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elcome to the Fourth Edition of Technical Writing
AN APPLIED for Success. This text is lively and relevant for
A PPROACH TO students, and easy to use and effective for instructors.
WORKPLACE

Using a learn-by-doing approach, skills are introduced
WRITING’ and applied so that mastering technical writing is

relevant and exciting.

GETTING STARTED
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viii

SPECIAL FEATURES ENHANCE LEARNING

Claudia is setting up a website for her finds her misplaced pictu

floral business, Claudia’s Creations. new ones.
Sheis in a hurry to get the site up and
running. She wants to show some of Think Critically

the sprays, wedding bouquets, and
dish gardens she has created, but she
cannot find the pictures she took of
them. So she searches the Web and
finds designs that she likes on two
websites: Floral Fantasia and Flowers
by Chenda. Claudia decides to use
some of the designs from those

sites on her own website until she

What might happen if Claudia’s
customers discover that she used
flower designs from other sites?

Discriminating readers use their
critical-thinking skills to look out for
information that is inaccurate, biased,
sensationalized, or lacking in pertinent
details.

editorial guidelines—f
some articles on the In
stories in tabloids—cal
trusted.

The next time you find
article that promises tl
youth or hands you a g
scheme, be skeptical a
You cannot believe eve
read.

Focus on
Ethics

When you use material from your

4 reading, you have an ethical obligation
to double-check its accuracy, looking
for other sources that report the same
findings. Publications that must be
produced quickly—such as newspapers,
magazines, and books on the latest
technology—are prone to errors.

Think Critically
What might motivate people

— Information published with few, if any, to publish articles that are not

Com m u n ication completely factual? ;

Dilemma Focus on Ethics provides
examples and scenarios of
real-world ethical dilemmas

T for students to consider.
Communication

Dilemma provides
real-world communication
situations. o

A/

v® Communication

y' Technologies

.’.

Communication
Technologies contains

Want to shore up your interview skills while you
walk the dog? Help is available for both Android
and Apple devices with Job Interview Questions and
Answers from Career Confidential. It’s an interactive

helpful information
about current workplace
technologies.

e

\

video app to give you practice with “tough interview
questions in an easy-to-use mock interview format.”
You can practice and compare your answers to
suggestions supplied by a professional coach. Play
Store also offers 101 HR Interview Questions from

With The SimuGator, an iT
questions, users can exp
styles from different int

Think Critically

What is the benefit to using an app to help you
practice your interview skills? Is there some way
the app could hurt your performance during an
interview?

Programmerworld with 16 categories of questions.

3 7.4 SPECIAL WEB CONTENT

Describe your experiences

The Web offers a new medium for established ways of communicating. The
with two of these type of writing is not altogether new, but when the audience and medium
situations: (1) choosinga  change, good writers adapt. The result? New avenues of writing for existing
theme fora prom,adance, genres. Six of these adaptations are outlined next: home page, blog, FAQ,
areunion, or a holiday wiki, social media, and video sharing.

event; (2) keeping a
journal; (3) answering the
same questions over and

Warm Up activities
provide scenarios and
questions to encourage —
students to start thinking
ahead for each section

of the text.

Home Page

Think of your website as a theme park. Your park may have many areas—
over; (4) collaboratingona  rides, a petting zoo, edutainment, restaurants, and more, or only a single
project; or (5) writing posts  pature trail. The home page of your website is like the entrance to the park.
on Facebook. Because you want many visitors, you design an inviting entrance, one that

Stop and Think allows
students to check
comprehension before
moving to the next section.

N STOP AND THINK 7.4

Name five types of writing assignments adapted especially for the Web.
Choose two and describe them in detail.
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ABUNDA
NT END-OF-CHAPTER ASSESSMENT

The assessm
ents found at th
: e
test their knowledge. end of every chapter give students th
e opportunit
y to

\Writing for the Web

CHAPTER REVIEW

n

1. When creating a web page, know how users read and interact with

material, determine your purpose define your audience,

technology Jimitations of your audience.

