




Inside the LaunchPad for Technical Communication
Missing something? Instructors may assign the online materials that
accompany this text. For access to them, visit launchpadworks.com.
LaunchPad materials are identified throughout the text with the  icon.

CASES
Document-based cases are presented online, where you can familiarize yourself with each scenario, download
and work with related documents, and access assignment questions in a single space.

CASE 1: Using the Measures of Excellence in Evaluating a Résumé
CASE 2: The Ethics of Requiring Students To Subsidize a Plagiarism-Detection Service
CASE 3: Understanding Why Revision Software Cannot Revise and Edit Your Document
CASE 4: Accommodating a Team Member’s Scheduling Problems
CASE 5: Focusing on an Audience’s Needs and Interests
CASE 6: Revising a Questionnaire
CASE 7: Organizing a Document for Clarity — and Diplomacy
CASE 8: Analyzing the Persuasiveness of a Poster
CASE 9: Emphasizing Important Information in a Technical Description
CASE 10: Revising a Document for Nonnative Speakers and for Translation
CASE 11: Designing a Flyer
CASE 12: Creating Appropriate Graphics To Accompany a Report
CASE 13: Evaluating a Technical Document
CASE 14: Setting Up and Maintaining a Professional Microblog Account
CASE 15: Identifying the Best-of-the-Best Job-Search Sites
CASE 16: Writing an Introduction for a Proposal
CASE 17: Writing a Directive
CASE 18: Analyzing Decision Matrices
CASE 19: Introducing the Scientific Method Through a Lab Report
CASE 20: Choosing a Medium for Presenting Instructions
CASE 21: Understanding the Claim-and-Support Structure for Presentation Graphics

LEARNINGCURVE
Master the material covered in the first ten chapters of the text as well as key grammar skills with LearningCurve,
a fun adaptive quizzing program that meets you where you are and gives you the extra support you need when
you need it.

Understanding the Technical Communication Environment (Covering Chapters 1–4)
Planning the Document (Covering Chapters 5–7)
Persuasion, Emphasis, and Effective Sentences (Covering Chapters 8–10)
Additional LearningCurve activities on grammar, style, persuasion, and concerns of multilingual writers

DOWNLOADABLE FORMS
Download and work with a variety of helpful forms discussed throughout the text.

Work-Schedule Form (Chapter 4)
Team-Member Evaluation Form (Chapter 4)
Self-Evaluation Form (Chapter 4)
Audience Profile Sheet (Chapter 5)
Oral Presentation Evaluation Form (Chapter 21)

MULTIMEDIA DOCUMENT ANALYSIS ACTIVITIES
Explore real multimedia documents that harness digital technologies in exciting new ways, and respond to

http://launchpadworks.com/
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prompts that will help you analyze them.

Mechanism Description Using Interactive Graphics: Hybridcenter.org and Union of Concerned Scientists, Hybrids
Under the Hood (Part 2) (Chapter 12)

Online Portfolio: Blane C. Holden’s Online Portfolio (Chapter 15)
Proposal Delivered as a Prezi Presentation: Andrew Washuta, Marketing Proposal Presentation (Chapter 16)
Report Presented as a Website: United States Geological Survey, High Plains Water-Level Monitoring Study

(Chapter 17)
Informational Report Presented Through an Interactive Graphic: Matthew C. Hansen et al., University of

Maryland, Google, USGS, and NASA, “Global Forest Change” Interactive Map (Chapter 17)
Recommendations Presented in a Video: One & Only Campaign, Check Your Steps! Make Every Injection Safe

(Chapter 18)
Process Description Using Video Animation: North Carolina Department of Transportation (NCDOT), Diverging

Diamond Interchange Visualization (Chapter 20)
Instructions Using Video Demonstration: PartSelect, Dryer Repair — Replacing the High Limit Thermostat

(Chapter 20)
Instructions Using a Combination of Video Demonstration and Screen Capture: Texas Tech University Multiple

Literacy Lab (MuLL), Recording Audio in the Field Using an iTalk (Chapter 20)
Definition Using Video Animation: ABC News, What Is the Cloud? (Chapter 20)

SUPPLEMENTAL E-BOOKS
Document-Based Cases for Technical Communication, Second Edition, by Roger Munger, features seven
realistic scenarios in which you can practice workplace writing skills.

Team Writing, by Joanna Wolfe, focuses on the role of written communication in teamwork. Built around five
short videos of real team interactions, Team Writing teaches you how to use written documentation to manage a
team and provides models for working on large collaborative documents.

TEST BANK
Test your knowledge with multiple-choice, true/false, and short-answer questions for every chapter in the
textbook.

TUTORIALS
Engaging tutorials show you helpful tools and tips for creating your projects along with guidance on how to best
use the tools, as well as the documentation process for citing the sources you use in MLA and APA style.

