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Preface

I have been gratified by the enthusiastic response from instructors and students
using Technical Writing: Principles, Strategies, and Readings. This textbook is
a unique combination of instructional chapters covering standard topics in
technical communication; models illustrating a variety of documents and pur-
poses; exercises providing challenging in-class and out-of-class writing assign-
ments; and articles offering advice from professional technical writers for a
variety of on-the-job communicating situations. This third edition retains the
flexible organization that instructors using this textbook said they prefer, and
it can readily be used in conjunction with an instructor’s personal teaching
materials. Technical Writing: Principles, Strategies and Readings is designed for
students who study technical writing as part of their career preparation in sci-
ence, business, engineering, social services, and technical fields.

INSTRUCTIONAL CHAPTERS

The textbook contains 13 chapters of instruction covering the writing process,
audience analysis, revision, graphics, organization, definitions, description, in-
structions and process explanations, correspondence, formal report elements,
report types, and oral presentations. For this new edition, the chapters have
been revised to reflect changing contemporary technical writing practices:

 In Chapter 1, “Technical Writing on the Job,” the description of the
writing process now reflects how computers serve on-the-job writers in
organizing documents.

e Chapters 2, “Audience,” and 13, “Oral Presentations,” have been
expanded to include discussion about factors that affect clear communi-
cation with an international audience.

e Chapter 12, “Letters and Memos,” has been revised and expanded to
include guidelines for sending documents by e-mail and fax. Also, the
coverage of résumé writing now includes guidelines for a résumé format
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XViii PREFACE

that accommodates electronic scanning by employers. More sample
résumés have been added, including one for someone returning to the
workplace after an absence.

* Chapter 9, “Formal Report Elements,” has been completely revised to
reflect recent changes in APA documentation style, including sample
entries for films, television programs, computer software, CD-ROM
sources, and on-line data bases.

Chapters include (1) checklists to guide students in planning, drafting, and
revising documents; (2) sample outlines for specific document types; (3) mod-
els of technical documents; (4) exercises for practice and for developing full
original documents; and (5) chapter summaries that highlight major points for
students.

MODELS

This third edition includes new model documents representing the variety of
technical writing tasks on the job. The numbering system has been revised so
that all models in a chapter are numbered sequentially whether they appear
within the chapter or at the end.

Several models show successive drafts of a document, so students can ana-
lyze changes made during the drafting process. Student models are also
included, some in response to exercises in the chapters. All models include com-
mentary that explains the purpose of the document and rhetorical strategies
used by the writer. The models are not presented as “perfect” samples; students
are encouraged to critique and revise them. Every model is accompanied by dis-
cussion questions, and, usually, writing tasks specific to the model or to the
type of document under discussion. The writing exercises can be used as in-
class practice or for out-of-class assignments.

WRITING ASSIGNMENTS

New writing assignments appear in every chapter. The assignments vary in dif-
ficulty and may require students to (1) revise a sample of poor writing;
(2) develop a full, original document; (3) read one or more articles in Part 2 and
use them in a writing task; (4) prepare an oral presentation; (5) collaborate
with other students in drafting a document or making an oral presentation.

APPENDIX

The appendix offers a convenient reference for the fundamentals of grammar,
punctuation, and mechanics of style.
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READINGS

Part 2 contains 27 short articles by specialists in technical communication sub-
jects. The articles most popular with instructors have been retained, while new
readings have been added on the following topics:

e [nternational Communication—Two new articles, “Editing for an Inter-
national Audience,” and “ ‘Big Emerging Markets’ Have Diverse Cul-
tures, but Common Attributes,” discuss how differences in cultures
affect communication.

e Electronic Communication—Four new articles, “Voicemail,” “Elec-
tronic Conferencing,” “Teleconferencing,” and “Electronic Mail,” dis-
cuss the technology that is changing communication methods.

e Collaboration—A new article, “Ideology and Collaboration in the
Classroom and in the Corporation,” discusses the ethical problems that
can develop as a result of inadequate collaboration within a company.