2. When organizing and designing & web page, choose a system of

» Have I written 4

= Have 1 followed

navigation, assign headings,

create attractive web pages {hat are easy 10

use, and maintain a consistent and accessible design.

@

When writing web pages, create unique page titles, write t0 your
audience, organize using an inverted pyramid, compil

use original Janguage, write standard English, and construct scannable
text. Write short paragraphs and sentences, organize information under
headings, and use lists and keywords.

4. When writing home pages, blogs, wikis, FAQs, OF social media posts,

follow established prmocol&

Checklist

Have [ defined my audience?
Have 1 written

Have consider|
Have | determi
Do my text and
Have | organize|

Have I designed il
visitors to my $

186  Chapter&

undation

Examine several of your textbooks for design
features. Describe each design. Which book

has the best design? Why?

Do my pages 1o

B

audience, 018a’

clichés, and us§
Have 1 written §
fists, and keyw(

w

discussion foru}

Create a slide presemaﬁan or scrapbook of

hics from newspapers, magazines, or

websites. Using your checklist, decide whether
the graphics present the data effectively- Note
different types of graphics {hat may not be
spec‘\ﬁcally covered in this chapter. nto which
category of graphics does each fall?

Create a slide presema‘ion with five
infographics found online to share with your

classmates. Rank them from most effective 10
]east. Consider design elements such as color,

ty!

e, and placement of graphics and how

well they Pplend with or support the message-
How useful i the information to your readers
or to the general public? Include the source
information in each slide.

>

Suggest the best graphic 1o use for preseming

the following situations. In addition, try t©
construct the graph'\c,

a.

@

o

Lamar emailed his father and listed his
Jatest test scores in calculus: Chapter 1, 83;
Chapter 2, 79; Chapter 3,92.
Using @ pedometer, Thanh compared the
miles she walked during @ school week t0
the miles she walked during her vacation.
school: May 25, 1.3; May 26, 1.9; May 27,
2.7; May 28, 1.6; May 29,2.5. Vacation:
June 1, 0.6; June 2,1.2; June 3,0.9; June
4, 1.4; June 5,2.0.
Gahiji wrote his parents 1o tell them how
e spent the 1,250 they gave im for his
first month of college:
educational supplies; $65, snacks and
izza; $210, dorm accessories (U8, poster,
bedding); $46, entertainment; $40, parking
fine; $39, unspent funds.

. Crystal, head cashier for a grocery store,

must show her coworkers the pmcedure
for gaining approva\ for a customer check
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THE INSIDE TRACK

A

CONNECTION encourages

students to work on projects outside

the classroom to gather information
from their community.

NEW: EXPLORE THE

NET focuses on students using the
Internet to research information.

U ATTITUDE
I

With the exception of the science lab report, most technical writing should be reader-centered rather
than writer-centered. A reader-centered approach, or you attitude, attempts to look at situations from

the reader’s perspective instead of the writer’s perspective. The you attitude points out advantages to
the reader and makes him or her more likely to accept what the writer says.

Use the you attitude to persuade your audience to think or act in a certain way. For example, you
might send an e-mail to your supervisor asking for time off, a letter to a newspaper editor opposing
a proposed city curfew, or a message to a dry cleaner asking for a reduction in your bill because your
clothes were not clean when you picked them up.

Notice the difference between the I or we attitude and the you attitude in the following example. The
you attitude sounds friendlier and more positive. The you attitude stresses how a customer can benefit
from buying a home from Mountain View Homes. Using the you approach is psychologically smart as a
motivator, and it makes a good sales pitch.

Manufactured Home Dealer
I or we attitude:

Do we, at Mountain View Homes, have deals! Our 14 X 70 single-wides have been marked down 20%. And our 14 X 80s
can be purchased with a rebate of $1,000!

