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;Ĉ^̂� � 230 ^� , 5  0 � ,%+2E^	+20,�3� 2%,+^ >^
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?Ĉ̂ �̂ ,0*� 2^�11 11* + 2^ :;^
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; =Ĉ̂ �̂,*.�0  N�,+ 20�12^�11 11* + 21^ ?=^
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=?Ĉ̂ 	̂^�   �^�  ).^ B=^

Part II. Introduction 
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>BĈ̂ �̂$ 2,0%��)^� � 230 ^, "^�  �$+%��)^�+�^�0 , " 11%,+�)^

� 0%2%+#^

:=>^
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B;Ĉ^̂� %� ,E^>^�%.1^2,^	*.) * + 2^� $ +^� 1%#+%+#^�,30^

�  �1%2 ^

;@;^
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:9=Ĉ^̂�6�*.) 1^, "^� 31%+ 11^� 22 01^ <9B^
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:9@Ĉ̂ �̂ 31%+ 11^� 22 01^g^�2$ 0^� 22 01^ <; <^
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:::Ĉ^̂�  .,0 21^�4 0 4% 5^ <<>^

::;C^̂ �̂,^+,2^31 ^2$%1^,+ ^",0^��]1^�,,(�6.)�+� 2,07^

�  .,0 21^

<=:^
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::=Ĉ^̂�6�*.) 1^, "^	+1203�2%,+�)^�+�^�0 ,�  11^�  .,0 21^ <>;^
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:<=Ĉ̂ �̂�1%�^�3%� )%+ 1^� ,0^�%2%+#^� 1,30 �  1^ =:?^
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:=AĈ̂ �̂ %� ,E^�$ ^�  7^�,0*1^, "^� 31%+ 11^�0%2%+#E^

�0 ,.,1�)1^

=B:^
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:>:Ĉ^̂� $� 2^%1^�^� �1%�%)%27^�23� 7N�  .,0 2^ >9>^

:>;Ĉ ^̂� 0,+ 2^
� 22 0E^�,+2 +21D^�%121D^�+�^
,0  ^ >:B^
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:?@Ĉ̂ �̂�%2^",0^�� ,+,* 7^ >@?^
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:@>Ĉ̂̂� �0  + 2$ 1 1^ ?9;^
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:A=Ĉ̂ �̂ %� ,E^�   .^� ,30^� 0%2%+#^�%*.) ^�+�^�) �0^ ?<:^

:A>Ĉ̂ �̂ %� ,E^�*�0 2^�31%+ 11^�0%2%+#^
�� ^� %*.) ^ ?<;^





PART I 

FACULTY RESOURCES 

� ��3)2 7^�  1,30 �  1 ^̂k̂ :̂





1. Request Access 

� ,^ .0  1 0 4 ^�� �� *%�^%+ 2 #0%27^

�+�^ .0  4 + 2^123� +21^"0,*^#�%+%+#^3+�32$,0%8 �^ �� �  11^2,^"��3)2 7^

0 1,30 �  1D^5 ^4 0%"7^ ��$^0  /3 12^*�+3�)) 7C^

�,+ 2�� 2^ , 0f��$% 4%+#2$ �0  �*C,0 #D^ �+�^ 5 [))^ # 2^ 7,3^ ,+^ 7 ,30^

5 � 7C^

Overview of Faculty Resources 

�$%1^%1^�^�,**3+% 27^�,301 ^� 4 ),. �^� 7^�+^��$% 4%+#^2$ ^�0 �*^

#0�+ 2  C^�$ 7^$�4 ^ %2$ 0^�30� 2 �^,0^�0  � 2 �^�^� ,)) � 2%,+^,"^"��3)27^

0 1,30 �  1^",0^2$%1^�,301 C^�%+� ^2$ ^0 1,30 �  1^�0 ^,. +) 7^)%� +1 �D^

7,3^*� 7^31 ^2$ *^�1^%1^,0^���.2^2$ *^2,^7 ,30^+  �1C^

Now Available 

K^ � , 5  0 � ,%+21^

K^ � %� ,1^

K^ �11%#+* + 21^

�  /3 12^�� �  11^̂k̂ <̂



K^ �  121^

K^ ���% 2%,+�)^� 1,30 �  1^

Share Your Favorite Resources 

	"^ 7,3^ $� 4 ^ 1�*.) ^ 0  1,30 �  1^ 7,3^ 5 ,3)�^ )%( ^ 2, 1̂$�0 ^ 5%2$^ ,2$ 0^

"��3)2 7^2 ��$%+#^2$%1^�,301 D^.) �1 ^1 +�^2$ * 5̂%2$^�+^ 6.)�+� 2,07^

* 11�#  ^ �+�^ ) �0+%+#^ ,32�,* ^ �)%#+* + 2^

2, ,̂ 0f��$% 4%+#2$ �0  �*C,0 #C^

=^̂k̂ �̂  /3 12^�� �  11



2. Lecture PowerPoint: 
Introduction 

�%+(1^5%))^+,2^5,0 (^%+^��%2^*,� C^� ,^�� �  11^*� 2 0%�)1D^

 %2$ 0^

K^ �)%�(^X�0 4% 5^�$�+#  1Y^,.2%,+^,+^0%#$2^1%� ^,"^

.�#  D^�+�^)%+(1^5%))^5,0 (^,+^2$� 2^.�#  ^

K^ � �D^$%#$)%#$2^2$ ^)%+(^7,3^5 �+ 2^2,^�� �  11^�+�^

�)%�(^,+^2$ ^X�$�%+Y^%�,+^%+^2$ ^2,,)��0 C^�,. 7^�+�^

.�12 ^2$ ^)%+(^%+^�^+ 5^�0 , 51 0^5%+�, 5 C^

� $� 2^	1^� �$+%��)^� 0%2%+#I^

$22.1ENN1<T31T5 12T;C�*�8 ,+� 51C�,* N, 0" %) 1N

2 �$+%��)`50%2%+#N

�  �$+%��)`� 0%2%+#`	+20,�3� 2%,+`� , 5  0 � ,%+2C..2`;;; <W:WP:QC..2^

^

^

^

� � 230 ^� , 5  0 � ,%+2E^	+20,�3� 2%,+̂̂k̂ >̂

https://s3-us-west-2.amazonaws.com/oerfiles/technical+writing/Technical+Writing+Introduction+PowerPoint.ppt+2223_1_(1).ppt
https://s3-us-west-2.amazonaws.com/oerfiles/technical+writing/Technical+Writing+Introduction+PowerPoint.ppt+2223_1_(1).ppt
https://s3-us-west-2.amazonaws.com/oerfiles/technical+writing/Technical+Writing+Introduction+PowerPoint.ppt+2223_1_(1).ppt


3. Lecture Notes 

�%+(1^5%))^+,2^5,0 (^%+^��%2^*,� C^� ,^�� �  11^*� 2 0%�)1D^

 %2$ 0^

K^ �)%�(^X�0 4% 5^�$�+#  1Y^,.2%,+^,+^0%#$2^1%� ^,"^

.�#  D^�+�^)%+(1^5%))^5,0 (^,+^2$� 2^.�#  ^

K^ � �D^$%#$)%#$2^2$ ^)%+(^7,3^5 �+ 2^2,^�� �  11^�+�^

�)%�(^,+^2$ ^X�$�%+Y^%�,+^%+^2$ ^2,,)��0 C^�,. 7^�+�^

.�12 ^2$ ^)%+(^%+^�^+ 5^�0 , 51 0^5%+�, 5 C^

��+^� ^�, 5+),�� �^�1^�^� ,0 �^C�,�^" %) ^$ 0 E^

� � 230 ^� ,2 1^

?^̂k̂ �̂ � 230 ^� ,2 1

https://s3-us-west-2.amazonaws.com/oerfiles/technical+writing/Lecture+Notes.doc


4. Introduction Assessments 

M:Ĉ � 0%2 ^�^�0% "^.�0�#0 �.$D^2 ))%+#^

K^ � , 5^5%))^2$%1^2 �$+%��)^50%2%+#^�,301 1^�..) 7^2,^7,30^"3230 ^

.)�+1I^

K^ � $� 2^�,^7,3^2$%+(^��,32^,+)%+ ^�,301 1I^

K^ � $� 2^�0 ^7,30^ 6. � 2�2%,+1^,"^�,301 1^5%2$,32^�,,(1I^

^

M;C^̂�" 2 0^ 0 ��%+#^ 2$ ̂ � � 230 D^ 0 ��%+#^ 2$ ^ �  ��%+#^ � ) � 2%,+1D^

5 � 2�$%+#^ 2$ ^ �, 5  0 � ,%+2D^ X�� �� *%�^ � 0%2%+#^ 4 0131^ �  �$+%��)^

� 0%2%+#D^ �+�5̂ � 2�$%+#^ 2$ ̂� %� ,1^ P%+^ 2$ ^ �3..) * + 2�)^ 
� 2 0%�)1^

� %) QD̂50%2 ^ � ^̂1$,0 2^  11�7 �̂ " %+%+#^ � �$+%��)^ � 0%2%+#C�̂ ,�31^ ,+^

�  �$+%��)^ � 0%2%+#[1̂ .30.,1 D^ " ,0*� 2D^ �+�^ )�+#3�# F^̂ � 3�% +�  F^

�3)230�)^ � ,+1%� 0 � 2%,+1F^ �+�^  2$%�1Ĉ� ,30^  11� 7^5%))^ � ̂� 2^ ) �12^ ;99^

5 ,0 �1D^50%22 +^%+^�^2 �$+%��)^50%2%+#^",0*� 2C^

^

M<Ĉ�,,(^2$,3# $^2$ ^
 ,�3) 1 %̂+^2$ ^�,301 ^�,+ 2 +2^)%+(^,+^2$ ^


  +3D^+,2%�%+#^2$ ^�3 ^��2 1^�+�^2$ ^27. 1^, "^�11%#+* +21^%+^ ��$^

�+%2Ĉ̂� 0%2 ^�^1$,02^ 11�7 P̂� 2^) �12^;99^5 ,0 �1 Q̂� 2�%)%+#^2$ ^27. 1^, "^

�11%#+* + 21^%+^ ��$^
 ,�3) D^2$ ^�3 ^�� 2 1^,"^2$ ^�11%#+* +21^�+�^

7,30^.)�+^" ,0^� ,*.) 2%+#^2$ ^�11%#+* +21C^�,0^ 6�*.) D^5$ +^5 ,3)�^

7,3^� # %+^ ��$^�+% 2^%+^,0� 0^2,^� ,*.) 2 ^, "^2$ ^�11%#+* +21^%+^2$ ^

.�0 2%�3)�0^�+%2^�7^ ��$^�3 ^�� 2 1I^

^

	+20,�3� 2%,+^�11 11* + 21̂ k̂̂ @̂



Gr ading Rationale E^

�11%#+* + 21ÊM:D^M;D^M<^

�,+ 2 +2^���0  11 1 ^̂�11%#+* + 2C^ <>^,32^,"^A>^

� ,0 �^� ,3+ 2C^�,0 �^� ,3+ 2^%1^��� ,0 �%+#^2,^2$ ^
0 /3%0 �^5 ,0 �^� ,3+ 2^%+^ ��$^�11%#+* + 2C^

K^ �11%#+* + 2^M:^a^:99^5,0 �1D^
K^ �11%#+* + 2^M;^a^;99^5,0 �1C^
K^ �11%#+* + 2^M<^a^;99^5,0 �1C^

;9^,32^, "^A>^

���0  11^ ��$^/3 12%,+ N%2 *^%+^�+^ �1%)7^�� �  11 �^
",0*� 2C^P�%+2E^� #%+^���0 11%+#^ ��$^/3 12%,+ N%2 *^
� 7^12�2%+#^2$ ^/3 12%,+N%2 *C �̂)1,^�,)�^2$ ^12� 2 �^
/3 12%,+1N%2 *1CQ^

�11%#+* + 2^M;^*312^� ^50%22 + %̂+^�^2 �$+%��) ^
",0*� 2C^

;9^,32^, "^A>^

� �+#3�#  D^.3+� 23�2%,+D^�+�^1 +2 +�  ^1203�230 C^ :9^,32^, "^A>^

�+�^,0%#%+�)^.,12^5%2$^�^* �+%+#"3) ^̂/3 12%,+^2$�2^
0 )� 2 1^2,^2$ ^�11%#+* +2C^

>^,32^,"^>C^

�  .) 7^2,^�+,2$ 0^.,12^5%2$^�^2$,3#$2"3)^0 .) 7^2$�2^
0 )� 2 1^2,^2$ ^123� +2[1^.,12C^

>^,32^,"^>^

�+�^0  .) 7^5%2$^�^* �+%+#"3)^/3 12%,+^2$�2^0 )� 2 1^2,^
2$ ^123� + 2[1^.,12C^

>^,32^,"^>^

#4.  
 ,�3) ^ >^ %1^ �^ � 1 �0 �$^ .0 ,' � 2C^ �$ ^  +2%0 ^

*,�3) �̂��0  11 1 ône pr oblem ( the same pr oblem).̂ �̂ ,3^5%))^) �0+^

$, 5^2,^%+4 12%#�2 ^�+�^1,) 4 ^�^.0 ,�) *^� 7^0 1 �0 �$%+#^2$ ^.0,�) *D^

0 .,0 2%+#^2$ ^��2�D^�+�^, "" 0%+#^1,)32%,+1C^

�$ ^.0 ,�) *^*312^� ^�^.0 �� 2%��)^.0 ,�) *D^,+ ^%+^5$%�$^7,3^$� 4 ^�^

. 01,+�)^ " " � 2^,+^1,)4%+#C�$%1^%1^+,2^�^27.%��)^0 1 �0 �$^.�. 0 D^5$ 0 ^

7,3^0 1 �0 �$^�+^%113 ^�+�^1%*.)7^0 .,0 2^2$ ^0 1 �0 �$Ĉ �̂$ 0  " ,0  D^1,^

+,2 �̂$,,1 ^%113 ^,+ �̂$�+# %+#^)�51D^5�0D �̂03#^31�# D^#),��)^5 �0*%+#C^

Â k̂̂ 	̂+20,�3� 2%,+^�11 11* + 21



� $%) ^ 2$ 1 ^ �0 ^ %*.,0 2�+2^ %113 1^ �+�^ 7,3^ � �+^ �  0 2�%+)7^ ,"" 0^

1,)32%,+1D^ 2$ 7^ �0 ^ 2,,^ �0 ,��^ " ,0^ 7,3^ 2,^ $� 4 ^ �^ . 01,+�)^  " " � 2^

,+^ 2$ %0^ �$�+#%+#Ĉ̂�#�%+D^ 7,30^ .0 ,�) *^ +  �1^ 2,^ � �̂^ .0 �� 2%��)^

.0 ,�) *D^,+ ^%+^5$%�$^7,3^5%))^̂$� 4 ^�^. 01,+�)^ " " � 2^,+^�$�+# %+#C^

�̂$ ^.0 ,�) *^�, 1^+,2^+  �^2,^� ^�^0  �)^.0 ,�) *C^� ,3^� �+^�0  � 2 ^�^

1�  +�0%,^�+�^5 ,0 (^"0,*^2$� 2C^

E-mail me y our pr oblem b y the second w eek of class  so we can 

make sur e it is narr ow enoug h for y ou to  collect f ir st -hand da ta. 

^

M^>C^� ��^2$ ^17 ))��31^�+�^50% 2 ^�+^12�2 * + 2^�,+" %0*%+#^2$�2^7,3^

3+� 012�+�%+#^2$ ^17))��31^�+�^2$ ^.,)%�% 1^�+�^2$ ^#0 ��%+#^�0%2 0%�^

,32)%+ �^%+^2$ ^17))��31C^�,+�)3� ^7 ,30^� 2�2 * + 2^,"^�,+" %0*�2%,+^

5%2$^�^ �,. 7^ ,"^2$ ^#0��%+#^1��) ^ �+�^2$ ^#0 ��%+#^0� 2%,+�) ^",0^2$ ^

� ,301 C^

 � 2�2 * + 2^ ,"^ �,+" %� +2%�)%27^%1^#0�� �^ �1^ :99e^ �+�^ � ,3+ 2 �^ �1^

.�0 2^,"^�)�115 ,0 (C^

M?C �̂%+� �̂^.% �  ^, "^2 �$+%��)^50%2%+#^"0,*^2$ ^%+2 0+ 2D^%+1203�2%,+^

*�+3�)1D^ ,0^ 7 ,30^ 5 ,0 (.)��  C^ � 0%2 ^ ,+ ^ .�0 �#0 �.$^ � 1�0% �%+#^ 2$ ^

� 3�% +�  ^%2^1  *1^2,^� ^���0  11%+#F^2$ ^)�+#3�# ^�$,%�  1D^�+�^2$ ^

",0*� 2^,"^2$ ^.% �  C^��12)7D^�,** + 2^,+^5$ 2$ 0^,0^+,2^2$ ^.% �  ^%1^

 " " � 2%4 ^",0^2$ ^� 3�% +�  C^

�0 ��%+#^�3�0%�^",0^M?^

�3�)% 27^,"^�6�*.) ^̂^̂^̂^̂^̂^̂^̂^̂^̂^̂^̂^̂^̂^̂ ;̂>e^

�$,0 ,3# $^�%1�311%,+^,"^� ,0 ( ^̂^̂^̂^̂^̂^̂<>e^

�,,�^�0 �**�0 D^�3+�23�2%,+D^�0#�+%8�2%,+^<9e^

� 4�)3� 2%4 ^� 2�2 * + 2Ê̂:9e^

^

	+20,�3� 2%,+^�11 11* + 21̂ k̂̂ B̂



5. Audience Centered 
Communicaton Assessment 

�3�% +�  ^� + 2 0 �^�11 11* + 21^

:C^ �0%2 ^%+1203�2%,+1^ ",0^ �^1 +%,0^ �%2%8 +^5$,^$�1^
+ 4 0^ 31 �^ 2$ ^ %+2 0+ 2Ĉ̂ � ,3^ 1$,3)�^ %+�)3� ^ �^
�%1�311%,+^ ,"^$,5^2,^ ),#^%+D^31 ^ �^ �0, 51 0 D^31 ^ �^
1 �0 �$^ +# %+ ^�+�^$, 5^2,^�, 5+),��^�^�,�3* + 2C^

^

�0 ��%+#^�3�0%�^",0^M:E^

�..0 ,.0%� 2 ^31 ^, "^)�+#3�#  ^̂;>e^

�..0 ,.0%� 2 ^31 ^, "^ 6�*.) 1^g^� ,*.�0%1,+1^;>e^

�..0 ,.0%� 2 ^�11 11* + 2^,"^�3�% +�  [1^+  �1^<9e^

�,,�^.3+� 23�2%,+D^#0�**�0 D^�+�^,0#�+%8�2%,+^;9e^

^

;Ĉ �̂ 0%2 ^ �^ .�0 �#0 �.$^ �+�) 78%+#^2$ ^",)), 5%+#^�3�% +�  1^ �+�^2$ ^

2$%+#1^7,3^+  �^2,^� ,+1%� 0^",0^ ��$E^

K^ �^2  +�#  0^5$,^+  �1^2%.1^,+^$,5^2,^�0%4 ^*,0  ^1�"  ) 7^

K^ �^"3230 ^ *.), 7 0^P%+^2$ ^"% )�^,"^ +#%+  0%+#Q^U^7,3^5 �+ 2^2,^� ^

$%0 �^

:9 ^̂k̂ �̂3�% +�  ^� + 2 0 �
�,**3+%� � 2,+^�11 11* + 2



K^ �^�  ) �0%27^4%1%2%+#^7,30^$,* 2,5+^�+�^7 ,3^5 �+ 2^$%*N$ 0^2,^

 + ', 7^2$ ^�%27^

K^ �^� ,)) �#3 ^) 22%+#^$%*N$ 0^(+, 5^2$ 7^�0 ^,+^�^2 �*^7 ,3^�0  ^

) ��%+#^2,^.0,�3�  ^1�"  27^12�+��0 �1^

^

�0 ��%+#^�3�0%�E^

�..0 ,.0%� 2 ^31 ^, "^)�+#3�#  ^̂;>e^

�..0 ,.0%� 2 ^31 ^, "^ 6�*.) 1^g^� ,*.�0%1,+1^;>e^

�..0 ,.0%� 2 ^�11 11* + 2^,"^�3�% +�  [1^+  �1^<9e^

�,,�^.3+� 23�2%,+D^#0�**�0 D^�+�^,0#�+%8�2%,+^;9e^

^

�3�% +�  ^� + 2 0 �^�,**3+%� � 2,+^�11 11* + 2̂ k̂̂ :̂:



6. Format Assessment 

�%+(1^5%))^+,2^5,0 (^%+^��%2^*,� C^� ,^�� �  11^*� 2 0%�)1D^

 %2$ 0^

K^ �)%�(^X�0 4% 5^�$�+#  1Y^,.2%,+^,+^0%#$2^1%� ^,"^

.�#  D^�+�^)%+(1^5%))^5,0 (^,+^2$� 2^.�#  ^

K^ � �D^$%#$)%#$2^2$ ^)%+(^7,3^5 �+ 2^2,^�� �  11^�+�^

�)%�(^,+^2$ ^X�$�%+Y^%�,+^%+^2$ ^2,,)��0 C^�,. 7^�+�^

.�12 ^2$ ^)%+(^%+^�^+ 5^�0 , 51 0^5%+�, 5 C^

^

�� �  11^ 2$ ^ ",)), 5%+#^ )%+(^ 2,^ �.̂0 ,.,1�)^ 2$� 2^ %1^ 50%22 +^ %+^ ,+ ^

1,)%�^ �),�(^ , "^ 2 62C^ � � 1%#+^ 2$ ̂ .0 ,.,1�)^ 31%+# �̂^ 2 �$+%��)^

",0*� 2Ê$ ��%+#1D^ 13�T$ ��%+#1D^ *�0(  01D^ �$3+(%+#^ �+�^ 5$%2 ^

1.��  Ĉ� ,3^� �+^�$�+#  ^2$ ^5 ,0 �%+#^2,^"%2^5%2$^7,30^2 �$+%��)^� 1%#+C^

� , 5  4 0D^7,3^+  �^ �))^ , "^2$ ^%+",0*� 2%,+F^ �,^+,2^  )%*%+�2 ^ �+ 7^ ,"^

2$ %̂+",0*� 2%,+C^

$22.1ENN1<T31T5 12T;C�*�8 ,+� 51C�,* N, 0" %) 1N

2 �$+%��)`50%2%+#N�,0*� 22%+#`�11 11* + 2C�,�^

^

^

Gr ading Rationale E^

^

:; ^̂k̂ �̂ ,0*� 2^�11 11* + 2

https://s3-us-west-2.amazonaws.com/oerfiles/technical+writing/Formatting+Assessment.doc
https://s3-us-west-2.amazonaws.com/oerfiles/technical+writing/Formatting+Assessment.doc


�  � 1%#+^%1^2$ ^1�* ^) +#2$^�1^2$ ^,0%#%+�)^�,�3* + 2C^

=9^
,32^
, "^
:99^

�,+ 2 +2^%1^50%22 +^%+^�+^ �1%)7^�� �  11 �^2 �$+%��)^",0*� 2D^31%+#^
�,)�^$ ��%+#1D^13�^$ ��%+#1D^*�0(  01D^�$3+(%+#D^�+�^5$%2 ^
1.��  C^

>9^
,32^
, "^
:99^

� �+#3�#  D^.3+� 23�2%,+D^�+�^1 +2 +�  ^1203�230 C^

:9^
,32^
, "^
:99^

^

� ,0*� 2^�11 11* + 2̂ k̂̂ :̂<



7. Language and Tone 
Assessment 

�%+(1^5%))^+,2^5,0 (^%+^��%2^*,� C^� ,^�� �  11^*� 2 0%�)1D^

 %2$ 0^

K^ �)%�(^X�0 4% 5^�$�+#  1Y^,.2%,+^,+^0%#$2^1%� ^,"^

.�#  D^�+�^)%+(1^5%))^5,0 (^,+^2$� 2^.�#  ^

K^ � �D^$%#$)%#$2^2$ ^)%+(^7,3^5 �+ 2^2,^�� �  11^�+�^

�)%�(^,+^2$ ^X�$�%+Y^%�,+^%+^2$ ^2,,)��0 C^�,. 7^�+�^

.�12 ^2$ ^)%+(^%+^�^+ 5^�0 , 51 0^5%+�, 5 C^

�  ^ 2$ ^ ",)), 5%+#^ %+1203�2%,+1^ ",0^ � ,*.) 2%+#^ �+�^ 13�*%22%+#^ 2$ ^

/3%8C^

:Ĉ̂ �� �  11^2$ /̂3%8^2$�2^%1^%+^2$ ^",)), 5%+#^"%) D^��+#3�#  ^�+�^� ,+ ^

�11 11* + 2C^

;C^�,. 7^2$ ^/3%8^,+^7,30^$�0 �^�0%4 ^,0^�%1(C^

<C^��4 ^7,30^5 ,0 (^,+^2$ ^"%) ^�+�^3.),��^2$ ^� ,*.) 2 �^/3%8^2,^2$ ^

�..0 ,.0%� 2 ^�11%#+* + 2^.�#  C^

	"^7,3^+  �^$ ).^,+^�+ 7^,"^2$ ^/3 12%,+1D^0 "  0^2,^2$ ^0 ��%+#1^%+^

2$ �̂ �+#3�#  ^�+�^� ,+ ^*,�3) C^

Gr ading Rationale: 

�,*.) 2 �^/3%8̂#0�� ^%1^��1 �^,+ :̂99eC^

^

^

	+1203�2,01U^

�$ ^"3))^2 62^,"^2$ ^/3%8^%1^� ),5 C^̂	"^7,3^.0  "  0D^7,3^� �+^�, 5+),��^

�^ � ,0 �^ 4 01%,+^ ,"^ 2$ ^ "%) ^ $ 0 Ê$22.1ENN1<T31T

:=^̂k̂ �̂ �+#3�#  ^�+�^� ,+ ^�11 11* + 2

https://courses.candelalearning.com/technicalwriting1xmaster/part/language-and-tone/
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5  12T;C�*�8 ,+� 51C�,* N, 0" %) 1N2 �$+%��)`50%2%+#N

� �+#3�#  `�+�`� ,+ `�11 11* + 2C�,� 6^

^

^

^

Language and Tone Assessment 

I. Sexist Language, Biased Language, Excessive Wording, Double Talk, 

Negative Language. 

Instructions: I dentify each sen tence as sexist languag e, biased 

languag e, excessive wor ding, doub le talk, or neg ati ve language, 

and r evise the sen tence to sho w appr opria te languag e. 

:C^� ) �1 ^0 1 �0 �$^�+�^1 ) � 2^�^�,� 2,0^2,^%+20,�3�  ^2$ ^1. �(  0C^


�(  ^130 ^2$� 2^$ ^%1^"�*%)%�0^5%2$^2$ ^1. �(  0[1^.0, " 11%,+�)^

123�% 1C^

;C^ �  ^5%))^%+2 04% 5^2$ ^5 ,* +^"0 ,*^2$ ^1 �0  2�0%�)^�%4%1%,+^",0^

2$ ^.,1%2%,+^,"^*�+�#  0C^

<C �̂^203�(^�0%4 0^+  �1^� 2^) �12^A^$,301^,"^1)  .^�" 2 0^$ ^$�1^

�0%4 +^",0^A^$,301C^

=C �̂ ) �1 ^� �12^7,30^4,2 ^" ,0^2$ ^+ 62^�,3+�%)*�+^�1^1,,+^�1^

.,11%�) C^

>C �̂)2$,3# $^�,2$^� �+�%�� 2 1[^.,1%2%,+1^�.. �)^2,^4�)%�^0 �1,+%+#D^

5  ^+  �^2,^� ,+1%� 0^2$ ^"�))��% 1^%+^2$ ^��+�%�� 2 1[^0 .,0 2 �^

0 1 �0 �$C^

?C^�  ^+  �^2,^�$,,1 ^0  � ,+�%2%,+ �^*��$%+ 0 7^",0^2$ ^.�0 21^

� .�0 2* + 2C^�) �1 ^1 ) � 2^*��$%+ 0 7^"0,*^�0  �^�D^5$%�$^$�1^

�  +^0 � ,+�%2%,+ �^� 7^,30^.)�+ 2D^�+�^"0,*^�0  �^�D^5$%�$^$�1^

� �+#3�#  ^�+�^� ,+ ^�11 11* + 2̂ k̂̂ :̂>

https://s3-us-west-2.amazonaws.com/oerfiles/technical+writing/Language+and+Tone+Assessment.docx
https://s3-us-west-2.amazonaws.com/oerfiles/technical+writing/Language+and+Tone+Assessment.docx


�  +^1$%.. �^2,^31^� 7^�^� ,*.�+ 7^,+^2$ ^5 12^�,�12C^

@C �̂$ ^+ # ,2%�2%+#^2 �*^5%))^*  2^�2^>E99^.C*CD^%+^2$ ^�"2 0+,,+C^

AC 	̂2^*7^� )% "^�+�^2$ ^� )% "^, "^*�+ 7^,"^2$ ^5,0 (  01^2$�2^5 ^5%))^

�+�^1$,3)�^�%1� ,+ 2%+3 ^2$ ^/3�)%27^)%+ ^,"^13+�07^.0,�3� 21C^

BC 	̂^$� 4 ^+,2%� �^2$� 2^7,30^12�""^$�1^�  +^)� 2 ^",0^5 ,0 (^1 4 0 �)^

2%* 1^2$%1^*,+2$C^��)(^2,^2$ *^��,32^� ,*.�+ 7^03) 1C^

:9C �̂,^+,2^$�+�^%+^7 ,30^2%* 1$  21^)�2 C^

^

II. A cti ve Voice and Passive Voice 

^

Instruction: 
̂�0 (^ ��$^1 + 2 +�  ^�1^�� 2%4 ^4,%� ^,0^.�11%4 ^4,%� C^

	"^ 2$ ^ �# + 2^ ,"^ 2$ ^ �� 2%,+^ %1^ +,2^ 2$ ^ 13�' � 2^ ,"^ 2$ ^ 1 +2 +�  D^ 2$ ^

1 + 2 +�  ^%1^.�11%4 C^�$�+#  ^�))^.�11%4 ^4,%� ^1 + 2 +�  1^2,^2$ ^�� 2%4 ^

4,%� C^P�%+2E^�$ 0 ^�0  ^=^.�11%4 ^4,%� ^1 + 2 +�  1CQ^

:C^�$ ^�3)) 2%+^5�1^�%120%�32 �^� 2^>E99^.C*C^7 12 0 �� 7C^

;C^ �$ ^" %0 " %#$2 01^5 + 2^�,,0 T2,T�,,0^� ,)) � 2%+#^",0^2$ ^

�$%)�0 + [1^0 )% "^"3+�C^

<C �̂��$^7  �0D^�11%12�+� ^%1^.0, 4%� �^� 7^2$ ^2,30^#0,3.1^%+^2$ ^

�0  �C^

=C �̂$ ^� ,12^",0^2$ ^+ 5^.0 ,�3� 21^5%))^� ^� 2 0*%+ �^� 7^13..) 7^

�+�^� *�+�C^

>C �̂$ ^�%))^5 �1^.�11 �^3+�+%*,31) 7^�7^2$ ^1 +� 2 C^

^

III. S ubjecti ve and Biased Languag e 

�1^ �^ 0 �)^  12� 2 ^ �#  + 2D^ 7,3^ 0 �  + 2)7^ 0 �  %4 �^ �+^ %+/3%07^ ",0^ �^

.,2 + 2%�)^$,* ^�3 7 0^�1(%+#^",0^%+",0*� 2%,+^,+^.3�)%�^$%#$^1�$,,)1^

%+^2$ ^�0 �C^�$ ^�)% +2^ 6.)�%+ �^2$� 2^2$ ^�� 2�^5 ,3)�^$ ).^$%*^� �%� ^

,+^5$ 0  ^2,^�3 7^.0,. 0 27C^

�" 2 0^0 1 �0 �$%+#^.3�)%�^�,�3* + 21D^7,3^� ,)) � 2 �^2$ ^",)), 5%+#^

�� 2�^�+�^50 ,2 ^2$ ^" ,)), 5%+#^) 22 0^2,^2$ ^�)% +2C^

:? ^̂k̂ �̂ �+#3�#  ^�+�^� ,+ ^�11 11* + 2



PS #1 PS #2 PS #3 

�,� � 2%,+^U^�30�)^ �,� � 2%,+^U^�3�30�1^ �,� � 2%,+^U^�%27^

�3*� 0^, "^�23� + 21^
T:>99^

�3*� 0^, "^�23� + 21^U^
<>99^

�3*� 0^, "^�23� + 21^U^
=999^

� 23� + 2N�  ��$ 0^�� 2%,^
;9T :^

� 23� + 2N�  ��$ 0^
�� 2%,^;>T:^

� 23� + 2N�  ��$ 0^�� 2%,^
<9T:^

^

� �0^
01C^�, 6E^

�  #�0 �%+#^7,30^0 /3 12^ " ,0^%+",0*� 2%,+^ ,+^2$ ^ �0 �^ .3�)%�^$%#$^

1�$,,)1D^ 	^ $� 4 ^ � ,)) � 2 �^ 2$ ^ ",)), 5%+#^ ��2�C^ �3�)%�^ 0 � ,0 �1^ 1$, 5^

2$�2^ 2$�2^ ��^ M^ :^ %1^ ),�� 2 �^ %+^ 2$ ^ 030�)^ �0  �^ , "^ 2,5+C^ �$ ^ 1�$,,)^

%1^ �..0, 6%*�2 )7^ <9^ *%) 1^ "0,*^ 2$ ^ �),1 12^ 1$,..%+#^ �  + 2 0^ �+�^

$,1.%2�)C^	2^%1^�^1*�))^1�$,,)D^5%2$^�^.,.3)� 2%,+^,"^,+)7^:>99^123� + 21C^

� , 5  4 0D^%21^123� +2N2 ��$ 0^0 � 2%,^,"^:>T:^*�(  1^2$ ^) �0+%+#^%� �)C^

�3�)%�^0 � ,0 �1^1$, 5^2$� 2^��^M;^%1^),�� 2 �^%+^2$ ^�"")3 + 2^13�30�1^

, "^ 2,5+C^ �^ #0 � 2 0^ +3*� 0^ , "^ <>99^ 123� +21^ �22 +�^ ��^ M;C^ 	 21^

123� + 2N2 ��$ 0^0 � 2%,^,"^;>T:^12%))^.0, 4%� 1^ 6�  )) + 2^%+1203�2%,+C^

�3�)%�^ 0 � ,0 �1^ 1$, 5^ 2$� 2^ ��^ M<^ %1^ ),�� 2 �^ %+^ 2$ ^ $ �0 2^ ,"^ 2$ ^

2,5+ [1^ �%27C^ �$ ^ <999^ 123� + 21^ 5$,^ � 22 +�^ 2$ ^ 1�$,,)^ )%4 ^ 5%2$%+^

5 �)(%+#^ �%12�+� ^ "0,*^ 2$ ^ 1�$,,)C^ �)2$,3# $^ 2$ ^ 123� + 2T2 ��$ 0^

0� 2%,^,"^<9T:^*� 7^1  *^�1^2$,3# $^�)�110,,*1^�0  ^, 4 0 �0 , 5 � �D^ ��$^

2 ��$ 0^$�1^�+^�11%12�+2C^

�$�+(^7 ,3^" ,0^7,30^%+2 0 12C^

� %+� 0  ) 7D^

^

��) 4��,0^� 3)) 0^

^

Instructions: I dentify subjecti ve language and biased languag e. 

Rewri te the letter using objecti ve language and elimina ting biased 

languag e. 

^

� �+#3�#  ^�+�^� ,+ ^�11 11* + 2̂ k̂̂ :̂@



8. Visuals Assessments 

�%+(1^5%))^+,2^5,0 (^%+^��%2^*,� C^� ,^�� �  11^*� 2 0%�)1D^

 %2$ 0^

K^ �)%�(^X�0 4% 5^�$�+#  1Y^,.2%,+^,+^0%#$2^1%� ^,"^

.�#  D^�+�^)%+(1^5%))^5,0 (^,+^2$� 2^.�#  ^

K^ � �D^$%#$)%#$2^2$ ^)%+(^7,3^5 �+ 2^2,^�� �  11^�+�^

�)%�(^,+^2$ ^X�$�%+Y^%�,+^%+^2$ ^2,,)��0 C^�,. 7^�+�^

.�12 ^2$ ^)%+(^%+^�^+ 5^�0 , 51 0^5%+�, 5 C^

Assignment #1 

Write a paragraph explaining what is meant by the 
following statement: While the visual and text of a 
document complement each other, each should be 
able to stand alone. Your paragraph must be at least 
100 words 

Post your completed assignment to the 
corresponding forum on the Discussion Board. Be 
sure to end your post with a question and to respond 
to another studentÕs posting. Remember to end your 
response with a with a question. 

Assignment #2  

1. Access the following link:  http://www.osha.gov/
SLTC/etools/evacuation/egress_construction.html 

2. Choose OSHAÕS Routes demonstration Routes 

:A^̂k̂ �̂ %13�)1^�11 11* + 21
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#1 or OSHAÕ S Routes demonstration Routes #2 (see 
the links in the upper right side of the page) and 
write a summary (at least 200 words) that explains 
how the visual (which is a picture) and partition text 
complement each other and how each can stand 
alone.  

Post your completed assignment to the 
corresponding forum on the Discussion Board.  Be 
sure to end your post with a question and to respond 
to another studentÕs posting. Remember to end your 
response with a with a question. 

 

Grading Rationale : 

��990.43,4:9� �������
�

� %13�)1^�11 11* + 21̂ k̂̂ :̂B



�54:,4:�(++8,99,9�(990.43,4:	�� ���5;:�5-����

& 58+�*5;4:	�&58+�*5;4:�09�
(**58+04.�:5�:/,�8,7;08,+�=58+�
*5;4:�04�,(*/�(990.43,4:	 �

K^ �990.43,4:����������=58+9��
K^ �990.43,4:��
���
���=58+9	�


��5;:�5-����

�,+ 2 +2^50%22 +^%+^�+^ �1%)7^
�� �  11 �^" ,0*� 2C^���04:��)52+�
03658:(4:�=58+9�(4+�6/8(9,9	��


��5;:�5-����

�(4.;(.,��6;4*:;(:054��(4+�
9,4:,4*,�9:8;*:;8,	�

���5;:�5-����

�4+�580.04(2�659:�=0:/�(�3,(404.-;2�
��7;,9:054�:/(:�8,2(:,9�:5�:/,�
(990.43,4:	�

��5;:�5-��	�

#,62?�:5�(45:/,8�659:�=0:/�(�
:/5;./:-;2�8,62?�:/(:�8,2(:,9�:5�:/,�
9:;+,4:A9�659:	��

��5;:�5-���

�4+�8,62?�=0:/�(�3,(404.-;2�
7;,9:054�:/(:�8,2(:,9�:5�:/,�9:;+,4:A9�
659:	�

��5;:�5-���

 

Assignment #3 

With information from the readings and other 
research, define each of the following visuals, explain 
under what circumstances each of the following 

;9 ^̂k̂ �̂ %13�)1^�11 11* + 21



visuals would be used, and give an example of using 
each of the visuals: 

 

t̂able: 
 line graph: 

 bar graph: 

 diagram: 

 photograph: 

 lay out: 

 

Grading Rationale : 

Assignment #3 

Total grade is based on 100%. 

�(*/�:()2,�09�=58:/��
�6504:9	��(*/�
5-�:/,���9;)�9,*:0549�5-�,(*/�:()2,�
09�=58:/���6504:9	��

�
�5;:�5-���
�

�,+ 2 +2^%1^50%22 +^%+^�+^ �1%)7^
�� �  11 �^" ,0*� 2Ĉ̂ ^̂

;9^,32^, "^
:9 ;^

� �+#3�#  D^.3+� 23�2%,+D^�+�^
1 + 2 +�  ^1203�230 C^

:9^,32^, "^
:9 ;^

 
^

� %13�)1^�11 11* + 21̂ k̂̂ ;̂:



9. Websites Assessments 

Assessment #1 

:C^� 1 �0 �$^�0 ,11T�3)230�)^�%"" 0  +�  1 0̂ #�0 �%+#^+3*� 0^" ,0*� 22%+#^

�+�^2%* ^" ,0*� 22%+#C^

;C^ � 1 �0 �$^ �0 ,11T�3)230�)^ �%"" 0  +�  1^ 0 #�0 �%+#^ �300 +� 7D^

5  %#$21N* �130 * + 21D^�+�^.�. 0^1%8 C^

<Ĉ� 0%2 ^�^;99^5 ,0 �^0 .,0 2^P31 ^�^2 �$+%��)^",0*� 2Q^� "%+%+#�̂+�^

#%4%+#^  6�*.) 1^ , "^ �0,11^ �3)230�)^ �%"" 0  +�  1^ 0 #�0 �%+#̂+3*� 0^

",0*� 22%+#D2̂%* ^",0*� 22%+#D�̂300 +� 7D^5 %#$21N* �130 * + 21D^�+�^

.�. 0^1%8 C^

^

Grading Rationale : 

�11%#+* + 2^M:^

;; ^̂k̂ �̂  �1%2 1^�11 11* + 21



�,+ 2 +2^5,0 �^� ,3+ 2^%1^�2^
) �12^;99^5 ,0 �1C^

;9^,32^, "^:99^

�,+ 2 +2^%+�)3� 1^�))^>^%2 *1C^
�̂��$^% 2 *^%1^?^.,%+21C^���$^
� " %+%2%,+^�+�^ 6�*.) ^, "^
 ��$^%2 *^%1^5,0 2$^<^.,%+21Ĉ

<9^.,%+21C^

�,+ 2 +2^%1^50%22 +^%+^�+^
 �1%)7^�� �  11 �^2 �$+%��)^
",0*� 2D^31%+#^�,)�^$ ��%+#1D^
13�^$ ��%+#1D^*�0(  01D^
�$3+(%+#D^�+�^5$%2 ^
1.��  Ĉ^̂^

=9^,32^,"^:99^

� �+#3�#  D^.3+� 23�2%,+D^�+�^
1 + 2 +�  ^1203�230 C^

:9^,32^, "^:99C^

 
 

Assignment #2 

� %+�^ �^ 5 �1%2 ^ �+�^ �+�) 78 ^ 2$ ^ 1%2 ^ ",0^ 2$ ^ � 1%#+^  ) * + 21D^

�� � ,0 �%+#^2,^2$ �̂  �^� %2 1^*,�3) �̂ ,+ 2 +21C^

� %012D^ 13**�0%8 ^ 2$ ^ 5  �1%2 D^ ��� ,0 �%+#^ 2,^ �2^ ) �12^ =^ �%"" 0  + 2^

 ) * + 21^%+^2$ ^� 1%#+C^�,0^ 6�*.) D^$, 5^�0  ^2$ ^ ) * + 21^�00�+#  �^

",0^0 �� 0^1� �++%+#F^$,5^ �0  ^$ ��%+#1D^13�$ ��%+#1D^ �+�^ *�0 (  01^

.0  1 + 2 �F^ 5$� 2^ �+�^ $, 5^ �0  ^ 4%13�)1^ 31 �F^ $,5^ %1^ �0,11T�3)230�)^

� ,**3+%� � 2%,+^���0  11 �D^ 2�C^

� � ,+�D^ �+�) 78 ^ 2$ ^ 5  �1%2 C^ �,** + 2^ ,+^ 2$ ^  "" � 2%4 + 11^ , "^

 ��$^ , "^ 2$ ^  ) * + 21^ * + 2%,+ �^ %+^ 2$ ^ 13**�0 7C^ �, 5^ � ,3)�^ 2$ ^

�  �1%2 1^�11 11* + 21̂ k̂̂ ;̂ <
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� 1%#+^ � ^ 0 4%1 �^ " ,0^ �^ *,0  ^  " " � 2%4 ^ �� �  11^ 2,^ %+",0*� 2%,+I^

�  "  0  +�  ^ 7,30^ � ,** + 21^ 2,^ 2$ ^ 1. �%"%�^ %+",0*� 2%,+^ %+^ 2$ ^

0 ��%+#1C^

 Grading Rationale: 

�11%#+* + 2^M;^

� ,2�)^.,%+ 21^a^:@9^.%+21Ĉ̂�0 �� ^%1^��1 �^,+^:99eC^

Summar y: �,+ 2 +2^5,0 �^� ,3+ 2^%1^�2^) �12^;99^5 ,0 �1C^

;9^
,32^
, "^
:@9^

Summar y: �̂,+ 2 +2^%+�)3� 1^�))^=^ ) * + 21^%2 *1C �̂��$^5 ,0 2$^%1^>^
.,%+21C^

;9^
,32^
, "^
:@9^

Analysis: �,+ 2 +2^%1^�2^) �12^;99^5 ,0 �1C^

;9^
,32^
, "^
:@9^

Analysis: �̂" " � 2%4 + 11^, "^ ��$^, "^2$ ^=^ ) * + 21^%1^5,0 2$^C^

;9^
,32^
, "^
:@9C^

Analysis: �̂,** + 21^,"^� 1%#+C^� 4%1%,+C^

;9^
,32^
, "^
:@9C^

Analysis: �  "  0  +�  1^2,^0 ��%+#1C^

;9^
,32^
, "^
:@9^

Total con ten t %̂1^50%22 +^%+^�+^ �1%)7^�� �  11 �^2 �$+%��)^",0*� 2D^
31%+#^�,)�^$ ��%+#1D^13�^$ ��%+#1D^*�0(  01D^�$3+(%+#D^�+�^5$%2 ^
1.��  C^

=9^
,32^
, "^
:@9^

� �+#3�#  D^.3+� 23�2%,+D^�+�^1 +2 +�  ^1203�230 C^

:9^
,32^
, "^
:@9^

; =^̂k̂ �̂  �1%2 1^�11 11* + 21



 

Assessment #3 

�0  � 2 ^�^5  �1%2 ^� 1%#+^,"^;^,0^*,0  ^.�#  1E^

:C^	� + 2%"7 2̂$ .̂30.,1 ^, " 7̂,30^5  �1%2 C^

;C^ 	� + 2%"7^2$ ̂ ,�' � 2%4 1C^

<C �̂6.)�%+^$, 5^7,3^5%))^���0  11^2$ ^,�' � 2%4 1C^

=C �̂ " %+ ^7,30^� 3�% +�  C^

>C �̂0 �" 2^�^�,. 7^,"^2$ ^5 �1%2 [1^� 1%#+D^",�31%+#^,+^2$ ^�+%2[1^

) � 230 ^�+�^�  ��%+#1Ĉ�,+1%� 0^0  ��%+#^�+�^4% 5%+#^2$ ^

13..) * + 2�)^"%) 1C^

?C^� 1%#+^2$ 5̂  �1%2 C^

P� ,2 E^̂ � ,3^�, +̂,2^+  �^2,^�0  � 2 ^�+^�� 23�)^5 �1%2 Ĉ̂ � ,3^,+) 7^+  �^

2,^�0 � 2 ^�+�^13�*% 2^�^5 �1%2 �̂ 1%#+CQ^

@C^�11 11^2$ ^0 ��%+#^) 4 )^, "^7,30^5  �1%2 Ĉ̂ � %+�^�^"0  ^1%2 ^

2$� 2̂  4�)3� 2 1^ 2$ ^ 0 ��%+#^ ) 4 )^ , "^ �^ �,�3* + 2Ĉ̂� 3�*% 2^ 7,30^

5  �1%2 ^ 2,^ 2$ 1̂%2 �̂+�^ 50%2 ^ 2$ ^ 0 ��%+#^ ) 4 )^ , "^ 2$ ̂ 7,30^

5  �1%2 ^ ,+^ 2$ ^ 2,.^ 0%#$2^ �,0+ 0^ , "^ 7,3 �̂11%#+* + 2Ĉ̂�,^ +,2^

%� +2%"7^2$ ^1%2 ^ ,+^7,30^ �11%#+* + 2C^ 	+12 ��D^  T*�%)^ * ^2$ ^

1%2 [1^$22.C^

^

Grading Rationale: 

�11%#+* + 2^M<^

^

�  �1%2 1^�11 11* + 21̂ k̂̂ ;̂>



�,+ 2 +2^,"^2$ ^5 �1%2 ^� 1%#+^%+�)3� 1^=^%2 *1C^̂���$^% 2 *^%1^
5 ,0 2$^:9^.,%+21C^

:C^ 	� + 2%"% 1^2$ ^.30.,1 ^",0^, "^7,30 ^̂5  �1%2 C^
;C^ 	� + 2%"% 1^2$ ̂,�' � 2%4 1^, "^7,30^5  �1%2 C^
<C^� *,+120 � 2 1^$,5^7,3^���0  11^2$ ^,�' � 2%4 1^, "^7,30^

5  �1%2 C^
=C^�  )� 2 1^2,^�^1. �%"%�^�3�% +�  ^� " %+ �^� 7^7,30^5  �1%2 C^

���$^% 2 *^%1^5,0 2$^>^.,%+21C^

=9^,32^,"^
:99^

�  �1%2 ^� 1%#+^%1^� 1%#+ �^%+^�+^ "" � 2%4 ^",0*� 2^2$�2^) ��1^
2$ ^0 �� 0[ 1^�22 +2%,+C^

>9^,32^,"^
:99^

� �+#3�#  D^.3+� 23�2%,+D^�+�^1 +2 +�  ^1203�230 C^ :9^,32^, "^
:99^

^

 
 

;? ^̂k̂ �̂  �1%2 1^�11 11* + 21



10. Memo Assessment 

�%+(1^5%))^+,2^5,0 (^%+^��%2^*,� C^� ,^�� �  11^*� 2 0%�)1D^

 %2$ 0^

K^ �)%�(^X�0 4% 5^�$�+#  1Y^,.2%,+^,+^0%#$2^1%� ^,"^

.�#  D^�+�^)%+(1^5%))^5,0 (^,+^2$� 2^.�#  ^

K^ � �D^$%#$)%#$2^2$ ^)%+(^7,3^5 �+ 2^2,^�� �  11^�+�^

�)%�(^,+^2$ ^X�$�%+Y^%�,+^%+^2$ ^2,,)��0 C^�,. 7^�+�^

.�12 ^2$ ^)%+(^%+^�^+ 5^�0 , 51 0^5%+�, 5 C^

^

Assessment #1 

:C^�0  � 2 ^�^1�  +�0%,^",0^�^� ,*.�+ 7[1^0 /3 12^" ,0^�^�0 ,' � 2%,+^

�+�) 71%1̂�%* )%+ Ĉ� # %+̂2$ ^�11%#+* + 2^5%2$̂ �^�0% "^13**�0 7^

, "^2$ ^1� +�0%,C^

;C^ � 0%2 ^�^�0 ,' � 2%,+̂�+�) 71%1^�%* )%+ ^
 *,^5% 2$^�^��+ 22^�$�0 2C^

^

�$ ^�0 ,' � 2%,+^�+�)71%1^*312^%+�)3� ^2$ ^",)), 5%+#E^

K^ � 2^) �12^=^*�',0^"�� 2,01C^

K^ =^1 � 2%,+1E^	+20,�3� 2%,+D^�+�)71%1^,"^��� 2,01D^�,+1%� 0� 2%,+1D^

�%*%2�2%,+1C^


  *,^�11 11* + 2̂ k̂̂ ;̂@



�$ ^��+ 22^�$�0 2^*312^%))3120� 2 ^2$ ^"�� 2,01 �̂+�^2$ %0^�,00 1.,+�%+#^

�� 2 1C^

�  ^ 2$ ^ ",)), 5%+#^  6�*.) E^ $̂22.1ENN1<T31T

5  12T;C�*�8 ,+� 51C�,* N, 0" %) 1N2 �$+%��)`50%2%+#N

�6�*.) `
  *,`�0 ,' � 2%,+`�+�) 71%1`�%* )%+ `5%2$`��+ 22`�$�0 2C

�,�^

^

Grading Rationale : 

� 3**�0 7^,"^1� +�0%,C^ :9^,32^, "^:99^
�,+ 2 +2Ê�$ ^�0 ,' � 2%,+^
�+�) 71%1^� "%+ 1^�2^) �12^=^
*�',0^"�� 2,01C^���$^"�� 2,0^%1^
5 ,0 2$^>^.,%+21^ ��$C^

;9^,32^, "^:99^

�,+ 2 +2E^�,0*� 2^%+�)3� 1^=^
1 � 2%,+1W^	+20,�3� 2%,+D^
�+�) 71%1^,"^�%+�%+#1D^
�,+1%� 0 � 2%,+1D^�+�^
�%*%2�2%,+1D^5$%�$^%1^
.0  1 + 2 �^%+^�+^ �1%)7^
�� �  11 �^2 �$+%��)^",0*� 2Ĉ̂

�  ^�+�^" ,)), 5^2$ ^
 6�*.) C^

<9^,32^,"^:99^

��+ 22^�$�0 2^%))3120� 2 1^=^
*�',0^"�� 2,01^�+�^
� ,00 1.,+�%+#^�� 2 1C^

<9^,32^,"^:99^

� �+#3�#  D^.3+� 23�2%,+D^�+�^
1 + 2 +�  ^1203�230 C^

:9^,32^, "^:99^

^

;A ^̂k̂ 
̂  *,^�11 11* + 2

https://s3-us-west-2.amazonaws.com/oerfiles/technical+writing/Example+Memo+Projection+Analysis+Timeline+with+Gantt+Chart.doc
https://s3-us-west-2.amazonaws.com/oerfiles/technical+writing/Example+Memo+Projection+Analysis+Timeline+with+Gantt+Chart.doc
https://s3-us-west-2.amazonaws.com/oerfiles/technical+writing/Example+Memo+Projection+Analysis+Timeline+with+Gantt+Chart.doc
https://s3-us-west-2.amazonaws.com/oerfiles/technical+writing/Example+Memo+Projection+Analysis+Timeline+with+Gantt+Chart.doc


11. Letters Assessments 

Assignment #1 

Scenario: 

� ,3^ �,3# $2^ �^ + 5^ � �0^ %+^ � .2 *� 0 ;̂9:<C^ � +^ *,+ 2$1^ )�2 0D^


3)7 ;̂9:=D^ 2$ ^ ��0^ $��^ �  +^ %+^ 2$ ^ 1$,.^ <^ 2%* 1D^ ,+� ^ ",0^ �^

20�+1*%11%,+^*�)"3+� 2%,+D^ ,+� ^ ",0^2$ ^ .�%+2^ "��%+#D^ �+�^ ,+� ^ ",0^

2$ ^�0  �(1^"�%)%+#C^�, 5 D^7,3^� �+^"  )^2$�2^2$ ^20�+1*%11%,+^*� 7^� ^

1)%..%+#C^

Acti vi ty: 

� 1%+#^�^"%�2%2%,31^��0^�,*.�+ 7^�+�^���0  11D^50%2 ^�^�)�%*^� 22 0^

2$�2^���0  11 1^2$ ^��, 4 ^0� 2%,+�) C^�1 ^�^�),�(^12 7) ^",0*� 2C^

�0 ��%+#^�3�0%�E^

�,00  � 2^�,0*� 2^P31 ^*,�%" % �^�),�(Q^E^<9e^

�,00  � 2^�..0 ,��$^" ,0^�3�% +�  E^<9e^

� �0 �#0 �.$^�0 #�+%8�2%,+Ê̂̂;9e^

�0 �**�0^�+�^�3+� 23�2%,+E^;9e^

^

Assignment #2 

Scenario: 
The car company received your claim letter 

(as in Assignment #1) and researched your 
records. They discovered that when you 
bought your car in September 2013, you 
bought a car that was previously used by the 

� 22 01^�11 11* + 21̂ k̂̂ ;̂B



dealership as demonstration model and had 
been driven for 5000 miles at the time of 
purchase. Therefore, the car had a limited 
warranty, for 6 months, which expired in 
March 2014. 

^

Activity 
� 1%+#^ 2$ ^ 1�* ^ "%�2%2%,31^ ��0^ �,*.�+ 7^ �+�^ ���0  11^ �1^ %+^

�11%#+* + 2^M:D^50%2 ^�^�  #� 2%4 ^��'312* + 2^� 22 0^2$�2^���0  11 1^

2$ ^��, 4 ^0� 2%,+�) ^2,^� + 7^2$ ^�)�%*C^�1 ^�^�),�(^12 7) ^",0*� 2C^

�0 ��%+#^�3�0%�E^

�,00  � 2^�,0*� 2P�1 ^�),�(^,0^*,�%" % �^�),�(QE^<9e^

�,00  � 2^�..0 ,��$^" ,0^�3�% +�  E^<9e^

� �0 �#0 �.$^�0 #�+%8�2%,+^g^��'312* + 2^",0^�  #� 2%4 ^� ,+ 2 +2Ê̂ ;̂>e^

�0 �**�0^�+�^�3+� 23�2%,+E^:>e^

   
^

^

Assignment #3 

Scenario: 

� ,30^ � ,*.�+ 7^ 5�1^ 2$ ^ 0 �%.% +2^ ," <̂^ "3))^
1�$,)�01$%.1^ "0,*^ �^ " ,3+�� 2%,+D̂",0^ 2$0  ^ , "^ 7,30^
 *.), 7  1^ 2,^  �0+^ 2$ %0^ �11,�%�2 ^ � #0   1^ %+^
WWWWWW^P7,3^%� + 2%"7^� #0   QĈ

Acti vi ty: 
:C^ �0 � 2 ^ �^ � ,*.�+ 7D̂",3+�� 2%,+D^ �+�^ ,2$ 0^

0 )� 2 �^%+",0*� 2%,+Ĉ̂̂
;C^ � 0%2 ^ �^ �$�+(^ � ,3^ ) 22 0^ 2,^ 2$ ^ ",3+�� 2%,+D^

2$�+(%+#^2$ *^",0^2$ ^1�$,)�01$%.1Ĉ

<9^̂k̂ �̂ 22 01^�11 11* + 21



Use a block style format.  
�0 ��%+#^�3�0%�E^

�,00  � 2^�,0*� 2E^<9e^

�,00  � 2^�..0 ,��$^" ,0^�3�% +�  E^<9e^

� �0 �#0 �.$^�0 #�+%8�2%,+Ê̂̂;>e^

�0 �**�0^�+�^�3+� 23�2%,+E^:>e^

^

� 22 01^�11 11* + 21̂ k̂̂ <̂:



12. Descriptive and 
Prescriptive Reports 
Assessments 

�%+(1^5%))^+,2^5,0 (^%+^��%2^*,� C^� ,^�� �  11^*� 2 0%�)1D^

 %2$ 0^

K^ �)%�(^X�0 4% 5^�$�+#  1Y^,.2%,+^,+^0%#$2^1%� ^,"^

.�#  D^�+�^)%+(1^5%))^5,0 (^,+^2$� 2^.�#  ^

K^ � �D^$%#$)%#$2^2$ ^)%+(^7,3^5 �+ 2^2,^�� �  11^�+�^

�)%�(^,+^2$ ^X�$�%+Y^%�,+^%+^2$ ^2,,)��0 C^�,. 7^�+�^

.�12 ^2$ ^)%+(^%+^�^+ 5^�0 , 51 0^5%+�, 5 C^

^

Assignment #1 

Wri te a Pr ocedur e Explanation (2nd P erson I nstructional R eport ). 

