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Is the Style Readable?

[ ] Each sentence understandable on first reading  (262)

[ ] The most information expressed in the fewest words (271)
[ ] Related ideas combined for fluency (279)

[ ] Sentences varied in construction and length (281)

[ ] Each word chosen for exactness, not for camouflage (284)
[] Concrete and specific language (291)

[ ] No triteness, overstatements, euphemisms, or jargon (286)
[ ] Tone unbiased and inoffensive (298)

[] Level of formality appropriate to the situation” (294)

Are Design, Visuals, and Mechanics Appropriate?

[ ] An inviting and accessible format: white space, fonts, and so on  (355)
[ ] A design that accommodates audience needs and expectations  (359)
[] Adequate, clear, and informative headings (367)

[ ] Adequate visuals, to clarify, emphasize, or organize (307)

[ | Appropriate displays for specific visual purposes (314)

[ ] All visuals fully incorporated with the text (347)

[ ] All visuals free of distortion (345)

[ ] All pages numbered and in order  (360)

[ | Supplements that accommodate diverse audience needs (376)

[ ] Correct spelling, punctuation, and grammar  (605)



COVER. A mere fanigg Klee’s machine” has no practical
purpose—in the real world it would produce a meaningless,
chirping noise. Another type of noise is produced by
information we cannot follow or understand. Skilled
communicators transform that information into something
we can use.




Preface

TE CHNICAL WRITING, seventh edition, is a comprehensive
and flexible introduction to technical and professional communi-
cation. Designed for classes in which students from a variety of majors
are enrolled, the book addresses a wide range of interests. Rhetorical
principles are explained, illustrated, and applied to an array of assign-
ments, from brief memos and summaries to formal reports and pro-
posals. To help students develop awareness of audience and account-
ability, exercises embody the writing demands that are typical
throughout college and on the job.

Organization

Following a brief overview of technical writing in Chapter 1, the re-
maining text has five major sections:

Part I: Writing for Readers in the Workplace treats job-related
writing as a problem-solving process. Students learn to think critically
about the informative, persuasive, and ethical dimensions of their com-
munications. Also, they learn about adapting to rapidly changing com-
munication technologies, to interpersonal challenges of collaborative
writing, and to the various needs and expectations of global audiences.

Part II: Information Retrieval, Analysis, and Synthesis treats re-
search as a deliberate inquiry process. Students learn to formulate sig-
nificant research questions; to explore primary and secondary sources;
to record, evaluate, interpret, and document their findings; and to
summarize for economy, accuracy, and emphasis.

Part III: Structural and Style Elements demonstrates strategies
for organizing and expressing messages that readers can follow and un-
derstand. Students learn to control their material and to develop a style
that connects with readers.

Part IV: Graphic and Design Elements treats the rhetorical impli-
cations of graphics, page design, and document supplements. Students
learn to enhance a document’s access, appeal, visual impact, and usability.

XV
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Part V: Specific Documents and Applications applies earlier concepts
and strategies to the preparation of technical documents and oral presenta-
tions. Various letters, memos, reports, and proposals offer a balance of exam-
ples from the workplace and from student writing. Each sample document
has been chosen so that students can emulate it easily.

Finally, the appendix offers a brief handbook of grammar, usage, and
mechanics.

The Foundations of Technical Writing

m More than a value-neutral exercise in “information transfer;” workplace
communication—whether hand-written, electronically mediated, or face-
to-face—is a complex social transaction. Each rhetorical situation places
specific interpersonal, ethical, legal, and cultural demands on the writer.

m Writers with no rhetorical awareness overlook the decisions that are
crucial for effective writing. Only by defining their rhetorical problem
and asking the important questions can writers formulate an effective
response to the problem.

m As well as being communicators, today’s workplace professionals in-
creasingly are consumers of information, who need to be skilled in the
methods of inquiry, retrieval, evaluation, and interpretation that com-
prise the research process.

m Although it follows no single, predictable sequence, the writing process
is not a collection of random activities; rather, it is a set of deliberate
decisions in problem solving. Beyond emulating this or that model doc-
ument, students need to understand that effective writing requires crit-
ical thinking.

m A technical writing classroom typically contains an assortment of stu-
dents with varied backgrounds. The textbook, then, should offer expla-
nations that are thorough, examples and models that are broadly intel-
ligible, and goals that are rigorous yet collectively achievable. Moreover,
the book should be flexible enough to allow for various course plans.

m As an alternative to reiterating the textbook material, classroom work-
shops apply textbook principles by focusing on the students’ writing.
These workshops call for an accessible, readable, and engaging book to
serve as a comprehensive reference.