You attitude:
You can find a real deal at Mountain View Homes. You can purchase our 14 X 70 single-wides at 20% off the regular
price. And you can receive a rebate of $1,000 on a brand new 14 X 8o.
To use the you attitude, simply consider the situation from your reader’s viewpoint. What is the
advantage to him or her? Then, where appropriate, add more you’s and your’s to your message and

take out some of the I's, we’s, or company names. Point out the benefit of your message to your reader.

THE INSIDE TRACK: YOUR TURN
R

1. Rewrite these sentences to reflect a stronger you attitude. Remember, you cannot eliminate uses
of I, we, and company names, but you can slant the writing to be more reader-centered. Add any
information that will help the reader see the advantages.

a. We will ship the rest of your order next week.

b. Powell Insurance Company is reliable. We have been in business at the same location for more than 5o years.

THE INSIDE TRACK, whichis
located at the end of the book, contains

24 pages of suggestions and tips for
improving technical writing style.
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xii

NEW
TO THIS
EDITION

New Features
Writing in the Disciplines
A new feature, “Writing in the Disciplines,” immediately follows each

chapter’s “Writing@Work” feature and is tied to the same career cluster
discipline that is featured in the related “Writing@ Work” profile.

Explore the Net

A new end-of-chapter activity, Explore the Net (based on previous-
edition Net Bookmarks), focuses on students using the Internet to research
information.

Chapter Updates

Chapter 1: What Is Technical Writing?

e Restructured chapter to include a variety of technical writing models up
front

¢ Added new topic: following standard conventions of the genre

e Updated models and discussion to differentiate academic, technical, and
imaginative writing

Chapter 2: Audience and Purpose

¢ Included brief segments on rhetorical situation, need for rhetorical
sensitivity, and appeals to ethos, pathos, kairos, and logos

¢ Included segments illustrating context for traditional media (print, TV, radio)
and online media (social media, web presence); new graphic illustrating how
traditional and nontraditional media can complement each other

e Updated terms in the exercises

Chapter 3: Technical Research

e Updated opening Working Bibliography, including recent research on the
topic, and used ACS style, appropriate to the topic of the research

¢ Included sections on Write the Survey Results, Write the Interview
Results, Write the Observation Results, and Write the Experiment Results

e Added references, tips, and uses of newer electronic devices for research

Updated information on research resources, such as WorldCat and

Deep Web

Updated reference materials and Communication Technologies

Revised Communication Dilemma

Included information on APA, CSE, and Chicago Manual of Style

Included notetaking software and survey-generating sites

Revised model survey for electronic delivery
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New to This Edition

e Added enhanced interviewing guides
e Updated instructions in “Build Your Foundation” to use any style guide
instructor requires

Chapter 4: Writing Process

e Added new topic: analysis of rhetorical situation

¢ Added new topic: using Collaboration Tools section with technology focus
(wikis, coauthoring software, online meetings)

e Added concept map

e Updated Communication Technologies and Communication Dilemma

Chapter 5: Brief Correspondence

¢ Updated opening models and added an e-mail message as a third sample

¢ Included electronic correspondence, such as instant messages, blogs,
and e-mail

e Updated Communication Dilemma

Chapter 6: Document Design and Graphics

¢ Added new visual aids including horizontal bar graph, divided column
graph, histogram, information graphic (infographic), and poster board
presentations

e Updated bar and line graphs in Theresa’s story to be more realistic

¢ Updated Communication Technologies and Communication Dilemma

e Updated exercises and technology discussion

Chapter 7: Writing for the Web

e Updated webpage screen shots
* Added new topic: writing script for an informative video
¢ Updated Communication Technologies

Chapter 8: Informative Reports

® Added a scientific technical process description and revised the
mechanical technical process description
® Changed Example of a Mechanism description

Chapter 9: Investigative Reports

e Updated Example of Trip Report
e Revised Communication Dilemma and end-of-chapter activities

Chapter 10: Instructions

Changed opening model, Sample Instructions

Changed Instructions Using Images (Pictures) Only
Revised Communication Technologies

Revised and expanded information on online instructions

Chapter 11: Employment Communication

e Updated models

Added new topic: video resume

Added new topic: creating a web presence using ePortfolio and social media
Added new models: About Me example and ePortfolio home page
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New to This Edition