�$ ^ " ,)), 5%+#^ 5 �1%2 %̂1^ �^ �0,�  11 �̂6.)�+� 2%,+^ P<0�^ �  01,+^

	+1203�2%,+�)^ � .,0 2QC^ � 50%2 ^ 2$ ^ �  .,0 2^ �1^ �^ �0,�  �30  ^

�6.)�+� 2%,+^P;+�^� 01,+^	 +1203�2%,+�)^� .,0 2QC^

$22.ENN5 5 5 C $,5 C�,* N5 � 7W>:=@B<:W.0,�  11T1 ))T, 5+T

$,* C$ 2*)M%688;�� �;��A ^

�  4% 5^ 2$ ^ %+1203�2%,+1^ ,+̂�0 ,�  �30  �̂6.)�+� 2%,+^ P;0�^ �  01,+^

	+1203�2%,+�)^ � .,0 2QĈ� ^ 130  ^ 2,^ � � 2 #,0%8 ^ 12 .1^ %+2,^ <^ ,0^ =^ ",0^

<; ^̂k̂ �̂ 1�0%.2%4 ^�+�^�0  1�0%.2%4 
�  .,0 21^�11 11* + 21

http://www.ehow.com/way_5147931_process-sell-own-home.html#ixzz2SdD2Ab8e
http://www.ehow.com/way_5147931_process-sell-own-home.html#ixzz2SdD2Ab8e


*�',0^$ ��%+#1C^�,)), 5^ ��$^*�',0^$ ��%+#^5%2$^0 )� 2 �^12 .1D^13�^

12 .1D̂*�0 (  01D^�+�^4%13�)1C^̂ �  * *� 0^2,^�, 6^,""^%+",0*� 2%,+^2$�2^

%1^+,2^�^12 .C^

� 3�*% 22 �^�11%#+* + 21^2$�2^���0  11^,2$ 0^"%) 1D̂5  �1%2 1D^,0^1 21^

, "^%+1203�2%,+1̂5%))^+,2^� ^�� �  .2 �C^

^

^

Grading Rationale: 

�11%#+* + 2^M:^

^

�� 2 #,0%8%+#^12 .1^%+2,^
�',0^�  ��%+#1^ ;9^,32^
, "^:99^

� # %++%+#^12 .1^5%2$^2$ ^3+� 012,,�^7 ,3D^",0^;+�^. 01,+^
%+1203�2%,+�)C^

;9^,32^
, "^:99^

	� + 2%"7%+#^12 .1^�+�^13�^12 .1D^31%+#^+3*� 01D^) 22 01D^�3)) 21D^
,0^�),1 �^.�0  + 2$ 1 1^+3*� 01D^�1^�..0 ,.0%� 2 C^

:9^,32^
, "^:99^

	� + 2%"7%+#^��� �^%+",0*� 2%,+^,0^�,2 1C^ :9^,32^
, "^:99^

� 1 ^, "^5$%2 ^1.��  C^ :9^,32^
, "^:99^

� 1 ^, "^4%13�)1C^ :9^,32^
, "^:99^

�+) 7^.0 1 + 2%+#^,+ ^.% �  ^, "^%+1203�2%,+^. 0^12 .N13�^12 .C^ :9^,32^
, "^:99^

� �+#3�#  D^.3+� 23�2%,+D^�+�^1 +2 +�  ^1203�230 C^ :9^,32^
, "^:99^

^

^

� 1�0%.2%4 ^�+�^�0  1�0%.2%4 ^�  .,0 21^�11 11* + 21̂ k̂̂ <̂<



Assignment #2 

Revise Pr ocess Explanations ( 3r d Person I nstructional R eports ): 

^

�$ ^" ,)), 5%+#^)%+( �^�0 2%�) 1̂�0  ^�0 ,�  11^�6.)�+� 2%,+1^P<0�^�  01,+^

	+1203�2%,+�)^� .,0 21Q^50%22 +^%+^���� *%�^" ,0*� 21E^

K^ �$ ^.0 ,�  11^, "^$,5^5  ^�0  �*E $̂22.ENN5$ 7T1�%C�,* N�0  �*1 N^

K^ � , 5^0�%+^"�))1^%+^�0,.1E^̂$22.ENN5 5 5 C*��1�%C,0#N.,121 N

�0 �$%4 1N� 3#;999 NB?@9<@;9>C�$C0C$2*)^

� %012D^ 0 4% 5^ 2$ ^ %+1203�2%,+1^ ,+̂�0 ,�  11^ �6.)�+� 2%,+^ P<0�^ �  01,+^

	+1203�2%,+�)^� .,0 2QC^

� � ,+�D^ �$,,1 ^ ,+ ^ , "^ 2$ ^ "%) 1^ �+�^ 0 50%2 ^ %21̂�0 ,�  11^

�6.)�+� 2%,+D^ %+^ �^ � �$+%��)^ ",0*� 2D^ 31%+#^ $ ��%+#1D^ 13�T$ ��%+#D^

*�0 (  01D^�+�^4%13�)1C^

� ^ 130  ^ 7,3 (̂+, 5^ 2$ ^ �%"" 0  +�  ^ � 25   +^ �^ �0 ,�  �30  ^

 6.)�+� 2%,+^ �+�^ �^ �0,�  11^  6.)�+� 2%,+Ĉ
�(  ^ 130 ^ 7,3^ $� 4 ^ �^

�0 ,�  11 �̂6.)�+� 2%,+̂P<0�C^� 01,+ V̂^	+1203�2%,+�)^� .,0 2QC^

^

Gr ading Rationale: 

�11%#+* + 2^M;^

^

� 1 ^, "^$ ��%+#1^ ;9^,32^, "^:99^

� 1 ^, "^13�^$ ��%+#1^ ;9^,32^, "^:99^

� 1 ^, "^*�0 (  01^ :>^,32^, "^:99^

� 1 ^5$%2 ^1.��  ^ :>^,32^, "^:99^

� 1 ^, "^4%13�)1^ ;9^,32^, "^:99^

� �+#3�#  D^.3+� 23�2%,+D^�+�^1 +2 +�  ^1203�230 C^ :9^,32^, "^:99^

�11%#+* + 2^M<Ê̂� 0%2 ^�^� 1�0%.2%4 ^0 .,0 2^,+^,+ ^, "^2$ ^",)), 5%+#E^

P:Q̂̂� , 5^�0  ^� �+� 7^��+ 1^*�� I^

<=^̂k̂ �̂ 1�0%.2%4 ^�+�^�0  1�0%.2%4 ^�  .,0 21^�11 11* + 21

http://why-sci.com/dreams/
http://www.madsci.org/posts/archives/aug2000/967037205.Ph.r.html
http://www.madsci.org/posts/archives/aug2000/967037205.Ph.r.html


P;Q̂̂� , 5^�,^7 ,3^0 # %12 0^",0^�)�11 1^� 2^7,30^,0 #�+%8�2%,+I^

P<Q̂̂� , 5^�,^7 ,3^20�%+^�^.3.. 7I^

Gr ading Rubric: 

�) �0D^�0#�+%8 �^� 2 .1 ^̂^̂^̂^̂^̂^̂^̂^̂^̂^̂^̂^̂^̂^̂^̂^̂^̂^̂ <̂9e^

�) �0 ^̂g^2$,0,3# $^� 1�0%.2%,+1^,"^12 .1^̂^̂^̂^̂^̂^̂<9e^

�" " � 2%4 ^� 1 ^, "^� %13�)1̂̂^̂^̂^̂^̂^̂^̂^̂^̂^̂^̂^̂^̂^̂^̂^̂^̂^̂ ;̂9e^

� �+#3�#  D^.3+� 23�2%,+D^�0�**�0 ^̂^̂^̂^̂^̂^̂^̂^̂^̂^̂^̂;9e^

^

�11%#+* + 2^ M=Ê̂� 0%2 ^ �^ .0  1�0%.2%4 ^ 0 .,0 2^ ,+^ ,+ ^ , "^ 2$ ^

",)), 5%+#E^

P:Q̂̂� , 5^2,^�$�+#  ^�^2%0 ^

P;Q̂̂� , 5^2,^.32^,+^#)�*,30^*�(  3.^

P<Q̂̂� , 5^2,^*�(  ^)�1�#+�^

Gr ading Rubric: 

�) �0D^�0#�+%8 �^� 2 .1 ^̂^̂^̂^̂^̂^̂^̂^̂^̂^̂^̂^̂^̂^̂^̂^̂^̂^̂ <̂9e^

�) �0 ^̂g^2$,0,3# $^� 1�0%.2%,+1^,"^12 .1^̂^̂^̂^̂^̂^̂<9e^

�" " � 2%4 ^� 1 ^, "^� %13�)1̂̂^̂^̂^̂^̂^̂^̂^̂^̂^̂^̂^̂^̂^̂^̂^̂^̂^̂ ;̂9e^

� �+#3�#  D^.3+� 23�2%,+D^�0�**�0 ^̂^̂^̂^̂^̂^̂^̂^̂^̂^̂ ;̂9e^

� 1�0%.2%4 ^�+�^�0  1�0%.2%4 ^�  .,0 21^�11 11* + 21̂ k̂̂ <̂>



13. Classification and 
Partition Reports Assessment 

�%+(1^5%))^+,2^5,0 (^%+^��%2^*,� C^� ,^�� �  11^*� 2 0%�)1D^

 %2$ 0^

K^ �)%�(^X�0 4% 5^�$�+#  1Y^,.2%,+^,+^0%#$2^1%� ^,"^

.�#  D^�+�^)%+(1^5%))^5,0 (^,+^2$� 2^.�#  ^

K^ � �D^$%#$)%#$2^2$ ^)%+(^7,3^5 �+ 2^2,^�� �  11^�+�^

�)%�(^,+^2$ ^X�$�%+Y^%�,+^%+^2$ ^2,,)��0 C^�,. 7^�+�^

.�12 ^2$ ^)%+(^%+^�^+ 5^�0 , 51 0^5%+�, 5 C^

^

Assignment: 

� ,0^2$%1^�11%#+* +2^7,3^5%))^50%2 ^�^.0  11^0 ) �1 ^�++,3+�%+#^�^+ 5^

.,1%2%,+Ĉ�$,,1 ^�^� ,*.�+ 7^+�* ^�+�^� .̂,1%2%,+Ĉ� ,3^5%))^.�02%2%,+^

2$ .̂,1%2%,+^ ��� ,0 �%+#̂',�^ 0  1.,+1%�%)%2% 1^ �+�^ �32% 1Ĉ̂� ,3^ *312^

� 2�%)̂̂ � 2^ ) �12^ =^ ',�^ 0 1.,+1%�%)%2% 1Ĉ̂�$ ^ � # %+%+#^ ,"^ 2$ ^ .0 11^

0 ) �1 ^ 0 ) �1 ^ 5%))^ � ^ 2$ 0̂ ) �1 [1̂ 12�+��0 �^ %+",0*� 2%,+E^ 2$ ^ 2%2) ^

�  + 2 0 �D^ 5$%�$^ %� +2%"% 1^ 2$ ^ .30.,1 ^ , "^ 2$ ^ 0 ) �1 F 2̂$ ^ �� 2 ^ , "^

0 ) �1 ^,+^2$ ^2,.^0%#$2^*�0 #%+F^�+�^2$ ^�,*.�+ 7[1^%+",0*� 2%,+^,+^

2$ ^2,.^) " 2^*�0 #%+C^

�$ "̂%012^ 1 � 2%,+^ ,"^ 2$ ^ �,� 7 5̂%))̂� 2�%)̂',�^ 0  /3%0 * + 21E^ 2$ ^

� # %++%+#^�+�^�),1%+#^��2 1^",0 1̂3�*% 22%+#^�..)%�� 2%,+1D̂5$ 0  ^�+�^

<?^̂k̂ �̂)�11%"%�� 2%,+^�+�^� �0 2%2%,+
�  .,0 21^�11 11* + 2



$, 5^2,^13�*% 2^�..)%� � 2%,+1D̂�+�^,2$ 0 %̂+",0*� 2%,+^. 02%+ +2^2,^2$ ^

',�C �̂$ 1̂ � ,+�^ 1 � 2%,+^ ,"^ 2$ ^ �,� 7 5̂%))^ � ^ 2$ ^ .�02%2%,+Ê� 2�%)%+#^

2$ ^ ',�^ �� � ,0 �%+#^ 2,^ ',�^ 0 1.,+1%�%)%2% 1Ĉ�$ ^ 2$%0�^ 1 � 2%,+^ ,"^ 2$ ^

�,� 7^5%))^� ^�̂� 1�0%.2%,+ P̂.,1%2%4 ^� 220%�32%,+1Q^,"^7,30^� ,*.�+ 7C^

�  ^2$ ^ 6�*.) ^%+^2$ ^" ,)), 5%+#^"%) E^

$22.1ENN1<T31T5 12T;C�*�8 ,+� 51C�,* N, 0" %) 1N

2 �$+%��)`50%2%+#N���`�6�*.) W�0  11`�  ) �1 W:WW:WC�,� 6^

^

�  4% 5 2̂$ ^ 4%� ,1^ %+^ 2$ ^ �,+ 2 +2^ *,�3) ^ 2, #̂%4 ^ 7,3^ ��1%�^

%+",0*� 2%,+^ ,+^ 50%2%+#̂.0  11^ 0 ) �1 1C^ �̂ ,2 D^ $,5  4 0D^ 2$�2̂2$ ^

*�',0^ .�0 2^ ,"^ 2$%1^ �11%#+* +2^ %1^ 2,^ �,00 � 2)7^ ",0*� 2^ �^ .�0 2%2%,+^

0 .,0 2C^�$ 0 " ,0  D^*�(  ^130 ^7,3^" ,0*� 2^2$ ^2$%0�^1 � 2%,+^��� ,0 �%+#^

2,^ 2$ ^ ",0*� 2̂ �%1�311 �^ %+^ 2$ ̂�)�11^ � � 230 Ĉ�  ^ 2$ ^ #0��%+#^

0� 2%,+�) C^

Gr ading Rationale E^

�%2) D^��2 ^, "^0 ) �1 D^�,*.)�+ 7^%+",0*� 2%,+^ :̂9e^

�,� 7E^:12Ĉ1 � 2%,+C^ <9e^

�,� 7Ê̂;+�C^1 � ,+�C �̂$ ^;+�^1 � 2,+^5%))^%+�)3� ^�2^) �12^=^',�^
0 1.,+1%�%))%2% 1C^ =9e^

�,� 7Ê̂<0�C^1 � ,+�C^ :9e^

� �+#3�#  D^.3+� 23�2%,+D^�+�^1 +2 +�  ^1203�230 C^ :9e^

�11%#+* + 2^ M<^ �0%2 ^ �^ %+",0*�)^ �)�11%" %�� 2%,+^ 0 .,0 2^ %+",0*%+#^

.0 ,1. � 2%4 ^123� + 21^5$�2^�^2 �$+%��)^50%2%+#^�)�11^%1^)%( ^�+�^5$� 2^

2,^ 6. � 2Ĉ̂� ,30^� 3�% +�  ^� ,+1%121^,"^1,.$,*,0  ^123� + 21^5$,^$� 4 ^

$��^�^��1%�^�+# )%1$^�,*.,1% 2%,+^�)�11^�+�^"�%0)7^#,,�^50% 2%+#^1(%))1C^

�11%#+* + 2^M=Ê̂� 0%2 ^�^.�0 2%2%,+%+#^0 .,0 2^� 1�0%�%+#^,+ ^, "^2$ ^

",)), 5%+#^2,^.0,1. � 2%4 ^�3 7 01E^

K^ �^4 $%�) ^, "^7,30^�$,%�  ^P",0^�^"%012^2%* ^�37 0Q^

K^ �^+ 5^$,* ^P ",0^�^"%012^2%* ^"�*%)7^,"^<^U^.�0 + 21^�+�^�+^%+"�+2^

5%2$^�+^%+�,* ^, "^��,32^_:99 D999 Q^

K^ �+^�))^%+�)31%4 ^4�� � 2%,+^.��(�#  ^2,^�^� 12%+�2%,+^,"^7,30^

�$,%�  ^",0^�^0 2%0 �^� ,3.) ^P ��,32^ �0 )7^?9[1^2$�2^5�+ 2^2,^$�4 ^

�)�11%"%�� 2%,+^�+�^� �0 2%2%,+^� .,0 21^�11 11* + 2̂ k̂̂ <̂@

https://s3-us-west-2.amazonaws.com/oerfiles/technical+writing/OER+Example_Press+Release_1__1_.docx
https://s3-us-west-2.amazonaws.com/oerfiles/technical+writing/OER+Example_Press+Release_1__1_.docx


+ 5^�� 4 + 230 1 Q^

<Â k̂̂ �̂)�11%"%�� 2%,+^�+�^� �0 2%2%,+^� .,0 21^�11 11* + 2



14. Informative Presentations 
Assessment 

�%+(1^5%))^+,2^5,0 (^%+^��%2^*,� C^� ,^�� �  11^*� 2 0%�)1D^

 %2$ 0^

K^ �)%�(^X�0 4% 5^�$�+#  1Y^,.2%,+^,+^0%#$2^1%� ^,"^

.�#  D^�+�^)%+(1^5%))^5,0 (^,+^2$� 2^.�#  ^

K^ � �D^$%#$)%#$2^2$ ^)%+(^7,3^5 �+ 2^2,^�� �  11^�+�^

�)%�(^,+^2$ ^X�$�%+Y^%�,+^%+^2$ ^2,,)��0 C^�,. 7^�+�^

.�12 ^2$ ^)%+(^%+^�^+ 5^�0 , 51 0^5%+�, 5 C^

� 0%2 ^ �+^ 	+",0*� 2%4 �̂0  1 + 2�2%,+^ ,+^ 7,30^ ;+�^ . 01,+^

	+1203�2%,+�)̂�  .,0 2E^�, 5^2,^� ))^� ,30^� ,* C^

�  ^ 2$ ^ ",)), 5%+#^  6�*.) E ^̂$22.1ENN1<T31T

5  12T;C�*�8 ,+� 51C�,* N, 0" %) 1N2 �$+%��)`50%2%+#N

�6�*.) `	 +",0*� 2%4 `�0 �)`�0  1 + 2�2%,+`	+12�))%+#`�`$�0 �`�0%4 C�

,�^

� 3�*% 2^ 7,30^ .0  1 + 2�2%,+^ 2,^ 2$ ^ �%1�311%,+^ �,�0�^ 3+� 0^ 2$ ^

� ,00 1.,+�%+#^" ,03*C^

� ^ 130  2̂,^  +�^ 7 ,30^ �11%#+* + 2^ 5%2$^ �^ /3 12%,+D^ 0 .) 7^ 2,^

�+,2$ 0 1̂23� + 2[1^.0 1 + 2�2%,+D^�+�^ +�^2$ ^0 .) 7^5%2$^�^/3 12%,+C^

^

^
Grading Rationale : 

	+",0*� 2%4 ^�0  1 + 2�2%,+1
�11 11* + 2̂ k̂̂ <̂B

https://s3-us-west-2.amazonaws.com/oerfiles/technical+writing/Example+Informative+Oral+Presentation+Installing+a+hard+drive.doc
https://s3-us-west-2.amazonaws.com/oerfiles/technical+writing/Example+Informative+Oral+Presentation+Installing+a+hard+drive.doc
https://s3-us-west-2.amazonaws.com/oerfiles/technical+writing/Example+Informative+Oral+Presentation+Installing+a+hard+drive.doc
https://s3-us-west-2.amazonaws.com/oerfiles/technical+writing/Example+Informative+Oral+Presentation+Installing+a+hard+drive.doc
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	+",0*� 2%4 ^�0  1 + 2�2%,+1^�11 11* + 2̂ k̂̂ =̂:



15. Research Assessment 

�%+(1^5%))^+,2^5,0 (^%+^��%2^*,� C^� ,^�� �  11^*� 2 0%�)1D^

 %2$ 0^

K^ �)%�(^X�0 4% 5^�$�+#  1Y^,.2%,+^,+^0%#$2^1%� ^,"^

.�#  D^�+�^)%+(1^5%))^5,0 (^,+^2$� 2^.�#  ^

K^ � �D^$%#$)%#$2^2$ ^)%+(^7,3^5 �+ 2^2,^�� �  11^�+�^

�)%�(^,+^2$ ^X�$�%+Y^%�,+^%+^2$ ^2,,)��0 C^�,. 7^�+�^

.�12 ^2$ ^)%+(^%+^�^+ 5^�0 , 51 0^5%+�, 5 C^

^

Assessment #1 

�,*.) 2 ^�+�^13�*% 2^2$ ̂�� �^/3%8C^

� ,3^ $� 4 ^ *3)2%.) ^ � 22 *.21^ 2,^ %*.0 , 4 ^ 7,30^ 1� ,0  C^ �$%1^ /3%8^ %1^

 ) � 20,+%��)) 7^#0�� �C^�$ 0  " ,0  D^%** �%�2 )7^�"2 0^7,3^13�*% 2^2$ ^

/3%8^7,3^� �+^1  ^7,30^#0�� C^

� ^ 130  ^ 2,^ 0 4% 5^ 2$ ^ �  1 �0 �$^ 1 � 2%,+̂, "^ 2$ ^ �,301 ^ .0%,0^ 2,^

� 22 *.2%+#^2$ ^/3%8C^

�$ 1 #̂3%� )%+ 1^5 0  ^31 �^2,^�0  � 2 ^2$ /̂3%8C^

^

Grading Rationale: 
The quiz grade is based on 100%. 
	���� � ��� ��E^

�, 5+),��^2$ ^/3%8^" %) ^$ 0 ^2,^%*.,0 2^%+2,^7,30^�
�C^

=; ^̂k̂ �̂  1 �0 �$^�11 11* + 2

https://courses.candelalearning.com/technicalwriting1xmaster/part/research/


�  1 �0 �$^�� �^�3%8^	�
 ��^� %) ^

�  1 �0 �$^�11 11* + 2̂ k̂̂ =̂<

https://s3-us-west-2.amazonaws.com/oerfiles/technical+writing/CommonCartridge_TCC.ENG131_20150309081807.imscc


16. Problem Analysis 
Assessment 

�%+(1^5%))^+,2^5,0 (^%+^��%2^*,� C^� ,^�� �  11^*� 2 0%�)1D^

 %2$ 0^

K^ �)%�(^X�0 4% 5^�$�+#  1Y^,.2%,+^,+^0%#$2^1%� ^,"^

.�#  D^�+�^)%+(1^5%))^5,0 (^,+^2$� 2^.�#  ^

K^ � �D^$%#$)%#$2^2$ ^)%+(^7,3^5 �+ 2^2,^�� �  11^�+�^

�)%�(^,+^2$ ^X�$�%+Y^%�,+^%+^2$ ^2,,)��0 C^�,. 7^�+�^

.�12 ^2$ ^)%+(^%+^�^+ 5^�0 , 51 0^5%+�, 5 C^

^

Assessment: 

� 0%2 ^�^�0 ,�) *^�+�) 71%1^� .,0 2C^
� 1 ^2$ ^",0*� 2^.0, 4%� �^%+^2$ ^�0 ,�) * �̂+�) 71%1 �̂4 0 4% 5 �̂1^7,30^

#3%� ^ ",0^ � 4 ),.%+#^7,30^ , 5+ �̂0 ,�) *^ �+�) 71%1^ � .,0 2C^̂� ,^1  ^ �^
� ,*.) 2 �^ 6�*.) D^0  4% 5^2$ ^��*.) ^�0 ,�) *^�+�) 71%1^� .,0 2^",0^
�  )�,+^� ��%)%2% 1C^

� ,2 ^2$� 2^2$%1^� .,0 2^+  �1^2,^���0  11^�^.0 �� 2%��)^.0 ,�) *D^,+ ^
5$%�$^ 7,3^ � �+^ . 01,+�)) 7^ %+")3 +�  ^ �$�+# %+#C^ 	2^ 1$,3)�^ � ^ �^
.0 ,�) *^%+^2$ ^7 ,30^5 ,0 (" ,0 �  D^+ %#$�,0 $,,�D^,0 #�+%8�2%,+D^ 2�C^�0^
7,3^ � ,3)�^ $� 4 ^ �$,1 +^ 2,^ *�(  ^ 3.^ �^ .0 ,�) *^ "0 ,*^ 1�  +�0%,^ 7,3^
�0  � 2 �C^

�  #�0 �) 11D^*�(  ^130 ^7,30^ .0 ,�) *^%1^+�00 , 5^  +,3# $^2$�2^7,3^

==^̂k̂ �̂0 ,�) *^�+�) 71%1^�11 11* +2

https://courses.candelalearning.com/technicalwriting1xmaster/chapter/problem-analysis_lecture-2/
https://s3-us-west-2.amazonaws.com/oerfiles/technical+writing/Problem+Analysis+Report+for+Teldon+Facilities.doc
https://s3-us-west-2.amazonaws.com/oerfiles/technical+writing/Problem+Analysis+Report+for+Teldon+Facilities.doc


� �+^ � ,)) � 2^ "%012^ $�+�^ ��2�D^ �7^ �,+�3� 2%+#^ %+2 04% 51D^ 0 4% 5^
0 � ,0 �1D^�,+�3� 2%+#^,+1%2 ^%+4 12%#�2%,+1D^ 2�C^	^1$,3)�^$�4 ^�)0  �� 7^
�..0 , 4 �^ 7,3^ .0 ,�) *C^ 	 "^ 7,3^ $� 4 ^ +,2^ �..0 , 4 �^ 7,30^ .0 ,�) *D^
.) �1 ^  T*�%)^ * ^ 7 ,30^ .0 ,�) *^ � " ,0  ^ 7,3^ � # %+^ 2$ ^ �0,�) *^
�+�) 71%1^� .,0 2C^

� ,2 E^�$ ^ �0 ,�) *^ �+�) 71%1^5%))^� ^ �^1 .�0� 2 ^#0�� F �̂)1,D^%2^5%))^

� ^.�0 2^,"^7,30^�  �1%�%)%27^�  .,0 2C^

� %+� ^ %2^ %1^ .�02^ ,"^ 7,30^ �  �1%�%)%27^ �  .,0 2D^ 	^ +  �^ 2,^ (+, 5^ 2$� 2^

7,3^$� 4 ^�^.0 ,�) *^2$� 2^��+ �̂ ^0  1 �0 �$ �D^2$�2^%2^%1^50%22 +^%+^2$ ^

� ,00 � 2^",0*� 2D^�+�^2$�2^%2^$�1^.0�� 2%��)^0 � ,** +�� 2%,+1C^

^

Grading Rationale : 

�0 ,�) *^�+�) 71%1^�11 11* +2̂ k̂̂ =̂>



Introduction section�,>62(049�
:/,�685)2,3	 ��

���5;:�5-�
���

Background section explains 
:/,�)(*1.85;4+�5-�:/,�
*536(4?
�9*/552
�8,*8,(:054�
*,4:,8
,:*	��(4+�:,229�=/5�
58+,8,+�:/,��4(2?909	��

%/,�6,8954�=/5�58+,8,+�:/,�
�4(2?909�4,,+9�:5�),�(4�
(+30409:8(:58�=/5�*5;2+�.0<,�
6,83099054�:5�*522,*:�-089:�/(4+�
+(:(	�

���5;:�5-�
���

Research section̂04*2;+,9�(�
9/58:�04:85+;*:054�:/(:�
04:85+;*,9�(22�(8,(9�5-�
8,9,(8*/��9;*/�(9�04:,8<0,=9��
8,<0,=�5-�8,*58+9��58�(�90:,�
04<,9:0.(:054	�%/,�8,9,(8*/�
3;9:�04*2;+,���(8,(9�5-�
8,9,(8*/��54,�(8,(�3;9:�),�
04:,8<0,=9	�

%/,�04:85+;*:054�09�-5225=,+�
)?�9;)�9,*:0549�:/(:�+,:(02�:/,�
(8,(9�5-�8,9,(8*/	��4�:/,�8,658:�
5-�04:,8<0,=9��,(*/�9:(:,3,4:�
3;9:�),�8,-,8,4*,+�:5�:/,�
04:,8<0,=,8	 �

#,658:,+�8,9,(8*/�09�
-583(::,+��;904.�/,(+04.9��
9;)�/,(+04.9��3(81,89��(4+�
=/0:,�96(*,	 �

���5;:�5-�
����

=?^̂k̂ �̂0 ,�) *^�+�) 71%1^�11 11* +2



Findings section̂8,658:9�:/,�
-04+04.9�-853�:/,�8,9,(8*/	�

���

Conclusion section )80,-2?�
9;33(80@,9�:/,�68,<05;9�
9,*:0549	�

���

Recommendations section
68,9,4:9���8,*533,4+(:0549	�

%/,�9,*:054�),.049�=0:/�(4�
04:85+;*:58?�9:(:,3,4:	�

�(*/�8,*533,4+(:054�),.049�
=0:/�(4�(*:054�<,8)	� 


��

�(4.;(.,��6;4*:;(:054��(4+�
9,4:,4*,�9:8;*:;8,	�

���5;:�5-�
���

 

�0 ,�) *^�+�) 71%1^�11 11* +2̂ k̂̂ =̂@



17. Summaries and Responses 
Assessments 

�%+(1^5%))^+,2^5,0 (^%+^��%2^*,� C^� ,^�� �  11^*� 2 0%�)1D^

 %2$ 0^

K^ �)%�(^X�0 4% 5^�$�+#  1Y^,.2%,+^,+^0%#$2^1%� ^,"^

.�#  D^�+�^)%+(1^5%))^5,0 (^,+^2$� 2^.�#  ^

K^ � �D^$%#$)%#$2^2$ ^)%+(^7,3^5 �+ 2^2,^�� �  11^�+�^

�)%�(^,+^2$ ^X�$�%+Y^%�,+^%+^2$ ^2,,)��0 C^�,. 7^�+�^

.�12 ^2$ ^)%+(^%+^�^+ 5^�0 , 51 0^5%+�, 5 C^

^

Assessments 

� 3�*% 2^<^�3**�0% 1 N�  1.,+1 1^

:C^� 1 �0 �$^2$ ^�0 ,�) *^�+�^�,)32%,+1^" ,0 7̂,30^�  �1%�%)%27^�  .,0 2C^

Note 2̂$�2^2$%1^0 1 �0 �$^%1^+,2^2$ ^1�* ^�1^2$ ^0 1 �0 �$^7,3^�%�^",0^

7,30^�0 ,�) *^ �+�) 71%1C^̂ � , 5  4 0D^7,3^5%))^ � ^ ���0  11%+#^2$ ^1�* ^

.0 ,�) *^ �1^ 7 ,3^ �%�^ ",0 7̂,30 �̂0 ,�) *^ �+�) 71%1C�̂ $%) ^ 2$ ^ 0 1 �0 �$^

",0^ 2$ ^ �0 ,�) *^ �+�) 71%1^ ",�31 1^ ,+^ in ternal ^ �� 2�^ P"0,*^

2$ %̂+12%232%,+^ 0 /3 12%+#^ 2$ ̂%+4 12%#�2%,+Q̂2$ ^ � 3**�0% 1 N

�  1.,+1 1^ " ,�31 1^ ,+^ external ^�� 2�^ P"0,*^ .)��  1^ ,321%� ^ , "^ 2$ ^

%+12%232%,+^2$�2^0 /3 12 �^2$ ^%+4 12%#�2%,+Q^2,^0 1 �0 �$^$, 5^,2$ 0^

1%*%)�0^.)�� 1^���0  11 �^2$ ^1�* ^,0^1%*%)�0^.0,�) *C^

=Â k̂̂ �̂ 3**�0% 1^�+�^�  1.,+1 1
�11 11* + 21



;C^ �$,,1 ^ 2$0   1̂,30 �  1^ P+ 51.�. 0^ �0 2%�) 1D^ �,** + 2�0% 1D^

',30+�)^ �0 2%�) 1D^ #, 4 0+* + 2^ �,�3* + 21D^  2�CQ^ �+�̂50%2 ^ �^

13**�0 7N0 1.,+1 ^" ,0^ ��$C �̂  * *� 0^2$� 2^ 4 0 7^1 +2 +�  ^%+^2$ ^

13**�0 7^ 1 � 2%,+1^ +  �^ �^ 0 "  0  +�  ^ 2,^ 2$ ^ 1,30�  ^ ",)), 5  �^ � 7^ %21^

�� 2 ^ , "^ .3�)%�� 2%,+C^ 	"^ 7,3^ 31 �^ �^ �%0 � 2^ /3,2 D^ 7,3^ �)1,^ +  �^ 2,^

%� +2%"7^2$ ^.�0 �#0 �.$^+3*� 0^, "^5$ 0  ^2$ ^/3,2 ^�.. �0  �C^	"^2$ ^

1,30 �  ^%1^�^.�"^"%) D^7,3^+  �^2,^%� +2%"7^2$ ^.�#  ^+3*� 0^%+12 ��^, "^

2$ ^.�0 �#0 �.$^+3*� 0 C^̂

� ,)), 5^2$ ^#3%� )%+ 1^",0^13**�0% 1 N0 1.,+1 1 %̂+^2$ ^ �3**�0 7^

�+�^�  1.,+1 ^1 � 2%,+^,"^2$%1^�,301 C^

� ,0^�^*,� )D^0  4% 5^2$ ^�6�*.) ^� 3**�0 7^�  1.,+1 ^�  )�,+^" %) C^

^

 Gr ading Rationale f or each Summar y/
Response: 

� 3**�0% 1^�+�^�  1.,+1 1^�11 11* + 21̂ k̂̂ =̂B

https://courses.candelalearning.com/technicalwriting1xmaster/chapter/summaries-responses_lecture-2/
https://s3-us-west-2.amazonaws.com/oerfiles/technical+writing/Example+Summary+Response+Teldon.docx


�583(:� �
�

K^ �0)205.8(6/?�%0:2,�
K^ $;33(8?�
K^ #,96549, �


��5;:�5-�����

$;33(8?��
�
�588,*:2?�8,-,8,4*04.�

95;8*,9�-58�04�:,>:�58�
6(8,4:/,:0*(2�*0:(:0549��
(**58+04.�:5��" �	 �

���5;:�5-�����

#,96549,��
�

K^ ";8659,�5-�:/,�(8:0*2,
�
&/?�=(9�:/,�(8:0*2,�
=80::,4��

K^ &/5�=(9�:/,�(;+0,4*,��
K^ �0+�:/,�(8:0*2,�3,,:�0:9�

6;8659,��
K^ �5�?5;�(.8,,�=0:/�:/,�

(8:0*2,��
K^ �5=�*(4�?5;�;9,�:/,�

04-583(:054�-58�?5;8�
6;8659,��

�
Remember, if you 

disagree with the 
article, you cannot 
use it to support 
your purpose. 


��5;:�5-�����

>9^̂k̂ �̂ 3**�0% 1^�+�^�  1.,+1 1^�11 11* + 21



�0)205.8(6/?�%0:2,��
�
�22�95;8*,9�(8,�*0:,+�04�

:/,��" ��9:?2,�5-�
+5*;3,4:(:054	�

�
�%/09�:/,�9(3,��" ��

-583(:�?5;�=5;2+�;9,�:5�
*0:,�95;8*,9�54�(�#,-,8,4*,�
6(.,	��

���5;:�5-�����

�(4.;(.,��6;4*:;(:054��(4+�
9,4:,4*,�9:8;*:;8,	�

���5;:�5-�����

� 3**�0% 1^�+�^�  1.,+1 1^�11 11* + 21̂ k̂̂ >̂:



18. Proposal Assessments 

�%+(1^5%))^+,2^5,0 (^%+^��%2^*,� C^� ,^�� �  11^*� 2 0%�)1D^

 %2$ 0^

K^ �)%�(^X�0 4% 5^�$�+#  1Y^,.2%,+^,+^0%#$2^1%� ^,"^

.�#  D^�+�^)%+(1^5%))^5,0 (^,+^2$� 2^.�#  ^

K^ � �D^$%#$)%#$2^2$ ^)%+(^7,3^5 �+ 2^2,^�� �  11^�+�^

�)%�(^,+^2$ ^X�$�%+Y^%�,+^%+^2$ ^2,,)��0 C^�,. 7^�+�^

.�12 ^2$ ^)%+(^%+^�^+ 5^�0 , 51 0^5%+�, 5 C^

^

Assessment #1 

� 3�*% 2^2$ ^�0�" 2^,"^2$ ^�0,.,1�)C^

�  ^ 2$ ^ #3%� )%+ 1^ �+�^ 2$ ^  6�*.) ^ %+^ 2$ ^ �0 ,.,1�)^ �4  0 4% 5^

1 � 2%,+C^

Assessment #2 


�(  ^+ �  11�0 7^0 4%1%,+1^2,^2$ ^�0�" 2^,"^2$ ^�0,.,1�)D^�+�^13�*% 2^

2$ ^� %+�)^�0�" 2C^

�  ^ 2$ ^ #3%� )%+ 1^ �+�^ 2$ ^  6�*.) ^ %+^ 2$ ^ �0 ,.,1�)^ �4  0 4% 5^

1 � 2%,+C^

>; ^̂k̂ �̂0 ,.,1�)^�11 11* + 21

https://courses.candelalearning.com/technicalwriting1xmaster/chapter/unit-4-the-proposal_lecture-2/
https://courses.candelalearning.com/technicalwriting1xmaster/chapter/unit-4-the-proposal_lecture-2/
https://courses.candelalearning.com/technicalwriting1xmaster/chapter/unit-4-the-proposal_lecture-2/
https://courses.candelalearning.com/technicalwriting1xmaster/chapter/unit-4-the-proposal_lecture-2/


Final Draft of Proposal: Grading Rationale: 
Transmittal LetterÉÉÉÉÉÉÉÉÉÉ..    

      5  points 
Table of 
Contents ÉÉÉÉÉÉÉÉÉÉ.           5 
points 
Executive Summary 
ÉÉÉÉÉÉÉÉÉ            5 points 
Problem ÉÉÉÉÉÉÉÉÉÉÉÉ.           
10 points 
RESEARCH SECTION ÉÉÉÉÉÉÉ..     
    60 points 
Implementation   ÉÉÉÉÉÉÉÉÉ.   
      20 points 
Methods of Operation ÉÉÉÉÉÉÉÉ.. 
        20 points 

Costs ÉÉÉÉÉÉÉÉÉÉÉÉÉÉ          
10 points 

Benefits ÉÉÉÉÉÉÉÉÉÉÉÉÉ      
    10 points 

Reference page 
ÉÉÉÉÉÉÉÉÉÉÉ.             5 points 

Appendices: 
    Three complete Summary/Responses  

15  points (5 points each        
    Problem 

Analysis ÉÉÉÉÉÉÉÉÉÉ         5 
points    

TOTAL    170 points 

�0 ,.,1�)^�11 11* + 21̂ k̂̂ >̂<



 Assessment Three: 

� 0%2 ^ �^ .0 ,.,1�)^ 2,^ �^ +,2T" ,0 T.0, "%2^  +2%27^ ",0^ �+^ %*.0 , 4 * + 2^
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7,3^ *312^ � ^ . 013�1%4  D^ 1. �%"%�D^ �+�^  2$%��)^ %+^ 13�*%22%+#^ 7,30^

5 ,0 (^2,^$� 4 ^2$ ^� 12^�$�+�  ^2,^$� 4 ^7,30^.0 ,' � 2^"3+� �C^

�,* ^, "^2$ 1 ^"3+�%+#^ + 2%2% 1^5%))^0 ) �1 ^�^0  /3 12^" ,0^.0 ,.,1�)^

P��� QĈ�$%1^%1^ 1. �%�))7^203 ^,"^#, 4 0+* + 2^�# +�% 1C^�$ ^���^5%))^

� 2�%)^ 5$�2^ 27. ^ , "^ .0,' � 2^ 2$ ^ �# +� 7^ %1^ %+2 0 12 �^ %+^ "3+�%+#D^

�+�^ 2$ ^ .�0 21^ 2$�2^ 5%))^ � ^ 0 /3%0 �^ 2,^ � ,*.) 2 ^ 2$ ^ �..)%� � 2%,+C^

�2$ 0^ + 2%2% 1^)%( ^+,2T",0^.0 , "%2^,0#�+%8�2%,+1^�+�^",3+�� 2%,+1^5%))^

.3�)%1$^ 2$ %0^ #3%� )%+ 1^ �+�^ 1. �%"%�^ �0 �1^ , "^ %+2 0 12^ 2$�2^ 5%))^

� ,+1%� 0^ ",0^ "3+�%+#C^ �,* ^ 5%))^ $�4 ^ 1. �%"%�^ 2%* 1^ ,"^ 2$ ^ 7 �0^

5$ 0  ^�..)%� � 2%,+1^�0 ^�� �  .2 �C^

� 13�))7D^ 2$ ^ .�021^ ,"^ 2$ 1 ^ 27. 1^ , "^ .0,.,1�)1^ 5%))^ %+�)3� ^ 2$ ^

",)), 5%+#E^

K^ � 0�+1*%22�)^) 22 0^U^2$%1^) 22 0^5%))^���0 11^2$ ^,0#�+%8�2%,+^

7,3^�0  ^1  (%+#^"3+�%+#^"0,*^�+�^*� 7^�,+ 2�%+^�^1$,02^

13**�0 7^,"^7,30^.0 ,' � 2^�+�^5$ 7^7,3^2$%+(^%2^%1^5,0 2$^

� ,+1%� 0%+#C^

K^ �6  �32%4 ^� 3**�0 7^U^2$%1^1 � 2%,+^�,+ 2�%+1^2$ ^.0,�) *D^(  7^

.,%+21^",0^2$ ^1,)32%,+D^�+�^2$ ^*�%+^0 �1,+^5$ 7^7,3^2$%+(^2$ ^

.0 ,' � 2^%1^�^5,0 2$7^,+ ^

K^ � ��) ^, "^�,+ 2 +21^U^�+^,0� 0 )7^)%12%+#^,"^*�',0^1 � 2%,+1^�+�^2$ ^

.�#  ^5$ 0  ^2$ 7^��+^� ^" ,3+�^

K^ � 2�2 * + 2^,"^�   �^U^2$%1^1 � 2%,+^�02%�3)�2 1^5$� 2^2$ ^.0,�) *^

%1^,0^5$ 0 ^�^� " %�% +�7^)% 1^2$�2^*312^� ^���0  11 �C^	2^%+�)3� 1^

�� 2�^2$�2^13..,0 21^2$ ^+  �^" ,0^2$ ^.0,.,1 �^.0 ,' � 2^

K^ �,�)1^�+�^��' � 2%4 1^U^2$%1^1 � 2%,+^1. ))1^,32^2$ ^�0,��D^

?; ^̂k̂ �̂0 ,.,1�)1^� 3�*% 22 �^" ,0
� 3+�%+#



* �130 ^#,�)1^, "^2$ ^.0,' � 2D^�1^5 ))^�1^2$ ^,�' � 2%4 1^P�)1,^

* �130��) Q^2$�2^5%))^��$% 4 ^2$ ^#,�)1C^�$ ^* �130 1^�0 ^

1. �%"%�^313�))7^ 6.0  11 �^%+^1,* ^1,0 2^,"^. 0 �  + 2�# ^13�$^�1D^

X�+ ^*�',0^# ,�)^, "^2$%1^.0,.,1�)^%1^2,^%+�0 �1 ^� 2T0%1(^.0,#0 �*1^

� 7^:9e^%+^2$ ^@BB9:^8%.^�,� C Y^

K^ 
  2$,�,),# 7T^2$%1^.�02^,32)%+ 1^5$�2^12 .1^5%))^� ^2�( +^2,^

��$% 4 ^2$ ^#,�)1^�+�^,�' � 2%4 1^� 7^2�1(^

K^ �%* )%+ ^U^�^� 2�%) �^1�$ �3) ^, "^�� 2%4%2% 1^) ��%+#^2,^2$ ^

� ,*.) 2%,+^,"^2$ ^.0,' � 2^

K^ � )%4 0 ��) 1^U^5$� 2^P%"^�+72$%+#Q^7,3^5%))^� ^.0 1 + 2%+#^2,^2$ ^

"3+�%+#^�# +� 7^�"2 0^2$ ^.0,' � 2^%1^�,*.) 2 �C^�$ 1 ^� �+^� ^

0 .,0 21D^��2�D^4%� ,1D^2 12%*,+%�)1^,0^��1%��)) 7^�+72$%+#^2$�2^

1$, 51^2$ ^13� �  11^, "^7,30^.0 ,' � 2^

K^ � 3�#  2^U^2$%1^%1^313�))7^�^",0*D^�32^%2^%+�)3� 1^�))^�,121^

�11,�%� 2 �^5%2$^2$ ^.0,.,1�)^%+�)3�%+#^. 01,++ )D^, 4 0$ ��D^

 /3%.* + 2D^13..)% 1D^20� 4 )^�+�^�+ 7^,2$ 0^ 6. +1 ^2$� 2^5%))^� ^

%+�300 �C^

K^ �  "  0  +�  ^� �#  ^U^%"^1,30�  1^5  0  ^31 �D^�^0 "  0  +�  ^.�#  ^%+^���^

127) ^%1^+ �  11�0 7C^

K^ �  13* 1^, "^�  7^�  01,++ )^U^1,* ^#0 �+ 2^"3+�%+#^�# +�% 1^

0 /3%0 ^2$ 1 D^,2$ 01^�,^+,2D^�32^2$ 7^�,^.0 , 4%� ^) +�^

�0  �%�%)%27^�+�^13..,0 2^2,^7,30^�..)%� � 2%,+^%"^7,3^� �+^1$, 5^2$ ^

%+�%4%�3�)1^%+4,) 4 �^%+^2$ ^.0,' � 2^�0 ^/3�)%"% �^2,^��$% 4 ^

.,1%2%4 ^0 13)21C^

K^ � 22 01^,"^�3..,0 2^U^�#�%+D^2$ 1 ^*�7^,0^*� 7^+,2^� ^0 /3%0 �D^

�32^2$ 7^�0 ^) 22 01^"0,*^.�0 2+ 0^,0#�+%8�2%,+1^,0^,2$ 0^

,0 #�+%8�2%,+1^2$�2^) +�^13..,0 2^2,^7,30^.0 ,' � 2^�+�^ +� ,30 �#  ^

2$ ^"3+�%+#^�# +� 7^2,^�,+1%� 0^7,30^.0 ,' � 2^�1^5,0 2$7C^

�1^5%2$^ �))^ .0,.,1�)1D^2$ ^2,+ ^ �+�^ )�+#3�#  ^31 �^%+^2$ ^ .0,.,1�)^

1$,3)�^� ^" ,0*�)^D^0 #�0 �) 11^, "^2$ ^1%8 ^, "^2$ ^,0#�+%8�2%,+^,0^2$ ^

"3+�1^� %+#^0 /3 12 �^

�0 ,.,1�)1^� 3�*% 22 �^" ,0^� 3+�%+#̂ k̂̂ ?̂<



24. Compare/Contrast 
Assessments 

�11%#+* + 2^M:Ê̂� 0%2 ^�^>99^5,0 �^ 11� 7^�,*.�0%+#^�+�^� ,+ 20�12%+#̂

25 ,^20 � 2* + 21^",0^�0  �12^��+�  0^31%+#^2$ ^�$3+(%+#^* 2$,�C^̂� ,30^

� 3�% +�  ^%1^�^<9^7 �0T,)�D^1%+#) ^5 ,*�+^5$,^�, 1^+,2^$� 4 ^�^$%12,07^

, "^ �0 �12^ ��+�  0^ %+^ $ 0^ "�*%)7Ĉ̂ �$ ^ $�1^ * �%��)^ %+130�+�  ^ �+�^ %1^

�+^ ) � 20%��)^  +# %+  0^%+^�^#0, 5%+#^.0�� 2%� Ĉ �̂ ,30^"%+�)^ .�0�#0 �.$^

1$,3)�^# %4 ^7,30^0 � ,** +�� 2%,+^",0^$ 0^%+^2 0*1^,"^20 � 2* + 2C^

Gr ading Rubric 

�0 #�+%8�2%,+^�+�^2$,0,3# $^�%1�311%,+^,"^,.2%,+1Ê̂ ;̂>e^

�0%2 0%�^%� +2%"%�� 2%,+E^;9e^

� �+#3�#  ^�..0 ,.0%� 2 ^",0^� 3�% +�  E^;9e^

�  1 �0 �$^�+�^1,30 �  ^�0  �%21Ê̂̂ ;9e^

�,,�^�0 �**�0^�+�^.3+� 23�2%,+^:>e^

�11%#+* + 2^ M;^ � 0%2 ^ �^ >99^ 5,0 �^  11� 7^ 31%+#^ 2$ ^ 1 /3 +�%+#^

* 2$,�C^̂� ,3^�0  ^207%+#^2,^�,+ 4%+� ^2$ ^�11,�%� 2%,+^,"^� %#$^��$,,)^

�+# )%1$^ 2 ��$ 01^ 2$� 2^ 7,30^ �%27^ %1^ � 12^ 2,^ $�4 ^ 2$ %0^ �,+ 4 + 2%,+^

�1^ ,..,1 �^2,^2$ ^ �%27^+ �0  12^7,3Ĉ �̂ ,3^5%))^$�4 ^2,^ � �%� ^5$� 2^

7,30^�0%2 0%�^7,3^5%))^31 ^",0^2$ ^��1%1^,"^7,30^� ,*.�0%1,+C ^̂ � %13�)1^

,0^.$,2,1^ �0  ^0 � ,** +� �^1,^ .) �1 ^ � ,+1%� 0^2$ ^ � 1%#+^,"^2$%1^

�,�3* + 2^��0  "3)) 7C^

Gr ading Rubric 

�0 #�+%8�2%,+^�+�^2$,0,3# $^�%1�311%,+^,"^�0%2 0%�Ê̂̂;>e^

� �+#3�#  ^�+�^2,+ ^�..0 ,.0%� 2 ^",0^� 3�% +�  E^;9e^

�  1 �0 �$^�+�^1,30 �  ^�0  �%21Ê̂̂ ;9e^

�,,�^�0 �**�0^�+�^.3+� 23�2%,+^;>e^

� 1%#+^�+�^4%13�)1̂ :̂9e^

^

?=^̂k̂ �̂,*.�0  N�,+ 20�12^�11 11* + 21



25. Presentation Assessments 

Exercises Ð review the functions o f inf orma ti ve pr esentation 

lectur e f ir st 

:C^�,+1%� 0^2$ ^� ,301 1^7,3^$� 4 ^2�(  +^%+^2$ ^.�12^7 �0^,0^

25 ,D^�+�^2$ ^ 62 +2^2,^5$%�$^ ��$^�)�11^1 11%,+^%+4,) 4 �^

�+^%+",0*� 2%4 ^.0  1 + 2�2%,+^,0^,+ ^2$�2^5�1^*,0  ^

. 013�1%4 C^�,^1,* ^�%1�%.)%+ 1^) +�^2$ *1 ) 4 1^*,0  ^2,^

%+",0*%+#^0� 2$ 0^2$�+^%+2 0.0  2�2%,+^�+�^�22%23� I^�%1�311^

7,30^"%+�%+#1^5%2$^7,30^�)�11*� 2 1C^

;C^ � %1%2^�^*�',0^+ 25 ,0 (^+ 51^�  �^1%2 ^�+�^4% 5^�^4%� ,^, "^�^

� ,** + 2�2,0^13�$^�1^���$ )^
���, 5^,0^�  %2$^�) � 0*�++^

P
����Q^,0^�) ++^� �(^,0^� %))^�[�  %))7^P�, 6^�  51QC^	� + 2%"7^

2$ ^� ,** + 2�2,0[1^.,%+2^,"^4% 5 C^	"^7,3^5  0  ^#%4%+#^�^

.0  1 + 2�2%,+^2,^%+",0*D^5 ,3)�^7 ,3^ 6.0  11^7,30^.,%+2^,"^

4% 5^%+^�^1%*%)�0^127) I^

<C �̂+^2$ ^1�* ^+ 25 ,0 (^+ 51^�  �^1%2 ^7,3^31 �^" ,0^�6  0 �%1 ^

+,C^;D^4% 5^�^4%� ,^0 .,0 2%+#^�^+ 51^ 4 + 2^P�1^,..,1 �^2,^�^

� ,** + 2�2,0[1^�,** + 2�07QC^�,^7,3^"   )^2$�2^2$ ^

0 .,0 2 0[1^�..0 ,��$^� ,+ 4 71^�^.,%+2^,"^4% 5 D^,0^%1^%2^

+ 320�)I^�6.)�%+^7 ,30^"  )%+#1^�+�^�%1�311^5%2$^7,30^

�)�11*� 2 1C^

=C �̂ $� 2^%1^2$ ^�%"" 0  +�  ^� 25   +^�+^%+",0*� 2%4 ^

.0  1 + 2�2%,+^�+�^�^. 013�1%4 ^,+ I^�0 , 4%� ^�+^ 6�*.) ^%+^

7,30^0 1.,+1 C^

>C �̂,+1%� 0^�^1�*.) ^1.  �$^2,^%+",0*^,+^�^2,.%�^5$ 0  ^7,3^

$� 4 ^�^120,+#^,.%+%,+C^	+^5$� 2^5� 71^5,3)�^7 ,3^��'312^7 ,30^

(  7^.,%+21^1,^�1^+,2^2,^. 013�� ^7 ,30^)%12 + 01I^�%1�311^

7,30^%� �1^5%2$^�^�)�11*� 2 C^

?C^� � 2�$^�^X$,5 T2,Y^2 ) 4%1%,+^1$,5 D^13�$^�1^,+ ^��,32^

� ,,(%+#D^$,* ^%*.0 , 4 * + 2D^�,#^20�%+%+#D^,0^�0%* ^

1,) 4%+#C^�$� 2^%+",0*� 2%4 ^2 �$+%/3 1^�+�^4%13�)^�%�1^�0 ^

31 �^%+^2$ ^1$,5^2,^$ ).^4% 5  01^) �0+^2$ ^1(%))1^2$�2^�0 ^

�0  1 + 2�2%,+^�11 11* + 21̂ k̂̂ ?̂>



� %+#^� *,+120 � 2 �I^

@C �̂0  .�0  ^�^1%*.) ^X$, 5 T2,Y^.0 1 + 2�2%,+^",0^2$ ^�)�11C^

�0  1 + 2^�+�^� ,*.�0  ^7,30^0 13)21C^

AC �̂,*.�0  ^�+�^� ,+ 20�12^25 ,^2 ) 4%1%,+^.0,#0 �*1D^+,2%+#^

$, 5^ ��$^� ,**3+%� � 2 1^2$ ^* �+%+#^4%�^4%13�)^

� ,**3+%� � 2%,+^0� 2$ 0^2$�+^5,0 �1^,0^�%�),#3 C^�$�0  ^�+�^

� ,*.�0  ^5%2$^�)�11*� 2es. 

BC 	̂� + 2%"7^�+^ 4 + 2^,0^%113 ^%+^2$ ^+ 51^2$�2^%+2 0 121^7,3C^

�+^� 2^) �12^2$0  ^�%"" 0  + 2^+ 25 ,0 (1^,0^�  �^1%2 1D^"%+�^�+�^

5 � 2�$^4%� ,^0 .,0 21^��,32^2$%1^%113 C^�,*.�0 ^�+�^

� ,+ 20�12^2$ ^�, 4 0 �#  ^, "^2$ ^%113 C^�,^2$ ^+ 25 ,0 (1^,0^

�  �^1%2 1^�%"" 0^%+^2$ %0^�113*.2%,+1^��,32^4% 5  01[^.0%,0^

(+, 5) �#  I^�,^2$ 7^#%4 ^�0  �%2^2,^�+7^1,30�  1^, "^

%+",0*� 2%,+I^� ,^5$� 2^ 62 +2^�,^2$ 7^ ��$^* �130 ^3.^2,^

2$ ^ 2$%��)^.0%+�%.) 1^� 1�0%� �^%+^2$%1^1 � 2%,+I^�%1�311^

7,30^"%+�%+#1^5%2$^7,30^�)�11*� 2 1C^

:9C �̂ %+�^�+^ 6�*.) ^, "^0 �%.0,�%27^%+^�^2 ) 4%1%,+^.0,#0 �*^�+�^

50%2 ^25 ,^2,^2$0  ^.�0 �#0 �.$1^� 1�0% �%+#^%2C^�$�0 ^�+�^

� ,*.�0  ^5%2$^7,30^�)�11*� 2 1C^

::C^ � %+�^�+^ 6�*.) ^, "^$,+ 12 7^%+^�^2 ) 4%1%,+^.0,#0 �*^�+�^

50%2 ^25 ,^2,^2$0  ^.�0 �#0 �.$1^� 1�0% �%+#^%2C^�$�0 ^�+�^

� ,*.�0  ^5%2$^7,30^�)�11*� 2 1C^

:;C^ � %+�^�+^ 6�*.) ^, "^ 6.),%2�2%,+^� .%�2 �^%+^2$ ^* �%�C^

� 1�0% � ^$, 5^2$ ^ 6.),%2�2%,+^%1^�,**3+%� � 2 �^5%2$^

5 ,0 �1^�+�^%*�#  1^�+�^1$�0  ^5%2$^2$ ^�)�11C^

:<C^�,*.,1 ^�^#  + 0 �)^.30.,1 ^12� 2 * + 2^�+�^2$ 1%1^

12�2 * + 2^",0^�^1.  �$^2,^%+",0*C^� , 5^�0  � 2 ^�^1�*.) ^

,32)%+ C^�$�0 ^5%2$^�^�)�11*� 2 ^�+�^1  ^%"^$ ^,0^1$ ^,"" 01^

���% 2%,+�)^.,%+21^2,^�,+1%� 0C^

??^̂k̂ �̂0  1 + 2�2%,+^�11 11* + 21



26. Video 1: Top 5 Tips for 
New Web Designers 

� ) �1 ^�,3�) ^�)%�(^,+^2$ ^" ,)), 5%+#^$7. 0 )%+(^2,^4% 5^2$ ^4%� ,E^

^

$22.1ENN7,323C� N� ��?� � 6@>�5^

� %� ,^:E^�,.^>^�%.1^",0^�  5^�  �
� 1%#+ 01 ^̂k̂ ?̂@

http://link to youtube video: https://youtu.be/Tad6QNx75Kw


27. Video 3: Web Design 
Essentials and Top Web 
Software Programs 

� ) �1 ^�,3�) ^�)%�(^,+^2$ ^$ 7. 0 )%+(^2,^4% 5^2$ ^4%� ,E^

^

$22.1ENN7,323C� N@>1��
:" �. �^

?A^̂k̂ �̂ %� ,^<E^�  �^� 1%#+^�11 + 2%�)1
�+�^� ,.^�  �^�, "25 �0  ^�0 ,#0 �*1



28. Module 6: Resumes 

�%!2.). '��"*%#4)6%3�

	+^2$%1^*,�3) ^7,3^5%))^0 4% 5^

K^ 	� + 2%"7^2$ ^( 7^ ) * + 21^,"^�^0 13* ^

K^ � 4 ),.^�^0  13* ^

K^ �%.1^",0^�0  � 2%+#^�+^ "" � 2%4 ^0 13* ^

�+ ^ , "^ 2$ ^ *,12^ %*.,0 2�+2^ P�+�^ .0 �� 2%��)Q^ .% �  1^ , "^ 50%2%+#^ 7,3^

) �0+^ 2,^ � ,*.,1 ^ %1^ 7 ,30^ 0 13* C ^̂ � ,30^ 0 13* ^ %1^ �^ )%12^ ,"^ 7,30^

/3�)%"%�� 2%,+1^2$�2^7,3^.0  1 + 2^2,^.,2 + 2%�)^ *.), 7 01^1,^2$ 7^��+^

� ,+1%� 0^7,3^" ,0^�^.,1%2%,+^%+^2$ %0^�,*.�+% 1C^

�  13* 1^ � �+^ � ^ � �)) �^ �300%�3)�^ � %2� ^ P�� QD^ .0 �%1D^ ,0^ 4%2�D^ �32^

2$ 7^ �0 ^ �))^ ��1%� �)) 7^ 2$ ^ 1�* ^ U^ �^ �,�3* + 2^ 2$�2^  6.)�%+1^ 7,30^

���(#0 ,3+�^�+�^1(%))1^�1^2$ 7^. 0 2�%+^2,^�+^�4�%)��) ^.,1%2%,+C^

�  13* 1^313�)) 7^�,+ 2�%+^7,30^� ,+ 2�� 2^%+",0*� 2%,+^P%+�)3�%+#^7,30^

 T*�%)D^.$71%��)^���0  11D^�+�^.$,+ ^+3*� 0 QD^7,30^ �3� � 2%,+D^7,30^

.0  4%,31^5,0 (^ 6. 0% +�  ^�+�^�+ 7^,2$ 0^%+",0*� 2%,+^2$�2^7,3^2$%+(^

5%))^$ ).^7,3^#  2^ �+^%+2 04% 5^P)%( ^7,30^4,)3+ 2  0^ �� 2%4%2% 1D^1(%))1^

5%2$^1,"25 �0  ^.0 ,#0 �*1D^,2$ 0^)�+#3�#  1^7,3^(+, 5 D^�5 �0 �1D^�+� N,0^

.3�)%� � 2%,+1QC^

�,* ^0  13* 1^�0  ^13�*% 22 �^,+)%+ ^%+^5$%�$^��1 ^7 ,3^" %))^1%*.)7^

"%))^,32^2$ ^",0*1^.0 , 4%� �Ĉ �̂ , 5  4 0D^,2$ 0^,0#�+%8�2%,+1^*�7^�1(^

",0^ �^ 0 13* ^ 7 ,3^ � 4 ),.C ^̂ �$%1^ *,�3) ^ %1^ �%* �^ � 2^ $ ).%+#^ 7,3^

� 4 ),.^�^0  13* ^2$� 2^5%))^5,0 (^",0^7,3C^


 ,�3) ^?E^�  13* 1 ^̂k̂ ?̂B



29. Planning your Resume 

� $ +^ 7,3^ �..) 7^ ",0^ �^ ',�D^ 2$ 0 ^ �0  ^ .0 ,���) 7^ *�+ 7^ *,0  ^

�..)%� � 2%,+1^",0^2$ ^1�* ^ ',�C ^̂ � 3+�0  �1^,0^2$,31�+�1^, "^0 13* 1^

5%))^� ^1 +2^%+^",0^2$ ^1�* ^ ',�^7 ,3^5 �+ 2^7,30^"3230 ^ *.), 7 0^2,^

(+, 5^7,3^�0  ^. 0"  � 2^",0^7,3^U^�+�^'312^7,3C^

�  13* 1^ �0  ^ * �+ 2^2,^#%4 ^ .,2 + 2%�)^  *.), 7 01^ �^X1+�.1$,2Y^ , "^

7,30^/3�)%"%�� 2%,+1^P�32^+,2^2$ ^5$,) ^.%�230 QĈ̂�^0 13* ^%1^* �+ 2^

2,^ # 2^ 7,3^ �+^ %+2 04% 5^ 5$ 0  ^ 7,3^ � �+^  6.�+�^ �+�^  6.)�%+^ 7,30^

��%)%2% 1^*,0 ^2$,0,3# $)7Ĉ̂ � � � 31 ^, "^2$%1D^7,30^0 13* ^1$,3)�^� ^

�^0 )� 2%4 ) 7^1$,02^�,�3* + 2Ĉ̂	2^1$,3)�^� ,+ 2�%+^,+)7^2$ ^%+",0*� 2%,+^

2$�2^%1^0 ) 4�+ 2^2,^2$ ^',�^�+�^%2^*312^� ^ 7 ^� � 2�$%+#C^

�%( ^ �+ 7^ ,2$ 0^ �,�3* + 2D^ 7,30^ 0 13* ^ 12�0 21^ 5%2$^ �3�% +�  ^

�+�) 71%1C^

Audience A nalysis 

� $,^%1^2$ ^�3�% +�  ^",0^7,30^0 13* I ^̂ �  ))D^7,3^� �+^12�02^,""^* 7^

0 1 �0 �$%+#^2$ ^�,*.�+ 7^7,3^�0  ^�..) 7%+#^2,C^̂ � %+�^,32^5$�2^2$ %0^

#,�)1^�+�^*%11%,+^%1D^5$�2^2$ 7^),,(^" ,0^%+^�^��+�%�� 2 D^GC^

Planning Y our Documen t 

� # %+^ �7^ 0 ��%+#^ 2$ ^ �� 4 0 2%1 * + 2^ ",0^ 2$ ^ ',�C^̂ � $� 2^ %1^ 2$ ^

 *.), 7 0^ ),,(%+#^ ",0I ^̂ 	1^  6. 0% +�  ^ *,0  ^ %*.,0 2�+2^ 2$�+^

 �3� � 2%,+^) 4 )^,0^4%� ^4 01� I ^̂ �0  ^2$ 7^),,(%+#^",0^. ,.) ^1(%))1^,0^

� ,*.32 0^1(%))1I ^̂�0  ^2$ 7^),,(%+#^",0^1,* ,+ ^5$,^%1^�%)%+#3�)^�+�^

%"^1,D^5$%�$^)�+#3�# ^,2$ 0^2$�+^�+# )%1$I ^̂ �̂ $%�$^,"^7,30^.0  4%,31^

',�^.,1% 2%,+1^,0^1(%))1^�0 ^�..)%� ��) ^2,^2$%1^',�^7,3^�0  ^�..) 7%+#^",0^

�+�^5$%�$^� �+^7,3^) � 4 ^,32I ^̂^̂ � %))^%2^$ ).^7,3^#  2^�+^%+2 04% 5^%"^

7,3^4,)3+ 2  0^",0^�+^,0 #�+%8�2%,+^2$�2^%1^13..,02 �^� 7^2$ ^�,*.�+ 7^

7,3^�0  ^�..) 7%+#^",0I ^̂ � %))^%2^$ ).^7,30^.,2 + 2%�)^ *.), 7 0^2,^(+, 5^

, "^2$ ^ �5 �0 �1^7,3^0 �  %4 �^P",0^  6�*.) D^ �,^7 ,30^ � 5 �0 �1^%+�%�� 2 ^

13� �  11^%+^�+7^,"^2$ ^0 1.,+1%�%)%2% 1^2$ 7^�0 ^�1(%+#^",0I^

� ,3^ �)1,^ +  �^ 2,^ � ,+1%� 0^ 2$ ^ � 1%#+^ ,"^ 7,30^ �,�3* + 2Ĉ̂� �0# ^

�$3+(1^ , "^ � +1 ^ 2 62^ �0 ^ +,2^ #,%+#^ 2,^ $ ).^ 7,3Ĉ ^� $7I^ � � � 31 ^

�1^ * + 2%,+ �^ � " ,0  D^ 7,30^ .,2 + 2%�)^  *.), 7 0^ %1^ ),,(%+#^ �2^ *�+ 7^

@9̂̂k̂ �̂ )�++%+#^7,30^�  13* 



0 13* 1D^ $ N1$ ^ �, 1+ [2^ 5�+ 2^ 2,^ $�4 ^ 2,^ 0 ��^ �^ +, 4 )^ 2,^ # 2^ 2,^

5$� 2^$ N1$ ^5 �+ 21^2,^(+,5 Ĉ̂ �,+�%1 D^�) �0^P�+�^. 0"  � 2)7^1. )) �Q^

�,�3* + 21^�0 ^*,0  ^)%( ) 7^2,^# 2^0 ��C^

	"^ 7,3^ �0  ^ �..) 7%+#^ 2,^ �+^  �# 7^ �,*.�+ 7D^ 7,30^ � 1%#+^  ) * + 21^

1$,3)�^�)1,^� ^ �# 7D^13. 0^�0 � 2%4 ^�+�^%++, 4� 2%4 Ĉ �̂ 1%#+^ ) * + 21^

*� 7^ %+�)3� ^ � ,),0 D̂̂ 1%� ^ ��01D^ 4 0 2%��)^ ",0*� 22%+#^ ,0^ �,)3*+1^ �+�^

 4 +^ 4%13�)1C^ 	"^ 7,3^ �0  ^ �..) 7%+#^ 2,^ �^ �,+1 0 4� 2%4 ^ � ,*.�+ 7D^ �^

12�+��0 �D^�) �+D^ ) #�+ 2^� 1%#+^%1^� 12^5%2$^,+ ^",+ 2^2$0,3# $,32^2$ ^

�,�3* + 2C^

�  #�0 �) 11^ , "^2$ ^ � 1%#+D^ �^#,,�^ .�. 0^12,�(^%1^%*.,0 2�+2Ĉ̂� ,3^

1$,3)�^ .0 ,, "0 ��^7 ,30^ �,�3* + 2^,0^$�4 ^1,* ,+ ^  )1 ^ .0 ,, "0 ��^

%2^ 2,^ �� 2�$^ �+ 7^ 27.,1^ ,0^ *%11. ))%+#1Ĉ̂	"^ 7,3^ �0  ^ 13�*% 22%+#^ 7,30^

0 13* ^ ,+)%+ D^ .) �1 ^ 2�(  ^ 2$ ^ 2%* ^ 2,^ .0,, "0 ��^ %2^ � " ,0  ^ 7,3^

13�*% 2^%2^�+�^*�(  ^130 ^7,3^31 �^�^�) �0^",+ 2^2$�2^5%))^20�+1)� 2 ^2,^

5  ))^2,^�%"" 0  + 2^,+)%+ ^.)�2",0*1C^̂ �,,�^,)�^�%* 1^� ,*�+D^,0^�0%�)^

5 ,0 (Ĉ �̂^��+1^� 0%"^",+ 2^*� 7^5,0 (^� 22 0^",0^�^2 �$+%��)^',�^5$ 0  �1^

�^1 0%"^",+ 2^*� 7^5,0 (^� 12^",0^,2$ 0^27. 1^, "^',�1^U^7,3^� ^2$ ^'3�#  C^

�,* ^. ,.) ^5%))^0 1 �0 �$^�^� ,*.�+ 7[1^5 �1%2 ^�+�^31 ^2$ ^1�* ^

� ,),01^�+�^" ,+ 21^,+^2$ %0^0 13* ^�1^2$ ^� ,*.�+ 7^31 1Ĉ̂	2[1^�^13�2) ^

* 11�#  ^2$� 2^7,3^(+, 5^1,* 2$%+#^��,32^2$ ^�,*.�+ 7^�+�^5 �+ 2^2,^

� ^.�0 2^,"^%2C^

� )�++%+#^7,30^�  13* ^̂k̂ @̂:



