
learn how to craft each element of these communications in ways that meet
their readers’ needs and also achieve the writers’ goals.
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In addition, Appendix A explains the APA and MLA documentation styles. Appen-
dix B includes a variety of effective projects for student assignments. Downloadable
and editable versions of projects are available at the book’s website.

ADDITIONAL ENHANCEMENTS
IN THIS EDITION

The sixth edition provides new and revised discussions of many other critically
important topics.

¢ Communication expertise. Chapter 1 foregrounds the major results of two
decades of research into the kinds of expert knowledge possessed by successful
on-the-job communicators. This discussion helps students understand the dif-
ferences between the communication skills and strategies needed to succeed in
college and in their careers.

e Résumé and job application letters. Revisions to Chapter 2 increase students’
ability to write successful résumés, and they provide an enriched overview of
the reader-centered approach.

e Intellectual property and copyright. Chapter 6 includes an updated discus-
sion that helps students understand the most relevant aspects of intellectual
property and copyright law.

e Internet research. The Writer’s Reference Guide to Using Five Reader-Centered
Research Methods includes updated information for conducting research on
the Internet and for using the electronic resources now available in most
libraries.

¢ Organization of communication teams. Chapter 16’ revised and updated dis-
cussion of various ways that collaborative teams are structured helps students
understand the advantages of each alternative.

o Ethics. The discussion of ethics is presented in special “ethics guidelines” that
fully integrate ethics into the fabric of the book. Most chapters have special ex-
ercises that focus on ethical issues particular to the topic of those chapters. This

_treatment helps instructors include ethics as a consistent theme throughout
their courses, rather than as the topic for one day’s reading.

e Exercises. The exercises at the end of chapters promote students’ ability to
apply the book’s advice. Most chapters include exercises on four topics: devel-
oping expertise, communicating online, collaborating, and communicating
ethically.

e Superstructures. Revisions to Chapters 21, 22, and 23 fully integrate these
chapters into the book’s unifying emphasis on usability and persuasiveness.

e Updated MLA and APA documentation style. Appendix A contains examples
of the latest MLA and APA documentation styles.
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ENHANCED WEB RESOURCES
FOR STUDENTS AND INSTRUCTORS

The book’s website provides many additional resources that promote broader, -
deeper teaching and learning. Chapter-by-chapter and topical links provide ready
access to the site’s contents.

Web links. Carefully selected links in the Web notes in the margins throughout
the text provide students with Internet access to sample communications and
additional information related to each chapter.

Additional annotated sample documents. A library of fully annotated sample
documents provides additional examples of reader-centered communications
for the students’ study.

Planning Guides and Revision Checklists. Downloadable Planning Guides
and Revision Checklists help students navigate through the process of creating
many kinds of communication. Instructors can download and edit these hand-
outs in order to tailor the handouts to their courses and assignments.
Exercises. Downloadable copies of selected exercises from the book enable
students to work with them in convenient, electronic form. Additional exer-
cises provide students with further opportunities to apply the book’s advice.
Projects. All projects from Appendix B appear on the website so students can
consult their assignments even when their book isn’t handy. Additional proj-
ects provide instructors with a wider selection from which to choose assign-
ments that are most appropriate for their students.

Cases. The website also offers a library of cases, some suitable for homework or
class discussion, others appropriate for course projects. All can be downloaded
by instructors for revision to suit their courses and students.

Style and usage guide. This concise reference source enables students to ex-
tend their study of style and usage in on-the-job communications.

Chapter quizzes. Online, interactive quizzes help students test themselves to
determine whether they have gathered central concepts and advice from each
chapter.

Grammar quizzes. Keyed to the style and usage guide, these quizzes enable
students to test their knowledge of grammar and usage.

PowerPoint® Presentations. PowerPoint® presentations for every chapter may
be used by students for review and by instructors for discussion of chapter
content.

Sample syllabi. Instructors can gain ideas for their courses by consulting the
site’s collection of sample syllabi.

E-mail link to Paul Anderson. Using this e-mail link, faculty and students can
contact Paul with comments, questions, and suggestions.