Chapter 12: Presentations

¢ Changed opening model, Sample Presentation Graphics
e Updated to discuss recent presentation software

Chapter 13: Recommendation Reports

¢ Revised opening model, Sample Recommendation Report, to use real 2016
hybrid vehicles

e Added a brief section to include references in recommendation reports

¢ Revised Communication Technologies

Chapter 14: Proposals

¢ Updated opening model, Sample Internal Proposal, for dates and costs

e Added a brief section on collaboration

e Revised the Formal Proposal model to suggest replacing metal halide lamps
with LED bulbs and fixtures (a more current and realistic discussion)

Chapter 15: Ethics in the Workplace

e Updated most accounts of unethical practice to include more current
examples

¢ Added new topic: healthy work environment including Title VII of the
Civil Rights Act

¢ Added new topic: ethical challenges of emerging technology, including
discussions of gene therapy, electronic surveillance, and artificial intelligence

Chapter 16: Technical Reading

¢ Updated most reading excerpts and graphics
¢ Added new topic: how to read online including how to evaluate a website
Added new topic: how to “read” a video
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Supplemental Teaching and Learning Materials XV

SUPPLEMENTAL TEACHING AND

LEARNING MATERIALS

MindTap: Empower Your Students

MindTap is a platform that propels students from memorization to mastery. It
gives you complete control of your course, so you can provide engaging content,
challenge every learner, and build student confidence. Customize interactive
syllabi to emphasize priority topics, then add your own material or notes to the
eBook as desired. This outcomes-driven application gives you the tools needed
to empower students and boost both understanding and performance.

Access Everything You Need in One Place

Cut down on prep with the preloaded and organized MindTap course
materials. Teach more efficiently with interactive assignments, quizzes,
and more. Give your students the power to read, listen, and study on their
phones, so they can learn on their terms.

Empower Students to Reach Their Potential

Twelve distinct metrics give you actionable insights into student engagement.
Identify topics troubling your entire class and instantly communicate with
those struggling. Students can track their scores to stay motivated towards
their goals. Together, you can be unstoppable.

Control Your Course—and Your Content

Get the flexibility to reorder textbook chapters, add your own notes, and
embed a variety of content including Open Educational Resources (OER).
Personalize course content to your students’ needs. They can even read your
notes, add their own, and highlight key text to aid their learning.

Get a Dedicated Team Whenever You Need Them

MindTap isn’t just a tool, it’s backed by a personalized team eager to support
you. We can help set up your course and tailor it to your specific objectives,
so you’ll be ready to make an impact from day one. Know we’ll be standing
by to help you and your students until the final day of the term.

Instructor Companion Website

Spend less time planning and more time teaching. The instructor companion
website to accompany Technical Writing allows you “anywhere, anytime”
access to all of your resources.

e The online Instructor’s Manual contains various resources for each chapter
of the book, including lesson plans and solutions to core text activities.

e The Computerized Testbank makes generating tests and quizzes a snap,
with many questions and different styles to choose from.

e Customizable PowerPoint® presentations focus on key points for each
chapter.

To access the instructor companion site materials, go to login.cengage. com,
then use your SSO (single sign on) login to access the materials.
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WHAT IS TECHNICAL
WRITING?

Goals Write to Learn

= Define technical writing hink about the different types of writing you engage in at school, at
and its importance in the work, at home, or online. With what kind of writing are you most
workplace comfortable? What kind of writing do you find most difficult? Explain

= |dentify the the differences in your reactions. Do you think any of your pieces could
characteristics of be described as technical writing? How would you define the term
technical writing technical writing?