New to this Edition

m New material throughout on connecting with global audiences through
careful analysis of the specific cultural context for various types of com-
munication.

m In Chapter 4, the importance of face saving in any persuasive situation.

m A new Chapter 6, on communicating electronically. Coverage includes
Internet resources, E-mail privacy and quality issues, E-mail communi-
cation guidelines, paperless documents, hypertext applications in writ-
ing and research, computer guidelines for writers.
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Guidelines for reviewing and editing the work of others (Chapter 7).

A fully revised Chapter 8, on research methods for the information age.
Examples of new coverage: achieving adequate depth in research, ac-
cessing government records via the Freedom of Information Act,
broadening and customizing electronic searches, understanding the es-
sentials and limitations of survey research.

A fully revised Chapter 9, on critically evaluating and interpreting in-
formation. Examples of new coverage: copyright and fair use of printed
and electronic information; criteria for evaluating sources, evidence,
generalizations, and causal claims; guidelines for reaching accurate con-
clusions; fallacies inherent in statistical data.

A new Chapter 10, on documenting research findings. Comprehensive
coverage of MLA, APA, and CBE documentation styles; ACW style for
documenting uncoventional electronic sources (MOOs, FTPs, Telnet
sites, and so on); a user-friendly chapter design for easy reference.

A fully revised Chapter 12, on basic organizing strategies; partitioning
and classifying, outlining, paragraphing, and sequencing. Coverage in-
cludes outlining and reorganizing on a computer and organizing for
cross-cultural audiences.

A more accessibly designed Chapter 13, on style, with new sections on
avoiding excessive informality and offensive usage and on considering
cultural differences in the observance of style guidelines.

A fully revised Chapter 14, focusing on rhetorical considerations in the
use of visuals. Examples of new coverage: why and when to use visuals,
how to select visuals for a specific purpose and audience, how to com-
pose an art brief, how to use photographs and color, how to explore
Web sites for visual resources, how to incorporate visuals with written
text.

New sections in Chapter 15, on page design, the latest desktop publish-
ing technology, and cultural considerations in page design.

Greater emphasis in Chapter 19 on visual elements of instructions and
on usability in online or multimedia documents.

A fully revised Chapter 20, on workplace letters. Examples of new cov-
erage: telephone and E-mail inquiries, commonly used job-search
methods, online employment resources, résumé scanning, an example
of a computer-scannable résumé, criteria for evaluating an employ-
ment offer.

In Chapter 22, a new—and successful—proposal for a high-school
building project, aimed at a wide readership.

In Chapter 23, two fully updated analytical reports, chosen to engage a
broad range of student interests.

A fully revised Chapter 24, offering concise, practical advice on oral pre-
sentations. Examples of new coverage: avoiding presentation pitfalls, ana-
lyzing the listeners and the speaking situation, planning visuals, creating a
storyboard, selecting media, preparing readable and understandable
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visuals, managing the presentation, managing listener questions, address-
ing cross-cultural audiences.

m A revised appendix on grammar, usage, and mechanics, redesigned for
easy access and cross reference.

® “In Brief” discussions of interpersonal and technology issues that are
shaping workplace writing and oral communication. Examples include
gender and cultural differences in collaborative work; online research,
copyright, and documentation; usability in electronic documents; elec-
tronic job hunting.

® More on rhetorical, legal, ethical, and cultural considerations in word
choice, definitions, product descriptions, instructions, and other forms
of communication.

®m New and updated examples throughout.

® A new art program and greater emphasis on visual communication and
page design.

® More annotated writing samples, to highlight salient features.

m Expanded exercises in critical thinking and applications suitable for
collaborative work. Examples: Chapter 2, exercise 1, Chapter 13, exer-
cise 21; collaborative projects in Chapters 6, 8, 14 (#3), 18 (#3), and 19
(#5).

® A comprehensive educational package including an instructor’s manual
with test bank, chapter quizzes, and master sheets for overhead or opaque
projection, and Writer’s Workshop software (with an online handbook,
writing prompts, and a citation formatting tool for documentation in
MLA and APA style).
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