DIGITAL WRITING TUTORIALS

Cross-Platform Word Processing with CloudOn, Quip, and More (Chapter 3)
Tracking Sources with Evernote and Zotero (Chapter 6)
Photo Editing Basics with GIMP (Chapter 12)
Building Your Professional Brand with LinkedIn, Twitter, and More (Chapter 15)
Creating Presentations with PowerPoint and Prezi (Chapter 21)
Audio Recording and Editing with Audacity (Chapter 21)

DIGITAL TIPS TUTORIALS

Creating Outlines (Chapter 3)
Creating Styles and Templates (Chapter 3)
Scheduling Meetings Online (Chapter 4)
Reviewing Collaborative Documents (Chapter 4)
Incorporating Tracked Changes (Chapter 4)
Conducting Online Meetings (Chapter 4)
Using Wikis for Collaborative Work (Chapter 4)
Using Collaborative Software (Chapter 4)
Proofreading for Format Consistency (Chapter 11)

DOCUMENTATION TUTORIALS

How To Cite a Database in APA Style (Appendix B: Documenting Sources)
How To Cite a Website in APA Style (Appendix B: Documenting Sources)

http://hybridcenter.org/
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How To Cite a Book in MLA Style (Appendix B: Documenting Sources)
How To Cite an Article in MLA Style (Appendix B: Documenting Sources)
How To Cite a Website in MLA Style (Appendix B: Documenting Sources)
How To Cite a Database in MLA Style (Appendix B: Documenting Sources)
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Techniques for Learning About Your Audience
DETERMINING WHAT YOU ALREADY KNOW ABOUT YOUR AUDIENCE
INTERVIEWING PEOPLE
READING ABOUT YOUR AUDIENCE ONLINE
SEARCHING SOCIAL MEDIA FOR DOCUMENTS YOUR AUDIENCE HAS WRITTEN
ANALYZING SOCIAL-MEDIA DATA

Communicating Across Cultures
UNDERSTANDING THE CULTURAL VARIABLES “ON THE SURFACE”
UNDERSTANDING THE CULTURAL VARIABLES “BENEATH THE SURFACE”
CONSIDERING CULTURAL VARIABLES AS YOU WRITE

■ GUIDELINES: Writing for Readers from Other Cultures
■ DOCUMENT ANALYSIS ACTIVITY: Examining Cultural Variables in a Business Letter

USING GRAPHICS AND DESIGN FOR MULTICULTURAL READERS
Applying What You Have Learned About Your Audience

■ ETHICS NOTE: Meeting Your Readers’ Needs Responsibly

Writing for Multiple Audiences
Determining Your Purpose
Gaining Management’s Approval
Revising Information for a New Audience and Purpose

WRITER’S CHECKLIST
EXERCISES
CASE 5: Focusing on an Audience’s Needs and Interests 

6 Researching Your Subject
Understanding the Research Process

■ GUIDELINES: Planning for the Research Process

■ GUIDELINES: Researching a Topic

Choosing Appropriate Research Methods
Conducting Secondary Research

UNDERSTANDING RESEARCH TOOLS
TYPES OF SECONDARY Research SOURCES
USING SOCIAL MEDIA AND OTHER INTERACTIVE RESOURCES
TUTORIAL: Tracking Sources with Evernote and Zotero 

■ TECH TIP: Why and How To Use Social Media in Research
EVALUATING THE INFORMATION

■ GUIDELINES: Evaluating Print and Online Sources
Conducting Primary Research

ANALYSIS OF SOCIAL-MEDIA DATA
■ DOCUMENT ANALYSIS ACTIVITY: Evaluating Information from Internet Sources

OBSERVATIONS AND DEMONSTRATIONS
INSPECTIONS
EXPERIMENTS
FIELD RESEARCH
INTERVIEWS

■ GUIDELINES: Conducting an Interview
INQUIRIES
QUESTIONNAIRES

■ ETHICS NOTE: Reporting and Analyzing Data Honestly
WRITER’S CHECKLIST
EXERCISES
CASE 6: Revising a Questionnaire 
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7 Organizing Your Information
Understanding Three Principles for Organizing Technical Information

ANALYZING YOUR AUDIENCE AND PURPOSE
USING CONVENTIONAL PATTERNS OF ORGANIZATION
DISPLAYING YOUR ORGANIZATIONAL PATTERN PROMINENTLY

Understanding Conventional Organizational Patterns
CHRONOLOGICAL

■ GUIDELINES: Organizing Information Chronologically
SPATIAL

■ GUIDELINES: Organizing Information Spatially
GENERAL TO SPECIFIC

■ GUIDELINES: Organizing Information from General to Specific
MORE IMPORTANT TO LESS IMPORTANT

■ GUIDELINES: Organizing Information from More Important to Less Important
COMPARISON AND CONTRAST

■ GUIDELINES: Organizing Information by Comparison and Contrast
■ ETHICS NOTE: Comparing and Contrasting Fairly

CLASSIFICATION OR PARTITION
■ GUIDELINES: Organizing Information by Classification or Partition

PROBLEM-METHODS-SOLUTION
■ GUIDELINES: Organizing Information by Problem-Methods-Solution

CAUSE AND EFFECT
■ GUIDELINES: Organizing Information by Cause and Effect
■ DOCUMENT ANALYSIS ACTIVITY: Using Multiple Organizational Patterns in an Infographic