= Compare and contrast
technical writing to other

types of writing on Technical Writing

Read Figures 1.1, 1.2, and 1.3 on the following pages and
answer these questions about each document:

Terms

academic writing, p. 17 e What is the subject and purpose of each document?
ambiguous, p. 20 e For whom was the document likely produced?
expository, p. 17 e How difficult is it to follow the organization of material?
field research, p. 10 e How would you describe the style of writing? Which documents are
imaginative writing, p. 20 easier to read?
inferences, p. 20 e Are there differences in tone in any of the documents? What role
jargon, p. 12 does the writer seem to adopt in each?
persuasive writing, p. 17 e Which kinds of design features does the document use (for example,
standard conventions, p. 15 boldfacing, numbering, color, visual aids)?
style, p. 12 e Where did these documents most likely first appear?
technical communication, ® Are any of these types of documents familiar to you?
p-7
technical writing, p. 7
tone, p. 13
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ABOUT THE HEART TRUTH®

To make women more aware of the danger of
heart disease, the National Heart, Lung, and
Blood Institute (NHLBI) is sponsoring a national
program called The Heart Truth®, in partnership

with many national and community organizations.

The program’s goal is to raise awareness about
heart disease and its risk factors among women
and educate and motivate them to take action to
prevent the disease and control its risk factors.

National Symbol

The centerpiece of The Heart Truth is the Red
Dress®, which was introduced as the national
symbol for women and heart disease awareness
in 2002 by the NHLBI. The Red Dress® reminds
women of the need to protect their heart health
and inspires them to take action to lower their
risk for the disease.

Program Objectives

Primary Objectives

What Is Technical Writing?

LEADING CAUSES OF DEATH FOR

AMERICAN WOMEN (2010)
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1. Increase awareness that heart disease is the leading cause of death among

women.

2. Increase awareness of the risk factors for heart disease.

3. Increase awareness that having risk factors can lead to heart disease, disability,

and death.

4, Increase perceived susceptibility to heart disease (e.g. an individual’s perception

she may be at personal risk for heart disease).

5. Increase the number of women who intend to take action to prevent heart

disease and/or control its risk factors.

Secondary Objective

1. Increase the frequency of conversations between women and their health care
provider about risk for heart disease and importance of taking preventive action.

3

Figure 1.1 Heart Truth Webpage Source: National Institutes of Health, https://www.nhlIbi.nih.gov/health/educational/hearttruth/about/
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Chapter1

Million Hearts: Prevalence of Leading Cardiovascular Disease
Risk Factors — United States, 2005-2012

Matthew D. Ritchey, DPT1, Hilary K. Wall, MPH1, Cathleen Gillespie, MS1, Mary G. George, MDr,
Ahmed Jamal, MBBS2

Each year, approximately 1.5 million U.S. adults have a heart attack or stroke, resulting in approximately 30 deaths
every hour and, for nonfatal events, often leading to long-term disability (7). Overall, an estimated 14 million
survivors of heart attacks and strokes are living in the United States (7). In 2011, the U.S. Department of Health
and Human Services, in collaboration with nonprofit and private organizations, launched Million Hearts (http://
www.millionhearts.hhs.gov?), an initiative focused on implementing clinical and community-level evidence-based
strategies to reduce cardiovascular disease (CVD) risk factors and prevent a total of 1 million heart attacks and
strokes during the 5-year period 2012-2016 (2,3). . . .

ABCS [for aspirin, blood pressure, cholesterol, smoking] Clinical Measures

In 2009-2010, prevalence of recommended aspirin use was greater among men (58.5%) than women (48.0%) and
greater among non-Hispanic whites (55.7%) compared with Hispanics (43.6%) (Table 1). The prevalence of blood
pressure control improved from 43.4% in 2005-2006 t0 51.9% in 2011-2012 (Figure 1); in 2011-2012, the prevalence
was greater among women (54.6%) than men (48.9%) and greater among adults aged 45-64 years (56.3%) compared
with those aged 18-44 (42.2%) and >75 years (41.7%).

The prevalence of cholesterol management increased from 33.0% in 2009-2010 t0 42.8% in 2011-2012
(Figure 1); in 2011-2012, the prevalence was greater among adults aged 65-74 years (59.6%) and lower among those
aged 20-44 (11.6%) compared with those aged 45-64 years (44.1%) (Table 1)... ..