® Business Etiquette—“Business Manners from the *90s” offers tips on
handling typical business situations.

e Document Design—A new article, “Color: The Newest Tool for Techni-
cal Communicators,” discusses how color can emphasize information
and guide readers through a document.

® Job Search—“Preparing Students for the Behavioral Job Interview,” dis-
cusses a new approach to employment interviews.

The thematic table of contents for Part 2 provides easy access to topics of inter-
est. Also, each chapter includes a list of readings in Part 2 that complement the
topics covered in the chapter.

INSTRUCTOR'S MANUAL

The instructor’s manual available with this textbook offers suggestions to those
instructors who wish to try new approaches with familiar topics and to new
instructors who are teaching technical communication for the first time. The
manual includes suggestions for course policies, sample syllabi, a directory of
document types that appear in the book, chapter-by-chapter teaching sugges-
tions, reading quizzes for each chapter, a list of additional readings, and a list
of academic journals that cover research in professional communication.

ACKNOWLEDGMENTS

Many people contributed in various ways to the development of this book. I am
grateful for the assistance of people who provided technical writing models and



XX

PREFACE

information about on-the-job writing practices: Maggie R. Kohls, Holabird &
Root, LLP, Chicago, Illinois; Trisha L. Kohls, The Walt Disney Company, Bur-
bank, California; Sidney Dambrot, Ford Motor Company, Brook Park, Ohio;
Jacquelyn Biel, Kompas/Biel Associates, Milwaukee, Wisconsin; Debra Canale,
Roadway Express, Inc., Akron, Ohio; Michele A. Oziomek, Lewis Research
Center, Cleveland, Ohio; Mary H. Bailey, Construction Specifications Institute,
Alexandria, Virginia; Ellen Heib, Reinhart, Boerner, Van Dueren, Norris &
Rieselbach, Attorneys at Law, Milwaukee, Wisconsin; Michelle Merritt, Ciba
Corning Diagnostics, Oberlin, Ohio; Kristen Sutton, Ciba Corning Diagnos-
tics, Medfield, Massachusetts; Brain S. Fedor, LTV Steel, Cleveland, Ohio; and
Michael J. Novachek, Akron, Ohio. Colleagues who offered support and
advice include Gerald J. Alred, Thomas Dukes, Patricia Harkin, and Janet Mar-
ting. Special thanks to Faye H. Dambrot for all her help and encouragement.

At Allyn and Bacon, Joseph Opiela led this project from the initial idea
through this third edition. I want to thank my reviewers, John W. Ferstel, Uni-
versity of Southwestern Louisiana; Michael DiRaimo, Manchester Community
College; Anthony J. Cotterell, University of Nevada-Reno; Judith Q. McMullen,
Towa State University; and Carol Franks, Portland State University. My thanks
to research assistants Marie Toth-Patten and William Hamilton for library
work. Finally, my intense gratitude to Sonia Dial who cheerfully typed, retyped,
sorted, and copied multiple drafts of every page.

[ am interested in hearing from instructors and students who use this third
edition. Please contact me with ideas or comments.

DiaNA C. REEP
Rldcr@DAX.cc.uakron.edu



Contents

Thematic Table of Contents for Part Two Readings  xiii

Preface xvii

PART 1 Technical Writing: Ways of Writing 1

1 Technical Writing on the Job 3

Writing in Organizations 3
Reader/Purpose/Situation 4
Diversity in Technical Writing 5

Writing as a Process 6
One Writer's Process 6
Stages of Writing 9

Writing with Others 16
Writing with a Partner 17
Writing on a Team 17
Writing for Management Review 20
Writing with a Technical Editor 22

Writing Ethically 23

Chapter Summary 24

Supplemental Readings in Part2 24

Endnotes 25

Models 26

Exercises 34

2 Audience 35

Analyzing Readers 36
Subject Knowledge 36
Position in the Organization 37
Personal Attitudes 38
Reading Style 39
Multiple Readers 40
International Readers 42