WRITER’S CHECKLIST
EXERCISES
LEARNINGCURVE: Planning the Document (Chs. 5–7) 
CASE 7: Organizing a Document for Clarity — and Diplomacy 

Part 3 Developing and Testing the Verbal and Visual Information

8 Communicating Persuasively
Considering the Context of Your Argument

UNDERSTANDING YOUR AUDIENCE’S BROADER GOALS
WORKING WITHIN CONSTRAINTS

Crafting a Persuasive Argument
IDENTIFYING THE ELEMENTS OF YOUR ARGUMENT
CONSIDERING OPPOSING VIEWPOINTS
USING THE RIGHT KINDS OF EVIDENCE
USING VISUALS AS PERSUASIVE ELEMENTS

■ ETHICS NOTE: Using Digital Enhancement Tools Responsibly
APPEALING TO EMOTIONS RESPONSIBLY
DECIDING WHERE TO PRESENT THE CLAIM

■ DOCUMENT ANALYSIS ACTIVITY: Analyzing Evidence in an Argument
UNDERSTANDING THE ROLE OF CULTURE IN PERSUASION

Avoiding Logical Fallacies
Presenting Yourself Effectively

■ GUIDELINES: Creating a Professional Persona
■ ETHICS NOTE: Seeming Honest Versus Being Honest in Persuasive Writing

WRITER’S CHECKLIST
EXERCISES
CASE 8: Analyzing the Persuasiveness of a Poster 
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9 Emphasizing Important Information
Writing Clear, Informative Titles
Writing Clear, Informative Headings

■ GUIDELINES: Revising Headings
Writing Clear, Informative Lists

WRITE EFFECTIVE PARAGRAPH LISTS
WRITE EFFECTIVE SENTENCE LISTS

■ GUIDELINES: Creating Effective Lists
Writing Clear, Informative Paragraphs

STRUCTURE PARAGRAPHS CLEARLY
■ ETHICS NOTE: Avoiding Burying Bad News in Paragraphs
■ GUIDELINES: Dividing Long Paragraphs

USE COHERENCE DEVICES WITHIN AND BETWEEN PARAGRAPHS
■ DOCUMENT ANALYSIS ACTIVITY: Identifying the Elements of a Coherent Paragraph

WRITER’S CHECKLIST
EXERCISES
CASE 9: Emphasizing Important Information in a Technical Description 

10 Writing Correct and Effective Sentences
Writing Grammatically Correct Sentences

AVOID SENTENCE FRAGMENTS
AVOID COMMA SPLICES
AVOID RUN-ON SENTENCES
AVOID AMBIGUOUS PRONOUN REFERENCES
COMPARE ITEMS CLEARLY
USE ADJECTIVES CLEARLY
MAINTAIN SUBJECT-VERB AGREEMENT
MAINTAIN PRONOUN-ANTECEDENT AGREEMENT
USE TENSES CORRECTLY

Structuring Effective Sentences
EMPHASIZE NEW AND IMPORTANT INFORMATION
CHOOSE AN APPROPRIATE SENTENCE LENGTH
FOCUS ON THE “REAL” SUBJECT
FOCUS ON THE “REAL” VERB
USE PARALLEL STRUCTURE
USE MODIFIERS EFFECTIVELY

Choosing the Right Words and Phrases
SELECT AN APPROPRIATE LEVEL OF FORMALITY
BE CLEAR

■ ETHICS NOTE: Euphemisms and Truth Telling
BE CONCISE

■ DOCUMENT ANALYSIS ACTIVITY: Revising for Conciseness and Simplicity
USE INOFFENSIVE LANGUAGE

■ GUIDELINES: Avoiding Sexist Language
■ TECH TIP: Why and How To Customize Grammar-Checker Features
■ GUIDELINES: Using the People-First Approach

Understanding Simplified English for Nonnative Speakers
Preparing Text for Translation

WRITER’S CHECKLIST
EXERCISES
LEARNINGCURVE: Persuasion, Emphasis, and Effective Sentences (Chs. 8–10) 
CASE 10: Revising a Document for Nonnative Speakers and for Translation 
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11  Designing Print and Online Documents
Goals of Document Design
Understanding Design Principles

TUTORIAL: Proofreading for Format Consistency 
Planning Your Design

ANALYZE YOUR AUDIENCE AND PURPOSE
DETERMINE YOUR RESOURCES

Designing Print Documents
SIZE
PAPER
BINDINGS
NAVIGATIONAL AIDS

■ TECH TIP: Why and How To Set Up Pages
Designing Print Pages

PAGE LAYOUT
■ GUIDELINES: Understanding Learning Theory and Page Design
■ TECH TIP: Why and How To Format Columns

TYPOGRAPHY
■ ETHICS NOTE: Using Type Sizes Responsibly

TITLES AND HEADINGS
OTHER DESIGN FEATURES

■ TECH TIP: Why and How To Create Borders and Screens
■ TECH TIP: Why and How To Create Text Boxes

Designing Online Documents
USE DESIGN TO EMPHASIZE IMPORTANT INFORMATION

■ DOCUMENT ANALYSIS ACTIVITY: Analyzing Page Designs
CREATE INFORMATIVE HEADERS AND FOOTERS
HELP READERS NAVIGATE THE DOCUMENT

