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TECHNICALWRITING – APPENDIX B

• Grammar
1. Sentence fragments (frag)

- grammatically incomplete sentence 
- missing verb – subordinating conjunction (although, if, while, 

when, etc.)
- E.g. When I heard the news yesterday.  
- Correct: When I heard the news yesterday, I was shocked. 

2. Run-on sentence (ro)
- Too many grammatically complete sentences
- E.g. For emergencies, we dial 911, for other questions, we dial 

088.
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TECHNICALWRITING – APPENDIX B

• Grammar
3. Comma splices (cs)

- Two independent clauses joined by comma
- E.g. Sara did a great job, she was promoted.

4. Faulty agreement- subject and verb (agr
sv)

- The subject and verb must agree in number
- E.g. The students was studying.
- Correct: The students were studying.

5. Faulty agreement- pronoun and referent 
(agr p)

- A pronoun must refer to a specific noun
- E.g. Everyone should proceed at their own pace
- Correct: Everyone should proceed at his or her own pace
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TECHNICALWRITING – APPENDIX B

• Grammar
6. Faulty coordination and subordination 

(coord) (sub)
- Give equal emphasis to ideas of equal importance using 

coordinating conjunctions (for, and, but, nor, etc.)
- Show an equal relationship using subordinating conjunctions 

(because, if, until, etc.)
- E.g. I was late for work and wrecked my car.

7. Faulty pronoun case (ca)
- A pronoun’s case (nominative, objective, or possessive) is 

determined by its role in the sentence.
- Subject (I, she, they, who, etc.)  = nominative
- Object (me, her, them, whom, etc.) = objective
- Possession (my, her, their, whose, etc.) = possessive
- E.g. Whom is writing the book? 
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TECHNICALWRITING – APPENDIX B

• Punctuation (pct)
1. Period (./)

- Ends a declarative sentence
- E.g. I have completed the essay.

2. Question mark(?/)
- Follows a direct question
- E.g. Have you completed the essay?

3. Exclamation point (!/)
- Expresses a strong feeling
- E.g. I can’t believe you finished the essay so fast!
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TECHNICALWRITING – APPENDIX B

• Punctuation (pct)
4. Semicolon (;/)

- Different uses:
a) Separate strongly related independent clauses

E.g. the project was finally completed; we had done a great job.
b) precede conjunctive adverbs

(However, still, beside, in fact, therefore, etc.)
c) Separate items in a series

5. Colon (:/)
- Different uses:
a) Signal a follow-up explanation
E.g. She is ideal colleague: honest, reliable, and competent.

b) Replace a semicolon
c) Introduce a quotation
d) Follow salutations
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TECHNICALWRITING – APPENDIX B

• Punctuation (pct)
6. Comma (,/)

- Different uses:
a) Pause between complete ideas (when coordinating conjunctions 

are used)
b) Pause between an incomplete and complete idea

E.g. Because he is so hungry, Ahmed ate all the fruits.
c) Separate items (Words, Phrases, or clauses) in a series
d) Set off introductory phrases

E.g. To be honest, I hate going to malls
e) Set off nonrestrictive phrases and clauses

E.g. Our new manager, who has no experience, is highly 
competent.

f) Set off parenthetical elements
g) Set off quoted material
h) Set off appositives
E.g. Ms. Latifa, our new instructor, is wonderful. 9
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• Punctuation (pct)
7. Apostrophe (ap/)

- Different uses:
a) Indicate the possessive
E.g. I borrowed Sara's book     - The book was hers.

b) Indicate a contraction
E.g. I’m    - They’re     - Didn’t

c) Indicate the plurals of numbers, letter, and figures
E.g. The 6’s on this printer look like g’s.

8. Quotation marks ( “ ” /)
- Different uses:
a) Set off the exact words of a speaker or writer
E.g. “Help!” he screamed.

b) Indicate titles
- articles, paintings, book chapters, and poems.

c) Indicate irony
E.g. She is some “friend”!
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• Punctuation (pct)
9. Ellipses (. . ./)
- Indicate omission

10. Brackets ( [ ] /)
- Different uses
- Indicate material added to quotation
- Indicate an error in quotation

11. Italics (ital)
- Different uses
a) Indicate titles
- books, periodicals, films, newspapers, and plays
a) Indicate names of ships, foreign words, technical terms, and 

special emphasis 
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TECHNICALWRITING – APPENDIX B

• PUNCTUATION (PCT)
12. Parentheses ( ( )/ )

- Define or explain preceding material

13. Dashes (- -/)
- Set off and emphasize material
- E.g. Mary – a true friend – spend hours helping me rehearse.
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TECHNICALWRITING – APPENDIX B

• Mechanics 
1. Abbreviation (ab)

- Titles (Ms. , Mr., Dr., etc.)
- Specific time designation (B.C.E., a.m., etc.)
- When a phrase is repeated frequently, you can abbreviate. But not 

the first time you mention it.
2. Hyphenation (-) 

- Joining two or more words used as a single adjective if they 
precede the noun

- E.g. A well-known local singer will perform tonight.

3. Capitalization (cap)
- P.477-478
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TECHNICALWRITING – APPENDIX B

• Mechanics 
4. Numbers and numerals (num)

- Numerals to express large numbers (563)
- Decimals (2,409,000)
- Fractions (3.75)
- Precise technical figures (10 kilowatts)
- Dates (30/01/2018)
- Census figures 
- Addresses
- Page numbers (page 25)
- Exact units of measurements (2 feet)
- Percentages (%40)
- Time with a.m. or p.m. designation
- Monetary and mileage figures ($46)

5. Spelling (sp)
14
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• Usage    
— Be aware of the pairs of words that are often confused.
— E.g. accept vs except
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TECHNICALWRITING – APPENDIX B

• Transitions
1. Use transitional expressions to connect ideas

- again. In addition, however, also, in other words, etc.
2. Repeat key words & phrases to link ideas
3. Use forecasting statements to tell your readers where you are 

going to

• Lists   
1. Embedded lists
2. Vertical lists
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COMMUNICATION
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TECHNICAL
WRITING –

INTRODUCTION TO
TECHNICAL

COMMUNICATION

CONTENTS
• What is technical communication: page 3
• Who creates technical communication: page 4
• Main features of technical communication: page 

4
• Three primary purposes of technical 

communication: page 8
• Common types of technical documents: page 12
• The importance of proofreading: page 15
• Strategies for proofreading: page 16
• Checklist for effective technical communication: 

page 17
• Applications: page 17
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1- WHAT IS TECHNICAL
COMMUNICATION?

• What is technical communication?
The exchange of information that helps people interact 
with technology, advance workplace goals,  and solve 
complex problems.
• Academic writing vs. technical writing
Technical writing is
Reader based
Task oriented
Context sensitive
Design based
Written, visual digital, and oral
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2- Who Creates Technical Communication?
§All professionals, at some point, function as technical communicators

For instance, the writer of instructions to how to access a website or 
register would need to be sure that a general audience could perform 
the task without having to call a customer service representative 

20



21



2- Who Creates Technical Communication?

The employee writing an email to his colleague to prepare some files.
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3- Main features of 
technical communication



3- MAIN FEATURES OF TECHNICAL COMMUNICATION

24

• Technical communication focuses on the reader not the writer.
• Technical communication is efficient and accessible.
• Technical communication is clear and relevant.
• Technical communication uses media effectively.
• Technical communication is created by both individuals and teams.
• Technical communication targets a global audience.
• Technical communication is persuasive and truthful.
• Technical communication is based on research.



Focus is on 
the reader

Technical documents rarely 
focus on the author.

The need of the reader must 
come first.

Technical documents are user-
centered.

Put yourself in the shoes of 
the reader.



Documents 
design is 
efficient and 
accessible

UNLIKE COLLEGE 
ESSAYS, TECHNICAL 

DOCUMENTS CAN BE IN 
DIFFERENT SHAPES:

MEMO REPORT

WEB SITE HELP PAGE BLOG WIKI

EMAIL



Technical 
communication 
is persuasive, 

PERSUASION MEANS 
INFLUENCING SOMEONE’S 

ACTIONS, OPINIONS OR 
DECISIONS. 

ALL TECHNICAL 
DOCUMENTS ARE IN 

SOME WAY PERSUASIVE. 

WIN COWORKER 
SUPPORT.

ATTRACT CLIENTS AND 
CUSTOMERS.

REQUEST FOR FUNDING.



Technical 
communication 
is truthful

Be ethical and don’t let your persuasive goals 
prevent you from writing ethically. Be

Lose clients.Lose

Lose credibility with your boss.Lose

Potentially damage workplace relationship 
for ever.Damage



Technical 
communication 
is based on 
research

You should base your 
information on 
research.

E.g. Our watches can 
survive 30m under 
water. 

Is this based on 
research? Was this 
tested?



Technical 
communication 
is global

Take different cultures in 
consideration.

E.g. if you develop an app 
for smartphones or a 
website; the users may not 
all come from the same 
culture. 



Is Created by 
Both Individuals 
and Teams

Work on a project 
individually

Work on a project 
collaboratively
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4- THREE PRIMARY PURPOSES OF TECHNICAL
COMMUNICATION

INFORMATIONAL PURPOSE
• Anticipate and answer questions.

INSTRUCTIONAL PURPOSE
• Help people to perform a task

PERSUASIVE PURPOSE
• Encourage readers to take an action.



5- Examples of 
technical 
communication
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Informational
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Instructional



Persuasive
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What about the 
following?
DECIDE ON THE PRIMARY PURPOSE OF THE 
FOLLOWING TECHNICAL DOCUMENTS
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Examples of 
Technical 
communication 



Examples of 
Technical 
communication 



Examples of 
Technical 
communication 



Examples of 
Technical 
communication 
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Example from Godaddy.com



Examples of 
Technical 
communication 



6- PROOFREADING

THE IMPORTANCE OF PROOFREADING
Basic errors will distract the reader 

and make the writer look careless (such 
as sentence and punctuation errors).

• Strategies for proofreading:
1. Save it for the final draft.
2. Take a break before proofreading your 

final document.
3. Work from hard copy. 
4. Keep it slow.
5. Be especially alert for problem areas 

in your writing.
6. Proofread more than once.
7. Never rely only on computerized 

writing aids.
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TECHNICAL WRITING – THE RESEARCH PROCESS IN TECHNICAL COMMUNICATION

CONTENTS
• Thinking Critically about Research: page 32

— Strategies for Thinking Critically about Research: page 32
• Primary versus Secondary Sources: page 33
• Exploring Secondary Sources: page 34

— Strategies for Researching on the Internet 35
• Exploring Primary Sources: page 44

— Strategies for Informational Interviews: 
page 44

— Strategies for Surveys: page 46
— Checklist for Doing Research: page 48

• Applications: page 48
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INTRODUCTION

• ALL TECHNICAL COMMUNICATION REQUIRES SOME DEGREE OF
RESEARCH

• THIS CHAPTER EXPLAINS HOW TO CONDUCT MORE COMPLEX
RESEARCH FOR SUCH TECHNICAL DOCUMENTS AS LONG REPORTS
AND PROPOSALS. 

• AS YOU READ, CONSIDER HOW RESEARCH IN TECHNICAL
COMMUNICATION OFTEN DIFFERS FROM RESEARCH CONDUCTED
INAN ACADEMIC SETTING.