Preface =



e Instructor’s Manual. Accompanying this edition of Technical Communication
is a new instructor’s manual prepared by Professor Lisa McClure of Southern
Mlinois University. It includes a thorough introduction to the course, infor-
mation on how to integrate supplemental materials into the class, advice on
teaching the exercises and cases in the textbook, alternative cases, projects
and exercises, and more. Instructors may request printed copies by calling
1-800-354-9706 and requesting [SBN 1-4130-2749-0, ordering a copy online
at http://www.thomson.com/learning/learning_order_samples.jsp, or by
downloading a PDF version from the book’s website: www.thomsonedu.com/
english /anderson.
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Kennesaw State University; Nancy Barron, Northern Arizona University; Howard
Benoist, Our Lady of the Lake University; Melinda Benton, Umpqua Community
College; Thomas Beery, Rhodes State College; Laura Bennett-Kimble, Montcalm
Community College; Bruce Bickley, Florida State University; Jennie Blankert, Pur-
due University; Janet M. Bodner, New Jersey Institute of Technology; Maureen
Bogdanowicz, Kapiolani Community College; Michele Bresso, Bakersfield College;
CarolAnn Britt, San Antonio College; Jane Gibson Brown, North Carolina Agricul-
tural and Technical State University; Patrick Brown, Indiana University Northwest;
Beatrice Capen, State University of New York—Ulster; Brady Carey, Kendall College;
Diljit K Chatha, Prairie View A&M University; M. Chesin, John Jay College; Beth
Collins, lowa State University; Janice Cooke, University of New Orleans; Nancy W.
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Coppola, New Jersey Institute of Technology; Ken Cox, Florence-Darlington
Technical College; Michelle Cox, University of New Hampshire; Huey Crisp,
University of Arkansas at Little Rock; Sally Crisp, University of Arkansas at Little
Rock; Susan Cunningham, Ohlone College; Waneta Davis, Coffeyville Community
College; Rose Day, Albuquerque Technical Vocational Institute Community Col-
lege; David Dayton, Towson University; Betty Dennison, Marshall Community &
Technical College; Bonnie Devet, College of Charleston; Emily Dial-Driver, Rogers
State University; Anthony Di Renzo, Ithaca College; Mike Donaghe, Eastern New
Mexico University; Matthew Drumheller, McMurry University; Crystal Edmonds,
Robeson Community College; Stacie Egan, Weber State University; Dawn Elmore-
McCrary, San Antonio College; Ernest Enchelmayer, Louisiana State University;
Bonnie W. Epstein, Plymouth State University; Heidi Erickson, Northwestern
College; Wendy Erman, Lewis-Clark State College; Henry A. Etlinger, Rochester
Institute of Technology; Donna Faber, Miles Community College; Michael A.
Fairley, Richmond Community College; Joyce Fisher, Henry Ford Community
College; Eileen Fitzsimmons, Sage College of Albany; Phyllis Fleming, Patrick Henry
Community College; M. L. Flynn, South Dakota State University; Marge Freking,
Minnesota State University, Mankato; Alexander Friedlander, Drexel University;
Duke Fuehrer, Concordia University, St. Paul; Elizabeth Giddens, Kennesaw State
University; Tim Giles, Georgia Southern University; June Griffin, University of
Georgia; Karen Gulbrandsen, lowa State University; Sue Hagedorn, Virginia Poly-
technic Institute and State University; Darryl E. Haley, East Tennessee State Uni-
versity; Donna Halford, Texas A&M University—Kingsville; Larry D. Hansen,
Madison Area Technical College; Lila Harper, Central Washington University;
M. Suzanne Harper, Pennsylvania State University—Worthington Scranton; Sheryl
Harrell, Roanoke-Chowan Community College; Carey Harrington, University of
Colorado at Colorado Springs; Dawn Hayden, Thomas Nelson Community College;
Pat Heintzelman, Lamar University; Pat Herb, North Central State College; David
Howell, Milwaukee School of Engineering; Michael Hricik, Westmoreland County
Community College; Dollie Hudspeth, St. Philip’s College; Carolyn Robbins Hyde,
Roanoke-Chowan Community College; Dawnelle Jager, Syracuse University; Ann
Jagoe, North Central Texas College; Florence Johnson, North Dakota State College
of Science; Kathy Johnston, lowa State University; Amy Jurrens, Northwest lowa
Community College; Suzanne Karberg, Purdue University; Erin Karper, Niagara
University; Carolyn J. Kelly, Jowa State University; Sandra Kelly, Roanoke College;
Millard Kimery, Howard Payne University; Charles Klingensmith, Pennsylvania
State University—New Kensington; Benedda Konvicka, Terleton State University;
Tracy Lassiter, Eastern Arizona College; Susan Latta, Indiana State University;
Barbara L’Eplattenier, University of Arkansas at Little Rock; Tom Lewis, Oklahoma
Panhandle State University; Rhonda Linseman, Northwood University; Keming Liu,
Medgar Evers College; Richard Lombardo, University of Nebraska—Lincoln; Ralph
Maass, Nebraska Indian Community College; Anna Maheshwari, Schoolcraft
College; David Major, Austin Peay State University; Ana R. Malitzke-Goes, Northern
Virginia Community College; Mickey Marsee, University of New Mexico—Los
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