■ GUIDELINES: Making Your Document Easy To Navigate
INCLUDE EXTRA FEATURES YOUR READERS MIGHT NEED
HELP READERS CONNECT WITH OTHERS
CONSIDER MATTERS OF ACCESSIBILITY

■ GUIDELINES: Designing Accessible Websites
DESIGN FOR MULTICULTURAL AUDIENCES

■ ETHICS NOTE: Designing Legal and Honest Online Documents
Designing Online Pages

AIM FOR SIMPLICITY
■ GUIDELINES: Designing a Simple Site

MAKE THE TEXT EASY TO READ AND UNDERSTAND
■ GUIDELINES: Designing Easy-To-Read Text

CREATE CLEAR, INFORMATIVE LINKS
■ GUIDELINES: Writing Clear, Informative Links

WRITER’S CHECKLIST
EXERCISES
CASE 11: Designing a Flyer 

12 Creating Graphics
The Functions of Graphics
The Characteristics of an Effective Graphic

■ ETHICS NOTE: Creating Honest Graphics
■ GUIDELINES: Integrating Graphics and Text

Understanding the Process of Creating Graphics
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PLANNING GRAPHICS
PRODUCING GRAPHICS

■ TECH TIP: Why and How To Insert and Modify Graphics
REVISING GRAPHICS
CITING SOURCES OF GRAPHICS

Using Color Effectively
Choosing the Appropriate Kind of Graphic

ILLUSTRATING NUMERICAL INFORMATION
■ GUIDELINES: Creating Effective Tables
■ TECH TIP: Why and How To Create Tables, Charts, and Other Graphics
■ GUIDELINES: Creating Effective Bar Graphs
■ GUIDELINES: Creating Effective Infographics
■ GUIDELINES: Creating Effective Line Graphs
■ GUIDELINES: Creating Effective Pie Charts

ILLUSTRATING LOGICAL RELATIONSHIPS
■ DOCUMENT ANALYSIS ACTIVITY: Analyzing a Graphic
■ DOCUMENT ANALYSIS ACTIVITY: Mechanism Description Using Interactive Graphics 

ILLUSTRATING PROCESS DESCRIPTIONS AND INSTRUCTIONS
ILLUSTRATING VISUAL AND SPATIAL CHARACTERISTICS
TUTORIAL: Photo Editing Basics with GIMP 

■ GUIDELINES: Presenting Photographs Effectively
■ TECH TIP: Why and How To Create and Insert Screen Shots

Creating Effective Graphics for Multicultural Readers
WRITER’S CHECKLIST
EXERCISES
CASE 12: Creating Appropriate Graphics To Accompany a Report 

13 Evaluating and Testing Technical Documents
Understanding Usability Studies

ASSESSING THE NEED FOR A USABILITY STUDY
DETERMINING THE GOALS OF THE STUDY
STUDYING EXISTING DOCUMENTS VERSUS PROTOTYPES
CONSIDERING STUDY SETTINGS

Conducting Guided Evaluations of Technical Documents
CHOOSING DOCUMENT EVALUATORS
ESTABLISHING EVALUATION GUIDELINES
PREPARING MATERIALS FOR THE EVALUATION

Testing Documents in a Controlled Setting
PREPARING FOR THE TEST
CONDUCTING THE TEST

■ GUIDELINES: Preparing for a Usability Test
■ ETHICS NOTE: Understanding the Ethics of Informed Consent
■ DOCUMENT ANALYSIS ACTIVITY: Obtaining Informed Consent

Testing Documents in Context
PREPARING FOR A SITE VISIT
CONDUCTING A TEST IN CONTEXT

Monitoring Documents Remotely
Interpreting and Reporting Your Findings

WRITER’S CHECKLIST
EXERCISES
CASE 13: Evaluating a Technical Document 

Part 4 Learning Important Applications
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14 Corresponding in Print and Online
Understanding the Process of Writing Correspondence

■ FOCUS ON PROCESS: Correspondence
Selecting a Type of Correspondence
Presenting Yourself Effectively in Correspondence

USE THE APPROPRIATE LEVEL OF FORMALITY
COMMUNICATE CORRECTLY
PROJECT THE “YOU ATTITUDE”
AVOID CORRESPONDENCE CLICHéS
COMMUNICATE HONESTLY

■ ETHICS NOTE: Writing Honest Business Correspondence
Writing Letters

ELEMENTS OF A LETTER
COMMON TYPES OF LETTERS

Writing Memos
■ GUIDELINES: Organizing a Memo

Writing Emails
■ TECH TIP: Why and How To Use Email for Business Correspondence
■ GUIDELINES: Following Netiquette
■ DOCUMENT ANALYSIS ACTIVITY: Following Netiquette in an Email Message

Writing Microblogs
■ GUIDELINES: Representing Your Organization on a Microblog

Writing Correspondence to Multicultural Readers
WRITER’S CHECKLIST
EXERCISES
CASE 14: Setting Up and Maintaining a Professional Microblog Account 