30. Resume Format 

Parts of a Resume 

�  13* 1^2 7.%��)) 7^$�4 ^� ,*.,+ + 21^)%( ^2$ ^,+ 1^ 6.)�%+ �^� ), 5 Ĉ

�$ ^ ,0 � 0 D^ $,5  4 0D^ � . +�1^ ,+^ 7 ,3Ĉ ^� ,0^  6�*.) D^ %"^ 7,3^ $� 4 ^

*,0  ^5 ,0 (^ 6. 0% +�  ^2$�+^ �3� � 2%,+D^7,3^*%#$2^5�+ 2^2,^.32^7,30^

 6. 0% +�  ^ 3.^ "0,+ 2^ 2,^ $%#$)%#$2^ 2$�2^ � " ,0  ^ 7,30^  �3� � 2%,+�)^

���(#0 ,3+�^ �+�^ 4%�  ^ 4 01�Ĉ^ � ,0^ + 5^ #0��3� 2 1^ 5%2$^ )%22) ^

 6. 0% +�  D^ 2$ %0^  �3� � 2%,+�)^ ���(#0 ,3+�D^ � 5 �0 �1^ �+�^ 4 ,)3+ 2  0^

�� 2%4%2% 1^*�7^� ^.)��  �^� 2^2$ ^� # %++%+#^,"^2$ ^0 13* C^

�$ ^� 1%#+^, "^7,30^0 13* ^%1^�)1,^� . +� + 2^,+^2$ ^,0#�+%8�2%,+^

7,3^�0  ^ �..) 7%+#^5%2$Ĉ̂	"^%2^%1^�+^ �# 7D^�0 � 2%4 ^,0 #�+%8�2%,+D^7,30^

0 13* ^ 1$,3)�^ �)1,^ � ^  �# 7^ �+�^ �0  � 2%4 F^ 5$ 0  �1^ �^ � ,+1 0 4� 2%4 ^

,0 #�+%8�2%,+^ *�7^ 5�+ 2^ 1,* 2$%+#^ 120�%#$2T",0 5 �0 �D^ �) �+D^ �+�^

 ) #�+ 2Ĉ̂ � ^ � �0  "3)D^ 2$,3#$D^ 2,,^ *�+ 7^ ",+ 21D^ �,),01D^ ,0^ � 1%#+^

 ) * + 21^ *� 7^ 5,0 (^ �#�%+12^ 7,3^ �1^ 2$ 7^ �%120�� 2^ 2$ ^ 0 �� 0^ "0 ,*^

2$ ^%+",0*� 2%,+Ĉ̂�$ ^0  �� 0^1$,3)�^ �)1,^$� 4 ^  �17^ �� �  11^2,^7,30^

%+",0*� 2%,+^1,^7,30^� 1%#+^1$,3)�^+,2^# 2^%+^2$ ^5� 7C^

� + 0 �)) 7D^7,3^�,+ [2^$�4 ^2,^$� 4 ^�^),+#^0 13* ^P *,0  ^2$�+^<^,0^=^

.�#  1 Q^� � � 31 ^.,2 + 2%�)^ *.), 7 01^313�))7^1�0  +^�^)�0 # ^/3�+ 2%27^

, "^ 0 13* 1^ 1,^ �^ 1$,0 2 0^ ,+ ^ 5 ,0 (1^ � 12C^ �%#$)%#$2^ 2$ ^ *,12^

%*.,0 2�+2^" � 230 1^, "^7,30^ 6. 0% +�  C^

Heading with your contact information 

� ,3^+  �^2,^%+�)3� ^7 ,30^"3))^+�* D^7,30^*�%)%+#^���0  11D^2 ) .$,+ ^

+3*� 0^P 5%2$^�0 �^� ,� Q^�+�^ T*�%)^���0  11Ĉ̂� 7.%��)) 7D^. ,.) ^*�(  ^

2$ ^+�* ^�^� ,3.) ^, "^.,%+21^)�0# 0^2$�+^2$ ^0 12^,"^2$ ^%+",0*� 2%,+Ĉ

� ,3^�)1,^5 �+ 2^2,^.32^2$ ^5,0 �^0 13* ^� 2^2$ ^2,.^, "^2$ ^.�#  ^

@;̂ k̂̂ �̂  13* ^� ,0*� 2



Education 

�%12^ 5$ 0 ^ 7,3^ 5  + 2^ 2,^ 1�$,,)^ �+�^ 5$ +^ 7 ,3^ #0��3� 2 �^ ,0^ 5$ +^

7,3^ 6. � 2^2,^#0��3� 2 Ĉ̂ 	+^2 0*1^, "^7,30^$%#$ 0^ �3� � 2%,+D^7,3^�)1,^

+  �^2,^%+�)3� ^7 ,30^*�',0^" % )�^,"^123�7Ĉ̂
 ,12^. ,.) ^%+�)3� ^$%# $^

1�$,,)^�+�^$%# $ 0^ �3� � 2%,+^,+)7Ĉ̂	"^7,3^$��^�^#0 �� ^.,%+ 2^�4 0 �#  ^

$%#$ 0^2$�+^�^<C>^%+^7,30^���$ ),0[ 1^� #0   ^,0^,2$ 0^$%#$ 0^� #0   1D^

%2^%1^313�))7^�)1,^%+�)3� �Ĉ �̂,* ^. ,.) ^%+�)3� ^2$ ^���0  11^, "^2$ ^

%+12%232%,+D^�32^%2^%1^313�))7^+,2^+ �  11�0 7^,0^,+)7^2$ ^�%27^�+�^12� 2 ^

�0  ^%+�)3� �C 
̂�(  ^130 ^2$ ^*,12^�300  + 2^%+",0*� 2%,+^%1^"%012C^

Work Experience 

� ,3^,0 #�+%8 ^2$%1^1 � 2%,+^5%2$^2$ *̂,12^�300  + 2^%+",0*� 2%,+^"%012Ĉ̂

� ,3^ 12� 2 ^ 2$ ^ 5,0 (^ 2%2) D^ ���0  11^ �+�^ .$,+ ^ +3*� 0 D^ 13. 04%1,0[1^

+�* ^ �+�^ 2$ ^ �� 2 1^ 7,3^ 5  0  ^  *.), 7 �P*,+ 2$^ �+�^ 7 �0^ �0 ^

13""%�% +2QĈ̂	"^7,3^ �0  ^ �300  + 2)7^  *.), 7 �^ � 2^2$ ^ ',�^31 ^X.0  1 + 2Y^

�1^7,30^ +�^�� 2 Ĉ̂ �" 2 0^ ��$^, "^2$ 1 ^)%22) ^$ ��%+#^�),�(1D^7,3^ )%12^

7,30^',�^�32% 1^�+�^0  1.,+1%�%)%2% 1^2$�2^7,3^. 0" ,0* �^,+^2$ ^',� Ĉ

�,* ^. ,.) ^�$,,1 ^,+) 7^2,^",�31^,+^2$,1 ^�32% 1^2$� 2^�0 ^�%0 � 2)7^

�..)%� ��) ^2,^2$ ^ ',�^2$ 7^ �0 ^ �..) 7%+#^ ",0 D^ �32^2$�2^%1^3.^2,^7,3Ĉ

�$ ^ )%12^ �, 1^ +,2^ � ,+ 2�%+^ �,*.) 2 ^ 1 +2 +�  1^ �+�^ %2^ %1^ � 22 0^ 2,^

�3)) 2^2$ ^ �32% 1^%+12 ��^ , "^50%2%+#^,32^�^1*�))^ .�0�#0 �.$^� � � 31 ^

%2^%1^ �1% 0^2,^ ),�� 2 ^%+",0*� 2%,+Ĉ̂� $ + 4 0^ .,11%�) D^%+�)3� ^ �+ 7^

,..,0 23+%2% 1^",0^) �� 01$%.^7 ,3^$��^)%(  ^20�%+%+# ,̂2$ 01D^*�+�# 0%�)^

.,1%2%,+1D^ .,1%2%,+1^ 5$ 0 ^ 7,3^ $��^ 2,^  4�)3� 2 ^ 5 ,0 (  01D^ ,0^ 5$ +^

7,3^%*.) * + 2 �^+ 5^%� �1^�+�^.0 ,' � 21^2$�2^5 0  ^13� �  11"3)C^

�,* ^. ,.) ^)%12^�))^2$ ^',�1^2$ 7^$��^5$ 2$ 0^2$ 7^0 )� 2 ^2,^2$ ^

',�^ 2$ 7^ �0 ^ �300  + 2)7^ �..) 7%+#^ ",0^ ,0^ +,2Ĉ �̂,* ^ . ,.) ^ )%12^ ,+)7^

2$,1 ^2$� 2^�..) 7^�%0 � 2)7^2,^2$ ^',�^2$ 7^�0 ^�..) 7%+#^",0 Ĉ̂ 	2[1^3.^2,^

7,3Ĉ 	̂"^2$ 0 ^%1^�^)�0# ^#�.^� 25   +^',�1D^ *.), 7 01^*� 7^/3 12%,+^

2$%1C^

�  13* ^� ,0*� 2̂ k̂̂ @̂<



�)1,D^7,3^ �,^ +,2^ $� 4 ^ 2,^ %+�)3� ^ 5$ 7^ 7,3^ ) " 2^ �^ ',�^ %+^ 7,30^

0 13* C ^̂^	"^ �+^  *.), 7 0^ %1^ �30%,31D^ $ N1$ ^ 5%))^ 313�))7^ �1(^ 7,3^

�30%+#^ 2$ ^ %+2 04% 5^ .0 ,�  11Ĉ̂ 	"^ 2$�2^ %1^ 2$ ^ ��1 D^ *�(  ^ 130 ^ 7,30^

0 1.,+1 ^%1^+,2^+ #� 2%4 D^�32^+ 320�)Ĉ �̂ ,0^ 6�*.) D^7 ,3^�,+ [2^5�+ 2^

2,^1�7D^X	^) "2^� � � 31 ^* 7^�,11^5 �1^�^1 6%12^' 0(CY^	+12 ��^7 ,3^5 �+ 2^

2,^1�7D^X	^ ) "2^2,^1  (^ ,2$ 0^ ,..,0 23+%2% 1Y^ ,0^X	^ ) "2^2,^#�%+^4�0% �^

 6. 0% +�  CY^

Skills 

� $%1^ %1^ �^ 1$,02D^ �3)) 2 �^ )%12^ ,"^ 1(%))1^ 7,3^ � ,+1%� 0^ �0 ^ 3+%/3 ^ ,0^

�..)%� ��) ^2,^2$ ^ ',�C ^̂ �$ 7^ ��+^%+�)3� ^ )�+#3�#  1^2$�2^7,3^1. �(D^

0 ��D^�+�^50%2 ^,2$ 0^2$�+^�+# )%1$D^1,"25 �0  ^ 6. 0% +�  D^ 6. 0% +�  ^

5%2$^  /3%.* + 2^ ,0^ *��$%+ 0 7^ �..)%� ��) ^ 2,^ 2$ ^ ',�D^ �..)%� ��) ^

20�%+%+#^7,3^$� 4 ^0 �  %4 �^�+�^�  0 2%"%�� 2%,+1Ĉ̂� ,3^�,+ [2^+  �^2,^���^

%++,�3,31^%2 *1^)%( ^X. ,.) ^. 01,+D Y^X#,,�^,0 #�+%8�2%,+�)^1(%))1Y^,0^

X2 �*^* *� 0 CŶ �̂$ 1 ^.$0 �1 1^$� 4 ^� � ,* ^12�) ^�+�^�,+ [2^0 �)) 7^

* �+^�+ 72$%+#^%*.,02�+2^2,^.,2 + 2%�)^ *.), 7 01C^

Awards 

�$%1^1 � 2%,+^%1^313�))7^0 1 0 4 �^" ,0^� 5 �0 �1^2$� 2^�0 ^�..)%� ��) ^2,^2$ ^

',�^7 ,3^ �0  ^ �..) 7%+#^ ",0^13�$^ �1^ �^ �,,�^ �% 2%8 +1$%.^ �5 �0 �^%"^7,3^

�0  ^�..) 7%+#^",0^�^� �0  ^2�(  0^.,1%2%,+D^,0^�5 �0 �1^�%0 � 2)7^0 )� 2 �^2,^

2$ ^� �0   0^"% )�Ĉ̂� ,3^*� 7^,0^*� 7^+,2^� �%� ^2,^%+�)3� ^2$%1^1 � 2%,+Ĉ

� + 0 �)) 7D^2$ 7^�0 ^,+) 7^%+�)3� �^" ,0^',�1^%+^2$ ^���� *%�^1 22%+#C^

�7.%� �)) 7D^ %+�)3� ^ 2$ ^ *,12^ �300 + 2^ %+",0*� 2%,+^ "%012D^ 2$ ^ 2%2) ^ , "^

2$ ^� 5 �0 �^�+�^5$ +^7 ,3^0 �  %4 �^%2Ĉ̂
�+ 7^. ,.) ^�)1,^%+�)3� ^2$ ^

#0�+ 2%+#^�# +� 7^,0^,0#�+%8�2%,+C^

@=^̂k̂ �̂  13* ^� ,0*� 2



Publications and Conference Presentations 

�3�)%� � 2%,+1^�+�^�,+"  0  +�  ^.0  1 + 2�2%,+1^�0 ^313�)) 7^,+)7^%+�)3� �^

",0^"��3)2 7^.,1%2%,+1^,0^0 1 �0 �$^.,1%2%,+1^�1^2$ 1 ^%2 *1^�0  ^$%#$)7^

4�)3 �^ %+^ ���� *%�C^ � 7.%��)) 7^ 7,3^ %+�)3� ^ 2$ ^ 2%2) ^ , "^ 7,30^

.3�)%� � 2%,+^ �+�^ 2$ ^ �� 2 ^ 7,3^ .3�)%1$ �^ ,0^ 2$ ^ � ,+"  0  +�  ^ +�* D^

5$ 0  ^%2^5�1^$ )�D^7,30^.0  1 + 2�2%,+^2%2) D^�+�^2$ ^ �� 2 ^5%2$,32^�^

13**�0 7^ ,"^ 2$ ^ 5,0 (^ %21 )"Ĉ̂ �#�%+D^ 2$ ^ *,12^ �300 + 2^ %+",0*� 2%,+^

#, 1^" %012C^

Volunteer or Extracurricular Activities 

	"^2$%1^1 � 2%,+^5%))^$ ).^7,3^�,,12^7 ,30^�$�+�  1^, "^# 22%+#^2$ ^ ',�D^

2$ +^ � 7^ �))^ * �+1D^ %+�)3� ^ 2$ *Ĉ^	"D^ ",0^  6�*.) D^ 	^ 4 ,)3+ 2  0^ � 2^

� +%,0^��0  ^� ��%)%2% 1^�+�^	^5�+ 2^2,^�..) 7^",0^�^',�^%+^2$�2^1 22%+#D^	^

5 ,3)�^� " %+%2 )7^%+�)3� ^2$�2^%+",0*� 2%,+Ĉ̂	"^	[*^�..) 7%+#^",0^�^',�^� 2^

�^1�$,,)D^	^5 ,3)�^%+�)3� ^� ,��$%+#^�^)%22) ^) �#3 ^2 �*D^,0^232,0%+#^

123� + 21^�2^2$ ^1�$,,)^+ �0^* ^%"^	^ +#�# ^%+^2$,1 ^��2%4%2% 1C^

One Last ThingÉ 

� " ,0  ^ 13�*% 22%+#^ 7,30^ 0 13* ^ U^ *�(  ^ 130 ^ 7,3^ .0 ,, "0 ��^ 7 ,30^

0 13* C ^̂ � ,3^ 5%))^ � ^ 130.0%1 �^ $, 5^ ���^ �+^ %*.0  11%,+^ "�3)27^

5 ,0 �%+#^ ,0^ *%11. ))%+#1^ ��+^  +#  +� 0 Ĉ̂^ � ,3^ *� 7^ 5�+ 2^ 2,^ �1(^

1,* ,+ ^ 7 ,3^ 20312^ 2,^ .0,, "^ 0 ��^ 7 ,30^ 5 ,0 (^ 1%+� ^ 2$ 7^ 5%))^ � ^

0 ��%+#^ %2^ 5%2$^ X"0 1$^  7 1CŶ �̂)1,D^ *�(  ^ 130 ^ 7,3^ 0 T0 ��^ 2$ ^ ',�^

�� 4 0 2%1 * + 2^ 2,^ *�(  ^ 130 ^ 7,30^ 0 13* ^ ���0  11 1^ 2$ ^ *�',0^

/3�)%"%�� 2%,+1^%2^%1^�1(%+#^",0 C^

�  13* ^� ,0*� 2̂ k̂̂ @̂>



31. Resume Assessments 

�C^̂ � %+�^ �+^ �� 4 0 2%1 * + 2^ ",0^ �^ ',�^7 ,3^5 ,3)�^ � ^%+ 2 0 12 �^%+^ ,+^

2$ ^ %+2 0+ 2Ĉ̂�$ ^ �� 4 0 2%1 * + 2^ 1$,3)�^ � ,+ 2�%+^ 0 /3%0 * + 21^ ",0^

 �3� � 2%,+^ �+�^ ',�^  6. 0% +�  ^ �+�^ 1$,3)�^ � ^ �^ � 2�%) �^

�� 4 0 2%1 * + 2^ ",0^2$ ^ ',�C^̂ 	+^ ,2$ 0^5 ,0 �1D^ �^ ,+ ^ ,0^2$0  ^ )%+ ^ ��^

5%))^+,2^5,0 (Ĉ �̂113* ^7 ,3^$� 4 ^2$ ^��1%�^/3�)%"%�� 2%,+1^",0^2$ ^',�C^

� 4 ),.^ �^0  13* ^ " ,0^2$%1^ ',�Ĉ̂� 3�*% 2^ �,2$^7,30^0 13* ^ �+�^2$ ^

�� 4 0 2%1 * + 2^7,3^�, 5+),�� �^"0,*^2$ ^%+2 0+ 2C^

�C^̂	"^7,3^$� 4 ^+,^',�^ 6. 0% +�  D^� 4 ),.^�^0  13* ^" ,0^one ,̂ "^2$ ^

",)), 5%+#^ ',�1^ �+�^ *�(  ^ 3.^ 2$ ^ + �  11�0 7^ /3�)%"%�� 2%,+1^ 2$�2^ 7,3^

2$%+(^5,3)�^$ ).^7 ,3^#  2^�+^%+2 04% 5E^

P:Q^ �^ $ �)2$� �0  ^ 5 ,0 (  0 ^̂ ",0^ �^ 1 +%,0^ �%2%8 +^ 0 2%0 * + 2^ $,* C ^

�..)%� �+ 2^*312^$�4 ^�+^�11,�%� 2 [1^� #0   ^%+^�^� �)2$^�  )� 2 �^� % )�F^

"%4 ^ 7 �01^ , "^  6. 0% +�  ^ %+^ �^ "3))^ ��0  ^ "��%)%27F^ �..)%��+ 2^ *312^ � ^

�* +��) ^�+�^*312^# %4 ^.0  1�0%.2%,+1^2,^2$ ^%+$��%2�+21Ĉ̂�$ 7^5%))^

�)1,^� ^�1(  �^2,^�� 2$ ^2$ ^%+$��%2�+21D^�0 11^2$ *D^"  �^2$ *D^$ ).^

2$ *^31 ^2$ ^0  120,,*D^�+�^� ,*" ,0 2^2$ *^%"^+ �  11�0 7Ĉ̂ �..)%� �+ 2^

*312^� ^5%))%+#^2,^5,0 (^,+^5   (  +�1^,0^$,)%�� 71C^

P;Q̂̂ �^ 2 ��$ 0[ 1^ �11%12�+2^ �2^ 7,30^ ),� �)^  ) * + 2�07^ 1�$,,)C^

�..)%� �+ 2^ *312^ $�4 ^ �+^ �11,�%� 2 [1^ � #0   ^ %+^ ��3� � 2%,+D^ �$%)�^

� 4 ),.* + 2^,0^ �17�$,),# 7Ĉ̂ �$ ^ . 01,+^1$,3)�^$� 4 ^ � 2^) �12^,+ ^

7 �0^  6. 0% +�  ^ � �0%+#^ ",0^ 1,* ,+ ^ �+�^ *312^ � *,+120 � 2 ^

.� 2% +� D^ 0 1.,+1%�%)%27D^ �^ ),4 ^ ",0^ �$%)�0 +^ �+�^ 1 +1%2%4%27^ %+^ $%1N

$ 0^0 13* ^*� 2 0%�)1Ĉ̂̂̂ �$%1^. 01,+^1$,3)�^� ^��) ^2,^� 4 ),.^"3+D^

 �3� � 2%,+�)^ ��2%4%2% 1^ ",0^ 123� + 21^ %+^ �T=^ #0�� 1^ 2$� 2^ �0 ^ �)1,^

�3)230�)) 7^1 +1%2%4 C^

P<Q̂̂ � ^̂ .�0 2T2%* ^ 20�%+ 0N�,,((   . 0^ " ,0^ �^ ),� �)^ 7,#�^ 123�%,^ ,0^

#7*C^̂ �..)%� �+ 2^*312^� *,+120 � 2 ^(+, 5) �#  ^, "^(%+ 1%,),#7D^7,#�D^

 6 0 �%1 D �̂+�^+320%2%,+^2$0,3# $^2$ %0 '̂,�^ 6. 0% +�  �̂+�^ �3� � 2%,+C^^

�..)%� �+ 2^*312^$�4 ^̂��1%�^(+, 5) �#  ^, "^̂�� � ,3+ 2%+#^.0%+�%.) 1^�+�^

.� 70,))^ �� � ,3+ 2%+#C^ �..)%��+ 2^ *312^ � ^ ��) ^ 2,^ *,2%4 � 2 ^ ,2$ 01D^ 2,^

� ^.� 2% +2D^�+�^2,^2 ��$^.0 ,. 0^2 �$+%/3 1^�+�^.0 ,. 0^+320%2%,+^2,^

@?̂̂k̂ �̂  13* ^�11 11* + 21



�)% +21Ĉ̂�..)%� �+ 2^*312^� ^ ��) ^2,^2�(  ^ .� 7* + 21D^1 2^3.^.� 7* + 2^

.)�+1D^#%4 ^ ,32^0 �  %.21D^1 +�^ ,32^* *� 01$%.^0  + 5 �)^  T*�%)1^ ,0^

2 621D^*�( ^��+(^� .,1% 21D^�+�^�%1�301 ^.�70,))^P�1^5  ))^�1^(  .^2�6^

0 .,0 21^",0^ .� 70,))QĈ̂�+^ �� � ,3+ 2%+#^ �,"25 �0  ^ .0 ,#0 �*^%1^.0, 4%� �^

� 7^2$ ^#7*C^

�  13* ^�11 11* + 21̂ k̂̂ @̂@



32. Persuasive Presentations - 
Basics 

�  013�1%4 ^2$ ,0 7^$�1^ 6%12 �^" ,0^*�+ 7^$3+�0 �1^, "^7 �01^�+�^7 ,3^

5%))^� ^ +#�# %+#^%+^�+^��2%4%27^2$�2^$�1^ 6%12 �^1%+� ^2$ ^� # %++%+#^

, "^$3*�+^%+2 0�� 2%,+Ĉ̂�  ^�))^1  (^2,^. 013�� ^,2$ 01^2,^,30^.,%+ 2^

, "^4% 5^5$ 2$ 0^%2^%1^ �1(%+#^1,* ,+ ^%+^7,30^$,31 $,)�^2,^2$0 , 5^

,32^2$ ^20�1$D^�1(%+#^7,30^  *.), 7 0^2,^#%4 ^7,3^ �^0�%1 D^�1(%+#^�+^

%+1203�2,0^ 2,^ 0 T� ,+1%� 0^ �^ #0�� ^ ,+^ 7 ,30^ �11%#+* + 2D^ ,0^ �1(%+#^

1,* ,+ ^2,^*�00 7^7,3C^

� $� 2^ %2^ �,* 1^ �, 5+^ 2,^ %1^  12��)%1$%+#^ 1,* ^ 1,02^ ,"^ �,**,+^

#0,3+�^ 2$� 2^ 7,30^ � 3�% +�  ^ � �+^ 0 )� 2 ^ 2,^ �+�^ � �+^ �#0   ^ ,0^ �� �  .2^

P%"^+,2^ +2%0 ) 7D^�2^) �12^ +,3# $^",0^2$ *^2,^ � 2^) �12^�,+1%� 0^5$� 2^

7,30^�0  ^1� 7%+#QC^̂ � ,3^+  �^2,^� ,+1%� 0^5$� 2^2$ ^�3�% +�  [1^+  �1^

�0  D^5$�2^2$ 7^5,3)�^� ^5%))%+#^2,^���  .2D^5$� 2^2$ 7^5,3)�^/3 12%,+D^

5$� 2^2$ 7^5,3)�^2$%+(^��,32D^�+�^5$� 2^2$ 7^5,3)�^,320%#$2^0 ' � 2Ĉ

	+^�^. 013�1%4 ^.0  1 + 2�2%,+^,+ ^,"^2$ ^( 7^ ) * + 21^%1^�+15 0%+#^

2$ ^/3 12%,+D^X� $� 2[1^%+^%2^",0^* IY^,0^X�, 5^�, 1^%2^%*.�� 2^* ^%"^	^

�#0   ^5%2$^7,3 IY^

� ,3^ *� 7^ +  �^ 2,^ �.. �)^ 2,^ 7,30^ � 3�% +�  [1^  *,2%,+1^ P.� 2$,1QD^

2$ %0^),#%�^P),#,1 QD^,0^2$ %0^1 +1 ^,"^0%#$2N50,+#^P 2$,1QĈ̂�^.� 2$,1^

�..0 ,��$^ %1^ 313�))7^ 31 �^ %+^ .0 1 + 2�2%,+1^ ,0^ ��4 0 2%1 * + 21^ 2$�2^

.0 ,*%1 ^ �^ 1 +1 ^ , "^ #�%+^ P 4 +^ %"^ %2^ �)203%12%�QĈ̂	2^ ��+^ � ^ 31 �^ %+^

�� 4 0 2%1 * + 21^ .0,*%1%+#^ � � 32%"3)^ $�%0D^ �^ � 22 0^ )%" ^ ",0^ �+%*�)1D^

$ �)2$^ � �0  ^ ",0^ �$%)�0 +D^ ,0^ �^ 1)%** 0D^ $ �)2$% 0^ 7,3H^̂ � 2^ 2$ ^

.%�230 I ^̂�,# ,1^5 ,3)�^313�)) 7^31 ^"�� 21^�+�^"%#30 1^2,^�.. �)^2,^7,30^

0 �1,+C^̂�)�%*1^)%( ^X=^,32^,"^>Y^,0^X1� 4 ^:>eY^�.. �)^2,^7,30^0 �1,+^

�+�^ 1  (^ 2,^ *�(  ^ 7,3^ �$�+#  ^ 7,30^ *%+�^ ��1 �^ ,+^ ),# %��)D^ +,+T

�%�1 �^"�� 21Ĉ̂� 2$,1^�)�%*1^� �+^ +$�+�  ^1,* ,+ [1^�0 �%�%)%27^13�$^

�1^X� ,2 ^" ,0^* ^� � � 31 ^	^$� 4 ^:>^7 �01^ 6. 0% +�  ^%+^#, 4 0+* + 2Y^

,0^X�� 4 ^�^)%" ^U^�,+ [2^2 62^�+�^�0%4 Y^2,^# 2^. ,.) ^2,^0  � ,#+%8 ^5$� 2^

%1^203125 ,0 2$7^,0^X0%#$2CY^

@Â̂k̂ �̂  013�1%4 ^�0  1 + 2�2%,+1^T
��1%�1



	2[1^�)1,^%*.,0 2�+2^2,^.� 7^1,* ^� 22 +2%,+^2,^2$ ^,..,1%+#^1%� ^%+^

7,30^.0  1 + 2�2%,+I ^̂ � $7I ^̂ � � � 31 ^%2^#%4 1^� 2^) �12^2$ ^%*.0 11%,+^

2$�2^ 7,3^ �0  ^ +,2^ 2,2�))7^ �%�1 �^ �+�^ 7 ,30^ �0 #3* + 21N,.%+%,+1^ �0 ^

1%*.)7^120,+#  0^2$�+^2$ ^2$,1 ^$ )�^� 7^2$ ^,..,1% 2%,+Ĉ̂� ,3^��$% 4 ^

2$%1^ �7^ 0 � ,#+%8%+#^ 2$ ^ ,..,1%+#^ 4% 51^ �+�^ 2$ +^ /3%2 ^ 1%*.)7D^

12�2%+#^5$7^7,301^�0 ^120,+#  0C^

� ,3^ � �+^ 31 ^ *,0  ^ 2$�+^ ,+ ^ �..0 ,��$^ %+^ 7,30^ . 013�1%4 ^

.0  1 + 2�2%,+^P.�2$,1D 2$,1D^),#,1 Q^� . +�%+#^,+^7 ,30^� 3�% +�  ^�+�^

5$� 2^ 7,3^ 5 �+ 2^ 2,^ . 013�� ^ 2$ *^ , "Ĉ̂ � ,0^  6�*.) D^ %"^ 	^ 5�+ 2^ 2,^

. 013�� ^ . ,.) ^ 2,^  +0 ,))^ 2$ %0^ �$%)�0 +^ %+2,^ �^ $ �)2$� �0  ^ .)�+D^ 	^

� �+^31 ^ �))^2$0  ^ �..0 ,��$ 1C ^̂ 	^ � �+^ �.. �)^2,^2$ %0^1 +1 ^ ,"^#,,�^

.�0  + 2%+#^�7^1�7%+#^2$�2^$ �)2$^%+130�+�  ^",0^ �$%)�0 +^%1^2$ ^0%#$2^

2$%+#^2,^�,^2,^0�%1 ^$ �)2$7^�$%)�0 +^�+�^�^� 22 0^�,**3+% 27P 2$,1QF^

	^� �+^1� 7^2$�2^	^(+,5^�1^.�0  + 21D^2$ %0^�$%)�0 +^�0  ^2$ %0^"%012^.0%,0%27^

�+�^ 2$ %0^ �$%)�0 + [1^ $ �)2$^ �+�^ $�..%+ 11^ %1^ .�0�*,3+ 2^ P.�2$,1QF^

)�12)7D^ 	^ ��+^ � ,*.�0  ^ $ �)2$^ � ,12^ "%#30 1^ 5%2$^ �+�^ 5%2$,32^ $ �)2$^

%+130�+�  Ĉ �̂+�  ^�#�%+D^%2^� . +�1^,+^7 ,30^� 3�% +�  ^�+�^5$� 2^7,3^

2$%+(^5%))^0 ��$^2$ *^� 12C^

�1^ ",0^ 1203�230 D^ # + 0 �)) 7^ . 013�1%4 ^ .0  1 + 2�2%,+1^ $�4 ^ 2$ ^

",)), 5%+#^",0*� 2E^

	+20,�3� 2%,+E^�%1�311%+#^2$ ^%113 D^2$ ^ ���(#0,3+�^ , "^2$ ^%113 D^

�+�^7 ,30^.,1%2%,+^,+^2$ ^%113 ^

�,� 7E^ �,30^ �0 #3* + 21^U^12�02%+#^5%2$^2$ ^120,+#  12^,+ ^" %012^�1^

7,30^ � 3�% +�  ^ *� 7^ +,2^ $�4 ^ 2%* ^ 2,^ $ �0^ �))^ 7,30^ .0  1 + 2�2%,+Ĉ

� , 5 �0 �1^2$ ^ +�^, "^2$ ^.0 1 + 2�2%,+^7,3^2�)(^��,32^2$ ^,..,1% 2%,+[1^

4% 51^ �+�^ $, 5^ 7,30^ �0 #3* + 21^ �0 ^ 120,+#  0^ 12%))^ P%2^ #%4 1^ 7,3^ �^

�$�+�  ^2,^0 4% 5^2$ ^*�%+^.,%+21^7,3^*�� ^%+^7 ,30^.0  1 + 2�2%,+QC^

�,+�)31%,+E^�  . � 2^7,30^120,+#  12^�0#3* + 2^�+�^0 . � 2^5$7^7,30^

�..0 ,��$^ ,0^ 7 ,30^ ,.%+%,+^ %1^ � 12^ +,2^ ,+)7^ ",0^ 7,3D^ �32^ ",0^ 7,30^

� 3�% +�  ^�)1,C^

�  013�1%4 ^�0  1 + 2�2%,+1^T^��1%�1^̂k̂ @̂B



33. Video: How to Write a 
Persuasive Speech 

� ) �1 ^�32^�+�^.�12 ^2$ ^" ,)), 5%+#^)%+(^2$ ^7,323� ^5  �1%2 ^2,^4% 5^

2$ ^4%� ,E^

$22.1ENN7,323C� N���� � "�;+W=^

A9^̂k̂ �̂ %� ,E^� , 5^2,^� 0%2 ^�
�  013�1%4 ^� .  �$



34. Video: Imagery in 
Language 

� ) �1 ^ �32 N.�12 ^ 2$%1^ )%+(^ %+2,^ 2$ ^ 7,323� ^ 5  �^ 1%2 ^ 2,^ 4% 5^ 2$ ^

4%� ,E^

A YouTube element has been excluded from this ver sion of the 

text. You can view it online her e: 

https:/ /libr ary.achievingthedr eam.org/

epcctechnicalwriting/?p=56 

� %� ,E^	*�#  0 7^%+^��+#3�#  ^̂k̂ Â:

https://library.achievingthedream.org/epcctechnicalwriting/?p=56#pb-interactive-content
https://library.achievingthedream.org/epcctechnicalwriting/?p=56#pb-interactive-content


35. APA Basics Powerpoint 

� ) �1 ^ �32 N.�12 ^ 2$ ^ )%+(^ � ), 5^ %+2,^ 7,30^ �0 , 51 0^ 1 �0 �$^ ��0^ 2,^

),� � 2 ^2$ ^., 5  0.,%+ 2E^

$22.1ENN, 5)C +#)%1$C.30�3 C �3 N, 5) N0 1,30 �  N>?9N:@N^

A; ^̂k̂ �̂� �^��1%�1^� , 5  0.,%+ 2



36. Video: How to Write a 
Research Paper in APA 
format 

� ) �1 ^�32 N.�12 ^2$ ^" ,)), 5%+#^)%+(^%+^2$ ^7,323� ^5  �1%2 E^

A YouTube element has been excluded from this ver sion of the 

text. You can view it online her e: 

https:/ /libr ary.achievingthedr eam.org/

epcctechnicalwriting/?p=60 

� %� ,E^� , 5^2,^� 0%2 ^�^�  1 �0 �$^� �. 0
%+^���^" ,0*� 2̂ k̂̂ Â<

https://library.achievingthedream.org/epcctechnicalwriting/?p=60#pb-interactive-content
https://library.achievingthedream.org/epcctechnicalwriting/?p=60#pb-interactive-content


37. Video: Ten Tips for 
Writing a Research Paper 

� ) �1 ^�32 N.�12 ^2$ ^" ,)), 5%+#^)%+(^%+^2$ ^7,323� ^5  �1%2 ^2,^4% 5^

2$ ^4%� ,E^

A YouTube element has been excluded from this ver sion of the 

text. You can view it online her e: 

https:/ /libr ary.achievingthedr eam.org/

epcctechnicalwriting/?p=61 

^

A=̂ k̂̂ �̂ %� ,E^� +^�%.1^",0^� 0%2%+#^�
�  1 �0 �$^� �. 0

https://library.achievingthedream.org/epcctechnicalwriting/?p=61#pb-interactive-content
https://library.achievingthedream.org/epcctechnicalwriting/?p=61#pb-interactive-content


38. Reliable Sources 

�+�  ^7,3^.%�(^7,30^2,.%�^,0^7,3^$� 4 ^�^2,.%�^�+�^7 ,3^+  �^2,^���(^

3.^7 ,30^,.%+%,+1^5%2$^0 1 �0 �$D^7,3 [))^+  �^2,^4%1%2̂ 7̂,30^)%�0 �0 7^,0^

� 2^2$ ^4 0 7^) �12^31 ^2$ ^%+2 0+ 2^2,^"%+�^1,30�  1C^

� + 0 �)) 7D^ 5 �1%2 1^ 5%2$^ 2$ ^  62 +1%,+1^ C*%)D^ C �3D^ ,0^ C#, 4^ �0 ^

0 )%��) D �̂32^7,3^+  �^2,^ � ^ � �0  "3)^5$ +^31%+#^C�,*^ ,0^C,0 #^1%2 1^

� � � 31 ^ 2$ 1 ^ 1%2 1^ *� 7^ � ^ .30 �$�1 �^ �+�^ � ,3)�^ � ,+ 2�%+^ 2$ ^

.30 �$�1 0[ 1^�%�1C^

� � 2���1 1 ^�0  ^ � ,)) � 2%,+1^ ,"^ *�#�8%+ 1^ 2$� 2^ )%�0 �0% 1^ 13�1�0%� ^

2,Ĉ �̂$ ^�� 2���1 1^*� 7^� ^" % )�^1. �%"%�^U^",0^ 6�*.) D^7 ,3^� �+^$� 4 ^

�� 2���1 1^2$� 2^,+)7^�,+ 2�%+^�31%+ 11^0 )� 2 �^�0 2%�) 1D^,0^,2$ 01^*�7^

,+) 7^ �,+ 2�%+^%+",0*� 2%,+^ ,+^$ �)2$^%113 1C^̂ � � 2���1 ^ �0 2%�) 1^"0,*^

',30+�)1^ �0  ^ #,,�^ 1,30 �  1^ , "^ %+",0*� 2%,+^ � � � 31 ^ 2$ 7^ $�4 ^ �  +^

0 4% 5  �^ � 7^  6. 0 21^ %+^ 2$ ^ "% )�Ĉ̂ � ,3^ � �+^ �1(^ 7 ,30^ )%�0 �0%�+^ 2$ 7^

�300 + 2)7^ 13�1�0%� ^ 2,^ �+�^ 2$ 7^ ��+^ $ ).^ 7 ,3^ �� �  11^ 2$ *^ %+^ 2$ ^

)%�0 �0 7^�+�^"0,*^$,* C^

� %� ,1D^*, 4% 1D^) � 230 1D^�+�^,2$ 0^27. 1^, "^1,30�  ^*� 2 0%�)1^*�7^

,0^*� 7^+,2^� ^� ,+1%� 0 �^0 )%��) ^� � � 31 ^%+^2$ 1 ^*�2 0%�)1D^2$ 0 ^

%1^ �^ �$�+� ^ , "^ �%�1^ "0,*^ 2$ ^ � 32$,0D^ �%0 � 2,0D^ .0,�3�  0D^ ,0^

.)� 750%#$2C^

� 1%+#^ 2 12%*,+%�)1^ "0,*^ "0% +�1^ �+�^ "�*%) 7^ �0 ^ # + 0 �)) 7^ +,2^

0 � ,** +� �^ �1^ 7,3^ 5 �+ 2^ 2,^ 31 ^ 1,30�  1^ 2$�2^ $�4 ^ 1�% +2%"%��)) 7^

4 0%"% �^ %+",0*� 2%,+^ ,0^ %+",0*� 2%,+^ 2$�2^ $�1^ �  +^ #� 2$ 0 �^ 31%+#^

0 1 �0 �$^ .0 ,2,� ,)1^  12��)%1$ �^ � 7^ �,)) #  1D^ 3+%4 01%2% 1D^ ,0^

,0 #�+%8�2%,+1Ĉ̂� ),#1^ �+�^2 5   21^ �0 ^ �)1,^+,2^# ,,�^1,30 �  1 ^2,^31 ^

�1^2$ 7^�0 ^��1 �^,+^,.%+%,+1D^+,2^4 0%"% �^"�� 21C^�%(%. �%�^��+^� ^

 �%2 �^ � 7^ 0 �� 01^ �+�^ *�+ 7^ .0, " 11,01^ 5%))^ +,2^ ���  .2^ 2$%1^ �1^ �^

0 )%��) ^ 1,30 �  Ĉ �̂$ �(^ 5%2$^ 7,30^ %+1203�2,0^ 2,^ 1  ^ 5$� 2^ (%+�1^ ,"^

1,30 �  1^�0 ^�� �  .2��) C^

�  )%��) ^�,30 �  1 ^̂k̂ Â>



39. What Needs a Source 
In-text Citation 

� $ +^ 123� + 21^ �0 ^ �1(  �^ 2$%1^ /3 12%,+D^ 2$ 7^ # + 0 �)) 7^ �+15  0E^

X� $� 2^ 7,3^ �%�+ [2^ 50%2 CY^ �, 5  4 0D^ *�+7^ 2%* 1D^ 2$%1^ � � ,* 1^ �+^

%113 ^� � � 31 ^�" 2 0^0 ��%+#^*�+ 7^1,30�  1D^123� +21^"%+�^%2^$�0�^2,^

�%12%+#3%1$^5$�2^%1^2$ %01^�+�^5$�2^%1^�%0 � 2)7^"0,*^2$ ^1,30 �  C^

�  0  ^�0  ^�^� ,3.) ^, "^03) 1^,"^2$3*�^2,^� �%� ^5$ +^7 ,3^+  �^2,^

�0  �%2^�^1,30�  E^

K^ 1 + 2 +�  1^2$�2^�,+ 2�%+1^+3* 0%��)^%+",0*� 2%,+^,"^�+7^(%+�^

13�$^�1^0�+#  1D^. 0�  + 2�# 1D^5 %#$21D^*,+ 2�07^�*,3+ 21D^

���0  11 1D^ 2�C^

K^ �+ 7^�%0 � 2^/3,2 ^5$%�$^%1^�^5,0 �^� 7^5,0 �^�3.)%� � 2%,+^,"^5$� 2^

5 �1^%+^2$ ^1,30�  ^

K^ 13**�0% 1^5$%�$^�0  ^2$ ^*�%+^%� �^, "^�^2$ ,0 7D^%� �D^,0^.)�+^

2$�2^7,3^�%�^+,2^� ,* ^3.^5% 2$^

K^ �),1 ^.�0 �.$0 �1 1^U^%"^7,3^,+) 7^0 .)��  ^�^" 5^5 ,0 �1^"0,*^2$ ^

1,30 �  ^5%2$^7,30^, 5+^

K^ 1. �%"%�^� 2�%)1^2$�2^�0 ^+,2^5%� ) 7^(+, 5+^

K^ 2��) 1^,0^" %#30 1^2$�2^7,3^�%�^+,2^� 4 ),.^,+^7 ,30^, 5+^

� � � 31 ^ �1^ 7,3^ # ,^ �),+#^ %+^ 7,30^ 0 1 �0 �$^ %2^ � � ,* 1^ $�0 � 0^ 2,^

�%12%+#3%1$^5$�2^%1^7,301^�+�^5$� 2^%1^%+^2$ ^1,30�  D^%2[1^�^#,,�^%� �^

2,^50%2 ^2$ ^/3,2 1D^13**�0% 1D^�+�^.�0 �.$0 �1 1^,+^+,2 ^� �0 �1^5%2$^

� 2^) �12^2$ ^2%2) ^, "^2$ ^5,0 (^1,^2$� 2^5$ +^7,3^31 ^%2D^7,3^(+, 5^5$%�$^

1,30 �  ^%2^��* ^"0 ,*C ^̂ 	2[1^�)1,^ �1% 0^2,^50%2 ^2$%1^%+",0*� 2%,+^,+^�^

+,2 � �0 �^2$�+^0%")%+#^2$0,3# $^�^12��(^, "^.�. 01^,0^�0 2%�) 1H^

A?^̂k̂ �̂ $� 2^�   �1^�^�,30 �  ^	+T2 62
�%2�2%,+



40. Blending Research into 
Your Writing 

� $ +^7,3^ �0  ^50%2%+#^7,30^0 1 �0 �$^ .�. 0 D^7,3^*312^2$%+(^ ��,32^

$, 5^ 7,3 [0 ^ #,%+#^ 2,^ �) +�^ 2$ ^ %+",0*� 2%,+^ 7,3^ ) �0+ �^ %+2,^ 7,30^

, 5+^50%2%+#C^̂ �$ 0  ^�0  ^�^� ,3.) ^, "^5� 71^,"^�,%+#^2$%1^�+�^%2^%1^�7^

1%#+�)^ .$0�1 1D^ %+2 0.0  2%+#^ /3,2 1D^ .�0�.$0 �1%+#^ %+",0*� 2%,+^ �+�^

13**�0%8%+#^( 7^.,%+21C^

Signal P hr ases 

� %#+�)^ �$0�1 1^ �0  ^ 5 ,0 �1^ 31 �^ 2,^ %+20,�3�  ^ �^ /3,2 ^ ,0^ 1,30 �  ^

%+",0*� 2%,+Ĉ̂	^1�7^%+20,�3�  ^�^/3,2 D^�32^2$ ^1%#+�)^.$0�1 ^� �+^� ^

� 2^2$ ^� # %++%+#^,0^ +�^,"^2$ ^1 +2 +�  Ĉ �̂ %#+�)^.$0�1 1^�0  ^.$0 �1 1^

13�$^�1^2$ ^",)), 5%+#E^

�1^2$ ^� 32$,0^12�2 1D^ �� � ,0 �%+#^2,^*7^1,30�  D^

�+^%+2 0+ 2^1,30�  ^�11 0 21^ �$ ^2$ ,0 7^��+^� ^13**�0%8

�1^* 7^1,30�  1^� ,+" %0*^ �0 � 5%+#^"0,*^* 7^1,30�  1D^

�$ ^4%� ,^1$, 51^2$�2D^ �� � ,0 �%+#^2,^2$ ^2��) D^

�1^�^0 13)2D^*7^1,30�  ^%+�%�� 2 1^2$�2D^ �$ ^)� 5^12�2 1D^

� ,3^� �+^+,2^2��(^,+^2$ ^/3,2 ^3+ 2,^2$ ^1 +2 +�  ^� " ,0  ^%2^� � � 31 ^

7,3^'312^ +�^3.^5%2$^�^03+T,+^1 +2 +�  C^

Interpr eting Quotes 

� $ +^7,3^31 ^�^/3,2 D^7 ,3^� �++,2^�113* ^2$� 2^2$ ^�32$,0^(+, 51^

5$ 7^7,3 [0 ^.32 2%+#^%2^2$ 0 Ĉ �̂ ,3^+  �^2,^ 6.)�%+^5$7^7,3 [0 ^31%+#^

2$ ^ /3,2 ^ �+�^ 7 ,3^ +  �^ 2,^ %+2 0.0  2^ %2^ %+̂̂7,30^ , 5+^ 5 ,0 �1^

�" 2 05 �0 �1^1,^2$� 2^2$ ^0 �� 0^"3)) 7^3+� 012�+�1^5$ 7^7,3^�0  ^31%+#^

%2Ĉ̂	2[1^ + 4 0^ �^ #,,�^ %� �^ 2,^ $� 4 ^ /3,2 ^ �" 2 0^ /3,2 ^ �" 2 0^ /3,2 C^

� ) +�%+#^�  1 �0 �$^%+2,^� ,30
� 0%2%+#̂̂k̂ Â@



� ,30^0 1 �0 �$^1$,3)�^� ^5$� 2^7,3^) �0+ �D^+,2^5$� 2^7,3^� ,.% �^�+�^

.�12 �^%+2,^7,30^�,�3* + 2C^

Paraphr asing and Summarizing 

� �0 �.$0 �1%+#^%1^5$ +^7,3^.32^1,* 2$%+#^7,3^0 ��^%+2,^7,30^, 5+^

5 ,0 �1 Ĉ̂ 	2^%1^�%"" 0  + 2^2$�+^%+2 0.0  2�2%,+^� � � 31 ^%+2 0.0  2�2%,+^%1^

5$� 2^2$ ^%+",0*� 2%,+^* �+ 2^2,^7,3^ ,0^5$� 2^7,3^) �0+ �^ "0,*^2$ ^

1,30 �  Ĉ �̂ 3**�0 7^%1^2$ ^*�%+^%� �^, "^�+^�02%�) D^%� �D^,0^2,.%�̂�+�^%1^

# + 0 �)) 7^1$,02 0^2$�+^.�0 �.$0 �1 1^,0^%+2 0.0  2�2%,+1Ĉ̂� 1%+#^2$ 1 ^

50%2%+#^� 4%� 1^� �+^$ ).^7 ,3^� 4,%�^, 4 0T/3,2%+#^%+^7,30^.�. 0 C^

AÂ k̂̂ �̂ ) +�%+#^�  1 �0 �$^%+2,^� ,30^� 0%2%+#



41. Research Assignments 
(Assessment)EPCC 

�11 11* + 2^ M:E^ �,3^ �0  ^ 2,^ 50%2 ^ �^ 1%6^ .�# ^ �� �^ 0 1 �0 �$^ .�. 0 Ĉ

� ,3^+  �^2,^�� 4,� � 2 ^",0^�^�$�+#  ^%+^7,30^� ,**3+% 27Ĉ̂� ,3^� �+D^",0^

 6�*.) D^�1(^" ,0^�^+ 5^.�0 (D^�^�,#^.�0 (D^�^4,)3+ 2  0^.0 ,#0 �*^� 2^7,30^

),� �)^1�$,,)D^�^03++%+#^20�%)D^ 2�Ĉ �̂ ,3^5%))^+  �^2,^�,^1,* ^0  1 �0 �$^

P�+�^�,�3* + 2^%2^�� �^127) Q^0 #�0 �%+#^2$ ^���(#0 ,3+�^�+�^+  �^, "^

7,30^� ,**3+% 27D^2$ ^�,121^%+4,) 4 �^%+^7,30^.0 ,.,1 �^�$�+#  D^�+�^

2$ ^� + " %21^,"^1%*%)�0^.0,#0 �*1^%+^,2$ 0^�,**3+% 2% 1C^

�11 11* + 2^M;Ê̂� ,3^�0  ^2,^50%2 ^�^",30^2,^"%4 ^.�#  ^�� �^0 1 �0 �$^

.�. 0^ 6.),0%+#^2$ ^5� 71^2 �$+%��)^50%2%+#^%1^31 �^%+^2$ ^�31%+ 11^

"% )�1D^ ��4 0 2%1%+#^"% )�1D^* �%��)^ "% )�1D^ ,0^#, 4 0+* + 2^ )%2 0� 230 Ĉ

� ,3^5%))^+  �^2,^���0  11^2$ ^���(#0 ,3+�^,0^$%12,07^,"^2$%1^27. ^, "^

50%2%+#^%+^2$ ^"% )�D^2$ ^.30.,1 1^%2^$�1^�  +^31 �^" ,0 D^2$ ^ "" � 2%4 ^

5 � 71^ ,"^ 50%2%+#D^ 2$ ^ 27. 1^ , "^ 50%2%+#^ 31 �D^ �+�^ )�12)7^ $,5^ 2$%1^

50%2%+#^$�1^�$�+# �C^

^

^

^

�  1 �0 �$^�11%#+* + 21
P�11 11* + 2Q���� ^̂k̂ ÂB



42. Resume Samples 

	"^7,3^# ,,# ) D^X� 13* ^� ,0*� 21DY^7,3^5%))^# 2^)%2 0�)) 7^2$,31�+�1^, "^

5  �^1%2 1^2$�2^�,+ 2�%+^4�0%,31^",0*� 22%+#^2,,)1^�+�^",0*� 21^",0^7,30^

0 13* C ^̂ 	^ +� ,30 �#  ^7,3^2,^�,^1,^7 ,3^� �+^# 2^�+^%� �^, "^�%"" 0  + 2^

",0*� 21^�+�^5$� 2^%1^0%#$2^",0^7,3C^

�$ ^12�+��0 �^" ,0*� 2D^$,5  4 0^),,(1^)%( ^2$%1E^

�	���^��
�D^� ���^��
�^


�%)%+#^���0  11^

�%27D^�2�2 D^�%.^�,� ^

�̂� � � � �	 � �E^

��� ��	�� ��E^

��	���E^

� ����	�� �	 � �� N� � � ������^� ��	�	�	��E^

�  "  0  +�  1^� 4�%)��) ^�.,+^�  /3 12^

�,* ^123� + 21^5%))^31 ^�%"" 0  + 2^�,),01^" ,0^2$ ^2,.^$ ��%+#^�+�^

13�T$ ��%+#1Ĉ̂�2$ 01^5%))^.32^2$ ^�,+ 2�� 2^%+",0*� 2%,+^%+^�^1%� ^��0^

P$,0%8,+ 2�)^,0^4 0 2%��)QF^,2$ 01^.32^�^�,0� 0^�0 ,3+�^2$ ^ + 2%0 ^.�#  F^

�+�^12%))^,2$ 01^5%))^.32^2$ %0^13�T$ ��%+#1^%+^1$�� �^�, 6 1Ĉ �̂#�%+D^

%2^� . +�1^,+^7 ,3^�+�^$, 5^7,3^5 �+ 2^2,^.0 1 + 2^7,301 )"C^

B9^̂k̂ �̂  13* ^��*.) 1



43. Persuasive Presentation 
Assessment EPCC 

�$,,1 ^ ,+ ^ , "^ 2$ ^ ",)), 5%+#^ 1� +�0%,1^ �+�^ .0  .�0  ^ �^ . 013�1%4 ^

.0  1 + 2�2%,+^",0^%2E^

P:Q̂̂�^.0  1 + 2�2%,+^2,^7,30^�,11^�1(%+#^",0^�^:9e^0 �%1 Ĉ̂̂ � ,3^� �+^

31 ^ 7,30^ 0 �  + 2^ �� � ,*.)%1$* + 21D^ 5�#  ^ 12�2%12%�1D^ �+�^ ,2$ 0^

%+",0*� 2%,+^2$�2^��+^�,,12^7 ,30^�0 #3* + 2C^

P;Q̂̂�^ .0  1 + 2�2%,+^2,^ �^ ��+(^ �1(%+#^",0^ �^12�02^3.^ ),�+^ ",0^7,30^

+ 5^�,+32^�31%+ 11Ĉ �̂ ,3^*� 7^ 12%*�2 ^� ,121D^2%* )%+ 1D^�+�^*�( ^

3.^*�0 (%+#^),#,1D^+�* ^, "^�31%+ 11^ 2�C^

P<Q̂̂ �^ .0  1 + 2�2%,+^2,^7,30^ ),� �)^ �%27^ �,�0 �^ " ,0^ �+^%*.0 , 4 * + 2^

%+^7,30^� ,**3+% 27Ĉ̂ � ,3 ^̂ *� 7^ 12%*�2 ^� ,121D^2%* )%+ 1D^�+�^,2$ 0^

%2 *1^2$� 2^�0 ^0 �1,+��) ^�+�^5%))^$ ).^7 ,30^�0 #3* + 2C^

�0 ��%+#^�3�0%�E^

� 22 +2%,+^2,^�3�% +� E^;9e^

�0 #�+%8�2%,+^ �+�^ �..0 ,.0%� 2 + 11^ , "^ �..0 ,��$^ P.� 2$,1D^ ),#,1D^

 2$,1D^,0^�,*�, QE^;>e^

� %13�)1E^:>e^

�,+ 2 +2E^:>e^

�0  1 + 2�2%,+^�(%))1E^;>e^

^

�  013�1%4 ^�0  1 + 2�2%,+^�11 11* + 2
���� ^̂k̂ B̂:



44. Video: Resume Tutorial 

� ) �1 ^�32^�+�^.�12 ^2$%1^)%+(^5$ +^7,3^,. +^2$ ^7 ,323� ^5  �1%2 ^

2,^4% 5^2$ ^4%� ,E^

^

A YouTube element has been excluded from this ver sion of the 

text. You can view it online her e: 

https:/ /libr ary.achievingthedr eam.org/

epcctechnicalwriting/?p= 71 

B; ^̂k̂ �̂ %� ,E^� 13* ^� 32,0%�)

https://library.achievingthedream.org/epcctechnicalwriting/?p=71#pb-interactive-content
https://library.achievingthedream.org/epcctechnicalwriting/?p=71#pb-interactive-content


45. Video: Top Resume and 
Cover Letter Mistakes 

� ) �1 ^� ,. 7N.�12 ^2$ ^" ,)), 5%+#^)%+(^%+2,^2$ ^7,323� ^1 �0 �$^��0^2,^

4% 5^2$ ^4%� ,E^

^

� %� ,E^�,.^�  13* ^�+�^�, 4 0^� 22 0

%12�(  1 ^̂k̂ B̂<



46. I Need Help 

�   �^*,0  ^%+",0*� 2%,+^��,32^2$%1^�,301 I^� � 4 ^/3 12%,+1^��,32^

"��3)2 7^0 1,30 �  1I^��+ [2^"%+�^5$�2^7,3 [0 ^),,(%+#^",0I^�6. 0% +�%+#^

2 �$+%��)^�%""%�3)2% 1I^

�  [0 ^ $ 0  ^ 2,^ $ ).H �̂ �(  ^ �� 4�+ 2�# ^ , "^ 2$ ^ ",)), 5%+#^ �3* +^

�312,* 0 T13..,0 2^0 1,30 �  1E^

K^ �$ �(^,32^,+ ^, "^�3* + [1^���3)2 7^� 1 0^�3%� 1^$ 0  C^

K^ � 3�*% 2^�^13..,0 2^2%�( 2$̂ 0  �̂+�^2 ))^31^5$� 2^7,3^+  �C^

K^ � �)(^�+�^1�0   +T1$�0  ^5%2$^�^)%4 ^$3*�+^�30%+#^�3* + [1^� ��^

, ""%� ^$,301C^�  ^� 4�%)��) ^2%* 1 $̂ 0  C^

B=̂ k̂̂ 	̂^�   �^�  ).

https://lumenlearning.zendesk.com/hc/en-us
https://lumenlearning.zendesk.com/hc/en-us/requests/new
http://lumenlearning.com/office-hours/


PART II 

INTRODUCTION 

	+20,�3� 2%,+̂̂k̂ B̂>





47. What is Technical 
Writing? 

^

�%!2.). '��"*%#4)6%3�


 ,�3) ^�+ E^�  �$+%��)^� 0%2%+#^�4 0 4% 5^

K^ � �0+^��,32^5$� 2^2 �$+%��)^50%2%+#^%1^�+�^5$�2^%2^%1^

31 �^" ,0^

K^ � �0+^��,32^2$ ^�%" " 0  + 2^1 22%+#1^2$�2^%+4,) 4 ^

2 �$+%��)^50%2%+#^

K^ � �0+^$, 5^2 �$+%��)^50%2%+#^�+�^���� *%�^50% 2%+#^

�%"" 0^

K^ � �0+^��,32^2$ ^�3)230 �)D^ 2$%��)D^�+�^) #�)^

%*.)%�� 2%,+1^,"^2 �$+%��)^50%2%+#^

^

�  �$+%��)^ 50%2%+#^ %1^ �+^ �3�% +�  T�  + 2 0 �^ * �+1^ , "^

� ,**3+%� � 2%,+^2$�2^ .0, 4%� 1^ �^0 �� 0^5% 2$^ �) �0^ �+�^  �17^ �� �  11^

2,^%+",0*� 2%,+.̂ 	̂+^2$ ^ �31%+ 11^5,0 )�D^2%* ^  /3� 2 1^2,^ .0, "%2D^�+�^

.0 , "%2^ %1^ 2$ ^ ",0 �  ^ � $%+�^ �))^ �31%+ 11^ %+2 0�� 2%,+C^ �$ ^ 50%2 0^

0 � ,#+%8 1D^ 0 1. � 21D^ �+�^ ���0  11 1^ 2$ ^ %*.,0 2�+�  ^ , "^ 2%* ^ %+^

 " " � 2%4 ^ �+�^  " "%�% +2^ �,**3+%� � 2%,+^ �7^ .0, 4%�%+#^ �,�3* + 21^

50%22 +^ %+^ 1. �%"%�^ ",0*� 21D^ 31%+#^ 3+�*�%#3,31^ )�+#3�# ^ 2,^ 1 +�^

�) �0^%+",0*� 2%,+C^�$ ^0 �� 0 D^%+^230+D^2$,0,3# $)7^3+� 012�+�1^2$ ^

%+",0*� 2%,+^%+^,0� 0^2,^# %4 ^�^2$,3# $2"3)^0 1.,+1 C^

�,^�, 1^2 �$+%��)^50%2%+#^$�4 ^2,^� ^�0 7D^1$,02D^�+�D^�,0%+#I^� ,D^

� $� 2^%1^� �$+%��)^� 0%2%+#I ^̂k̂ B̂@



%2^��+^� ^4%�0 �+ 2D^�) �0D^�+�^� " %+%2 )7^+,2^�,0%+#C^�,30^2�1(^%1^2,^� ^

 " "%�% +2D^�32^+,2^2,^� ^�^�03�# C^� $,^5 �+ 21^2$ %0^*�2 0%�)^1$ )4 �^

�+�^+,2^0  ��I^� ,0*� 21D^%*�# 1D^�+�^� ,+�%1 D^�0%1.^50%2%+#^5%))^*�( ^

7,30^*� 2 0%�)1^0 ����) D^%+" ,0*� 2%4 D^�+�^ " " � 2%4 C^

�+,2$ 0^ 2$%+#^ 2,^ (  .^ %+^ *%+�^ �1^ 7,3^ 31 ^ 2$%1^ �,,(^ %1^ 2$�2^

%*.,0 2�+2^%+",0*� 2%,+^2$�2^%1^� %+#^120 11 �^%1^%+^�^�)3 ^",+ 2C^

Formatting and Language 

� ,0*� 22%+#^�+�^�..0 ,.0%� 2 ^)�+#3�#  ^�0  ^2$ ^��1%�^� 1%#+^ ) * + 21^

, "^�))^2 �$+%��)^�,�3* + 21C^�̂ 1%#+^ ) * + 21^��+^� ^4  0 7^ "" � 2%4 ^%+^

� ,**3+%� � 2%+#^4%13�)^�3 1^2$�2^$ ).^7,30^0 �� 0^*, 4 ^2$0,3# $^2$ ^

�,�3* + 2^ ,0^ $ ).^ � 1�0%� ^ �^ � ,+�  .2^ /3%�() 7C^̂� 1%+#^ �..0,.0%� 2 ^

)�+#3�#  ^ %1^ 1%#+%"%��+ 2^ %+^ .0, 4%�%+#^ 2$ ^ 0 �� 0^ 5% 2$^ �^ 2$,0,3# $^

3+� 012�+�%+#^, "^2$ ^.30.,1 ^, "^2$ ^�,�3* + 21D^$,5^2$ ^�,�3* + 2^

0 )� 2 1^ 2,^ 2$ ^ 0 �� 0[ 1^ +  �1D^ �+�^ 5$� 2^ �� 2%,+^ %1^  6. � 2 �^ , "^ 2$ ^

0 �� 0 C^

�^�,�3* + 2^*� 7^$�4 ^,+ ^0  �� 0^P 2$ ^.0%*�0 7^0 �� 0 Q^,0^1 4 0 �)^

0 �� 01^ P2$ ^ 1 � ,+��0 7^ 0 �� 01 QĈ�^ .0%*�0 7^ 0 �� 0^ %1^ 2$ ^ . 01,+^

5$,^ ,0 � 0  �^ 2$ ^ 0 .,0 2^ 2,^ � ^ 50%22 +^ ,0^ 2$ ^ . 01,+^ " ,0^ 5$,*^

�^ 0 .,0 2^ %1^ %+2 +� �C^ �$ 1 ^ 0  �� 01^ 5%))^ 313�))7^ 0 ��^ 2$ ^  + 2%0 ^

0 .,0 2C^̂� � ,+��0 7^ 0 �� 01^ �0  ^ 2$,1 ^ 0 �� 01^ 5$,^ 5%))^ 0 ��^ ,+) 7^

2$ ^ 1 � 2%,+1^ ,"^ 2$ ^ 0 .,0 2^ 2$�2^ 0 )� 2 ^ 2,^ 2$ *D^ 2$ %0^ ',�1D^ 2$ %0^

� .�0 2* + 21D^0 1.,+1%�%)%2% 1D^ 2�C^�,0^ 6�*.) D^%"^�^0 .,0 2^5�1^1 + 2^

BÂ k̂̂ �̂ $� 2^%1^� �$+%��)^� 0%2%+#I

https://s3-us-west-2.amazonaws.com/courses-images-archive-read-only/wp-content/uploads/sites/297/2015/03/20165506/textbook.jpg
https://s3-us-west-2.amazonaws.com/courses-images-archive-read-only/wp-content/uploads/sites/297/2015/03/20165506/textbook.jpg


2$�2^ � 2�%) �^ "3+�%+#^ ",0^ �%"" 0  + 2^ � .�0 2* + 21D^ �^ .%.%+#^

13. 0%+2 +� + 2^ *� 7^ ,+)7^ 5�+ 2^ 2,^ 0 ��^ 2$ ^ 1 � 2%,+^ 2$�2^ 0 )� 2 1^ 2,^
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Academic Writing versus Technical Writing 
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Cultural Communication 
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Ethics 
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48. The Many Contexts of 
Communicating Technical 
Information 
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Technical Communication Can Take Many 
Forms 
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Technical Communication Serves a Practical 
Purpose 
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Technical Communication is Collaborative 

�  �$+%��)^ � ,**3+%� � 2%,+^

�,�3* + 21^5%))^,"2 +^0 /3%0 ^%+.32^,0^���%2%,+�)^5,0 (^"0,*^1 4 0 �)^

� ,T� 32$,01D^� . +�%+#^,+^2$ ^� ,*.) 6%27^,"^2$ ^�,�3* + 2^�+�^2$ ^

+� 230 ^, "^2$ ^2�1(^5%2$^5$%�$^%2^%1^� �)%+#Ĉ� � 3)^�+� 01,+ [1^� �$+%��)^

�,**3+%� � 2%,+^ 2 62�,,(^ 0  )� 2 1^ �+^ �+ � �,2 ^ 0  #�0 �%+#^ 2$ ^

.0 ,.,1�)^2,^ �3%)�^2$ ^ 	 +2 0+� 2%,+�)^ �.��  ^ � 2�2%,+^5$%�$^�,+ 2�%+ �^

2 62^ �+�^ �0 � 5%+#1^ "0,*^ *,0  ^ 2$�+^ <99^  +# %+  01C^ �$%1^ *�7^ � ^

�+^ 620 * ^ 6�*.) D^�32^ 4 +^5$ +^50%2%+#^�^2 �$+%��)^�,�3* + 2^

�),+ D^ � ,))��,0 � 2%,+^ �+�^ �,+13)2� 2%,+^ 5%2$^ �, 5 ,0 (  01^ ,0^ ,2$ 0^

* *� 01^, "^2$ ^%+2 +� �^� 3�% +�  ^*� 7^",0*^�^.�0 2^,"^�+^�32$,0[1^

50%2%+#^.0,�  11C^

Technical Communication is Shaped by 
Conventions and Culture 
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49. Basic Assumptions and 
Potential Complications 

� " ,0  ^ 7,3^ � # %+^ 2,^ ) �0+^ ��,32^ �^ 13�' � 2D^ %2^ %1^ +�230�)^ 2,^ *�(  ^

�113*.2%,+1^ ��,32^ % 2C^ 	2^ %1^ %*.,02�+2^ +,2^ 2,^ ��2^ ,+^ 2$ 1 ^

�113*.2%,+1^3+) 11^7,3^� �+^.0 , 4 ^2$� 2^2$ 7^�0 ^� ,00 � 2C^

Writing for Work vs. Writing for School 
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%1^2$�2^%2[1^)%( ^50%2%+#^",0^�^�)�11E^�,3^12�02^5%2$^�^2$ 1%1D^. 0" � 2^%2D^

�3%)�^1203�230�)^1 + 2 +�  1D^ )%*%+�2 ^"%012^. 01,+4̂% 5.,%+ 2D^���^�+^

%+20,D^�,� 7D^�+�^�,+�)31%,+D^�+�^1,^,+C^� $� 2^%1+[2^2�3#$2^%+^1�$,,)1^

%1^2$�2^50%2%+#^* *,1D^.0,.,1�)1D^�31%+ 11^) 22 01D^�+�^%+1203�2%,+1^
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7,3^ �,+ [2^ �3%)�^ 3.^ 2,^ 7,30^ *�%+^ .,%+2U7,3^ #  2^ 2,^ %2^ %** �%�2 )7C^
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* *,D^2$ 7[0 ^),,(%+#^",0^. 0 2%+ +2^%+",0*� 2%,+^5%2$,32^"%)) 0^�+�^

Z")3""[C^

In the academic setting, you may not get a chance 
to re-subnmit an assignment for a better grade; 
however, in the business setting, resubmission is 
common. Resubmission is important in business 
because business is always changing. However, 
when sending out your first draft of a memo, 
make sure it is as close to perfect as you can get it. 
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Even if you redo this memo, people may still have 
already opened it, or my still open it to see the 
differences in changes. So, if you write a new 
memo saying the meeting will no longer take 
place on Tuesday, that is not necessarily a redo, 
but a whole new memo in itself. The new subject 
would be meeting canceled instead of meeting on 
Tuesday. But if you are redoing a memo on a 
progress report, your boss still may choose to read 
the first draft as well as your second. Also, be sure 
your second draft is better than your first. A lot of 
people think that if its a second draft it will 
obviously be better than the first but this is not 
always the case. Be sure to read and re read your 
memos. 