TECHNICAL WRITING – THE RESEARCH PROCESS IN TECHNICAL COMMUNICATION

THINKING CRITICALLY ABOUT RESEARCH
• Check whether the information is reliable or not.
• Testing the quality of information and the accuracy of the 

interpretations.
STRATEGIES FOR THINKING CRITICALLY ABOUT RESEARCH
• Ask the right questions
• Explore a balance of views
• Explore your topic in sufficient depth
• Evaluate your sources
• Interpret your findings objectively

PRIMARY VERSUS SECONDARY SOURCES
• Primary: directly from the source
• Secondary:  what other researchers have compiled
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TECHNICAL WRITING – THE RESEARCH PROCESS IN TECHNICAL COMMUNICATION

SOURCE CONSIDERATIONS

6

Benefits Drawbacks
Hard-copy 
sources

• Available on library 
shelves, where you might 
also find related material 

• Time-consuming and 
inefficient to search

• Easy to determine author 
publication date, page 
number

• Offer only text and 
images

• Easier to preserve and keep 
secure

• Hard to update

Web-based 
sources

• More current, efficient, and 
accessible

• Access to recent 
material only

• Searches can be narrowed 
or broadened

• Not always reliable

• Can offer material that has 
no hard-copy equivalent

• User might get 
confused by too 
many choices



TECHNICAL WRITING – THE RESEARCH PROCESS IN TECHNICAL COMMUNICATION

WEB-BASED SECONDARY SOURCES
• Subject Directories
— Maintained by editors
— General: Yahoo! Directory, About.com
— Specialized: Beaucoup!

• Search Engines
— Maintained by computers
— Google

Web-based Secondary Sources
• General commercial, organizational, and academic web sites
• Government web sites
• Online news outlets and magazines
• Blogs
• Wikis
• Internet forums and electronic mailing lists
• E-libraries
• Periodical databases 7



TECHNICAL WRITING – THE RESEARCH PROCESS IN TECHNICAL COMMUNICATION

STRATEGIES FOR RESEARCHING ON THE INTERNET
• Expect limited results from any one search engine or subject director
• When using a search engine, select keywords or search phrases that are varied and 

technical rather than general
• When using a subject directory, drill down to an appropriate level of specificity 
• Consider the domain type (where the site originates)
• Identify the site’s purpose and sponsor
• Look beyond the style of a site
• Assess the currency of the site and its materials
• Assess the author’s credentials and assertions
• Use bookmarks and hotlists for quick access to favorite Web sites
• Save or print what you need before it changes or disappears
• Download only what you need; use it ethically; obtain permission; and credit your 

sources
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TECHNICAL WRITING – THE RESEARCH PROCESS IN TECHNICAL COMMUNICATION

HARD-COPY SECONDARY SOURCES
• Books and periodicals
• Reference Works

— Bibliographies
— Indexes
— Encyclopedias
— Dictionaries
— Handbooks
— Almanacs
— Directories
— Abstracts

• Gray Literature
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TECHNICAL WRITING – THE RESEARCH PROCESS IN TECHNICAL COMMUNICATION

PRIMARY SOURCES
• Unsolicited Inquiries
• Informational Interviews
Strategies for Informational Interviews

— Know exactly what you’re looking for
— Request the interview at your respondent’s convenience
— Make each question dear, specific, and open-ended
— Avoid loaded questions
— Save the most difficult, complex, or sensitive questions for last
— Be polite and professional
— Ask for clarification if needed, but do not put words in the respondent’s 

mouth
— Ask for closing comments
— Ask for permission to follow up
— Invite the interviewee to read your version of the

interview
— End on time and thank the interviewee
— As soon as possible, transcribe your notes or 

recordings 10
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PRIMARY SOURCES
• Surveys
Strategies for Informational Interviews

— Define the survey’s purpose and target population

— Identify the sample group

— Define the survey method

— Decide on the types of questions

— Develop an engaging and informative introduction

— Phrase questions precisely

— Avoid loaded questions

— Make the survey brief, simple, and inviting

— Have an expert review your questionnaire whenever 

possible

• Observations and experiments 11
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TECHNICAL WRITING – DOCUMENTING SOURCES

CONTENTS
• What Is Plagiarism?: page 426

• Identifying Sources and Information to be Documented: page 427
• Taking Effective and Accurate Notes: page 427

— Strategies for Taking Notes: page 428

• Quoting, Paraphrasing, and Summarizing Properly: page 429
— Strategies for Quoting the Work of Others: page 429 
— Strategies for Paraphrasing the Work of Others: page 430
— Strategies for Summarizing the Work of Others: page 431

• Documentation: The Key to Avoiding Plagiarism: page 432

• MLA Documentation Style: page 434

• APA Documentation Style: page 442

• CSE Documentation Style: page 453

• Recognizing Copyright Issues: page 455
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TECHNICAL WRITING – DOCUMENTING SOURCES

• What Is Plagiarism? 
— Using others’ work – words, ideas, or illustrations, published or 

unpublished – without giving the creator sufficient credit.

• Plagiarism violates 3 significant values:
— Preserving intellectual honesty.
— Giving credits to the work of others.
— Promoting intellectual growth.
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TECHNICAL WRITING – DOCUMENTING SOURCES

• To avoid Plagiarism
• Identifying Sources and Information to be Documented

— Works Cited or References List

— In-text Citation

• Taking Effective and Accurate Notes
— Strategies for Taking: Notes P. 428
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TECHNICAL WRITING – DOCUMENTING SOURCES

• To avoid Plagiarism
• Quoting Properly
— A quotation reproduces a portion of a source, using  the exact words, for a 

purpose of your own.

— Support a statement or idea.

— Provide an example.

— Advance an argument.

— Add interest or color to a discussion.

— Strategies for Quoting the Work of Others: page 426 
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TECHNICAL WRITING – DOCUMENTING SOURCES

• Paraphrasing & Summarizing Properly

• A paraphrase is a restatement, in your own words and sentence structure, 

of specific ideas or information from a source.

— Maintain your own writing style

— Strategies for Paraphrasing the Work of Others: page 427

• A summary is a restatement of the original in your own words.

— Large portion

— Strategies for Summarizing the Work of Others: page 428
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TECHNICAL WRITING – DOCUMENTING SOURCES

• Documentation: The Key to Avoiding Plagiarism

— Why?

Ethical reasons, efficiency reasons, and authority reasons.

— What?

Any ideas or words that are not yours

º Sources from which you use exact wording

º Any sources from which you adapt material in your own words

º Any visual illustration: charts, graphs, drawings, etc.

— How?

º Modern Language Association (MLA) style for the humanities

º American Psychological Association (APA) style for social sciences

º Council of Science Editors (CSE) style for natural and applies sciences
18



TECHNICAL WRITING – DOCUMENTING SOURCES

— In-text citation

— Works Cited

• MLA Documentation Style: page 434

• In-text citation

— Include author name in the text or between parentheses as well as pages 

numbers.

• Works cited

— Books: Author. Title. Place of Publication: Publisher, Date. Medium.

— Periodicals: Author. “Article Title”, Periodical Title Volume and Issue 

Date: Pages. Medium.

— Electronic Sources: P. 442
19



TECHNICAL WRITING – DOCUMENTING SOURCES

• APA Documentation Style: page 446

• In-text citation

— Include author name in the text or between parentheses as well as the date.

• Works cited

— Books: Author. (Date). Title. Place of Publication: Publisher.

— Periodicals: Author. (Date). Article Title. Periodical Title, Volume and 

Issue, Pages.

— Electronic Sources: P. 453

— Gray Literature: 456

20



TECHNICAL WRITING – DOCUMENTING SOURCES

• CSE Documentation Style: page 458

• In-text citation

— Numbered citation in the text.

• References List

— Books: Number of Entry. Author. Title. Edition. Place of publication: 

Publisher; Date. Pages.

— Periodicals: Number of Entry. Author. Article Title. Periodical Title Date; 

Volume and Issue: Pages.

21
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TECHNICAL WRITING – DOCUMENTING SOURCES

• Recognizing Copyright Issues: page 459

— Copyright is the legal system that gives authors and owners rights over 

their original works of authorship.

• Works in the Public Domain

— Governments Documents

— Commonplace information: height and weight charts and metric 

conversion tables

— Some authors and artists state that their work is in the public domain

24



TECHNICAL WRITING – DOCUMENTING SOURCES

• Fair Use

— Legal doctrine allows the use of some copyrighted material, under some 

circumstances, without permission.

— Is the material educational or commercial?

— Has the material been previously published?

— How much of the material is being used?

— How will your use of the material affect the market value of the original?

• Plagiarism VS. Copyright Infringement

— Educational = Fair use.

— You must document.

25
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TECHNICAL WRITING – PROVIDING AUDIENCES WITH USABLE INFORMATION

CONTENTS
• Analyze the Document’s Audience: page 52
• Strategies for Analyzing Your Audience: page 57
• Determine the Document’s Purpose: page 57
• Create a Task Analysis for the Document: page 63
• Consider Other Related Usability Factors: page 64
• Develop an Information Plan for the Document: page 66
• Write, Test, and Revise the Document: page 68
• Checklist for Usability: page 69
• Applications: page 70
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DOCUMENTS’ USABILITY

A DOCUMENT’S USABILITY IS A MEASURE OF HOW WELL THAT
DOCUMENT FULFILLS THE INFORMATION NEEDS OF ITS
AUDIENCE. 

WHATEVER THEIR SPECIFIC GOALS AND CONCERNS IN USING
A PARTICULAR DOCUMENT, READERS MUST BE ABLE TO DO AT
LEAST THREE THINGS (COE, HUMAN FACTORS 193; SPENCER
74):

• LOCATE THE INFORMATION THEY NEED EASILY.
• UNDERSTAND THE INFORMATION IMMEDIATELY.
• USE THE INFORMATION SAFELY AND SUCCESSFULLY.



TO PREPARE A USABLE DOCUMENT, FOLLOW
THESE SIX STEPS:

1. ANALYZE THE DOCUMENT’S AUDIENCE.
2. DETERMINE THE DOCUMENT’S PURPOSE.
3. CREATE A TASK ANALYSIS FOR THE DOCUMENT.
4. CONSIDER THE SETTING, POTENTIAL PROBLEMS, LENGTH, 
FORMAT, TIMING, AND BUDGET.
5. DEVELOP AN INFORMATION PLAN FOR THE DOCUMENT.
6. WRITE, TEST, AND REVISE THE DOCUMENT.



1. ANALYZE THE AUDIENCE

YOU CANNOT CREATE AN EFFECTIVE DOCUMENT UNTIL YOU FIRST
EXPLORE ALL YOU CAN ABOUT WHO WILL USE YOUR DOCUMENT.