15 Applying for a Job
Understanding the Job-Application Process
Establishing Your Professional Brand

■ FOCUS ON PROCESS: Job-Application Materials
UNDERSTANDING WHAT EMPLOYERS WANT

■ GUIDELINES: Building the Foundation of Your Professional Brand
CRAFTING YOUR PROFESSIONAL BRAND

■ GUIDELINES: Presenting Your Professional Brand
TUTORIAL: Building Your Professional Brand with LinkedIn, Twitter, and More 

■ ETHICS NOTE: Writing Honest Job-Application Materials
Finding the Right Position

PLANNING THE JOB SEARCH
UNDERSTANDING JOB-SEARCH STRATEGIES

■ GUIDELINES: Using LinkedIn’s Employment Features
Writing Résumés

ELEMENTS OF THE CHRONOLOGICAL RÉSUMÉ
■ GUIDELINES: Elaborating on Your Education

ELEMENTS OF THE SKILLS RÉSUMÉ
PREPARING A PLAIN-TEXT RÉSUMÉ

■ GUIDELINES: Formatting a Plain-Text Résumé
■ DOCUMENT ANALYSIS ACTIVITY: Preparing a Résumé
■ DOCUMENT ANALYSIS ACTIVITY: Blane C. Holden’s Online Portfolio 

Writing Job-Application Letters
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■ DOCUMENT ANALYSIS ACTIVITY: Evaluating Lab Reports
Sample Lab Report

WRITER’S CHECKLIST
EXERCISES
CASE 19: Introducing the Scientific Method Through a Lab Report 

20 Writing Definitions, Descriptions, and Instructions
Writing Definitions

■ FOCUS ON PROCESS: Definitions
ANALYZING THE WRITING SITUATION FOR DEFINITIONS
DETERMINING THE KIND OF DEFINITION TO WRITE

■ GUIDELINES: Writing Effective Sentence Definitions
DECIDING WHERE TO PLACE THE DEFINITION

Writing Descriptions
■ FOCUS ON PROCESS: Descriptions

ANALYZING THE WRITING SITUATION FOR DESCRIPTIONS
INDICATING CLEARLY THE NATURE AND SCOPE OF THE DESCRIPTION
INTRODUCING THE DESCRIPTION CLEARLY
PROVIDING APPROPRIATE DETAIL

■ GUIDELINES: Providing Appropriate Detail in Descriptions
ENDING THE DESCRIPTION WITH A BRIEF CONCLUSION
A LOOK AT SEVERAL SAMPLE DESCRIPTIONS

Writing Instructions
■ FOCUS ON PROCESS: Instructions

UNDERSTANDING THE ROLE OF INSTRUCTIONAL VIDEOS
DESIGNING A SET OF WRITTEN INSTRUCTIONS

■ GUIDELINES: Designing Clear, Attractive Pages
PLANNING FOR SAFETY

■ ETHICS NOTE: Ensuring Your Readers’ Safety
DRAFTING EFFECTIVE INSTRUCTIONS

■ GUIDELINES: Drafting Introductions for Instructions
■ GUIDELINES: Drafting Steps in Instructions

REVISING, EDITING, AND PROOFREADING INSTRUCTIONS
A LOOK AT SEVERAL SAMPLE SETS OF INSTRUCTIONS

■ DOCUMENT ANALYSIS ACTIVITY: Presenting Clear Instructions
■ DOCUMENT ANALYSIS ACTIVITY: Process Description Using Video Animation 
■ DOCUMENT ANALYSIS ACTIVITY: Instructions Using Video Demonstration 
■ DOCUMENT ANALYSIS ACTIVITY: Instructions Using a Combination of Video Demonstration and
Screen Capture 
■ DOCUMENT ANALYSIS ACTIVITY: Definition Using Video Animation 

Writing Manuals
WRITER’S CHECKLIST
EXERCISES
CASE 20: Choosing a Medium for Presenting Instructions 

21 Making Oral Presentations
Understanding the Role of Oral Presentations
Understanding the Process of Preparing and Delivering an Oral Presentation
Preparing the Presentation

■ FOCUS ON PROCESS: Oral Presentations
ANALYZING THE SPEAKING SITUATION
ORGANIZING AND DEVELOPING THE PRESENTATION

■ GUIDELINES: Introducing the Presentation
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Preface for Instructors
AS A LONG-TIME USER and admirer of Mike Markel’s Technical Communication, I’m excited to take on
the role of coauthor in this new edition. I’ve known Mike for over two decades and have used his textbook
with hundreds of technical-communication students and with instructors training to teach the course.
Students have always appreciated the rhetorically informed approaches to producing workplace documents;
the framing discussions for those approaches, which elaborate organizational and cultural contexts; the
instructive examples and activities; and the attention to changes in the field, with updates that are not merely
trendy or limited to the immediate moment. From edition to edition, Technical Communication has helped
my students learn to solve problems in ways that are useful over the long run. Instructors, in addition, have
always appreciated how the textbook anchors learning to genuine tasks in realistic situations, how it
foregrounds the richness and complexity of human communication, and how it helps them to keep up with
the field. Instructors are also students of technical communication.