Education vs. Practicality 

� $ +^ 7,3^ �0  ^ � 2^ 1�$,,)D^ 7,30^ 2 ��$ 01^  6. � 2^ 7,3^ 2,^ 1$, 5^ 2$� 2^

7,3^ �0  ^ ) �0+%+#C^ 	+^ ,0� 0^ 2,^ � 12^ � *,+120 � 2 ^ 2$�2D^ 7,3^ .0  .�0  ^

0 .,0 21D^.�. 01D^.0,' � 21^�+�^2�(  ^ 6�*1C^�  5^2 ��$ 01^5%))^#%4 ^7,3^

2$ ^� + " %2^,"^2$ ^�,3�2^2$� 2^7,3^(+, 5^1,* 2$%+#^5%2$,32^.0, 4%+#^

%2C^�$%1^%1^5$7^50%2%+#^%+^1�$,,)^1 04 1^�+^educational purpose C^�,3^

�0  ^ 6. � 2 �^2,^50%2 ^��,32^ 4 0 72$%+#^7,3^(+, 5 D^�+�^%"^7,3^) � 4 ^

1,* 2$%+#^,32D^7,30^2 ��$ 0^%1^#,%+#^2,^�113* ^2$� 2^7,3^�,+ [2^(+,5^

%2C^

� , 5  4 0D^50%2%+#^1,* 2$%+#^�2^5,0 (^1 04 1^�^� ,*.) 2 )7^�%"" 0  + 2^

.30.,1 C^� ,30^0 �� 01^�0  ^� , 5 ,0 (  01^�+�^�)% + 2 ) ^5$,^�,+ [2^(+,5^

�1^ *3�$^ �1^ 7 ,3^ �,^ ��,32^ 2$ ^ 2$%+#1^ 7,3^ �0  ^ 50%2%+#^ ��,32D^ �+�^

),,(^2,^7 ,30^50%2%+#^�1^�^#3%� C^�$%1^%1^��)) �^50%2%+#^",0^�^pr actical 
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purpose C^ � � � 31 ^ 7,30^ 0 �� 01^ �0  ^ 207%+#^ 2,^ 0 ��$^ 2$ %0^ ,5+^

.0 �� 2%��)^#,�)1D^2$ 7^ 6. � 2^7,30^50%2%+#^2,^� ^�) �0D^�,+�%1 D^�+�^2,^

2$ ^.,%+2C^�7^%+�)3�%+#^ 11 +2%�)^%+",0*� 2%,+^,+)7D^7,3^�0  ^$ ).%+#^

7,30^ 0 �� 01^ " %+�^ ,32^ 5$�2^ 2$ 7^ +  �^ 5%2$,32^ # 22%+#^ "03120� 2 �D^

�,0  �D^,0^,4 0 5$ )* �C^

Relationships Between People 

� 0%2%+#^ %+^ 1�$,,)^ %1^ ,"2 +^ *3�$^ *,0  ^ �%0 � 2^ 2$�+^ 50%2%+#^ ",0^ �^

�31%+ 11C^ �$ +^ 7,3^ 50%2 ^ �^ .�. 0 D^ 7,3^ ,+) 7^ $�4 ^ ,+ ^

� ,**3+%� � 2%4 ^ 0 )� 2%,+1$%.E^

�$ ^ ,+ ^ � 25   +^ 7,3^ �+�^ 7 ,30^ .0 , " 11,0 C^ �%+� ^ 2$%1^ %1^ 2$ ^ ,+)7^

1,�%�)^ 1%23�2%,+^ 7,3^  +� ,3+ 2 0^ 5%2$^ 7,30^ �11%#+* + 2D^ 7,3^ �,+ [2^

 6. 0% +�  ^ �1^ *3�$^ , "^ �^ 4�0% 27^ ,"^ 0 )� 2%,+1$%.1^ �1^ 7,3^ �,^ 5% 2$^

2 �$+%��)^50%2%+#C^� $ +^7,3^),,( �̂ 2^7,30^50%2%+# �̂2^5,0 (D^7,3^0 �)%8 ^

2$�2^ 7,3^ �0  ^ � ,++ � 2%+#^ 5%2$^ *�+ 7^ �%"" 0  + 2^ . ,.) C^ �$ 0 ^ %1^ 2$ ^

0 )� 2%,+1$%. �̂ 25   +^ *.), 7  �̂+�^ *.), 7 0D �̂ 25   +^13..)% 0 �̂+�^

�312,* 0 D^ �+�^ � 25   +^ � , 5 ,0 (  01C^ �,3^ *� 7^ ,"2 +^ � ^ � ,*. 2%+#^

5%2$^ ,2$ 0^ . ,.) D^ ,0^ 7,3^ *� 7^ � ^ 5 ,0 (%+#^ �),+#1%� ^ 2$ *^ ,+^ �^

.0 ,' � 2C^
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Use of Graphics 

�0 �.$%�1^ %+^ 2 �$+%��)^ 50%2%+#^ �0 ^ +,2^ ,+) 7^  +� ,30 �#  �D^ 2$ 7^ �0 ^

*�+�� 2,07C^�^�,),0"3)^#0�.$%�^� �+^� ^$%#$)7^�,+ 4%+�%+#^5$ +^7,3 [0 ^

.0  1 + 2%+#^1,* 2$%+#D^ 1. �%�))7^%"^%2^# 21^2$ ^.,%+2^��0,11^4%13�))7C^

�,* ^ 6�*.) 1^, "^#0�.$%�1^�0  E^

:C^� ��) 1^

;C^ �$�0 21^

<C �̂ $,2,#0 �.$1^

=C �̂0 �.$1^

>C �̂0 � 5%+#1^

?C^� 7*�,)1^

� ,2^ ,+) 7^ �0 ^ #0�.$%�1^ 4%13�))7^ �.. �)%+#D^ �32^ 2$ 7^ �)1,^ *�(  ^ �^

.0  1 + 2�2%,+^  �17^ 2,^ +� 4%#�2 Ĉ � 13�))7D^ 2$ 7^ �0 ^ �%1�,30 �#  �^ %+^

1�$,,)^.�. 01C^	 +^2$ ^�31%+ 11^"% )�D^4%13�)1^��+^� ^2$ ^� 2 0*%+%+#^

"�� 2,0^ %+^ # 22%+#^ �^ ',�D^ 1 �30%+#^ �^ � �)D^ ,0^ %*.0 11%+#^ 2$ ^ �,11C^

� , 5  4 0D^5$ +^31%+#^#0�.$%�1D^*�(  ^130 ^2$ 7^�0 ^�..0 ,.0%� 2 ^�+�^

0 )� 2 ^2,^2$ ^2,.%�C^	2^%1^4 0 7^3+.0, " 11%,+�)^2,^1 +�^%+�..0 ,.0%� 2 ^

#0�.$%�1^ 2,^ 7,30^ 5 ,0 (^ ",0 �  D^ �+�^ %2^ *� 7^ �� 31 ^ � ,+"31%,+^ %"^ 2$ ^

#0�.$%�1^�,^+,2^0  )� 2 ^2,^7,30^2,.%�C^�0�.$%�1^�0  ^31 �^2,^ +$�+�  ^

2$ ^�,�3* + 2D^+,2^2�( ^� 5 � 7^"0,*^%2C^

Teamwork 


�+ 7^1�$,,)1^�0  ^12�02%+#^2,^ +�,30 �#  ^50%2%+#^%+^#0,3.1^2,^#  2^�^

1 +1 ^ , "^2$ ^2 �* 5 ,0 (^2$�2^7,3^5%))^  6. 0% +�  ^%+^2$ ^5,0 (.)��  C^

�,))��,0 � 2%,+^�2^2$ ^,""%� ^%1^�,**,+F^ 4 +^%"^7,3^�0  + [2^.�02^,"^ �^

2 �*D^7,3^*%#$2^12%))^�,+13)2^� , 5 ,0 (  01^�+�^0  �� 01C^� ,3^*� 7^�)1,^

13�*% 2^�0�" 21^2$�2^�0 ^� ,+12�+ 2)7^� %+#^0 4%1 �C^
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Conventions and Culture 

�+,2$ 0^ �113*.2%,+^7 ,3^ *� 7^$�4 ^ ��,32^2 �$+%��)^50%2%+#^%1^2$�2^

%2^�)*,12^+ 4 0^�$�+#  1C^�32^%"^7,3^),,(^� 2^2$ ^5,0 �^X2 �$+%��)Y^�1^

%2^ 0 )� 2 1^ 2,^ X2 �$+,),# 7DY^ 7,3^ *� 7^ "%+�^ 2$�2^ 2 �$+,),# 7^ %1^ �)5 � 71^

�$�+# %+#C^ �$�2^ %1^ 5$7^ � " ,0  ^

7,3^ � �+^ � � ,* ^ �^

13� �  11"3)^ 2 �$+%��)^ 50%2 0D^ 7,3^ *312^ ) �0+^ ��,32^ 7 ,30^

,0 #�+%8�2%,+[1^127) ^�+�^��,32^2$ ^1,�%�)^�+�^.,)% 2%��)^"�� 2,01^,"^7,30^

50%2%+#C^

Your CompanyÕs Style 

�  �$+%��)^50%2%+#^%1^+,2^�^�,+12�+ 2C^���$^� ,*.�+ 7^$�1^%21^,5+^5 � 7^

, "^.0,*,2%+#^%21 )"D^"0,*^�^)%� 0 �)^�+�^� �13�)^127) ^2,^�^� ,+1 0 4� 2%4 ^

�+�^" ,0*�)^12 7) C^�,3^5%))^+  �^2,^��'312^7 ,30^50%2%+#^��1 �^,+^$, 5^

2$ ^� ,*.�+ 7^5�+ 21^7,3^2,^0 .0  1 + 2^%2C^

Cross-Cultural Communication 

�+ ^ , "^ 2$ ^ *�',0^ �113*.2%,+1^ 2$� 2^ *�+ 7^ . ,.) ^ 5$,^ � # %+^
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2 �$+%��)^ 50%2%+#^ $�4 ^ %1^ 2$�2^ 2$ ^ 12�+��0�^ " ,0^ 2$ %0^ �,*.�+ 7^ %+^

2$ %0^�%27^%1^2$ ^12�+��0�^2$� 2^1$,3)�^� ^%+^31 ^�))^�0,3+�^2$ ^5 ,0 )�C^

	+^"�� 2D^2$%1^%1^�^$3# ^*%12�(  ^2,^*�(  C^ �4 +^%"^2$ 1 ^ �113*.2%,+1^

�0  ^ 3+� ,+1�%,31D^ 2$ 7^ �0 ^ 12%))^ %+13)2%+#C^ � , ""^ � �0 2^ 1. �(1^ ��,32^

2$%1^ %+^ $%1^ �02%�) D^ X�0 ,11T�3)230 �)^ �,**3+%� � 2%,+^ � /3%0 1^ � 1^ 2,^

�  12^�30^�113*.2%,+1CYR:SC^� ^* + 2%,+1^2$�2^2$ 0 ^�0  ^*�+ 7^,� 4%,31^

20�.1^ 2$� 2^ �* 0%� �+1^ *%11^ 5$ +^ 20� 4 )%+#D^  1. �%�))7^ 5$ +^ 2$ 7^

�0  ^%+^1%23�2%,+1^2$�2^2$ 7^$�4 ^ 6. 0% +�  �^� " ,0  D^�32^5%2$^,2$ 0^

�* 0%� �+^ �31%+ 11* +C^ �  0�1^ � �+^ �)1,^ .,1 ^ .0 ,�) *1D^ �1^ �,^

* 2�.$,01^�+�^.$0 �1 1C �̂,*.) 6^1 +2 +�  1^�0 ^1,* ^, "^2$ ^)�0# 12^

.0 ,�) *1U% 2^%1^5$ +^5 ^31 ^�%#^5,0 �1^�+�^),+#^1 + 2 +�  1^2$�2^5 ^

� �+^*,12^, "2 +^� ^*%1%+2 0.0  2 �C^� 0%2%+#^2$%+#1^2$�2^�0 ^1$,0 2^�+�^

15   2^ *� 7^ +,2^ 1  *^ .0 , " 11%,+�)D^ �32^ (  .^ %+^ *%+�^ 2$�2^ 7,3^ �0  ^

50%2%+#^",0^�^1 ) � 2^�3�% +�  ^5$,^%1^),,(%+#^",0^"�*%)%�0^5,0 �1^�+�^

�, 1+ [2^$�4 ^2$ ^.� 2% +� ^2,^ �..0  �%�2 ^7,30^#0�1.^,+^2$ ^ �+# )%1$^

)�+#3�#  C^

�+ ^, "^2$ ^*,12^%*.,0 2�+2^2$%+#1^2,^(  .^%+^*%+�^5$ +^50%2%+#^

",0^ �^ �%"" 0  + 2^ �3�% +�  ^ 2$�+^ 7,3 [0 ^ 31 �^ 2,^ %1^ 2,n̂ever assume 

anything. ^	"^ 7,3^ 0 0  ��^ 1,* 2$%+#^ "0,*^ �+,2$ 0^ . 01. � 2%4 ^ �+�^

2$%+(D^ X
�7� ^ * 7^ �3�% +�  ^ 5 ,3)�+ [2^ # 2^ 2$%1DY^ %2[1^ .0,���) 7^ 203 C^

�  �$+%��)^ 50%2 01^ 1$,3)�^ + 4 0^ 2$%+(^ 2$�2^ 2$ %0^ 50%2%+#^ �, 1^ +,2^

+  �^ 2,^ � ^  �%2 �C^ �7^ ) �0+%+#^ 2,^  �%2^ 7,30^ , 5+^ 50%2%+#D^ 7,3^ �0  ^

� ,+�  �%+#^2$�2^%2^%1^+,2^. 0" � 2C^�7^�,%+#^2$%1D^7,3^.0 , 4 ^2$� 2^7,3^

�0  ^207%+#^2,^*�( ^2$ ^� 3�% +�  ^3+� 012�+�^7 ,30^* 11�#  C^

Potential Complications 

	"^ 7,3^ �$,,1 ^ 2,^ � ^ �^ 2 �$+%��)^ 50%2 0D^ 7,3^ 5%))^ "�� ^ *�+ 7^

� ,*.)%� � 2%,+1^P.,2 +2%�))7QC^�,0^2$ ^*,12^.�0 2D^2$ 7^$�4 ^2,^�,^5%2$^

�^�$�+# %+#^5,0 )�D^�$�+# %+#^� )% "1D^�+�^�$�+#%+#^�3)230 1C^
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Technology 

�  �$+,),# 7^%1^$3# ^%+^2 �$+%��)^50%2%+#^� � � 31 ^*�+ 7^50%2 01^�0 ^

0 1.,+1%�) ^ " ,0^ �0  � 2%+#^ #3%� 1D^ %+1203�2%,+1D^

.,)%�% 1^ �+�^

.0 ,�  �30  1D^20�%+%+#^*�2 0%�)1D^�+�^1,^,+C^�%+� ^5  ^$� 4 ^ + 2 0 �^�^

�%#%2�)^�# D^5 ^�0  ^� � ,*%+#^*,0  ^� . +� + 2^,+^*��$%+ 1^2,^�11%12^

31^ �+�^2$ ^4�0% 27^ ,"^2$ 1 ^*��$%+ 1^ �$�+#  1^  4 0 7^*,+ 2$C^ �%+� ^

,+ ^, "^2$ ^*�%+^#,�)1^" ,0^2 �$^50%2%+#^%1^2,^�+2%�%.�2 ^�+ 7^/3 12%,+1^

,0^.0 ,�) *1^2$� 2^�0%1 D^%2^��+^� ^4  0 7^�%""%�3)2^",0^�^50%2 0^2,^��'312^

2,^1$%"2%+#^2�12 1C^

Ethical Communication 

� 2$%�1^ �0 ^ $3#  ^ %+^ 2 �$+%��)^ 50%2%+#C^ �13�))7D^  2$%�1^ �,� 1^ �0  ^

.0  1 + 2^�2^2$ ^5,0 (.)��  ^P 4 +^%"^2$ 7^�0 + [2^�)5 � 71^ +",0 �  �D^2$ 7^

 6%12QC^�2$%�1^�0 + [2^%+^�)��(^�+�^5$%2 ^�+�^*�+ 7^. ,.) ^�0  ^�.2^2,^

�%1�#0  ^5%2$^2$ *D^.,2 + 2%�))7^�,*.)%� � 2%+#^ +13%+#^50%2%+#C^
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Working in Teams 

	^ $� 4 ^ %+�)3� �^ 2$%1^ 1 � 2%,+^ � � � 31 ^ *�+ 7^ 2 �$+%��)^ 50%2 01^ *� 7^

"%+�^ 2$ *1 ) 4 1^ 5 ,0 (%+#^ %+^ *�+7^ 2 �*1^ , 4 0^ 2$ ^ � ,301 ^ , "^ 2$ %0^

� �0   01^�+�^%2[1^�^#,,�^%� �^2,^(+, 5^5  ))^%+^��4�+�  ^5$� 2^7,3 [0 ^%+^

",0 C^

� ,3^�+�^7 ,30^2 �**� 2 1^*� 7^+,2^�)5 � 71^�#0  ^,+^2$ ^� 12^5 � 7^

2,^�..0 ,��$^�^.0 ,�) *C^� ,3^*� 7^2$%+(^2$�2^7,3^$� 4 ^2$ ^� 12^%� �1D^

�32^# 2^�+#07^5$ +^7,3^" %+�^7,301 )"^�,%+#^�))^2$ ^5,0 (C^�, 5  4 0D^

5 ,0 (%+#^ %+^ �^ 2 �*^ 2,^ � ,))��,0 � 2%4 ) 7^  �%2^ 50%2%+#^ %1^ 2$ ^ � 12^ 5� 7^

2,^ # 2^ 7,30^ 5 ,0 (^ �,+ ^ � � � 31 ^ 7,3 [0 ^ +,2^ '312^ )%12 +%+#^ 2,^

7,301 )" U7,3 [0 ^ )%12 +%+#^ 2,^ 7,30^ 2 �*^ * *� 01D^ 5$%�$^ � �+^ $ ).^

�%1. 01 ^13�' � 2%4%27C^ �)2$,3#$^7,3^ *� 7^ "  )^2$�2^7,3^5 ,0 (^ � 22 0^

�),+ D^2$� 2^5,+ [2^�)5 � 71^� ^2$ ^� �1 C^� $ 2$ 0^7,3^)%( ^%2^,0^+,2D^7,3^

5%))^313�))7^� ^%+^2 �*1^" ,0^*,12^, "^7,30^5 ,0 (%+#^)%" D^1,^# 2^31 �^2,^

%2^1,,+C^

Losing Focus of Your Goal 

�1^7,3^� �+^1  ^"0,*^2$%1^�,*.) 6^� %(%�,,(D^7 ,3^+  �^2,^0 * *� 0^

�^ ),2^ , "^ 2$%+#1^ %+^ ,0� 0^ 2,^ � � ,* ^ �^ 13� �  11"3)^ 2 �$+%��)^ 50%2 0C^

�  * *� 0 D^5$ +^%2^ �,* 1^2,^2 �$+%��)^50%2%+#D^2$ ^ *,0 ^ � ,+�%1 ^

�+�^3+� 012�+���) ^7 ,30^2 62^%1D^2$ ^� 22 0C^�,3^*� 7^2 +�^2,^5 �+� 0^

, ""^2,.%�^%"^7,3 [4 ^�  +^5 ,0 (%+#^,+^�^.0,' � 2^",0^�^),+#^2%* D^�32^2$%1^

� �+^1 4 0  ) 7^��*�#  ^7,30^ +�^0  13)2C^�  .^" ,�31 �^�+�^0  * *� 0^

2,^) � 4 ^�+ 7^1$0 �^, "^�+^,.%+%,+^,32^,"^7,30^5 ,0 (C^
312^2�( ^2$%+#1^

,+ ^5 ,0 �^� 2^�^2%* C^
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Notes 

:C^
3*.^3. B̂ � �0 2D^� , ""C^X�0 ,11^�3)230�)^�,**3+%� � 2%,+^

�  /3%0 1^� 1^2,^� 12^�30^�113*.2%,+1C^��� T
 ,+ 20 �)D^

� .2 *� 0^<92$D^;99A^
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50. Legal Issues and 
Communication 

	+^ �31%+ 11D^ %*�# ^ %1^  4 0 72$%+#C^ �3�)%�^ ,.%+%,+^ ,"^ �^ � ,*.�+ 7^

�" " � 21^ �^ �,+13* 0[ 1^ 4% 51^ ,+^ 2$� 2^ �,*.�+ 7[1^ .0,�3� 21C^ �$%1D^ %+^

230+D^ �"" � 21^ 2$ ^ �,*.�+ 7[1^ .3�)%�^ .0, "%2D^ �+�^  11 +2%�))7^ %21^

12�+�%+#C^�$ +^�^ � ,*.�+ 7^%1^%+4,) 4 �^%+^�^)�513%2^,0^�^0 � �))D^2$ ^

� ,*.�+ 7^$�1^2,^ �,+1%� 0^2$ ^ � ,+1 /3 +�  1^2$�2^2$ 1 ^%113 1^5%))^

$� 4 ^,+^2$ %0^�31%+ 11^�+�^+  �1^2,^� ,+1%� 0^2$ ^� ,121^,"^0 .�%0%+#^

2$ ^ � ,*.�+ 7[1^ 0 .32� 2%,+C^ �$ 1 ^ �0 ^ �*,+#^ 2$ ^ 0  �1,+1^ �  0 2�%+^

�,�3* + 21^ �0 ^ � �0  "3)) 7^ 0 4% 5  �^ � " ,0  ^ � %+#^ 1 +2^ 2,^ 2$ %0^

%+2 +� �^0 �� 01C^� ,^50%2 ^ 2$%��)) 7D^7,3^*312^�)1,^%� + 2%"7^�+,2$ 0^

#0,3.^ , "^ . ,.) E^ 2$ ^ %+�%4%�3�)1^ 5$,^ 5%))^ #�%+^ ,0^ ),1 ^ � � � 31 ^ , "^

7,30^ * 11�#  C^ �,)) � 2%4 ) 7D^ 2$ 1 ^ . ,.) ^ �0  ^ � �)) �^ stakeholders 

� � � 31 ^2$ 7^$�4 ^�^12�(  ^%+^5$�2^7,3^�0  ^50%2%+#C^�+) 7^�7^) �0+%+#^

5$,^ 2$ 1 ^ 12�(  $,)� 01^ �0  ^ � �+^ 7,3^ �1130  ^ 2$� 2^ 7,3^ �0  ^ 20 � 2%+#^

2$ *^ %+^ �� � ,0 ��+�  ^ 5%2$^ 7,30^ , 5+^  2$%��)^ 4�)3 1C^ � $ +^ �0 �" 2%+#^

7,30^� ,**3+%� � 2%,+^2$%+(^��,32^5$,^5%))^� ^�"" � 2 �^� 7^5$� 2^7,3^
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1� 7^ �+�^ $, 5^ 7,3^ 1� 7^ %2C^ �,3^ $� 4 ^ 2,^ � ^ 1 +1%2%4 ^ 2,^ 2$ ^ ",)), 5%+#^

)�+#3�#  ^%+^�^.0, " 11%,+�)^�,�3* + 2E^

K^ ���  ^�+�^#  +� 0^0 ,) 1^

K^ � ,)%2%��)^� ,00 � 2+ 11^

K^ � + 0 �)%8�2%,+1^

K^ �3)230 �)^� 5 �0  + 11^

K^ �  )%#%,31^17*�,)1^

�+� 0^ 2$ ^ )� 5 D^ *,12^ �,�3* + 21^ 50%22 +^ � 7^  *.), 7  1^ 0 .0  1 + 2^

2$ ^.,1%2%,+^�+�^�,**% 2* + 21^,"^2$ ^,0#�+%8�2%,+^%21 )"Ĉ�$ 0  ^�0  ^

�) 5 � 71^ ) #�)^ %113 1^ 2,^ �,+1%� 0^ 5$ +^ 50%2%+#^ �^ .0, " 11%,+�)^

�,�3* + 2^ �+�^ 2$ 7^

0 " ) � 2^ %+^ 50%2%+#^ 127) C^ �0, " 11%,+�)^ �,�3* + 21^ ��+^ 1 04 ^ �1^

 4%� +�  ^%+^�%1.32 1^,4 0^� ,+ 20�� 21^�+�^%+^.0,�3� 2^)%��%)%27^)�513%21C^

�^ )� 513%2^ %1^ �^ �%4%)^ ��2%,+^ �0,3# $2^ %+^ �,30 2C^ �,�� 7D^ 2$ ^ �4 0 �#  ^

� ,*.�+ 7^%1^%+4,) 4 �^%+^=99^)�513%21^�2^�+7^#%4 +^2%* C^� $%) ^*,12^

� ,*.�+% 1^5%+^2$ %0^)�513%21D^� %+#^ �� 3#$2^%+^�^ )�513%2^$�1^*�+ 7^

� ,+1 /3 +�  1C^ �� 513%21^ �,12^ � ,*.�+% 1^ 2%* ^ �+�^ *,+ 7C^ �$ ^

*,+ 7^ 1. + 2^ ,+^ )�57  01^ �+�^ 2$ ^ 2%* ^ 1. + 2^ %+^ �,30 2^ 2�( 1^ � 5 � 7^

0 1,30 �  1^ �^ � ,*.�+ 7^ �,3)�^ 31 ^ " ,0^ %*.0, 4%+#^ �31%+ 11^ �+�^

.0 ,�3� 21C �̂ � 513%21^ �)1,^ $�4 ^ 0�*%" %�� 2%,+1^ ",0^ �^ � ,*.�+ 7[1^

0 .32� 2%,+C^� � �))1^� �+^� ^ �+,2$ 0^) #�)^ .0 ,�) *^" ,0^� ,*.�+% 1C^�^

0 � �))^%1^5$ +^�^.0,�3� 2^%1^0 *, 4 �^"0,*^2$ ^*�0 (  2^,0^�^�,00 � 2%,+^

%1^*�� ^2,^2$ ^.0 ,�3� 2^� � � 31 ^%2^%1^ %2$ 0^� "  � 2%4 ^,0^.,2 + 2%�))7^

$�0*"3)C^ 	+^ *,12^ � �1 1D^ �^ 0 � �))^ 0 13)21^ "0,*^ �+^ 3+%+ 2 +2%,+�)^

*%12�(  ^� 7^�^� ,*.�+ 7^0� 2$ 0^2$�+^"0,*^�+^%+2 +2%,+�)^�%10 #�0 �^" ,0^

2$ ^ )�5 C^ �,* 2%* 1^ �^ �,*.�+ 7^ �%1�, 4 01^ �^ .0,�) *^ �+�^ 0  � �))1^ �^
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.0 ,�3� 2^,+^%21^,5+C^�2$ 0^2%* 1^�^�,*.�+ 7^0 � �))1^2$ ^.0,�3� 2^�"2 0^

� ,+�  0+1^�0 ^*�� C^

�$ 0  ^�0  ^�^+3*� 0^, "^0 �1,+1^5$ 7^�^� ,*.�+ 7^*� 7^"��  ^�^)� 513%2^

,0^�^0 � �))C^�+ ^ , "^2$ ^*�%+^0 �1,+1^�^ � ,*.�+ 7^# 21^%+4,) 4 �^%+^�^

)� 513%2^ %1^ � � � 31 ^ 2$ ^ �%0 � 2%,+1^ 2,^ 2$ ^ �,*.�+ 7[1^ .0,�3� 2^ 5 0  ^

+,2^ �) �0^ 2,^ 2$ ^ �,+13* 0 C^ �,0^ 2$%1^ 0 �1,+D^ 2$ ^ # + 0 �)^ #3%� )%+ ^

%1^2$�2^%+1203�2%,+1^1$,3)�^� ^3+� 012�+���) D^�) �0^�+�^� ,+�%1 ^� 2^

2$ ^ ",30 2$^ 2,^ 1%62$^ #0�� ^ 0  ��%+#^ ) 4 )C^ �)1,D^ 5$ +^ %+^ �^ )�513%2D^ �^

� ,*.�+ 7^$�1^2,^0 * *� 0^2$� 2^�))^�,�3* + 21^*� 7^� ^13�., +� �C^

�$%1^* �+1^2$�2^�+7^�,�3* + 2^"0,*^* *,1^�+�^ *�%)1^2,^.0 ,.,1�)1^

�+�^ 123�% 1^ � �+^ � ^ 13�' � 2^ 2,^ 0 4%1%,+^ �7^ �^ � ,30 2^ ,"^ )�5 C^ �+,2$ 0^

0 �1,+^�^� ,*.�+ 7^# 21^%+2,^�^)� 513%2^*� 7^� ^, 4 0^�^0 � �))C^�+^�1. � 2^

, "^0 � �))1^�0 ^2$,1 ^� �)%+#^5%2$^1�" 27^�,+�  0+1C^
�+ 7^.0,�3� 21^�0 ^

0 � �)) �^ " ,0^ .,2 + 2%�)^1�" 27^ �,+�  0+1D^ 4 +^%"^+,^ ,+ ^5�1^ �� 23�))7^

$302C^ �,^ � 4,%�^ 1�" 27^ 0 � �))1D^ �,*.�+% 1^ +  �^ 2,^ *�(  ^ 130 ^ 2$ 7^

� ,+1%� 0^  4 0 7^ .,11%�) ^ ��+#  0^ %+4,) 4 �^ 5%2$^ �^ .0,�3� 2C^ �,* ^

��+#  01^*� 7^1  *^2,^� ^� ,**,+^(+, 5) �#  D^�32^�,*.�+% 1^1$,3)�^

� ^� 5 �0  ^, "^2$,1 ^�+�^)�� )^2$ ^.0 ,�3� 2^�� � ,0 �%+#)7D^0 #�0 �) 11^, "^

�113*.2%,+1^��,32^� ,**,+^(+, 5) �#  C^

Communication Constraints 

�,+120 �%+21^ �0 ^ )%*%21^ ",0^ �,�3* + 21^ 1 2^ �7^ 2$ ^ �,*.�+ 7^ ,0^

%+�31207C�1^7,3^#� 2$ 0^2$ ^%+",0*� 2%,+^2$�2^5%))^",0*^2$ ^��1%1^",0^

2$ ^5 � 7^7,3^�0 �" 2^7,30^� ,**3+%� � 2%,+D^7,3^1$,3)�^�)1,^) �0+^��,32^

�+ 7^  6. � 2�2%,+1D^0 #3)� 2%,+1D^,0^ ,2$ 0^"��2,01^2$�2^*� 7^ �,+120�%+^

5$� 2^ 7,3^ � �+^ 1� 7^ �+�^ $, 5^ 7,3^ � �+^ 1� 7^ %2C^ 	+^ 2$ ^ 5,0 (%+#^ 5,0 )�D^

 6. � 2�2%,+1^ �+�^ 0 #3)� 2%,+1^ ��+^ �" " � 2^ �+7^ �1. � 2^ ,"^ �^

� ,**3+%� � 2%,+C^�1. � 21^2$�2^�"" � 2^�,**3+%� � 2%,+^�0 ^�1^",)), 51E^

K^ � ,+ ^, "^4,%� ^P$,5^2$ ^* 11�#  ^X1,3+�1YQ^

K^ � 1 ^, "^���0  4%�2%,+1^

K^ � ��) 1^
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K^ 
�0 #%+1^

K^ � +#2$^, "^�,�3* + 2^P�1^�^*�6%*3* Q^

	2^%1^%*.,02�+2^2,^ "%+�^ ,32^ ��,32^2$ 1 ^ � ,+120�%+21^ �+�^2�(  ^2$ *^

%+2,^ �� � ,3+ 2^ �1^ 7,3^ �0  � 2 ^ 7,30^ � ,**3+%� � 2%,+C^ �,* ^ , "^ 2$ 1 ^

� ,+120�%+21^ �,* ^ �%0  � 2)7^ "0,*^ 2$ ^  *.), 7 0C^ �,30^  *.), 7 0^ �+�^

7,30^0 �� 01^ .0 ,���) 7^$�4 ^  6. � 2�2%,+1^ ��,32^2$ ^5� 7^7,3^50%2 ^

�^ .0 , " 11%,+�)^ �,�3* + 2C^ �$ 0 ^ �0  ^ , "2 +D^

3+1.,(  +^

 6. � 2�2%,+1^��,32^$, 5^2$ ^0 /3%0 �^ ) * + 21^5%))^� ^.0 .�0  �C^�,3^

�0  ^�3)2%4� 2%+#^�^�,*.�+ 7[1^� 1%0 ^",0^�^.�0 2%�3)�0^�,0.,0 � 2 ^%*�# D^

2,^.0 ,2 � 2^%21^) #�)^%+2 0 121D^�+�^2,^.0 1 0 4 ^%21^�,*. 2%2%4 ^ �#  C^�^

2,7^ �,*.�+ 7^ )%( ^ ��� � D^ 5,3)�^ +,2^ 5 �+ 2^ 2,^ � ^ �11,�%� 2 �^ 5%2$^ �^

2 �$+%��)^�,�3* + 2^2$�2^%+�)3� 1^1)�+#^,0^5,0 �1^2$� 2^�,3)�^��*�#  ^

2$ %0^0 .32� 2%,+C^�$ 7^�0 ^) #�)) 7^.0,2 � 2%+#^2$ %0^�31%+ 11C^�%+� ^�))^

�,�3* + 21^��+^� ^31 �^�#�%+12^%+�%4%�3�)1^�+�^�,*.�+% 1^%+^� ,30 2D^

�))^50%22 +^�,�3* + 21^5%2$^2$ ^�,*.�+ 7^+�* ^1$,3)�^%+�)3� ^,+) 7^

.0 , " 11%,+�)^�,+ 2 +2^2$�2^.0,. 0 )7^0 .0  1 + 21^2$ ^�,*.�+ 7C^

�2$ 0^2%* 1D^�,+120�%+21^�0 ^1 2^�7^#, 4 0+* + 2^0 #3)� 2%,+1^2$�2^

� 2 0*%+ ^$, 5^�  0 2�%+^0 .,0 21^+  �^2,^� ^50%22 +C^� #3)� 2%,+1^�0 ^

)� 51^*�� ^� 7^2$ ^#, 4 0+* + 2^2$�2^�"" � 2^5$� 2^%1^%+^�^�,�3* +2^,0^

$, 5^�^�,�3* + 2^%1^50%22 +C^� 0%2%+#^�,+120�%+21^��+^,0%#%+�2 ^"0,*^

,321%� ^ 2$ ^ �,*.�+ 7C^ �,0^  6�*.) D^ "0 ,*^ # , 4 0+* + 2^ 0 #3)� 2%,+1^

2$�2^1. �%"7^$,5^.� 2 +2^�..)%� � 2%,+1D^ +4%0,+* + 2�)^%*.�� 2^0 .,0 2D^

�+�^*�+ 7^,2$ 0^27. 1^, "^ �,�3* + 21^�0 ^2,^ � ^ .0  .�0  �C^�%*%)�0)7D^
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1�% +2%"%�D^2 �$+%��)D^,0^,2$ 0^.0, " 11%,+�)^',30+�)1^$� 4 ^120%�2^03) 1^

��,32^*�+ 7^�1. � 21^,"^2$ ^�02%�) 1^2$ 7^.3�)%1$C^�$ 1 ^0 #3)� 2%,+1^

�� 2^�1^12�+��0 �1^",0^�0 �" 2%+#^7,30^� ,**3+%� � 2%,+^ "" � 2%4 ) 7C^

Style Constraints 

�,+120 �%+21^*� 7^� ^1 2^�7^127) ^%113 1^�1^5 ))C^�$ 0 ^1$,3)�^� ^+,^

�)%�$!1^�+�^%�%,*1^%+^�,�3* + 21^� � � 31 ^2$ 7^*� 7^.,1 ^�^.0 ,�) *^

5%2$^20�+1)� 2%+#^�,�3* + 21^"0,*^,+ ^)�+#3�#  ^2,^�+,2$ 0 C^�^�)%�$!^

%1^�^5,0+T,32^,0^, 4 031 �^ 6.0  11%,+^2$�2^2 +�1^2,^1,3+�^20%2 ^�+�^

, "2 +^�, 1+ [2^ 6.0  11^5$� 2^7,3^203)7^* �+^2,^1� 7C^�6�*.) 1^%+�)3� E^

2$ ^ �,2 2,*^ )%+ ^ %1D^ $ ��^ , 4 0^ $  )1D^ ,0^ 2�( ^ %2^ ,0^ ) � 4 ^ %2C^ 	�%,*1^

�0  ^ 5 ,0 �1^ ,0^  6.0  11%,+1^ 2$�2^ �0 ^ 1. �%�)%8 �^ 4,� ��3)�0 7^ 31 �^ � 7^

�^#0,3.^ , "^ . ,.) ^ �)1,^ (+, 5+^ �1^ '�0 #,+C^ �,,(^ � 2^2$ ^ .$0�1 1^2$� 2^

7,3^31 ^5$ +^7 ,3^50%2 ^�+�^1  ^%"^2$ 7^*�(  ^1 +1 ^5$ +^20 �+1)� 2 �^

)%2 0�)) 7C^	"^2$ 7^�,+ [2D^0 .)��  ^2$ *^5% 2$^)�+#3�#  ^2$� 2^%1^�) �0^�+�^

�%0 � 2D^ �+�^ 5%))^ +,2^ � ^ *%13+� 012,,�C^ �,+ [2^ 31 ^ X� ,*.,3+�Y^

1 + 2 +�  1^P�+�D^,0D^+,0D^�32D^$,5  4 0D^7 2QC�.%+%,+1^�+� '̂,(  1^1$,3)�^

�)1,^ � ^ � 4,%� �^ %+^ �31%+ 11^ �,�3* + 21C^ �,**3+%� � 2 D^ �0#3 ^ ,0^

. 013�� ^7 ,30^0 �� 01^2$0 ,3# $^"�� 21^�+�^�� 2�^%+12 ��^, "^,.%+%,+1C^


�+ 7^ �,*.�+% 1^ �)1,^ )%(  ^ 2,^ ",0*^ �^ X �312,* Y^ 5� 7^ ,"^ 50%2%+#C^

�,*.�+% 1^ )%(  ^ 
%�0 ,1, "2^ 5�+ 2^ �))^ 2$ %0^ �,�3* + 21^ 2,^ � ^ 50%22 +^

%+^2$ ^1�* ^127) ^ �+�^ " ,0*� 2C^ �$ ^ ,+)7^5� 7^2,^ �,^2$%1^%1^2,^2 ��$^

2$ ^50%2 01^2$ ^X� ,00 � 2Y^5� 7^2,^50%2 ^%+^,0� 0^2,^.,0 20� 7^
%�0,1, "2C^

� $� 2^ *�+ 7^ . ,.) ^ *� 7^ +,2^ (+, 5^ %1^ 2$�2^ 
%�0,1, "2^ �, 1^ 2$%1^ 2,^

� , 4 0^2$ *1 ) 4 1^%+^�^) #�)^20%�)C^	"^ 4 0 7^1%+#) ^�,�3* + 2^%1^50%22 +^

31%+#^ 2$ ^ 1�* ^ ",0*� 2D^ 2$ 7^ ��+^ *�(  ^ 130 ^ 2$� 2^ 2$ ^ �312,* 01^

3+� 012�+�^2$ ^ + 2%0 ^�,�3* + 2^�+�^�,^+,2^03+^%+2,^20,3�) ^5% 2$^

%+�,+1%12 +�% 1C^

� , 5^ �,^ 7 ,3^ (+, 5^ %"^ 7,3^ �0  ^ ",)), 5%+#^ 2$ ^ �,00 � 2^ �,+120�%+21I^

�$ ^  �1% 12^5� 7^2,^3+� 012�+�^$, 5^2,^50%2 ^%+^7,30^1. �%"%�^"% )�^

%1^ 2,^ ),,(^ �2^ �,�3* + 21^ 50%22 +^ � 7^ 7,30^ � ,*.�+ 7^ �+�^ ,2$ 0^

� ,*.�+% 1^ %+^ 2$ ^ %+�31207^ 5%2$%+^ 2$ ^ .�12^ " 5^ *,+ 2$1C^ �$%1^ 5%))^
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�)), 5^ 7,3^ 2,^ 1  ^ 2$ %0^ 127) ^ �+�^ $, 5^ 2$ 7^ *�(  ^ 2$ %0^ �0#3* + 2C^

�,* ^ � ,*.�+% 1^  4 +^ .3�)%1$^ 127) ^ #3%� 1^ ",0^ 50%2%+#C^ �7^ 1  %+#^

7,30^� ,*.�+ 7[1^0 #3)� 2%,+1D^7,3^� �+^� # %+^2,^�0�" 2^7,30^�0 #3* + 2C^


�(  ^130 ^2,^",)), 5^7,30^� ,*.�+ 7[1^#3%� �,,(^P %"^2$ 7^$�4 ^,+ Q^2,^

� ^130  ^2$� 2^7,30^127) ^%1^�,00 � 2^5%2$^2$ %0^0 � ,** +�� 2%,+1C^

�  * *� 0^2$� 2^%+^.0, " 11%,+�)^50%2%+#^7,3^�0  ^207%+#^2,^. 013�� ^

2$ ^ 0 �� 0^ 31%+#^ �+^  2$%��)^ 127) C^ �$%1^ * �+1^ 2,^ � 4,%�%+#^ �,+ 2 +2^

2$�2^5%))^+,2^12�+�^3.^%+^�,30 2D^ 1. �%�))7^1%+� ^. ,.) ^" %) ^)�513%21^

",0^ 4 0 72$%+#^2$ 1 ^��71C^
�(  ^130 ^2$� 2^2$ ^�,�3* + 21^7,3^50%2 ^

",0^ 7,30^ � ,*.�+ 7^ �0 ^ . 013�1%4 ^ 5$%) ^ �)1,^ .0  1 0 4%+#^ 7,30^

� ,*.�+ 7[1^�,*. 2%2%4 ^ �#  C^

:;9 ^̂k̂ �̂ #�)^	 113 1^�+�^�,**3+%� � 2%,+



51. Appreciating Different 
Cultures 

� ,�� 7D^ 2$ ^ *�',0%27^ ,"^

5 ,0 (.)��  1^�0 ^*3)2%�3)230�)C^�*.), 7  1^%+^2$ ^5,0 (.)��  ^�0  ^*,0  ^

)%( ) 7^ 2,^ �,* ^ "0 ,*^ �%" " 0  + 2^ ���(#0 ,3+�1^ %+�)3�%+#^ �3)230�)^

 + 4%0,+* + 21^ �+�^ �%"" 0  + 2^ .�021^ ,"^ 2$ ^ 5,0 )�C^ �$ ^

2 62�,,( T̂echnical Communication ^� 7^ � � 3)^ �C^ �+� 01,+^ *�(  1^ �^

.,%+2^2,^ *.$�1%8  ^�3)230�)^�%"" 0  +�  1C^	2^%1^%*.,02�+2^2,^2�( ^%+2,^

�� � ,3+ 2^5$,^�^�,�3* + 2^5%))^� ^0 ��^� 7C^

�$ ^" ,)), 5%+#^�$�0�� 2 0%12%�1^1$,5^�%"" 0  +�  1^� 25   +^�3)230 1^

�+�^1$,3)�^� ^� ,+1%� 0 �^� 7^ "" � 2%4 ^50%2 01E^

K^ Amoun t o f Detail Expected Û^� %#$T� ,+ 2 62^�3)230 1^13�$^�1^


 �.�+D^�$%+�D^�+�^� 0�+�  ^.0 , 4%� ^)%22) ^� 2�%)1^%+^2$ %0^50%2%+#C^

�^$%#$T� ,+ 2 62^�3)230 ^%1^��1 �^,+^"  5  0D^�  . 0^0  )� 2%,+1^5%2$^

. ,.) F^2$ 0  ^�0  ^*�+ 7^3+1.,(  +^1,�%�)^03) 1^�+�^

�..0  �%�2%+#^�%"" 0  + 2^�3)230 1 ^̂k̂ :̂;:
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3+� 012�+�%+#1^5%2$%+^2$ ^�3)230 C^� ,.) ^%+^2$ 1 ^�3)230 1^

 6. � 2^0 �� 01^2,^$� 4 ^ +,3# $^(+, 5) �#  ^��,32^2$ ^

� ,**3+%� � 2%,+^� ",0  ^2$ 7^� # %+^0 ��%+#C^	+^�0 �1^13�$^�1^

%+1203�2%,+1D^",0^ 6�*.) D^%2^%1^�113* �^2$� 2^0 �� 01^$� 4 ^

 +,3# $^���(#0 ,3+�^(+, 5) �#  ^,0^ 6. 0% +�  ^2$� 2^2$ 0 ^%1^+,^

+  �^2,^ 6.)�%+^�%"" 0  + 2^2,,)1^31 �^,0^5 �)(^2$ ^0 �� 0^2$0 ,3# $^

�+ 7^12 .1C^� ,.) ^%+^),5 T� ,+ 2 62^�3)230 1^13�$^�1^2$ ^�+%2 �^

� 2�2 1D^�0 � 2^�0%2�%+D^�+�^� 0*�+ 7^�113* ^0  �� 01^(+, 5^4 0 7^

)%22) ^� " ,0  ^2$ 7^� # %+^0 ��%+#C^�,5 T� ,+ 2 62^�3)230 1^$� 4 ^�^

#0 � 2 0^+3*� 0^, "^130"��  T) 4 )^0 )� 2%,+1F^03) 1^�0 ^*,0  ^

 6.)%�%2)7^� " %+ �^1,^,2$ 01^(+, 5^$, 5^2,^� $� 4 C^� ,.) ^%+^

), 5 T� ,+ 2 62^�3)230 1^ 6. � 2^� 2�%) �^50%2%+#^2$�2^ 6.)�%+1^2$ ^

 + 2%0 ^.0 ,�  11C^�0%2 01^1$,3)�^� ,+1%� 0^2$ ^�3)230�)^� 3�% +�  ^

, "^2$ %0^50%2%+#^1,^2$�2^0 �� 01^�0  ^+,2^%+13)2 �^� 7^�+^ 6�  11^,0^

)��(^, "^%+",0*� 2%,+C^

K^ Distance Betw een the T op and Bottom o f Or ganiza tional 

Hier archies Û^
�+ 7^,0#�+%8�2%,+1^%+^2$ ^�+%2 �^� 2�2 1^�+�^

�  12 0+^� 30,. ^$� 4 ^#0 � 2^�%12�+� 1^5%2$^*�+ 7^)�7 01^

� 25   +^2,.T) 4 )^*�+�#  * + 2^�+�^), 5 T) 4 )^5 ,0 (  01C^�$ +^

2$ ^�%12�+� ^%1^)�0# D^50%2%+#^2,^ *.), 7  1^��, 4 ^�+�^� ), 5^

2 +�1^2,^� ^*,0  ^",0*�)C^	 +^�3)230 1^5$ 0  ^� ,*.�+% 1^�0  ^

*,0  ^")� 2)7^,0#�+%8 �D^�,**3+%� � 2%,+^� 25   +^)� 7 01^2 +�1^2,^

� ^) 11^" ,0*�)C^

K^ Indi vidual v ersus Group Orien tation Û^
�+ 7^�1%�+^�+�^�,32$^

�* 0%� �+^�3)230 1^�0 ^� ,)) � 2%4%12D^* �+%+#^. ,.) ^.3013 ^

#0,3.^# ,�)1^�+�^.� 7^�22 +2%,+^2,^2$ ^+  �1^, "^2$ ^#0,3.C^	+^

%+�%4%�3�)%12%�^�3)230 1^13�$^�1^2$ ^�+%2 �^� 2�2 1^�+�^� ,0 2$ 0+^

� 30,. D^. ,.) ^�0  ^*,0  ^%+2 0 12 �^%+^. 01,+�)^��$% 4 * + 2C^

� 0%2 01^1$,3)�^(+, 5^%"^2$ 7^�0 ^50%2%+#^2,^�+^�3�% +�  ^2$� 2^%1^

X* T,0% + 2 �Y^,0^,+ ^2$� 2^%1^X5 T,0% +2 �CY^

K^ In-per son Business Comm unica tions Û^�$ 0  ^�0  ^1 4 0 �)^

�%"" 0  +�  1^2$�2^,+ ^1$,3)�^� ^� 5 �0  ^, "^5$ +^*  2%+#^�^

:;; ^̂k̂ �̂..0  �%�2%+#^�%"" 0  + 2^�3)230 1



� ,)) �#3 ^5%2$^�^�%"" 0  + 2^�3)230�)^���(#0 ,3+�C^� ,0^%+12�+� D^

1,* ^�3)230  1^12�+�^4 0 7^�),1 ^2,^ ��$^,2$ 0^5$ +^2�)(%+#^�+�^

1,* ^.0  "  0^2,^$� 4 ^�%12�+�  C^�,* ^�3)230  1^*�(  ^ 7 ^� ,+ 2�� 2^

5%2$^ ��$^,2$ 0^�+�^1,* ^" %+�^%2^�%10 1. � 2"3)C^�$ 0 ^�0  ^�)1,^

�  0 2�%+^�3)230 1^5$ 0  ^�+^ *.), 7  ^5%))^+,2^�%1�#0  ^,0^#%4 ^

"  ����(^2,^2$ %0^13. 0%,0 C^	2^%1^1  +^�1^�%10 1. � 2"3)C^	+^2$ 1 ^

�3)230 1D^%2^%1^313�))7^3+�� �  .2��) ^2,^�1(^/3 12%,+1C^

K^ Preference for D ir ect or I ndir ect Statemen ts Û^� ,.) ^%+^2$ ^

�+%2 �^� 2�2 1^�+�^� ,0 2$ 0+^� 30,. ^.0  "  0^�%0 � 2^

� ,**3+%� � 2%,+1D^5$%) ^. ,.) ^%+^
�.�+^�+�^� ,0  �^27.%��)) 7^

.0  "  0^%+�%0 � 2^�,**3+%� � 2%,+1C^�$ +^� + 7%+#^�^0 /3 12^%+^

2$ ^� C�CD^�^50%2 0^5%))^27.%��)) 7^�.,),# %8 D^�32^"%0*)7^12�2 ^2$�2^

0 /3 12^5 �1^� +% �C^	+^
�.�+D^2$� 2^�%0 � 2+ 11^*� 7^1  *^03� C^�^


 �.�+ 1 ^50% 2 0^*� 7^%+12 ��^50%2 ^2$�2^2$ ^� �%1%,+^$�1^+,2^7 2^

�  +^*�� D^� )� 7%+#^2$ ^�+15 0^5%2$^2$ ^ 6. � 2�2%,+^2$�2^2$ ^

0 /3 12 0^5%))^+,2^�1(^�#�%+C^	+^
�.�+D^2$%1^%1^4% 5  �^�1^*,0  ^

.,)%2 ^2$�+^")� 2)7^� + 7%+#^1,* ,+ F^$, 5  4 0D^%+^2$ ^�+%2 �^

� 2�2 1^2$%1^*�7^#%4 ^"�)1 ^$,. ^2,^2$ ^0  /3 12 0 D^�+�^2$ ^

0 /3 12 0^*� 7^�1(^�#�%+C^

K^ Basis of Business Decisions Û^	+^2$ ^�+%2 �^� 2�2 1^�+�^� 30,. D^

�31%+ 11^� �%1%,+1^�0 ^27.%��)) 7^*�� ^,�' � 2%4 ) 7^5%2$^

� ,+1%� 0 � 2%,+^#%4 +^2,^� ,12D^" �1%�%)%27D^2%* )%+ 11D^ 2�C^	+^�0��^

�3)230 1D^�31%+ 11^� �%1%,+1^�0 ^, "2 +^*�� ^,+^2$ ^��1%1^, "^

. 01,+�)^0  )� 2%,+1$%.1C^�0%2 01^1$,3)�^(+, 5^%"^�^#,�)T,0% + 2 �^

�..0 ,��$^%1^� 12D^,0^%"^�^*,0 ^. 01,+��) ^� ,**3+%� � 2%,+^

5 ,3)�^� ^.0  "  00 �C^

�..0  �%�2%+#^�%"" 0  + 2^�3)230 1 ^̂k̂ :̂; <



K^

Interpr etation o f I mages, Gestur es, and Wor ds Û^� ,0 �1D^

%*�#  1D^�+�^# 1230 1^� �+^* �+^�%"" 0  + 2^2$%+#1^%+^�%"" 0  + 2^

�3)230 1C^�+, 5%+#^$,5^%*�#  1^5%))^� ^%+2 0.0  2 �^%+^�+,2$ 0^

�3)230 ^%1^�03�%�)^� ",0  ^1 +�%+#^�,�3* + 21^2,^3+"�*%)%�0^

� 3�% +�  1C^�,0^ 6�*.) D^$�+�^#  1230 1^�0 ^%+2 0.0  2 �^

�%"" 0  + 2)7^�0,3+�^2$ ^5 ,0 )�D^�+�^#0�.$%�1^1$, 5%+#^$�+�1^

1$,3)�^#  + 0 �)) 7^� ^� 4,%� �C^�)1,D^0 )%#%,31)7^�""%)%�2 �^5 ,0 �%+#^

� �+^� � 31 ^, "" +1 ^� 7^0 �� 01C^X	[4 ^�  +^�) 11 �^2,^5 ,0 (^5%2$^

7,3 Y^�+�^� ,** + 21^2$�2^) +�^2$ *1 ) 4 1^2,^0 )%#%,31^

0 "  0  +�  1^1$,3)�^� ^� 4,%� �^%+^2$ ^�31%+ 11^1 22%+#C^

Gaining Knowledge about Intercultural Readers 

	2^ %1^ ,"2 +^ �%""%�3)2^ 2,^ � 2 0*%+ ^ 5$,^ 5%))^ � ^ 0 ��%+#^ 7,30^

�,�3* + 21C^ 	2^ %1^ %*.,02�+2^ 2,^ �%12%+#3%1$^ 7,30^ � 3�% +�  ^ � " ,0  ^

50%2%+#C^ �$ +^ 50%2%+#^ 2,^ �^ 5%� ^ 4�0% 27^ ,"^ . ,.) D^ (+, 5%+#^ 2$ %0^

�3)230�)^�%�1 1D^�113*.2%,+1D^�+�^�312,*1^�0  ^ 11 + 2%�)C^�$ 0 ^�0  ^�^

4�0% 27^,"^0 1,30 �  1^,+)%+ ^2$�2^.0, 4%� ^�3)230�)^%+",0*� 2%,+^��,32^

� ,3+ 20% 1^�0,3+�^2$ ^5 ,0 )�C^�+� 012�+�%+#^�%"" 0  +�  1^0 �3�  1^2$ ^

�*,3+ 2^ ,"^ *%1�,**3+%� � 2%,+^ 5$ +^ �,%+#^ #),��)^ �31%+ 11C^ �1^ �+^

 6�*.) D^%+^2$ ^�+%2 �^� 2�2 1^*�+ 7^2%* 1^2$ ^��2 ^%1^50%22 +^
 ,+ 2$D^

:; =^̂k̂ �̂..0  �%�2%+#^�%"" 0  + 2^�3)230 1
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� � 7D^� �0D^�32^%+^,2$ 0^�,3+ 20% 1^2$ 7^50%2 ^�^�� 2 ^� � 7D^
,+ 2$D^� �0C^

�+, 5%+#^2$%1^��+^0 �3�  ^2$ ^� ,+"31%,+^,"^5$ +^2$%+#1^�0 ^1 + 2D^�3 D^

�+�^2%* )%+ 1C^� �0+%+#^%+",0*� 2%,+^��,32^,2$ 0^+� 2%,+�)%2% 1^$ ).1^

7,3^ 0 )� 2 ^ 2,^ 7,30^ 0 �� 01^ �1^ 5  ))^ �1^ .0 .�0  ^ 7,3^ " ,0^ 2$ ^ "3230 C^

�  �� 01^5%))^�..0  �%�2 ^7,30^(+, 5) �#  ^��,32^2$ %0^�312,*1C^

Other Sources 

�, 5 ,0 (  01^�0 ^�^#0 � 2^1,30�  ^, "^

%+2 0�3)230�)^%+",0*� 2%,+C^� ,.) ^"�*%)%�0^5%2$^7,3^�+�^2$ ^� ,*.�+ 7^

.0 , 4%� ^ 2$ ^ � 12^ %+",0*� 2%,+^ ��,32^ 2$ ^  6. � 2�2%,+1^ ,"^ 7,30^

� 3�% +�  C^ 	"^ �, 5 ,0 (  01^ $� 4 ^ .0  4%,31)7^ 50%22 +^ 2,^ 7,30^ � 3�% +�  D^

2$ 7^ *� 7^ � ^ ��) ^ 2,^ , "" 0^ %+1%#$2^ �1^ 2,^ $,5^ 7,30^ 50%2%+#^ 5%))^ � ^

%+2 0.0  2 �C^

�0  4%,31^ �,**3+%� � 2%,+1^ ( .2^ � 7^ 7,30^ � ,*.�+ 7^ ��+^ �)1,^ � ^ �^

31 "3)^2,,)^" ,0^� 2 0*%+%+#^$,5^2,^50%2 ^2,^�+,2$ 0^�3)230  C^	"^2$ ^

50%2%+#^5�1^5  ))^0 �  %4 �D^7,3^5%))^��) ^2,^),,(^" ,0^�)3 1^�1^2,^$, 5^2,^

1203�230 ^7,30^50%2%+#C^�0%2%+#^2$�2^0 13)2 �^%+^�^+ 5^.�0 2+ 01$%.^

,0^�^� ,*.) 2 �^1�) ^*� 7^� ^2$ ^� 12^%+�%�� 2,0^, "^$,5^2,^1203�230 ^

7,30^50%2%+#C^

Unknown Readers 

	2^%1^+,2^ �)5 � 71^ .,11%�) ^2,^ (+, 5^5$,^7 ,30^0 ��%+#^ �3�% +�  ^ *� 7^

� C^
�+ 7^ *�%)1^,0^* *,1^50% 22 +^2,^7,30^%+2 +� �^� 3�% +�  ^*� 7^

�..0  �%�2%+#^�%"" 0  + 2^�3)230 1 ^̂k̂ :̂;>
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#,^2$0,3# $^+3* 0 ,31^ . ,.) C^ �)2$,3# $^7,3^*� 7^ � ^2�0# 2%+#^,+ ^

27. ^, "^�3�% +�  D^%2^%1^%*.,02�+2^2,^+,2^",0 # 2^��,32^2$ ^X.$�+ 2,*DY^

X"3230 DY^�+�^X� ,*.) 6Y^0 �� 01C^

Phantom r eadersU^� �)^�32^3++�* �^0 �� 01^�0  ^.$�+ 2,*^

0 �� 01C^ �$ 7^ �0 ^ X� $%+�^ 2$ ^ 1�  + 1Y^ �+�^ 2$ %0^ .0 1 +�  ^ %1^

313�))7^3+(+, 5+^2,^�^50%2 0C^�$�+ 2,*^0  �� 01^�0  ^%+�)3� �^%+^

� ,**3+%� � 2%,+1^ 2$�2^ 0 /3%0 ^ �^ � �%1%,+C^ �^ �)3 ^ 2,^ .$�+2,*^

0 �� 01^ .0  1 +�  ^ %1^ 2$�2^ 2$ ^ . 01,+^ 50%22 +^ 2,^ %1^ +,2^ $%#$^

 +,3# $^ %+^ ,0#�+%8�2%,+�)^ $% 0�0 �$ 7^ 2,^ *�(  ^ �^ � �%1%,+C^ 	2^ %1^

%*.,0 2�+2^2,^*  2^2$ ^+  �1^, "^2$ ^.$�+ 2,*^0  �� 01^� � � 31 ^

2$ 7^*� 7^� ^2$ ^*,12^%*.,0 2�+2^0 �� 0 C^

Futur e ReadersU^� 0%22 +^� ,**3+%� � 2%,+1^*�7^12%))^� ^31 �^

5   (1D^ *,+ 2$1^ ,0^  4 +^ 7 �01^ �"2 0^ � %+#^ 50%22 +C^ �4 0 7^

� ,*.�+ 7 �̂,�3* + 2^%1 �̂,+1%� 0 � �̂^) #�) �̂,�3* + 2D^1,^)�57  01^

�+�^'3�#  1^� ,3)�^� ^"3230  ^0 �� 01C^� 3230 ^0 �� 01^� �+^�)1,^� ^

 *.), 7  1^5$,^0  20% 4 ^ ,)�^ � ,**3+%� � 2%,+1^",0^%+",0*� 2%,+^

,0^%� �1C^� 0%2%+#^�,**3+%� � 2%,+1^5%2$^"3230 ^0 �� 01^%+^*%+�^

5%))^1�4 ^2%* ^�+�^# %4 ^�,�3* + 21^�+^�.. �)^2$�2^5%))^.) �1 ^�^

5%� ^0�+#  ^, "^0 �� 01C^

Complex Audiences U^���0  11%+#^�^#0,3.^, "^. ,.) ^5$,^5%))^

� ^ 0  ��%+#^ "0,*^ *�+ 7^ . 01. � 2%4 1^ %1^ �^ �,*.) 6^ �3�% +�  C^

� ,�31%+#^ ,+^ 50%2%+#^ 2,^ �,*.) 6^ �3�% +�  1^ 5%))^ �)),5^ 7,3^ 2,^

0 )� 2 ^ 2,^ . ,.) ^ "0 ,*^ *�+ 7^ �%"" 0  + 2^ ���(#0 ,3+�1C^ 	2^ %1^

%*.,0 2�+2^2,^0 )� 2 ^2,^ ��$^0  �� 0^5$%) ^+,2^2�(%+#^�5 � 7^"0,*^

7,30^, 4 0 �))^� ,**3+%� � 2%,+C^

Mindful Tips When Writing 

K^ Never Use Racial Pr of iling E^���%�)^1)301D^.0, "%)%+#^,0^�+7^,2$ 0^

",0*^%+^�^.0, " 11%,+�)^�,�3* + 2^�0 ^3+�� �  .2��) ^%+^ 4 0 7^

%+12�+� C^��^*� 22 0^$,5^� ,*" ,0 2��) ^7 ,3^�0  ^5%2$^7,30^

� 3�% +�  C^	"^2$ ^�,�3* + 2^5 0  ^2,^� ,* ^%+^2$ ^.,11 11%,+^, "^

3+%+2 +� �^$�+�1^%2^�,3)�^),,(^$%# $)7^+ #� 2%4 ^3.,+^7 ,3C^�$ ^

:;? ^̂k̂ �̂..0  �%�2%+#^�%"" 0  + 2^�3)230 1



.0 , " 11%,+�)^5,0 )�^,+^+,^) 4 )^2,) 0 � 2 1^50%2%+#^)%( ^2$%1C^��4 ^%2^

",0^7,30^. 01,+�)^,0^%+�%4%�3�)^50%2%+#C^

K^ Never Use Profani ty E^�#�%+D^2$%1^%1^+,2^���  .2 �^%+^2$ ^

.0 , " 11%,+�)^5,0 )�^,+^�+ 7^) 4 )C^�4 +^50%2%+#^� 25   +^� ,T

5 ,0 (  01D^2$%1^��+^, "" +�^�+�^),,(^+ #� 2%4 ) 7^3.,+^7 ,3C^

K^ Be Mindful and R espectful o f Relig ious Beliefs E^�4,%�^5,0 �1^

)%( ^bless, god, covet, bible, or any other religious connotations C^

� 4,%�^* + 2%,+%+#^$,)%��7^+�* 1D^",0^ 6�*.) F^ ÒDuring the 

Christmas SeasonÉÓD^�32^0� 2$ 0 Ò̂During this holiday seasonÉÓC^

�$%1^5%))^ +130 ^+,^,+ ^#0 ,3.^"   )1^ 6�)3� �^,0^�%1�0%*%+�2 �^

�#�%+12C^�#�%+D^50%2%+#^%+^2$%1^5� 7^%1^'312^.0, " 11%,+�)^�,30 2 17C^

K^ Avoid SlangE^�$%1^%1^�^# + 0 �)^2%.^",0^�))^50%2%+#D^�32^�4,%�%+#^

1)�+#^2 0*1^5%))^ +130 ^7,30^5 ,0 �1^�0  ^+,2^*%1�,+1203 �^�+�^

2�(  +^,2$ 0^2$�+^7,30^%+2 +� �^* �+%+#C^

K^ Wri te As if the W or ld is R eading E^�+�  ^7,3^$� 4 ^50%22 +^7,30^

%� �1^,+^�+ 7^* �%3*F^�,*.32 0 D^ *�%)D^.�. 0D^ 2�CD^ 4 0 7,+ ^

$�1^�� �  11^2,^%2C^� * *� 0^7 ,30^50%2%+#^%1^� � ,*%+#^.3�)%�^

(+, 5) �#  C^�,3^$� 4 ^+,^%� �^5$,^5%))^03+^��0,11^7,30^

�,�3* + 2D^1,^ +130 ^2$ 0 ^%1^+,^�,*.0 ,*%1%+#^%+",0*� 2%,+C

�..0  �%�2%+#^�%"" 0  + 2^�3)230 1 ^̂k̂ :̂;@
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52. Video: What is Technical 
Communication? 

A YouTube element has been excluded from this ver sion of the 

text. You can view it online her e: 

https:/ /libr ary.achievingthedr eam.org/

epcctechnicalwriting/?p=80 

� %� ,E^� $� 2^%1^� �$+%��)
�,**3+%� � 2%,+I ^̂k̂ :̂;B

https://library.achievingthedream.org/epcctechnicalwriting/?p=80#pb-interactive-content
https://library.achievingthedream.org/epcctechnicalwriting/?p=80#pb-interactive-content


53. Video: Academic 
Audience and Technical 
Audience 

� ) �1 ^,. +^3.^2$ ^7 ,323� ^5  �1%2 ^,+^7,30^� ,*.32 0 C^

�$ +^�32 N.�12 ^2$%1^)%+(^%+2,^2$ ^7,323� ^1 �0 �$^��0^2,^4% 5^2$ ^

4%� ,E^

A YouTube element has been excluded from this ver sion of the 

text. You can view it online her e: 

https:/ /libr ary.achievingthedr eam.org/

epcctechnicalwriting/?p=81 

:<9 ^̂k̂ �̂ %� ,E^�� �� *%�^�3�% +�  ^�+�
�  �$+%��)^�3�% +�  
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54. Video: Cross-Cultural 
Communication 

� ) �1 ^�)%�(^,+^2$ ^)%+(^2,^4% 5^2$ ^4%� ,E^

$22.ENN7,323C� N� 0
�"B @�4A,^

,0^ 7,3^ � �+^ 1%*.) 7^ �32^ �+�^ .�12 ^ 2$ ^ 5  �^ )%+(^ %+2,^ 2$ ^ 7,323� ^

5  �1%2 E^

$22.ENN7,323C� N� 0
�"B @�4A,^

� %� ,E^�0,11T�3)230 �)
�,**3+%� � 2%,+̂̂k̂ :̂<:



55. Video: International 
Business Cross-Cultural 
Communication 

A YouTube element has been excluded from this ver sion of the 

text. You can view it online her e: 

https:/ /libr ary.achievingthedr eam.org/

epcctechnicalwriting/?p=83 

:<; ^̂k̂ �̂ %� ,E^	+2 0+� 2%,+�)^�31%+ 11
�0 ,11T�3)230 �)^�,**3+%� � 2%,+

https://library.achievingthedream.org/epcctechnicalwriting/?p=83#pb-interactive-content
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56. Video: Ethics and Writing 

� ) �1 ^,. +^3.^7 ,323� ^,+^7 ,30^� ,*.32 0 D^2$ +^�32^�+�^.�12 ^2$ ^

",)), 5%+#^)%+(^%+^7,30^7,323� ^1 �0 �$^��0^2,^4% 5^2$ ^4%� ,E^

A YouTube element has been excluded from this ver sion of the 

text. You can view it online her e: 

https:/ /libr ary.achievingthedr eam.org/

epcctechnicalwriting/?p=84 

� %� ,E^�2$%�1^�+�^� 0%2%+#̂̂k̂ :̂<<

https://library.achievingthedream.org/epcctechnicalwriting/?p=84#pb-interactive-content
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PART III 

AUDIENCE-CENTERED 
COMMUNICATION 

�3�% +�  T� + 2 0 �
�,**3+%� � 2%,+̂̂k̂ :̂<>





57. Audience-Centered 
Communication Overview 

�%!2.). '��"*%#4)6%3�


 ,�3) ^�5 ,Ê �̂+, 5%+#^�,30^�3�% +�  C^

K^ � �0+^��,32^$, 5^2,^�+�) 78 ^7,30^� 3�% +�  ^

K^ � �0+^5$ 7^%2^%1^%*.,02�+2^2,^�+�)78 ^7,30^� 3�% +�  ^

� " ,0  ^7,3^12�02^50%2%+#^

K^ � �0+^5$ 7^2 �$+%��)^50%2%+#^%1^�3�% +�  T�  + 2 0 �^

^

Audience ma tter s 

� $ +^7,3 [0 ^%+^2$ ^.0,�  11^, "^50%2%+#^�^.�. 0D^%2[1^ �17^2,^",0 # 2^

2$�2^7,3^�0  ^�� 23�))7^50%2%+#^2,^1,* ,+ C^� $ 2$ 0^7,3 [4 ^2$,3# $2^

��,32^ %2^ �,+1�%,31)7^ ,0^ +,2D^ 7,3^ �) 5 � 71^ 50%2 ^ 2,^ �+^ � 3�% +�  E^

1,* 2%* 1^ 7,30^ � 3�% +�  ^ %1^ �^ 4 0 7^ # + 0 �)%8 �^ #0,3.^ , "^ 0 �� 01D^

1,* 2%* 1^ 7,3^ (+, 5^ 2$ ^ %+�%4%�3�)1^ 5$,^ �,*.,1 ^ 2$ ^ � 3�% +�  D^

�+�^ 1,* 2%* 1^ 7,3^ 50%2 ^ ",0^ 7,301 )"C �̂   .%+#^ 7,30^ � 3�% +�  ^ %+^

*%+�^5$%) ^7,3^50%2 ^� �+^$ ).^7 ,3^*�(  ^#,,�^� �%1%,+1^��,32^5$�2^

*� 2 0%�)^ 2,^ %+�)3� D^ $,5^ 2,^ ,0 #�+%8 ^ 7,30^ %� �1D^ �+�^ $, 5^ � 12^ 2,^

13..,0 2^7,30^�0 #3* + 2C^

� ,^ %))3120� 2 ^ 2$ ^ %*.�� 2^ ,"^ �3�% +�  D^ %*�#%+ ^ 7,3 [0 ^ 50%2%+#^ �^

) 22 0^ 2,^ 7,30^ #0�+�*,2$ 0^ 2,^ 2 ))^ $ 0^ ��,32^ 7 ,30^ "%012^ *,+2$^ ,"^

� ,)) #  C^ � $� 2^ � 2�%)1^ �+�^ 12,0% 1^ *%#$2^ 7,3^ %+�)3� I^ � $� 2^ *%#$2^

7,3^) � 4 ^,32I^� , 5^%*�# %+ ^2$�2^7,3 [0 ^50%2%+#^,+^2$ ^1�* ^2,.%�^

�32^ 7,30^ � 3�% +�  ^ %1^ 7,30^ �,11C^̂ 	2[1^ )%( ) 7^ 2$�2^ 7,30^ 25 ,^ ) 22 01^

�3�% +�  T� + 2 0 �^�,**3+%� � 2%,+
�4  0 4% 5 ^̂k̂ :̂<@



5 ,3)�^),,(^/3% 2 ^�%"" 0  + 2^%+^2 0*1^,"^�,+ 2 +2D^1203�230 D^�+�^ 4 +^

2,+ C^

	+^ 2 �$+%��)^ 50%2%+#D^ �3�% +�  ^ �+�) 78 ^ %1^  1. �%�))7^ %*.,0 2�+2D^

1%+� ^2$ ^50%2%+#^%21 )"^%1^�3�% +�  T�  + 2 0 �Ĉ �̂$ ^*�%+^.30.,1 ^, "^

2 �$+%��)^50%2%+#^%1^2,^ �,**3+%� � 2 ^ �^* 11�#  ^2$� 2^%1^1. �%"%��)) 7^

2�%),0 �^2,^2$ ^� 3�% +�  [1^+  �1Ĉ �̂ �%)30 ^2,^�,^1,^� �+^� ,12^7,3^1�) 1D^

.0 ,�3� 2%4%27D^1�" 27D^,0^,2$ 0^%113 1^2$�2^5%))^%*.��2^7,30^�31%+ 11C^

IsnÕt my instructor or m y boss my audience ? 

�  1D^7,30^%+1203�2,0^,0^ *.), 7 0^%1^.0,���) 7^2$ ^�� 23�)^�3�% +�  ^

",0^ 7,30^ .�. 0 C^ �,30^ %+1203�2,01^ 0 ��^ �+�^ #0 �� ^ 7 ,30^  11� 71D^ �+�^

7,3^5 �+ 2^2,^(  .^2$ %0^+  �1^ �+�^ . 01. � 2%4 1^%+^*%+�^5$ +^7,3^

50%2 C^�, 5  4 0D^5$ +^7,3^50%2 ^�+^ 11� 7^5%2$^,+)7^7,30^%+1203�2,0^

,0^  *.), 7 0^ %+^ *%+�D^ 7,3^ *%#$2^ +,2^ 1�7^ �1^ *3�$^ �1^ 7 ,3^ 1$,3)�^

,0^ 1� 7^ %2^ �1^ �) �0 )7^ �1^ 7,3^ 1$,3)�D^ � � � 31 ^ 7,3^ �113* ^ 2$� 2^ 2$ ^

. 01,+^ #0 ��%+#^ %2^ ,0^ 0 ��%+#^ %2^ (+, 51^ *,0  ^ 2$�+^ 7,3^ �,^ �+�^ 5%))^

"%))^%+^2$ ^#�.1C^�$%1^) � 4 1^%2^3.^2,^2$ ^0 �� 0^2,^ � �%� ^5$� 2^7,3^

�0  ^0 �)) 7^1�7%+#D^�+�^7,30^0 �� 0^*%# $2^� �%� ^�%"" 0  + 2)7^2$�+^7,3^

 6. � 2C^ �,0^  6�*.) D^ $ N1$ ^ *%#$2^ � �%� ^ 2$� 2^ 2$,1 ^ #�.1^ 1$, 5^

2$�2^7,3^�,+ [2^(+,5^�+�^3+� 012�+�^2$ ^1% 23�2%,+^�2^$�+�Ĉ ^̂	2^*%#$2^

1$, 5^2$� 2^7,3^� �+ [2^0 )� 2 ^2,^7,30^ *.), 7  1^,0^7,3^� �+ [2^���30 � 2 )7^

� 1�0%� ^ %*.,0 2�+2^ �,+�  .21^ 2,^ .,2 + 2%�)^ �)% +21D^ 13..)% 01^ ,0^

 *.), 7  1C^ 	2^ *%#$2^ �)1,D^ ",0^  6�*.) D^ %+�� 4 0 2 +2)7^ 1$,5^ 7,30^

13. 0 4%1,01^ 2$�2^ 7,3^ �0  + [2^ /3%2 ^ �1^ (+, 5) �#  ^ ��,32^ 2$ ^

,0 #�+%8�2%,+^�1^7,3^2$,3# $2^7,3^5  0  ^�+�^2$� 2^5,3)�^� ^�^�%1�12 0H^

�$%+(%+#^ ��,32^ 7,30^ � 3�% +�  ^ �%"" 0  + 2)7^ ��+^ %*.0 , 4 ^ 7,30^

50%2%+#D^  1. �%�))7^ %+^ 2 0*1^ ,"^ $,5^ �) �0 )7^ 7,3^  6.0  11^ 7,30^

�0#3* + 2Ĉ�$ ^ �) �0  0^7,30^ .,%+21^ �0 D^2$ ^ *,0  ^ )%( ) 7^7,3^ �0  ^2,^

$� 4 ^�^120,+#^.% �  ^, "^50%2%+#C^

How do I iden tify m y audience and w hat the y want fr om me? 