• Who is the main audience for this document?
• Who else is likely to read it?
• What is your relationship with the audience? Are there multiple 

types of relationships involved?
• How familiar might the audience be with technical details?
• What culture or cultures does your audience represent

6



1. ANALYZE THE AUDIENCE

AUDIENCES
• Primary and secondary audience
• Relationship with the audience
• Audience’s technical background
• Audience’s cultural background

— What culture or cultures does your audience represent
— Strategies: P. 57

7







2. DETERMINE THE DOCUMENT’S PURPOSE
• Primary and secondary purpose

— Inform
— Instruct
— Persuade

• Intended use
Know how to be persuasive
IN THE WORKPLACE, WE RELY ON PERSUASION DAILY: TO WIN COWORKER SUPPORT, TO
ATTRACT CLIENTS AND CUSTOMERS, TO REQUEST FUNDING.

• Using claims as a basis of persuasion
— Claim is a statement of the point you are trying to prove
— What the facts are
“Sales have fallen”
— What the facts mean
“Layoffs”
— What should be done
10 % salary cut 10



TECHNICAL WRITING – PROVIDING AUDIENCES WITH USABLE INFORMATION

Know how to be persuasive
• Connecting with audience

11



3. CREATE A TASK ANALYSIS OF THE DOCUMENT

• MOST TECHNICAL COMMUNICATION IS TASK-ORIENTED. 
• PEOPLE COME TO THE INFORMATION WANTING TO DO SOMETHING.
• YOU NEED TO THINK THROUGH THE STEP-BY-STEP NATURE OF YOUR

DOCUMENT BEFORE YOU WRITE IT BY CREATING A TASK ANALYSIS
• Define main tasks then subtasks



TECHNICAL WRITING – PROVIDING AUDIENCES WITH USABLE INFORMATION

4. CONSIDER OTHER RELATED USABILITY FACTORS
• Setting
• Potential problems
• Format

5. DEVELOP AN INFORMATION PLAN FOR THE DOCUMENT
• Purpose statement
• User tasks
• Setting
• Format
• Timing

13

— Budget
— Length
— Timing

— Audience
— Potential problems
— Length
— Budget



INFORMATION PLAN EXAMPLE

information	plan:	is	an	
outline	based	on	all	the	
previous	considerations	in	
this	chapter.

Information	plans	can	be	
as	short	as	a	two- to
three-page	memo	or	as	
long	as	a	multipage	report,	
depending	on	your	project.



TECHNICAL WRITING – PROVIDING AUDIENCES WITH USABLE INFORMATION

6. WRITE, TEST, AND REVISE
• Content
• Organization
• Style
• Layout and visuals
• Ethical, legal, and cultural considerations

15



RECOGNIZING ETHICAL ISSUES IN TECHNICAL
COMMUNICATIONS

CHAPTER 5







TECHNICAL WRITING – RECOGNIZING ETHICAL ISSUES IN TECHNICAL COMMUNICATIONS

NOTE:
Ethics, Technology, and Communication: page 73

Types of Ethical Choices: page 73

How Workplace Pressures Influences Ethical Values: page 75

Recognizing and Avoiding Ethical Abuses: page 78
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TECHNICAL WRITING – RECOGNIZING ETHICAL ISSUES IN TECHNICAL COMMUNICATIONS

ETHICS, TECHNOLOGY, AND COMMUNICATION

• Ethical questions revolve around technology

• Should the technical writer include information related to ethics (e.g., 

invasion of privacy), exclude it, or deemphasize it by using small font?

• Ethical stance requires a personal decision.

• Effects of the decision on the users, company, society, and job should be 

considered.

• Ethics are often compromised by outside pressure.



TECHNICAL WRITING – RECOGNIZING ETHICAL ISSUES IN TECHNICAL COMMUNICATIONS

TYPES OF ETHICAL CHOICES

• Medical technologies

• Banking and retail operations

• Environment pollutants

• E.g., p. 74



TECHNICAL WRITING – RECOGNIZING ETHICAL ISSUES IN TECHNICAL COMMUNICATIONS

HOW WORKPLACE PRESSURES AFFECT ETHICAL VALUES

• Ethics are often compromised by outside pressure

• Everyone must maintain ethical standards.

• Unethical can harm a company reputation as well as workers and 

customers.



TECHNICAL WRITING – RECOGNIZING ETHICAL ISSUES IN TECHNICAL COMMUNICATIONS

RECOGNIZING AND AVOIDING ETHICAL ABUSES

• Plagiarizing the work of others

• Falsifying or fabricating information

• Suppressing or downplaying information

• Exaggerating claims

• Using visual images that conceal the truth

• Stealing or divulging proprietary information

• Misusing electronic information

• Exploiting cultural differences



Where food comes from in advertisements



Reality 



TECHNICAL WRITING – RECOGNIZING ETHICAL ISSUES IN TECHNICAL COMMUNICATIONS

STRATEGIES FOR AVOIDING ETHICAL ABUSES
• Always cite your sources if the information or data is not your own

• Give the audience everything it needs to know 

• Give people a clear understanding of what the information means 

• Never manipulate information or data in your writing or in your visuals

• Use common sense and/or follow your company’s confidentiality 

guidelines

• Do not exploit cultural inequalities or manipulate international readers

• Constantly ask yourself, “Would I stand behind what I have created if I 

were held publicly accountable for it?”
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PART II

4 components of technical communication:
- An understandable structure
- A readable style
- Audience-centered visuals
- A user-friendly design



STRUCTURING INFORMATION FOR YOUR
READERS

CHAPTER 6



TECHNICAL WRITING – STRUCTURING INFORMATION FOR YOUR READERS

CONTENTS

• The Importance of an Understandable Structure: page 83

• Outlining: page 86

• Strategies for Outlining: page 88

— Chunking: page 89

— Sequencing: page 89

— Paragraphing: page 92

— Clarifying Headings: page 95

— Providing an Overview: page 98
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TECHNICAL WRITING – STRUCTURING INFORMATION FOR YOUR READERS

THE IMPORTANCE OF AN UNDERSTANDABLE STRUCTURE

Structure your information in a way that readers can 
easily grasp
• What relationships do the collected data suggest?
• What should I emphasize?
• In which sequence will users approach this material?
• What belongs where?
• What do I say first? Why?
• What comes next?
• How do l end?
Examples P. 84-85

5



TECHNICAL WRITING – STRUCTURING INFORMATION FOR YOUR READERS

ORGANIZATION

6

- Make sure that your ideas flow logically. 

- Start by creating a list of key topics that you think the reader needs.

- Reorganize the list into an outline.



TECHNICAL WRITING – STRUCTURING INFORMATION FOR YOUR READERS

OUTLINING

7

Document title
I. Introduction

A. Topics
1. Subtopics as needed

a. Details as needed
B. Continue as above

II. Body (Data)
A. Topics

1. Subtopics as needed
a. Details as needed

B. Continue as above
III. Conclusion

A. Summary
B. Concise interpretation
C. Recommendations



TECHNICAL WRITING – STRUCTURING INFORMATION FOR YOUR READERS

KEY CHARACTERISTICS OF FORMAL OUTLINES:

8

Alphanumeric Notation

• Roman numeral indicate the three main sections.

• First level of subtopic is indented and preceded by capital letters.

• Second level is further indented and preceded by Arabic numerals.

• Third level is indented three spaces and preceded by lowercase 

letters.

Decimal Notation

• Arabic numerals are used.

• Each level will start with the same number of the main division.

Examples P. 87-88



TECHNICAL WRITING – STRUCTURING INFORMATION FOR YOUR READERS

STRATEGIES FOR OUTLINING

• List key topics and subtopics to be included in your document

• Set up a standard outline

• Place key topics and subtopics where they fit within your standard 

outline

• Use alphanumeric or decimal notation consistently throughout the 

outline

• Avoid excessive subtopics

• Refine your outline as you write your document

9



TECHNICAL WRITING – STRUCTURING INFORMATION FOR YOUR READERS

KEEP IN MIND

• Chunking
• Breaking information down into smaller units.

• Helps reader to see which information belong together and how 

various pieces are connected.

• Information is handled differently on the web than on the printed page.

10



TECHNICAL WRITING – STRUCTURING INFORMATION FOR YOUR READERS

• Sequencing
• Ordering information to follow a logical progression. 
• Spatial Sequencing

— What are the parts and how do they fit together.
— Used to describe physical object or mechanism.

• Chronological Sequencing
— In what order have things happened/should things happen?
— Follow an actual sequence of events.

• Problem – Solution Sequencing
— What was/is the problem or goal and how was it/can it be fixed or 

achieved?
— Description of a problem – diagnosis – solution.

• Cause and Effect Sequence
— What caused/will cause something to happen?
— Describe an incident then trace its causes.

11



Spatial	Sequencing	(1st to	last	piece	assembling)	



TECHNICAL WRITING – STRUCTURING INFORMATION FOR YOUR READERS

• Paragraphing
• The process of shaping information within paragraphs.
• Importance of paragraphs P.92
• Each paragraph should have introduction, body, and conclusion.
• Topic sentence

— Opening sentence represents the main idea. 
• Paragraph Unity

— Each sentence in the body should expand on the topic sentence. 
• Paragraph Coherence

— All sentences form a connected line of thought, leading from the topic 
sentence to the conclusion.

— Can be damaged by
º 1) sentence in the wrong order
º 2) insufficient transitions and connectors for linking related ideas
º 3) an inaccessible line of reasoning and lack of conclusion

13



WHICH IS EASIER TO READ?



TECHNICAL WRITING – STRUCTURING INFORMATION FOR YOUR READERS

• Clarifying Headings

• Create headings as one of the final steps in the structuring process.

• A way to break up long passages.

• Not all documents need headings (memo).

• Example P. 85 - 96

• Provide an overview

• Provide an overview as the last step in the structuring process.

• Short documents do not need an overview.

• Answers  questions like:
— What is the purpose of this document?

— Why should I read it?

— What information can I expect to find here? 15





WRITING WITH A READABLE STYLE

CHAPTER 7



TECHNICAL WRITING – WRITING WITH A READABLE STYLE

CONTENTS

• The Importance of a Readable Style: page 103

• Writing Clearly: page 104

• Writing Concisely: page 109

• Writing Fluently: page 111

• Writing Personably: page 114

— Deciding about Tone: page 114

— Nonsexist Usage: page 115

— Unbiased Usage: page 116

18



TECHNICAL WRITING – WRITING WITH A READABLE STYLE

THE IMPORTANCE OF READABLE STYLE

• Style has to do with readability at the sentence and word level.     

• Consider

— The way in which you construct each sentence

— The length of your sentences

— The way in which you connect sentences

— The words and phrases you choose

— The tone you convey

19



TECHNICAL WRITING – WRITING WITH A READABLE STYLE

WRITING CLEARLY P. 104

• Avoid 
— Ambiguous pronoun references

“Jack resents his assistant because he is competitive”

— Ambiguous modifiers

“Only press the red button in an emergency”

— Passive voice

“I did it – It was done by me”

— Nominalizations

“My recommendation is for a larger budget”

“I recommend a larger budget”
20



— Stacked modifying nouns

“Be sure to leave enough time for today’s training session 

participant evaluation.”

“Be sure to leave enough time for participant to evaluate 

today’s training session .”

— Unnecessary jargon

“We will bilaterally optimize our efforts on this project”

“We will cooperate on this project”



TECHNICAL WRITING – WRITING WITH A READABLE STYLE

WRITE CONCISELY P.109

• Avoid

— Wordiness

At a rapid rate= rapidly

Due to the fact that= because

— Redundancy

[completely] eliminate

Enter [into]

— Repetition

22



WRITE FLUENTLY P.111

• Combine related ideas

The company invests in oil. It also invests in gas.

