4

WA

t

Burnett

lCA

4

fi‘rf& EDITION
ical A4

3

T

" Rebecca E

o
‘Techn
Commun



FI FTH EDITI ON

Technical
Communication



Publisher Earl McPeek

Acquisitions Editor Julie McBurney
Mavrket Strategist John Meyers
Developmental Editor Joseph W. Loftin III
Project Manager Andrea Archer

Cover credit: Leonardo da Vinci, Design for Machinery. Art Resource, NY. Ferris wheel: Digital
Imagery © copyright 2000 PhotoDisc, Inc.

ISBN: 0-15-506448-7
Library of Congress Catalog Card Number: 00-106794

Copyright © 2001 by Harcourt, Inc.

All rights reserved. No part of this publication may be reproduced or transmitted in any form
or by any means, electronic or mechanical, including photocopy, recording, or any information
storage and retrieval system, without permission in writing from the publisher.

Requests for permission to make copies of any part of the work should be mailed to: Permis-
sions Department, Harcourt, Inc., 6277 Sea Harbor Drive, Orlando, Florida 32887-6777.

Copyrights and acknowledgments begin on page 797, which constitutes a continuation of the
copyright page.

Address for Domestic Orders
Harcourt College Publishers, 6277 Sea Harbor Drive, Orlando, FL 32887-6777
800-782-4479

Addpress for International Orders
International Customer Service
Harcourt College Publishers, 6277 Sea Harbor Drive, Orlando, FL 32887-6777
407-345-3800
(fax) 407-345-4060
(e-mail) hbintl@harcourtbrace.com

Address for Editorial Correspondence
Harcourt College Publishers, 301 Commerce Street, Suite 3700, Fort Worth, TX 76102

Web Site Address
http://www.harcourtcollege.com

Harcourt College Publishers will provide complimentary supplements or supplement packages
to those adopters qualified under our adoption policy. Please contact your sales representative
to learn how you qualify. If as an adopter or potential user you receive supplements you do not
need, please return them to your sales representative or send them to:
Attn: Returns Department, Troy Warehouse, 465 South Lincoln Drive, Troy, MO 63379.
Printed in the United States of America

123456789 039 98765432

Harcourt College Publishers



Preface

To Each Student

Technical Communication has a clear goal: to help you learn to communicate
technical information—whether oral, visual, or written—to an audience. As you
read this book and create technical documents and presentations, you'll learn

to make decisions about elements that affect the effectiveness of your communi-
cation: context, purpose, audience, organization, and design.

What You Can Expect. In using this textbook, you will find several of its
features particularly helpful:

= Every chapter begins with a Chapter in Brief that introduces the key
concepts you'll read about and concludes with End-of-Chapter Recom-
mendations for Technical Communicators that summarize actions you
can take.

= The examples—many created by workplace professionals, others
created by students in technical communication classes—illustrate points
in the discussion and provide you with models of effective technical
communication.

= Marginal questions throughout each chapter help you focus on issues and
problems that you’ll have to deal with in the workplace.

= Each chapter includes an Ethics Sidebar that focuses on some complex
issue that provokes controversy, an issue that you are likely to need to
consider in the workplace.

= Annotated drafts and the resulting revisions offer examples of the process
of drafting and revising technical documents.

= The numerous figures provide you with helpful explanations and guide-
lines to use when completing your own documents.

= Several of the chapters include a Practicum, each written by a workplace
professional. The Practicums provide you with windows into workplace
scenarios and invite you to solve complex problems.
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The Individual and Collaborative Assignments at the end of each chapter
give you a chance to practice what you've learned by engaging in problem
solving and writing, sometimes by yourself, but often in a group.

Intertexts—special sections between chapters—deal with a range of
important topics in technical communication, such as researching topics
on the Web, considering ethics, avoiding sexism, and understanding cross-
cultural communication.

The Usage Handbook at the end of the textbook is especially useful if
you need to settle a question about some point of grammar, confirm the
conventional use of punctuation or capitalization, decide on effective
sentence structure, or make decisions about ways to document infor-
mation. The sentence and paragraph exercises in the Usage Handbook
come from actual technical documents.

Web and technology examples show the importance of electronic commu-
nication in the workplace. You will benefit from developing skills in both
print and electronic formats.

What You’ll Learn. While accuracy is arguably the most critical aspect of any
technical document, visual, or presentation, technical accuracy alone is not
enough. Here are some of the things you can expect to learn from using this book:

How to approach communication problems found in complex workplace
environments.

How to use strategies that help you become a more effective reader of
technical documents.

How to prepare more effective presentations, visuals, and documents by
understanding the context in which communication occurs as well as
knowing your purpose, the constraints of the situation, the needs of your
readers, and strategies for organizing and presenting information.