� " ,0  ^7,3^ 4 +^� # %+^2$ ^.0,�  11^, "^50%2%+#D^2�( ^1,* ^2%* ^2,^

� ,+1%� 0^5$,^7 ,30^� 3�% +�  ^%1^�+�^5$�2^2$ 7^5�+ 2^"0,*^7 ,3C^� 1 ^

2$ ^",)), 5%+#^/3 12%,+1^2,^$ ).^7,3^%� + 2%"7^7,30^� 3�% +�  ^�+�^5$� 2^

7,3^� �+^�,^2,^���0  11^2$ %0^5�+ 21^�+�^+  �1C^

K^ � $,^%1^7,30^� 3�% +�  I^
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K^ 
%#$2^7,3^$� 4 ^*,0  ^2$�+^,+ ^� 3�% +�  I^	"^1,D^$,5^*�+ 7^

� 3�% +�  1^�,^7 ,3^$� 4 I^�%12^2$ *C^

K^ �, 1^7 ,30^50%2%+#^2�1(^%21 )"^#%4 ^�+ 7^�)3 1^��,32^7 ,30^

� 3�% +�  I^

K^ � $� 2^�, 1^7 ,30^� 3�% +�  ^+  �I^

K^ � $� 2^�,^2$ 7^5�+ 2I^

K^ � $� 2^�,^2$ 7^4�)3 I^

K^ � $� 2^%1^*,12^%*.,02�+2^2,^2$ * I^

K^ � $� 2^�0 ^2$ 7^) �12^)%( ) 7^2,^��0  ^��,32I^

K^ � $� 2^27. ^, "^4%13�)1^�, 1^7,30^� 3�% +�  ^+  �I^

K^ � $� 2^27. ^, "^)�+#3�#  ^�+�^2,+ ^5%))^7,3^31 I^

K^ � $� 2^%1^2$ ^���(#0,3+�^, "^7,30^� 3�% +�  ^P �3� � 2%,+D^1,�%�)^

12�231D^ � ,+,*%� �)^12�231D^(+,5) �#  ^%+^2$ ^2,.%�^7,3^�0  ^

2�)(%+#^��,32D^ 6. 0% +�  D^ 2�CQ^

K^ � $� 2^(%+�^,"^,0#�+%8�2%,+^5,3)�^� 12^$ ).^7 ,30^� 3�% +�  ^

3+� 012�+�^�+�^�..0  �%�2 ^7,30I^� $� 2^�,^7,3^$� 4 ^2,^1� 7^P,0^

5$� 2^�0 ^7,3^�,%+#^%+^7,30^0 1 �0 �$ Q^2$�2^*%#$2^130.0%1 ^7,30^

� 3�% +�  I^

K^ � $� 2^�,^7,3^5 �+ 2^7,30^� 3�% +�  ^2,^2$%+(D^) �0+D^�,^,0^�113* ^

��,32^7 ,30^* 11�#  I^� $� 2^%*.0 11%,+^�,^7,3^5 �+ 2^7,30^

50%2%+#^,0^7,30^0 1 �0 �$^2,^� ,+ 4 7I^

How m uch should I exp lain ? 

�$%1^%1^2$ ^$�0�^ .�0 2C^�1^5 ^1�%�^ �0 )% 0D^7,3^5 �+ 2^2,^1$,5^7,30^

%+1203�2,0^ 2$�2^ 7,3^ (+, 5^ 2$ ^ *� 2 0%�)C^ �32^ �%"" 0  + 2^ �11%#+* +21^

� �))^ ",0^ 4�0 7%+#^ � #0  1^ , "^ %+",0*� 2%,+C^ �%"" 0  + 2^ "% )�1^ �)1,^ $� 4 ^

�%"" 0  + 2^  6. � 2�2%,+1Ĉ̂� ,3^ *� 7^ � ^ 50%2%+#^ 2,^ * *� 01^ , "^ 7,30^

,0 #�+%8�2%,+^ ,0^ 7,3^ � ,3)�^ � ^ 50% 2%+#^ ",0^ �)% +21D^ �312,* 01D^ ,0^

.0 ,1. � 2%4 ^  *.), 7  1Ĉ^̂ � ,3^ *312^ �+�) 78 ^  ��$^ � 3�% +�  ^ 2,^ 1  ^

5$� 2^2$ %0^+  �1^�0  F^5$� 2^2$ 7^+  �^2,^(+, 5F^5$� 2^7,3^5 �+ 2^2$ *^

2,^(+, 5F^�+�^5$� 2^7,3^5 �+ 2^"0,*^2$ *C^

�+�  ^ 7,3^ $� 4 ^ �^ �0 �" 2D^ 7,3^ *� 7^ 5�+ 2^ 2,̂^ 207^ 7,30^ ) 4 )^ , "^

 6.)�+� 2%,+^ ,32^ ,+^ �^ �,)) �#3 ^ � " ,0  ^ .3�)%1$%+#^ ,0^ 1 +�%+#^ ,32^

7,30^*� 2 0%�)1^C^� 2^2$ ^. 01,+^2,^0 ��^7 ,30^0,3# $^�0�" 2D^�+�^2$ +^

�1(^ $%*^ ,0^ $ 0^̂ 2,^ 2�)(^ 2,^ 7,3^ ��,32^ 5$� 2^ $ N1$ ^ �%�^ �+�^ �%�+ [2^

�3�% +�  T� + 2 0 �^�,**3+%� � 2%,+^�4 0 4% 5 ^̂k̂ :̂<B



3+� 012�+�C^P� , 5^%1^+,2^2$ ^2%* ^2,^2�)(^��,32^.0,, "0 ��%+#D̂̂ � ,30^

.0 ,, "0 �� 0^ %1^ ),,(%+#^ �2^ 7,30^ *� 2 0%�)1^ ",0^ � ,*.0  $ +1%,+^

.30.,1 1^,+) 7QC^�,3^5%))^)%( ) 7^# 2^,+ ^, "^2$ ^",)), 5%+#^0 1.,+1 1^,0^

�^� ,*�%+� 2%,+^,"^2$ *E^

K^ 	"^7,30^)%12 + 0N0 �� 0^$�1^ 2,+1^, "^/3 12%,+1�̂�,32^5$� 2^7,3^

�0  ^1� 7%+#D^2$ +^7,3^.0 ,���) 7^+  �^2,^ 6.)�%+^*,0  C^

K^ 	"^7,30^0 �� 0^1  *1^ � ,+"31 � D^7,3^.0 ,���) 7^+  �^2,^ 6.)�%+^

*,0  ^�) �0 )7C^

K^ 	"^7,30^0 �� 0^) ,,(1^�,0  �^�+�^� �+^0 . � 2^���(^2,^7 ,3^*,0  ^

� 2�%)1^2$�+^$ N1$ ^+  �1^2,^(+, 5^2,^# 2^7,30^.,%+2D^7,3^

.0 ,���) 7^ 6.)�%+ �^2,,^*3�$C^�6 �  11%4 ^� 2�%)^��+^�)1,^� ^

� ,+"31%+#D^� � � 31 ^%2^��+^�,#^2$ ^0  �� 0^�, 5+^�+�^(   .^$%* N

$ 0^"0,*^" ,�31%+#^,+^7,30^*�%+^.,%+21C^

�,* 2%* 1^%2[1^+,2^2$ ^�*,3+ 2^,"^ 6.)�+� 2%,+^2$�2^*� 22 01D^�32^2$ ^

5 ,0 �^�$,%�  ^�+�^2,+ ^7 ,3^��,.2C^� ,30^5 ,0 �^�$,%�  ^�+�^2,+ ^+  �^2,^

*� 2�$^7,30^� 3�% +�  [1^ 6. � 2�2%,+1C^�,0^ 6�*.) D^%"^7,3^�0  ^50%2%+#^

�^0 .,0 2^,+^ �^+ 5^ .0 ,�3� 2^2,^* *� 0^ , "^7,30^ �,�0 �^ , "^ �%0 � 2,01D^

2$ ^0 .,0 2^5%))^1,3+�^",0*�)D^7 ,3^5%))^+,2^31 ^1)�+#^,0^'�0#,+D^�+�^

7,3^5%))^ 6.)�%+^$,5^2$%1^+ 5^.0 ,�3� 2^5,0 (1^P�+�^���1^2,^.0 , "%21QC^

� , 5  4 0D^%"^2$ ^0 .,0 2^%1^",0^.,2 + 2%�)^�312,* 01D^7,3^*� 7^�$,,1 ^

2,^50%2 ^31%+#^%+",0*�)^ 6.0  11%,+1D^31%+#^ 6�*.) 1^2$� 2^$%#$)%#$2^

2$ ^� + " %2^2,^2$ ^�312,* 0^%"^2$ 7^�37^7,30^.0 ,�3� 2D^�+�^*� 7^ 4 +^

� ,+ 2�%+^$3*,0H^

� + 0 �)) 7D^ 7,3^ 5 �+ 2^ 7,30^ 0 �� 0^ 2,^ (+, 5^  +,3# $^ *� 2 0%�)^ 2,^

3+� 012�+�^2$ ^.,%+ 21^7,3^�0  ^*�(%+#C^	"^7,3^�0  ^207%+#^2,^. 013�� ^

2$ *D^7,3^5 �+ 2^2,^#%4 ^2$ *^(  7^.,%+21^2$�2^13..,0 2^7,30^,.%+%,+C^

� �12)7D^%"^7,3^5 �+ 2^7,30^0 �� 01^2,^�,^1,* 2$%+#D^7,3^*� 7^$�4 ^2,^

,32)%+ ^12 .1^ ,0^.0, 4%� ^ �+^ 6.)�+� 2%,+^,"^ �^ .0,�  11Ĉ̂ � ,30^5 ,0 �1D^

7,30^ ",0*� 2^ �+�^ � 1%#+D^ �+�^ 7,30^ 2,+ ^ �))^ $ ).^ #  2^ 7,30^ * 11�#  ^

��0 ,11^2,^ ��$^3+%/3 ^� 3�% +�  C^

^

^
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58. Appreciating Technical 
Communication Audiences 

Types of Audiences 

� $ +^.0  .�0%+#^�,�3* + 21D^%2^%1^%*.,02�+2^2,^0 * *� 0^.,2 + 2%�)^

� 3�% +�  1^ ",0^ 7,30^ 5 ,0 (C^ �5 �0  + 11^ , "^ 2$ ^ �%"" 0  +�  1^ � 25   +^

	+2 +� �^ �+�^ �+%+ 2 +� �^ � 3�% +�  1^ *� 7^ %*.�� 2^ $,5^ �+^ � 32$,0^

.0  1 + 21^ ,0^%+�)3� 1^%+",0*� 2%,+^%+^ �^ �,�3* + 2D^ �+�^ *� 7^ *�(  ^ �^

�%"" 0  +�  ^%+^2$ ^  4 + 2^ ,"^ �^ ) #�)^%113 ^ �,+�  0+%+#^2$ ^ �,�3* + 2C^

�)1,D^�5 �0  + 11^, "^�^� ,*.) 6^�3�% +�  ^5%))^ +130 ^2$� 2^�+^�32$,0[1^

50%2%+#^�, 1^+,2^ 6�)3� ^�+ 7^.,2 + 2%�)^0 �� 01C^� ,3^�,^+,2^5 �+ 2^2,^

) � 4 ^�+^%*.,0 2�+2^"%#30 ^,32^%"^2$ 7^+  �^2,^� ^2,3�$ �^,+C^

Intended vs. Unintended Audience 

	+2 +� �^

� 3�% +�  1^�0 ^� 12^2$,3# $2^,"^�1^2$ ^. ,.) ^7 ,3^�0  ^%+%2%�))7^50%2%+#^

2,C^ 	2^ %1^ 2$ ^ �3�% +�  ^ ",0^ 5$%�$^ 7,30^ �,�3* + 2^ %1^ %+2 +� �C^

�+%+2 +� �^ � 3�% +�  1^ *� 7^ � ^ �+ 7,+ ^ 2$� 2^ �,* 1^ ��0 ,11^ 7,30^

�..0  �%�2%+#^� �$+%��)
�,**3+%� � 2%,+^�3�% +� 1 ^̂k̂ :̂=:

https://s3-us-west-2.amazonaws.com/courses-images-archive-read-only/wp-content/uploads/sites/297/2015/03/20165530/outdoor-audience.jpg
https://s3-us-west-2.amazonaws.com/courses-images-archive-read-only/wp-content/uploads/sites/297/2015/03/20165530/outdoor-audience.jpg


50%2%+#^�2^�+7^.,%+2^%+^2%* C^	+^�^.0, " 11%,+�)^1 22%+#D^%21^%*.,02�+2^

2,^� ^*%+�"3)^, "^2$ ^3+%+2 +� �^� 3�% +�  ^, "^�+7^50%22 +^5 ,0 (Ĉ�$%1^

%+�)3� 1^�+ 7^ *�%)D^* *,1^,0^.0 ,.,1�)1^.0 ,�3�  �^%+^2$ ^�,301 ^, "^

�31%+ 11C^ 	+^ ���% 2%,+^ 2,^ � %+#^ �^ #,,�^ 03) ^ , "^ 2$3*�D^ %2^ %1^ %+^ 7,30^

� 12^%+2 0 12^) #�)) 7^2,^0 *�%+^.0 , " 11%,+�)^%+^ 4 0 7^�,�3* + 2^7,3^

.0 ,�3�  ^ �1^ 2$ 1 ^ �,�3* + 21^ *� 7^ � ^ 31 �^ �1^  4%� +�  ^ %+^ �,30 2^

�#�%+12^  %2$ 0^ 2$ ^ �32$,0^ ,0^ 2$ ^ �31%+ 11^ "0,*^ 5$%�$^ 2$ 7^

,0%#%+�2 �C^ �,* ^ ,0 #�+%8�2%,+1^ .0 "  0^ 2,^ 31 ^ 2$ %0^ ,5+D^ 3+%/3 ^

'�0 #,+F^,2$ 01^.0 "  0^2$�2%̂+2 0T,0#�+%8�2%,+^� ,**3+%� � 2%,+^0 *�%+^

%+",0*�)C^ � ,3^ 5%))^ +  �^ 2,^ 4% 5^ 1�*.) 1^ , "^ *� 2 0%�)1^ .0,�3�  �^ %+^

7,30^5 ,0 (.)��  ^2,^# 2^�^"  )^",0^2$ ^2,+ ^�+�^)�+#3�#  ^31 �^%+^7,30^

 + 4%0,+* + 2C^

Complex Audience 

� 0%2%+#^",0^�^� ,*.) 6^�3�% +�  ^%1^�%"" 0  + 2^"0,*^�� �� *%�^50% 2%+#C^

	+^�� �� *%�D^2$ 0  ^%1^�^1. �%"%�^�3�% +�  ^",0^*,12^.% �  1^, "^50%2%+#D^

# + 0 �)) 7^�+^%+1203�2,0D^2 ��$%+#^�11%12�+2D^,0^�^"�%0)7^1*�))^#0,3.^, "^

.  01C^	+^�^.0, " 11%,+�)^1 22%+#D^7,3^5%))^,"2 +^50%2 ^",0^�^ � ,*.) 6^

� 3�% +�  ^ , "^ . ,.) ^ 5% 2$^ �%"" 0  + 2^ ���(#0 ,3+�1D^ 1. �%�)2% 1D^ �+�^

 6. � 2�2%,+1Ĉ� %2$^ 2$�2^ %+^ *%+�D^ �4,%�^ 31%+#^ 2 0*%+,),#7^ 2$�2^ %1^

2,,^2 �$+%��)^1,^7,3^�,+ [2^3+%+2 +2%,+�))7^ 6�)3� ^.,0 2%,+1^,"^7,30^

� 3�% +�  C^ �$%1^ ��+^ � � ,* ^%+�0  �1%+#)7^ �%""%�3)2^5$ +^50%2%+#^",0^

)�0# 0^�+�^*,0  ^� ,*.) 6^�3�% +�  1C^

Tailoring Employment Documents For a Specific 
Audience 

� $ +^%2^�,* 1^2,^�+^ *.), 7* + 2^�,�3* + 2^13�$^�1^� r̂ ŽsumŽ ,̂0^

�^ cover letter ^2$ 0 ^ %1^ +,^ 13�$^ 2$%+#^ �1^ X,+ ^ 1%8 ^ "%21^ �))YC^ ���$^

�,�3* + 2^1$,3)�^� ^%+�%4%�3�))7^2�%),0 �^2,^� � 2�$^2$ ^� 22 +2%,+^,"^

:=; ^̂k̂ �̂..0  �%�2%+#^� �$+%��)^�,**3+%� � 2%,+^�3�% +� 1



2$ ^ *.), 7 0^2,^5$%�$^2$ ^�,�3* + 2P1Q^�0 ^� %+#^13�*%22 �C^�,^�,^

2$%1^ "" � 2%4 ) 7D^%2^$ ).1^2,^0 1 �0 �$^2$ ^� ,*.�+ 7^�+�^2$ ^.,1%2%,+C^

�,* ^�%" " 0  + 2^5� 71^2$�2^2$%1^��+^� ^�,+ ^�0  E^

K^ Looking at the job 

description Û^�$ ^',�^� 1�0%.2%,+^313�)) 7^#%4 1^�^1 2^,"^1(%))1^

2$�2^5%))^� ^0 /3%0 �^" ,0^2$ ^.,1%2%,+C^�$ ^1(%))1^,32)%+ ^5$�2^

2$ ^ *.), 7 0^%1^),,(%+#^",0 D^�+�^2$ 0 " ,0  D^5$�2^1$,3)�^� ^

��� �^%+2,^�^0 13* C^P�+ ^1$,3)�^+ 4 0^)% ^��,32^�..)%� ��) ^

1(%))1D^�32^$%#$)%#$2�̂+� .̂0%,0%2%8 ^2$ 1 ^1(%))1^�*,+#^,2$ 01 QC^

K^ Looking at the company website Û^�,,(%+#^� 2^2$ ^�,*.�+ 7[1^

5  �1%2 ^� �+^$ ).^5%2$^3+� 012�+�%+#^2$ ^�,*.�+ 7^

 + 4%0,+* + 2^�+�^4�)3 1^2$� 2^*� 7^+,2^� ^)%12 �^%+^�^',�^

� 1�0%.2%,+C^�$%1^��+^� ^*,12^� + " %�%�)^5$ +^50%2%+#^�^�, 4 0^

) 22 0D^%+^5$%�$^%2^%1^%*.,02�+2^2,^��(+, 5) �#  ^2$ ^.,2 + 2%�)^

 *.), 7 0C^

	+^���% 2%,+^2,^),,(%+#^�2^2$ ^',�^� 1�0%.2%,+^�+�^� ,*.�+ 7^5 �1%2 D^

%2^%1^$ )."3)^2,^ 4�)3� 2 ^2$ ^27. ^, "^',�^2$� 2^7,3^�0  ^�..) 7%+#^",0 C^	"^

�..0  �%�2%+#^� �$+%��)^�,**3+%� � 2%,+^�3�% +� 1 ^̂k̂ :̂=<



7,3^�0  ^�..) 7%+#^2,^�^',�^%+^�^� 1%#+^"% )�D^7,3^5 ,3)�^5 �+ 2^2,^2�%),0^

7,30^0!13*!^2,^� ^*,0  ^�0  � 2%4 ^�+�^� 4,%�^31%+#^�+7^1,02^,"^# + 0%�^

2 *.)� 2 C^

� . +�%+#^ ,+^ 7 ,30^ ) 4 )^ , "^  6. 0% +�  D^ %2^ ��+^ � ^ � + " %�%�)^ 2,^

�0  � 2 ^ �^ )%12^ ,"^ 1(%))1^ �+�^ ',�^  6. 0% +�  ^ %+^ �^ �,0 �^ �,�3* + 2C^ �1^

* + 2%,+ �^ ��, 4 D^ �%"" 0  + 2^ ',�1^27.%��)) 7^ ),,(^ " ,0^ �^1. �%"%�^1 2^ ,"^

1(%))1C^�,^*�(  ^%2^ �1% 0^2,^2�%),0^�^�31%+ 11^�,�3* + 2^2,^�^.,2 + 2%�)^

 *.), 7 0D^ %2^ ��+^ � ^  �17^ 2,^ $� 4 ^ �^ � ,0 �^ �,�3* + 2^ ,"^ 1(%))1^ �+�^

',�^  6. 0% +�  1^ )%12 �C^ �"2 0^7,3^ � 2 0*%+ ^2$ ^1. �%"%�^ ',�^7,3 [0 ^

�..) 7%+#^ ",0 D^ �,. 7^ �+�^ .�12 ^ 2$ ^ �..0 ,.0%� 2 ^ 1(%))1^ %+2,^ 2$ ^

�,�3* + 2C^

	2^%1^%*.,02�+2^2,^0 * *� 0^2$� 2^%+^ *.), 7* + 2^�,�3* + 21^7,3^

�0  ^1 ))%+#^7,301 )" C^���$^',�^5%))^� ^1)%#$2)7^�%"" 0  + 2D^1,^%2^%1^�03�%�)^

2,^ 2�%),0^ 7,30^ 0!13*!^ 2,^ 2$ ^  *.), 7 0C^ ���%2%,+�))7D^ *�(  ^ 130 ^ %2^

%1^ +,2^ �)322 0 �^ 5%2$^ %+",0*� 2%,+^ 2$�2^ 2$ ^  *.), 7 0^ *� 7^ "%+�^

3++ �  11�0 7C^

What If I DonÕt Have a Specific Audience? 

�,* 2%* 1^7,3^�0  ^50%2%+#^2,^�^�0,��^� 3�% +�  ^2$� 2^%+�)3� 1^*%6 �^

� *,#0 �.$%�1Ĉ 	+^ 2$�2^ ��1 D^ 2$ ^ 03) ^ ,"^ 2$3*�^ %1^ 2,^ 50%2 ^ ",0^ 2$ ^

), 5  12^ �,**,+^ � +,*%+� 2,0Ĉ̂ �$%1^ * �+1^ 7,3^ 2�%),0^ 7,30^

�,�3* + 2^1,^2$�2^2$ ^* 11�#  ^%1^ �,+ 4 7 �^2,^*,12^ , "^2$ ^ . ,.) ^

%+^ 7,30^ � 3�% +�  ^ 5$%�$^ 313�))7^ * �+1^ 1%*.) 0^ )�+#3�#  D^ 1$,02 0^

1 + 2 +�  1D^�+�^*,0  ^, "^�^0 )%�+�  ^,+^4%13�)1Ĉ̂�$%+(^, "^5 �^�0 2%�) 1^

,+^ + 51.�. 0^ 1% 2 1Ĉ̂ �$ ^ .3�)%1$ 01^ , "^ 2$ 1 ^ *� 2 0%�)1^ (+,5^ 2$� 2^

. ,.) ^ , "^ �%"" 0  + 2^ ���(#0 ,3+�1D^  �3� � 2%,+^ ) 4 )1D^ �+�^ 0 ��%+#^

) 4 )1^ 5%))^ � ^ 0 ��%+#^ 2$ %0^ �02%�) 1^ 1,^ 2$ ^ )�+#3�# ^ %1^ +,2^ ,4 0 )7^

� ,*.) 6D^+,0^�0 ^2$ ^1 + 2 +�  ^1203�230 1C^

:==^̂k̂ �̂..0  �%�2%+#^� �$+%��)^�,**3+%� � 2%,+^�3�% +� 1



59. Rhetorical Nature of 
Technical and Professional 
Writing 

�,**3+%� � 2%,+^ %+^ 2$ ^ 5,0 (.)��  ^ %1^ .0�� 2%� �^ �+�^ �� � ,*.)%1$ �^

",0^ *�+ 7^ .0�� 2%��)^ .30.,1 1C^ �$ ^ # ,�)^ %1^ 2,^  "" � 2%4 ) 7^ �,+ 4 7^

%+",0*� 2%,+^ 2,^ �+^ �3�% +�  D^ 5$ 2$ 0^ %2^ � ^ 2,^ � ,T5 ,0 (  01^ ,0^

1,* ,+ ^5%2$^#0 � 2 0^0 1.,+1%�%)%2% 1^%+^2$ ^5,0 (.)��  C^� ,0 (.)��  ^

50%2%+#^�%"" 01^"0,*^50%22 +^� ,**3+%� � 2%,+^%+^,2$ 0^�,+ 2 621D^13�$^

�1^  �3� � 2%,+�)^ ,0^ 1,�%�)^ �0 +�1C^ 	+^ 2$ ^ 5,0 (.)��  D^ 50%2%+#^ %1^

� ,+1%� 0 �^�^) #�)^�,�3* + 2^�+�^%1^"0 /3 + 2)7^�0�$%4 �^,0^0 2�%+ �^

",0^1 4 0 �)^7 �01^�2^�^2%* C^�$ 1 ^50%2%+#1^��+^� ^0  "  0  +�  �^2,^%+^

2$ ^"3230 ^%"^) #�)^�,*.)%� � 2%,+1^�0%1 C^�,0 (.)��  ^50%2%+#^�)1,^4�0% 1^

"0,*^2 7.%��)^50%2%+#^�3 ^2,^2$ ^"��2^2$�2^2$ ^ �3�% +�  ^%1^# + 0 �)) 7^

0 ��%+#^ �,�3* + 21^ +,2^ ",0^  + 2 02�%+%+#^ +,0^ 2 ��$%+#^ 2$ *1 ) 4 1F^

%2^1$,3)�^� ,+ 2�%+^%*.,02�+2D^0 ) 4�+ 2^�+�^+  � �^%+",0*� 2%,+^,+)7D^

5%2$^+,^0 �3+��+� 7C^

�$ 2,0%��)^� � 230 ^, "^�  �$+%��)^�+�
�0 , " 11%,+�)^� 0%2%+#̂̂k̂ :̂=>
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Reader-Centric Writing 

� ,0 (.)��  ^50%2%+#^1$,3)�^�)5 � 71^",�31^,+^2$ ^� 3�% +�  F^5$� 2^�, 1^

2$ ^ 0 �� 0^ +  �^ 2,^ (+, 5I ^� 0%2%+#^ 1$,3)�^  "" � 2%4 ) 7^ �,+ 4 7^ 2$ ^

.0  �%1 ^%+",0*� 2%,+^2$�2^2$ ^0 �� 0^%1^1  (%+#C^	"^2$ ^50%2%+#^%1^�+^

� 22 *.2^2,^. 013�� ^2$ ^0  �� 0 D^2$ +^2$ ^50%2 0^*312^� ,+1%� 0^5$� 2^

5%))^ . 013�� ^2$ ^0  �� 0^ *,12C^ � ,0^  6�*.) D^ �^5 ,0 (^2 �*^ *� 7^ � ^

50%2%+#^�^.0,.,1�)^2,^%+12�))^+ 5^.0 ,�3� 2%,+^*��$%+ 07^%+^�^"��2,07C^

�%"" 0  + 2^ 0 �� 01^ %+^ 2$ ^ �,*.�+ 7^ 5%))^ 5�+ 2^ �%"" 0  + 2^ %+",0*� 2%,+^

"0,*^ 2$%1^ .0,.,1�)C^ �^ 5  ))T50%22 +^ �,�3* + 2^ 5%))^ �,+1%� 0^  4 0 7^

.,2 + 2%�)^ 0 �� 0^ �+�^ # %4 ^ 2$ ^ %+",0*� 2%,+^ 2$�2^  ��$^ 0  �� 0^ %1^

1  (%+#C^

�$0 ,3# $,32^�))^, "^7,30^5 ,0 (D^�,+12�+ 2)7^2$%+(^��,32^7,30^0 �� 01C^

�1^ 7,3^ *�(  ^  ��$^ 50%2%+#^ � �%1%,+D^ �,+1%� 0^ 7,30^ 0 �� 01[^

�$�0 �� 2 0%12%�1D^#,�)1D^ 6. � 2�2%,+1D^1%23�2%,+D^�+�^,2$ 0^"��2,01^2$�2^

5%))^1$�. ^2$ %0^0 1.,+1 ^2,^5$� 2^7,3^1� 7C^�,+�  + 20� 2 ^,+^�0 �" 2%+#^

�^� ,**3+%� � 2%,+^2$�2^5%))^� ^. 013�1%4 ^�+�^31��) ^%+^7 ,30^0 �� 01[^

 7 1C^�$ 1 ^�0  ^25 ,^%*.,0 2�+2^/3�)%2% 1^,"^13��  11"3)^5,0 ( T0 )� 2 �^

� ,**3+%� � 2%,+1C^ �,�31^ 1. �%"%��)) 7^ ,+^ 2$ ^ 5� 71^ 7,30^ 0 �� 01^ 5%))^

0 1.,+�D^ *,* + 2^ �7^ *,* + 2D^ 5$%) ^ 2$ 7^ �0 ^ 0 ��%+#^ 7,30^

� ,**3+%� � 2%,+C^�$%1^5%))^� ^2$ ^,+)7^,..,0 23+%27^2,^%+")3 +�  ^7,30^

0 �� 01^�%0 � 2)7C^

Effective Workplace Writing 

� ,0 (.)��  ^ 50%2%+#^ *312^ � ^ . 013�1%4 ^ �+�^ 31��) ^ 2,^ �))^ .,2 + 2%�)^

0 �� 01C �̂ ,0 �̂ �̂,�3* + 2^2, �̂ ^ " "%�% +2D^%2^*312 �̂ ^ �1%)7^3+� 012,,�^

� 7^2$ ^%+2 +� �^� 3�% +�  C^	2^%1^%*.,02�+2^2,^31 ^1%*.) ^1 +2 +�  1D^

5 ,0 �1D^ �+�^ 1203�230 ^ 1,^ 2$� 2^ �))^ 2$�2^ 4% 5^ 2$ ^ �,�3* + 2^ ��+^

� ,*.0  $ +�^% 2C^�^�,�3* + 2^2$�2^%1^$�0�^2,^3+� 012�+�^%1^+,2^31��) ^

,0^  " " � 2%4 D^ 1%+� ^ 2$ ^ � 3�% +�  ^ 5%))^ � ^ 3+��) ^ 2,^ .0 ,. 0 )7^

3+� 012�+�^ 2$ ^ �,�3* + 2C�̂ %#$)7^ 31��) ^ 50%2%+#^ 1$,3)�^ $ ).^

:=?^̂k̂ �̂$ 2,0%��)^� � 230 ^, "^�  �$+%��)^�+�^�0 , " 11%,+�)^� 0%2%+#



0 �� 01^ /3%�() 7^ ),� � 2 D^ 3+� 012�+�D^ �+�^ 31 ^ 2$ ^ %+",0*� 2%,+^ 2,^

� ,*.) 2 ^2$ %0^2�1(P1QC^	2^��+^� ^31 �^�1^�^0 "  0  +�  D^�^$,5 T2,D^,0^�^

* �+1^",0^2$ *^2,^1  ^7,30^.0 ,#0  11^,+^7,30^, 5+^2�1(1^�+�^5$� 2^

12%))^+  �1^2,^� ^�,+ C^

�  013�1%4 ^50%2%+#^1$,3)�^�,+ 4%+� ^0 �� 01^2$� 2^2$ ^%+",0*� 2%,+^

%1^���30 � 2 ^ �+�^1$,3)�^ � ^ " ,)), 5  �C^ �,0^  6�*.) D^ �^0  �� 0^*� 7^ � ^

� ,+1%� 0%+#^ 1 4 0 �)^ �%"" 0  + 2^ .0,.,1�)1C^ �$ ^ �$,1 +^ .0 ,.,1�)^ %1^

*,12^)%( ) 7^2,^� ^2$ ^,+ ^2$� 2^%1^*,12^. 013�1%4 F^$,5  4 0D^%"^50%2%+#^

%1^+,2^. 013�1%4 D^2$ +^%2^%1^+,2^)%( ) 7^2,^� ^",)), 5  �C^�$31D^2$ ^ +2%0 ^

50%2%+#^ "",0 2^5%))^$�4 ^�  +^5 �12 �C^	2^%1^. 02%+ +2^2,^3+� 012�+�D^

2$,3# $D^2$�2^� %+#^. 013�1%4 ^�, 1^ NOT * �+^� ,+�3� 2%+#^3+ 2$%��)^

� $� 4%,0C �̂,^ +,2^ 50%2 ^ �^ �,�3* + 2^ 2,^ 1%*.)7^ 2,^ $�4 ^ 7,301^

.0  "  00 �^ ,0^ �$,1 +^ , 4 0^ ,2$ 01 C�̂) 5 � 71^ � ^ 130 ^ 2,^ 31 ^  2$%��)^

.0 �� 2%� 1C^

�,* ^ 2$%��)^.0 �� 2%� ^/3 12%,+1^2,^�1(^7,301 )"^�0  ^2$ ^",)), 5%+#E^

K^ Did I cite my sour ces? D̂id I use credible inf ormation ? 

K^ Did I ÒtwistÓ any information ? 

K^ Am I using the corr ect language? 

K^ Am I onl y telling the truth, no Òbluff ingÓ? 

K^ Am I being r ealistic? 

K^ Am I being timel y? 

K^ Am I being accurate? 

K^ Am I giving a corr ect assessment and perception of what will be 

done? 

How Writers and Readers Interact 

� 0%2 01^ �+�^ 0 �� 01^ %+2 0�� 2^ %+^ 3+%/3 ^ 5� 71C^ 	+^ �))^ ��1 1D^ 50%2%+#^

%1^ �^ ,+ T5� 7^ "), 5^ , "^ %+",0*� 2%,+C^

�$ 2,0%��)^� � 230 ^, "^�  �$+%��)^�+�^�0 , " 11%,+�)^� 0%2%+#̂̂k̂ :̂=@



�$ 0  " ,0  D^

50%2 01^*312^�,+1%� 0^�+�^%+�)3� ^�))^, "^2$ %0^0 �� 01[^+  �1C^�4 0 7^

0 �� 0^%1^�%"" 0  + 2D^�32^�+^ "" � 2%4 ^50%2 0^*312^�+2%�%.�2 ^5$� 2^5%))^

� ^*,12^31 "3)^2,^2$ ^� 3�% +�  C^���%2%,+�))7D^2$ ^5,0 )�^%1^ 620 * ) 7^

�%4 01 C^�,* ^0  �� 01^*� 7^� ^*,0  ^0 )�6  �^ ,0^,. +T*%+� �^2$�+^

,2$ 01C^ �,0^2$%1^0 �1,+D^50%2 01^ *312^ ) �0+^2,^ � ^ � ,+1�% + 2%,31^%+^

2$ %0^50%2%+#^2,^ +130 ^2$ 7^5,+ [2^�%1�,30 �#  ^,0^, "" +�^�+ 7^,"^2$ %0^

0 �� 01 C^	"^�^0 �� 0^%1^,"" +� �D^�+7^� �%1%,+^*�� ^5%))^)%( ) 7^+,2^� ^

*�� ^%+^2$ ^50%2 0[1^"�4,0 C^�"" � 2%4 ^50%2%+#^ )%*%+�2 1^3++ �  11�0 7^

.% �  1^ , "^ %+",0*� 2%,+^ �+�^  +130 1^ �^ � ,+�%1 ^ �,�3* + 2C^ �,0^

 6�*.) D^ � ,+12�+ 2)7^ 31%+#^ 2$ ^ .0,+,3+^ X$ Y^ ,0^ X1$ Y^ *� 7^ 1  *^

# +� 0 T�%�1 �^ �+�^ 1$,3)�^ � ^ � 4,%� �Ĉ ^� 1%+#^ 12 0 ,2 7. 1^ , "^ �+7^

+� 230 ^%1^3+���  .2��) ^�+�^� ,3)�^ 4 +^0 13)2^%+^) #�)^��2%,+Ĉ̂�$ 0  ^

%1^*,0 ^,+^)�+#3�#  ^1 +1%2%4%27^%+^
 ,�3) ^< C^

�%"" 0  + 2^0 �� 01^*� 7^�,+1203 ^�%"" 0  + 2^* �+%+#1^"0,*^2$ ^1�* ^

5 ,0 �1C^�$ ^* �+%+#^*� 7^� ^1$�. �^� 7^�^31 0[1^.0 4%,31^ 6. 0% +�  D^

�3)230 D^,0^ 4 +^ �^31 0[1^12�2 ^ , "^*%+�C^���$^0 �� 0^5%))^ � ,+1203� 2^

�^* �+%+#^��1 �^ ,+^2$ ^ � ,+ 2 62^,"^2$ ^50%2%+#^�+�^2$ %0^.0 4%,31^

 6. 0% +�  1C^�$%1^%1^5$7^5$ +^50%2%+#^�^�,�3* + 2^7,3^*312^12�02^

5%2$^5$,^7,30^� 3�% +�  ^%1^�+�^5$�2^2$ 7^+  �^2,^(+, 5 C^

�  �� 01^ 0  �� 2^ *,* + 2^ �7^ *,* + 2^ 5$ +^ 0 ��%+#^ �^ �,�3* + 2C^

	*.,0 2�+2^ %+",0*� 2%,+^ 5%))^ 313�))7^ $�4 ^ �^ #0 � 2 0^ %*.�� 2^ %"^ %2^ %1^

.)��  �^� 2^2$ ^� # %++%+#^,"^�^�,�3* + 2C^�$%1^ +130 1^2$�2^%2^5%))^� ^

0 ��^0%#$2^ �5 � 7C^ 
�+ 7^0 �� 01^5%))^+,2^ "%+%1$^ �^ �,�3* + 2D^ �+�^1,^

2$%1^X%+4 0 2 �^ . 70�*%�Y ^50%2%+#^127) ^%1^4 0 7^  "" � 2%4 C^ 	+^ ���% 2%,+D^

2$ ^� 4 0 �#  ^�31%+ 11^.0, " 11%,+�)^1�71^2$�2^$ N1$ ^�, 1^+,2^1. +�^

*,0  ^ 2$�+^ <9^ 1 � ,+�1^ 0  ��%+#^ �^ 0 13* D^ �+�^ +,^ *,0  ^ 2$�+^ "%4 ^

:=A^̂k̂ �̂$ 2,0%��)^� � 230 ^, "^�  �$+%��)^�+�^�0 , " 11%,+�)^� 0%2%+#

https://s3-us-west-2.amazonaws.com/courses-images-archive-read-only/wp-content/uploads/sites/297/2015/03/20165535/People-Talking.jpg
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*%+32 1^ ,+^ �^ �31%+ 11^ .0,.,1�)C^ 	 2^ %1^ .03� +2^ 2,^ .)��  ^ 2$ ^ *,12^

%*.,0 2�+2^%+",0*� 2%,+^�2^2$ ^� # %++%+#^,"^2$ ^�,�3* + 2^�+�^) �12^

%*.,0 2�+2^ �2^ 2$ ^  +�Ĉ^�+, 5%+#^ 5$�2^ %1^ *,12^ %*.,02�+2^ � . +�1^

,+^2$ ^0 �� 0 D^1,^%+^2$ ^��1 ^, "^�^0 13* D^7 ,3^1$,3)�^0  1 �0 �$^2$ ^

',�^�32% 1^�+�^0  1.,+1%�%)%2% 1D^�1^5 ))^�1D^2$ ^,0#�+%8�2%,+^7,3^�0  ^

�..) 7%+#^2,^%+^,0� 0^2,^� �%� ^5$� 2^1$,3)�^#,^"%012C^

�$ ^ 50%2 0^ 1$,3)�^  +130  ^ 127)%12%�^ �,+ 2%+3%27^ �1^ 5 ))C^ �^ 50%2 0^

� 22 *.2%+#^$3*,0^%+^ �^ ),+#^2 �$+%��)^ �,�3* + 2^ *� 7^ �,+"31 ^2$ ^

0 �� 0F^5$%) ^2$ ^1�* ^$3*,0 D^%"^31 �^5$%) ^50%2%+# �̂�,32 �̂^. 01,+�)^

�+ � �,2 D^ *� 7^ *,0  ^  �1%)7^ �*31 ^ 2$ ^ 0  �� 0 C^ �,^ 0 %2 0� 2 D^  4 0 7^

0 �� 0^5%))^$� 4 ^�^�%"" 0  + 2^0 �� 2%,+^2,^�^.% �  ^, "^50%2%+#D^�+�^2$ 1 ^

0 �� 2%,+1^5%))^� . +�^,+^ 4 0 72$%+#^"0,*^2$ ^� ,+ 2 62^,"^2$ ^50%2%+#^

2,^2$ ^0 �� 0[ 1^�3)230�)^3.�0%+#%+#C^� ,0^2$%1^0 �1,+D^�^5%1 ^2 �$+%��)^

50%2 0^�)5 � 71^�+�) 78 1^$%1^,0^$ 0^�3�% +�  ^�	���^� " ,0  ^50%2%+#^2$ ^

�,�3* + 2C^

�$ 2,0%��)^� � 230 ^, "^�  �$+%��)^�+�^�0 , " 11%,+�)^� 0%2%+#̂̂k̂ :̂=B



60. Video: Audience - The 
IKON Approach 

� ) �1 ^� ,. 7^�+�^.�12 ^2$ ^" ,)), 5%+#^)%+(^%+2,^2$ ^� ,323� ^1 �0 �$^��0^

2,^4% 5^2$ ^4%� ,E^

A YouTube element has been excluded from this ver sion of the 

text. You can view it online her e: 

https:/ /libr ary.achievingthedr eam.org/

epcctechnicalwriting/?p=89 

^

:>9 ^̂k̂ �̂ %� ,E^�3�% +�  ^T^�$ ^	� � �
�..0 ,��$

https://library.achievingthedream.org/epcctechnicalwriting/?p=89#pb-interactive-content
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61. Video: Definition Rules 

� ) �1 ^ � ,. 7N.�12 ^2$ ^" ,)), 5%+#^)%+(^%+^2$ ^7,323� ^1 �0 �$^ ��0^2,^

4% 5^2$ ^4%� ,E^

A YouTube element has been excluded from this ver sion of the 

text. You can view it online her e: 

https:/ /libr ary.achievingthedr eam.org/

epcctechnicalwriting/?p=90 

� %� ,E^� " %+%2%,+^�3) 1̂ k̂̂ :̂>:

https://library.achievingthedream.org/epcctechnicalwriting/?p=90#pb-interactive-content
https://library.achievingthedream.org/epcctechnicalwriting/?p=90#pb-interactive-content




PART IV 

FORMAT 

� ,0*� 2̂ k̂̂ :̂><





62. Format Overview 

This learning uni t includes inf orma tion on  forma ts, heading s, sub 

heading s, markers, chunking,  and w hi te space. 

Information in reports needs to be formatted 
in a hierarchical structure. The first heading is 
the title of the report. 

After this first heading the structure is a 
coordinated into four sections, so 

each section of a 
report shows the same order of information. 
Headings identify the sections of information: 
Major Headings; Division of Major Headings; 
Sub Division of Major Headings; Sub-Sub 
Division of Major Headings. 

� ,0*� 2^�4  0 4% 5 ^̂k̂ :̂>>
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Not every report needs four headings. A 
report may have two sections, three  sections, 
or four sections. However, a report cannot 
have more than four hierarchal sections. If 
your report needs more than four sections, 
you need to reorganize the information in the 
report. 

Within each section, markers are used to 
identify specific points.  Chunking and white 
space are used to make information more 
accessible.  Markers can be bullets, numbers, 
underlining, bold font, italics, etc. Chunking 
is creating small sections of information, 
surrounded by white space. White space is 
empty space that separates sections of text. 

When using bullets to mark several items, 
be sure to chunk items into groups. Lists of 
items that are continuously bulleted become 
solid text and the effect of marking information 
is lost. 

See example: 

�6�*.) ^U^ � , 5^2,^� 1 ^� $%2 ^� .��  ^%+^� �$+%��)^
� 0%2%+#^

^

:>?^̂k̂ �̂ ,0*� 2^�4  0 4% 5

http://www.ehow.com/how_2122748_use-white-space-technical-writing.html
http://www.ehow.com/how_2122748_use-white-space-technical-writing.html


63. General Design Concepts 

Designing Reader-Centered Pages and 
Documents 

� ,3^ �3%)�^ 7,30^ � ,**3+%� � 2%,+1^ ,32^ ,"^visual ^ ) * + 21E^ 2$ ^ ��0(^

*�0 (1^ , "^7,30^5 ,0 �1D^1 +2 +�  1D^ �+�^ .�0 �#0 �.$1^ �#�%+12^2$ ^ )%#$2^

���(#0 ,3+�^ , "^2$ ^ .�#  D^ �1^5 ))^ �1^7,30^ �0 � 5%+#1^ �+�^#0�.$1^ �+�^

2��) 1C^� ,30^0 �� 01^ seê2$ ^4%13�)^� 1%#+^,"^2$ 1 ^ ) * + 21^� " ,0  ^

2$ 7^ 0 ��^ �+�^ 3+� 012�+�^ 7 ,30^ * 11�#  C^ �+�^ 5$� 2^ 2$ 7^ 1  ^ $�1^

�^ ., 5  0"3)^  " " � 2^ ,+^ 2$ ^ 13��  11^ , "^ 7,30^ � ,**3+%� � 2%,+1D^ ,+^ %21^

31��%)%27^�+�^. 013�1%4 + 11C^

�  0  ^�0  ^5 � 71^2$�2^#,,�^� 1%#+^ +$�+�  1^31��%)%27C^

K^ �,,�^� 1%#+^$ ).1^0  �� 01^3+� 012�+�^7 ,30^%+",0*� 2%,+C^

K^ �,,�^.�#  ^� 1%#+^$ ).1^0 �� 01^),� � 2 ^%+",0*� 2%,+^/3%�()7C^

K^ �,,�^� 1%#+^$ ).1^0  �� 01^+,2%�  ^$%#$)7^%*.,0 2�+2^�,+ 2 +2C^

�  0  ^�0  ^1,* ^5 � 71^#,,�^� 1%#+^�" " � 21^0 �� 01[^� 22%23� 1D^2$ 0 � 7^

%+�0 �1%+#^�^�,**3+%� � 2%,+[1^. 013�1%4 + 11C^

K^ �,,�^� 1%#+^ +� ,30 �#  1^0 �� 01^2,^"   )^#,,�^��,32^2$ ^

� ,**3+%� � 2%,+^%21 )"C^

K^ �,,�^� 1%#+^ +� ,30 �#  1^0 �� 01^2,^"   )^#,,�^��,32^2$ ^

� ,**3+%� � 2%,+[1^13�' � 2^*� 22 0C^

� + 0 �)^� 1%#+^�,+�  .21 ^̂k̂ :̂>@



A Reader-Centered Approach to Design 

� � � 31 ^ .�#  ^ � 1%#+^ ��+^ $� 4 ^ 13�$^ �^ 1%#+%"%��+ 2^ %*.�� 2^ ,+^ 7,30^

� ,**3+%� � 2%,+[1^31��%)%27^�+�^. 013�1%4 + 11D^7,3^1$,3)�^�..0 ,��$^

� 1%#+^ %+^ 2$ ^ 1�* ^ 0 �� 0 T�  + 2 0 �^ *�++ 0^ 2$� 2^ 7,3^ 31 ^ 5$ +^

�0 �" 2%+#^2 62^�+�^#0�.$%�1C^�$%+(^�,+ 2%+3,31)7^��,32^7 ,30^0 �� 01D^

%+�)3�%+#^5$,^2$ 7^�0 D^5$�2^2$ 7^5�+ 2^"0,*^7 ,30^� ,**3+%� � 2%,+D^

�+�^2$ ^� ,+ 2 62^%+^5$%�$^2$ 7^5%))^� ^0 ��%+#C^

Design Elements of a Communication 

	2^%1^$ )."3)^2,^2$%+(^ ��,32^2$ ^ �3%)�%+#^�),�(1^ ,"^ �^ .�#  ^ � 1%#+^%+^

2$ ^5 � 7^2$�2^.0, " 11%,+�)^#0�.$%�^� 1%#+ 01^�,C^� $ +^2$ 7^),,(^� 2^�^

.�#  D^2$ 7^1  ^1%6^��1%�^ ) * + 21C^

K^ Text. �̂ �0 �#0 �.$1^�+�^1 + 2 +�  1C^

K^ Heading s and ti tles. �̂ �� )1^" ,0^1 � 2%,+1^,"^7,30^

� ,**3+%� � 2%,+C^

K^ Gr aphics. �̂0 � 5%+#1D^2��) 1D^.$,2,#0�.$1D^�+�^1,^,+^V^

%+�)3�%+#^2$ %0^��.2%,+1C^

K^ Whi te space. �̂ )�+(^�0  �1C^

K^ Headers and footer s.̂ �$ ^%2 *1D^13�$^�1^.�#  ^+3*� 01D^2$� 2^

:>A^̂k̂ �̂ + 0 �)^� 1%#+^�,+�  .21
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,� �30^� 2^2$ ^2,.^,0^�,2 2,*^, "^ ��$^.�#  ^%+^�^*3)2%.�# ^

�,�3* + 2C^

K^ Physical f eatur es.̂ �$ 1 ^%+�)3� ^.�. 0 D^5$%�$^*�7^2�( ^*�+ 7^

1$�. 1^�+�^1%8  1D^�+�^�%+�%+#1D^5$%�$^�,* ^%+^*�+ 7^",0*1C^

CREATING GRAPHICS 

Planning 

:C^	� + 2%"7^.)��  1^5$ 0  ^#0�.$%�1^5%))^%+�0 �1 ^7 ,30^

� ,**3+%� � 2%,+[1^31��%)%27C^

;C^ 	� + 2%"7^.)��  1^5$ 0  ^#0�.$%�1^5%))^%+�0 �1 ^7 ,30^

� ,**3+%� � 2%,+[1^. 013�1%4 + 11C^

� ,2 E^ 
�(  ^ 130 ^ +,2^ 2,^ ���^ #0 �.$%�1^ 2,^ �0 �1^ 2$�2^ 5%))^ �)2 0^ 2$ ^

"), 5^ , "^ 2$ ^ �,�3* + 2N� ,**3+%� � 2%,+C^ ���^ #0�.$%�1^ %+^ .)�� 1^ %+^

� 25   +^.�0 �#0 �.$1^,0^,2$ 0^),# %��)^�0  �(1^%+^2$ ^�,�3* + 2C^

Selecting 

:C^� ) � 2^2$ ^27. 1^, "^#0�.$%�1^2$�2^5%))^� 12^13..,02^7,30^0 �� 01[^

2�1(1C^

;C^ � ) � 2^2$ ^27. 1^, "^#0�.$%�1^2$�2^5%))^ "" � 2%4 ) 7^%+")3 +�  ^7,30^

0 �� 01[^� 22%23� 1C^

<C �̂ ) � 2^2$ ^27. 1^, "^#0�.$%�1^2$�2^5%))^� 12^13..,02^7,30^� �1 C^

Designing 

:C^� 1%#+^#0�.$%�1^2$�2^�0 ^ �17^2,^3+� 012�+�^�+�^31 C^

;C^ � 1%#+^2$ *^2,^13..,0 2^7,30^0 �� 01[^2�1(1C^

<C �̂ 1%#+^#0�.$%�1^2$�2^7,30^0 �� 01^5%))^"%+�^. 013�1%4 C^

=C �̂   .^7 ,30^#0�.$%�1^1%*.) ^ +,3# $^",0^ �17^31 C^

>C �̂ �� )^� ,+ 2 +2^�) �0 )7C^

?C^�0 , 4%� ^7,30^#0�.$%�1^5%2$^%+",0*� 2%4 ^2%2) 1C^

@C �̂��0  11^2$ ^#0�.$%�1^5%2$^�^1,02^13**�0 7^,"^0 13)21^,0^��.2%,+^

� + 0 �)^� 1%#+^�,+�  .21 ^̂k̂ :̂>B



��,32^2$ ^#0 �.$%�C^

Using Co lor 

:C^� 1 ^� ,),01^2,^13..,0 2^7,30^* 11�#  C^

;C^ � 1 ^� ,),0^" ,0^ *.$�1%1D^+,2^� � ,0 � 2%,+^,0^2,,^�%120�� 2%+#^"0,*^

2$ ^�,� 7^2 62C^

<C �̂$,,1 ^�^� ,),0^1�$ * D^+,2^'312^%+�%4%�3�)^�,),01C^

=C �̂0 , 4%� ^$%#$^� ,+ 20�12^� 25   +^2 62^�+�^���(#0 ,3+�C^

>C �̂ ) � 2^�,),01^5%2$^�..0 ,.0%� 2 ^�11,�%� 2%,+1C^

?C^�%*%2^2$ ^+3*� 0^, "^�,),01C^

@C �̂ 1 ^� ,),0^2,^3+%"7^2$ ^,4 0 �))^� ,**3+%� � 2%,+C

Integr ating wi th the T ext 

:C^	+20,�3�  ^ ��$^#0 �.$%�^%+^2$ ^2 62^"%012C^

:?9 ^̂k̂ �̂ + 0 �)^� 1%#+^�,+�  .21
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;C^ �  ))^7,30^0 �� 01^2$ ^� ,+�)31%,+1^7,3^5 �+ 2^2$ *^2,^�0 � 5^"0,*^

2$ ^#0�.$%�C^

<C �̂0 , 4%� ^�))^ 6.)�+� 2%,+1^7,30^0 �� 01^5%))^+  �^%+^,0� 0^2,^

3+� 012�+�^�+�^31 ^ ��$^#0 �.$%�C^

=C �̂,� � 2 ^ ��$^#0 �.$%�^+ �0^%21^0 "  0  +�  1C^

Addr essing an I nterna tional A udience 

:C^�$ �(^7 ,30^#0�.$%�1^5%2$^. 01,+1^"0,*^,2$ 0^+� 2%,+1^",0^

�)�0%27^5$ +^.,11%�) C^

;C^ �$ �(^7 ,30^#0�.$%�1^5%2$^2 �$+,),# 7^",0^.0 ,�) *1^5$ +^%+ 20�T

� ,+ 4 0 2 �^� 25   +^� ,*.32 0^1712 *1C^

Using Gr aphics Ethicall y 

:C^� 4,%�^ ) * + 21^2$�2^*%#$2^*%1) ��^7 ,30^0 �� 01C^

;C^ ��2�%+^. 0*%11%,+^"0,*^2$ ^� ,. 70%#$2^,5+ 0^, "^ ��$^%*�#  ^

2$�2^%1^+,2^%+^2$ ^.3�)%�^�,*�%+C^

<C �̂%4 ^�0  �%2^2,^�))^%+4,) 4 �^%+^2$ ^� 4 ),.* + 2^,0^0 1 �0 �$^, "^

2$ ^#0�.$%�C^

=C �̂ ^130  ^2$ ^#0�.$%�^5%))^� + " %2^2$ ^�,�3* + 2^,4 0 �))^�+�^5%))^

+,2^'312^���^3++ �  11�0 7^�)322 0C^

:^� 0,*^ � � 3)^ �C^ �+� 01,+ [1^ � �$+%��)^ �,**3+%� � 2%,+E^ �^ � �� 0 T

� + 2 0 �^�..0 ,��$^

� + 0 �)^� 1%#+^�,+�  .21 ^̂k̂ :̂?:



64. Additional Sources for 
Formatting 

X�  ��%+#1E^�, 5^2,^
�(  ^� ,30^�  62^�� �++��) Y^

$22.1ENN5 5 5 C.0%1*+ 2C�,* Nd$�  60 1N2 62�,,(N$ ��%+#1C$2*)^

^

X� , 5^2,^� 1 ^� $%2 ^� .��  ^%+^� �$+%��)^� 0%2%+#Y^

$22.ENN5 5 5 C $,5 C�,* N$, 5W;:;;@ =AW31 T5$%2 T1.��  T

2 �$+%��)T50%2%+#C$2*)^

:?; ^̂k̂ �̂��% 2%,+�)^�,30�  1^",0
� ,0*� 22%+#

https://www.prismnet.com/~hcexres/textbook/headings.html
http://www.ehow.com/how_2122748_use-white-space-technical-writing.html
http://www.ehow.com/how_2122748_use-white-space-technical-writing.html


65. Video: Document Design 

� ) �1 ^�32 N.�12 ^2$%1^)%+(^%+2,^7,30^�0 , 51 0^1 �0 �$^��0^2,^4% 5E^

$22.ENN7,323C� N�A#�>,. 44� ,^

� %� ,E^�,�3* + 2^� 1%#+̂ k̂̂ :̂?<





PART V 

LANGUAGE AND TONE 

� �+#3�#  ^�+�^� ,+ ^̂k̂ :̂?>





66. Avoiding Confusing 
Terms and Writing 

Language Conveys Respect and Understanding 

� �+#3�#  ^%1^ ,�4%,31)7^4 0 7^%*.,0 2�+2^%+^ �,**3+%� � 2%,+D^ �32^ �1^ �^

2 �$+%��)^50%2 0D^7,3^$� 4 ^2,^ � ^  1. �%�))7^ ��0  "3)^5%2$^7,30^5 ,0 �^

�$,%�  1D^5,0 �^,0 � 0^�+�^.$0 �1 1Ĉ 	̂2^%1^4 0 7^ �17^",0^2$ 1 ^ ) * + 21^

2,^� ,+"31 ^2$ ^0  �� 0^P 2$31D^+,2^0 1. � 2%+#^2$ %0^2%* ^,0^��.��% 2% 1QD^

%+13)2^ 2$ ^ 0 �� 0 D^ ,0̂̂^,�1�30  ^ 2$ ^ *�%+^ * 11�#  ^ , "^ 7,30^ 50%2%+#^

.% �  C^

	2^%1^%*.,02�+2^2$�2^2$ ^2 �$+%��)^50%2 0^%1^�5 �0  ^ , "^ )�+#3�#  ^2,^

� 4,%�^ %+^ ,0� 0^ 2,^ � ,**3+%� � 2 ^ �) �0 )7D^ 2,^ .0, 4%� ^  �17^ �� �  11^ 2,^

%+",0*� 2%,+D^�+�^2,^1$,5^0 1. � 2^2,^2$ ^0 �� 0 C^

� 4,%�%+#^�,+"31%+#^� 0*1^�+�
� 0%2%+#̂̂k̂ :̂?@
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Types of Language to Avoid 

Avoid jar gonC^ � �$+%��)^ '�0 #,+^ %1^ 31 �^ ,+) 7^ %"^ 2$ ^ 50%2 0^ %1^

� ,**3+%� � 2%+#^ 5%2$^ 0 �� 01^ 5$,^ �0  ^ %+^ 1. �%"%�^ 20�� 1^ �+�^ 5%))^

3+� 012�+�^ 2$ ^ * 11�#  C^ �, 5  4 0D^ 31%+#^ '�0#,+^ 5$ +^

� ,**3+%� � 2%+#^5%2$^0 �� 01^,321%� ^, "^2$ ^20�� ^5%))^0 13)2^%+^2$ ^

0 �� 0^$� 4%+#^+,^0 "  0  +�  ^2,^5$� 2^2$ ^* 11�#  ^%1^1�7%+#C^

�6�*.) T^ The substance has a high vitriolic base. 

�$ ^ � 4 0 �#  ^0 �� 01^ .0 ,���) 7^5%))^+,2^3+� 012�+�^2$%1^* 11�# ^

5%2$,32^ ),,(%+#^3.^2$ ^ � " %+%2%,+^ ," v̂itriolic. �$ 7^*%#$2̂#3 11^ � 2^

2$ ^* �+%+#^2,^�4,%�^),,(%+#^%2^3.D^,0^"�)1 )7^� )% 4 ^2$ 7^(+, 5^2$ ^

* �+%+#C^ � #�0 �) 11D^ 2$ ^ 3+�) �0^ � ,**3+%� � 2%,+^ 5%))^ %*.��2^ 2$ ^

0 �� 0[ 1^2%* ^�+�^*� 7^$�4 ^��*�# %+#^ "" � 21C^

Avoid doub le talk Ĉ�,3�) ^2�)(^%1^ *.2 7^)�+#3�#  C^�$ ^50%2%+#^%1^

�� 23�))7^ 1�7%+#^ +,2$%+#C^ �,3�) ^ 2�)(^ %1^ 31 �^ 2,^ "%))^ 1.�� ^ �+�^ %1^ �^

�) �0^%+�%�� 2%,+^2$ ^50%2 0^�, 1^+,2^$� 4 ^�^�) �0^3+� 012�+�%+#^, "^

2$ ^%113 ^,0^%1^207%+#^2,^*%1) ��^2$ ^0  �� 0 Ĉ̂ 	+2 +2%,+�)^�,3�) ^2�)(^

%1^+,2^ 2$%��)^� ,**3+%� � 2%,+C^

�6�*.) T^ The redistricting will neither aff ect our client 

demographics nor our individual client portf olios. The impact 

of the restructuring at the pr esent time, however, is still 

undetermined.    We will let you know the impact as soon as it 

becomes apparent.  

Avoid sexist languag e.̂ � 6%12^)�+#3�# ^%1^+ %2$ 0^0 1. � 2"3)^+,0^

.,)%2%��)) 7^ �,00 � 2C^ �1%+#^ 1 6%12^ )�+#3�# ^ � �+^ �)% +� 2 ^ 0 �� 01^ ,0^

0 13)2^ %+^ )�513%21C^ �1 ^ # +� 0 T+ 320�)^ 2 0*1^ ,0^ 0 1203� 230 ^

1 + 2 +�  1^%+^,0� 0^2,^� 4,%�^1 6%12^.0,+,3+1D^� 4,%�%+#^2$ ^31 ^,"^2$ ^

he/she �̂ ,*�%+� 2%,+^.0,+,3+C^

�6�*.) T^ A driver needs at least 8 hour s of sleep after he has 

driven f or 8 hour s. 

Avoid biased languag eÐ̂ �,^ +,2^ %+�%�� 2 ^ %+^ �+7^ 5� 7^ �^ . 01,+�)^

.0  "  0  +�  ,̂ "^ ,+ ^ %2 *D^ �� 2%,+D^ � )% "D^ .,1%2%,+D^  2�C^ ,4 0^ �+,2$ 0 C^

�̂ ,^� 4,%�^�%�1 �^)�+#3�#  D^31 ^,�' � 2%4 ^)�+#3�#  ^5$ +^50%2%+#D^�+�^

� 4,%�^31%+#^13�' � 2%4 ^2 0*1C^

:?A^̂k̂ �̂ 4,%�%+#^�,+"31%+#^� 0*1^�+�^� 0%2%+#



Objective terms ^.0 ,�3�  ^ �^ � ,+�0  2 ^ P2�+# %�) Q^ %*�# C^ ��' � 2%4 ^

2 0*1^�)), 5^2$ ^0 �� 0^2,^" ,0*^$%1^,5+^,.%+%,+Ĉ̂� ,0^ 6�*.) T^ The 

cost of car is $60,000. �$ ^ 0  �� 0^ *� 7^ 2$%+(^ 2$%1^ %1^  6. +1%4 ^ ,0^

%+ 6. +1%4 C ̂ 

Subjective terms^ .0 ,�3�  ^ �+^ ��120 �� 2^ P%+2�+# %�) Q^ %*�# C^

� 3�' � 2%4 ^ 2 0*1^ 15 � 7^ ,.%+%,+Ĉ̂� , 5  4 0D^  ��$^ 0  �� 0^ %+2 0.0  21^

2$ ^ 2 0*^ �%"" 0  + 2)7Ĉ�6�*.) T^ The car is expensive. �6. +1%4  ^ 2,^

,+ ^0  �� 0^*� 7^+,2^� ^ 6. +1%4 ^2,^�+,2$ 0^0  �� 0 Ĉ̂ �$ ^50%2 0^%1^

+,2^ #%4%+#^ 2$ ^ 0 �� 0^ %+",0*� 2%,+^ 2$�2^ 5%))^ ) 2^ 2$ ^ 0 �� 0^ *�(  ^ �^

� �%1%,+C^

Avoid a neg ati ve tone U^ �^ + #� 2%4 ^ 2,+ ^ %1^ '312^ �1^ �..�0 + 2^ %+^

50%22 +^� ,**3+%� � 2%,+^�1^%2̂%1^%+^,0�)^� ,**3+%� � 2%,+C^�1%+#^5,0 �1^

,0^.$0 �1 1^5%2$^+ #� 2%4 ^� ,++,2� 2%,+1^��+^�)% +� 2 ^0 �� 01^�+�^� �+^

%+��4 0 2 +2)7^0 13)2^%+^�%103.2%+#^13��  11"3)^%+2 0�� 2%,+1C^

�6�*.) 1^U B̂ecause you did not . . . .You were told . . . .I will not 

process the order . . . . 

Avoid co lloquialisms Û �,)),/3%�)%1*1^ �0  ^ 5 ,0 �1^ ,0^ .$0 �1 1^

1. �%"%�^2,^# ,#0 �.$%� �)^0 # %,+1C^

�6�*.) 1^ U P̂lease leave the package on the stoop.     We need to 

replace the davenports. 

Avoid idioms U^	�%,*1^�0  ^5 ,0 �1^,0^.$0 �1 1^1. �%"7^2,^�^.�0 2%�3)�0^

�3)230 C^

�6�*.) 1^ U Ŵe are working in the r ed.   We are working to the 

bottom line. 

Be tactful Û � %+#^2�� 2"3)^313�))7^ +� ,30 �#  1^0 �� 01 2̂,^� ,+1%� 0^

2$ ^ 50%2 0[1^ .,1%2%,+^ ,0^ 0 /3 12C^ � 1 ^ �^ � ,)) # %�)^ 2,+ C^ �1%+#^

/3�)%"7%+#^5,0 �1^13�$^�1^ it seems, you may consider, perhaps 1̂ +�1^

2$ ^* 11�#  ^2$� 2^2$ ^50%2 0^�+�^2$ ^0 �� 0^�0  ^ /3�)) 7^%*.,0 2�+2C^

Use Repeti tion, Or der , and Coor dina te Structur eÐ̂ � 1%+#^

0 . 2%2%,+D^,0� 0 D^�+�^�,,0 �%+�2 ^1203�230 ^%1^%*.,02�+2^%+^2 �$+%��)^

50%2%+#C^

Repetition *̂ �+1^2$�2^2$  50%2 0^31 1^2$ ^1�* ^5 ,0 �^ ,0^ .$0 �1 ^

2,^0 "  0^2,^�^.�0 2%�3)�0^%� �D^%2 *D^�� 2%,+D^ 2�C^2$0,3# $,32^�^0 .,0 2C^

�$ ^2 �$+%��)^50%2 0^�, 1^+,2^31 ^17+,+ 7*1C^�^0 �� 0^$�1^�^)%*%2 �^

�*,3+ 2^,"^2%* ^2,^0 ��^�^�,�3* + 2D^�+�^�, 1^+,2^$� 4 ^2%* ^2,^207^

� 4,%�%+#^�,+"31%+#^� 0*1^�+�^� 0%2%+#̂̂k̂ :̂?B



2,^"%#30 ^,32^%"^2$ ^17+,+7*^* �+1^2$ ^1�* ^�1^2$ ^5 ,0 �^,0^.$0 �1 ^

.0  4%,31)7^31 �^,0^%"^�+,2$ 0^%� �^$�1^�  +^%+20,�3�  �C^

Order^* �+1^ 2$�2^ 2$ ^ 50%2 0^ 31 1^ 2$ ^ 1�* ^ 2 0*^ 2,^ %� + 2%"7%+#^

1%*%)�0^ �,+�  .21Ĉ^� ,0^  6�*.) D^ %"^ 2$ ^ 2 0*1^sizeDŵeight, density 

5 �1^ 31 �^ 2,^ � 1�0% � ^ ,+ ^ .�0 2^ ,"^ �^ * �$�+%1*D^ 2$ ^ 1�* ^ 2 0*1 , 

sizeDŵeight, density ^�0  ^ 31 �^ 2,^ � 1�0% � ^ �))^ .�0 21^ ,"^ 2$ ^ 1�* ^

* �$�+%1*C^

Coordinate structur e^ 0 "  01^ 2,^ ,0#�+%8�2%,+C^ �))^ 1 � 2%,+1^ ,"^ �^

0 .,0 2^ *312^ $�4 ^ 2$ ^ 1�* ^ 1203� 230 C^ �$ ^ *�',0^ 1 � 2%,+1D^

13�1 � 2%,+1D^13�^.,%+21D^ 2�C^",)), 5^%+^2$ ^1�* ^,0� 0^%+^�))^1 � 2%,+1C^

�  . 2%2%,+D^ ,0� 0 D^ �+�^ �,,0 �%+�2 ^ 1203�230 ^ .0 , 4%� ^ 0 �� 01^ 5%2$^

�) �0^�+�^ �17^�� �  11^2,^%+",0*� 2%,+C^


�+ 7^ 50%2 01^ �0#3 ^ 2$� 2^ 2$ ^ 31 ^ ,"^ 0 . 2%2%,+D^ ,0� 0 D^ �+�^

� ,,0 �%+�2 ^1203�230 ^%1^0 �3+��+ 2C^�, 5  4 0D^0 �3+��+� 7^%1^ +2%0 ) 7^

�%"" 0  + 2C^

  An Effective Way to Use Language and Write 
Clearly: Use the Active Voice Instead of the Passive 
Voice 

Most technical documents use the active 

:@9̂̂ k̂ �̂ 4,%�%+#^�,+"31%+#^� 0*1^�+�^� 0%2%+#
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voice since the active voice identifies the 
agent of the action (the person performing the 
action) as the subject of a sentence  while 
the passive voice identifies the object of the 
action as the subject of  a sentence.   The 
passive voice may identify the agent the 
action as a preposition phrase at the end of a 
sentence or omit the agent of the action from 
a sentence. 