How would you improve this sentence?

……………………………………………

• Vary sentence length and construction

• Use parallel structure



Writing Personably P. 114

• Adjust your tone

• Avoid sexist and biased language
— Chairman= chair

— Postman= postal worker

— “A writer will succeed if he revises” = “Writers will succeed if 

they revise”

— Ms. 
Mrs. 
Miss



UNBIASED LANGUAGE

• THIRD WORLD= DEVELOPING COUNTRIES
• DISABLED PERSON=PERSON WITH DISABILITY
• OLD CITIZEN =SENIOR CITIZEN
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MEMOS AND LETTERS

CHAPTER 11



TECHNICAL WRITING – MEMOS AND LETTERS

CONTENTS
• Memos: page 186 
• Letters: page 186
• Memo Basics: page 187
• Memo Parts and Format: page 188
• Memo Tone: page 188
• Types of Memos: page 191
• Strategies for Memos: page 195
• Letter Basics: page 195
• Letter Parts and Formats: page 195
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TECHNICAL WRITING – MEMOS AND LETTERS

CONTENTS (CONTINUED)
• Letter Tone: page 198
• Strategies for Letters in General: page 203
• Types of Letters: page 204
• Strategies for Inquiry Letters: page 206
• Strategies for Claim Letters: page 209
• Strategies for Sales Letters: page 211
• Strategies for Adjustment Letters: page 212
• Checklist for Memos and Letters: page 214
• Applications: page 214
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TECHNICAL WRITING – MEMOS AND LETTERS

COMMON TYPES OF WRITTEN COMMUNICATION:
• Memos – Ch. 11
• Letters – Ch. 11
• Emails – Ch. 19

5



TECHNICAL WRITING – MEMOS AND LETTERS

WHAT IS A MEMO?
• Memos give directives, provide instructions, relay information, 

and make request.
• Memos are used in workplace.
• Memos are easy to post in a workstation or an office.

EMAILS VS. MEMOS

6

Memo Email	

- Turned	into	PDF	files	attached	to	emails
- Leaves	a	paper	trial
- Formal

- Can	function	like	a	memo
- Leaves	a	digital	trial
- Less	formal	



TECHNICAL WRITING – MEMOS AND LETTERS

MEMOS: 
• Memo parts and format P. 189  

7





Memo tone

•ACHIEVING THE RIGHT TONE IN YOUR MEMOS INVOLVES USING SOME
COMMON SENSE. 
•PUT YOURSELF IN THE SHOES OF YOUR RECIPIENTS AND WRITE
ACCORDINGLY. 
•BE POLITE AND AVOID SOUNDING BOSSY, CONDESCENDING, AND
AGGRESSIVE, OR DEFERENTIAL AND PASSIVE. 
•DON'T CRITICIZE, JUDGE, OR BLAME ANY INDIVIDUAL OR DEPARTMENT. 
•DON'T RESORT TO GRIPING, COMPLAINING, AND OTHER NEGATIVE
COMMENTARY. 
•TRY TO EMPHASIZE THE POSITIVE. 
•FINALLY, APPROACH DIFFICULT SITUATIONS REASONABLY. 
•INSTEAD OF TAKING AN EXTREME STANCE, O R SUGGESTING IDEAS THAT
WILL NEVER WORK, BE PRACTICAL AND REALISTIC



DIRECT APPROACH



INDIRECT APPROACH



TRANSMITTAL MEMO



EXAMPLE



SUMMARY OR FOLLOW-UP MEMO



EXAMPLE



INFORMATIONAL MEMO



EXAMPLE



STRATEGIES FOR MEMOS



LETTERS



LETTER



TECHNICAL WRITING – MEMOS AND LETTERS

LETTERS
• Letter parts P.196

— Sender’s address
— Date
— Inside address
— Salutation 
— Body text
— Complimentary closing
— Signature

• Letter Format
— Block format vs. modified block format P. 199 – 200 

21



LETTER	
PARTS	AND	
FORMATS



Letter Tone

— Establishing and maintaining a “You” perspective
— Being polite and tactful
— Using plain language
— Consider the needs of international readers
— Be direct or indirect







TECHNICAL WRITING – MEMOS AND LETTERS

TYPES OF LETTERS
• Inquiry Letters

— Ask questions and request a reply
— Solicited (response to an advertisement or announcement) 
— Unsolicited (spontaneously written to request information for your job)
— Examples P. 205 

• Claim Letters
— Request adjustment for defective goods or poor service
— Routine claims (direct approach)
— Arguable claim (indirect approach)
— Examples P. 207 – 208 

• Sales Letters
— Persuade a customer to buy a product or try a service
— Example P.  211

• Adjustment Letters
— Responds to a claim letter from a customer
— Examples P. 212 – 213 

26



TECHNICAL WRITING – MEMOS AND LETTERS

LETTER STRATEGIES
• Determine whether the situation calls for a letter, memo, 

or email
• Use proper letter format and include all the required parts
• Place the reader’s needs first
• Decide on the direct or indirect approach
• Maintain a courteous, professional tone
• Avoid stuffy language
• Keep international readers in mind

27



EMAILS AND TEXTMESSAGES

CHAPTER 19



TECHNICAL WRITING – DIGITAL COMMUNICATION: EMAIL, INSTANT MESSAGES, BLOGS, 
AND WIKIS

CONTENTS
• Email and Text Messages: page 365
• Email: page 365
• Strategies for Email: page 370
• Text Messages: page 371
• Strategies for text Messages: page 372
• Copyright and Privacy in Digital Communication: page 373
• Be Prepared for Technology to Fail: page 374
• Checklist for Email and Instant Messages: page 374
• Applications: page 375
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TECHNICAL WRITING – DIGITAL COMMUNICATION: EMAIL, INSTANT MESSAGES, BLOGS, 
AND WIKIS

EMAIL
• Determine your audience
• Determine your purpose
• Components and organization of email

— Example P. 368
• Style and netiquette of workplace email

— Example P. 369

30













TECHNICAL WRITING – DIGITAL COMMUNICATION: EMAIL, INSTANT MESSAGES, BLOGS, 
AND WIKIS

EMAIL STRATEGIES
• Consider your audience
• Consider your purpose
• Consider confidentiality
• Assume that your email is permanent and readable by 

anyone at any time
• Write a clear subject line
• Use appropriate formatting
• Keep it short
• Use informal language, emoticons, and abbreviations 

sparingly
• End with a signature block
• Proofread before sending
• Observe netiquette

36



•A FASTER MEDIUM THAN EMAIL, TEXT MESSAGES (OFTEN CALLED
"TEXTS" FOR SHORT).
•SIMILAR TO TEXT MESSAGES, INSTANT MESSAGES (!MS, ALSO CALLED
"CHATS" OR "CHATTING")
•ALLOW FOR TEXT-BASED CONVERSATIONS IN REAL TIME.



TECHNICAL WRITING – DIGITAL COMMUNICATION: EMAIL, INSTANT MESSAGES, BLOGS, 
AND WIKIS

TEXT MESSAGES OR INSTANTMESSAGES (IMS)
• Determine the audience 
• Determine the purpose 
• Strategies for text messages

— Consider your audience and purpose
— Keep each text conversation separate
— Keep text messages very short
— Stay connected if you are in the middle of a 

communication
— Know when to end the conversation
— Observe the applicable rules of netiquette

38



COMPARING EMAIL AND TEXT MESSAGING



TECHNICAL WRITING – DIGITAL COMMUNICATION: EMAIL, INSTANT MESSAGES

• Copyright and privacy in digital communication
• Be prepared for technology to fail

40



1ST ASSIGNMENT (10 GRADES)
DO ASSIGNMENT 6.2 IN THE COURSE ACTIVITIES AND MATERIALS.
PURPOSE
TO ASSESS YOUR ABILITY TO APPLY KNOWLEDGE FROM THE COURSE TO SIMULATED REAL
WORLD SITUATIONS.
ACTION ITEMS
REPORT ON YOUR ACTIVITIES IN THE PAST MONTH IN YOUR STUDIES AT SEU.
USE THE MEMO FORMAT, ORGANIZE YOUR DOCUMENT WITH A:

Clear overview
Followed by specific details of your activities
And your self-evaluation of those activities

GUIDELINES
• UPLOAD THE ASSIGNMENT TO THE BLACKBOARD IN THE ASSIGNMENTS
FOLDER BEFORE SATURDAY MIDNIGHT, FEB 23.
• USE WORD DOCUMENTS.
• ASSIGNMENTS SUBMITTED AFTER THIS DATE WILL BE MARKED AS LATE = 25% 
DEDUCTION.
• DO NOT COPY ANSWERS FROM INTERNET SOURCES OR YOUR CLASSMATES.
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CHAPTER 12



TECHNICAL WRITING – DEFINITIONS

CONTENTS
• Definitions: page 218
• Audience and Purpose of Definitions: page 219
• Legal, Ethical, and Societal Implications of Definitions: 

page 220
• Types of Definitions: page 221
• Methods for Expanding Definitions: page 222
• Using Multiple Expansion Methods: page 226
• Placement of Definitions: page 228
• Strategies for Definitions: page 229
• Checklist for Definitions: page 230
• Applications: 230
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TECHNICAL WRITING – DEFINITIONS

DEFINITIONS
• Explain terms or concepts that are specialized and may be 

unfamiliar to people who don’t have expertise in a particular field.
• Different meanings of the same term in different fields.

— E.g. atmosphere p. 218

4



CONSIDER A WORD SUCH AS ATMOSPHERE:

• TO A METEOROLOGIST, IT WOULD REFER TO THE ENVELOPE OF
GASES THAT SURROUNDS A PLANET ("THE EARTH'S ATMOSPHERE"); 
•TO A POLITICIAN OR OFFICE MANAGER IT WOULD TYPICALLY MEAN
THE MOOD OF THE COUNTRY OR THE WORKPLACE ("AN ATMOSPHERE
OF HIGH HOPES").
•TO A GEOLOGIST IT WOULD HAVE TO DO WITH THE WEATHER
CONDITIONS IN A PARTICULAR AREA ("THE ATMOSPHERE OF
THE HAWAIIAN FORESTS IS LUSH AND VOLCANIC")



• Audience considerations
— Definitions should answer questions like “What is it?” or 

“What does it entail?” in a way that will make sense for 
the readers

— Definitions may use metaphors, references to history or 
other devices that will make it easy for the readers to 
understand

• Purpose considerations
— Why do the readers need to know it?
— Level of language should match audience’s background 

and experience.



TECHNICAL WRITING – DEFINITIONS

DEFINITIONS
• Legal, ethical, and societal implications of definitions

— The writer of the document is legally responsible for it.

Definitions have ethical requirements, too. For example, the term 
acceptable
risk had an ethical impact o n Jan.uary 28, 1986, when the space shuttle
Challenger exploded 73 seconds after launch, killing all seven crew 
members
aboard.
— The writer is ethically bound to convey an accurate interpretation of 

the facts as she/he understands them.
— Clear and accurate definitions help the public understand and 

evaluate complex technical and social issues.