What encouraged me to want to work on this textbook? Technical communication, the practice, continues
to be vital to workplace success, and Technical Communication, the textbook, addresses success in all of its
manifestations. It’s one thing to learn to be effective in basic transactional situations — for example,
situations that call for a simple website or memo — and quite another to be effective in more complex
circumstances in which the stakes are high for organizations, audiences, and communities. Successful
technical communicators are well-rounded communicators who produce documents that are both useful and
professionally responsible. They deliver on their obligations to employers but also are vocal advocates for
those who use documents and for the communities affected by those documents. Furthermore, successful
technical communicators abide by the ethical guidelines of professional societies and feel an obligation to
share knowledge and expertise. Technical Communication accounts for the full range of considerations in a
communication situation and presents their complexities in understandable and actionable terms. My hope as
a coauthor is to continue to advance this fundamental goal as the landscape for technical communication, the
practice, continues to evolve and expand.

We have revised this new edition of Technical Communication to give students even more support for
navigating that changing landscape. The practice of technical communication, in fact, has never been more
dynamic or complex. Today’s professionals face an ever-increasing set of challenges in the development of
documents, from analyzing global audiences to selecting media for document delivery. This book will help
prepare students to address such challenges — in their courses and in their careers.

New to This Edition
The Twelfth Edition revisits many of the book’s core features in the context of today’s work environment.
Chapter 1 sets the stage for the text’s focus by expanding the discussion of the context of technical
communication, including factors such as audience, purpose, setting, and process. The chapter on writing
technical documents also addresses issues related to setting and process and asks students to analyze those
factors during planning activities, to help clarify a writing situation.

We’ve revised the Tech Tips throughout the book to explicitly connect the why and the how of using
technology to create technical communication. Previous editions focused on how to do things with
technology, such as how to use style sheets in a word-processing program or how to create screen shots and
then insert them in a document. We’ve updated the how-to procedures where necessary and added rationale,
to bridge research and practice at the level of document production. The goal is to encourage students to
think a bit more conceptually about software features, which should ease the transition to updates and to new
writing and communication platforms.

The chapters on ethical and legal considerations, designing print and online documents, and making oral
presentations all include new discussions of accessibility. Accessibility can no longer be considered an
optional feature of technical communication — a feature that’s good to have if there’s time in the
development schedule. We want students to think about accessibility as an important aspect of technical
communication and to adopt the working principle that documents that are accessible to readers with
disabilities are easier for everyone to use. The chapter on communicating persuasively includes a new
discussion of the persuasive dimensions of visuals and explains the role of visuals as evidence in technical
communication and as document elements that can make information easier for audiences to understand.

We have also revised the chapter on usability to help students think through the challenges of evaluating
and testing documents. The approaches to usability, in fact, are organized from the least to the most
involved, helping students to see how contexts change as technical communication moves from controlled to
natural settings.
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Updated examples, both in the print text and in LaunchPad, provide opportunities for students to analyze
the types of documents they’ll need to produce or contribute to, such as a video-based tutorial about safe-
injection practices in health-care contexts and a graphic image of the layers of roof components in an
architectural guide for builders and homeowners. And updated activities provide opportunities for students to
practice the types of tasks they’ll need to engage in and accomplish, such as evaluating information from
Internet sources and designing document pages.

The following table describes the updates made to each chapter in the Twelfth Edition. In addition, each
chapter contains updated examples and sample documents not noted here. The  icon indicates new
resources in LaunchPad (see p. i).

CHAPTER WHAT’S NEW

Chapter 1
Introduction to
Technical
Communication

New visual examples of how technical communication addresses purpose

Updated information about the importance of communication skills to employers

New discussion of setting and process in the context of producing technical
communication

Guidelines: Measures of Excellence in Technical Documents

Guidelines: Communicating Professionally

Document Analysis Activity: Analyzing a Technical Document (“Physical Activity Builds a
Healthy and Strong America”)

Chapter 2
Understanding
Ethical and Legal
Considerations

New discussion of accessibility standards

Chapter 3
Writing Technical
Documents

New advice for analyzing setting and process as part of planning

Tech Tip: Why and How To Modify Templates

Tech Tip: Why and How To Use the Styles Group

Guidelines: Revising the Draft

Guidelines: Editing the Draft

Chapter 4
Writing
Collaboratively

Tech Tip: Why and How To Use Reviewing Tools

Chapter 6
Researching
Your Subject

Streamlined and updated coverage of the research process, research tools, and types of
sources

Guidelines: Planning for the Research Process

Guidelines: Researching a Topic

Tech Tip: Why and How To Use Social Media in Research

Document Analysis Activity: Evaluating Information from Internet Sources (“High Fructose
Corn Syrup: Myths vs. Facts”)