Community-Level Risk Factor Measures

Current tobacco product (cigarettes, cigars, or a pipe) smoking prevalence decreased from 28.2% in 2005-2006 to
25.1% in 2011-2012 (Figure 2). This 11% decline corresponded with a decrease of 11% in current cigarette smoking
prevalence from 20.9% in 2005-2006 t0 18.5% in 2011-2012, measured using National Health Interview Survey
data.}tt In 20m1-2012, current tobacco product smoking was greater among men (30.3%) than women (20.4%),
adults aged 18-44 years (30.5%) compared with those aged 45-64 (24.6%) or >65 years (11.4%), and non-Hispanic
whites (27.1%) compared with non-Hispanic blacks (26.2%) and Hispanics (18.1%) (Table 2). . ..

References

1. Go AS, Mozaffarian D, Roger VL, et al. Heart disease and stroke statistics—2014 update: a report from the
American Heart Association. Circulation 2014;129:€28-292.

2. Frieden TR, Berwick DM. The “Million Hearts” initiative—preventing heart attacks and strokes. N Engl ] Med
2011;365:€27.
3. CDC. CDC Grand Rounds: the Million Hearts initiative. MMWR 2012;61:1017-21. . ..

Figure 1.2 Million Hearts Medical Report Source: Centers for Disease Control and Prevention, https://www.cdc.gov/mmwr/preview
> /mmwrhtml/mmé6321a3.htm
A
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What Is Technical Writing? _

Major signs and symptoms of a
o heart attack in women and men

0 Chest pain
or discomfort

v, e °

6 Nausea, feeling
light-headed or
unusually tired

Pain or discomfort in
the jaw, neck, or back

Pain or discomfort in
the arm or shoulder

Shortness of breath
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Writing
@Work

Source: The Center to Advance CTE

Agriculture, Food &
Natural Resources

Writing in

Chapter1

ark Overbay manages marketing
M and communications for
Counter Culture Coffee, a Durham,
North Carolina-based specialty coffee
organization. His many responsibilities
include producing product copy, white
papers, advertisements, packaging
copy, online content, thematic signage,
and tradeshow displays.

“Marketing is a form of
storytelling,” says Mark, who believes
that marketing copy must be “short and
sweet.” “You only have a few words or
phrases to ‘hook’ your readers, whether
they are journalists reading a press
release or grocery shoppers glancing
at the coffee bags on a shelf. Good
marketing copy must tell an interesting,
sometimes even romantic story, but it
should never be long-winded.”

Mark’s biggest technical writing challenge
involves presentation and style: “Developing a
Counter Culture Coffee ‘voice’ that authentically
represents our company and all that we do is the
most difficult aspect of my professional writing.
When | write for our online news section or blog, | can
write as Mark Overbay; but most of my professional
writing is in the voice of Counter Culture Coffee,
which represents not just me, but more than 40 staff
members and hundreds of partnering coffee farmers.”

Courtesy of Mark Overbay

CareerClusters

C onservation scientists work to
preserve our natural resources,
such as our farmland, rivers,

Agricultu re, and forests.
FOOd & As scientists, conservationists
! understand the rigor imposed by
Natural the scientific method and thus the
Resources necessity for objective reporting and

accurate data entry using the tools
of forestry. A forester, for example,
may estimate tree growth using
clinometers to measure tree heights
or may measure forest density by using remote
sensing technology. Accurate record keeping
enables conservationists to make informed
recommendations such as sustainable practices
for harvesting timber. The records also ensure
compliance with government regulations.

Mark relies heavily on e-mail. “E-mail, for
all its limitations and sterility, is invaluable in
my professional life. Not only does it allow for
structured written communication and instant
delivery, but it also provides a permanent record of
every e-conversation.”

Mark advises aspiring technical writers to
hone three skills in particular: (1) work ethic to
constantly improve their writing; (2) preparation
and care for each assignment because “every word
and detail matters. Successful communicators take
the time to research their subjects thoroughly”;
and (3) clarity because “successful communicators
keep things simple—not dumbed down—and to
the point. Be clear, concise, and confident in
your message.”