	2[1^%*.,02�+2^2,^50%2 ^%+^2$ ^ ��2%4 ^4,%� ^ � � � 31 ^%2^*, 4 1^2$ ^

0 �� 0^2$0 ,3# $^2$ ^�,�3* + 2^ �1% 0^�+�^�, 1+ [2^�0�#^,+C^̂	2^%1^�)1,^�^

*,0  ^� 7+�*%�^�+�^) 11^� ,+"31%+#^5� 7^,"^50%2%+#^2$�2^*,12^2 �$+%��)^

50%2 01^ *.), 7Ĉ̂ � %+� ^7,3^�0  ^.32 2%+#^2$ ^�# + 2^,"^�� 2%,+^3.^"%012^

�+�^ *,12^ )%(  ) 7^ 31%+#^ ��2%4 ^ 4 0�1^ 0� 2$ 0^ 2$�+^ .�11%4 ^ 4 0�1D^ 2$ ^

1 + 2 +�  ^1203�230 ^0 ��1^*,0  ^4%�0 �+ 2)7C^

Examples: (Different parts of the sentence 
are identified when you click on the orange 
font so you can better understand the 
examples). 

Active voice:   
The supervisor [BL1] enforces the dress 

code policy.  [BL2] 
Passive V oice: 
The dress code policy [BL3] will be enforced 

by the supervisor. [BL4] 
The dress code policy [BL5] will be 

enforced. *[BL6] 
Unless the object (what needs to be done) 

is more important the agent of the action (the 
person making the request,) technical writers 
will write in the active voice.  Most of the time 

� 4,%�%+#^�,+"31%+#^� 0*1^�+�^� 0%2%+#̂̂k̂ :̂@:



identifying the agent of the action the subject 
of a sentence carries more weight.  

R̂��: S�3�' � 2^,"^2$ ^1 +2 +�  C^�$ ^�#  + 2^,"^
2$ ^�� 2%,+C^�$ ^13. 04%1,0^5%))^ +",0 �  C^

R̂��; S��' � 2^,"^2$ ^1 +2 +�  Ĉ

R̂��< S�3�' � 2^ ,"^2$ ^1 +2 +�  C^̂� , 5  4 0D^%2^
%1^+,2^. 0",0*%+#^2$ ^�� 2%,+Ĉ

R̂�� =S�$ ^�#  + 2^,"^2$ ^�� 2%,+D^�, 5  4 0D^%2^%1^
�^.0  .,1% 2%,+^.$0�1 C ^

R̂��>S� 3�' � 2^ ,"^2$ ^1 +2 +�  C^̂� , 5  4 0D^%2^
%1^+,2^. 0",0*%+#^2$ ^�� 2%,+Ĉ

R̂��? S�$ ^ 1 + 2 +�  ^ �, 1^ +,2^ %� + 2%"7^ 2$ ^
�#  + 2^,"^2$ ^�� 2%,+C^

� ,0^*,0  ^%+",0*� 2%,+^,+�̂� 2%4 ^�+�^.�11%4  ^4,%� D^.) �1 ^�)%�(^,+^

2$ ^,0 �+#  ^",+ 2^%+^2$%1^1 +2 +�  C^

�̂$ 0  ^�0  ^,2$ 0^)�+#3�#  ^2 �$+%/3 1^2$� 2^5%))^$ ).^7,3^50%2 ^�0%1.)7^

�+�^  " " � 2%4 ) 7Ĉ̂ 31%+#^ �,+�0  2 ^ D 1̂ +1,0 7^ )�+#3�#  D  ̂)%*%+�2%+#^

5 ,0 �%+ 11D^�+� �̂ %+#^��0  "3)^��,32^7 ,30^5 ,0 �^,0 � 0 �̂)1,^$ ).C^

� ,3^5%))^�)1,^+  �^2,^� ,+1%� 0^2$ ^1203�230 ^2$� 2^5%))^� 12^5,0 (^",0^

7,30^ .% �  ^ , "^50%2%+#^ �+�^ �3�% +�  Ĉ �̂  ^5%))^ �%1�311^1203�230 ^ ",0^

 ��$^.�0 2%�3)�0^.% �  ^, "^50%2%+#^%+^2$ %0^0 1. � 2%4 ^�$�.2 01C^

:@;̂ k̂̂ �̂ 4,%�%+#^�,+"31%+#^� 0*1^�+�^� 0%2%+#



67. Legal Issues 

Legal Issues and Communication 

	+^�31%+ 11D^%*�# ^%1^ 4 0 72$%+#C^�$ ^.3�)%�^,.%+%,+^, "^�^� ,*.�+ 7^

�" " � 21^�^�,+13* 0[ 1^4% 51^,+^2$� 2^�,*.�+ 7[1^.0,�3� 21^�$%1D^%+^230+D^

�" " � 21^ 2$ ^ �,*.�+ 7[1^ .3�)%�^ .0, "%2D^ �+�^  11 +2%�))7^ %21^ 12�+�%+#C^

� $ + �̂ �̂ ,*.�+ 7^%1^%+4,) 4 �^%+ �̂^)�513%2 ,̂0 �̂^0 � �))D^2$ �̂,*.�+ 7^$�1^

2,^ � ,+1%� 0^2$ ^ � ,+1 /3 +�  1^2$�2^2$ 1 ^%113 1^5%))^$�4 ^ ,+^2$ %0^

�31%+ 11^�+�^+  �1^2,^� ,+1%� 0^2$ ^� ,121^,"^0 .�%0%+#^2$ ^�,*.�+ 7[1^

0 .32� 2%,+C^ �$ 1 ^ �0 ^ �*,+#^ 2$ ^ 0  �1,+1^ �  0 2�%+^ �,�3* + 21^ �0 ^

� �0  "3)) 7^0 4% 5  �^ � " ,0  ^ � %+#^1 +2^2,^2$ %0^%+2 +� �^0 �� 01C^� ,^

50%2 ^  2$%��)) 7D^ 7,3^ *312^ �)1,^ %� + 2%"7^ �+,2$ 0^ #0,3.^ , "^ . ,.) E^

2$ ^ %+�%4%�3�)1^ 5$,^ 5%))^ #�%+^ ,0^ ),1 ^ � � � 31 ^ , "^ 7,30^ * 11�#  C^

�,)) � 2%4 ) 7D^2$ 1 ^. ,.) ^�0  ^� �)) �^ stakeholders �̂ � � 31 ^2$ 7^$�4 ^

�^ 12�(  ^ %+^ 5$�2^ 7,3^ �0  ^ 50%2%+#C^ �+)7^ �7^ ) �0+%+#^ 5$,^ 2$ 1 ^

12�(  $,)� 01^ �0  ^ � �+^ 7,3^ �1130  ^ 2$� 2^ 7,3^ �0  ^ 20 � 2%+#^ 2$ *^ %+^

�� � ,0 ��+�  ^ 5%2$^ 7,30^ , 5+^  2$%��)^ 4�)3 1C^ � $ +^ �0 �" 2%+#^ 7,30^

� ,**3+%� � 2%,+^2$%+(^ ��,32^5$,^5%))^ � ^ �"" � 2 �^ � 7^5$� 2^7,3^1� 7^

�+�^ $, 5^ 7,3^ 1� 7^ %2C^ �,3^ $� 4 ^ 2,^ � ^ 1 +1%2%4 ^ 2,^ 2$ ^ ",)), 5%+#^

)�+#3�#  ^%+^�^.0, " 11%,+�)^�,�3* + 2E^

K^ ���  ^�+�^#  +� 0^0 ,) 1^

K^ � ,)%2%��)^� ,00 � 2+ 11^

K^ � + 0 �)%8�2%,+1^

K^ �3)230 �)^� 5 �0  + 11^

K^ �  )%#%,31^17*�,)1^

� #�)^	 113 1^̂k̂ :̂@<



�+� 0^ 2$ ^

)� 5 D^*,12^�,�3* + 21^50%22 +^� 7^ *.), 7  1^0 .0  1 + 2^2$ ^.,1%2%,+^

�+�^� ,**% 2* + 21^,"^2$ ^,0#�+%8�2%,+^%21 )"C^�$ 0 ^�0  ^�) 5 � 71^) #�)^

%113 1^2,^�,+1%� 0^5$ +^50%2%+#^�^.0, " 11%,+�)^�,�3* + 2^�+�^2$ 7^

0 " ) � 2^ %+^ 50%2%+#^ 127) Ĉ �0 , " 11%,+�)^ �,�3* + 21^ ��+^ 1 04 ^ �1^

 4%� +�  ^%+^�%1.32 1^,4 0^� ,+ 20�� 21^�+�^%+^.0,�3� 2^)%��%)%27^)�513%21C^

�^ )� 513%2^ %1^ �^ �%4%)^ ��2%,+^ �0,3# $2^ %+^ �,30 2C^ �,�� 7D^ 2$ ^ �4 0 �#  ^

� ,*.�+ 7^%1^%+4,) 4 �^%+^=99^)�513%21^�2^�+7^#%4 +^2%* C^� $%) ^*,12^

� ,*.�+% 1^5%+^2$ %0^)�513%21D^� %+#^ �� 3#$2^%+^�^ )�513%2^$�1^*�+ 7^

� ,+1 /3 +�  1C^ �� 513%21^ �,12^ � ,*.�+% 1^ 2%* ^ �+�^ *,+ 7C^ �$ ^

*,+ 7^ 1. + 2^ ,+^ )�57  01^ �+�^ 2$ ^ 2%* ^ 1. + 2^ %+^ �,30 2^ 2�( 1^ � 5 � 7^

0 1,30 �  1^ �^ � ,*.�+ 7^ �,3)�^ 31 ^ " ,0^ %*.0, 4%+#^ �31%+ 11^ �+�^

.0 ,�3� 21C^ �� 513%21^ �)1,^ $�4 ^ 0�*%" %�� 2%,+1^ ",0^ �^ � ,*.�+ 7[1^

0 .32� 2%,+C^� � �))1^� �+^� ^ �+,2$ 0^) #�)^ .0 ,�) *^" ,0^� ,*.�+% 1C^�^

0 � �))^%1^5$ +^�^.0,�3� 2^%1^0 *, 4 �^"0,*^2$ ^*�0 (  2^,0^�^�,00 � 2%,+^

%1^*�� ^2,^2$ ^.0 ,�3� 2^� � � 31 ^%2^%1^ %2$ 0^� "  � 2%4 ^,0^.,2 + 2%�))7^

$�0*"3)C^ 	+^ *,12^ � �1 1D^ �^ 0 � �))^ 0 13)21^ "0,*^ �+^ 3+%+ 2 +2%,+�)^

*%12�(  ^� 7^�^� ,*.�+ 7^0� 2$ 0^2$�+^"0,*^�+^%+2 +2%,+�)^�%10 #�0 �^" ,0^

2$ ^ )�5 C^ �,* 2%* 1^ �^ �,*.�+ 7^ �%1�, 4 01^ �^ .0,�) *^ �+�^ 0  � �))1^ �^

.0 ,�3� 2^,+^%21^,5+C^�2$ 0^2%* 1^�^�,*.�+ 7^0 � �))1^2$ ^.0,�3� 2^�"2 0^

� ,+�  0+1^�0 ^*�� C^

�$ 0  ^�0  ^�^+3*� 0^, "^0 �1,+1^5$ 7^�^� ,*.�+ 7^*� 7^"��  ^�^)� 513%2^

,0^�^0 � �))C^�+ ^ , "^2$ ^*�%+^0 �1,+1^�^ � ,*.�+ 7^# 21^%+4,) 4 �^%+^�^

)� 513%2^ %1^ � � � 31 ^ 2$ ^ �%0 � 2%,+1^ 2,^ 2$ ^ �,*.�+ 7[1^ .0,�3� 2^ 5 0  ^

:@=^̂k̂ �̂ #�)^	 113 1
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+,2^ �) �0^ 2,^ 2$ ^ �,+13* 0 C^ �,0^ 2$%1^ 0 �1,+D^ 2$ ^ # + 0 �)^ #3%� )%+ ^

%1^2$�2^%+1203�2%,+1^1$,3)�^� ^3+� 012�+���) D^�) �0^�+�^� ,+�%1 ^� 2^

2$ ^ ",30 2$^ 2,^ 1%62$^ #0�� ^ 0  ��%+#^ ) 4 )C^ �)1,D^ 5$ +^ %+^ �^ )�513%2D^ �^

� ,*.�+ 7^$�1^2,^0 * *� 0^2$� 2^�))^�,�3* + 21^*� 7^� ^13�., +� �C^

�$%1^* �+1^2$�2^�+7^�,�3* + 2^"0,*^* *,1^�+�^ *�%)1^2,^.0 ,.,1�)1^

�+�^ 123�% 1^ � �+^ � ^ 13�' � 2^ 2,^ 0 4%1%,+^ �7^ �^ � ,30 2^ ,"^ )�5 C^ �+,2$ 0^

0 �1,+^�^� ,*.�+ 7^# 21^%+2,^�^)� 513%2^*� 7^� ^, 4 0^�^0 � �))C^�+^�1. � 2^

, "^0 � �))1^�0 ^2$,1 ^� �)%+#^5%2$^1�" 27^�,+�  0+1C^
�+ 7^.0,�3� 21^�0 ^

0 � �)) �^ " ,0^ .,2 + 2%�)^1�" 27^ �,+�  0+1D^ 4 +^%"^+,^ ,+ ^5�1^ �� 23�))7^

$302C^ �,^ � 4,%�^ 1�" 27^ 0 � �))1D^ �,*.�+% 1^ +  �^ 2,^ *�(  ^ 130 ^ 2$ 7^

� ,+1%� 0^  4 0 7^ .,11%�) ^ ��+#  0^ %+4,) 4 �^ 5%2$^ �^ .0,�3� 2C^ �,* ^

��+#  01^*� 7^1  *^2,^� ^� ,**,+^(+, 5) �#  D^�32^�,*.�+% 1^1$,3)�^

� ^� 5 �0  ^, "^2$,1 ^�+�^)�� )^2$ ^.0 ,�3� 2^�� � ,0 �%+#)7D^0 #�0 �) 11^, "^

�113*.2%,+1^��,32^� ,**,+^(+, 5) �#  C^

Communication Constraints 

�,+120 �%+21^ �0 ^ )%*%21^ ",0^ �,�3* + 21^ 1 2^ �7^ 2$ ^ �,*.�+ 7^ ,0^

%+�31207C�1^7,3^#� 2$ 0^2$ ^%+",0*� 2%,+^2$�2^5%))^",0*^2$ ^��1%1^",0^

2$ ^5 � 7^7,3^�0 �" 2^7,30^� ,**3+%� � 2%,+D^7,3^1$,3)�^�)1,^) �0+^��,32^

�+ 7^  6. � 2�2%,+1D^0 #3)� 2%,+1D^,0^ ,2$ 0^"��2,01^2$�2^*� 7^ �,+120�%+^

5$� 2^ 7,3^ � �+^ 1� 7^ �+�^ $, 5^ 7,3^ � �+^ 1� 7^ %2C^ 	+^ 2$ ^ 5,0 (%+#^ 5,0 )�D^

 6. � 2�2%,+1^ �+�^ 0 #3)� 2%,+1^ ��+^ �" " � 2^ �+7^ �1. � 2^ ,"^ �^

� ,**3+%� � 2%,+C^�1. � 21^2$�2^�"" � 2^�,**3+%� � 2%,+^�0 ^�1^",)), 51E^

K^ � ,+ ^, "^4,%� ^

K^ � 1 ^, "^���0  4%�2%,+1^

K^ � ��) 1^

K^ 
�0 #%+1^

K^ � +#2$^, "^�,�3* + 2^P�1^�^*�6%*3* Q^

	2^%1^%*.,02�+2^2,^ "%+�^ ,32^ ��,32^2$ 1 ^ � ,+120�%+21^ �+�^2�(  ^2$ *^

%+2,^ �� � ,3+ 2^ �1^ 7,3^ �0  � 2 ^ 7,30^ � ,**3+%� � 2%,+C^ �,* ^ , "^ 2$ 1 ^
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� ,+120�%+21^ �,* ^ �%0  � 2)7^ "0,*^ 2$ ^  *.), 7 0C^ �,30^  *.), 7 0^ �+�^

7,30^0 �� 01^ .0 ,���) 7^$�4 ^  6. � 2�2%,+1^ ��,32^2$ ^5� 7^7,3^50%2 ^

�^ .0 , " 11%,+�)^ �,�3* + 2C^ �$ 0 ^ �0  ^ , "2 +D^ 3+1.,(  +^  6. � 2�2%,+1^

��,32^ $, 5^ 2$ ^ 0 /3%0 �^  ) * + 21^ 5%))^ � ^ .0 .�0  �C^ �,3^ �0  ^

�3)2%4� 2%+#^�^�,*.�+ 7[1^� 1%0 ^",0^�^.�0 2%�3)�0^�,0.,0 � 2 ^%*�# D^2,^

.0 ,2 � 2^%21^) #�)^%+2 0 121D^�+�^2,^ .0 1 0 4 ^%21^�,*. 2%2%4 ^  �#  C^ �^

2,7^ �,*.�+ 7^ )%( ^ ��� � D^ 5,3)�^ +,2^ 5 �+ 2^ 2,^ � ^ �11,�%� 2 �^ 5%2$^ �^

2 �$+%��)^�,�3* + 2^2$�2^%+�)3� 1^1)�+#^,0^5,0 �1^2$� 2^�,3)�^��*�#  ^

2$ %0^0 .32� 2%,+C^�$ 7^�0 ^) #�)) 7^.0,2 � 2%+#^2$ %0^�31%+ 11C^�%+� ^�))^

�,�3* + 21^��+^� ^31 �^�#�%+12^%+�%4%�3�)1^�+�^�,*.�+% 1^%+^� ,30 2D^

�))^50%22 +^�,�3* + 21^5%2$^2$ ^�,*.�+ 7^+�* ^1$,3)�^%+�)3� ^,+) 7^

.0 , " 11%,+�)^�,+ 2 +2^2$�2^.0,. 0 )7^0 .0  1 + 21^2$ ^�,*.�+ 7C^

�2$ 0^2%* 1D^�,+120�%+21^�0 ^1 2^�7^#, 4 0+* + 2^0 #3)� 2%,+1^2$�2^

� 2 0*%+ ^$, 5^�  0 2�%+^0 .,0 21^+  �^2,^� ^50%22 +Ĉ�  #3)� 2%,+1^�0 ^

)� 51^*�� ^� 7^2$ ^#, 4 0+* + 2^2$�2^�"" � 2^5$� 2^%1^%+^�^�,�3* +2^,0^

$, 5^�^�,�3* + 2^%1^50%22 +C^� 0%2%+#^�,+120�%+21^��+^,0%#%+�2 ^"0,*^

,321%� ^ 2$ ^ �,*.�+ 7C^ �,0^  6�*.) D^ "0 ,*^ # , 4 0+* + 2^ 0 #3)� 2%,+1^

2$�2^1. �%"7^$,5^.� 2 +2^�..)%� � 2%,+1D^ +4%0,+* + 2�)^%*.�� 2^0 .,0 2D^

�+�^*�+ 7^,2$ 0^27. 1^, "^ �,�3* + 21^�0 ^2,^ � ^ .0  .�0  �C^�%*%)�0)7D^

1�% +2%"%�D^2 �$+%��)D^,0^,2$ 0^.0, " 11%,+�)^',30+�)1^$� 4 ^120%�2^03) 1^

��,32^*�+ 7^�1. � 21^,"^2$ ^�02%�) 1^2$ 7^.3�)%1$C^�$ 1 ^0 #3)� 2%,+1^

�� 2^�1^12�+��0 �1^",0^�0 �" 2%+#^7,30^� ,**3+%� � 2%,+^ "" � 2%4 ) 7C^
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Style Constraints 

�,+120 �%+21^

*� 7^� ^1 2^�7^127) ^%113 1^�1^5 ))C^�$ 0  ^1$,3)�^� ^+,^�)%�$!1^�+�^

%�%,*1^ %+^ �,�3* + 21^ � � � 31 ^ 2$ 7^ *� 7^ .,1 ^ �^ .0 ,�) *^ 5% 2$^

20�+1)� 2%+#^�,�3* + 21^"0,*^,+ ^)�+#3�#  ^2,^�+,2$ 0 Ĉ�^�)%�$!^%1^�^

5 ,0+T,32^ ,0^ , 4 031 �^  6.0  11%,+^ 2$�2^ 2 +�1^ 2,^ 1,3+�^ 20%2 ^ �+�^

, "2 +^�, 1+ [2^ 6.0  11^5$� 2^7,3^203)7^* �+^2,^1� 7C^�6�*.) 1^%+�)3� E^

2$ ^�,2 2,*^)%+ ^%1D^$ ��^, 4 0^$  )1D^,0^2�( ^%2^,0^) � 4 ^%2C^	�%,*1^�0  ^

5 ,0 �1^ ,0^  6.0  11%,+1^ 2$�2^ �0 ^ 1. �%�)%8 �^ 4,� ��3)�0 7^ 31 �^ � 7^ �^

#0,3.^, "^. ,.) ^�)1,^(+, 5+^�1^'�0 #,+C^�,,(^� 2^2$ ^.$0�1 1^2$� 2^7,3^

31 ^ 5$ +^ 7 ,3^ 50%2 ^ �+�^ 1  ^ %"^ 2$ 7^ *�(  ^ 1 +1 ^ 5$ +^ 20 �+1)� 2 �^

)%2 0�)) 7C	̂"^2$ 7^�,+ [2D^0 .)��  ^2$ *^5% 2$^)�+#3�#  ^2$� 2^%1^�) �0^�+�^

�%0 � 2D^ �+�^ 5%))^ +,2^ � ^ *%13+� 012,,�C^ �,+ [2^ 31 ^ X� ,*.,3+�Y^

1 + 2 +�  1^P�+�D^,0D^+,0D^�32D^$,5  4 0D^7 2QC�.%+%,+1^�+� '̂,(  1^1$,3)�^

�)1,^ � ^ � 4,%� �^ %+^ �31%+ 11^ �,�3* + 21C^ �,**3+%� � 2 D^ �0#3 ^ ,0^

. 013�� ^7 ,30^0 �� 01^2$0 ,3# $^"�� 21^�+�^�� 2�^%+12 ��^, "^,.%+%,+1C^


�+ 7^ �,*.�+% 1^ �)1,^ )%(  ^ 2,^ ",0*^ �^ X �312,* Y^ 5� 7^ ,"^ 50%2%+#C^

�,*.�+% 1^ )%(  ^ 
%�0 ,1, "2^ 5�+ 2^ �))^ 2$ %0^ �,�3* + 21^ 2,^ � ^ 50%22 +^

%+^2$ ^1�* ^127) ^ �+�^ " ,0*� 2C^ �$ ^ ,+)7^5� 7^2,^ �,^2$%1^%1^2,^2 ��$^

2$ ^50%2 01^2$ ^X� ,00 � 2Y^5� 7^2,^50%2 ^%+^,0� 0^2,^.,0 20� 7^
%�0,1, "2C^
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� $� 2^ *�+ 7^ . ,.) ^ *� 7^ +,2^ (+, 5^ %1^ 2$�2^ 
%�0,1, "2^ �, 1^ 2$%1^ 2,^

� , 4 0^2$ *1 ) 4 1^%+^�^) #�)^20%�)C^	"^ 4 0 7^1%+#) ^�,�3* + 2^%1^50%22 +^

31%+#^ 2$ ^ 1�* ^ ",0*� 2D^ 2$ 7^ ��+^ *�(  ^ 130 ^ 2$� 2^ 2$ ^ �312,* 01^

3+� 012�+�^2$ ^ + 2%0 ^�,�3* + 2^�+�^�,^+,2^03+^%+2,^20,3�) ^5% 2$^

%+�,+1%12 +�% 1C^

� , 5^ �,^ 7 ,3^ (+, 5^ %"^ 7,3^ �0  ^ ",)), 5%+#^ 2$ ^ �,00 � 2^ �,+120�%+21I^

�$ ^  �1% 12^5� 7^2,^3+� 012�+�^$, 5^2,^50%2 ^%+^7,30^1. �%"%�^"% )�^

%1^ 2,^ ),,(^ �2^ �,�3* + 21^ 50%22 +^ � 7^ 7,30^ � ,*.�+ 7^ �+�^ ,2$ 0^

� ,*.�+% 1^ %+^ 2$ ^ %+�31207^ 5%2$%+^ 2$ ^ .�12^ " 5^ *,+ 2$1C^ �$%1^ 5%))^

�)), 5^ 7,3^ 2,^ 1  ^ 2$ %0^ 127) ^ �+�^ $, 5^ 2$ 7^ *�(  ^ 2$ %0^ �0#3* + 2C^

�,* ^ � ,*.�+% 1^  4 +^ .3�)%1$^ 127) ^ #3%� 1^ ",0^ 50%2%+#C^ �7^ 1  %+#^

7,30^� ,*.�+ 7[1^0 #3)� 2%,+1D^7,3^� �+^� # %+^2,^�0�" 2^7,30^�0 #3* + 2C^


�(  ^130 ^2,^",)), 5^7,30^� ,*.�+ 7[1^#3%� �,,(^P %"^2$ 7^$�4 ^,+ Q^2,^

� ^130  ^2$� 2^7,30^127) ^%1^�,00 � 2^5%2$^2$ %0^0 � ,** +�� 2%,+1C^

�  * *� 0^2$� 2^%+^.0, " 11%,+�)^50%2%+#^7,3^�0  ^207%+#^2,^. 013�� ^

2$ ^ 0 �� 0^ 31%+#^ �+^  2$%��)^ 127) C^ �$%1^ * �+1^ 2,^ � 4,%�%+#^ �,+ 2 +2^

2$�2^5%))^+,2^12�+�^3.^%+^�,30 2D^ 1. �%�))7^1%+� ^. ,.) ^" %) ^)�513%21^

",0^ 4 0 72$%+#^2$ 1 ^��71C^
�(  ^130 ^2$� 2^2$ ^�,�3* + 21^7,3^50%2 ^

",0^ 7,30^ � ,*.�+ 7^ �0 ^ . 013�1%4 ^ 5$%) ^ �)1,^ .0  1 0 4%+#^ 7,30^

� ,*.�+ 7[1^�,*. 2%2%4 ^ �#  C^
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68. Use Language That is 
Sensitive to Your Audience 

Language and itÕs Impact on the Audience 

� $ +^ 50%2 01^ 31 ^ )�+#3�#  ^ 2$� 2^ %*.)% 1^ �^ �%�1 �^ ,0^ '3�#* + 2�)^

� 22%23� D^ 2$ ^ �3�% +�  ^ *� 7^ 2�( ^ , "" +1 ^ �+�^ � ^ ) 11^ �.2^ 2,^ )%12 +^

2,^ 2$ ^ 50%2 0[1^ �0#3* + 2C^ ��+#3�#  ^ 2$� 2^ %1^ %+1 +1%2%4 ^ 2,^ # +� 0 D^

 2$+%�%27D�%1��%)%27D^,0^�# ^1$,3)�^� ^� 4,%� �C^


312^�1^50%2 01^$,. ^2$ %0^�3�% +�  ^5%))^� ^5%))%+#^2,^0 1. � 2^2$ %0^

.,%+2^,"^4% 5 D^2$ 7^+  �^2,^0 1. � 2^2$ ^�%4 01%27^,"^�^�0,��^��1 ^, "^

0 �� 01C^� �+#3�#  ^2$� 2^%1^%+�)31%4 ^ �+�^ "�%0^*� 7^ �,+ 20%�32 ^2,^2$ ^

�0  �%�%)%27^,"^2$ ^50%2 0^�+�^3.$,)�^2$ ^� 3�% +�  [1^1 +1 ^, "^�%#+%27^

�+�^1 )" T5,0 2$C^

� �+#3�#  ^ �+�^ 2,+ ^ �)1,^ # ,^ $�+�T%+T$�+�C ^̂ � ,3^ �,^ +,2^ 5 �+ 2^ 2,^

1,3+�^)%( ^7,3 [0 ^2�)(%+#^�, 5+^2,^7,30^� 3�% +�  ^,0^31%+#^)�+#3�# ^

2$�2^ %1^ +,2^ �..0,.0%� 2 ^ ",0^ 2$ %0^ �# D^ ���(#0 ,3+�D^ ,0^  �3� � 2%,+�)^

) 4 )Ĉ^� �+#3�#  ^ � �+^ 230+^ ,""^ 7,30^ � 3�% +�  ^ �+�^ �),�(^ 2$ ^ 203 ^

* �+%+#^,"^* 11�#  ^7,3^�0  ^207%+#^2,^�,+ 4 7C^

�(!4�2 %6)3)/.3�7),,�(%,0�4/�02/- /4%�3%.3)4)6%��&!)2�,!. '5!' %	�

K^ � 1 ^# +� 0 T%+�)31%4 ^)�+#3�#  E^

D̂ he or shê%+12 ��^, " ĥe 

D̂ humankind %̂+12 ��^, " m̂ankind 

D̂ garbage collector %̂+12 ��^, " ĝarbage man 

D̂ server %̂+12 ��^, " ŵaitr ess 

K^ � 1 ^� ,00 � 2^,0^�� �  .2 �^0��%�)^�+�^ 2$+%�^2 0*1E^

� 1 ^� �+#3�#  ^�$� 2^%1^� +1%2%4 ^2,
� ,30^�3�% +�  ^̂k̂ :̂@B



D̂ African A merican %̂+12 ��^, " ĉolored ,0^Negro 

D̂ Asian %̂+12 ��^, " Ôriental 

D̂ American I ndian ,0^Native American %̂+12 ��^, " Îndian 

D̂ Native Alaskan ,̂0^Inuit %̂+12 ��^, " Êskimo 

D̂ Hispanic %̂+12 ��^, " Ŝpanish 

D̂ Latino %̂+12 ��^, " M̂exican 

K^ � 1 ^)�+#3�#  ^2$� 2^0 1. � 21^. ,.) ^" ,0^5$,^2$ 7^�0 ^,0^

0 � ,#+%8 1^�^1. �%"%�^�%)* +2E^

D̂ persons with disabilities %̂+12 ��^, " ĥandicappedD^

challengedDd̂isabled, ,0^retarded 

D̂ visuall y impair ed %̂+12 ��^, " b̂lind 

D̂ persons with hearing loss %̂+12 ��^, " d̂eaf individuals 

D̂ mentall y ill %̂+12 ��^, " ĉrazy, moron, ,0^loony 

D̂ those with arthritis %̂+12 ��^, " ârthritis suff erers 

D̂ people with diabetes %̂+12 ��^, " d̂iabetes patient 

D̂ 7,3+#^��3)21^%+12 ��^, "^(%�1^

D̂ 1 +%,0^��3)21̂ ,̂0^*� 230 ^��3)21^%+12 ��^, "^,)�^. ,.) ^,0^

. ,.) ^, "^�^�  0 2�%+^�# ^

� ,30^)�+#3�#  ^�$,%�  1^5%))^�"" � 2^$,5^0 �  .2%4 ^7,30^� 3�% +�  ^5%))^

� ^2,^7 ,30^* 11�#  C^�  .^%+^*%+�^2$�2^7,30^)�+#3�#  ^%1^�)1,^�03�%�)^

%+^ 2 0*1^ ,"^ ) #�)^ %113 1^ 2$�2^ *� 7^ �0%1 Ĉ̂	"^ 7,30^ 50%2%+#^ 1$,51^ �^

1 +1%2%4%27^2,^7,30^� 3�% +�  [1^���(#0 ,3+�D^7,3^�0  ^) 11^)%( ) 7^2,^$�4 ^

) #�)^20,3�) 1C^

� ,3^ � �+^ �)1,^ �0  � 2 ^ �^ 1 +1 ^ , "^ #,,� 5%))^ 2$0,3# $^ 7,30^ 31 ^ , "^

)�+#3�#  ^�+�^2$ ^"�� 2^2$�2^7,3^�0  ^� ,+1%� 0%+#^7,30^� 3�% +�  C^�,0^

 6�*.) D^�1(%+#^7 ,30^� 3�% +�  ^2,^� ,+1%� 0^,.2%,+1^%1^*3�$^� 22 0^

2$�+^ ����	� � ^̂ 2$ *^2,^ � ,+1%� 0^ ,.2%,+1Ĉ̂ � ) �1 ^1  ^2$ ^  6�*.) ^

12�2 * + 21^2$�2^",)), 5E^

For par ents loo king to bu y a new car 

� �� 	�� ��^ ����	�	��E ^̂^� " ,0  ^ �3 7%+#^ 7,30^ + 62^ ��0D^ �,+1%� 0^

2$ ^#�1^ *%) �#  D^1�" 27^ " � 230 1D^ �+�^ �* +% 2% 1^%2^ ,"" 01C^P�$, 51^ �^

1 +1%2%4%27^2,^2$ ^�3�% +�  [1^+  �1D^�32^) � 4 1^2$ ^"%+�)^� �%1%,+^3.^

2,^2$ * QC^
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� � �^����	�	��E ^̂� ,3^1$,3)�^�3 7^,30^��0^� � � 31 ^5  ^$� 4 ^�)0  �� 7^

� ,*.�0  �^2$ ^#�1^*%) �#  D^1�" 27^" � 230 1D^�+�^�* +% 2% 1^2$�2^,2$ 0^

4 $%�) 1^ $� 4 ^ �+�^ ,301^ %1^ �) �0 )7^ 13. 0%,0C^ P�$%1^ �113* 1^ 2$ ^

� 3�% +�  ^�, 1+ [2^$�4 ^2$ %0^,.%+%,+^,0^��+ [2^*�(  ^2$ ^� ,*.�0%1,+1^

2$ *1 ) 4 1 QC^

For a senior adul t Ð using techno logy for the f ir st time. 

� �� 	�� ��^����	�	��E ^̂� 2[1^12�02^�7^"�*%)%�0%8%+#^,301 )4 1^5%2$^

2$ ^ ��1%�1^ �+� ^̂ .0 ,#0  11^ "0,*^ 2$ 0  C^ P� #%+1^ 5%2$^ �+^ %+�)31%4 ^

12�2 * + 2^�+�^%*.)% 1^2$�2^5 ^5%))^� ^13��  11"3)^5%2$^2$ ^��1%�1^�+�^

� ,+ 2%+3 ^,+Q^

� � �^ ����	�	��E ^̂ � %+� ^ 7,3^ .0 ,���) 7^ $�4 + [2^ 31 �^ �300  + 2^

2 �$+,),# 7^ ,0^ �0 ^ 3+� 5 �0  ^ %+^ 2$ ^ ��4�+�  1^ %+^ 1�% +� D^ ) 2[1^ 12�02^

� 2^ 2$ ^ 4 0 7^ � # %++%+#^ U^ $,5^ 2,^ ),#^ ,+^ 2,^ 2$ ^ 1712 *C^ P�$%1^ %1^

� ,+� 1�  +�%+#^�+�^*� 7� ^ 4 +^%+13)2%+#QC^

� 4 +^2$,3# $^2$ ^��, 4 ^ 6�*.) 1^*� 7^1  *^ 6�##  0 � 2 �D^2$%1^27. ^

, "^%+1 +1%2%4 ^50%2%+#^%1^,32^2$ 0 Ĉ �̂ )% 4 ^* D^2$%1^27. ^, "^50%2%+#^

5%))^ �0+^7,3^+,^.0 , "%21^,0^#,,� 5%))^�*,+#^7 ,30^� 3�% +�  1C^

� 1 ^� �+#3�#  ^�$� 2^%1^� +1%2%4 ^2,^� ,30^�3�% +�  ^̂k̂ :̂A:



69. How Will Your Reader 
Respond to This Tone? 

�(9�3( /5,$�4/.%�!.$�6/)#%�"%�#/.3)$%2%$	�

� 0%2 01^ 1$,3)�^ � ,+1%� 0^ 2$ ^ �3�% +�  ^ �+�^ .30.,1 ^ , "^  ��$^

�11%#+* + 2^ �+�^ � ^ � ,#+%8�+2^ ,"^ 2$ ^2,+ ^�+�^ 4,%� ^2$ 7^ 31 ^ 2,^

� ,**3+%� � 2 ^ 5%2$^ 2$ %0^ 0 �� 01C^ � +1%2%4%27^ 2,^ 2$ ^ �3�% +�  [1^

12�+�  ^,+^�^.�0 2%�3)�0^2,.%�^5%))^�"" � 2^2$ %0^. 0�  .2%,+^, "^2$ ^50%2 0^

�1^2$ ^ �0#3* + 2^3+",)�1F^ �^0 1. � 2"3)^2,+ ^%1^*,0 ^ )%( ) 7^2,^0 ��$^

2$ ^� 3�% +�  ^2$�+^,+ ^2$� 2^%1^�,+� 1�  +�%+#C^

� $ +^2$ ^#,�)^%1^2,^. 013�� ^�+^� 3�% +�  ^5%2$^�+^,..,1%+#^4% 5 D^

 *.� 2$ 2%�^50%2 01^2$%+(^��0  "3)) 7^��,32^$, 5^2$ %0^2,+ ^�+�^4,%� ^

5%))^�"" � 2^2$ %0^0 �� 01C^

�   +�#  ^0 �� 01D^",0^ 6�*.) D^�,^+,2^5 �+ 2^2$ ^* 11�#  ^2,^1,3+�^

)%( ^2$ 7 �̂0 �̂$%)�0 +Ĉ �̂ +%,0 �̂�3)21 �̂,^+,2^)%( ^* 11�#  1^2$�2^1,3+�^

� ,+� 1�  +�%+#^U^ 1. �%�))7^5$ +^2$ ^* 11�#  ^%1^��,32^2 �$+,),# 7D^

+ 5^ %� �1D^ ,0^ �#%+#Ĉ̂�,2$^ , "^ 2$ 1 ^ �%12%+�2^ �3�% +�  1^ $� 4 ^

 6. 0% +�  1^ 2$�2^ 2$ 7^ "  )^ �0  ^ 4�)3��) ^ �+�^ 1$,3)�^ � ^ 0  1. � 2 �Ĉ

� ,30^4,%� ^�+�^2,+ ^1$,3)�^0  " ) � 2^2$�2^7,3^4�)3 ^2$ %0^,.%+%,+1C^

�/.3)$%2�4(%3%�15%34)/.3�2%,!4%$�4/�4/.%�!.$�6/)#%��

K^ � $� 2^%1^2$ ^50%2%+#[1^12�+� I^

K^ 	1^2$ ^%+2 +2^2,^%+",0*^,0^2,^. 013�� I^

K^ � $� 2^2,+ ^�+�^4 ,%� ^%1^*,12^�..0 ,.0%� 2 ^",0^2$ ^2�0# 2^

� 3�% +�  I^

K^ �0  ^2$ ^2,+ ^�+�^4 ,%� ^0 1. � 2"3)I^

K^ � , 5^� �+^2$ ^� ,+ 2 +2^� ^.0  1 + 2 �^1,^%2^%1^%+",0*� 2%4 ^�+�^

. 013�1%4 ^�32^+,2^� ,+� 1�  +�%+#I^

:A; ^̂k̂ �̂ , 5^� %))^�,30^�  �� 0^�  1.,+�
2,^�$%1^�,+ I



K^ � $� 2^5,0 �1^� *,+120 � 2 ^1 +1%2%4%27^2,^2$ ^�3�% +�  [1^4% 51^

�+�^"   )%+#1I^

K^ � � 4 ^�+ 7^%+1 +1%2%4 ^5 ,0 �1^,0^ 6�*.) 1^�  +^.0  1 + 2 �^2$� 2^

�0  ^)%( ) 7^2,^�� 31 ^, "" +1 ^2,^2$ ^0 �� 01I^

�� /2�!$$)4)/.!,�).&/2-!4)/.�!"/54�4/. %��

K^ � ) �1 ^4%� ,^2$ ^4%� ,^,+^X� ,30^� 22%23� X^

� , 5^� %))^�,30^�  �� 0^�  1.,+�^2,^�$%1^� ,+ I ^̂k̂ :̂A<



70. Use Concrete, Sensory 
Language 

The Difference between Abstract and Concrete 
Terms 

��120 �� 2^ 2 0*1^ �0 ^ 2$,1 ^ 5 ,0 �1^ ,0^ .$0 �1 1^ 2$� 2^ 0 "  0^ 2,^ %� �^ ,0^

#0,3.^, "^%� �1^2$�2^�,^+,2^$� 4 ^�^.$ 71%��)^.0  1 +�  F^�,+�0  2 ^2 0*1^

0 "  0^ 2,^ 2$,1 ^ 5 ,0 �1^ �+�^ .$0 �1 1^ 2$� 2^ 0 "  0^ 2,^ 1,* 2$%+#^ ,"^

13�12�+�  ^ ,0^ �^ .$ 71%��)^  + 2%27Ĉ̂ �,2$^ 2 7. 1^ , "^ 2 0*1^ $� 4 ^ 2$ %0^

.30.,1 1C ^̂��120 �� 2^2 0*1D^",0^ 6�*.) D^*� 7^%+4%2 ^0 �� 01^2,^*�(  ^

%+2 0.0  2�2%,+1^ �+�^ ",0*^ 2$ %0^ ,5+^ ,.%+%,+1Ĉ̂ �,+�0  2 ^ 2 0*1^

# + 0 �)) 7^ $�4 ^ ,+ ^ 1. �%"%�^ * �+%+#^ �+�^ �0 ^ # + 0 �)) 7^ *,0  ^

1. �%"%�C^

�(9�3( /5,$�!"342!#4�4%2-3�"%�2%0,!#%$�7)4(�#/.#2%4%��3%.3/29�
4%2-3	�

�$ ^# ,�)^, "^�^50%2 0^%1^2,^�,**3+%� � 2 ^%� �1^�) �0 )7C^�%+� ^)�+#3�#  ^

2$�2^ 0 "  01^ 2,^ %+2�+# %�) ^ ,0^ %** �130��) ^ /3�)% 2% 1^ ��+^ ,�1�30  ^

* �+%+#D^ ��120�� 2^2 0*1^1$,3)�^ � ^0  .)��  �^5%2$^ �,+�0  2 ^2 0*1C^

� �+#3�#  ^ 2$� 2^ �,++ � 21^ 5%2$^ 2�+#%�) ^ �+�^ 1 +1,0 7^ P2�12 D^ 1* ))D^

2,3�$D^ 1%#$2D^ �+�^ 1,3+�Q^ %1^  �1% 0^ ",0^ 0 �� 01^ 2,^ 3+� 012�+�^ �+�^

0 )� 2 ^2,C^

:A=^̂k̂ �̂ 1 ^�,+�0  2 D^� +1,07
� �+#3�#  



�/ 7�#!.�!�3%.4%.#%�"%�
2%6)3%$�4/�).#,5$%�-/2%�#/.#2%4%�,!.'5!' %	�

K^ �  .)��  ^��120 �� 2^2 0*1^5%2$^5,0 �1^2$� 2^$�4 ^�) �0D^�%0 � 2D^�+�^

.0  �%1 ^* �+%+#C^

D̂ Abstr act: �̂$ ^� �1 ^1,3# $2^2,^ 12��)%1$êquality ",0^. ,.) ^

, "^�))^1 63�)^,0% +2�2%,+1C^

Ĉ Equality �̂ �+^* �+^�^4�0% 27^,"^2$%+#1^2,^�%"" 0  + 2^

. ,.) E^� $� 2^�, 1^ equality *̂ �+^%+^2$%1^%+12�+� I^

D̂ Concr ete: �̂$ ^� �1 ^1,3# $2^2,^) #�)%8 ^#� 7^*�00%�# C^

K^ � 1 ^)�+#3�#  ^2$� 2^�.. �)1^2,^2$ ^1 +1 1C^

D̂ Abstr act: �̂$ ^5 �%2%+#^0,,*^5 �1^unpleasant C^

Ĉ � $� 2^*�(  1^2$%1^1 22%+#^unpleasant I^�  .)��  ^2$%1^2 0*^

5%2$^1. �%"%�^� 1�0%.2%4 ^)�+#3�#  C^

D̂ Concr ete: �̂$ ^5 �%2%+#^0,,*^5 �1^� ,)�D^�+ 2%1 .2%�T1* ))%+#D^

�+�^�0 , 5 � �^5%2$^1%�(^. ,.) ^5$,^5  0  ^� ,3# $%+#D^

#0,�+%+#D^,0^�07%+#C^

� 1 ^�,+�0  2 D^� +1,07^� �+#3�#  ^̂k̂ :̂A>
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	*�#  0 7^%+^50%2%+#^%1^4 0 7^ "" � 2%4 ^� � � 31 ^%2^�.. �)1^2,^7,30^"%4 ^

1 +1 1^P7,3^1$,3)�^� ^"�*%)%�0^5%2$^1,* D^%"^+,2^�))^,"^2$ * QĈ̂	2^��+^

$ ).^7 ,3^� ,+ 4 7^7,30^* 11�#  ^5$%) ^#%4%+#^7,30^0 �� 01^�^.,%+ 2^,"^

0 "  0  +�  ^P1,* 2$%+#^2$ 7^��+^ 6. 0% +�  ^",0^2$ *1 ) 4 1 QC^

� ) �1 ^ 4% 5^ 2$ ^ ",)), 5%+#^ 4%� ,^ ,+^ 	 *�#  0 7^ P
%11^ �[1^ 	*�#  0 7^

� %� , Q^

:A?^̂k̂ �̂ 1 ^�,+�0  2 D^� +1,07^� �+#3�#  



71. Use the Active Voice 

�(9�)3�)4�)-0/24!.4�4/�53%�4(%�!#4)6%�6/)#%	��

� $ +^ 50%2 01^ 31 ^ 2$ ^ �� 2%4 ^ 4,%� D^ 2$ %0^ 5,0 �1^ �0  ^ �%0 � 2F^ 2$ 7^

31 ^� ,+�0  2 ^4 0�1^�+�^�) �0 )7^12�2 ^2$ ^�� 2%,+^� %+#^. 0",0* �^� 7^

2$ ^13�' � 2C^ 	+^ �,+ 20�12D^2$ ^ .�11%4 ^4,%� ^%1^%+�%0 � 2F^50%2 01^ *� 7^

31 ^ 5  �(^ X2,^ � Y^ 4 0�1^ Pis, am, was, were, being, beenQ^ ,0^ .0 1 + 2^

.0 ,#0  11%4 1^ P C^ #CD^is wor king, is laughing QD^ �+�^ 2$ ^ ��2,0^ %+^ 2$ ^

1 + 2 +�  ^%1^��1 +2^,0^�%1#3%1 �C^

A YouTube element has been excluded from this ver sion of the 

text. You can view it online her e: 
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�/ 7�#!.�0!33)6%�72)4).'�"%�2%6)3%$�4/�-!+%�53%�/&�4(%�!#4)6%�
6/)#%	�

K^ � %+�^2$ ^13�' � 2^,"^2$ ^1 +2 +�  F^2$ ^13�' � 2^1$,3)�^� ^2$ ^,+ ^

. 0" ,0*%+#^2$ ^�� 2%,+D^+,2^0 �  %4%+#^2$ ^��2%,+C^

K^ PassiveE^� ^5 �1^/3 12%,+ �^� 7^* C^

D̂ Ĉ �$ ^13�' � 2^,"^2$%1^1 +2 +�  ^%1ĥeD^�+� ĥe %1^� %+#^

/3 12%,+ �C Ĥe %̂1^+,2^. 0",0*%+#^�+^�� 2%,+^�32^%1^

0 �  %4%+#^2$ ^��2%,+C^

Ĉ �$%1^1 +2 +�  ^� �+^� ^0  4%1 �^2,^*�(  ^2$ ^13�' � 2^

0 .0  1 + 2^2$ ^. 01,+^,0^2$%+#^2$�2^%1^. 0",0*%+#^2$ ^

�� 2%,+C^

D̂ Acti veE^	^/3 12%,+ �^$%*C^

Ĉ �$ ^13�' � 2^,"^2$ ^1 +2 +�  ^%1^	D^�+�^%1^",)), 5  �^� 7^�^

� ,+�0  2 ^�� 2%,+^4 0�C^�$ ^13�' � 2^%1^�,%+#^2$ ^

/3 12%,+%+#^%+12 ��^, "^� %+#^/3 12%,+ �C^

K^ �$ �(^ ��$^1 + 2 +�  ^",0^.�11%4 ^4,%� F^0 4%1 ^2$ ^1 +2 +�  ^

� ,+1203� 2%,+^2,^*�(  ^31 ^, "^2$ ^�� 2%4 ^4,%� C^�$%1^.0,�  11^%1^

"��%)%2�2 �^5$ +^X2,^� Y^4 0�1^�0  ^ )%*%+�2 �^�+�^.0  1 + 2^

.0 ,#0  11%4 1^�0 ^0 .)��  �^5%2$^�� 2%,+^4 0�1^5$ +^.,11% �) C^

:AÂ k̂̂ �̂ 1 ^2$ ^�� 2%4 ^� ,%� 
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K^ � 1 ^2$ ^�� 2%4 ^� ,%� ^

K^ �)%*%+�2 ^3++ �  11�0 7^X2,^� Y^4 0�1^

� 1 ^2$ ^�� 2%4 ^� ,%� ^̂k̂ :̂AB
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72. Read Your Paper Aloud to 
Check Cohesiveness 

Why is i t v aluable f or wri ter s to r ead their o wn w or k aloud? 

�  ��%+#^ 2$ %0^ ,5+^ 5 ,0 (^ �),3�^ # %4 1^ 50%2 01^ 2$ ^ ,..,0 23+%27^ 2,^

2�(  ^ ,+^ 2$ ^ 0,) ^ , "^ 2$ ^ 0 �� 0 C^ �$ +^ X50%2 01^ �1^ 0 �� 01Y^ ���^

$ �0%+#^2,^1  %+#D^�+,2$ 0^,"^2$ ^"%4 ^1 +1 1^%1^.32^2,^5,0 (^%+^2$ ^

�0%2%��)^  4�)3� 2%,+^ .0,�  11C^ � ,0 �1^ �+�^ %� �1^ 2$�2^ 1  * �^ 2,^ " ), 5^

1*,,2$) 7^ �+�^ � ,++ � 2^ ),#%��)) 7^ %+1%� ^ 2$ ^ 50%2 0[1^ $ ��^ , "2 +^ �,^

+,2^0 " ) � 2^2$ ^1�* ^1 +1 ^ , "^ �,$ 1%4 + 11^5$ +^$ �0 �^%+^1.,( +^

",0*C �̂ 0%2 01^5$,^$ �0^2$ %0^5,0 (^0 �� �̂),3� �̂0  �̂ 22 0  ̂/3%.. �^2,^

 4�)3� 2 ^2$ ^.�. 0[ 1^"), 5^, "^%� �1^� 2^2$ ^#),��)^) 4 )^�+�^2,^�%1� , 4 0^

#0�**� 2%��)D^ .3+� 23�2%,+D^ �+�^ 5,0 �^ �$,%�  ^  00,01^ � 2^ 2$ ^ 130"�� ^

) 4 )C^

What should wri ter s be listening f or w hen the y r ead their w or k 

aloud? 

K^ At the g lobal lev el: 

D̂ �, 1^2$ ^.�. 0^*�(  ^1 +1 I^

D̂ �, 1^2$ ^.�. 0[ 1^�,+ 2 +2^"), 5^),# %��)) 7I^

D̂ �,^2$ ^.�. 0[ 1^%� �1^13..,0 2^2$ ^2$ 1%1I^

K^ At the par agraph lev el: 

D̂ � � 4 ^�..0 ,.0%� 2 ^20�+1%2%,+1^�  +^*�� ^� 25   +^

.�0 �#0 �.$1I^

D̂ � � 4 ^�..0 ,.0%� 2 ^1 #3 1^�  +^*�� ^�*,+#^2$ ^

1 + 2 +�  1I^

D̂ �,^2$ ^.�0 �#0 �.$ [1^%� �1^"), 5^),# %��)) 7^�+�^1,3+�^3+%"% �I^

K^ At the sen tence lev el: 

D̂ � $� 2^#0�**� 2%��)^�+�^31�#  ^ 00,01^+  �^2,^� ^� ,00 � 2 �I^

D̂ � $� 2^.3+� 23�2%,+^ 00,01^�0 ^�" " � 2%+#^2$ ^0$72$*^, "^2$ ^

.�. 0I^

D̂ � $� 2^5,0 �^�$,%�  ^%113 1^+  �^2,^� ^���0  11 �I^

:B9^̂k̂ �̂  ��^� ,30^� �. 0^�),3�^2,
�$ �(^�,$ 1%4  + 11



What steps can be tak en to r ead aloud eff ecti vely? 

:C^�� 4 ^�^� ,. 7^,"^7,30^.�. 0^�1^�^+ 5^�,�3* + 2^3+� 0^�^*,�%" % �^

"%) ^+�* C^

;C^ 	+�0  �1 ^2$ ^" ,+ 2^1%8 ^2,^:=^,0^:?^.2C^P,0^)�0# 0QD^�+�^.0%+2^�^�,. 7^

, "^7,30^.�. 0 C^

<C �̂ %+�^�^0 �1,+��) 7^/3% 2D^.0%4� 2 ^1.��  ^2,^5 ,0 (D^%"^.,11%�) C^

=C �̂ # %+^�7^0 ��%+#^7,30^.�. 0^�),3�^1), 5) 7^"0,*^� # %++%+#^2,^

 +�F^3+� 0 )%+ ^,0^�%0�) ^.0 ,�) *^�0  �1^�1^7,3^" %+�^2$ *C^

>C �̂,^���(^�+�^0  0  ��^ ��$^.�0 �#0 �.$^�),3�^�^1 � ,+�^2%* F^*�0 (^

3.^7 ,30^�0 �" 2^5%2$^+,2 1^%+^2$ ^*�0#%+1^�+�^�,00 � 2%,+1^,"^

#0�**� 2%��)^�+�^5 ,0 �^�$,%�  ^ 00,01^� 25   +^2$ ^)%+ 1C^

?C^�  4%1 ^2$ ^.�. 0^,+^�^5 ,0 �^.0 ,�  11,0^��1 �^,+^2$ ^�0%2%��)^

 4�)3� 2%,+^7,3^*�� D^�+�^2$ +^0  . � 2^2$ ^0 ��T�),3�^.0 ,�  11^

2,^13..,0 2^"302$ 0^0 4%1%,+D^ �%2%+#D^�+�^.0,, "0 ��%+#C^

@C �̂,+1%� 0^�1(%+#^�^"0% +�D^0 )� 2%4 D^,0^�)�11*� 2 ^2,^0 ��^2$ ^

.�. 0^�),3�^2,^7 ,3D^�)1,C^

�  ��^� ,30^� �. 0^�),3�^2,^�$ �(^�,$ 1%4  + 11 ^̂k̂ :̂B:



73. Use Parallel Structure 

�(!4�)3�0!2!,,%,�3425#452%	�

� �0 �)) )^1203�230 ^%1^ 12��)%1$ �^5$ +^5 ,0 �1^5%2$%+^�^1 +2 +�  ^�0  ^

3+%2 �^ � 7^ �,+1%12 +2^ 31 ^ ,"^ #0�**� 2%��)^ ",0*1C^ �$%1^ 127)%12%�^

 ) * + 2^%1^�)1,^0 "  00 �^2,^�1^.�0 �)) )%1*^,0^.�0 �)) )^� ,+1203� 2%,+C^

�(9�)3�)4�)-0/24!.4�4/�53%�0!2!,,%,�3425#452%	�

� ��(^ , "^ .�0 �)) )^ 1203�230 ^ � �+^ �%103.2^ 2$ ^ 0$72$*^ , "^ �^ 1 +2 +�  D^

) � 4%+#^%2^#0�**� 2%��)) 7^3+��)�+�  �C^�0,. 0^.�0 �)) )^1203�230 ^$ ).1^

2,^  12��)%1$^ ��)�+�  ^ �+�^ " ), 5^%+^ �^5 ))T� ,+1203� 2 �^1 + 2 +�  F^2$ ^

�)%#+* + 2^,"^0 )� 2 �^%� �1^13..,0 21^0 ����%)%27^�+�^�)�0%27C^

�%4<3�,//+�!4�!.�%8!-0,%��

K^ Not Parallel E^�$ ^�0 1%� + 2^20� 4 ) �^2,^1 4 0 �)^�%2% 1^*  2%+#^

4,2 01D2̂,^#%4 1̂.  �$ 1D^�+�^ �1( "̂,0^� �*.�%#+^"3+�1C^

K^ Parallel E^�$ ^�0 1%� + 2^20� 4 ) �^2,^1 4 0 �)^�%2% 1^*  2%+#^

4,2 01D#̂%4%+#1̂.  �$ 1D^�+�^ �1(%+#̂",0^� �*.�%#+^"3+�1C^

�/ 7�#!.�!�3%.4%.#%�"%�2%6)3%$�4/�2%@%#4�0!2!,,%,�3425#452%	�

:CFind a list within a sentence E^�,,(^" ,0^5 ,0 �1^,0^.$0 �1 1^, "^ /3�)^

%*.,0 2�+�  ^ 2$� 2^ �0 ^ 1 .�0 � 2 �^ � 7^ �,**�1^ �+�^ ',%+ �^ � 7^ �^

� ,+ '3+� 2%,+^

Not par allel E^�0C^��))^�$�)) +#  �^$%1^123� +21^2,%̂+%2%�2 ^2$ %0^,5+^

) �0+%+#D^� ^�0 � 2%4 ^.0 ,�) *T1,) 4 01D^�+�^2$%+(^%+� . +� + 2)7C^P	+^

:B; ^̂k̂ �̂ 1 ^� �0 �)) )^� 203�230 



2$%1^1 +2 +�  D^�0C^��))^5�+ 21^$%1^123� +21^2,^�,^,0^� ^2$0  ^2$%+#1D^

�32^2$ ^%2 *1^%+^2$%1^)%12^�0 ^+,2^.�0 �)) )^%+^1203�230 CQ^

;CÊvaluate the wor d forms within the list. 

:C^�,^2$ ^4  0�1^�.. �0^�1^%+"%+%2%4 1^Pto + verbQD^,0^# 03+�1^P-ing 

wor dsQI^�1^.0 1 + 2^2 +1 ^,0^.�12^2 +1 I^P�$,,1 ^2$ ^4 ,%� ^�+�^

2 +1 ^, "^2$ ^4 0�^2$� 2^%1^�,+1%12 +2^5%2$^1300,3+�%+#^

1 + 2 +�  1CQ^

;C^ �,^2$ ^+,3+1^,0^.0 ,+,3+1^�+�^2$ %0^*,�%" % 01^�.. �0^%+^

� ,+1%12 +2^",0* I^

<CAlter the wor ds in the list to cr eate proper parallel str uctur eC^

Parallel E^ �0C^ ��))^ �$�)) +#  �^ $%1^ 123� +21^ 2,^ � � ,* ^ 1 )"T

*,2%4� 2 �^ ) �0+ 01D^ �0 � 2%4 ^ .0 ,�) *T1,) 4 01D^ �+�^ %+� . +� + 2^

2$%+( 01C^P	+^2$%1^1 +2 +�  D^�0C^��))^5�+ 21^$%1^123� +21^2,^ � ^2$0  ^

2$%+#1^%+12 ��^, "^�^� ,*�%+� 2%,+^,"^� %+#^�+�^�,%+#C^���%2%,+�))7D^2$ ^

)%12^ ",)), 51^ �^ .� 22 0+^ 1%+� ^ 2$ ^ +,3+1^ �+�^ ��' � 2%4 1^ �))^ �.. �0^ %+^

.�0 �)) )^" ,0*CQ^

^

� 1 ^� �0 �)) )^� 203�230 ^̂k̂ :̂B<



74. Rephrase Awkward Word 
Order 

�(9�)3�)4�)-0/24!.4�4/�2%0(2!3%�!7+7!2$�7/2$�/2$%2	�

� %+� ^2$ ^#,�)^, "^�� �� *%�^50% 2%+#^%1^2,^�,**3+%� � 2 ^5%2$^�)�0%27D^

50%2 01^ 1$,3)�^ �3%)�^ 1 +2 +�  1^ 5%2$^ 5,0 �1^ �+�^ .$0 �1 1^ 2$� 2^ "), 5^

1*,,2$) 7C^ �,0 �1^2$� 2^ �0 ^ *%11%+#D^*%1.)�� �D^ ,0^ ,32^ ,"^ ,0� 0^ � �+^

*�(  ^2$ ^50%2%+#^1,3+�^�%1',%+2 �^,0^1 +�^�+^3+%+2 +� �^* 11�#  C^

�  0  ��^ ��$^1 + 2 +�  ^� �0  "3)) 7^,0^0 ��^2$ ^.�. 0^�),3�^2,^�$ �(^" ,0^

� 5(5 �0 �^5 ,0 �%+#C^

�/ 7�#!.�! 7+7!2$�7/2$).'�"%�#/22%#4%$	�

K^ Look f or missing w or ds or p hr asesÊ�^*%11%+#^5,0 �^,0^.$0 �1 ^
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75. Eliminate Unnecessary 
Language 

�(9�3( /5,$�5.. %#%33!29�7/2$3�!.$�0(2!3%3�"%�%,)-).!4%$	�

�++ �  11�0 7^5,0 �1^�+�^.$0 �1 1^0 13)2^%+^0 �3+��+� 7C^�^50%2 0^��+^

��$% 4 ^  " "%�% +�7^ %+^ 50%2%+#^ �7^ 31%+#^ �,+�%1 ^ 5 ,0 �1^ �+�^ .$0 �1 1^

2$�2^ � +,2 ^ �) �0^ * �+%+#C^ ���$^ 5,0 �^ 1$,3)�^ � ,+ 20%�32 ^ 2,^ 2$ ^

�0#3* + 2^�+�^.30.,1 ^, "^�+^�11%#+* +2F^%"^�^5,0 �^,0^.$0 �1 ^� �+^� ^

0 *, 4 �^"0,*^�^1 + 2 +�  ^5%2$,32^�"" � 2%+#^%21^* �+%+#D^%2^1$,3)�^� ^

 )%*%+�2 �C^

�/ 7�#!.�5.. %#%33!29�7/2$3�/2�0(2!3%3�"%�%,)-).!4%$	�

K^ �  4%1 ^0 �3+��+ 2^.$0�1 1D^17+,+7*,31^2 0*1D^�+�^

3++ �  11�0 7^5,0 �^.�%01C^

D̂ �3%�() 7^1.  �%+#^P1peeding %̂*.)% 1^/3%�(+ 11Q^

D̂ � ,3+#^2  +�#  ^*,2$ 01^P young �̂+�^ teenagê �0  ^17+,+ 7*1 Q^

D̂ � %+�+�%�)^�,12^Pfinancial �̂+�^ cost̂ �,2$^%*.) 7^*,+ 7Q^

K^ �  4%1 ^0 �3+��+ 2^2 0*1^%+^,0� 0^2,^� ^*,0  ^ " "%�% +2C^

D̂ Redundan tE^�,3+#^��3)21^1$,3)�^ self-assesŝ2$ %0^1%23�2%,+^
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D̂ RevisedE^�$ ĉrept 2̂$0,3# $^2$ ^0,,*C^

K^ �  *, 4 ^0 �3+��+ 2^*,�%" % 01F^,4 031 ^�)32 2 01^2$ ^50%2%+#^�+�^

�%120�� 21^2$ ^0 �� 0 C^

D̂ Overuse o f modif ier sE^�$ ^�31%+ 11^��.%2�)%121D^5$,^",�31^

,+^�,* 12%�^%+ 2 0 121D^,+)7^0 �)) 7^%+4 12^%+^�* 0%��+^

#0,3.1C^

D̂ RevisedE^�$ ^�31%+ 11^��.%2�)%121^0�0  ) 7^%+4 12^%+^

%+2 0+� 2%,+�)^#0,3.1C^

�� /2�!$$)4)/.!,�).&/2-!4)/.�/.�%,)-).!4). '�5.. %#%33!29�
7/2$3��3%%�!,3/��$)4).'�&/2��#/. /-9� ).�
00%.$)8�

^

�)%*%+�2 ^�++ �  11�0 7^� �+#3�#  ^̂k̂ :̂B@



76. Video: "You Attitude" 
Tutorial 
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A YouTube element has been excluded from this ver sion of the 

text. You can view it online her e: 

https:/ /libr ary.achievingthedr eam.org/

epcctechnicalwriting/?p= 107 
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PART VI 

VISUALS 
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77. Visuals Overview 
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Tables 

Two-Column Simple T able 

^

Five-Column T able 

^
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Figures 

Pie Chart 

^
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Horizontal Bar Gr aph 

^

Vertical Bar Gr aph 
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Line Gr aph 
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Flow Chart 
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Drawing 
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Photograph 

^

Layout 

^
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78. NASA: Technical Report 
Writing 

Data Presentation 

Because most technical reports rely on 
figures and tables for the presentation of data, 
the form and quality of the figures and tables 
are important in establishing the style and 
readability of the report. Good judgment 
should be used in selecting both the data to 
be presented and the method of presentation. 
Use only figures and tables that add to the 
value of your report. Present the data as 
simply and straightforwardly as possible so 
that your readers can easily grasp the 
significant points. Present data in the text, or 
in a figure, or in a tableÑbut never in more 
than one way. 

Before beginning to write the report, 
carefully select the data to include. Most 
carefully prepared programs yield more data 
than are needed to support the conclusions. 
Including all your data in the report is 
unnecessary. Use only data that are directly 
pertinent to your conclusions, and do not try 
to impress readers with how much data you 
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have collected. Quantity is no substitute for 
quality in presenting technical results. 

Once you have selected the data to be 
included in your report, decide how they can 
best be presented. Should they be tabulated 
or plotted? To answer this question, consider 
your readersÕ needs. Do they need to know 
exact values? If so, tabulate your results. If 
relative trends are more important, use 
graphs. Both the figures and tables should be 
as self-explanatory as possible and arranged 
logically to tell the main points of your story 
without reference to the text. 

Figures 

The figures used in technical reports generally 
are of three typesÑ . . . graphs, drawings, 
and photographs. Figures are numbered with 
Arabic numerals in the order of their mention, 
unless the mention is clearly incidental. In the 
final report they are either inserted in the text 
near (preferably following) their first mention 
or grouped together at the back. Sketches 
are lettered consecutively ((a), (b), (c), etc.) if 
they are referred to more than once. Under 
no circumstances should the arrangement of 
black and white figures or the parts of one 
figure be out of sequence. Figures arranged 
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in a group are in sequence from top to bottom 
or from left to right. Exceptions are sometimes 
made for color figures to reduce the number 
of pages printed in color. 

Prepare figures with consideration for their 
appearance in the final printed document. The 
size of the printed figure including the legend 
(title) cannot exceed the dimensions of the 
report image area (7 1/8 by 9 1/8 in. in NASA 
reports). Within these limits various sizes, 
proportions, and arrangements of figures are 
possible. (A large, complex figure may be 
reproduced on facing pages.) 

All figures must have legends; if a figure 
has parts ((a), (b), (c), etc.), it must have 
corresponding sub legends. Use similar 
wording in the legends of related figures. After 
you have assembled the rough draft of the 
report, thumb through the figures and tables, 
reading merely the title of each to make 
certain that the format and the nomenclature 
are consistent. Conditions applying to the 
entire figure or to a part are normally stated as 
part of the legend or sub legend. But when the 
same conditions apply, for example, to every 
graph in a report, they are best stated once in 
the text. 
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Graphs 

Graphs should be clear and simple with as 
few data curves as possible. It is usually best 
to have no more than six types of lines or data 
points on a graphÑfour is better . Try to avoid 
interlaced or unrelated curves. As few words 
(labels) as possible should be inserted directly 
on the figure. Equations should be placed in 
the text, lengthy tabular material should be 
presented in a separate numbered table, and 
explanations and conditions should be added 
to the legends or placed in the text. 