Vi

CONTENTS

Finding Out about Readers 43
Informal Checking 43
Interviewing 44

Testing Reader-oriented Documents 46
Readers Answering Questions 47
Readers Performing a Task 47
Readers Thinking Aloud

Chapter Summary 48

Supplemental Readings in Part 2 49

Endnotes 49

Models 50

Exercises 59

3 Organization 61

Sorting Information 62

Select Major Topics 62

Identify Subtopics 63
Constructing Outlines 63

Informal Outlines 64

Formal Outlines 64

Topic Outlines 65

Sentence Outlines 66
Developing Effective Paragraphs 68
Unity 68

Coherence 69

Development 71

Patterns for Presenting Information 72
Chapter Summary 78
Supplemental Readings in Part 2 79
Endnotes 79

Models 80

Exercises 87

4 Document Design 90

Understanding Design Features 91
Purpose of Design Features 91
Design Principles 92

Creating Graphic Aids 93
Purpose of Graphic Aids 94
Tables 95
Figures 96

Using Format Elements 111
Written Cues 111
White Space 113
Typographic Devices 114

Chapter Summary 117

Supplemental Readings in Part 2 118

Models 119

Exercises 127



Contents vii

5 Revision 129

Creating a Final Draft 130
Global Revision 130
Fine-tuning Revision 130
Making Global Revisions 131
Content 132
Organization 132
Making Fine-tuning Revisions 133
Overloaded Sentences 134
Clipped Sentences 135
Lengthy Sentences 136
Passive Voice 137
Jargon 138
Sexist Language 139
Concrete versus Abstract Words 141
Gobbledygook 142
Fad Words 143
Wordiness 145
Chapter Summary 146
Supplemental Readings in Part 2 147
Models 148
Exercises 152

6 Definition 154

Understanding Definitions 155
Writing Informal Definitions 156
Writing Formal Sentence Definitions 156
Writing Expanded Definitions 159
Cause and Effect 160
Classification 160
Comparison or Contrast 161
Description 161
Development or History 161
Etymology 162
Examples 162
Method of Operation or Process 163
Negation 163
Partition 163
Stipulation 164
Placing Definitions in Documents 164
Within the Text 164
In an Appendix 164
In Footnotes 165
In a Glossary 165
Chapter Summary 165
Supplemental Readings in Part2 166
Endnotes 166
Models 167
Exercises 173



Viii

CONTENTS

7

Description 175

Understanding Description 176
Planning Descriptions 177
Subjects 177
Kinds of Information 178
Detail and Language 180
Graphic Aids 182
Writing Descriptions 183
Organization 183
Sections of a Technical Description 184
Sample Technical Descriptions 185
Chapter Summary 191
Supplemental Readings in Part2 191
Endnotes 191
Models 192
Exercises 200

Instructions, Procedures, and Process Explanations

Understanding Instructions, Procedures,
and Process Explanations 204
Instructions 204
Procedures 204
Process Explanations 204
Graphic Aids 204

Writing Instructions 205
Readers 205
Organization 206
Details and Language 210
Troubleshooting Instructions 213

Writing Procedures 214
Procedures for One Employee 214
Procedures for Several Employees 215
Procedures for Handling Equipment and Systems 216

Writing Process Explanations 217
Readers 217
Organization 218
Details and Language 220

Chapter Summary 222

Supplemental Readings in Part2 223

Models 224

Exercises 235

Formal Report Elements 237

Selecting Formal Report Elements 238
Writing Front Matter 238
Title Page 238
Transmittal Letter or Memo 239
Table of Contents 239

203



Contents

List of Figures 240
List of Tables 240
Abstract and Executive Summary 240
Writing Back Matter 243
References 244
Glossary/List of Symbols 244
Appendixes 244
Documenting Sources 245
APA System: Citations in the Text 246
APA System: List of References 248
Number-Reference System 254
Chapter Summary 255
Supplemental Readings in Part 2 256
Models 257
Exercises 267