Chapter 7
Organizing Your
Information

Combined LearningCurve activity for Chapters 5–7 

Chapter 8
Communicating
Persuasively

New discussion of using visuals to supply technical information as evidence

New advice on using visuals as persuasive elements

Ethics Note: Using Digital Enhancement Tools Responsibly

Case: Analyzing the Persuasiveness of a Poster 

Chapter 10
Writing Correct
and Effective
Sentences

Tech Tip: Why and How To Customize Grammar-Checker Features

Combined LearningCurve activity for Chapters 8–10 

Chapter 11
Designing Print Tech Tip: Why and How To Set Up Pages



and Online
Documents

Tech Tip: Why and How To Format Columns

Tech Tip: Why and How To Create Borders and Screens

Tech Tip: Why and How To Create Text Boxes

Document Analysis Activity: Analyzing Page Designs

New discussion of accessibility as it relates to online documents

Guidelines: Designing Accessible Websites

Chapter 12
Creating
Graphics

Tech Tip: Why and How To Insert and Modify Graphics

Tech Tip: Why and How To Create Tables, Charts, and Other Graphics

Tech Tip: Why and How To Create and Insert Screen Shots

Chapter 13
Evaluating and
Testing Technical
Documents

New chapter includes advice for planning usability studies, conducting guided
evaluations, testing documents in a controlled setting, testing documents in context,
monitoring documents remotely, and interpreting and reporting findings

Guidelines: Preparing for a Usability Test

Case: Evaluating a Technical Document 

Chapter 14
Corresponding in
Print and Online

Updated advice about sending letters and memos as email attachments

Tech Tip: Why and How To Use Email for Business Correspondence

Chapter 16
Writing Proposals Tech Tip: Why and How To Create a Gantt Chart

Case: Writing an Introduction for a Proposal 

Chapter 17
Writing
Informational
Reports

Case: Writing a Directive 

Chapter 18
Writing
Recommendation
Reports

Tech Tip: Why and How To Make a Long Report Navigable

Document Analysis Activity: Recommendations Presented in a Video (“Check Your Steps!
Make Every Injection Safe”) 

Chapter 20
Writing
Definitions,
Descriptions, and
Instructions

Focus on Process: Definitions

Focus on Process: Descriptions

Focus on Process: Instructions

Chapter 21
Making Oral
Presentations

Focus on Process: Oral Presentations

New advice about considering setting as part of the speaking situation

Tech Tip: Why and How To Create a Presentation Template

Tech Tip: Why and How To Set List Items To Appear and Dim During a Presentation

New advice about considering matters of accessibility for presentations

Appendix
Reference
Handbook

New advice on using the 2016 MLA guidelines for documenting sources

Acknowledgments
The Twelfth Edition of Technical Communication has benefited greatly from the perceptive observations and
helpful suggestions of our fellow instructors throughout the country. We thank Osen Bowser, Central
Piedmont Community College; Pennie Boyett, Tarrant County College; Patricia Cady, Washington State
University; Elijah Coleman, Washington State University; Tracy Dalton, Missouri State University; Joe
Davis, North Iowa Area Community College; Paul Dombrowski, University of Central Florida; Rebekah
Fitzsimmons, Georgia Institute of Technology; Meghan Griffin, Daytona State College; J Paul Johnson,
Winona State University; Jennifer Laufenberg, Bossier Parish Community College; Cedar Lowe, Macomb
Community College; David McMurrey, Austin Community College; Amanda Olson, University of



Maryland, College Park; Candace Orsetti, University of Maryland, College Park; Leslie Patching, Everett
Community College; Kirk Perry, Portland Community College; Sally Schutz, Texas A&M University; Julia
Smith, Georgia Institute of Technology; Karen Solliday, Gateway Technical College; Robert Taber,
University of Florida; Michael Thompson, North Iowa Area Community College; Valerie Turner, Missouri
State University; and several anonymous reviewers.

We also wish to thank Emma J. Rose, University of Washington–Tacoma, for reviewing our coverage of
usability testing and providing helpful suggestions.

We have been fortunate, too, to work with a terrific team at Bedford/St. Martin’s. Leasa Burton and
Molly Parke assembled the first-class team that has worked so hard on this edition, including Andrea Cava,
Michelle McSweeney, Carrie Thompson, Cara Kaufman, Quica Ostrander, and Sally Lifland. For us,
Bedford/St. Martin’s continues to exemplify the highest standards of professionalism in publishing. The
people there have been endlessly encouraging and helpful. We hope they realize the value of their
contributions to this book.

Mike’s greatest debt is, as always, to his wife, Rita, who, over the course of many years and twelve
editions, has helped him say what he means. Stuart would like to thank his family, Kate Latterell and Avery
and Griffin Selber, for their ongoing support and encouragement.

A Final Word
We are more aware than ever before of how much we learn from our students, our fellow instructors, and our
colleagues in industry and academia. If you have comments or suggestions for making this a better book,
please contact us through the publisher. We hope to hear from you.

Mike Markel and Stuart A. Selber

We’re all in. As always.
Bedford/St. Martin’s is as passionately committed to the discipline of English as ever, working hard to
provide support and services that make it easier for you to teach your course your way.

Find community support at the Bedford/St. Martin’s English Community (community.macmillan.com),
where you can follow our Bits blog for new teaching ideas, download titles from our professional resource
series, and review projects in the pipeline.

Choose curriculum solutions that offer flexible custom options, combining our carefully developed print
and digital resources, acclaimed works from Macmillan’s trade imprints, and your own course or program
materials to provide the exact resources your students need.