How to size up your audiences and develop strategies for adjusting mate-
rial to different audiences to help you plan and prepare more effective
presentations, visuals, and documents.

How to design print and electronic visuals and documents for a powerful
impact on your audience, including how to use color effectively.

How to be an effective collaborator in the workplace.
How to take advantage of the power of computer tools.

How to test different kinds of documents and then use the results of
testing as you revise and edit these documents.

Why Leonardo da Vinci? As you skim through this book, you'll notice that
the cover and the part dividers feature Leonardo da Vinci’s mechanical drawings.

XX



I use them because they are precise, detailed, functional, and focused. I hope
your oral, visual, and written technical communication is equally accurate and
engaging.

How You Can Help. Ihave made changes in each edition of this book
based on recommendations from students. I also have incorporated new student
examples. If you have suggestions about changes I should consider, please let
me know. If you have created exemplary documents and visuals I might use

in the next edition, please send me copies.

Rebecca E. Burnett, Ph.D.

c/o Harcourt College Publishers
301 Commerce Street, Suite 3700
Fort Worth, TX 76102
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To Colleagues Teaching Technical Communication

In writing Technical Communication, I have tried to bring together the best of
workplace practice, current theory and research, and classroom pedagogy.

What’s Distinctive in This Text? In this fifth edition, I have continued
the emphasis on a rhetorical, problem-solving approach to technical commu-
nication. Students learn to make decisions about rhetorical elements such

as context, purpose, audience, organization, and design as they engage in the
complex process of communicating technical information—whether in oral,
visual, or written form.

I hope that students who use this text learn that effective technical commu-
nication contains elements of both creativity and craft, a point I make by the
continued use of Leonardo da Vinci’s drawings throughout Technical Communi-
cation. In the earlier editions I have noted that, like Leonardo da Vinci’s mechan-
ical drawings, technical communication should be precise, detailed, functional,
and focused. That’s not all it should be; it’s the least it should be.

What’s the Same? You'll find that this fifth edition of Technical Communi-
cation maintains the strengths of the previous editions while incorporating
important new developments in technical communication.

The traditional concerns of technical communication—techniques such as
definitions, descriptions, and processes; and forms such as correspondence,
instructions, reports, and proposals—are always related to rhetorical elements
as well as to strategies for testing, revising, and editing documents. Beyond these
concerns, however, the text continues to include detailed information about
collaboration as well as design and visuals.

The Intertexts—those special sections between chapters—continue to give
students opportunities to learn about a range of important topics in technical
communication such as researching topics on the Web, considering ethics,
avoiding sexism, and understanding cross-cultural communication.

Two sections in each chapter—Chapter in Brief, which introduces the key
concepts, and End-of-Chapter Recommendations for Technical Communica-
tors, which summarize actions students can take—provide strong pedagogical
support for students as they preview and review critical information.

What’s New in This Edition? The improvements in this edition range
from an entirely new chapter (created by conflating two chapters from the
previous edition) to new Intertexts, from increased discussion throughout the
text about both computers and intercultural communication to the addition of
extensive information and examples of the use of color in technical documents.

= Increased information about computers is included throughout the text
such as workplace applications of multimedia and Web research.



= Appropriate and inappropriate uses of color are discussed in relation to
paper documents, oral presentations, and online documents. This edition
also includes a full-color chapter that discusses carefully selected full-
color technical visuals that use color effectively.

= Differences between print and online reading are discussed.

= Because the Intertexts are designed to encourage (and even provoke)
students to think about issues associated with current critical topics in
technical communication, this edition includes a number of new Inter-
texts—ones about Web searches, intellectual property, RFPs, and corpo-
rate gossip.

= New annotated examples from a variety of disciplines and professions
reflect the complex nature of technical communication.

= Each chapter includes new marginal questions designed to stimulate
higher-level thinking skills in students and to encourage them to connect
material in the text to their own experiences.

= Each chapter includes a new ethics sidebar that focuses on some complex
issue that provokes controversy, an issue that professionals are likely to
need to consider in the workplace.

= Half of the chapters include a new feature—Practicums. The Practicums,
all written by workplace professionals, provide students with windows
into workplace scenarios and invite them to solve complex communication
problems.

= Finally, the expanded Usage Handbook includes detailed information
about documenting electronic sources.

How Are Students Addressed? This even more readable, teachable
edition talks directly to students, offering them clear, practical advice based on
current theory and practice. The elegant, usable design of this edition enables
students to use the text’s pages as models. The discussions and the classroom-
tested exercises and assignments—both individual and collaborative—help
students become better communicators, ones who can recognize the rhetorical,
situational nature of communication and can manage processes and strategies
to solve communication problems. The text stresses the integrated, recursive
nature of producing effective print and electronic documents, encouraging writers
to think of invention and revision as ongoing processes, to think of visuals as
ways to present information, to think of language as having the power to shape
and influence the readers’ perceptions.

