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limp Preface

e are gratified to be able to offer this new, ninth edition of Reporting
Technical Information. Its development has been guided, as always, by
the needs of our readers. As electronic technology becomes more widely avail-
able on college and university campuses and continues to dominate the tech-
nical workplace, students and teachers have a growing need to understand and
work with electronic media. To satisfy that need, we have updated and ampli-
fied our instruction on using these media, largely through the work of our new
contributor, Sam Dragga. In his new Chapter 7 on Electronic Communication
and in his additions to Chapter 3, Writing Collaboratively, and Chapter 12,
The Strategies and Communications of the Job Hunt, Professor Dragga draws
upon his experience as manager of the listserv and World Wide Web site for
the Association of Teachers of Technical Writing to explain the fundamentals
of using the Internet successfully. In addition, Janice C. Redish, President of
Redish & Associates, Inc., contributing author for Chapter 8, Document De-
sign, has thoroughly updated and revised the material to incorporate sugges-
tions and instructions for designing online documents. In preparing her
contribution, Dr. Redish relied on her extensive research in the field and her
experience as a consultant for business and industry. Finally, Chapter 10, Graph-
ical Elements, contains many new electronically generated figures, and the
Handbook provides updated instruction on documenting electronic sources.
We have made numerous other improvements in this edition in response
to our readers’ changing needs. These are detailed below in Major Changes in
the Ninth Edition.

Plan of the Book

The organization of this edition remains similar to that of the eighth edition.
Key changes are noted below.

Chapter 1, An Overview of Technical Writing. This introductory chapter de-
fines technical writing and describes workplace writing—the forms that tech-
nical reporting takes and the problems that writers of technical information
encounter.
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XXiv PREFACE

Part I: Basics. The chapters in this part emphasize the composing process.
Chapter 2, Composing, discusses how to analyze a writing situation, discover
the information required, and then write, revise, and edit effectively. With this
chapter begins the emphasis on audience that is central to this book. Chap-
ter 3, Writing Collaboratively, deals with how to compose technical writing in
collaboration with others. Chapter 4, Writing for Your Readers, discusses some
of the ways writers can adapt their work for various audiences, including in-
ternational readers. Finally, Chapter 5, Achieving a Readable Style, shows how
attention to elements of style at the paragraph, sentence, and language level
can make writing more readable.

Part II: Techniques. The chapters in this part build on the basic concepts in-
troduced in Part I. Chapter 6, Arrangement Strategies, now incorporates mate-
rial formerly contained in three separate chapters. It describes and demonstrates
techniques for informing, describing, defining, and arguing, emphasizing ways
that writers can apply these techniques to arrange, draft, and revise various
types of technical documents, including instructions, proposals, and feasibil-
ity reports. Like the chapters in Part I, this chapter emphasizes the need to
consider audience and purpose no matter what technique a writer chooses.
Chapter 7, Electronic Communication, describes the role that new channels of
communication such as e-mail, electronic discussion lists, synchronous discus-
sion groups, FTP (file transfer protocol) sites, and World Wide Web sites play
in the workplace, detailing their limitations as well as their virtues. This chap-
ter will help writers make informed decisions about which medium is most ef-
fective for each task they undertake as technical communicators.

Part III: Document Design. Part III deals with document design and graph-
ics. Good design—creating a format that helps readers find information and
read selectively—is vitally important in technical writing. Chapter 8, Docu-
ment Design, deals with the format and appearance of both electronic and print
documents. Chapter 9, Design Elements of Reports, shows how to construct
all those elements that full reports need, such as covers, tables of contents, in-
troductions, discussions, and summaries. Chapter 10, Graphical Elements,
suggests ways to use tables, graphs, drawings, and photographs in technical
documents to inform readers about concepts, processes, trends, relationships,
and objects. Many of the new figures in this chapter were originally captured
from World Wide Web sites or generated using the popular Powerpoint™ elec-
tronic graphics package.