Rely on outstanding service from your Bedford/St. Martin’s sales representative and editorial team.
Contact us or visit macmillanlearning.com to learn more about any of the options below.

LaunchPad for Technical Communication: Where Students Learn
LaunchPad provides engaging content and new ways to get the most out of your book. Get an interactive e-
Book combined with assessment tools in a fully customizable course space; then assign and mix our
resources with yours.

Cases for every chapter give students the opportunity to practice their skills in context. Students can
familiarize themselves with the case scenario, then download and work with related documents to
complete their assignment.
Multimedia Document Analysis Activities help students analyze multimedia documents such as an
online portfolio, interactive graphics, a report presented as a website, and instructions presented through
video and screen capture.
LearningCurve is an adaptive, game-like quizzing program that helps students master comprehension
and application of the course material. Three LearningCurve activities cover technical communication
topics from the first three parts of the book, and 40 additional LearningCurve activities cover general
writing topics of persuasion, grammar, and style, including key topics for multilingual writers.
Pre-built units are easy to adapt and assign by adding your own materials and mixing them with our
high-quality multimedia content and ready-made assessment options, such as LearningCurve adaptive
quizzing, Test Bank quizzes, Tutorials, Additional Exercises and Cases, and more.
Two supplemental e-Books are included in LaunchPad: Document-Based Cases for Technical
Communication, Second Edition, by Roger Munger, and Team Writing, by Joanna Wolfe.
Use LaunchPad on its own or integrate it with your school’s learning management system so that your
class is always on the same page.

For a complete listing of LaunchPad content, see the first two pages of this book.
LaunchPad for Technical Communication can be purchased on its own or packaged with the print book at

http://community.macmillan.com/
http://macmillanlearning.com/


a significant discount. An activation code is required. To order LaunchPad for Technical Communication
with the print book, use ISBN 978-1-319-15338-0. For more information, go to launchpadworks.com.

Choose from Alternative Formats of Technical Communication
Bedford/St. Martin’s offers a range of formats. Choose what works best for you and your students:

Paperback To order the paperback edition, use ISBN 978-1-319-05861-6.
Popular e-Book formats For details of our e-Book partners, visit macmillanlearning.com/ebooks.

Select Value Packages
Add value to your text by packaging one of the following resources with Technical Communication.

Document-Based Cases for Technical Communication, Second Edition, by Roger Munger (Boise State
University), offers realistic writing tasks based on seven context-rich scenarios, with more than 50 examples
of documents that students are likely to encounter in the workplace. To order the print book packaged with
Document-Based Cases for Technical Communication, contact your sales representative.

Team Writing, by Joanna Wolfe (Carnegie Mellon University), is a print supplement with online videos
that provides guidelines and examples of collaborating to manage written projects by documenting tasks,
deadlines, and team goals. Two- to five-minute videos corresponding with the chapters in Team Writing give
students the opportunity to analyze team interactions and learn about communication styles. Practical
troubleshooting tips show students how best to handle various types of conflicts within peer groups. To order
the print book packaged with Team Writing, contact your sales representative.

Instructor Resources
You have a lot to do in your course. We want to make it easy for you to find the support you need — and to
get it quickly.

Instructor’s Resource Manual for Technical Communication, Twelfth Edition, is available as a PDF
that can be downloaded from macmillanlearning.com. Visit the instructor resources tab for Technical
Communication. In addition to chapter overviews and teaching tips, the instructor’s manual includes sample
syllabi, essays on teaching the tech-comm course, and suggested responses to all of the Document Analysis
Activities, Exercises, and Cases.

Computerized Test Bank for Technical Communication, Twelfth Edition, offers a convenient way to
provide additional assessment to students and is available for download from macmillanlearning.com.
Instructors using LaunchPad will find the test bank material there, where they can add pre-built quizzes to
any unit or build their own tests from the test bank questions.

Lecture slides are available to download and adapt for each chapter.

http://launchpadworks.com/
http://macmillanlearning.com/ebooks
http://macmillanlearning.com/
http://macmillanlearning.com/


Introduction for Writers
THE TWELFTH EDITION of Technical Communication offers a wealth of support to help you complete
your technical communication projects. For quick reference, many of these features are indexed on the last
book page and inside back cover of this book.
Annotated Examples make it easier for you to learn from the many model documents, illustrations, and
screen shots throughout the text.

Tech Tips explain why and how to use widely available digital tools for common writing tasks such as
collaborating on documents, inserting graphics, and formatting documents.

Document Analysis Activities in every chapter prompt you to apply what you have just read as you
analyze a real business or technical document.



Cases for every chapter present real-world writing scenarios built around common workplace documents
that you can download, critique, and revise.

Guidelines boxes throughout the book summarize crucial information and provide strategies related to key
topics.

Focus on Process boxes point out key steps in the process of writing different kinds of technical
documents.

Ethics Notes in every chapter remind you to think about the ethical implications of your writing and
communication choices, encouraging the highest standards of professionalism.



Writer’s Checklists at the end of most chapters summarize important concepts and act as handy reminders
as you draft and revise your work.