What Critical Concerns Are Addressed? The text is effective with
traditional and nontraditional students as well as with professionals in a variety
of settings. I have tried to strike a balance between theory and pedagogy and
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between classroom and workplace needs. This balance is demonstrated in ten
critical concerns:

Rhetorical base. The text uses rhetorical factors—for example, constraints
of the situation, needs of the readers, purposes of writers, conventions
of genre, complexity and organization of the subject—to guide writers
through the process of producing documents. This analysis of factors
such as context, audience, writers, and subject establishes a context for
presenting information verbally and visually.

Writing for readers. Technical Communication provides in-depth coverage
of audience analysis. The text moves from a theoretical to a practical level
by providing suggestions for adjusting material to different audiences. The
concern with audience analysis and the adjustment of material to different
audiences continues throughout the text.

Visuals and document design. Technical Communication is unique in that
it identifies and illustrates the rhetorical base of visual material and
establishes parallels between visual and verbal presentations. The text
also explores the role of color in technical documents and emphasizes the
impact of document design on audience reactions.

Collaboration. The text not only presents a chapter that focuses on collabora-
tion, but the end of each chapter includes collaborative activities and
exercises. Throughout the text, students are reminded that the workplace
is a collaborative environment and that documents are not produced or
used in isolation.

Testing, revising, and editing. Creating an effective document should
include document testing (e.g., text-based, expert-based, and user-based).
The results of document testing can be used as the basis for revising and
editing a document.

Process and product. Technical Communication shows how technical
communicators are involved in a complex process to create a product.
The text discusses ways to approach a writing problem, explains options
available to writers, offers suggestions about logical organization, and
illustrates appropriate language use.

Emphasis on technology. Because technical communication takes place in a
rapidly changing electronic environment, this text discusses the impact
of technology both on the writing process and on the resulting document.
Students will find extensive discussion of technology in the chapters as
well as the Intertexts.

Examples. Early in the text, students are introduced to examples of exem-
plary documents. Then, throughout Technical Communication, anno-
tated examples by students and workplace professionals illustrate the key
points and serve as models—from professions as varied as agriculture,



astronomy, electronics, forestry, manufacturing, metallurgy, music,
pediatrics, and robotics to name a few.

Style. Technical Communication is a reader-based text; it directly addresses
students and workplace professionals in a straightforward style that is
appealing and accessible.

Apparatus and computer support. The addition of marginal questions offers
students ample opportunities to discuss ideas and apply the practices
advocated in Technical Communication. The Practicums give students
the opportunity to complete actual workplace tasks. The Individual and
Collaborative Assignments encourage problem solving and writing that
students will need for classroom as well as professional success. In addi-
tion, the sentence and paragraph exercises in the Usage Handbook provide
practice with materials from actual technical documents.

What Support Materials Are Available? Teachers have a range of
support materials accompanying this edition of Technical Communication.

Anyone who teaches in a computer lab—from a few classes to the entire
term—will appreciate the more than 25 supplementary activities, exercises, and
assignments developed by David Clark and Mark Zachry and now available on
the text’s Web site. These activities will enrich any class, whether in a conven-
tional class or a computer lab. You can access the Web site through the Harcourt
Web site at www.harcourtcollege.com.

Teachers will find Case Studies in Technical Communication, developed by
Andrea Breemer Frantz, an especially important addition to the support mate-
rials for Technical Communication. This book was developed to work as a
supplement or as a stand-alone volume. The carefully researched and engaging
cases give students the opportunity to negotiate complex workplace contexts as
they prepare documents and presentations.

The Instructor’s Resource Manual (IRM) includes a series of essays written
especially to accompany this text—useful for new instructors as well as expe-
rienced ones—that discuss various issues central to teaching technical commu-
nication. In addition, the IRM includes practical, classroom-tested suggestions,
quizzes, supplemental materials, and a series of masters for handouts and
transparencies. The IRM is available free to all adopters of this new edition of
Technical Communication. (To request the IRM, call 1-800-237-2665.)

I have made changes in each edition based on the recommendations of
colleagues from colleges and universities around the country. If you have sugges-
tions about changes I should consider, please let me know. If you have exem-
plary documents and visuals that would help readers of the next edition, please
send me copies. I value your feedback.

Rebecca E. Burnett, Ph.D.

c/o Harcourt College Publishers
301 Commerce Street, Suite 3700
Fort Worth, TX 76102
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