10 Short and Long Reports 269

Understanding Reports 270
Developing Short Reports 271
Opening-summary Organization 271
Delayed-summary Organization 273
Developing Long Reports 276
Planning Long Reports 279
Gathering Information 279
Taking Notes 283
Interpreting Data 286
Drafting Long Reports 287
Chapter Summary 289
Supplemental Readings in Part 2 289
Endnote 289
Models 290
Exercises 305

11 Types of Reports 306

Understanding Conventional Report Types 307
Writing a Feasibility Study 307
Purpose 307
Organization 307
Writing an Incident Report 310
Purpose 310
Organization 310
Writing an Investigative Report 312
Purpose 312
Organization 313
Writing a Progress Report 316
Purpose 316
Organization 316
Writing a Trip Report 319
Purpose 319
Organization 319



CONTENTS

Writing a Proposal 321
Purpose 321
Organization 322
Chapter Summary 326

Supplemental Readings in Part 2 326

Models 328
Exercises 353

12 Letters and Memos 357

Understanding Letters and Memos
Letters 358

Memos 358

E-mail 358

Developing Effective Tone 359
Natural Language 360
Positive Language 360
You-Attitude 361

358

Organizing Letters and Memos 362

Direct Organization 363
Indirect Organization 365
Persuasive Organization 367

Writing Memos as a Manager 370

Selecting Letter Format 372
Date Line 372

Inside Address 373
Salutation 373

Body 376

Close 377

Signature Block 377
Notations 377

Second Page 378
Envelope 378

Selecting Memo Format 378
Using the Fax 379

Writing Job-application Letters 379

Writing Resumes 380

Writing Other Job-search Letters 384

Chapter Summary 387

Supplemental Readings in Part2 388

Endnotes 388
Models 389
Exercises 409

13 Oral Presentations 414

Understanding Oral Presentations
Purpose 415
Advantages 415
Disadvantages 416
Types of Oral Presentations 416

Organizing Oral Presentations 417

415



Contents

Preparing for Oral Presentations 420
Delivering Oral Presentations 421

Nerves 421

Rehearsal 422

Voice 422

Professional Image 422

Gestures 422

Eye Contact 423

Notes and Outlines 423

Visual Equipment 423

Questions 423
Joining a Team Presentation 424
Facing International Audiences 424
Chapter Summary 425
Supplemental Readings in Part2 426
Endnotes 426
Exercises 427

Appendix Guidelines for Grammar, Punctuation,

and Mechanics 428

Grammar 428

Dangling Modifiers 428
Misplaced Modifiers 429
Squinting Modifiers 429
Parallel Construction 430
Pronoun Agreement 430
Pronoun Reference 431
Reflexive Pronouns 431
Sentence Faults 432
Subject/Verb Agreement 433
Punctuation 434
Apostrophe 434

Colon 435

Comma 435

Dash 436

Exclamation Point 436
Hyphen 436

Parentheses 437
Quotation Mark 437
Question Mark 437
Semicolon 438

Slash 438

Mechanics 438

Acronyms and Initialisms 438
Brackets 439

Capital Letters 440
Ellipsis 441

Italics 441
Measurements 442
Numbers 443

Symbols and Equations 444

Xi



Xii

CONTENTS

PART 2: Technical Writing Advice from the Workplace 447

Bagin, C. B., and Van Doren, J. “How to Avoid Costly
Proofreading Errors” 448

Benson, P.J. “Writing Visually: Design Considerations
in Technical Publications” 451

Beswick, R. W. “Voicemail” 462

“'Big Emerging Markets’ Have Diverse Cultures, but Common Attributes” 466
Boe, E. “The Art of the Interview” 470

Bowman, J. P. “Electronic Conferencing” 474

Bowman, J. P, and Okuda, T. “Japanese-American Communication: Mysteries,
Enigmas, and Possibilities” 480

Buehler, M. F.  “Defining Terms in Technical Editing:
The Levels of Edit as a Model” 486

Calabrese, R. “Designing and Delivering Presentations and Workshops” 496

Holcombe, M. W., and Stein, J. K. “How to Deliver Dynamic Presentations:
Use Visuals for Impact” 509