7



TECHNICAL WRITING – DEFINITIONS

TYPES OF DEFINITIONS
• Parenthetical definitions P. 221
• Sentence definitions P. 221
• Expanded definitions P. 222

8



TECHNICAL WRITING – DEFINITIONS

METHODS FOR EXPANDING DEFINITIONS P. 223
ETYMOLOGY (BIOMETRICS THE
STATISTICAL ANALYSIS OF BIOLOGICAL DATA- GREEK BIO, MEANING LIFE, 
AND METRON, MEANING MEASURE)
HISTORY HOW LASER BY DESCRIBING HOW THE LASER WAS INVENTED
NEGATION NOT-AS SCIENCE FICTION MIGHT TELL YOU-AS A TRANSPORT
MEDIUM TO OTHER DIMENSIONS.

• Operating principle "How does it work?
• Analysis of parts What are its parts?"
• Visuals 
• Comparison and contrast " How is it similar to or 

different from something else?" 
• Required conditions: what makes it occur?
• Examples "How is it used or applied?"

9



TECHNICAL WRITING – DEFINITIONS

PLACEMENT OF DEFINITIONS P. 228
• Printed documents
In-text or in the appendixes
• Web sites

— Hyperlink

10





DEFINE

RAM……………………

MACHINE LEARNING …………………



TECHNICAL WRITING – DEFINITIONS

STRATEGIES FOR DEFINITIONS
• Decide on the level of detail you need.
• Classify the item precisely.
• Differentiate the item accurately.

— brief as a "legal document used in court" fails 
to differentiate briefs from all other legal 
documents (wills, affidavits, and the like).

• Avoid circular definitions.
— Stress is an applied fo rce that places stress on a 

body
• Expand your definition selectively.
• Use visuals to clarify your meaning.
• Know “how much is enough”.

13



TECHNICAL WRITING – DEFINITIONS

STRATEGIES FOR DEFINITIONS

• Consider the legal implications of your definition.
— What does an unsatisfactory job performance mean in an 

evaluation of a company employee?

• Consider the ethical implications of your definition.
— a U.S. cigarette company's claim that cigarette smoking in the 

Czech Republic promoted fiscal benefits, defined, in this case, by 
the fact that smokers die young, thus eliminating pension and 
health care costs for the elderly!

• Place your definition in an appropriate location.

• Cite your sources, as needed.

14



INSTRUCTIONS AND PROCEDURES

CHAPTER 14



TECHNICAL WRITING – PROVIDING AUDIENCES WITH USABLE INFORMATION

CONTENTS
• Instructions: page 255
• Audience and Purpose of Instructions: page 256
• Types of Instructional Formats: page 256
• Ethical and Legal Implications: page 261
• Elements of Effective Instructions: page 262
• Content, Style, and Design Considerations: page 265
• Strategies for Achieving Readability: page 266
• Strategies for Creating an Accessible Design: page 268
• Procedures: page 271
• Usability Testing: page 273
• Strategies for Instructions and Procedures: page 273
• Checklist for Instructions and Procedures: 

page 275
• Applications: page 275
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TECHNICAL WRITING – DEFINITIONS

INSTRUCTIONS AND PROCEDURES
• Instructions spell out the steps required for completing a task or 

series of tasks
• Procedures (special type of instructions) serve as official guidelines 

for people who are familiar with a given task
• Procedures may need to be reviewed and approved by an official 

body
• Format of instructions and procedures P. 256
• Audience considerations P. 256

— How much they know
— Two instructions , quick and detailed- language barrier

• Purpose considerations
— How is the task done? 
— What materials are needed in order to complete the task? 
— In which order should the steps in the task be completed?
— What could go wrong?
— Are any safety issues involved?

17



TECHNICAL WRITING – PROVIDING AUDIENCES WITH USABLE INFORMATION

TYPES OF INSTRUCTIONAL FORMATS
• Instructional brochures P. 257
• User manuals P. 258
• Quick reference materials P. 259
• Hyperlinked instructions P. 260
• Computer instructions P. 261

18







TECHNICAL WRITING – PROVIDING AUDIENCES WITH USABLE INFORMATION

ETHICAL AND LEGAL IMPLICATIONS
• Provide clear easy-to follow instructions 
• Legal liabilities resulting from faulty instructions P. 262
COURTS HAVE RULED THAT A WRITING
DEFECT IN PRODUCT SUPPORT LITERATURE CARRIES THE SAME TYPE OF LIABILITY

AS A DESIGN OR MANUFACTURING DEFECT IN THE PRODUCT ITSELF (GIRILL
37).

21



TECHNICAL WRITING – PROVIDING AUDIENCES WITH USABLE INFORMATION

ELEMENTS OF EFFECTIVE INSTRUCTIONS

• Title
— E.g. "Instructions for Cleaning the Drive Head of a Laptop 

Computer"
• Overview or Introduction

— Provide a brief overview of the introduction to orient readers 
before they begin the task.

• Body
— Include a body section with task steps in correct order

• Conclusion
— Wrap up with a conclusion, if appropriate

22



• Visuals
— Provide visuals to enhance usability

• Notes, cautions, warnings, and danger notices.
— Always include notes, cautions and warnings for user 

safety
NOTE: If you don't name a newly initialized disk, the computer 

automatically names it "Untitled:'



TECHNICAL WRITING – PROVIDING AUDIENCES WITH USABLE INFORMATION

CONTENT, STYLE, AND DESIGN CONSIDERATIONS

• Detail and technicality
• Style

— Strategies for achieving readability:
1. Use direct address, active voice, and imperative mood.
2. Use short and logically shaped sentences.
3. Use parallel phrasing.
4. Use affirmative phrasing.
5. Use transitions to mark time and sequence.

24



TECHNICAL WRITING – PROVIDING AUDIENCES WITH USABLE INFORMATION

CONTENT, STYLE, AND DESIGN CONSIDERATIONS
• Design 

— Strategies for creating an accessible design:
1. Use informative headings.
2. Arrange all steps in a numbered list.
3. Separate each step visually.
4. Make cautions, warnings, and danger notices highly 

visible.
5. Make visual and verbal information redundant.
6. Place visuals and prose steps that are connected close 

together.
7. Keep the design simple and easy to navigate.
8. For lengthy instructions, consider a layered 

approach.
25







TECHNICAL WRITING – PROVIDING AUDIENCES WITH USABLE INFORMATION

PROCEDURES
• Provide rules and guidance for people who are required to follow 

accepted practice
• Audience and purpose considerations

— Written for people who are familiar with the given task
— How the procedures will be used?

• Types of procedures
1. Standard operating procedures
2. Safety procedures
3. Medical procedures

• Usability testing
— Accuracy and ease of use are important
— Basic usability survey asks 
“Do these instructions and procedures help you carry out the task safely, 
efficiently, and accurately? P. 274

28





TECHNICAL WRITING – PROVIDING AUDIENCES WITH USABLE INFORMATION

• Strategies for Instructions and Procedures:
1. Analyze your audience.
2. Analyze your purpose.
3. Always remember the ethical and legal implications.
4. Use standard organization and include all needed 

elements.
5. Provide an appropriate level of detail and 

technicality.
6. Write with a readable style.
7. Design for maximum accessibility.
8. Always test for usability.

30
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USING AUDIENCE-CENTERED VISUALS

CHAPTER 8



TECHNICAL WRITING – USING AUDIENCE-CENTERED VISUALS

CONTENTS
• The Importance of Using Audience-Centered Visuals: page 121
• When to Use Visuals: page 123
• Types of Visuals: page 124
• Strategies for 

— Creating Tables: page 126
— Creating Graphs: page 128
— Creating Charts: page 131
— Illustrations, Diagrams, Photographs, Videos, Icons, 

and Symbols: page 132
• Special Considerations When Using Visuals: page 137
• Checklist for Using Audience-Centered Visuals: 

page 139
• Applications: page 140



TECHNICAL WRITING – USING AUDIENCE-CENTERED VISUALS

THE IMPORTANCE OF USING AUDIENCE-CENTERED VISUALS
• Visuals help readers interpret and remember complex 

information
• Technical data in prose form can be hard to interpret
• Visuals show readers how

— Items
σ Look
σ Work
σ Interact
σ Relate
σ Are organized

— Actions are performed
• Example P. 121











TECHNICAL WRITING – USING AUDIENCE-CENTERED VISUALS

WHEN TO USE VISUALS

Visuals are used to enhance a document

• To support text- (essential discussion in the actual text)

• On their own-(when they make your point more clearly than 

text).

TYPES OF VISUALS

Tables

• Numeric tables (focus on quantitative information)

• Textual tables (focus on qualitative information)

• Examples p. 125







TECHNICAL WRITING – USING AUDIENCE-CENTERED VISUALS

STRATEGIES FOR CREATING TABLES

— Don’t include too much information in a single table.

— Provide a brief but descriptive title.

— Label the rows and columns.

— Line up data and information clearly.

— Keep qualitative information and quantitative data 

brief.

— Provide additional information if necessary.

— Credit your sources.



TECHNICAL WRITING – USING AUDIENCE-CENTERED VISUALS

TYPES OF VISUALS (CONTINUED)
• Graphs

• Bar graphs (depict changes over time, patterns, and trends)
• Examples p. 127

• Line graphs (represent large quantities of data)
• Examples p. 128





TECHNICAL WRITING – USING AUDIENCE-CENTERED VISUALS

STRATEGIES FOR CREATING GRAPHS
— Use a graph only to compare values that are noticeably 

different
— Provide a clear title.
— Label both the purpose and divisions of each axis
— Keep the graph simple and easy to read. 
— Make each bar or line distinct
— Use consistent format for bars and lines
— Credit your sources



TECHNICAL WRITING – USING AUDIENCE-CENTERED VISUALS

TYPES OF VISUALS (CONTINUED)

• Charts (display relationships that are not marked on vertical and 

horizonal axes) 

— Pie charts (proportions among the segments)

— Flowcharts (process and procedures)

— Organizational charts (relationships between units)

• Strategies p. 131



TECHNICAL WRITING – USING AUDIENCE-CENTERED VISUALS

TYPES OF VISUALS (CONTINUED)
• Illustrations
Ø What something looks like p. 133

• Diagrams
Ø How parts fit or operate p. 133
Ø Exploded diagrams (separate parts of an object and show how they 

fit together)
Ø Cutaway diagrams (show the interior of an object by “cutting away” 

the shell”
Ø maps

• Photographs
Ø Show an ultra-realistic view
Ø Example p. 134

• Videos
• Icons (concrete illustrations)
• Symbols (abstract illustrations)
Ø Example p.136

• Strategies p. 136



TECHNICAL WRITING – USING AUDIENCE-CENTERED VISUALS

SPECIAL CONSIDERATIONS
— Select appropriate visuals 137 – 138 

— Experts, nonexperts, and international audience
— Choose the visuals based on the data 138

— Placing, cross-referencing, and presenting visuals
— Place visuals close to their related topic in the text