Think Critically

1. Search for the Counter Culture Coffee
website and sample some of the writing. Does
the writing tell stories, as Mark claims? Do
you hear a distinctive “voice” in the writing?
Explain.

2. What is a white paper? Research the origin
of this term. What are some topics about
which Mark might
write papers?

Printed with permission of Mark Overbay

In addition, conservationists engage in
other kinds of writing—from the practical to
the political. They may negotiate terms for land
use management and assist in writing contracts
with land owners. Conservationists write grants,
such as the $300,000 grant from the Renewable
Resources Extension Act to restore Strentzel
Meadow, part of the John Muir National
Historic Site. They also argue for environmental
responsibility with new recycling or tree
conservation initiatives. Luke Wallin suggests
a three-part structure for such scientific
journalism: Articles should establish a bond
with the reader through shared values, present
new information, and then call for an action—a
request for money or a letter to a senator for
political support (124).
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1.1 YOU ARE A TECHNICAL WRITER! hwarmup |

Have you ever given someone written directions or drawn a map to your Think about a profession in
home? Have you ever set up an event on Facebook or told someone how which you are interested.
to make French toast? If you answered yes to any of those questions or What kinds of documents
have had similar experiences, you have already engaged in technical would you write in this
communication or technical writing. profession?

In today’s business environment, readers can easily be overwhelmed

by information overload, with information competing for their attention
from every direction—print and electronic news sources and books, not to
mention e-mail, social media, podcasts, and television, all clamoring for
attention. To navigate through the maze of information, readers must be
able to read documents quickly and efficiently, understand them the first
time they read them, and know the reports are accurate. Writers help readers
sort through information overload by assimilating material from a variety
of places and then presenting what readers need—often reframing and
repurposing (but never misrepresenting) that data to be of use to a different
audience. Up-to-date information provides companies with a competitive
edge, speeding critical decision making and allowing job specialization.

Definition of Technical Writing

Candace, a saxophonist in her high school band, began
teaching saxophone lessons to sixth graders to earn some
extra money. For the first lesson, she drew a diagram of an
alto sax and created a step-by-step guide explaining how to
take the instrument apart and reassemble it. When she saw
how easily students could follow her instructions, she was
pleased to know her words were helping them do something
she enjoyed. Candace might have been surprised to learn
she was using technical communication, or communication
associated with the workplace.
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Technical communication, used in technical, scientific, or

business fields, has a clear purpose and specific audience.

Candace’s purpose was to teach, to offer her students information that would
enable them to do something—to play the saxophone. When she referred to
the diagram and explained the procedure aloud to her students, answering
their questions, she was using technical communication. When she wrote
the instructions to accompany her diagram, she was using technical writing.
The better Candace did her job, the better the students did theirs. Respect for
Candace’s teaching skills in the community grew, giving her credibility as a
teacher—and, consequently, more students.

A form of technical communication, technical writing is also associated

with the workplace, whether the workplace is an office, a construction site,

or a kitchen table. Like Candace’s diagram and step-by-step instructions,

the writing is functional, practical, and written carefully for an identified
audience for a particular purpose. Technical documents can range from a
half-page memo announcing the winner of a sales competition to a 500-page
research grant proposal requesting money to test a new drug for treating
obesity. The term technical writing describes a variety of documents produced
in areas such as business, science, social science, engineering, and education.
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Sales catalogs, business letters, financial reports, standard operating
procedures, medical research studies, lab reports—all of these and more are
examples of technical writing. Technical documents are not only written but
also designed to integrate visual elements to enhance the message.