Part IV: Applications. The chapters in Part IV put all the information on ba-
sics, techniques, design features, and graphics of the first three parts to work.
These chapters discuss correspondence (Chapter 11), the job hunt (Chap-
ter 12), and various types of technical documents, including feasibility reports,
instructions, progress reports, and proposals. Chapters 13 and 14 stress prin-
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ciples common to all types of reports, no matter what they are called. Chap-
ter 15 discusses how to write effective instructions. Chapter 16 covers the
preparation of proposals and progress reports. Chapter 17 discusses how to
put the principles and techniques of this book to work in oral reports.

Part V: Handbook. Any living language is a growing, flexible instrument. Its
rules are constantly being changed through use by speakers and writers. Nev-
ertheless, at any point in a language’s development, certain conventions of
usage are in force, and violating them can brand writers as uneducated and
make their communications difficult to interpret. The Handbook primarily
deals with these conventions and errors. In this edition, the Handbook con-
tains information on documentation—including electronic sources—as well
as sections on outlining and sexist language. To make the Handbook easy to
use, we have arranged it in alphabetical order and have included an abbrevi-
ated reference tag for each convention and error. These tags are reproduced on
the back end papers, along with some of the more important proofreading
symbols used by college writing instructors.

Appendixes. Appendix A includes reference sources in a spectrum of techni-
cal fields. Appendix B is a bibliography that suggests additional sources for the
many subjects covered in Reporting Technical Information.

Major Changes in the Ninth Edition

This ninth edition of Reporting Technical Information explores the world of
electronic communication. Chapter 3, Writing Collaboratively, discusses the use
of e-mail, FTP sites, and synchronous discussions in collaboration. The new
Chapter 7, Electronic Communication, suggests ways to use e-mail, electronic
discussion groups, synchronous discussion groups, file transfer protocol (FTP)
sites, and World Wide Web (WWW) sites in the workplace. Chapter 8, Docu-
ment Design, discusses design of online as well as print documents. Chapter 10,
Graphical Elements, notes the capabilities of electronic graphics programs and
includes many new figures generated with electronic technology. Chapter 12,
The Strategies and Communications of the Job Hunt, tells the reader how to
use the Internet in seeking employment.

The ninth edition adds a new dimension to Reporting Technical Informa-
tion’s long-standing emphasis on audience awareness: a focus on international
communication. In discussions throughout the text, students learn that North
American attitudes about individualism, time, and style are culturally depen-
dent and may not be shared by people from other backgrounds. Writing that
fails to take cultural differences into account can hinder rather than promote
communication. Throughout, the text offers guidance on how to adapt com-
munication to different cultures, including substantial discussions in Chap-
ter 4, Writing for Your Readers, and in Chapter 11, Correspondence.



XXvi PREFACE

Chapter 6, Arrangement Strategies, is a major revision and condensation
of three chapters in the eighth edition that dealt with informing, defining and
describing, and arguing. The new chapter covers the same topics in a complete
but succinct fashion that allows both students and teachers to proceed to the
material in Part IV, Applications, more quickly.

The documentation section has been moved to the Handbook and has
been greatly expanded. It now provides instruction and extensive examples on
how to document using three widely used styles—those of the Modern Lan-
guage Association, The Chicago Manual of Style, and the American Psycholog-
ical Association. In addition, a section has been added on how to document
material taken from the Internet.

Beginning with the first edition of Reporting Technical Information, our
touchstone has been that all writing is subject to infinite improvement. In this
edition we have made many small changes in style and substance, clarifying
explanations and freshening examples in response to suggestions from read-
ers and reviewers. We have also updated our Appendix on Technical Reference
Books and Guides to make it yet more useful.

Supplements for Reporting Technical
Information, Ninth Edition

Allyn & Bacon CompSite on the World Wide Web <http://www.abacon.com/
compsite>. Resources that support technical communication activities for both
students and instructors are evolving constantly at this site. Student resources
include features and exercises on using Internet research, opportunities for in-
teractive conversations with other student writers, and hot links to related Web
sites. Resources for instructors include strategies for teaching in the computer
classroom, hot links to Internet teaching sites, and a forum for trading teach-
ing tips with instructors around the globe.
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An Invitation

We invite students and teachers to send comments and suggestions about Re-
porting Technical Information, Ninth Edition directly to Tom Pearsall at his e-
mail address: tpearsall@aol.com

Thomas E. Pearsall
Elizabeth Tebeaux
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