— Using color in visuals
— Using visuals ethically 139



DESIGNING USER-FRIENDLY DOCUMENTS

CHAPTER 9



TECHNICAL WRITING – DESIGNING USER-FRIENDLY DOCUMENTS

CHAPTER OUTLINE
• The Importance of User-Friendly Document Design: page 

143
• Characteristics of Well-Designed Documents: page 144
• Specific Design Elements: page 146
• Strategies for Designing: Consistency and Cohesiveness: 

page 150
• Strategies for Designing: Navigation and Emphasis: page 

155
• Checklist for Document Design: page 157
• Applications: page 157



TECHNICAL WRITING – DESIGNING USER-FRIENDLY DOCUMENTS

Design

• The layout of words and graphics

• Determines the look of a document

The importance of user-friendly document design

• Design affects the document usability

• Design the document to meet the reader needs









TECHNICAL WRITING – DESIGNING USER-FRIENDLY DOCUMENTS

Characteristics of well-designed documents

• Inviting and accessible

• Flow well as a single cohesive unite

• Provide visual hierarchy, displaying information in the right order

• Address a diversity of readers

• Examples p. 144 – 145 







TECHNICAL WRITING – DESIGNING USER-FRIENDLY DOCUMENTS

SPECIFIC DESIGN ELEMENTS
DESIGNING FOR CONSISTENCY AND COHESIVENESS P. 147
• Grid patterns
• Margins
• Paragraphs
• Justification
• White space
• Line spacing and indentation
• Font style 
• Font size

Strategies p. 150







TECHNICAL WRITING – DESIGNING USER-FRIENDLY DOCUMENTS

DESIGNING FOR NAVIGATION AND EMPHASIS
• Headings
• Color, shading, boldface, italics, and underlining
• Bulleted and numbered lists
• Running headers and footers
• Tables of Contents and Indices

Strategies p. 155
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CHAPTER 15



TECHNICAL WRITING – SUMMARIES

CONTENTS
• Summaries: page 278
• Audience and Purpose of Summaries: page 278
• Elements of Effective Summaries: page 279
• Writing Summaries Step-by-Step: page 280
• Special Types of Summaries: page 283
• Ethical Considerations in Summarizing Information: page 

286
• Strategies for Summaries: page 290
• Checklist for Summaries: page 290
• Applications: page 291



TECHNICAL WRITING – SUMMARIES

SUMMARY
• A restatement of the main ideas in a longer document.

• Used to convey the general meaning of the original source’s ideas.

• No specific details or examples.
AUDIENCE AND PURPOSE

• Summarize long report in order to save time

• Provide a summary in the beginning of a document

• Summary should
• Describe what the original document is about
• Help readers decide what to read (whole document, part, or none)
• Give readers a framework for understanding the full document

• Examples p. 279





TECHNICAL WRITING – SUMMARIES

ELEMENTS OF EFFECTIVE SUMMARIES

• Accuracy

• Completeness

• Conciseness

• Nontechnical style



Accuracy



Completeness



Conciseness



Nontechnical style



TECHNICAL WRITING – SUMMARIES

WRITING SUMMARIES STEP-BY-STEP
1. Read the original document

2. Reread and mark essential material

3. Cut and paste key information

4. Redraft the information into your own organizational 

pattern and words

5. Edit your draft

6. Compare your version with the original document









Summarize this

There was a strike of teachers in Chicago that started one week 
ago. Teachers wanted smaller class sizes, more staff, and 
better money for their work.
They had discussions with schools, but it was difficult to find 
a solution. They did not agree on many things, and the main 
problem was money.

The Chicago Mayor was very unhappy about the situation. He 
says that the city does not have enough money for all that the 
teachers want. The teachers think that the city has enough 
money, and they say that the problem is that the city spends it 
on other things.



There was a strike of teachers in Chicago due to large class sizes, 
less staff, and low salaries . They had discussions with schools, but it 
was difficult to find a solution with money being the main issue. The 
Chicago Mayor was very unhappy and says there is no money, a 
claim teachers disagree with. 



Homework (5 grades)

Summarize the following text.

Technology companies Amazon, Google, IBM, Oracle, 
and Microsoft competed on a cloud system for the 
US Department of Defense.
This is to replace the older computers that are from 
the 1980s and 1990s. An American official said that 
the new systems are old, as cloud systems are 
the new standard.
People thought that Amazon would win the 
competition, but then President Trump criticized 
Amazon’s CEO which might influenced the final 
decision.
Microsoft ultimately won the competition. The US 
government will work with Microsoft for 10 years and 
$10 billion.



TECHNICAL WRITING – SUMMARIES



TECHNICAL WRITING – SUMMARIES

SPECIAL TYPES OF SUMMARIES
• Closing summaries (in the concluding section)





TECHNICAL WRITING – SUMMARIES

SPECIAL TYPES OF SUMMARIES
• Informative abstracts (  on a separate page after the title page)



TECHNICAL WRITING – SUMMARIES

SPECIAL TYPES OF SUMMARIES
• Descriptive summaries ( 1-3 sentence) (on the title page                   

of a report or proposal)





TECHNICAL WRITING – SUMMARIES

SPECIAL TYPES OF SUMMARIES
• Executive summaries (like informative abstracts, but aimed at 

decision makers)





TECHNICAL WRITING – SUMMARIES

ETHICAL CONSIDERATIONS IN SUMMARIZING INFORMATION
ETHICAL PITFALLS OF SUMMARY

• Fails to communicate full complexity.

• Lacks the original author’s tone.



TECHNICAL WRITING – SUMMARIES

STRATEGIES FOR SUMMARIES
• Start the summary process by reading the original document

• Reread the original while highlighting essential information

• Save only the key information

• Rewrite the key information in your own words

• Edit your version

• Check your version against the original

• Indicate the exact source of the summarized material

• Use the appropriate types of summaries in your own formal 

documents

• Remain aware of ethical considerations
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CHAPTER 10



TECHNICAL WRITING – RÉSUMÉS AND OTHER EMPLOYMENT MATERIALS

CONTENTS
• Résumés and Application Letters: page 161
• Assessing Your Skills and Aptitudes: page 162
• Researching the Job Market: page 163
• Résumés: page 164
• Strategies for 

— Hard-Copy Résumés: page 166
— Scannable and Emailed Résumés: page 168
— Online Résumés: page 170

3



TECHNICAL WRITING – RÉSUMÉS AND OTHER EMPLOYMENT MATERIALS

CONTENTS
• Application Letters: page 171
• Strategies for Application Letters: page 174
• Dossiers, Portfolios, and Webfolios: page 174

— Strategies for Dossiers, Portfolios, and Webfolios: page 
175

• Interviews and Follow-up Letters: page 177
• Strategies for Interviews and Follow-up Letters: page 180
• Checklist for Résumés: page 181
• Checklist for Job Application Letters: page 181
• Checklist for Supporting Materials: page 182
• Applications: page 182

4



TECHNICAL WRITING – RÉSUMÉS AND OTHER EMPLOYMENT MATERIALS

ASSESSING YOUR SKILLS AND APTITUDES
Before looking for a job, assess the skills you can offer
• Do I communicate well and am I also a good listener?
• Do I work well in groups and with people from different 

backgrounds?
• Do I have experience or aptitude for a leadership role?
• Can I solve problems and get things done?
• Can I perform well under pressure?
• Can I work independently, with minimal supervision?
• Do I have any special skills (public speaking, working with 

people, computer or other technical skills, aptitude with 
words, analytical skills, second or third languages, 
artistic/musical talent, mathematical aptitude)?

• Do I have any hobbies that could improve my job 
prospects?

• Do I like to travel, or would I prefer working in a single 
location?

5



TECHNICAL WRITING – RÉSUMÉS AND OTHER EMPLOYMENT MATERIALS

RESEARCHING THE JOB MARKET
• Search within a reasonable range
• Work step-by-step
• Talk to job experts, librarians, friends, and family
• Consult industry-specific resources
• Look for specific job postings
• Send out unsolicited application letters

6



TECHNICAL WRITING – RÉSUMÉS AND OTHER EMPLOYMENT MATERIALS

RÉSUMÉS
• A résumé is essentially an applicant’s personal advertisement for 

employment
• Lists education, employment history, and other relevant information
• Presents an applicant’s qualifications

• Parts of a résumé
— Contact information
— Career objectives
— Education
— Work experience
— Personal data and interests
— References

• Example p. 165

7





TECHNICAL WRITING – RÉSUMÉS AND OTHER EMPLOYMENT MATERIALS

RÉSUMÉS

• Organizing your résumé

— Organize your resume to convey the strongest impression of your 

qualifications, skills, and experience. 

— Reverse chronological resume 

º List the most recent school and job first. P. 165

— Functional resume

º Highlight skills relevant to a particular job. P. 167

9



TECHNICAL WRITING – RÉSUMÉS AND OTHER EMPLOYMENT MATERIALS

STRATEGIES FOR RÉSUMÉS
• Begin your résumé well before your job search
• Tailor your résumé for each job
• Try to limit the résumé to a single page
• Stick to experience relevant to the job
• Use action verbs and key words
• Use bold, italic, underlining, colors, fonts, bullets, and 

other devices thoughtfully
• Never invent or distort credentials
• Use quality paper and envelopes
• Proofread, proofread, proofread

10



TECHNICAL WRITING – RÉSUMÉS AND OTHER EMPLOYMENT MATERIALS

ELECTRONIC RÉSUMÉS
• Expect to submit your resume electronically as well as in 

hard copy
• Example p. 169

SCANNABLE AND EMAILED RÉSUMÉS
• Sometimes, hard copy resumes will be scanned to be stored 

in the company’s database
• You can send your resume as an email attachment

STRATEGIES FOR SCANNABLE AND EMAILED RÉSUMÉS
• Use a simple font
• Use simple formatting
• Save your résumé in “text only” or “rich text” format
• Proofread your résumé
• Do not staple or fold pages

11



TECHNICAL WRITING – RÉSUMÉS AND OTHER EMPLOYMENT MATERIALS

ONLINE RÉSUMÉS
• You may upload your résumés online on personal website 

or employment website
• Follow the posting guidelines on an employment website
• Follow the following strategies for personal websites 
STRATEGIES FOR ONLINE RÉSUMÉS
• Use keywords
• Add hyperlinks, if desired
• Avoid personal information

12



TECHNICAL WRITING – RÉSUMÉS AND OTHER EMPLOYMENT MATERIALS

APPLICATION LETTERS
• Also known as cover letter
• Explain how your qualifications fit a particular job
• Highlight some qualifications and skills
• Types of application letter

— Solicited application letters
— Unsolicited application letters

13



TECHNICAL WRITING – RÉSUMÉS AND OTHER EMPLOYMENT MATERIALS

HOW TO WRITE AN APPLICATION LETTER
• Solicited

— Use the introduction to get right to the point
— Use the body to demonstrate your qualifications
— Use the conclusion to restate interest

• Unsolicited
— Use the introduction to spark reader interest

I AM WRITING TO INQUIRE ABOUT THE POSSIBILITY OF
OBTAINING A POSITION WITH YOUR COMPANY:'