Hulbert, J. E.  “Barriers to Effective Listening” 515
Humphries, A. C.  “Business Manners for the ‘90s” 520

Kirtz, M. K., and Reep, D. C.  “A Survey of the Frequency, Types
and Importance of Writing Tasks in Four Career
Areas” 522

Marra, J. L. “For Writers: Understanding the Art of Layout” 525
Martel, M. “Combating Speech Anxiety” 531

Mascolini, M., and Supnick, R. “Preparing Students for the Behavioral
Job Interview” 534

Plunka, G. A. “The Editor’s Nightmare: Formatting Lists within the Text” 536

Porter, J. E. “ldeology and Collaboration in the Classroom
and in the Corporation” 543

“The Practical Writer” 545
Ridgway, L. “The Writer as Market Researcher” 550
Sherblom, J. C. “Teleconferencing” 556
“Six Graphics Guidelines” 562
Smith, T. C.  “Listen Up—Tips from the Top on Talks” 568
Tarutz, J. H. "Editing for an International Audience” 572
White, J. V. “Color: The Newest Tool for Technical Communicators” 576

Wicclair, M. R., and Farkas, D. K.  “Ethical Reasoning in Technical
Communication: A Practical
Framework” 581

Yates, J. “Electronic Mail” 588



Thematic Contents
for Part 2 Readings

Audience: Testing Reader Use of Documents

Ridgway, L. “The Writer as Market Researcher” 550

Collaboration
Porter, J. E. “ldeology and Collaboration in the Classroom and
in the Corporation” 543
Corporate Culture

Porter, J. E. “Ideology and Collaboration in the Classroom and
in the Corporation” 543

Wicclair, M. R., and Farkas, D. K. “Ethical Reasoning in Technical
Communication: A Practical Framework” 581

Document Design

Benson, P.J. “Writing Visually: Design Considerations in Technical
Publications” 451

Marra, J. L. "“For Writers: Understanding the Art of Layout” 525

“Six Graphics Guidelines” 562

White, J. V. “Color: The Newest Tool for Technical
Communicators” 576

Editing
Tarutz, J. H. “Editing for an International Audience” 572

Electronic Communication
Beswick. R. W. “Voicemail” 462

Xiii



Xiv THEMATIC CONTENTS FOR PART 2 READINGS

Bowman, J. P “Electronic Conferencing” 474
Sherblom, J. C. “Teleconferencing” 556
Yates, J. “Electronic Mail” 588

Ethics
Porter, J. E. “ldeology and Collaboration in the Classroom and
in the Corporation” 543
Wicclair, M. R., and Farkas, D. K. “Ethical Reasoning in Technical
Communication: A Practical Framework” 581
Etiquette

Humphries, A. C.  “Business Manners for the ‘90s” 520

Graphics: Oral Presentations

Holcombe, M. W., and Stein, J. K. “How to Deliver Dynamic
Presentations: Use Visuals for Impact” 509

Graphics: Written Communication

Benson, P.J.  “Writing Visually: Design Considerations in Technical
Publications” 451

“Six Graphics Guidelines” 562

White, J. V. “Color: The Newest Tool for Technical
Communicators” 576

International Communication

“ 'Big Emerging Markets’ Have Diverse Cultures, but Common
Attributes” 466

Bowman, J. P, and Okuda, T. “Japanese-American Communication:
Mysteries, Enigmas, and Possibilities” 480

Tarutz, J. H. "Editing for an International Audience” 572

Job Search

Boe, E. “The Art of the Interview” 470

Humphries, A. C.  “Business Manners for the ‘90s” 520

Kirtz, M. K., and Reep, D. C.  “A Survey of the Frequency, Types and
Importance of Writing Tasks in Four Career Areas” 522

Mascolini, M., and Supnick, R. “Preparing Students for the Behavioral
Job Interview” 534

Listening
Hulbert, J. E.  “Barriers to Effective Listening” 515