Today, technical writers work at the helm of a creative, robust technological
environment with many media outlets for their messages. Kurstin used
paper and text to start a neighborhood fundraiser to help struggling pet
owners obtain pet food. In a few weeks, some of that text was inserted into
a desktop publishing template, and newsletters and flyers were circulated

in the small town. Public response was positive. As a result, in a few
months text from the flyer was used in a slide presentation with art and
video and presented to the Chamber of Commerce. As the fundraiser gained
momentum, Kurstin researched turning her charitable effort into a nonprofit
and moved online with her text, photos, and video. She refined her online
presence with a slogan, pet-adoption blog, pet health hyperlinks, and
donation forms. Soon her website had a following and was linked to social
media sites. As Kurstin’s experience shows, the many possible combinations
of text and media enable writers to reach an ever-widening audience.

Technical Writing Is Essential in the Workplace

Written communication is essential in the workplace. It allows readers

to read and study at their convenience, pass along information to others,
contribute to a body of shared knowledge, keep a permanent record for
future reference, and, if done well, establish healthy working relationships.

Different careers generate different kinds of reports. Figure 1.4 shows some
possibilities. Perhaps one of your career choices is represented here.

PROFESSIONALS WRITE THIS FOR THIS PURPOSE

Nurses Patient charts To continue patient care

Police officers Accident reports To use as evidence

Chemists/ engineers Document procedures To comply with government regulations
Accountants Financial reports To assist decision making

Sales representatives Sales proposals To compete in a market economy
Professors Grant proposals To secure funding for a research project
Claims adjusters Incident reports To determine fair payment

Public relations officers Brochures, letters, speeches To market an idea or product

Figure 1.4 Writing in Careers

When you write, you demonstrate your credibility as an employee with your
ability to analyze, solve problems, and understand technical processes. For
example, Matheus Cardoso, personnel director for Osgood Textile Industries,
impresses his supervisor and earns his colleagues’ respect when his proposal
for tax-deferred retirement plans is approved. On the other hand, the drafting
crew at Stillman Manufacturing is frustrated with Jeff Danelli’s instructions for
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installing wireless computing at the industrial site. The crew must take extra
time to redraft plans because Jeff’s instructions are vague and incomplete. When
writing is not clear, the thinking behind the writing may not be clear either.

Regardless of the career you choose, you will write in the workplace. According
to “Writing: A Ticket to Work . . . Or a Ticket Out,” writing is a “threshold
skill,” necessary to get over the “threshold,” through the door, and into gainful
employment. Applicants submitting poorly written letters of application do not
get interviews. Employees lacking writing skills are not promoted. According to
the National Commission on Writing, in corporate America,

m two-thirds of salaried employees are required to write

m over half of companies surveyed require employees to write technical
or formal reports, and “communication through e-mail and PowerPoint
presentations is almost universal.”

= Eighty percent of companies in service industries—finance, insurance, and
real estate—evaluate writing ability as part of the hiring process. (3-4)

As you can see, writing is truly your “ticket” to meaningful employment and
advancement.

All careers rely on technical communication to get the job done. Technical
writing is the written link—connecting technology to user, professional to client,
colleague to colleague, supervisor to employee, and individual to community.
No matter what career you choose, you can expect to read and compose e-mail,
send accompanying attachments, explain procedures, and write short reports.

In addition to work-related writing, the responsibilities of being a community
and family member require technical communication. Figure 1.5 shows how
Sergeant Thomas Hardy of the Palmer City Police Department, father of two
and concerned citizen, uses technical communication on the job and at home.

READER TYPE OF COMMUNICATION

Colleagues e-mail, collaborative incident reports

Boy Scout parents fundraiser announcements, directions to jamboree, ad for bake sale

Victims incident reports, investigative reports

Legislators letter and e-mail in favor of clean-air regulations

Court officials, lawyers depositions, testimonies, statements (possibly televised)

State FBI office letter of application and resume

Community safety presentation at the local high school

Employees performance evaluations, letters of reference, training procedures
Newspaper editor letter thanking community for help with jamboree, press release announcing

purchase of state-of-the-art police car

Figure 1.5 Technical Writing on the Job and at Home

o STOP AND THINK 1.1

How important is technical writing in the workplace? How can writing
affect your chances for advancement? How is workplace writing
impacted by technology?
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