14



Solicited	
Application	
Letter



TECHNICAL WRITING – RÉSUMÉS AND OTHER EMPLOYMENT MATERIALS

STRATEGIES FOR APPLICATION LETTERS

• Use caution when adapting sample application letters

• Create a dynamic tone with active voice

• Never be vague

• Avoid being overly informal or overly stiff

• Never settle for a first draft—or even a second or third

16



TECHNICAL WRITING – RÉSUMÉS AND OTHER EMPLOYMENT MATERIALS

DOSSIERS, PORTFOLIOS, AND WEBFOLIOS

• Dossiers
— Contains college transcript, recommendation letters, and 

other items

• Portfolios and Webfolios
— Contains an introduction or mission statement explaining 

what you’ve included in your portfolio and why

— Contains your resume, uploaded or scanned examples of your 

work

17





TECHNICAL WRITING – RÉSUMÉS AND OTHER EMPLOYMENT MATERIALS

STRATEGIES FOR DOSSIERS, PORTFOLIOS, AND WEBFOLIOS

• Always provide an introduction or mission statement

• Collect relevant materials

• Assemble your items

• Omit irrelevant items

• Omit your street address or phone number from your webfolio

19



TECHNICAL WRITING – RÉSUMÉS AND OTHER EMPLOYMENT MATERIALS

INTERVIEWS AND FOLLOW-UP LETTERS
• Interviews

— To confirm the employers impression about you
— There are different types of interviews

— Prepare for the interview 178
— Avoid interview pitfalls 177
— Prepare your own questions, too
— Be truthful

• Follow-up letters
— Thank you letters 

º To be sent after the interview to the interviewers
— Acceptance or refusal letters

º To be sent if you accepted or rejected the job

20



TECHNICAL WRITING – RÉSUMÉS AND OTHER EMPLOYMENT MATERIALS

STRATEGIES FOR INTERVIEWS AND FOLLOW-UP LETTERS

p. 180

21





ASSIGNMENT

WRITE A RÉSUMÉ FOR YOURSELF. 
THE RÉSUMÉ NEEDS TO FOLLOW THE CHAPTER’S
GUIDELINES ( SEE FIGURE 9.1)
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CHAPTER 20



TECHNICAL WRITING – DIGITAL COMMUNICATION: EMAIL, INSTANT MESSAGES, BLOGS, 
AND WIKIS

CONTENTS

• Corporate Blogs and Wikis: page 378

• Copyright and Privacy in Digital Communication: page 373

• Be Prepared for Technology to Fail: page 374

• Checklist for Email and Instant Messages: page 384

• Applications: page 384

3



TECHNICAL WRITING – DIGITAL COMMUNICATION: EMAIL, INSTANT MESSAGES, BLOGS, 
AND WIKIS
BLOGS

• Short for web logs

• Began as forums for people to read and discuss political topics, 

hobbies, and other mutual interests

• Commercial entities saw the benefits of launching their own blogs 

to share information 

CORPORATE BLOGS AND WIKIS

• Internal – major companies use them to help employees network 

with each other

• External – communicate with customers and clients

— RSS Feeds (Really Simple Syndication) – delivers summaries of blog or 

news items to subscribers 4





TECHNICAL WRITING – DIGITAL COMMUNICATION: EMAIL, INSTANT MESSAGES, BLOGS, 
AND WIKIS

WIKIS

• From the Hawaiian phrase wiki wiki which means quick

• Type of blog used to collect information and keep it updated e.g. 

Wikipedia

• Corporate wikis (enterprise wikis) allow employees to share and 

update information

6



TECHNICAL WRITING – DIGITAL COMMUNICATION: EMAIL, INSTANT MESSAGES, BLOGS, 
AND WIKIS

SOCIAL NETWORKS

• Popular way to connect people 

• E.g. Facebook, MySpace, LinkedIn, and Twitter

• Uses of social networks:

— Social networking for workplace communication

— Social networking for career search

7









WEB PAGES AND ONLINE VIDEOS

CHAPTER 21



TECHNICAL WRITING – WEB PAGES

CONTENTS
• Web Pages: page 387

• Audience and Purpose of Web Pages: page 388

• Elements of Effective Web Pages: page 389

• Ethical and Legal Considerations: page 398

• PDF Files: page 398

• Strategies for Web Pages: page 400

• Checklist for Web Pages: page 404

• Applications: page 405

12



WEBPAGE DOCUMENT V.S. PRINTED DOCUMENT

Webpage	Document Printed	Document

Faster	update Slower	update

Cost	less Cost	more

No	physical	space	needed physical	space	needed
Interactive	 Non-interactive







TECHNICAL WRITING – WEB PAGES

BASICS OF WRITING AND DESIGNING WEB PAGES
AUDIENCE AND PURPOSE
• Who is you primary and secondary audience
o Native or international audience?
o Experts or non-experts?
• What is the web page’s purpose?

o EXPLAIN A TASK, SELL A PRODUCT, PUBLISH INFORMATION
ELEMENTS OF EFFECTIVE WEB PAGES
• Structure

— Outlining - create a storyboard instead of outline, it is also 
called site map. p. 390

— Chunking – always chunk units into small segments
— Sequencing – use logical sequencing but make each unit 

stands alone and makes sense by itself
• Style p. 391
• Visuals

16







TECHNICAL WRITING – WEB PAGES

DESIGN OF EFFECTIVE WEB PAGES
• Grid patterns
• Margins
• Justification
• White space
• Line spacing and indentation
• Font styles and size
• Headings
• Color, shading, italic, bold, and underlining
• Bulleted and numbered lists
• Running heads and feet
• Tables of Contents and Indices

19



TECHNICAL WRITING – WEB PAGES

STRATEGIES FOR WEB PAGES
• Identify the intended audience
• Decide on the page’s purpose
• Decide what the page will contain
• Visit other Web sites for design ideas
• Create an understandable structure
• Write with a readable style
• Use visuals
• Design a Web-friendly page
• Proofread your page
• Attend to ethical and legal considerations
• Maintain your page

20



TECHNICAL WRITING – WEB PAGES

ONLINE VIDEOS

• Called multimodal – video can take advantage of full range of 

communication modes including sound, movement, color, speech, 

narration, and text

• Usually used for instructions and training

SCRIPTING ONLINE VIDEOS

• Write a script that outlines the narration, images, motion, and other 

features

21





TECHNICAL WRITING – WEB PAGES

• Elements of an Instructional Video Script:
— List the parts

— Give detailed step-by-step instructions

— Offer a conclusion

— Remove any unnecessary clutter

— Keep the object or the process at the center

— Keep music to minimum

— When using a text, make sure it is easy to read on the screen

— Narrate each step slowly and clearly with enough transition between 

the steps

23



TECHNICAL WRITING – WEB PAGES

STRATEGIES FOR ONLINE VIDEOS

• P. 398

ETHICAL AND LEGAL CONSIDERATIONS

• P. 389 – 399

PDF FILES
• Portable document format

• Companies keep manuals and documentation on their websites as 

PDFs

• PDF can be format protected

24



TECHNICAL WRITING – WEB PAGES

DIFFERENCES IN MEDIA TYPES

• Literacy affordance refers to the features and characteristics that are 

built into the user experience of different communication 

technologies

• Consider the literacy affordance in order to choose what fit your 

content

• Check p. 403 – Table 21.1 

25
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TECHNICAL WRITING – INFORMAL REPORTS

CONTENTS
• Informal Reports: page 294
• Two Categories of Reports : Informational and Analytical: 

page 295
• Progress Reports(Informational): page 295
• Strategies for Progress Reports: page 296
• Periodic Activity Reports (Informational): page 299
• Strategies for Periodic Activity Reports: page 299
• Trip Reports (Informational): page 299
• Strategies for Trip Reports: page 301

3



TECHNICAL WRITING – INFORMAL REPORTS

CONTENTS
• Meeting Minutes (Informational): page 304
• Strategies for Meeting Minutes: page 304
• Feasibility Reports (Analytical): page 305
• Strategies for Feasibility Reports: page 306
• Recommendation Reports (Analytical): page 308
• Strategies for Recommendation Reports: page 308
• Peer Review Reports (Analytical): page 310
• Strategies for Peer Review Reports: page 310
• Checklist for Informal Reports: page 312
• Applications: page 312

4



TECHNICAL WRITING – INFORMAL REPORTS

INFORMAL REPORTS
• Short reports help people make decisions on matters
• Prepared quickly, little or no background information, no front or 

end matter
• Provide information that readers need everyday on the job
• Takes a form of memo most of the time

TWO CATEGORIES FOR INFORMAL REPORTS:
1. Informational

— Provide data to answer basic questions 
º Progress reports
º Activity reports
º Trip reports
º Meeting reports

2. Analytical
— Provide information and conclusion based on the information

º Feasibility reports
º Recommendation reports
º Peer review reports 5



Informal	Reports

Analytical

Feasibility	
reports

Recommendation	
reports

Meeting	reports

Informational

Progress	reports

Activity	reports

Trip	reports

Meeting	reports



TECHNICAL WRITING – INFORMAL REPORTS

PROGRESS REPORTS (INFORMATIONAL)

• Also called status reports

• Used to monitor progress and problems on various projects

• May be written for internal personnel or outside clients

• Example p. 297 - 298

• Strategies for progress reports:

— Choose an appropriate format.

— Provide a clear subject line.

— Present information efficiently.

— Make sure your report answers the anticipated questions. 

Conclude with steps to be completed in time  for the next 

report, with specific dates, if available. 7





TECHNICAL WRITING – INFORMAL REPORTS

PERIODIC ACTIVITY REPORTS (INFORMATIONAL)
• Summarize activities over a specific period

• Almost always internal

• Written by employees to keep their supervisor up to date on their 

activities

• Example p. 300

• Strategies for periodic activity reports:

— Choose an appropriate format.

— Provide a clear subject line.

— Present information efficiently.

— Make sure your report answers the anticipated questions.
9





TECHNICAL WRITING – INFORMAL REPORTS

TRIP REPORTS (INFORMATIONAL)
• Detail activities during a given period

• Focus on business-related travel

• Help supervisor monitor employee activities

• Example p. 302

• Strategies for trip reports:

— Take good notes and make accurate transcriptions of interviews.

— Write down the names of people and places.

— Account for times and locations.

— Provide a clear title and purpose statement.

— Use a format that is easy to navigate.

— Describe findings completely and objectively.

— Offer to follow up. 11





TECHNICAL WRITING – INFORMAL REPORTS

MEETING MINUTES (INFORMATIONAL)
• Records of the team or project meetings
• Copies of minutes are distributed to all members and interested 

parties
• Track the proceedings and remind members about responsibilities 
• Example p. 305
• Strategies for meeting minutes:

— Take good notes during the meeting.
— Complete the minutes immediately after the meeting.
— Include a clear title, with the meeting date.
— List attendees. 
— Describe all agenda items.
— Record ail decisions or conclusions.
— Make sure the minutes are easy to navigate.
— Make sure the minutes are precise and clear.
— Keep personal commentary, humor, and “sidebar” comments 

out of meeting minutes.
13





TECHNICAL WRITING – INFORMAL REPORTS

FEASIBILITY REPORTS (ANALYTICAL)
• Used when decision makers need to assess an idea or plan
• Written for managers and decision makers (primary audience)
• Example p. 307
• Strategies for feasibility reports: 

— Make sure the subject line is clear.
— Provide background information.
— Offer the recommendation near the beginning of the 

report.
— Provide the details, data, and criteria after the 

recommendation section. Include supporting data, such as 
costs, equipment needed, results expected, and so on.

— Explain why your recommendation is the most 
feasible of all the possible choices.

— End with a call to action.
15





TECHNICAL WRITING – INFORMAL REPORTS

RECOMMENDATION REPORTS (ANALYTICAL)
• Recommend an idea or plan

• Written for decision makers

• Example p. 309

• Strategies for recommendation reports:

— Provide a clear subject line.

— Keep background information short.

— Discuss the problem or situation prior to making 

recommendations.

— Use an authoritative tone.

— Use headings and make them an informative as possible.

— End with a list of benefits for taking action. 17





TECHNICAL WRITING – INFORMAL REPORTS

PEER REVIEW REPORTS (ANALYTICAL)
• Written between employees to provide each other constructive 

criticism 

• Example p. 311

• Strategies for peer review reports:

— Start with the positives.

— Organize by topic area.

— Always provide constructive criticism.

— Support your criticisms with examples and advice.

— Close positively.

19





FORMAL REPORTS

CHAPTER 17



TECHNICAL WRITING – FORMAL REPORTS

CONTENTS
• Formal Reports: page 315
• Audience and Purpose of Formal Reports: page 316
• Elements of Effective Formal Reports: page 318
• Parts of Formal Reports: page 321
• Strategies for Formal Reports: page 324
• A Sample Formal Report: page 325
• Checklist for Formal Reports: page 338
• Applications: page 338

22





TECHNICAL WRITING – FORMAL REPORTS

FORMAL REPORTS

• Long reports that are analytical and lead to recommendation

• Include a title page, a table of contents, a system of headings, and a 

list of references or works cited

• Needs research

AUDIENCE AND PURPOSE OF FORMAL REPORTS
• Written for decision makers

• Three analytical categories:

1. Comparative Analysis.

2. Causal Analysis.

3. Feasibility Analysis. 24



TECHNICAL WRITING – FORMAL REPORTS

COMPARATIVE ANALYSIS
• Rates similar items on the basis of specific criteria
• Base the comparison on clear and definite criteria such as:

— Costs, uses, benefits/drawbacks, appearance, and result
• Example p. 317

CASUAL ANALYSIS
• Explains the causes or effects of an event, problem, or decision
• Be sure the cause fits the effect
• Faulty casual reasoning is common
• Identify the immediate cause and the distant cause
• Example p. 326 – 337

FEASIBILITY ANALYSIS
• Accesses the practicality of an idea or a plan
• Consider the strength of supporting and opposing reasons 25



TECHNICAL WRITING – FORMAL REPORTS

• Readers expect a report that is based on thorough research, critical 

analysis of the evidence, and clear presentation of the material

ELEMENTS OF EFFECTIVE FORMAL REPORTS

• Accurate, appropriate, and clearly interpreted data.

• Clearly identified purpose statement.

• Understandable structure.

• Readable style.

• Audience-centered visuals.

• User-friendly design.

26



TECHNICAL WRITING – FORMAL REPORTS

PARTS OF FORMAL REPORTS
• Letter of transmittal
• Front matter:

— Title Page.
— Table of Contents.
— List of Tables and Figures.
— Abstract or Executive Summary.

• Text of the report:
— Introduction.
— Body.
— Conclusion.

• End matter:
— References or Works Cited list.
— Glossary.
— Appendices.

27















TECHNICAL WRITING – FORMAL REPORTS

STRATEGIES FOR FORMAL REPORTS

• Determine your audience.

• Determine your analytical approach.

• Do your research and document your sources.

• Work from a clear purpose statement.

• Use an understandable structure.

• Write with a readable style.

• Include audience-centered visuals.

• Create a user-friendly design.

• Include all appropriate front matter.

• Provide an introduction, body, & conclusion. 

• Include the appropriate end matter.

• Proofread. 34



QUIZ (5 MARKS)

PURPOSE
•TO EVALUATE YOUR UNDERSTANDING OF THE COVERED CHAPTERS

INSTRUCTIONS
•YOU HAVE 60 MINUTES TO COMPLETE THE QUIZ

•YOU HAVE ONE ATTEMPT

•YOU HAVE 24 HOURS TO TAKE THE QUIZ STARTING FROM (28/11 -
12:00 PM) TO (29/11 -12:00 PM)
•THE QUIZ CANNOT BE DELAYED TO ANOTHER DAY

•YOU CAN GO BACK AND FOURTH BETWEEN QUESTIONS

•5 MARKS

•10 QUESTIONS (5 TRUE AND FALSE - 5 MULTIPLE CHOICE)
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TECHNICAL WRITING – PROPOSALS

CONTENTS
• Proposals: page 341
• Audience and Purpose of Proposals: page 342
• Types of Proposals: page 342
• Organization of Informal and Formal Proposals: page 346
• Strategies for Proposals: page 349
• A Sample Formal Proposal: page 346
• Checklist for Proposals: page 361
• Applications: page 361

3



TECHNICAL WRITING – PROPOSALS

PROPOSALS
• Encourage audience to take some form of direct action

— To authorize a project, purchase a service or product, or support a 

specific plan for solving a problem.

• Often contains the same elements of reports

• Proposals map out the steps for getting things done

• Formal and informal proposals

• May be written in the form of a report, a letter, or a memo

• Target different audience inside and outside the organization

• Have one specific purpose which is to persuade the audience

4



TECHNICAL WRITING – PROPOSALS

TYPES OF PROPOSALS
• Proposals may be solicited or unsolicited

• In solicited proposals, there is a Request for Proposal “RFP”

• Informal proposals can take the form of an email or memo (inside 

the organization) or a letter (outside the organization

5



TECHNICAL WRITING – PROPOSALS

• Categories of proposals

• Planning proposals
— Offer solution to a problem or suggestions for improvement

— Example p. 344

• Research proposals
— Called also grant proposals

— Request approval and funding for research project

— Example p. 345

• Sales proposal
— Offer services or products 

— A successful sales proposals persuades customers that your product or service 

surpasses those of any competitors 

— The content is determined by client or analysis of audience’s needs

— Example p. 347 6



TECHNICAL WRITING – PROPOSALS

ORGANIZATION OF PROPOSALS
• All proposals must move in a logical direction from 

problem/situation to solution/resolution

• Formal proposals require front matter and end matter

• Elements of proposals
— Clear title or subject line

— Background information

— Statement of problem or situation

— Description of solution or resolution

— Costs, timing, and qualifications

— Conclusion (End with a call to action)

7



TECHNICAL WRITING – PROPOSALS

STRATEGIES FOR PROPOSALS

• Consider your audience and purpose.

• Understand the audience’s needs.

• Perform research as needed.

• Be sure to credit information sources and contributors.

• Use an appropriate format.

• Provide a clear title or subject line and background information.

• Follow a problem-to-solution or situation-to-resolution 

organizational pattern.

• Spell out the problem (and its causes) or situation clearly and 

convincingly.

• Point out the benefits of solving the problem. 8
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STRATEGIES FOR PROPOSALS

• Offer a realistic solution or resolution.

• Address anticipated objections to your solution.

• Include all necessary details, but don’t overload.

• Write clearly and concisely.

• Express confidence.

• Make honest and supportable claims.

• Induce readers to act.
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ORAL PRESENTATIONS
• Skills of effective oral presentation include thorough research, strong 

organization, and stage presence

• Oral presentations are interactive

• Allow you to see how your audience reacts

• You can get immediate feedback

• You can change or modify your ideas

• Find who will be attending your presentation

• Determine their roles and learn about their attitudes regarding your 

subject

• Consider different audience with different cultural and linguistic 

background

• Determine whether your purpose is to inform, instruct, or persuade 12
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TYPES OF ORAL PRESENTATIONS

• Informative presentations:
— Provide facts and explanation

— Often given at conferences, product update meetings, briefings, 

or class lectures

— For informative purpose, observe these criteria:
• Keep the title of the presentation clear and factual.

• Stipulate at the outset of the talk that your purpose is simply to 

provide information.

• Be clear about the sources of the information that you present or are 

drawing upon.
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• Training (instructional) presentations:
— Show how to perform a task

— Guidelines of instructional purpose:
• Use a title that indicates the training purpose of the presentation.

• Provide an overview of the learning outcomes - what participants can 

expect to learn from the presentation.

• Create slides or a handout that participants can reference later, when 

they are trying to perform the task(s) on their own.
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• Persuasive presentations:
— Attempt to gain support or change an opinion

— Guidelines of persuasive purpose:
• Be clear from the start that you are promoting a point of view.

• Use research and visual data (charts, graphs, etc.) to support your 

stance.

• Consider and address counterarguments in advance (“Some might 

say that this approach won't work, but here is why it will."), and be 

prepared to take questions that challenge your point of view.
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• Action plan presentations:
— Motivate people to take action

— If your purpose is to evoke action, follow these guidelines:
• Be very clear up front about your purpose (“My primary purpose 

today is to ask you to act on this matter.”).

• Present the research to back up the need for your plan.

• Show that you have considered other plans but that yours is the most 

effective.

• In closing, restate what you want your audience to do.

16
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• Sales presentations:

• Inform and persuade

• If your purpose is to sell something, observe these criteria:
— Let the facts tell the story. Use examples to help explain why your product or 

service is the right one.

— Know your product or service (and those of your competitors) inside and out. 

Thorough knowledge of your own product or service and a well-researched 

competitive analysis will make your presentation that much more persuasive. 

— Display sincere interest in the needs and concerns of your customers.

— Provide plenty of time for questions. You may think you have made an airtight 

case for your product or service, but you will need extra face-to-face time to 

field questions and convince skeptical 

audience members.

17
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PARTS OF ORAL PRESENTATIONS
• Introduction p. 412

• Body p. 413

• Conclusion p. 413
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PREPARING ORAL PRESENTATIONS
• Research and connect the topic to your audience

— Know your topic
— Relate the topic to your audience

• Create an outline or a storyboard
— Use an outline to organize your thoughts
— Use a storyboard to accommodate multiple visuals

• Determine a delivery style
— Memorized, Impromptu, Scripted, Extemporaneous
— See table 22.1 p. 416 

• Choose your technology
— Use the technology that suites your audience and purpose

• Plan the use of visuals
— Use visuals to enhance the presentation

• Practice the presentation.

19
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STRATEGIES FOR PREPARING ORAL PRESENTATIONS

• Determine your audience.

• Determine your purpose.

• Do your research.

• Decide on your delivery style.

• Organize your presentation.

• Choose your technology.

• Use visuals.

• Rehearse your presentation.

20
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USING PRESENTATION SOFTWARE

• Overview of presentation software
— PowerPoint, Keynote, Open Office Impress, Prezi, Google slides

STRATEGIES FOR USING PRESENTATION SOFTWARE

• Don’t let the software do the thinking.

• Have a backup plan in case the technology fails.

• Start with an overview slide.

• Find a balance between text and visuals.

• Avoid using too many slides.

• Don’t simply read the slides.

• Avoid too much flash.

• Keep viewers oriented.

• End with a “conclusions” or “questions” slide. 21
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DELIVERING ORAL PRESENTATIONS

• Strategies to avoid anxiety when you speak in public:

• Be rehearsed and prepared.

• Memorize a brief introduction.

• Dress for success.

• Stand tall and use eye contact.

• Take charge.

• Gesture naturally.

• Allow time for questions, comments, and discussion.
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