Choose coordinates that will give your 
readers a physical feel for the variables being 
presented. Clearly label what is plotted and 
the units used. Whenever possible plot all 
parts of any one figure or related figures on 
scales with the same increments. Label main 
and auxiliary scales with a word description 
of the concept or quantity, its symbol, and 
its unit. For example, ÒAxial distance, x, cmÓ 
is more immediately descriptive than Òx, cm.Ó 
Add auxiliary scales at the left and bottom of 
the figure if there are four or fewer scales. 
Place additional scales at the right or top. 
For ease in interpolation divide scales into 
logical, consistent increments. For example, 
when both U.S. customary and SI units are 
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used, each scale must stand alone. Do not 
simply convert the values on one scale into 
the other system of units. Such a scale is 
useless to the reader. 

Use the same data symbols and lines to 
represent the same conditions consistently 
throughout the graphs of your report. The 
following data symbols and types of lines are 
commonly used: 

Do not use the symbols + and x on figures 
with grid, and avoid solid or partly solid 
symbols if symbols overlap. The curves and 
data points may be identified by keys or 
labels. Keys are preferred when several 
curves must be distinguished or when several 
conditions are associated with each curve. 
Keys generally follow the format for tabular 
material and should be consistent throughout 
a set of figures. 
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Drawings.Ð 

When you use drawings or sketches to 
illustrate test equipment, try to keep them 
simple. Include only those features of the 
equipment that are essential to your readersÕ 
understanding, and avoid unnecessary 
detail. É 

Photographs.Ð 

. . . . Photographs of similar objects should 
be sized for compatibility. Glossy prints taken 
with black-and-white film reproduce best. 
Prints that have already been screened are 
not usable. The use of color in printing is 
discouraged because it greatly increases 
publishing costs. 

Do not include a photograph of equipment 
which is so elementary that a sentence would 
describe it. Label the most important features 
being shown. Remember, equipment that 
seems simple to you may be complex to 
readers who are not familiar with it. Limit the 
labeling and the field of view to the main items 
discussed to avoid confusing readers with 
extraneous items. Mark up a copy of the 
photograph rather than the glossy print. 

If your photographs are Polaroid prints, have 
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negatives and additional prints made before 
submitting them for use in a report, for slides, 
etc. You are then protected in case of damage 
or loss, and prints are readily available for 
additional uses. 

Include some object or scale in the 
photograph to help your readers judge the 
size of the objects shown. É 

Tables 

Tables are often included in technical reports 
to present data in an exact, highly 
concentrated form. But because tabulated 
data are so concentrated, many readers have 
difficulty grasping their significance. Tables 
are therefore the least preferred method of 
transmitting results to readers and should be 
used only when absolutely necessary. When 
you use tables, make them as brief and 
simple as possible. Otherwise your readers 
may not bother studying the detailed columns 
of figures, and you will have wasted your time 
in presenting the data. ÒWhenever a table, or 
columns within a table, can readily be put into 
words, do itÓ (ref. 2). 

Tables are numbered in the order of their 
mention, in Roman numerals except when a 
report contains 20 or more tables. Then 

����E^�  �$+%��)^�  .,0 2^� 0%2%+#̂̂k̂ ;̂:>
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Arabic numerals are used. Similar data at 
different conditions are organized into parts 
((a), (b), (c), etc.) of the same table with 
subtitles. Numbered tables must have titles. 

Present tabulated material in an organized 
manner. Like elements should read down not 
across. Variables are usually given in columns 
topped by boxheads, with the constants given 
in the first, or stub, column. Boxheads should 
be brief; if necessary, they may be amplified 
by footnotes. Boxheads usually contain a 
word description of a concept or quantity, its 
symbol, and its unit, separated by commas; 
symbols must be defined when they are used. 
Arrange tabulated data in a logical order that 
your readers can easily recognize. Usually 
this arrangement is an ascending or 
descending order of value for the prime 
parameter. The order is necessary to clarify 
trends. You can also help your readers see 
relations and comparisons of data by carefully 
wording the boxheads and the stub column. 
Put items to be compared in adjacent 
columns. Generally numbers in columns are 
more easily compared than numbers in rows. 
Another type of table is the leaderwork table, 
in which dissimilar data are listed in rows with 
leader dots connecting each parameter with 
the corresponding value. 

;:? ^̂k̂ �̂���E^�  �$+%��)^�  .,0 2^� 0%2%+#



Give conditions that apply to an entire table 
in a headnote. Indicate footnote citations by 
lower-case letters (superscripts) ordered 
across the table from left to right and top to 
bottom. 

����E^�  �$+%��)^�  .,0 2^� 0%2%+#̂̂k̂ ;̂:@



79. The Value of Visual 
Instructions 

� %13�)^ %+1203�2%,+1^ *�7^ ,0^ *� 7^ +,2^ %+�)3� ^ 2 62C^ � + 0�)) 7D^ %2^ %1^

#,,�^ 2,^ $� 4 ^ �,2$^ � %+#^ 2$� 2^ 2$ 0 ^ �0  ^ �%"" 0  + 2^ ) �0+%+#^ 127) 1C^

� , 5  4 0D^ %2^ ��+^ , "2 +^ 4�0 7^ � . +�%+#^ ,+^ 2$ ^ %+2 +� �^ 31 ^ , "^ 2$ ^

%+1203�2%,+1C^ �%13�)^ %+1203�2%,+1^ 1 04 ^ 2,^ �)�0%"7^ �^ � ,+�  .2^ 2$� 2^ %1^

�%""%�3)2^2,^ 6.)�%+^31%+#^,+)7^5,0 �1C^�0�.$%�1^*� 7^� ^31 �^2,^1$, 5^

$, 5^ 1,* 2$%+#^ ),,(1D^ $,5^ 1,* 2$%+#^ 1$,3)�^ ),,(^ ,+�  ^ 2$ ^ 12 .^

$�1^�  +^� ,*.) 2 �D^$,5^1,* 2$%+#^%1^�,+ ^,0^�,+1203� 2 �D^1$,5^

20 +�1^ ,0^ 0  )� 2%,+1$%.1D^ ���^ )%4 )%+ 11^ 2,^ 2$ ^ .0,' � 2^ ,0^ 1%*.)7^

,0 #�+%8 ^ %+",0*� 2%,+C^ �0�.$%�1^ �0  ^ 31 "3)^ 1%+� ^ �)*,12^  4 0 7,+ ^

P%+�)3�%+#^ �$%)�0 +^ �+�^ ,2$ 01^ , "^ �^ �%"" 0  + 2^ )�+#3�#  Q^ ��+^

3+� 012�+�^4%13�)^%+1203�2%,+1C^	2^�)1,^ )%*%+�2 1^2$ ^�,12^, "^$�4%+#^

2,^ 20�+1)� 2 ^ �+�^ .0%+2^ 2 62^ %+1203�2%,+1^ %+^ *3)2%.) ^ )�+#3�# 1C^

�0 �.$%�1^�0  ^31 "3)^%+^%+1203�2%,+1^� � � 31 ^. ,.) ^� �+^1  ^ 6�� 2)7^

5$� 2^2$ 7^+  �^2,^� ,*.) 2 C^

;:A ^̂k̂ �̂$ ^� �)3 ^, "^� %13�)^	+1203�2%,+1



 

Business and Marketing: 

K^ 
%+%*%8 ^)�+#3�#  ^��00% 01C^

K^ � .  �1^3.^2$ ^) �0+%+#^�304 1C^

K^ 
%+%*%8 ^$3*�+^4 �0%��%)%27C^

K^ 	+�0  �1 ^%+1203�2%,+^31 ^0� 2 ^�+�^� ,*.0  $ +1%,+^

K^ �  �3�  ^.0 ,�3� 2^0 230+1C^

K^ � �0  �1 ^�11 *�) 7^2%* T^%+�0 �1 ^�312,* 0^1� 2%1"��2%,+^

K^ ��1 ^2 �$+%��)^13..,0 2C^

K^ � %13�)%8 ^�+�^#  + 0 �)%8 ^�� 2�^%+2,^3+� 012�+���) ^20  +�1^

K^ 	+�0  �1 ^%+2 #0%27^,"^0 .,0 21^�+�^* *,1^

K^ �0 ,*,2 ^.0 , " 11%,+�)%1*^

K^ �+130  ^3+%4 01�)^3+� 012�+�%+#^

�$ ^� �)3 ^, "^� %13�)^	+1203�2%,+1̂̂k̂ ;̂:B
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Academia: 

K^ 
�(  ^��120 �� 2^%� �1^4%1%�) ^�+�^� ,+�0  2 C^

K^ �,++ � 2^.0%,0^(+,5) �#  ^�+�^+ 5^� ,+�  .21C^

K^ �0 , 4%� ^1203�230 ^",0^2$%+(%+#D^50%2%+#D^�%1�311%+#D^�+�)78%+#D^

.)�++%+#D^�+�^0 .,0 2%+#C^

K^ � ,�31^2$,3# $21^�+�^%� �1D^) ��%+#^2,^3+� 012�+�%+#^�+�^

%+2 0.0  2�2%,+C^

K^ �  ).^123� + 21^2,^�)�0%"7^2$,3#$21D^,0#�+%8 ^�+�^�+�) 78 ^

%+",0*� 2%,+D^%+2 #0� 2 ^+ 5^(+, 5) �#  D^�+�^2$%+(^�0%2%��)) 7C^

History 

�0 �.$%�1^ $� 4 ^ �  +^ 31 �^ " ,0^ � ,**3+%� � 2%+#^ �^ * 11�# ^ ,0^ 12,07^

),+# ^� " ,0  ^ 50%22 +^ 2 62C^ �0�.$%�1^ $� 4 ^ �^ �  . 0^ %*.�� 2^ ��0,11^

�3)230 1^�3 ^2,^2$ %0^��%)%27^2,^�0 � 2 ^2$ %0^,5+^* �+%+#^"0,*^2$ ^

.%�230 ^+,2^5 ,0 �1C^�)2$,3#$^5,0 �1^*� 7^� ^�^.�0 2^,"^2$ ^�0�.$%�D^2$ ^

%*�#  1^2$ *1 ) 4 1^.0 ,�3�  ^2$ ^� 1%0 �^0 1.,+1 ^,0^3+� 012�+�%+#^

%+^ 2$ ^ %+2 +� �^ � 3�% +�  C^ �� 4 ^ .�%+2%+#1^ �+�^ *�.1^ �0  ^ 1,* ^ , "^

2$ ^ ,)� 12^2$� 2^5 ^(+, 5^ , "^ �+�^ �+ 7,+ ^2$� 2^),,(1^3.,+^2$ *^ � �+^

1  ^5$� 2^2$ ^#0�.$%�^* �+1^ �+�^5$� 2^%2^%1^",0 C^ �^ *�.^ "0 ,*^2,�� 7^

5 ,3)�^ +� 230�)) 7^ ),,(^ �%"" 0  + 2^ "0,*^ ,+ ^ %+^ 2$ ^ :A2$^ � + 2307D^ �32^

2$ ^* 11�#  ^5 ,3)�^12%))^� ^2$ ^1�* C^�$ ^1 �^0,32 1^"0,*^�+# )�+�^

2,^ �"0%��^ ,0^ 2$ ^ ��0%�� �+^ 5 ,3)�^ � ,+1%12^ ,"^ �%"" 0  + 2^ +�* 1D^

�,3+��0% 1D^ �+�^ .,11 11%,+1^ �32^2$ ^ � 3�% +�  ^5 ,3)�^12%))^ "%+�^2$ ^

1�* ^* �+%+#C^

;;9 ^̂k̂ �̂$ ^� �)3 ^, "^� %13�)^	+1203�2%,+1
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Common Problems with Visual Instructions 

� $%) ^2$ 0 ^ �0  ^ �^+3*� 0^ , "^ � + " %21^ ,"^4%13�)^%+1203�2%,+1D^2$ 0 ^

�0  ^�)1,^1,* ^�0 � 5���(1C^� $ +^2$ 0  ^�0  ^+,^5 ,0 �1^%+�)3� �^. ,.) ^

*� 7^ %+2 0.0  2^ #0�.$%�1^ �%"" 0  + 2)7C^ �,* ^ #0 �.$%�1^ � �+^ � ^ 3+�) �0D^

�+�^2$%1^ ��+^ � ,+"31 ^2$ ^%+2 +� �^ � 3�% +�  ^%"^2$ ^ .0,�  11^%1^4 0 7^

� 2�%) �^�+�^0  /3%0 1^.% �  1^2$�2^),,(^%� + 2%��)C^� $ +^2$ ^.%�230 1^

%+�)3� ^ �^ ),2^ , "^ �%"" 0  + 2^ . %� 1^ %2^ %1^ �)1,^ + �  11�0 7^ 2,^ 8,,*^ %+^

,+^ �%""%�3)2^ .�021^ %+^ ,0� 0^ 2,^ 1  ^ 2$ *^ � 22 0C^ �)1,D^ %"^  ��$^ . %�  ^

%1^ +,2^ �0� 5+^ 2,^ 1� �) D^ 2$ +^ �^ �%0�) ^ � ,3)�^ 0  .0  1 + 2^ 2$ ^ 2,.^ , "^ �^

2��) ^,0^�^5 �1$ 0 C^�$ 0 ^�0  ^�)1,^�  0 2�%+^#0�.$%�1^2$�2^+,2^ 4 0 7,+ ^

3+� 012�+�1C^ 	 "^ 7,3^ 5 ,0 (^ %+^ �^ "% )�^ 2$�2^  *.), 71^ 1. �%�)%8 �^

#0�.$%�1D^ 31 ^ 2$ 1 ^ #0�.$%�1^ ,+) 7^ 5$ +^ � ,**3+%� � 2%+#^ 5%2$^

0 �� 01^%+^7,30^"% )�^5$,^5%))^3+� 012�+�^�+�^ 6. � 2^2$ *C^	"^7,3^

�0  ^31%+#^2$ ^#0�.$%�1^",0^ �^5%� ^ � 3�% +�  ^P13�$^�1^ �^ �,�0 �^#�* ^

2$�2^*� 7^� ^31 �^" ,0^7,3+#^�$%)�0 +^2,^1 +%,0^�%2%8 +1 QD^*�( ^130 ^

2$�2^2$ ^#0�.$%�1^7,3^�$,,1 ^� �+^� ^3+� 012,,�^� 7^�))C^

�$ ^� �)3 ^, "^� %13�)^	+1203�2%,+1̂̂k̂ ;̂;:



80. Photos and Illustrations 

� $,2,1^ �0  ^ 31 �^ %+^ .0, " 11%,+�)^ �,�3* + 21^ �1^ 2,,)1^ ",0^

� ,**3+%� � 2%+#^�^* 11�# ^2$� 2^�^50%2 0^"  )1^� �+^� ^120 +#2$ + �^

2$0,3# $^2$ ^31 ^,"^.0,. 0^%*�#  0 7C^�$,2,#0 �.$1^� �+^�,^*�+ 7^2$%+#1^

2,^ +$�+�  ^�^* 11�#  D^1,* ^ 6�*.) 1^� �+^� ^1  +^$ 0  E^

Illustration Checklist 

Planning 

K^ � $� 2^(%+�1^,"^%))3120� 2%,+1^�0 ^7,30^� 3�% +�  ^"�*%)%�0^5%2$I^

K^ �,^7 ,3^$� 4 ^%+",0*� 2%,+^2$�2^�,3)�^� ^*,0  ^ �1%)7^,0^/3%�()7^

� ,**3+%� � 2 �^2,^7,30^� 3�% +�  ^4%13�))7^,0^%+^�^�,*�%+� 2%,+^,"^

5 ,0 �1^�+�^#0 �.$%�1I^

K^ �,^7 ,3^$� 4 ^� " %+%2%,+1^2$�2^�,3)�^� ^�%1.)� 7 �^4%13�))7^%+^

5$,) ^,0^%+^.�0 2I^

K^ �,^7 ,3^$� 4 ^�+ 7^.0,�  11 1^,0^.0 ,�  �30  1^2$�2^�,3)�^� ^

� .%� 2 �^%+^�^"), 5 �$�0 2I^

K^ �,^7 ,3^$� 4 ^%+",0*� 2%,+^,+^20 +�1^,0^0  )� 2%,+1$%.1^2$�2^�,3)�^

� ^�%1.)� 7 �^%+^2��) 1^�+�^#0�.$%�1I^

K^ �,^7 ,3^$� 4 ^*�11 1^, "^12�2%12%�1^2$�2^�,3)�^� ^13**�0%8  �^%+^

2��) 1I^

K^ �,^7 ,3^+  �^2,^� .%� 2^,�' � 21I^	"^1,D^5$�2^�,^7,3^+  �^2,^

�%1.)� 7^��,32^2$ ^,�' � 21I^�,^7 ,3^+  �^2,^",�31^� 22 +2%,+^,+^

1. �%"%�^�1. � 21^,"^2$ ^,�' � 21I^�,^7 ,3^0 /3%0 ^2$ ^0 �)%1*^,"^

.$,2,#0 �.$1I^

K^ � $� 2^�0 ^2$ ^� 1%#+^�,+ 4 + 2%,+1^,"^7,30^%))3120� 2%,+1I^

K^ �0  ^2$ 0 ^13%2��) ^%))3120� 2%,+1^7,3^� ,3)�^�,00 , 5^,0^���.2I^�0^

5%))^7,3^+  �^2,^�0  � 2 ^2$ *^7 ,301 )" I^

Revising 

;;; ^̂k̂ �̂ $,2,1^�+�^	))3120 � 2%,+1



K^ �0  ^7,3^%))3120� 2%,+1^13%2 �^2,^7,30^.30.,1 ^�+�^� 3�% +�  I^

K^ �,^7 ,30^%))3120� 2%,+1^�,**3+%� � 2 ^%+",0*� 2%,+^ 2$%��)) 7I^

K^ �0  ^7,30^%))3120� 2%,+1^ "" � 2%4 ) 7^),� � 2 �^�+�^ �17^2,^"%+�I^

K^ �0  ^7,30^%))3120� 2%,+1^+3*� 0  �^�+�^)�� ) �I^

K^ �,^7 ,30^4 0��)^�+�^4%13�)^ ) * + 21^0 %+",0 �  ^ ��$^,2$ 0I^

K^ �0  ^7,30^%))3120� 2%,+1^# +3%+ )7^%+",0*� 2%4 ^%+12 ��^, "^1%*.)7^

� � ,0 � 2%4 I^

K^ � $ +^+ �  11�0 7D^$�4 ^7,3^$ ). �^7,30^0 �� 01^2,^%+2 0.0  2^

7,30^%))3120� 2%,+1^5%2$^�,** + 2�07^,0^�++,2� 2%,+1I^

K^ � � 4 ^7,3^��(+, 5) �#  �^2$ ^1,30 �  1^",0^�,00 , 5  �^,0^���.2 �^

2��) 1^�+�^" %#30 1I^

How To Perform an Action 

�%�230 1^�0 ^�+^ " " � 2%4 ^2,,)^" ,0^#%4%+#^4%13�)^0 .0  1 + 2�2%,+^,"^$,5^

2,^�,^1,* 2$%+#C^�$ 7^��+^� �+^12�+�^�),+ ^,0^5 ,0 (^%+^�,+ '3+� 2%,+^

5%2$^ 2$ ^ #%4 +^ 2 62D^ �+�^ 2$ 7^ ��+^  +$�+�  ^ �^ * 11�#  ^ %"^ 31 �^

.0 ,. 0 )7C^

If you are using pictur es in conjunction with te xt:^�1^ %+^ �^ 1 2^

, "^ %+1203�2%,+1D^ 2$ ^ %*�# 0 7^ %+�0 �1 1^ 3+� 012�+�%+#^ , "^ 2$ ^ 2�1(D^

%+^ ���%2%,+^2,^ � �0  �1%+#^ �,+"31%,+^2$�2^ *� 7^ �0%1 ^ "0,*^2 62^2$�2^

12�+�1^�),+ C^

� $,2,1^�+�^	))3120 � 2%,+1̂̂k̂ ;̂; <
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� $ +^ 31%+#^ �^ .%�230 ^ 2,^ $ ).^ .,0 20� 7^ $,5^ 2,^ . 0" ,0*^ �^ 2�1(D^ %2^

%1^ 7,30^ 0 1.,+1%�%)%27^ 2,^ *�(  ^ 130 ^ 2$ ^ .%�230 ^ *� 2�$ 1^ 3.^ 5%2$^

2$ ^ 2 62C^ �,3^ *312^  6.)�%+^ 2$ ^ .%�230 ^ 31%+#^ 2 62D^ �+�^ 4%� ^ 4 01�D^

 6.)�%+^2$ ^2 62^31%+#^�^.%�230 C^�)1,D^2$ ^4% 5  0^5%))^��� ,*.)%1$^2$ ^

2�1(^*,0  ^, "2 +^5$ +^2$ ^.%� 230 ^),,(1^$, 5^%2^5,3)�^%"^2$ 7^5 0  ^

5 � 2�$%+#^2$ ^2�1(D^+,2^+ �  11�0%)7^%"^2$ 7^5 0  ^ 6. 0% +�%+#^%2C^

�+^  6�*.) ^ 5 ,3)�^ � E^ %"^ 7,30^ 2�1(^ 5 �1^ �,%+#^ �^ � �0 25$  )D^ 7,3^

5 ,3)�+ [2^5�+ 2^2$ ^.%�230 1^� 2^�+^�+#) ^5$ 0  ^2$ ^. 01,+^%1^),,(%+#^

2$0,3# $^2$ ^ 7 1^, "^2$ ^,+ ^�,%+#^2$ ^� �0 25$  )C^�,3^5 ,3)�^5 �+ 2^

2$ ^ .%�230 1^ 2,^ � ^ "0 ,*^ 1,* ,+ ^ 5 � 2�$%+#^ 2$ ^  4 + 2D^ 1,^ 2$�2^ 2$ ^

4% 5  0^%1+[2^ �,+"31 �^ � 7^5$� 2^2$ 7^ ��+ [2^1  ^P13�$^ �1^5$ 0  ^2$ %0^

"  2^�0 ^5$ +^2$ 7[0 ^),,(%+#^� 2^2$ %0^$�+�1QC^	2[1^2$ ^1%*.) ^2$%+#1^

2$�2^*�(  ^,0^�0  �(^�^�,�3* + 2^5$ +^31%+#^.%�230 1C^�$%+(^�+�^0 T

2$%+(^2$ ^.%�230 1^7,3^�0  ^31%+#^�+�^$,5^1,* ,+ ^1  %+#^2$ *^",0^

2$ ^"%012^2%* ^5%))^0 �� 2^2,^2$ *C^

How a Finished Product Should Look 

� $ +^ 2 623�)^ %+",0*� 2%,+^ �, 1^ +,2^ � �.230  ^ 2$ ^  11 +�  ^ , "^ 5$� 2^

7,30^ 207%+#^ 2,^ � 1�0%� D^ 207^ .322%+#^ �+^ ��23�)^ .$,2,^ , "^ 5$� 2^ 7,30^

207%+#^2,^� 1�0%� ^%+^2$ ^�,�3* + 2C^�$%1^27. ^, "^.%�230 ^ +��) 1^7 ,3^

2,^� ,* ^�1^�),1 ^2,^0  �)%27^�1^.,11%�) C^
�(  ^130 ^7,30^.%�230 1^�0 ^

%+^ �,),0^ �+�^ , "^ $%#$^ /3�)%27C^ �)��(^ �+�^ 5$% 2 ^ .$,2,1^ 2 +�^ 2,^ �)30^

 �1%)7^ ,+^ .�. 0^ �+�^ )��(^ 2$ ^ � 2�%)^ +  � �^ 2,^ "3))7^ 3+� 012�+�^ �^

.$,2,C^ 	 *�#  1^ �32^ �, 5+^ ,+^  6�  11%4 ^31 ^ , "^ � 1�0%�%+#^5,0 �1C^X�^

.%�230 ^%1^5,0 2$^�^2$,31�+�^5 ,0 �1Y^0 )� 2 1^2,^2$%1^1%23�2%,+C^

� ^130  ^2,^31 ^2$ ^2 62^50�.^��%)%2% 1^,"^*,12^5 ,0 �^.0 ,�  11,01C^�^

5  ))^.)��  �^.%�230 ^5%2$^�) �+^2 62^50�..%+#^� �+^*�(  ^�+^,2$ 0 5%1 ^

, 4 0 5$ )*%+#^�),�(^, "^2 62^1  *^0  �1,+��) 7^�..0 ,��$��) C^�,,(%+#^

� 2^;>^.�#  1^ , "^ �),�(D^ '312%"% �^ �)%#+* + 2D^.)�%+^�)��(^2 62^%1^,+ ^ ,"^

2$ ^ *,12^ �,0%+#^ 5 � 71^ 2,^ 1  ^ �^ 0 .,0 2C^ �^ .%�230 ^ � �+^ )%4 +^ 3.^ �^

0 .,0 2D^*�(  ^%2^*,0  ^* *,0 ��) D^�+�^$ ).^ �)�0%" 7^2$ ^0 .,0 2^�))^%+^

,+ ^*,2%,+C^

;; =^̂k̂ �̂ $,2,1^�+�^	))3120 � 2%,+1



Map Out an Object, Place, or Process 

�+^ 6�*.) ^, "^2$ 1 ^27. 1^, "^.%�230 1^� �+^� ^" ,3+�^%+^�+^�32,*,2%4  ^

*�+3�)^ ,0^ �^ 1�% +�  ^ 2 62�,,(C^ �$%1^ ��+^

� ^ �+ 72$%+#^ "0,*^ �^

.%�230 ^, "^ �^*��$%+ ^2,^�+^ 6�*.) ^ , "^$,5^.$,2,17+ 2$ 1%1^5,0 (1C^

�00 , 51^�+�^)�� )1^� �+^� ^31 �^%+^,0� 0^2,^1$, 5^5$ 0  ^ 4 0 72$%+#^
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2,^(   .^2$ ^" %012^%+%2%�)^0 �� 2%,+^%+^*%+�^5$ +^�$,,1%+#^2$ ^%*�# ^

7,3^5%))^.)��  ^5%2$%+^7,30^�,�3* + 2C^� ^130 ^2,^� 4,%�^.$,2,1^2$� 2^
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�,^ +,2^ 0  ) 7^ 2,,^ $ � 4%)7^ ,+^ .%�230 1^ 2$,3# $C^ �%�230 1^ �+�^ 2 62^
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�32^�0  ^+,2^�) 5 � 71^�1^31 "3)^2,^# 2^�^.,%+2^��0,11^�1^5,0 �1^�0  C^

Software Can Tremendously Increase Photograph 
Effectiveness 

�$ 0  ^�0  ^�^#0 � 2^� �)^, "^.$,2,^ �%2%+#^.0,#0 �*1^" ,0^� ,*.32 01^2$� 2^

� �+^� ^32%)%8 �^2,^�0%+#^,32^2$ ^0%#$2^�+#) D^8,,*D^4% 5 D^�+�^�,),0^, "^

�^.$,2,C^�,* ^, "^2$ ^*,12^.,.3)�0^.$,2,^ �%2%+#^1,"25 �0  ^%+�)3� 1^

� $,2,1$,.D^ �,0  )D^ �+�^ 	*�#  ^ � *�0 2C^ 
�+7^ �,*.32 01^ +, 5^ � ,* ^

5%2$^��1%�^%*�# ^ �%2%+#^1,"25 �0  D^5$%�$^�)),51^,+ ^2,^��'312^� ,),0 D^

�0%#$2+ 11D^�0,.D^�+�^,2$ 0^��1%�^ �%21C^

Cropping ^%1^ �+^  11 +2%�)^ ( 7^ " � 230 ^ 2$� 2^ �)),51^ 7,3^ 2,^  +)�0 # ^

2$ ^ �0 �^ , "^ 2$ ^ .$,2,^ 7 ,3^ 5 �+ 2^ 2$ ^ 0 �� 0^ 2,^ 1  D^ 5$%) ^ ,*%22%+#^

2$ ^ ���(#0 ,3+�^ �+�^ ,�1,) 2 ^ �0 �^ , "^2$ ^ ���(#0 ,3+�C^�0 ,..%+#^%1^

 /3%4�) + 2^ 2,^ ),,(%+#^ �2^ �+^ %*�# ^ 3+� 0^ �^ *%�0 ,1� ,. ^ 5$ 0  ^ 7,3^

� �+^ ",�31^ ,+^ 2$ ^ �0  �1^ 7,3^ 5 �+ 2^ 2$ ^ 0 �� 01^ 2,^ 1  ^ 2$ ^ �) �0  12C^

� , 5  4 0D^2$%1^��+^� �0  �1 ^%*�#  ^/3�)%27^�+�^*�(  ^2$ ^%*�#  ^$�0 �^

2,^1  C^� $ +^.,11%�) D^%2^%1^� 12^2,^31 ^%*�# 1^2$�2^+  �^)%22) ^2,^+,^

 �%2%+#C^

� $ +^31%+#^%*�# 0 7^*�(  ^130 ^%2^%1^,"^$%#$^%*�# ^0 1,)32%,+^P<99^

�.%^",0^.0%+2D^@;^�.%^",0^1�0  + Q^�+�^2$ ^.0,. 0^" ,0*� 2^2,^� ^%+1 02%+#^

%+2,^ 7,30^ �,�3* + 2C^ �7.%��)) 7D^ 12%�(%+#^ 5%2$^ %*�# 1^ "0,*^ ,0%# %+�)^

1,30 �  1D^13�$^�1^�^��* 0 �^,0^,2$ 0^C'.#^,0^C2%"^"%) ^�0 ^� 12C^

	"^ 7,3^ " %+�^ 7,30^ .$,2,#0 �.$^ %1^ +,2^ 31%+#^ 2$ ^ 0%#$2^ �,),0%+#D^
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.$,2,#0 �.$^%+^,0� 0^2,^)�� )^(  7^� 2�%)1C^��� )%+#^7,30^.$,2,#0 �.$1^
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Using Graphics From the Artists, Internet, and 
Other Misc. Sources 
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. 0*%11%,+^ "0,*^ 5$, 4 0^ �0 � 2 �^ ,0^ $�1^ 0%#$21^ 2,^ 2$�2^ %*�# C^
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81. SlideShare: An 
Introduction to Visual 
Thinking 

A SlideShare element has been excluded from this ver sion of the 

text. You can view it online her e: 

https:/ /libr ary.achievingthedr eam.org/

epcctechnicalwriting/?p= 113 

; <9^̂k̂ �̂)%� �$�0  E^�+^	+20,�3� 2%,+^2,
� %13�)^�$%+(%+#
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https://library.achievingthedream.org/epcctechnicalwriting/?p=113#pb-interactive-content


PART VII 

WEB SITES 
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82. Web Sites Overview 
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2,^%+",0*� 2%,+^�+�^0 1. � 2%+#̂�0 ,11T�3)230�)^� 3�% +�  1Ĉ
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83. Considerations for Web 
Site Writing 

� �+% )^ �%,0��+D^ %+T̂echnical Report Writing T odayD^ 0 .,0 21^ 2$�2^
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2$�2^%1^,0#�+%8 �^ , 4 0^1 4 0 �)^ .�#  1^P�%,0��+D^;99>QĈ�  #�0 �) 11^, "^
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 ++%" 0CŴeb Design in a NutshellC^ � ��12,.,)D^ � �E^

� [�  %)) 7^�+�^�11,�%� 2 1D^	+�CD^:BBBC^

;>; ^̂k̂ �̂  �1%2 ^� 1%#+

http://www.thesitewizard.com/sitepromotion/search-engine-friendly.shtml
http://www.thesitewizard.com/sitepromotion/search-engine-friendly.shtml


85. Page Design 


 %3)'.�0!'%3�4/�&!#),)4!4%�3#!..). '�"9�53).'�( %!$). '3��
35"(%!$). '3��#/,5-.3��,%!2.�30%#)!,�0!'%�$%3)'.�#/.3)$%2!4)/.3�
&/2�4(%��%"��

&9#0!'%�

� ,3^� �+^ +$�+�  ^0 ����%)%27^�7^#%4%+#^1,* ^2$,3#$2^2,^2$ ^� 1%#+^

, "^7,30^�,�3* + 21C^�7^31%+#^$ �� 01D^)%121D^�3)) 21D^�+�^,2$ 0^� 1%#+^

 ) * + 21D^ 7,3^ � �+^ 0 4 �)^ 7,30^ ,0 #�+%8�2%,+^ 2,^ 2$ ^ 0 �� 0^ �+�^

 *.$�1%8  ^(  7^.,%+21C^� ),5^�0  ^.�#  ^� 1%#+^#3%� )%+ 1^7,3^1$,3)�^

� ,+1%� 0^5$ +^50%2%+#^.0%+2^,0^,+)%+ ^�,�3* + 21C^�,30^� 1%#+^��+^

3+� 01� ,0  ^7,30^* 11�#  C^� ^130 ^2,^ � ,+1%� 0^2$ 1 ^#3%� )%+ 1^%+^

2$ ^� ,+ 2 62^,"^� 1%#+^.0%+�%.) 1C^


 %3)'.��!' %3�4/��!#),)4!4%��#!..). '�

�� � ,0 �%+#^ 2,^ 31��%)%27^ 0 1 �0 �$^ � ,+�3� 2 �^ � 7^ �3+^ 
%�0,1712 *1D^

X� 4 + 27T+%+ ^ . 0�  + 2^,"^ �  �^31 01^1� �+^ .�#  1F^2$ 7^ �,^+,2^0 ��^

5 ,0 �T� 7T5,0 �CY R̂*,0  SC^ �$%1^ "%+�%+#^ 13## 121^ 2$�2^ 7,3^ 1$,3)�^

� 1%#+^�,�3* + 21^1,^2$ 7^��+^� ^1� �++ �^� 7^7,30^0 �� 01C^

� ,3^� �+^�0  � 2 ^*,0  ^1� �++��) ^�,�3* + 21^�7E^

:C^� ,)), 5%+#^�^� �3� 2%4 ^,0 #�+%8�2%,+^P%C CD^.322%+#^.30.,1 D^

1%#+%"%��+�  D^�+�^0 13)21^%+^7,30^%+20,�3� 2%,+QC^

;C^ � 1%+#^.�# T� 1%#+^.0%+�%.) 1^2,^ *.$�1%8 ^2$ ^* 11�#  ^�+�^

,0 #�+%8�2%,+^P C#CD^31%+#^�3)) 21D^)%121D^�+�^%))3120� 2%,+1^2,^

$%#$)%#$2^( 7^.,%+21QC^

� �#  ^� 1%#+ ^̂k̂ ;̂><

http://www.oracle.com/index.html


�3%�
%3)'.��,%-%.43�4/��)'(,)'(4� /52��%33!'%�

	+^ 2$ ^  6�*.) ^ � ), 5 D^ +,2%� ^ $, 5^ 7,30^  7 ^ %1^ �0� 5+^ 2,^ 2$ ^ �)3 ^

$ �� 0^�+�^2$ ^�, 6 �^ ) * + 21C^	+^2$ 1 ^1.��  1D^7,3^� �+^$%#$)%#$2^

2$ ^%*.,0 2�+2^.�02^,"^7,30^* 11�#  C^

�%!$). '3�

� ,0^1,* ^#  +0  1^, "^�,�3* + 21D^$ ��%+#1^5,3)�^� ^� ,+1%� 0 �^2,,^

%*. 01,+�)^,0^2,,^2 �$+%��)C^�,0^ 6�*.) D^7 ,3^�  0 2�%+)7^�,+ [2^5�+ 2^

2,^1  ^$ ��%+#1^�+�^�3)) 21^31 �^%+^�^131. +1 ^+, 4 )C^	+�0  �1%+#)7D^

$, 5  4 0D^$ ��%+#1^�0 ^31 �^2,^$ ).^0  �� 01^1� �+^�,�3* + 21C^

� 4 +^ 4�#3 ^ $ ��%+#1^ )%( ^ 	+20,�3� 2%,+D^ � 13)21D^ �+�^ �%1�311%,+^

� �+^� ^31 "3)E^�$ 7^#%4 ^0 �� 01^�^1 +1 ^, "^5$� 2^%1^�, 4 0  �^5%2$%+^

2$ ^ 1 � 2%,+C^ � 22 0^ 7 2D^ � 1�0%.2%4 ^ 2%2) 1^ �3 ^ 7,30^ 0 �� 01^ ��,32^

7,30^ 12�+�  ^ ,+^ 2$ ^ � ,+ 2 +2^ ,"^ 1 � 2%,+1C^ �,0^  6�*.) D^ 0 � 2$ 0^ 2$�+^

	+20,�3� 2%,+D^ � 13)21D^ �+�^ �%1�311%,+D^ 7,3^ � ,3)�^ 50%2 ^ X� $7^ �0 ^

�  ��%+#1^	*.,0 2�+2CY^

�1^ .0  4%,31)7^ �%1�311 �D^ $%#$)7^ 1(%)) �^ 0 �� 01^ 2 +�^ 2,^ 1� �+^

2$0,3# $^ �,�3* + 21^ ,+^ "%012^ 0 ��%+#D^ +,2%+#^ 2$ ^ �,+ 2 +2^ ,"^ 7,30^

$ ��%+#1C^ �$%1^ #%4 1^ 2$ *^ �^ 1 +1 ^ , "^ 7,30^ , 4 0 �))^ * 11�#  C^ �+^

���% 2%,+�)^�� 4�+ 2�# ^, "^$ ��%+#1^%1^2$�2^2$ 7^�0 � 2 ^���% 2%,+�)^5$%2 ^

1.��  C^

� ,0 �^.0 ,�  11%+#^.0,#0 �*1^ +��) ^7 ,3^2,^$%#$)%#$2^2 62^�+�^2$ +^

� " %+ ^ 2 62^ �1^ �^ ) 4 )^ :^ $ ��%+#D^ ) 4 )^ ;^ $ ��%+#D^ �+�^ 1,^ ,+C^ �1%+#^

127) ^ 2�#1^ 7,3^ � �+^ �$�+#  ^ 2$ ^ 1%8 ^ ,0^ � ,),0^ , "^ 2$ ^ $ ��%+#C^ �$ ^

�� 4�+ 2�# ^ , "^ 31%+#^ 127) ^ 2�#1^ %1^ 2$�2^ 7,3^ � �+^ �$�+#  ^ �))^ ) 4 )^ :^

$ ��%+#1^5%2$^ �1 ^0� 2$ 0^2$�+^#,%+#^2$0,3# $^�+�^�$�+# %+#^ 4 0 7^

) 4 )^ :^ $ ��%+#C^ 	+^ ,2$ 0^ 5 ,0 �1D^ %"^ 7,3^ 2�##  �^ 2 62^ :>^ 2%* 1^ �1^ �+^

�:D^ �+�^ 2$ +^ 7 ,3^  �%2 �^ 2$ ^ ),,(^ , "^ 2$�2^ $ ��%+#D^ 7,30^ �$�+#  1^

5 ,3)�^0%..) ^2$0,3# $^2$ ^2 62D^�$�+#%+#^�))^:>^$ �� 01C^���% 2%,+�))7D^

;>= ^̂k̂ �̂ �#  ^� 1%#+




%�0 ,1, "2^ � ,0 �^ �+�^ �,0  )^ � ,0 �^ �  0"  � 2^ ��+^31 ^2$ ^127) ^2�#1^ �1^

$7. 0 )%+(1C^

�  13)21^ "0,*^ 0  ����%)%27^ 0 1 �0 �$^ %+�%�� 2 ^ 2$�2^ 0 �� 01^ $� 4 ^

�%""%�3)2% 1^5%2$^*,0  ^2$�+^2$0  ^) 4 )1^, "^$ ��%+#1Ĉ� $ +^7,3^31 ^
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 7 ^2,^5$� 2^7,3^5 �+ 2^2,^$%#$)%#$2Ĉ�  2^ )%121^ �0 ^ �..0 ,.0%� 2 ^5$ +^

�^1 0% 1^,"^12 .1^%1^� %+#^.0 1 + 2 �C^�+)%( ^ �3)) 21D^)%121^%*.)7^7,3^

� ,*.) 2 ^%2 *^:^� " ,0  ^*, 4%+#^,+^2,^%2 *^;C^

� 1%+#^)%121^�+�^+3*� 0%+#^1 � 2%,+1^,"^�,�3* + 21^%1^4 0 7^�,**,+^

%+^) #�)^�+�^2 �$+%��)^# +0  1^5$ 0  ^*,0  ^2$�+^,+ ^. 01,+^%1^50%2%+#^

2$ ^ �,�3* + 2^ ,0^ 5$ 0 ^ )%2%#�2%,+^ *�7^ ",)), 5 C�+�  ^ �#�%+D^ 31 ^ 2$ ^

127) ^2�#^",0^)%121^%+^,0� 0^2,^$� 4 ^� ,+ 20,)^, 4 0^7,30^�,�3* + 2C^

;>? ^̂k̂ �̂ �#  ^� 1%#+

http://www.clickz.com/clickz/column/1716452/writing-readers-who-scan
http://www.clickz.com/clickz/column/1716452/writing-readers-who-scan
http://www.clickz.com/clickz/column/1716452/writing-readers-who-scan
http://www.clickz.com/clickz/column/1716452/writing-readers-who-scan
http://www.clickz.com/clickz/column/1716452/writing-readers-who-scan
http://www.clickz.com/clickz/column/1716452/writing-readers-who-scan
http://www.clickz.com/clickz/column/1716452/writing-readers-who-scan
http://www.clickz.com/clickz/column/1716452/writing-readers-who-scan


�0%#)!,��!' %�
%3)'.��/.3)$%2!4)/.3�&/2�4(%��%"�

� � 4 ^ 7,3^  4 0^ 5 ,+� 0  �^ 5$ 7^ *�+ 7^ �,,(1^ �+�^ *�#�8%+ 1^ $� 4 ^

+�00, 5^ 2 62^ �,)3*+1I^ �)2 0+� 2%4 ) 7D^ 5$7^ �0 ^ 1,^ *�+ 7^ �  �^ .�#  1^

1$,0 2D^��,32^1�0  +^) +#2$ I^

�  ����%)%27^0 1 �0 �$^$�1^" ,3+�^2$� 2^%*.�2% +2^0 �� 01^�,+ [2^5�+ 2^

2,^ 230+^ 2$ %0^ $ ��1^ ���(^ �+�^ " ,0 2$^ 2,^ 0 ��C^ �$ 7^ 5�+ 2^ 2,^ 1��+^

2$ ^ �,�3* + 2D̂0 ��%+#^ 120�%#$2^ �, 5+^ 2$ ^ .�#  ^ 5%2$,32^ �+7^ $ ��^

+,��%+#H^	*.� 2% +2^0 �� 01^�,+ [2^5�+ 2^2,^31 ^1�0,))^��01D^ %2$ 0C^

�"^ � ,301 D^ 0 �� 01[^ %+2 0�� 2%,+1^ 5%2$^ 2 621^ �0 ^ %+^ �^ 12�2 ^ , "^ ")36C^

�,* ^0  �� 01^*� 7^�� 23�))7^.0 "  0^),+#^�,�3* + 21^� � � 31 ^2$ 7^��+^

� ^ �1%)7^.0%+2 �C^� , 5  4 0D^�1^�^# + 0 �)^03) D^0 1 �0 �$ 01^%+^2$ ^"% )�^

, "^31��%)%27^�+�) 71%1^�+�^%+2 0"��  ^� 1%#+^13## 12^2$�2^7,3^)%*%2^7,30^

� ,+ 2 +2^2,^.0,. 0 )7^"%))^2$ ^1�0  +^.�#  ^, "^�^*,+%2,0^1 2^2,^

K^ 
�6%*3*^5%� 2$^a^?=9^.%6 )1^

K^ 
�6%*3*^$ %# $2^a^=A9^.%6 )1^

�"^ � ,301 D^ *,� 0+^ *,+% 2,01D^ .,5  0  �^ � 7^ �,*.32 01^ 5% 2$^ 4%� ,^

�,�0 �1D^ *� 7^ � ^ 1 2^ 2,^ �%1.)�7^ *�+ 7^ *,0  ^ .%6 )1^ ,+^ �^ .�#  C^ �$ ^

12�+��0 �D^%+^"��2D^%1^.0,���) 7^*, 4%+#^2,^

K^ 
�6%*3*^5%� 2$^a^:9; =^.%6 )1^

K^ 
�6%*3*^$ %# $2^a^@?A^.%6 )1^

� �#  ^� 1%#+ ^̂k̂ ;̂>@



86. Pictures and Photographs 

�3%�0)#452%3�!.$�0(/4/'2!0(3�4/�#!4#(�4(%�%9%�/&�9/52�
!5$)%.#%��

�$ ^ 6.0  11%,+^X�^.%�230 ^%1^5,0 2$^�^2$,31�+�^5 ,0 �1Y^%1^*,0 ^2$�+^�^

203%1*C^	*�#  1^� �+^� ,+ 4 7^., 5  0"3)^ *,2%,+ C^	*�#  1^� �+^%))3120� 2 ^

�^.0 ,�  11^,0^� �.230  ^�^*,* + 2^5%2$^.0 �%1%,+^P13�$^�1^�^2%#$2^ +�^

� � 2�$%+#^2$ ^",,2��))^,+^2$ ^# ,�)^)%+ QC^

�  ,.) ^ 5$,^ 1$3+^ .0%+�%.) 1^ , "^ � 1%#+D^ 5$,^ �0#3 ^ 5 ,0 �1^ �),+ ^

1$,3)�^ � ^13" "%�% +2D^�0 ^0 �)) 7^+,2^%+^2,3�$^5%2$^2$ ^  6. � 2�2%,+1^

, "^2,�� 7[1^0 �� 01C^�  0$�.1^� � � 31 ^2,�� 7[1^0 �� 01^�0  ^�,*��0 � �^

5%2$^%+",0*� 2%,+D^2$ 7^2 +�^2,^ � ^  1. �%�))7^0 �  .2%4 ^2,^ .%�230 1^

�+�^.$,2,#0 �.$1C^

�%,%#4�!002/02)!4%�)-!'%3�

	*�#  1^�0 ^+,2^%+$ 0 + 2)7^#,,�C^	 +^"�� 2D^%*�# 1^� �+^� ^ � 20�� 2%+#C^

� ,3 �̂,+ [2^5�+ 2^2,^.,30^%*�# 1^%+2, �̂ �̂,�3* + 2^2$�2 �̂0 ^3+0 )� 2 �^2,^

7,30^13�' � 2C^� � � 31 ^0 �� 01[^" ,�31^5%))^� ^�0 � 5+^2,^2$ ^%*�# 1D^� ^

130 ^2$ 7^�0 ^�..0 ,.0%� 2 ^2,^7,30^� 3�% +�  ^�+�^.30.,1 C^�,+1%� 0^

� ), 5^25 ,^ 6�  )) + 2^ 6�*.) 1^, "^%*�# 1C^

;>A^̂k̂ �̂%�230 1^�+�^� $,2,#0 �.$1



�+ 4%0,+* + 2�)^�  �^1%2 1D^13�$^
�1^�$ ^� � 230 ^�,+1 0 4�+� 7 ,̂0^
�$ ^� % 00�^�)3� D^31 ^� � 32%"3)^
%*�#  1^"0,*^+� 230 ^2,^$ ).^
12%*)3�2 ^�� 2%,+C^�,+1%� 0D^",0^
 6�*.) D^ 2$ ^�� � [1^�0�" 2^
�  .,0 2^,+^2$ ^�+4%0,+* + 2C^
� �(  ^�^*%+32 ^2,^�)%�(^2$0,3# $^
2$%1^0 .,0 2D^5$%) ^+,2%+#^$,5^
2$ ^2,.^��++ 0^%*�#  ^�$�+#  1^
2,^.0 , 4%� ^�^4%13�)^
0 .0  1 + 2�2%,+^,"^2$ ^2,.%�^
3+� 0^�%1�311%,+^P)�+�D^5� 2 0D^
�%0D^ 2�CQ^

	2^%1^%+2 0 12%+#^2,^+,2 ^2$�2^2$ ^
� C�C^� +131^�30 � 3^$�1^1 2^2$ ^
*�%+^#0�.$%�^2,^�$�+#  ^ 4 0 7^
*%+32 ^,+^%21^� "� 3)2^.�#  D^
� ,.3)� 2%,+^�12%*�2 1D^. 0$�.1^
207%+#^2,^X$3*�+%8 Y^2$ ^
.,.3)� 2%,+^ 6.),1%,+C^

�$ ^" ,)), 5%+#^13**�0%8 1^� ,**,+^#0 �.$%�^",0*� 21D^�%12%+#3%1$%+#^

�%2*�.^%*�#  1^"0,*^4  � 2,0^%*�# 1C^

�(!4�!2 %�")4-!0�)-!'%3	�

bi tes GIFs^ P�0 �.$%�1^

	+2 0�$�+#  ^� ,0*� 2Q^�+� ĴPEGŝ P
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",+ 21^ %+�)3� ^ �%* 1^ �  5^ � ,*�+D^ �,30% 0^ �  5 D^ � 5^ � ,0 (D^ � 5^

� + 2307^��$,,) �,,(D^�+�^� �)� 2%+,C^

�7.,#0 �.$ 7^̂k̂ ;̂?<



� 0%"^ ",+ 21^ .0, 4%� ^ �^ *,0  ^20��%2%,+�)D^ �,+1 0 4� 2%4 ^ �.. �0 �+�  C^

�  �� 01^ .0  "  0^ � 0%"^ ",+ 21^ 5$ +^ )�0# ^ 2 62^ �),�(1^ �0  ^ �%1.)� 7 �C^

�%* 1^�  5^� ,*�+^%1^,+ ^, "^2$ ^*,12^.,.3)�0^� 0%"^" ,+ 21^� � � 31 ^%2^

%1^4 0 7^) #%�) ^,+^2$ ^� ,*.32 0^1�0   +^�+�^.0%+21^4 0 7^5 ))C^

Sans Serif 

	+^ �0 +�$D^ X1�+1Y^ * �+1^ 5%2$,32C�̂�+1^ � 0%"^ ",+ 21^ )��(^ )%22) ^ 2�%)1^

� 2^ 2$ ^  +�1^ , "^  ��$^ ) 22 0C^ ��+1^ � 0%"^ ",+ 21^ %+�)3� ^ �0%�)D^ � + 4�D^

�  ) 4 2%��D^ �+�^ �,*%�^ ��+1^ 
�C

2 62^

�  �� 01^" %+�^��+1^� 0%"^",+ 21^2,^� ^) 11^0 ����) ^2$�+^� 0%"^" ,+ 21D^

1,^ 50%2 01^ 1 )�,*^ 31 ^ 2$ *^ 2,^ 1 2^ ),+#^ �),�(1^ , "^ 2 621C^ �1 �^ %+^

� ,+ 20�12^ 2,^ � 0%"^ ",+ 21D^ ��+1^ � 0%"^ ",+ 21^ ��+^ � � 2�$^ �^ 0 �� 0[ 1^  7 C^

�+, 5%+#^2$%1D^��4 0 2%1 01^31 ^��+1^� 0%"^",+ 21^2,^1 2^$ ��)%+ 1^�+�^

� �))^,32^2 62C^

�/ 7��( /5,$� /5��)8�
)&&%2%.4��/.4�� !-),)%3	�


%6%+#^",+ 2^"�*%)% 1^��+^� ^20%�(7C^	"^7,3^%+�)3� ^2,,^*�+ 7^�%1.�0� 2 ^

",+ 21D^ 2$ ^ .�# ^ 5%))^ �.. �0^ 2,^ )��(^ " ,�31^ P1  ^  6�*.) ^ � ), 5 QC^

�  �� 01^*� 7^2 ))^7,3^7,30^�,�3* + 2^0 ��1^)%( ^�^.38 8) C^	2[1^#%4%+#^

*%6 �^* 11�#  1E^

�/ 7��( /5,$� /5��)8�
)&&%2%.4��/.4�� !-),)%3	�


%6%+#^",+ 2^"�*%)% 1^��+^� ^20%�(7C^	"^7,3^%+�)3� ^2,,^*�+ 7^�%1.�0� 2 ^

",+ 21D^ 2$ ^ .�# ^ 5%))^ �.. �0^ 2,^ )��(^ " ,�31^ P1  ^  6�*.) ^ � ), 5 QC^

�  �� 01^*� 7^2 ))^7,3^7,30^�,�3* + 2^0 ��1^)%( ^�^.38 8) C^	2[1^#%4%+#^

*%6 �^* 11�#  1E^

� 20� 2 #% 1^

;?= ^̂k̂ �̂7.,#0 �.$ 7



� 1%#+ 01^27.%��)) 7^�� 4%1 ^2$�2^7,3^1$,3)�^31 ^+,^*,0  ^2$�+^one 

Serif^�+�^ +,2^ *,0  ^ 2$�+^ ,+ ^ Sans Serif̂ ",+ 2^ ",0^  ��$^ .�#  Ĉ � 4 +^
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=C �̂  �)2$^� %� , Ĉ�  ^4%� ,1^,+^$3+�0  �1^, "^$ �)2$^%113 1C^

>C 
̂%�0 ,1, "2^��0  +^
 , 4% 1C^��0  +^*, 4% 1^1$,5^31 01^$, 5^2,^

31 ^1, "25 �0  C^

�1^ 5%2$^ �+7^ ,2$ 0^ � 1%#+^  ) * + 2D^ 2,,^ *�+ 7^ 4%� ,1^ � �+^ � ^

�%120�� 2%+#^1,^*�( ^130 ^7,3^2 12^7,30^4%� ,1^P%+�)3�%+#^.)�� * + 2D^

) +#2$D^�+�^1.  �^ , "^),��%+#Q^5%2$^7,30^2 12^�3�% +�  Ĉ �̂)1,D^*�(  ^
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96. Memos: Style for Students 
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.�0 �#0 �.$1 Ĉ̂ � , 5  4 0D^%"^�^0 .,0 2^31%+#^* *,^" ,0*� 2^120 2�$ 1^2,^

�^ " 5^ .�#  1^%+^) +#2$D^�,3�) ^1.��%+#^*� 7^ � ^31 �^2,^%*.0 , 4 ^%21^

0 ����%)%27C^

�2 ' !.):!4)/.�

�0 , " 11%,+�)^�,**3+%� � 2%,+^",0*1^�0  ^,0 #�+%8 �^�� � ,0 �%+#^2,^,+ ^
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, "^2$ ^�,�3* + 2Ĉ̂�$ ^.30.,1 ^%1^0  4 �) �^%+^2$ ^�,� 7^,"^2$ ^

;A? ^̂k̂ 
̂  *,1E^� ,0*� 2N�%0 � 2^g^	+�%0 � 2^�3�% +�  1



* 11�#  D^313�))7^1�+� 5%�$ �^� 25   +^13..,0 2%+#^� 2�%)1C^

�$ ^ �%0 � 2^ �..0 ,��$^ %1^ 31 �^ " ,0^ #,,�^ + 51^ ,0^ 0,32%+ ^

� ,**3+%� � 2%,+F^2$ ^%+�%0 � 2^�..0 ,��$^%1^31 �^" ,0^. 013�1%4 D^1�) 1D^

,0^���^+ 51^* 11�#  1C^

�^ �%0 � 2)7^ 12�2 �^ .30.,1 ^ %1^ 5  )� ,* ^ %+^ #,,�^ + 51^ ,0^ 0,32%+ ^

* 11�#  1D^ �32^ �,3)�^ � ^ 4% 5  �^ �1^ ��03.2^ ,0^ %+1 +1%2%4 ^ %+^ �^ ���^

+ 51^,0^. 013�1%4 ^* 11�#  Ĉ �̂ $ +^2$ ^� 3�% +�  ^%1^+,2^0 �  .2%4 ^2,^

2$ ^* 11�#  D^%2^%1^� 12^2,^) ��^3.^2,^2$ ^.30.,1 ^#0 ��3�)) 7C^

	+^ �,2$^ 27. 1^ , "^ ,0#�+%8�2%,+D^ ��2%,+^ %+",0*� 2%,+^ P13�$^ �1^

� ��)%+ 1^,0^� ,+ 2�� 2^%+",0*� 2%,+Q^,0^�^�,30 2 ,31^�),1%+#^12�2 * + 2^

%1^.)�� �^%+^2$ ^)�12^.�0�#0 �.$C^

^

Organiza tion 
Str ateg y Def ini tion Type of 

Documen t 

Conten t 

Intr oduction Body Conclusion 

Dir ect 

� 0%2 0^
�00%4 1^� 2^
.30.,1 ^
/3%�() 7D^
1,* 2%* 1^
%+^2$ ^"%012^
1 + 2 +�  C^

� 1 �^" ,0^#,,�^
+ 51^,0^
0,32%+ ^
� ,**3+%� � 2%,+^
P� 3�% +�  ^%1^
0 �  .2%4 ^,0^
+ 320�)Q^

�30.,1 ^ � 2�%)1^

�� 2%,+^
%+",0*� 2%,+^
,0^
� ,30 2 ,31^
�),1 ^

Indir ect 

� 0%2 0^
#0��3�)) 7^
�3%)�1^3.^
2,^2$ ^
.30.,1 D^
5$%�$^%1^
12�2 �^%+^
2$ ^�,� 7C^

� 1 �^" ,0^
+ #� 2%4 D^
. 013�1%4 D^,0^
1�) 1^* 11�#  1^
P� 3�% +�  ^%1^
+,2^0 �  .2%4 Q^

�  ) 4�+ 2D^
� 22 +2%,+T# 22%+#^
12�2 * + 21^

�30.,1 ^
12�2 * + 2^
%1^
1�+� 5%�$ �^
� 7^� 2�%)1C^

�� 2%,+^
%+",0*� 2%,+^
,0^
� ,30 2 ,31^
�),1 ^

�!-0,%�
)2%#4��%-/�

^

��*.) ^�%0  � 2W
  *,W^


  *,1E^� ,0*� 2N�%0 � 2^g^	+�%0 � 2^�3�% +�  1 ^̂k̂ ;̂A@



�!-0,%��.$)2%#4��%-/�

��*.) ^	 +�%0 � 2W
  *,^

�49,%�!.$��/. %�

� $%) ^* *,^0  .,0 21^�+�^.,)%� 7^* *,1^�0  ^ 6�*.) 1^, "^�,�3* + 21^

2$�2^ $�4 ^ �^ *,0  ^ ",0*�)^ 2,+ D^ *,12^ * *,1^ 5%))^ $� 4 ^ �^

� ,+ 4 01� 2%,+�)^ 127) V1)%#$2)7^ %+",0*�)^ �32^ 12%))^ .0, " 11%,+�)C^̂�$ ^

� 3�% +�  ^, "^* *,1^�0  ^2$,1 ^5%2$^5$,*^2$ ^50%2 0^5,0 (1D^1,^2$ ^

50%2%+#^ 127) ^ 313�))7^ �113* 1^ �^ 0  )� 2%,+1$%.^ 5%2$^ 2$ *^ P�+�^

2$ 0 " ,0  ^ �^ �  0 2�%+^ )��(^ ,"^ ",0*�)% 27QF^ '312^ (  .^ %+^ *%+�^ 2$�2^ 2$ ^

0 )� 2%,+1$%.^%1^�^.0, " 11%,+�)^,+ D^1,^2$ ^50%2%+#^1$,3)�^0 " ) � 2^2$�2C^

�̂ 302$ 0*,0  D^�1^5%2$^�))^5,0 (.)��  ^ �,�3* + 21D^2$ ^�3�% +�  ^*� 7^

� ,+ 2�%+^ �^ 4�0% 27^ ,"^ 0 �� 01D^ �+�^ 2$ ^ 127) ^ �+�^ 2,+ ^ 1$,3)�^ � ^

�..0 ,.0%� 2 ^",0^�))^, "^2$ %0^2 �$+%��)^�+�^� 32$,0%27^) 4 )1C^

;AA^̂k̂ 
̂  *,1E^� ,0*� 2N�%0 � 2^g^	+�%0 � 2^�3�% +�  1



Too Inf ormal Too Formal, S tuffy -Sounding, W or dy Appr opria te 
Balance 

� %D^
 4 0 7,+ C^
� ,. ^7 ,3^
$��^�^#0  � 2^
5   (  +�C ^
� ,3^(+, 5^
2$,1 ^� 5 �0 �1^
5  ^#%4 ^,32^
 4 0 7^1,^
, "2 +I ^̂	2[1^
2%* ^",0^
2$,1 ^�#�%+H^

� �0% 27^�0�" 2^�3..)% 1[^*%11%,+^%1^2,^
.0 , 4%� ^�312,* 01^5%2$^�"",0 ���) D^
/3�)%27^13..)% 1^5%2$^13. 0�^�312,* 0^
1 04%� Ĉ �̂6 �  )) + 2^�312,* 0^1 0 4%� ^
%+�)3� 1^� %+#^(+, 5) �#  ��) ^��,32^2$ ^
13..)% 1D^�32^%2^�)1,^#, 1^� 7,+�^2$� 2Ĉ̂	2[1^
��,32^$� 4%+#^2$ ^0%#$2^�22%23� ^��,32^
$ ).%+#^�312,* 01C ^̂	2[1^2%* ^2,^0 5 �0 �^
 *.), 7  1^5$,^$� 4 ^�^
�312,* 0 T,0% +2 �^,32),,(C^

�%0 � 2^�+�^
� ,+�%1 ^
,. +%+#^
12�2 1^2$ ^
.30.,1 ^, "^
2$ ^* *,C^

� ) �1 ^13�*% 2^
7,30^
+,*%+� 2%,+1^
",0^2$ ^
/3�0 2 0)7^
�312,* 0^
� 0 4%� ^
�6 �  )) +�  ^
� 5 �0 �^� 7^
�.0%)^AĈ̂�  ).^
31^%� +2%"7^
#0 � 2^
 *.), 7  1H^

^

�/-- /.��%- /�� 2)4).'��)45!4)/.3�


  *,1^ �0  ^ 31 �^ %+^ �^ 4�0% 27^ ,"^ 5,0 (.)��  ^ � ,**3+%� � 2%,+^

1%23�2%,+1D^ "0,*^ �,�3* + 2�2%,+^ ,"^ .0,�  �30  1^ �+�^ .,)%�% 1^ 2,^

1%*.) ^�++,3+�  * + 21Ĉ̂� ), 5^�0  ^1,* ^� ,**,+^2 7. 1^, "^* *,1E^

K^ � ,)%�% 1^P�$�+#  1^�+�^+ 5 Q^

K^ 	+1203�2%,+1^

K^ �0 ,�  �30  1^

K^ �++,3+�  * + 21^

K^ � 0%.^0 .,0 21^


  *,1E^� ,0*� 2N�%0 � 2^g^	+�%0 � 2^�3�% +�  1 ^̂k̂ ;̂A B




)342)"54)/.��%$)5-�


  *,1^ *� 7^ � ^ �%120%�32 �^ *�+3�)) 7^ 2$0,3# $^ .0%+2^ * �%3*^ %+^

,0 #�+%8�2%,+1^ %+^ 5$%�$^ +,2^ �))^  *.),7  1^ $� 4 ^ �� �  11^ 2,^  *�%)Ĉ

�0 #�+%8�2%,+1^ 5%2$^ �� �  11^ 2,^  *�%)^ *� 7^ �%120%�32 ^ * *,1^ �1^

� 22��$* + 21^2,^ *�%)C^

	+^,0#�+%8�2%,+1^%+^5$%�$^ *�%)^0 ��$ 1^ 4 0 7^ *.), 7  ^P,0^ 4 0 7^

 *.), 7  ^%+^2$ ^* *, [1^�3�% +�  QD^50%2 01^*312^� 2 0*%+ ^5$ 2$ 0^

2,^1 +�^�^* *,^,0^�+^ *�%)^* 11�#  ^2,^� ,+ 4 7^2$ %0^%+",0*� 2%,+Ĉ̂	+^

� �1 1^13�$^�1^2$%1D^50%2 01^1$,3)�^� ,+1%� 0^2$0  ^"�� 2,01Ê̂2$ ^+� 230 ^

, "^2$ ^* 11�#  D^2$ �̂ .2$ N+3*� 0^, "^%21 �̂ 2�%)1D �̂+�^%21^)%( )%$,,�^, "^

� %+#^.0%+2 �^" ,0^ �1% 0^0 "  0  +�  Ĉ �̂$ 1 ^2 7. 1^, "^* 11�#  1^1$,3)�^

� ^50%22 +^3.^%+^* *,^" ,0*� 2^�+�^� 22��$ �^2,^�+^ *�%)^* 11�#  ^",0^

"�12^P�+�^ + 4%0,+* + 2�))7^"0% +�)7Q^�%120%�32%,+E^

K^ 
  11�#  1^2$�2^$�4 ^�+^, ""%�%�)^�30�D^13�$^�1^+ 5^.,)%�% 1^,0^

0 4%1%,+1^,"^.,)%�% 1C^

K^ 
  11�#  1^� ,+ 2�%+%+#^*3�$^� 2�%)^P13�$^�1^%+1203�2%,+1^,+^$,5^

2,^� �)%�0 � 2 ^�^� ,*.)%� � 2 �^.% �  ^, "^*��$%+ 0 7QC^

K^ 
  11�#  1^0 /3%0%+#^0 "  0  +�  ^� 5 � 7^"0,*^�^� ,*.32 0^

P+ �  11%2�2%+#^�^.0%+2^�,. 7QĈ̂�0%+2^�,.% 1^, "^ *�%)1^# + 0 �)) 7^

31 ^�^1*�))^2 7. ^2$� 2^%1^�%""%�3)2^2,^0 ��C^

L�,* ^�0 2%�) 1^�0 ^31 �^��0 ,11^*3)2%.) ^# +0  1^�+�^�%1�%.)%+ 1C^

;B9 ^̂k̂ 
̂  *,1E^� ,0*� 2N�%0 � 2^g^	+�%0 � 2^�3�% +�  1



98. Memos: Purpose and 
Format 

Memos 

�^ memo ^P,0^ * *,0 �+�3*D^ * �+%+#^ X0 *%+� 0YQ^ %1^ +,0*�))7^ 31 �^

",0^� ,**3+%� � 2%+#^.,)%�% 1D^.0,�  �30  1D^,0^0 )� 2 �^, ""%�%�)^�31%+ 11^

5%2$%+^ �+^ ,0#�+%8�2%,+C^ 	2^ %1^ ,"2 +^ 50%22 +^ "0,*^ �^ ,+ T2,T�))^

. 01. � 2%4 ^P)%( ^*�11^� ,**3+%� � 2%,+QD^�0,��� �12%+#^�^* 11�# ^2,^

�+^ � 3�% +�  D^ 0� 2$ 0^ 2$�+^ �^ ,+ T,+T,+ D^ %+2 0. 01,+�)^

� ,**3+%� � 2%,+C^	2^*� 7^�)1,^� ^31 �^2,^3.�� 2 ^�^2 �*^,+^�� 2%4%2% 1^

",0^�^#%4 +^.0 ,' � 2D^,0^2,^%+",0*^�^1. �%"%�^#0,3.^5%2$%+^�^�,*.�+ 7^

, "^�+^ 4 + 2D^��2%,+D^,0^,�1 04�+�  C^

Memo Purpose 

�^ * *, [1^ .30.,1 ^ %1^ ,"2 +^ 2,^ %+",0*D^ �32^ %2^ ,� � �1%,+�))7^ %+�)3� 1^

�+^ ) * + 2^,"^. 013�1%,+^,0^�^� �))^2,^�� 2%,+Ĉ�))^,0 #�+%8�2%,+1^$�4 ^

%+",0*�)^ �+�^ " ,0*�)^ � ,**3+%� � 2%,+^ + 25 ,0 (1Ĉ^ 	+",0*�)^

� ,**3+%� � 2%,+^+ 25 ,0 (1^� �+^� ^ �1^� �13�)^�1^� ,+ 4 01� 2%,+1^%+^2$ ^

)3+�$^ ,0^ �0  �(^ 0 ,,*^ ,0^ %+12�+ 2^ * 11�# %+#^ � 25   +^  *.), 7  1Ĉ

�$ ^13�' � 2^ ,"^2$%1^%+",0*�)^ � ,**3+%� � 2%,+^*�7^%+�)3� ^ �31%+ 11^

*� 22 01D^ �32^ %1^ 313�))7^ %+2 01. 01 �^ 5%2$^ �,+ 4 01� 2%,+1^ ��,32^

. 01,+�)^ )%" D^ 1.,021^ �+�^ ,2$ 0^ *� 22 01^ 3+0 )� 2 �^ 2,^ �31%+ 11^

P1,* 2%* 1^ 4 +^2$ ,0% 1^,0^0 �� 2%,+1^��,32^�31%+ 11^.0�� 2%� 1^,0^

� �%1%,+1QC^

�+ ^ " " � 2%4 ^5 � 7^2,^���0  11^%+",0*�)D^3+, ""%�%�)^1. �3)� 2%,+^%1^2,^

1. ))^,32^�) �0 )7^",0^�))^ *.), 7  1^5$� 2^%1^#,%+#^,+^5%2$^�^.�0 2%�3)�0^

%113 Ĉ	"^ �3�#  2^ �321^ �0 ^ �^ � ,+�  0+D^ 2$ +^ %2^ *� 7^ � ^ 5%1 ^ 2,^ 1 +�^


  *,1E^�30.,1 ^�+�^� ,0*� 2̂ k̂̂ ;̂B:



�^ * *,^  6.)�%+%+#^ 2$ ^ �$�+# 1^ 2$�2^ �0 ^ %**%+ + 2C^ 	"^ �^ � ,*.�+ 7^

5 �+ 21^  *.), 7  1^ 2,^ 2�(  ^ �� 2%,+D^ 2$ 7^ *� 7^ �)1,^ %113 ^ �^

* *,0 �+�3*C^ � ,0^  6�*.) D^ ,+^ �  �03�0 7^ :<D^ ;99BD^ 3.. 0^

*�+�#  * + 2^�2^2$ ^��+�1,+%�^�,0.,0 � 2%,+^%113 �^�^� �)�0 � 2%,+^2$�2^

�))^  *.), 7  1^ 1$,3)�^ �3 7^ �2^ ) �12^ _:D?99^ 5 ,0 2$^ ,"^ � �+�1,+%�^

.0 ,�3� 21C^�$ ^�,*.�+ 7^.0 1%� + 2^+,2 �^2$� 2^%"^ 4 0 7,+ ^13..,0 2 �^

2$ ^� ,*.�+ 7^5%2$^.30�$�1 1D^%2^5,3)�^� + " %2^�))̂P:^

� $%) ^ * *,1^ �,^ +,2^ +,0*�)) 7^ %+�)3� ^ �^ � �))^ 2,^ �� 2%,+^ 2$�2^

0 /3%0 1^ . 01,+�)^ 1. +�%+#D^ 2$ 7^ ,"2 +^ 0 .0  1 + 2^ 2$ ^ �31%+ 11^ ,0^

,0 #�+%8�2%,+[1^%+2 0 121C^�$ 7^*� 7^�)1,^%+�)3� ^12�2 * + 21^2$�2^�)%#+^

�31%+ 11^ �+�^  *.), 7  ^ %+2 0 12D^ �+�^ 3+� 01� ,0  ^ � ,**,+^ #0 ,3+�^

�+�^� + " %2C^

Memo Format 

�^* *,^$�1^�^$ �� 0^2$� 2^�) �0 )7^%+�%�� 2 1^5$,^1 + 2^%2^�+�^5$,^2$ ^

%+2 +� �^0 �%.% +21^�0 C^�� 7^.�0 2%�3)�0^�22 +2%,+^2,^2$ ^2%2) ^, "^2$ ^

%+�%4%�3�)P1Q^%+^2$%1^1 � 2%,+C^�� 2 ^�+�^13�' � 2^)%+ 1^�0 ^�)1,^.0  1 + 2D^

",)), 5  �^� 7^�^* 11�#  ^2$� 2^�,+ 2�%+1^�^� �)�0 � 2%,+D^�^�%1�311%,+D^�+�^

�^13**�0 7C^

	+^ �^ 12�+��0 �^ 50%2%+#^ ",0*� 2D^ 5 ^ *%#$2^  6. � 2^ 2,^ 1  ^ �+^

%+20,�3� 2%,+D^ �^ �,�7D^ �+�^ �^ � ,+�)31%,+C^ �))^ 2$ 1 ^ �0 ^ .0  1 + 2^ %+^ �^

* *,D^ �+�^  ��$^ .�0 2^ $�1^ �^ �) �0^ .30.,1 C^ �$ ^ � �)�0 � 2%,+^ %+^ 2$ ^

,. +%+#^ 31 1^ �^ � �)�0 � 2%4 ^ 1 + 2 +�  ^ 2,^ �++,3+�  ^ 2$ ^ *�%+^ 2,.%�C^

�$ ^�%1�311%,+^ )��,0 � 2 1^,0^)%121^*�',0^.,%+21^�11,�%�2 �^5%2$^2$ ^

2,.%�D^�+�^2$ ^� ,+�)31%,+^1 04 1^�1^�^13**�0 7C^

� 2[1^ 6�*%+ ^�^1�*.) ^* *,C^

� %#30 ^BC<^

:Ĉ� 5%1D^;99BQĈ

;B; ^̂k̂ 
̂  *,1E^�30.,1 ^�+�^� ,0*� 2



Five Tips for Effective Business Memos 

Audience Orientation 

�) 5 � 71^ �,+1%� 0^ 2$ ^ �3�% +�  ^ �+�^ 2$ %0^ +  �1^ 5$ +^ .0  .�0%+#^ �^

* *, C^�+^��0,+ 7*^,0^ ���0  4%�2%,+^2$�2^%1^(+,5+^2,^*�+�#  * + 2^

*� 7^+,2^� ^(+, 5+^� 7^�))^2$ ^ *.), 7  1^, "^2$ ^,0#�+%8�2%,+D^�+�^%"^

2$ ^* *,^%1^2,^� ^.,12 �^�+�^�%120%�32 �^5%2$%+^2$ ^,0#�+%8�2%,+D^


  *,1E^�30.,1 ^�+�^� ,0*� 2̂ k̂̂ ;̂B<



2$ ^ #,�)^ %1^ �) �0^ �+�^ � ,+�%1 ^ � ,**3+%� � 2%,+^ �2^ �))^ ) 4 )1^ 5%2$^ +,^

�*�%#3%27C^

Professional, Formal Tone 


  *,1^ �0  ^ , "2 +^ �++,3+�  * + 21D^ �+�^ 2$ ^ . 01,+^ 1 +�%+#^ 2$ ^

* *,^ 1. �(1^ " ,0^ �^ .�0 2^ ,0^ �))^ ,"^ 2$ ^ ,0#�+%8�2%,+C^ �$%) ^ %2^ *� 7^

� ,+ 2�%+^ �^ 0 /3 12^ " ,0^ "  ����(D^ 2$ ^ �++,3+�  * + 2^ %21 )"^ %1^ )%+ �0D^

"0,*^2$ ^,0 #�+%8�2%,+^2,^2$ ^ *.), 7  1C^�$ ^* *,^*� 7^$�4 ^) #�)^

12�+�%+#^ �1^ %2^ ,"2 +^ 0 " ) � 21^ .,)%�% 1^ ,0^ .0,�  �30  1D^ �+�^ *� 7^

0 "  0  +�  ^ �+^  6%12%+#^ ,0^ + 5^ .,)%� 7^ %+^ 2$ ^  *.), 7  ^ *�+3�)D^ " ,0^

 6�*.) C^� � � 31 ^* *,1^*� 7^"%+�^2$ *1 ) 4 1^%+^�^) #�)^�0 +�D^%2[1^

�^#,,�^%� �^2,^(   .^.0 , " 11%,+�)D^",0*�)^2,+ ^�+�^31 ^.0 , " 11%,+�)^

)�+#3�#  C^

Subject Emphasis 

�$ ^13�' � 2^%1^+,0*�)) 7^ � �)�0  �^%+^2$ ^13�' � 2^)%+ ^ �+�^1$,3)�^ � ^

�) �0^ �+�^ � ,+�%1 Ĉ 	"^ 2$ ^ * *,^ %1^ �++,3+�%+#^ 2$ ^ ,�1 0 4�+�  ^ , "^

�^ $,)%�� 7D^ ",0^  6�*.) D^ 2$ ^ 1. �%"%�^ $,)%��7^ 1$,3)�^ � ^ +�* �^ %+^

2$ ^13�' � 2^)%+ V",0^ 6�*.) D^31 ^X �$�+(1# %4%+#^5  (  +�^1�$ �3) Y^

0� 2$ 0^2$�+^X$,)%��7^,�1 0 4�+�  YC^

Direct Format 

�,* ^50% 22 +^�31%+ 11^�,**3+%� � 2%,+^�)),51^",0^�^�$,%�  ^� 25   +^

�%0 � 2^ �+�^%+�%0 � 2^ ",0*� 21D^ �32^ * *,0 �+�3*1^ �0  ^ �)*,12^ �) 5 � 71^

�%0 � 2C^�$ ^.30.,1 ^%1^�) �0 )7^�++,3+�  �C^

;B= ^̂k̂ 
̂  *,1E^�30.,1 ^�+�^� ,0*� 2



Objectivity 


  *,1^�0  ^�^.)��  ^",0^'312^2$ ^"��21D^�+�^1$,3)�^$� 4 ^�+^, �' � 2%4 ^

2,+ ^5%2$,32^. 01,+�)^�%�1D^.0 "  0  +�  D^,0^%+2 0 12^,+^�%1.)�7C^�4,%�^

13�' � 2%4%27C^

�  "  0  +�  E^

� 5%1D^�C^P;99BD^� �03�0 7^:<QC^Panasonic orders staff to buy £1,000 in 

productsC^ � 20% 4 �^ "0,* $̂22.ENN�31%+ 11C2%* 1,+)%+ C�,C3(N2,) N

�31%+ 11N*�0 (  21N'�.�+ N�02%�) >@;<B=;C �  ^


  *,1E^�30.,1 ^�+�^� ,0*� 2̂ k̂̂ ;̂B>

http://business.timesonline.co.uk/tol/business/markets/japan/article5723942.ece
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99. Video: Basic Memo 

�32^�+�^.�12 ^2$ ^" ,)), 5%+#^)%+(^%+2,^7,30^5  �^�0 , 51 0^2,^4% 5E^

A YouTube element has been excluded from this ver sion of the 

text. You can view it online her e: 

https:/ /libr ary.achievingthedr eam.org/

epcctechnicalwriting/?p= 133 

;B? ^̂k̂ �̂ %� ,E^��1%�^
  *,

https://library.achievingthedream.org/epcctechnicalwriting/?p=133#pb-interactive-content
https://library.achievingthedream.org/epcctechnicalwriting/?p=133#pb-interactive-content


100. Video: Business 
Communication - Memos 

� ) �1 ^ �32^ �+�^ .�12 ^ 2$ ^ " ,)), 5%+#^ )%+(^ %+2,^ 7,30^ 5  �^ �0 , 51 0^ ,0^

5%2$%+^2$ ^7,323� ^1%2 ^2,^4% 5^2$ ^4%� ,E^

A YouTube element has been excluded from this ver sion of the 

text. You can view it online her e: 

https:/ /libr ary.achievingthedr eam.org/

epcctechnicalwriting/?p= 134 

� %� ,E^�31%+ 11^�,**3+%� � 2%,+^T

  *,1 ^̂k̂ ;̂B @

https://library.achievingthedream.org/epcctechnicalwriting/?p=134#pb-interactive-content
https://library.achievingthedream.org/epcctechnicalwriting/?p=134#pb-interactive-content


101. Video: How To Create a 
Basic Gantt Chart in Excel 

A YouTube element has been excluded from this ver sion of the 

text. You can view it online her e: 

https:/ /libr ary.achievingthedr eam.org/

epcctechnicalwriting/?p= 135 

;BA^̂k̂ �̂ %� ,E^� , 5^� ,^�0  � 2 ^�^��1%�
��+ 22^�$�0 2^%+^�6�  )

https://library.achievingthedream.org/epcctechnicalwriting/?p=135#pb-interactive-content
https://library.achievingthedream.org/epcctechnicalwriting/?p=135#pb-interactive-content


102. Video: Making a Gantt 
Chart with Excel 

A YouTube element has been excluded from this ver sion of the 

text. You can view it online her e: 

https:/ /libr ary.achievingthedr eam.org/

epcctechnicalwriting/?p= 136 

� %� ,E^
�(%+#^�^��+ 22^�$�0 2^5%2$
�6 �  ) ^̂k̂ ;̂BB

https://library.achievingthedream.org/epcctechnicalwriting/?p=136#pb-interactive-content
https://library.achievingthedream.org/epcctechnicalwriting/?p=136#pb-interactive-content




PART IX 

LETTERS 

� 22 01̂ k̂̂ <̂9:





103. Letters Overview 

�%!2.). '��"*%#4)6%3�


 ,�3) ^>E ^̂� 22 01^

K^ � �0+^��,32^2$ ^�%" " 0  + 2^27. 1^�+�^.30.,1 1^, "^

) 22 01^

K^ � �0+^��,32^2$ ^�%0 � 2^�+�^%+�%0 � 2^�..0 ,��$ 1^2,^

50%2 ^) 22 01^

K^ � �0+^��,32^2$ ^" ,0*� 21^31 �^%+^27.%��)^�31%+ 11^

) 22 01^

K^ � �0+^2,^50%2 ^�31%+ 11^) 22 01^

^

�  #�0 �) 11^, "^2$ ^*,0  ^.,.3)�0^* 2$,�1^, " �̂ ,**3+%� � 2%,+D^13�$^

�1^ T*�%)^�+�^,2$ 0 1̂,�%�)^* �%�  ̂ 6�$�+#  1D^) 22 01^0 *�%+^2$ ^*,12^

",0*�)^�+�^) #�)^2 7. ^, "^50%22 +^�31%+ 11^�,**3+%� � 2%,+C^�%4 2̂7. 1^

, "^ �31%+ 11^) 22 01^ �0 ^2$�+(^7 ,3^) 22 01D^�)�%*^) 22 01D^��'312* + 2^

) 22 01D^%+/3%07^) 22 01D^�+�̂20�+1*%22�)^) 22 01Ĉ�$ 1 ^) 22 01^��+^� ^

50%22 +^ %+^ �^ �%0 � 2^ �..0 ,��$^ ,0 �̂+^ %+�%0 � 2^ �..0 ,��$C 
̂ ,12 �̂)�%*^

) 22 01D^%+/3%07^) 22 01D^�+�^20�+1*%22�)^) 22 01^�0 ^50%22 +^%+^�^�%0 � 2^

�..0 ,��$D ^5$ 0  ^ 2$ ^ 50%2 0^ 0 "  01^ 2,^ ���(#0 ,3+�D^ 12�2%+#̂$%1N$ 0^

.30.,1 ^" ,0^50%2%+#^%+^2$ ^,. +%+#^1 +2 +�  1^, "^2$ ^"%012^.�0�#0 �.$C^

�$ ^ %+�%0 � 2^ �..0 ,��$^ %1^ 31 �^ " ,0 )̂ 22 01̂ 2$� 2̂$� 4 +̂ #� 2%4 ^

* 11�#  1Ĉ�$ 1 ^2 7. 1^, "^) 22 01^�0 ^) 22 01^2$�2^� + 7^0 /3 121D^13�$^

�1 �̂�'312* + 2^ ) 22 01^ 2$�2̂ � + 7^ �)�%*1^ ,0^ ) 22 01^ 2$�2̂ � + 7^

 *.), 7* + 2^ �..)%� � 2%,+1Ĉ�" 2 0^

� 22 01^�4  0 4% 5 ^̂k̂ <̂9<



0 "  00%+#^ 2,^

���(#0 ,3+�D^ 2$ ^ 50%2 0^ 31%+#^ 2$ ^ %+�%0 � 2^ �..0 ,��$^ ���1^ �^

�%1�)�%* 0^ 2$�2^ %1^ %+2 +� �^ 2, %̂+2 +� � 2̂,^ 1, "2 +^ �^

+ #� 2%4 �̂ �%1%,+C^ �$ ^ 1 � ,+�^ .�0 �#0 �.$^ 12� 2 1^ �+�  ̂ 6.)�%+1^ 2$ ^

.30.,1 ^ , "^ 2$ ^ � �%1%,+C^ �$%1^ �00�+#  * + 2̂%1^ �̂0 1. � 2"3)D^

.0 , " 11%,+�)^5� 7^2,^� )%4 0^�^+ #� 2%4 ^* 11�#  C^

Types of Letters 

�$ ^ " ,)), 5%+#^ �$�021^ 1$,5^ 2$ ^ � ,**,+^ " ,0*� 21^ �+�^ .30.,1 1^ , "^

�%"" 0  + 2^27. 1^, "^�31%+ 11^) 22 01E^

^

<9=^̂k̂ �̂ 22 01^�4  0 4% 5



Tr ansmi ttal 
Letter: 

� %012^
.�0 �#0 �.$E^
�30.,1 ^
P*�%+^
.,%+2QC^

�  "  0^2,^���(#0 ,3+�^%+",0*� 2%,+^�+�^2$ ^0 �1,+^" ,0^2$ ^
� ,00 1.,+� +�  C^

� � ,+�^
.�0 �#0 �.$E^
�6.)�+� 2%,+C^

� 0% ")7^ 6.)�%+^2$ ^�,+ 2 +21^,"^2$ ^0 )� 2 �^�,�3* + 21N
�� 2%,+1^2$�2^5%))^",)), 5^2$ ^20�+1*%22�)^) 22 0C^

�$%0�^
.�0 �#0 �.$E^
�),1%+#. 

:C^ �  ))^2$ ^2%* N�� 2 1^,"^2$ ^0 )� 2 �^�,�3* + 21N�� 2%,+1^
� �+^� ^ 6. � 2 �C^;C^�%4 ^7,30^� ,+ 2�� 2^%+",0*� 2%,+D^
5%2$^�^.0, " 11%,+�)^12�2 * + 2^2,^�,+ 2�� 2^7,3^5%2$^
/3 12%,+1^,0^"302$ 0^�,+�  0+1C^

;C^ ���^�^1%*.) E^�$�+(^7 ,3C^P�$ ^�$�+(^7 ,3^� ,3)�^� ^
��� �^�1^�+^���0  4%�2 �^.�0 �#0 �.$ QC^

^

^

Inquir y Letter: 

� %012^.�0�#0 �.$E^
�30.,1 ^P *�%+^
.,%+2QC^

�  "  0^2,^���(#0 ,3+�^%+",0*� 2%,+^�+�^2$ ^0 �1,+^" ,0^
2$ ^� ,00 1.,+� +�  C^

� � ,+�^
.�0 �#0 �.$E^
�6.)�+� 2%,+C^

�  /3 12^2$ ^1. �%"%�^%+",0*� 2%,+^7,3^+  �C^

�$%0�^.�0 �#0 �.$E^
�),1%+#. 

:C^ �  ))^2$ ^2%* N�� 2 1^7,3^ 6. � 2^2$ ^0 /3 12 �^
%+",0*� 2%,+C^

;C^ �%4 ^7,30^� ,+ 2�� 2^%+",0*� 2%,+D^5%2$^�^
.0 , " 11%,+�)^12�2 * + 2^2,^�,+ 2�� 2^7,3^5%2$^
/3 12%,+1^,0^"302$ 0^�,+�  0+1C^

<C^���^�^1%*.) E^�$�+(^7 ,3C^P�$ ^�$�+(^7 ,3^� ,3)�^
� ^��� �^�1^�+^���0  4%�2 �^.�0 �#0 �.$ QC^

^

^

� 22 01^�4  0 4% 5 ^̂k̂ <̂9>



Claim Letter: 

� %012^.�0�#0 �.$E^
�30.,1 ^P *�%+^
.,%+2QC^

�  "  0^2,^���(#0 ,3+�^%+",0*� 2%,+^�+�^7,30^�)�%*C^

� � ,+�^
.�0 �#0 �.$E^
�6.)�+� 2%,+C^

�6.)�%+^$, 5^7,3^ 6. � 2^2$ ^.0,�) *^2,^� ^0  1,) 4 �C^

�$%0�^
.�0 �#0 �.$E^
�),1%+#. 

:C^ �  ))^2$ ^2%* N�� 2 1^7,3^ 6. � 2^�^0 1.,+1 D^
%+",0*%+#^7,3^, "^�^� �%1%,+C^

;C^ �%4 ^7,30^� ,+ 2�� 2^%+",0*� 2%,+D^5%2$^�^.0, " 11%,+�)^
12�2 * + 2^2,^�,+ 2�� 2^7,3^%"^2$ 0 ^�0  ^"302$ 0^
/3 12%,+1^,0^�,+�  0+1C^

<C^���^�^1%*.) E^�$�+(^7 ,3C^P�$ ^�$�+(^7 ,3^� ,3)�^� ^
��� �^�1^�+^���0  4%�2 �^.�0 �#0 �.$ QC^

^

Adjustmen t 
Letter 
(Positi ve): 

� %012^.�0�#0 �.$E^
�30.,1 ^P *�%+^
.,%+2QC^

�  "  0^2,^���(#0 ,3+�^%+",0*� 2%,+^�+�^2 ))^7,30^� �%1%,+^
2,^$,+,0^2$ ^�)�%*C^

� � ,+�^
.�0 �#0 �.$E^
�6.)�+� 2%,+C^

�6.)�%+^$, 5^7,3^5%))^$,+,0^2$ ^�)�%*C^

�$%0�^
.�0 �#0 �.$E^
�),1%+#. 

:C^ �  ))^2$ ^2%* N�� 2 1^2$ ^��'312* + 2^��+^� ^
 6. � 2 �C^

;C^ �%4 ^7,30^� ,+ 2�� 2^%+",0*� 2%,+D^5%2$^�^.0, " 11%,+�)^
12�2 * + 2^2,^�,+ 2�� 2^7,3^%"^2$ 0 ^�0  ^"302$ 0^
/3 12%,+1^,0^�,+�  0+1C^

<C^���^�^1%*.) E^�$�+(^7 ,3C^P�$ ^�$�+(^7 ,3^� ,3)�^� ^
��� �^�1^�+^���0  4%�2 �^.�0 �#0 �.$ QC^

^

^

<9?^̂k̂ �̂ 22 01^�4  0 4% 5



Adjustmen t 
Letter 
(Negati ve): 

� %012^.�0�#0 �.$E^
���(#0 ,3+� N
�%1�)�%* 0^

�  "  0^2,^���(#0 ,3+�^%+",0*� 2%,+^�+�^�0% ")7^*�(  ^�^
�%1�)�%* 0^2,^1,"2 +^2$ ^+ #� 2%4 ^� �%1%,+C^

� � ,+�^
.�0 �#0 �.$E^
�30.,1 N
�6.)�+� 2%,+C^

�  ))^2$ ^� �%1%,+^+,2^2,^$,+,0^2$ ^�)�%*^�+�^ 6.)�%+^
2$ ^� �%1%,+C^

�$%0�^.�0 �#0 �.$E^
�),1%+#. 

:C^ �%4 ^7,30^� ,+ 2�� 2^%+",0*� 2%,+D^5%2$^�^
.0 , " 11%,+�)^12�2 * + 2^2,^�,+ 2�� 2^7,3^%"^2$ 0 ^�0  ^
"302$ 0^/3 12%,+1^,0^�,+�  0+1C^

;C^ ���^�^1%*.) ^12� 2 * + 2^,"^�.,),# 7C^

^

^

Thank Y ou 
Letter: 

� %012^
.�0 �#0 �.$E^
�30.,1 ^P *�%+^
.,%+2QC^

�$ ^" %012^1 +2 +�  ^ 6.0  11 1^�^1%*.) ^2$�+(^7 ,3C^�$%1^%1^
",)), 5  �^� 7^,+ ^,0^25 ,^12�2 * + 21^2$�2^2 ))^$,5^2$ ^#%"2^
5%))^� + " %2^%21^0 �%.% +21C^

� � ,+�^
.�0 �#0 �.$E^
�),1%+#C^

�,+" %0*^7,30^�..0  �%�2%,+C^

^

^

Formats for Letters 

�5 ,^ .,.3)�0^ " ,0*� 21^ ",0^ 50%2%+#^ ) 22 01^ �0 ^ 2$ ^ � ),�(^ � ,0*� 2^ ,0^

2$ ^ 
 ,�%"% �^ � ),�(^ � ,0*� 2C^̂	+^ �^ � ),�(^ � ,0*� 2D^2$ ^  +2%0 ^) 22 0^%1^

50%22 +^,+^2$ ^) " 2^*�0 #%+Ĉ�  ^2$%1^"%) ^�1^�+^ 6�*.) E^

� 22 01^�4  0 4% 5 ^̂k̂ <̂9@



$22.1ENN1<T31T5 12T;C�*�8 ,+� 51C�,* N, 0" %) 1N

2 �$+%��)`50%2%+#N�6�*.) `� 22 0`� ),�(`� ,0*� 2C�,� 6^

	+^
 ,�%"% �^� ),�(^� ,0*� 2D^2$ ^�,�7^,"^2$ ^) 22 0^%1^50%22 +^,+^2$ ^

) " 2^*�0 #%+D^�32^2$ ^��2 D^�),1%+#D^�+�^2$ ^1%#+�230 ^)%+ ^�0 ^ '312^�^

)%22) ^2,^2$ ^) "2^,"^2$ ^� + 2 0Ĉ�  ^2$%1^"%) ^�1^�+^ 6�*.) E^

$22.1ENN1<T31T5 12T;C�*�8 ,+� 51C�,* N, 0" %) 1N

2 �$+%��)`50%2%+#N�6�*.) `� 22 0`
 ,�%"% �`� ),�(`� ,0*� 2C�,� 6^

� ,2 ^2$� 2^+ %2$ 0^) 22 0^%1^0%#$2^*�0 #%+^'312%"% �C^̂�$ ^0%#$2^ �#  1^

, "^�,2$^) 22 01^1$,5^�^0�##  �^ �#  C^

^

 

<9A^̂k̂ �̂ 22 01^�4  0 4% 5

https://s3-us-west-2.amazonaws.com/oerfiles/technical+writing/Example+Letter+Block+Format.docx
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https://s3-us-west-2.amazonaws.com/oerfiles/technical+writing/Example+Letter+Modified+Block+Format.docx
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104. Examples of Business 
Letters 

Thank You Letter 

Safelif e Shelter 

:; <^� � �^� 20  2^J^�%+�,)+D^��^>>>>>^

�  ) .$,+ ^>>>T>>>T>>>>^


� 7^:9D^;9:<^

��) 4��,0^� 3)) 0^

; <<9^� � � �^� 4 C^

� ,0" ,)(D^� �^>>>>>^


0 C^�3)) 0E^

�$�+(^" ,0^7,30^�,+� 2%,+^2,^��" )%" ^�$ )2 0 C^��" )%" ^�$ )2 0^

.0 , 4%� 1^�^1�" ^.)��  ^",0^5 ,* +^2,^12� 7^5$%) ^2$ 7^*�(  ^

�00�+#  * + 21^2,^0 ),� � 2 C^�,30^# + 0 ,31^�,+� 2%,+^5%))^� + "%2^

*�+ 7^,"^,30^#3 121C^

�#�%+D^5 ^�..0  �%�2 ^7,30^2$,3# $2"3)^#%"2C^

� %+� 0  ) 7D^

�%1�^�, 6D^�%0 � 2,0^

Transmittal Letter 

^

Magnum Consul ting F irm I nc. 

2112 Caxton Ave. 

Vir ginia Beach, V A. 55555-555 

^

�6�*.) 1^, "^� 31%+ 11^� 22 01̂ k̂̂ <̂9B



�.0%)^;BD^;9:<^

^


  " "^�  5  ))^

�  )�,+^� ��%)%2% 1^�,0.C^

;9 @^�%#*�0^�0%4 ^

� ,0" ,)(D^� �^; <=>:^

^

� �0^
0 C^� 5  ))E^

�+�),1 �^ %1^ 2$ ^ " �1%�%)%27^ 0 .,0 2D^ �,*.) 2 �^ �.0%)^ ;=D^ ;9:<D^

0 #�0 �%+#^2$ ^2$ "2^ �+�^ �03#^31 ^ � ,+�  0+1^ �2^7,30^ � ,*.�+ 7C^ �$%1^

0 .,0 2^ %+�)3� 1^ 2$ ^ 0 1 �0 �$D^ �)2 0+�2%4 ^ 1,)32%,+1^ �+�^

0 � ,** +�� 2%,+1^ ",)), 5%+#^ 2$ ^ .0,�) *^ �+�) 71%1^ ��2 �^ �.0%)^ ;D^

;9:<C^

�$ ^"��%)%27^%+1. � 2%,+^�+�^%+2 04% 51^� ,+�3� 2 �^,+^�))^. 01,++ )^

.0  1 + 2)7^  *.), 7 �^ � 2^ 7,30^ � ,*.�+ 7^ 5 0  ^ � + " %�%�)^ 2,^ ,30^

0 1 �0 �$C^ �$ ^ $%0%+#^ ,"^ �+^ , ""T1%2 ^ 1 �30%27^ 2 �*^ � 2^ 2$ ^ � $�)"^ , "^

,30^"%0*[1^0 /3 12^5 �1^1%#+%"%��+ 2^%+^� 2 0*%+%+#^2$ ^ 62 +2^,"^2$ ^

.0 ,�) *C^ �$0 ,3# $^ 0 1 �0 �$^ � ,+�3� 2 �^ � 7^ 2$ ^ 1 �30%27^ 2 �*^ �+�^

* D^ %2^ 5�1^ �%1�, 4 0  �^ 2$� 2^ 2$ ^ 12 �)%+#^ ,"^ �,*.�+ 7^ .0,. 0 27^ 5�1^

�^ *�',0^ � ,+�  0+C^ �$ ^ �03#^1�0  +^2 12^ �,+�3� 2 �^ � 7^2$ ^1 �30%27^

2 �*^%� + 2%"% �^2$ ^. 01,++ )^.,11% �) 7^%+4,) 4 �^%+^2$ ^2$ "2C^	+2 0+�)^

0 1 �0 �$^ �+�^  62 0+�)^ 0 1 �0 �$^ 1$, 5  �^ 2$� 2^ �+^  62 +1%4 ^

���(#0 ,3+�^ �$ �(^ ,+^ .0 ,1. � 2%4 ^  *.), 7  1^ �+�^ �+^ %+12�)) �^

1 �30%27^ 1712 *^ 5%))^ #0 � 2)7^ 0 �3�  ^ .,11%�) ^ 2$ " 2^ 5%2$%+^ 2$ ^

� ,*.�+ 7C^	+^���% 2%,+D^�^0�+�,*^�03#^1�0   +^� 2^ ��$^/3�0 2 0^��+^� ^

�^� 2 00 + 2^",0^"302$ 0^�03#^31 ^� 7^ *.), 7  1C^

	"^ 7,3^ $� 4 ^ �+ 7^ /3 12%,+1^ ,0^ �,+�  0+1D^ .) �1 ^ � ,+ 2�� 2^ * ^ � 2^

>>>T>>>T>>>>C^

� %+� 0  ) 7D^

^

��) 4��,0^� 3)) 0^

� +%,0^�,+13)2�+ 2^

^

�+�),130  E^� �1%�%)%27^�  .,0 2^

^

<:9 ^̂k̂ �̂6�*.) 1^, "^� 31%+ 11^� 22 01



^

^

Inquiry Letter 

^

THE FOX PAPER AND PRINTIN G COMPANY 

5555 EAST BOUND L ANDIN G 

LANDIN G MA 55555-5555 

(555) 555-5555 

 


� 7^:<D^;9:<^

^


0 C^��)4��,0^� 3)) 0^

�$�� 7^�%+ ^�,+1203� 2%,+^�,*.�+ 7^

>>>^�$�� 7^�%+ ^��+ ^

�%�$"% )�D^�%0#%+%�^>>>>>T>>>>^

^

� �0^
0 C^�3)) 0E^

�$�+(^7 ,3^" ,0^7,30^0 �  + 2^,0� 0 D^��2 �^
� 7^BD^;9:<D^",0^:99^�, 6 1^

, "^ �31%+ 11^��0 �1C^�)2$,3#$^7,3^� 22��$ �^ � ,*.�+ 7^%+",0*� 2%,+^2,^

� ^ .0%+2 �^ ,+^ 2$ ^ � �0 �1D^ 5 ^ +  �^ ���% 2%,+�)^ %+",0*� 2%,+^ ,+^  ��$^

 *.), 7  ^%+^,0� 0^" %))^7,30^,0 � 0 C^

� ) �1 ^1 +�^31^2$ ^" ,)), 5%+#^%+",0*� 2%,+^,+^ ��$^ *.), 7  E^

K^ "3))^+�* D^

K^ .,1%2%,+^5%2$^2$ ^�,*.�+ 7D^

K^ �31%+ 11^2 ) .$,+ ^+3*� 0 D^

K^ "�6^+3*� 0 D^

K^  T*�%)^���0  11C^

�  ^5 ,3)�^�..0  �%�2 ^7,30^1 +�%+#^2$%1^%+",0*� 2%,+^�7^
� 7^;:D^;9:<C^

�  ^ 5%))^ .0%+2^ 7,30^ �31%+ 11^ ��0 �1^ �1^ 1,,+^ �1^ 5  ^ 0 �  %4 ^ 2$%1^

�6�*.) 1^, "^� 31%+ 11^� 22 01̂ k̂̂ <̂::



%+",0*� 2%,+C^ 	"^7,3^$� 4 ^ �+ 7^ /3 12%,+^ ,0^ �,+�  0+1D^.) �1 ^ � ,+ 2�� 2^

* C^

�$�+(^7 ,3C^

� %+� 0  ) 7D^

^

�)%1�^� C^�, 6^

�%0 � 2,0^, "^�30�$�1%+#^

^

��" N�*)^

^

^

Claim Letter 

^

:; <=^� � � �^� ,��^

�$ 1�. �(  ^� �^>>>>>^


� 7^:>D^;9:<^

^


0 C^�$�0) 1^� �0 5%+^

��11^�0 ,^�$,.1^

=<;:^� � � �^� ,��^
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� 7,+�^2$ ^� , 4 0^) 22 0D^7,3^5%))^3+�,3�2 �) 7^� ^"��  �^5%2$^2$ ^

+  �^2,^50%2 ^,2$ 0^.0 , " 11%,+�)^�,00 1.,+� +�  D^� ^%2^�7^ T*�%)^,0^

 + 4 ),. C^�$ 1 ^) 22 01^�0 ^ '312^�1^%*.,02�+2^%+^2$�2^2$ 7^��+^�)1,^

� � ,* ^ .�0 2^ ,"^ �^ "%) ^ � 4,2 �^2,^ �))^ , "^7,30^ � ,00 1.,+� +�  ^5%2$^

�^� ,*.�+ 7^,0^%+�%4%�3�)C^�0, " 11%,+�)^) 22 01^7,3^50%2 ^�0 ^)%( ) 7^2,^
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� 22 01^�0 ^�0% "^* 11�#  1^1 + 2^2,^0 �%.% +21^2$�2^�0 ^, "2 +^,321%� ^

2$ ^ ,0#�+%8�2%,+C^�$ 7^ �0 ^ , "2 +^ .0%+2 �^ ,+^ ) 22 0$ ��^ .�. 0 D^ �+�^

0 .0  1 + 2^2$ ^�31%+ 11^,0^,0#�+%8�2%,+^%+^,+ ^,0^25 ,^.�#  1 C^�$,02 0^

* 11�#  1^ *� 7^ %+�)3� ^  T*�%)1^ ,0^ * *,1D^  % 2$ 0^ $�0�^ � ,. 7^ ,0^

 ) � 20,+%�D^5$%) ^0 .,0 21^2 +�^2,^� ^2$0  ^,0^*,0  ^.�#  1^%+^) +#2$C^

� $%) ^  T*�%)^ �+�^ 2 62^ * 11�#  1^ *� 7^ � ^ 31 �^ *,0  ^ "0 /3 + 2)7^

2,�� 7D^ 2$ ^  "" � 2%4 ^ �31%+ 11^ ) 22 0^ 0 *�%+1^ �^ � ,**,+^ " ,0*^ , "^

50%22 +^� ,**3+%� � 2%,+C^	2^��+^1 04 ^2,^%+20,�3�  ^7,3^2,^�^.,2 + 2%�)^

 *.), 7 0D^ �++,3+�  ^ �^ .0 ,�3� 2^ ,0^ 1 04%� D^ ,0^  4 +^ 1 04 ^ 2,^

� ,**3+%� � 2 ^"  )%+#1^�+�^ *,2%,+1C^�  [))^ 6�*%+ ^2$ ^��1%�^,32)%+ ^

, "^ �^ ) 22 0^ �+�^ 2$ +^ " ,�31^ ,+^ 1. �%"%�^ .0,�3� 21^ ,0^ 50%2%+#^

�11%#+* + 21C^

�))^ 50%2%+#^ �11%#+* +21^ $�4 ^  6. � 2�2%,+1^ %+^ 2 0*1^ ,"^ )�+#3�#  ^

�+�^" ,0*� 2C^�$ ^�3�% +�  ^,0^0 �� 0^*� 7^$�4 ^2$ %0^,5+^%� �^, "^5$� 2^

� ,+12%232 1^�^1. �%"%�^27. ^, "^) 22 0D^�+�^7,30^,0 #�+%8�2%,+^*�7^$�4 ^

%21^ ,5+^ ",0*� 2^ �+�^ 0 /3%0 * + 21C^ �$%1^ �$�.2 0^ ,32)%+ 1^ �,**,+^

 ) * + 21^ ��0,11^ ) 22 01D^ �+�^ �22 +2%,+^ 1$,3)�^ � ^ �%0 � 2 �^ 2,^ 2$ ^

 6. � 2�2%,+1^ �11,�%�2 �^ 5%2$^ 7,30^ .�0 2%�3)�0^ 50%2%+#^ �11%#+* +2C^

�$ 0  ^ �0  ^ *�+ 7^ 27. 1^ , "^ ) 22 01D^ �+�^ *�+ 7^ ���.2� 2%,+1^ %+^ 2 0*1^

, "^ ",0*^ �+�^ � ,+ 2 +2D^ �32^ %+^ 2$%1^ �$�.2 0D^ 5 ^ �%1�311^ 2$ ^ "%"2  +^

 ) * + 21^,"^�^20��%2%,+�)^�),�( T127) ^) 22 0C^
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.0 ,1. � 2%4 ^ *.), 7 01D^� )%4 0^%*.,0 2�+2^,0^1. �%"%�^%+",0*� 2%,+D^,0^

1 04 ^�1^�,�3* + 2�2%,+^,"^ �+^ 4 + 2^,0^� �%1%,+C^� #�0 �) 11^, "^2$ ^

27. ^, "^) 22 0^7,3^+  �^2,^50%2 D^%2 �̂�+ �̂ ,+ 2�%+^3.^2,^"%"2  +^ ) * + 21^

%+^"%4 ^�0  �1C^� $%) ^7,3^*� 7^+,2^31 ^�))^2$ ^ ) * + 21^%+^ 4 0 7^��1 ^,0^

� ,+ 2 62D^2$ 7^�0 ^)%12 �^%+^���) ^B C:^X�) * + 21^,"^�^� 31%+ 11^� 22 0YC^
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;C^�� 2 ^ �$ ^�� 2 ^1$,3)�^� ^.)��  �^� 2^2$ ^2,.D^0%#$2^,0^) "2^'312%"% �D^
"%4 ^)%+ 1^"0,*^2$ ^2,.^, "^2$ ^.�#  ^,0^) 22 0$ ��^),# ,C^

<C^� "  0  +�  ^
P� EQ^

�%( ^�^13�' � 2^)%+ ^%+^�+^ T*�%)D^2$%1^%1^5$ 0 ^7,3^%+�%�� 2 ^
5$� 2^2$ ^) 22 0^%1^%+^0 "  0  +�  ^2,D^2$ ^13�' � 2^,0^.30.,1 ^
, "^2$ ^�,�3* + 2C^

=C^� )%4 0 7^
P�.2%,+�)Q^

�,* 2%* 1^7,3^5 �+ 2^2,^%+�%�� 2 ^,+^2$ ^) 22 0^%21 )"^$,5^%2^
5 �1^� )%4 0  �C^�$%1^��+^*�(  ^%2^�) �0^2,^�^2$%0�^.�0 27^2$�2^
2$ ^) 22 0^5�1^� )%4 0  �^4%�^�^1. �%"%�^* 2$,�D^13�$^�1^
�  0 2%"% �^*�%)^P�^) #�)^0  /3%0 * + 2^",0^1,* ^2 7. 1^, "^
�,�3* + 21QC^

>C^� �%.% +2^
� ,2 ^
P�.2%,+�)Q^

�$%1^%1^5$ 0 ^7,3^� �+^%+�%�� 2 ^%"^2$ ^) 22 0^%1^. 01,+�)^,0^
� ,+" %� +2%�)C^

?C^��)32�2%,+^

�^� ,**,+^1�)32� 2%,+^*�7^� ^X� �0^
0 C^P"3))^+�* QCY^�32^%"^
7,3^�0  ^3+130 ^��,32^2%2) 1^P%C CD^
01CD^
1CD^�0CQD^7,3^*� 7^
1%*.)7^50%2 ^2$ ^0 �%.% +2[1^+�* ^P  C#CD^X� �0^��* 0 ,+^
��%YQ^",)), 5  �^� 7^�^� ,),+C^�^� ,**�^�" 2 0^2$ ^1�)32�2%,+^%1^
� ,00 � 2^",0^. 01,+�)^) 22 01D^�32^�^�,),+^1$,3)�^� ^31 �^%+^
�31%+ 11C^�$ ^1�)32�2%,+^X� ,^5$,*^% 2^*� 7^�,+�  0+ Y^%1^
�..0 ,.0%� 2 ^",0^) 22 01^,"^0 � ,** +�� 2%,+^,0^,2$ 0^
) 22 01^2$�2^�0 ^%+2 +� �^2,^� ^0  ��^� 7^�+7^�+�^�))^
%+�%4%�3�)1C^	"^2$%1^%1^+,2^2$ ^��1 ^5%2$^7,30^) 22 0D^�32^7,3^
�0  ^3+130 ^, "^$,5^2,^���0  11^7,30^0 �%.% +2D^*�(  ^ 4 0 7^
 " ",0 2^2,^"%+�^,32^2,^5$,*^2$ ^) 22 0^1$,3)�^� ^1. �%"%��)) 7^
���0  11 �C^�,0^*�+ 7D^2$ 0 ^%1^+,^15  2 0^1,3+�^2$�+^2$� 2^
, "^2$ %0^+�* D^�+�^2,^1. ))^%2^%+�,00 � 2)7^03+1^2$ ^0%1(^,"^
�)% +� 2%+#^2$ ^0 �� 0^� " ,0  ^7,30^) 22 0^$�1^ 4 +^�  +^
0 ��C^� 4,%�^2$ ^31 ^,"^%*. 01,+�)^1�)32� 2%,+1^)%( ^X� �0^
�0 ,1. � 2%4 ^�312,* 0 DY^�1^2$ ^)��(^, "^. 01,+�)%8� 2%,+^��+^
�)% +� 2 ^�^"3230 ^�)% +2C^

@C^
	+20,�3� 2%,+^

�$%1^%1^7,30^,. +%+#^.�0 �#0 �.$D^�+�^*� 7^%+�)3� ^�+^
� 22 +2%,+^12�2 * + 2D^�^0 "  0  +�  ^2,^2$ ^.30.,1 ^, "^2$ ^
�,�3* + 2D^,0^�+^%+20,�3� 2%,+^,"^2$ ^. 01,+^,0^2,.%�^
� . +�%+#^,+^2$ ^2 7. ^, "^) 22 0C^�+^ *.$� 2%�^,. +%+#^
%+4,) 4 1^31%+#^2$ ^*,12^1%#+%"%��+ 2^,0^%*.,02�+2^ ) * + 2^
, "^2$ ^) 22 0^%+^2$ ^%+20,�3� 2%,+C^� �� 01^2 +�^2,^.� 7^
� 22 +2%,+^2,^,. +%+#1D^�+�^%2^*�(  1^1 +1 ^2,^,32)%+ ^2$ ^
 6. � 2�2%,+1^",0^2$ ^0 �� 0^3.^"0 ,+ 2C^
312^�1^7,3^5 ,3)�^
.0  4% 5^7,30^2,.%�^%+^�^1.  �$D^2$ ^�) �0^,. +%+#^%+^7,30^
%+20,�3� 2%,+1^ 12��)%1$ 1^�,+ 2 62^�+�^"��%)%2�2 1^
� ,*.0  $ +1%,+C^


 ,0  ^��,32^� 22 01̂ k̂̂ <̂:B



Conten t Guidelines 

AC^�,� 7^

	"^7,3^$� 4 ^�^)%12^,"^.,%+21D^�^1 0% 1^,"^"�� 21D^,0^�^+3*� 0^, "^
/3 12%,+1D^2$ 7^� ),+#^%+^2$ ^�,� 7^,"^7,30^) 22 0C^�,3^*� 7^
�$,,1 ^,0 #�+%8�2%,+�)^� 4%� 1^2,^�0 � 5^� 22 +2%,+D^13�$^�1^�^
�3)) 2^)%12D^,0^1%*.)7^+3*� 0^2$ *C^�  �� 01^*� 7^1(%.^,4 0^
%+",0*� 2%,+^%+^2$ ^�,�7^,"^7,30^) 22 0D^1,^*�(  ^130 ^7,3^
 *.$�1%8  ^2$ ^(  7^.,%+21^�) �0 )7C^�$%1^%1^7,30^� ,0  ^
� ,+ 2 +2D^5$ 0 ^7,3^� �+^,32)%+ ^�+�^13..,0 2^1 4 0 �)^(  7^
.,%+21C^�0 4%27^%1^%*.,02�+2D^�32^1,^%1^�) �0^13..,0 2^",0^
*�%+^.,%+2P1QC^�. �%"%�D^* �+%+#"3)^%+",0*� 2%,+^+  �1^2,^
� ^�) �0D^�,+�%1 D^�+�^�� �30 � 2 C^

BC^
�,+�)31%,+^

�+^ *.$� 2%�^�),1%+#^*%00,01^7,30^%+20,�3� 2%,+^5%2$^2$ ^
��� �^ ) * + 2^,"^27%+#^2$ ^*�%+^.,%+21^2,# 2$ 0D^�) �0 )7^
� *,+120 � 2%+#^2$ %0^0 )� 2%,+1$%.C^�$ ^�,+�)31%,+^� �+^
1 04 ^2,^0 *%+�^2$ ^0  �� 0 D^�32^1$,3)�^+,2^%+20,�3�  ^+ 5^
%+",0*� 2%,+C^�^�) �0^13**�0 7^1 +2 +�  ^5%))^120 +#2$ +^
7,30^50%2%+#^�+�^ +$�+�  ^7,30^ " " � 2%4 + 11C^	"^7,30^) 22 0^
0 /3 121^,0^%*.)% 1^��2%,+D^2$ ^�,+�)31%,+^+  �1^2,^*�(  ^
�) �0^5$� 2^7,3^ 6. � 2^2,^$�.. +C^	 2^%1^313�))7^�,30 2 ,31^2,^
� ,+�)3� ^� 7^2$�+(%+#^2$ ^0 �%.% +2^",0^$%1^,0^$ 0^
� 22 +2%,+D^�+�^2,^%+4%2 ^2$ *^2,^� ,+ 2�� 2^7,3^%"^7,3^� �+^� ^
, "^$ ).^,0^%"^2$ 7^$�4 ^/3 12%,+1C^�$%1^.�0�#0 �.$^0  %2 0� 2 1^
2$ ^*�%+^.,%+21^�+�^2$ %0^0 )� 2%,+1$%.^2,^ ��$^,2$ 0 D^
0 %+",0 �%+#^2$ ^*�%+^.,%+2^,0^.30.,1 C^

:9C^�),1 ^

X�%+� 0  ) 7Y^,0^X�,0 �%�))7Y^�0 ^12�+��0 �^�31%+ 11^�),1%+#^
12�2 * + 21C^PX�,4 DY^X� ,301^� 03)7DY^�+�^X���Y^�0  ^�),1%+#^
12�2 * + 21^13%2��) ^" ,0^. 01,+�)^� ,00 1.,+� +�  D^�32^+,2^
",0^�31%+ 11CQ^�),1%+#^12�2 * + 21^�0 ^+,0*�)) 7^.)��  �^,+ ^
,0^25 ,^)%+ 1^3+� 0^2$ ^�,+�)31%,+^�+�^%+�)3� ^�^$�+# %+#^
� ,**�D^�1^%+^� %+� 0  ) 7D^

::C^�%#+�230 ^ � %4 ^)%+ 1^�"2 0^2$ ^�),1 D^7,3^1$,3)�^2 7. ^7 ,30^+�* ^
P0 /3%0 �Q^�+�D^,+^2$ ^)%+ ^� ),5^%2D^7,30^2%2) ^P,.2%,+�)QC^

:;C^
�0  .�0 � 2%,+^
�%+ ^

	"^2$ ^) 22 0^5�1^.0  .�0  �D^,0^5,0 �T.0 ,�  11 �D^�7^
1,* ,+ ^,2$ 0^2$�+^2$ ^1%#+�2,07^P7,3 QD^2$ +^%+�)31%,+^,"^
%+%2%�)1^%1^�,**,+D^�1^%+^

�^,0^���C^

:<C^
�+�),130  1N
� 22��$* + 21^


312^)%( ^�+^ T*�%)^5%2$^�+^�22��$* + 2D^2$ ^) 22 0^
1,* 2%* 1^$�1^���%2%,+�)^�,�3* + 21^2$�2^�0 ^� )%4 0  �^
5%2$^%2C^�$%1^)%+ ^%+�%�� 2 1^5$� 2^2$ ^0 �� 0^� �+^),,(^" ,0^%+^
2 0*1^, "^�,�3* + 21^%+�)3� �^5%2$^2$ ^) 22 0D^13�$^�1^
�0 ,�$30  1D^0 .,0 21D^,0^0 )� 2 �^�31%+ 11^�,�3* + 21C^

:=C^�,302 17^
�,.% 1^,0^
X��Y^

�$ ^���0  4%�2%,+^X��Y^,+�  ^12,,�^" ,0^� �0�,+^� ,.% 1^�32^
+, 5^0 "  01^2,^�,30 2 17^�,.% 1C^
312^)%( ^�^X��Y^,.2%,+^%+^�+^
 T*�%)D^%2^%+�%�� 2 1^2$ ^0 ) 4�+ 2^.�02% 1^2$�2^5%))^�)1,^
0 �  %4 ^�^� ,. 7^,"^2$ ^�,�3* + 2C^

:>C^�,#, N
�,+ 2�� 2^
	+",0*� 2%,+^

�^" ,0*�)^�31%+ 11^) 22 0^+,0*�)) 7^%+�)3� 1^�^),#,^,0^
� ,+ 2�� 2^%+",0*� 2%,+^",0^2$ ^,0#�+%8�2%,+^%+^2$ ^$ �� 0^
P2,.^, "^.�#  Q^,0^",,2 0^P�,2 2,*^, "^.�#  QC^

<;9 ^̂k̂ 
̂ ,0  ^��,32^� 22 01



�42!4%')%3�&/2��&&%#4)6%��%44%23�

�  * *� 0^2$� 2^�^) 22 0^$�1^"%4 ^*�%+^�0  �1E^

:C^�$ ^$ ��%+#D^5$%�$^ 12��)%1$ 1^2$ ^1 +� 0D^,"2 +^%+�)3�%+#^

���0  11^�+�^�� 2 ^

;C^ �$ ^%+20,�3� 2%,+D^5$%�$^ 12��)%1$ 1^2$ ^.30.,1 ^

<C �̂$ ^�,� 7D^5$%�$^�02%�3)�2 1^2$ ^* 11�#  ^

=C �̂$ ^� ,+�)31%,+D^5$%�$^0 12� 2 1^2$ ^*�%+^.,%+2^�+�^*� 7^%+�)3� ^

�^� �))^2,^�� 2%,+^

>C �̂$ ^1%#+�230 ^)%+ D^5$%�$^1,* 2%* 1^%+�)3� 1^2$ ^�,+ 2�� 2^

%+",0*� 2%,+^

�^1�*.) ^) 22 0^%1^1$,5+^%+^�%#30 ^BC>^X��*.) ^� 31%+ 11^� 22 0YC^

� %#30 ^BC>^��*.) ^� 31%+ 11^� 22 0^
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^

^

�) 5 � 71^0 * *� 0^2$� 2^ ) 22 01^0 .0  1 + 2^7,3^ �+�^7 ,30^ � ,*.�+ 7^

%+^7,30^��1 +�  C^	+^,0� 0^2,^� ,**3+%� � 2 ^ " " � 2%4 ) 7^�+�^.0 ,' � 2^�^

.,1%2%4 ^%*�#  D^

K^ � ^�) �0D^�,+�%1 D^1. �%"%�D^�+�^0 1. � 2"3)F^

K^  ��$^5 ,0 �^1$,3)�^� ,+ 20%�32 ^2,^7 ,30^.30.,1 F^

K^  ��$^.�0 �#0 �.$^1$,3)�^" ,�31^,+^,+ ^%� �F^

K^ 2$ ^.�0 21^,"^2$ ^) 22 0^1$,3)�^" ,0*^�^� ,*.) 2 ^* 11�#  F^

K^ 2$ ^) 22 0^1$,3)�^� ^"0   ^, "^ 00,01C^

^

<;; ^̂k̂ 
̂ ,0  ^��,32^� 22 01



107. Business Letters & Other 
Letters 

� 31%+ 11^) 22 01^�0 ^50%22 +^* 11�#  1^2,^�^. 01,+^,0^#0 ,3.^5%2$%+^

�^ .0 , " 11%,+�)^ 1 22%+#C^ �31%+ 11^ ) 22 01^ �0 ^ 31 �^ 5$ +^ 2$ ^ 50%2 0^

5 ,3)�^)%( ^2,^� ^" ,0*�)^�+�^.0 , " 11%,+�)C^� 22 01^*� 7^4�0 7^%+^) +#2$^

� . +�%+#^ ,+^ 2$ ^ 50% 2 0[1^ ,�' � 2%4 D^ .30.,1 D^ �+�^ * 11�#  ^ , "^ 2$ ^

) 22 0C^ �$ ^ ) 22 0^ ��+^ ���0  11^ �+ 7,+ ^ %+�)3�%+#D^ �32^ +,2^ )%*%2 �^

2,E^�)% +21^�+�^�312,* 01D^*�+�#  01D^�# +�% 1D^13..)% 01D^�+�^,2$ 0^

�31%+ 11^ . 01,++ )^ ,0^ ,0 #�+%8�2%,+1C^ 	2^ %1^ %*.,02�+2^ 2,^ 0 * *� 0^

2$�2^�+7^�31%+ 11^) 22 0^%1^�^legal �̂,�3* + 2^� 25   +^2$ ^%+2 0 12 �^

.�0 2% 1C^�$ 1 ^�,�3* + 21^��+^� ^$ )�^" ,0^3.^2,^1 4 +^7 �01D^1,^%2^%1^

%*.,0 2�+2^2$�2^�))^%+",0*� 2%,+^%1^$,+ 12^�+�^) #%2%*�2 C^

The Difference Between a Business letter and 
other letters 

�$ ^ *�%+^ 2$%+#^ 2$�2^ �%"" 0  + 2%�2 1^ �^ �31%+ 11^ ) 22 0^ "0,*^ ,2$ 0^

) 22 01^%1^2$�2^�^�31%+ 11^) 22 0^%1^�^) #�)^�,�3* + 2C^�$ ^50%2 0^��+^

� ^$ )�^ )%��) ^ " ,0^ �+ 72$%+#^50%22 +^%+^2$ ^ ) 22 0C^ �,0^  6�*.) D^%"^%2^

%1^ 12�2 �^ 2$� 2^ �^ .0,' � 2^ 5%))^ � ^ �,*.) 2 �^ � 7^ �^ �  0 2�%+^ ��2 ^ %+^ �^

�31%+ 11^) 22 0D^2$ ^.0,' � 2^) #�))7^*312^� ^� ,*.) 2 �^� 7^2$�2^�� 2 C^

� , 5  4 0D^ %"^ 2$ ^ .0,' � 2^ ��+ [2^ � ^ � ,*.) 2 �^ � 7^ 2$�2^ �� 2 D^ �+,2$ 0^

) 22 0^��+^� ^50%22 +^12�2%+#^2$�2^2$ ^.0,' � 2^%1^� $%+�^1�$ �3) ^�+�^

5$ 7C^ �,0^ 2$%1^ 0 �1,+D^ �31%+ 11^ ) 22 01^ *312^ � ^ 50%22 +^ �%"" 0  + 2)7^

2$�+^) 22 01^31 �^" ,0^. 01,+�)^31 C^

�^ �31%+ 11^ ) 22 0^ %1^ 31 �^ .0%*�0%)7^ 2,^ 0 /3 12^ ,0^ .0 , 4%� ^

%+",0*� 2%,+D^ 2,^ 0 )� 2 ^ �^ � �)D^ 2,^ �0%+#^ ,0^ �,+ 2%+3 ^ �,+ 4 01� 2%,+D^

�+� N,0^ 2,^ �%1�311^ .0%,0^ + #,2%�2%,+1C^ �^ �31%+ 11^ ) 22 0^ ��+^ � ^

�)�11%"% �^�1^.0%4� 2 D^$,5  4 0D^%2^%1^27.%��)) 7^+,2^�%0�3)� 2 �^2,^,2$ 01D^

� 31%+ 11^� 22 01^g^�2$ 0
� 22 01̂ k̂̂ <̂; <



�32^ 0� 2$ 0^ * �+ 2^ ",0^ 2$ ^  7 1^ , "^ 2$ ^ .�0 2%�%.�+21^ %+4,) 4 �C^

�$ 0  " ,0  D^�^�31%+ 11^) 22 0^+  �1^2,^� ^ �) �0D^",�31 �D^�+�^2,^2$ ^

.,%+2C^ �$ +^ 50%2%+#^ �^ �31%+ 11^ ) 22 0D^ 2$ ^ �32$,0^ 1$,3)�^ � 4,%�^

%+2 0' � 2%+#^. 01,+�)^12,0% 1C^

�^�31%+ 11^) 22 0^+  �1^2,^� ^� ,+�%1 ^�+�^�) �0C^� %+#^2,,^5,0 � 7^

%1^2$ ^�%## 12^�, 5+"�))^%+^2$%1^",0*^, "^50%2%+#C^�  .^1 + 2 +�  1^1$,02^

�+�^ .0  �%1 C^ �4,%�^ , 4 0^31%+#^ ��' � 2%4 1^ �+�^ �� 4 0�1^2$� 2^ �%120�� 2^

"0,*^ 2$ ^ " ,�31^ , "^ 2$ ^ * 11�#  C^ �0#�+%8 ^ 2$ ^ ) 22 0^ "0,*^ *,12^

%*.,0 2�+2^ 13�' � 21^ 2,^ ) �12C^ �$ ^ �,+ 2 +2^ ,"^ 2$ ^ ) 22 0^ 1$,3)�^ � ^

. 013�1%4 ^�+�^31��) C^�$ ^2,+ ^, "^2$ ^) 22 0^1$,3)�^� ^" ,0*�)^�+�^

.0 , " 11%,+�)C^

�)1,D^%+^�^�31%+ 11^) 22 0D^%2^%1^.0 "  0 ��) ^2,^31 ^. 01,+�)^1%+#3)�0^

.0 ,+,3+1^ )%( ^X	Y^ �+�^X7,3 YC^ �4,%�^31%+#^ .)30�)^ .0 ,+,3+1^ )%( ^X5 Y^

1%+� ^ %2^ ��+^ *%1) ��^ 2$ ^ � 3�% +�  ^ 2,^ �113* ^ 2$� 2^ 2$ ^ �,*.�+ 7^

13..,0 21^2$ ^* 11�#  ^, "^2$ ^) 22 0C^	+^���% 2%,+D^. 01,+�)^.0,+,3+1^

�0  ^  �1% 0^ 2,^ 3+� 012�+�D^ � � � 31 ^ %2^ �%0 � 2)7^ 0 "  01^ 2,^ 2$ ^ .�0 2% 1^

%+4,) 4 �C^

Forma tting Y our B usiness Letter 

K^ � 1 ^1%+#) ^1.��%+#C^�����^31 ^�,3�) ^1.��  1^5%2$%+^2$ ^

�31%+ 11^) 22 0C^

K^ � 1 ^�^1%*.) ^" ,0*� 2^5%2$^",+ 2^2$�2^%1^ �17^2,^0 ��C^

K^ � ,0^�),�(D^�+�^*,�%" % �^�),�(^" ,0*� 21^31 ^1%+#) ^1.��  1C^

K^ � � 4 ^�^�)�+(^)%+ ^� 25   +^ ��$^.�0 �#0 �.$C^�$%1^*�(  1^%2^

 �1% 0^2,^",)), 5^2$ ^�$�+#  1^, "^2,.%�1^5%2$%+^2$ ^) 22 0C^

The I ntr oduction 

K^ �$%1^.�0�#0 �.$^1$,3)�^%+ 20,�3�  ^5$ 7^7,3^�0  ^50%2%+#^2$ ^) 22 0^

�+�^13*^3.^2$ ^(  7^.,%+21^%+^2$ ^",)), 5%+#^.�0�#0 �.$1C^

K^ 	+�)3� ^�^12� 2 * + 2^2$�2^1$,51^7,3^�0  ^(+, 5) �#  ��) ^, "^2$ ^

� 3�% +�  ^2,^5$%�$^7,30^) 22 0^%1^�%0 � 2 �C^

<; =^̂k̂ �̂ 31%+ 11^� 22 01^g^�2$ 0^� 22 01



The Body 

K^ �0 , 4%� ^���(#0 ,3+�^,0^$%12,07^0 #�0 �%+#^2$ ^.30.,1 ^, "^2$ ^

) 22 0C^

K^ � �)(^��,32^(  7^.,%+21^7,3^�0  ^*�(%+#C^

K^ 	+�)3� ^�^'312%"%�� 2%,+^,"^2$ ^%*.,02�+�  ^, "^2$ ^*�%+^.,%+21C^

K^ �%12^�+7^%*.,0 2�+2^�� 2 1D^�%1�311%,+1D^�+�^�,+ 4 01� 2%,+1^2$�2^

�0  ^0 ) 4�+ 2C^

K^ �1(^/3 12%,+1D^%"^+ �  11�0 7C^

Conclusion 

K^ � 3**�0%8  ^2$ ^*�%+^.,%+21^,"^2$ ^) 22 0C^

K^ �  12� 2 ^2$ ^.0,�) *^�+�^0  1,)32%,+^%"^. 02%+ +2C^

K^ 	+�)3� ^� ��)%+ 1C^

K^ �0 , 4%� ^�,+ 2�� 2^%+",0*� 2%,+^P�*�%)D^�$,+ ^�3*� 0 D^��6D^�2�GQC^

Closing Salu tation 

	2^%1^%*.,02�+2^2,^2�( ^%+2,^�� � ,3+ 2^7,30^� 3�% +�  ^5$ +^ +�%+#^

�+ 7^�31%+ 11^�,�3* + 2C^� %+#^�,2$^0 1. � 2"3)^�+�^.0 , " 11%,+�)^�0 ^

25 ,^ %*.,0 2�+2^  ) * + 21^ ,"^ 7,30^  +�%+#^ 1�)32�2%,+C^ �,3^ *312^

0 * *� 0^ 2$� 2^  ��$^  *.), 7 0D^ �,11D^ ,0^ �,T5 ,0 (  0^ *� 7^ $�4 ^

�%"" 0  + 2^  6. � 2�2%,+1^ �1^ 2,^ 5$�2^ %1^ ���  .2��) ^ �1^ �^ .0 ,. 0^

1�)32� 2%,+C^ �^ " 5^ # + 0 �)^  +�%+#^ 1�)32�2%,+1^ �  * �^ .0 , " 11%,+�)^

%+�)3� E^

K^ � %+� 0  ) 7D^

K^ �  1. � 2"3))7^7,301D^

K^ � ,301^203)7D^

K^ � 12D^

�$ 1 ^ 1$,3)�^ � ^ 31 �^ 5%2$^ %+�%4%�3�)1^ 5$,*^ 7,3^ �,^ +,2^ $� 4 ^ �^

0 )� 2%,+1$%.^5%2$D^+ 5^� ,T5 ,0 (  01D^.,2 +2%�)^�)% +21D^,0^�^)�0# ^ *�%)^

2,^ �^5%� ^4�0% 27^ ,"^%+�%4%�3�)1C^ �$ +^7,3^ �0  ^1 +�%+#^ �^ �31%+ 11^

�,�3* + 2^ 2,^ �+^ %+�%4%�3�)^ 2,^ 5$,*^ 7,3^ �0  ^ �� �312,* �D^ 7,30^

� 31%+ 11^� 22 01^g^�2$ 0^� 22 01̂ k̂̂ <̂;>



1�)32� 2%,+^1$,3)�^�$�+#  C^�,+1%� 0^�^.0 , " 11%,+�)^1�)32�2%,+D^5$%�$^

%1^+,2^2,,^",0*�)C^�6�*.) 1^%+�)3� E^

K^ �%+�^0 #�0 �1D^

K^ � 12^0 #�0 �1D^

K^ 
�+ 7^2$�+(1D^

K^ � %2$^�..0  �%�2%,+D^

K^ � 12^5%1$ 1D^

� $ +^ %+^ �,3�2^ ��,32^ 5$%�$^ 2 7. ^ , "^ 1�)32�2%,+^ 1$,3)�^ � ^ 31 �D^ �^

1%*.) ^X�$�+(1Y^,0^�$�+(^7 ,3 Y^%1^�)5 � 71^�..0 ,.0%� 2 C^

ÒSignature BlockÓ 

�) 5 � 71^�),1 ^�^) 22 0C^Z�%+� 0  ) 7[^5,3)�^� ^2$ ^1�"  12^5� 7^2,^�),1 ^,32^

�^�31%+ 11^) 22 0C^�+^�^27. �^�31%+ 11^) 22 0D^",)), 5%+#^2$ ^�),1%+#D^

7,3^ 1$,3)�^ ) � 4 ^ �^ 1.��  ^ 2,^ 1%#+^ 7,30^ +�* ^ 5% 2$^ �^ . +C^ �$%1^ 5%))^

�)), 5^",0^�^*,0  ^. 01,+�)^2,3�$^,+^�+^,2$ 0 5%1 ^�)�+�^) 22 0C^�$%1^

%1^ 2$ ^ ,+)7^ $�+� 50%2%+#^ ,+^ 2$ ^ .�. 0^ 1,^ *�(  ^ 130 ^ 2$ ^ 1%#+�230 ^

%1^ �) �0C^ � ), 5^ 2$%1^ . 01,+�)^ 1%#+�230 ^ 1$,3)�^ � ^ 7 ,30^ 27. �^ " %012^
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	+",0*� 2%,+^ �,00, 5  �^ "0,*^ �+,2$ 0^ 1,30 �  ^ +  �1^ 2,^ � ^ �%2 � C^

� �0%�2%,+1^,"^�%2�2%,+^* 2$,�1^� �+^� ^31 �^" ,0^2$ ^0 .,0 2C^�$ ^*,12^

%*.,0 2�+2^.�02^%1^*�(%+#^130 ^2,^%+�)3� ^�%2�2%,+1C^�,2^,+) 7^5%))^7,3^

),1 ^�0  �%�%)%27^�*,+#^� ,)) #  1^",0^.)�# %�0%1*D^7,3^� �+^� ^13 �^�+�^

"%+ �^� 7^2$ ^,0%#%+�)^�32$,0C^

	+^ 2$%1^ *,�3) ^ 5  ^ 5%))^ � ^ 2�)(%+#^ ��,32^ 2$ ^ ",)), 5%+#^ 27. 1^ , "^

0 .,0 21E^

K^ 	+1203�2%,+^�+�^�0,�  11^

K^ �)�11%"%�� 2%,+^

K^ � �0 2%2%,+^

K^ �,*.�0  N�,+ 20�12^

K^ �  �1%�%)%27^

���$^1 � 2%,+^%+^2$ ^ *,�3) ^5%))^ � 1�0%� ^  ��$^2 7. ^ , "^0 .,0 2^ �+�^

$, 5^2,^� 4 ),.^,+ C^

<=9^̂k̂ �̂  .,0 21^�4 0 4% 5



112. Do not use this one for 
GE's bookExplanatory 
Reports 

Explanatory Reports 

�$ 0  ^ �0  ^ 25 ,^ 27. 1^ , "^  6.)�+� 2,07^ 0 .,0 21E^ �^ �0,�  �30  ^

�6.)�+� 2%,+̂P5$%�$^ %1^ 1 � ,+� �  01,+^ 	 +1203�2%,+�)^ � .,0 2QD^ �+�^ �^

�0 ,�  11^ �6.)�+� 2%,+C^�$ 1 ^0 .,0 21d̂o not #̂%4 ^ ,.%+%,+1D^,+)7^2$ ^

 6.)�+� 2%,+^,+^$,5^2,^�,^1,* 2$%+#^,0^$,5^1,* 2$%+#^%1^�,+ C^

�^�0 ,�  �30  ^�6.)�+� 2%,+^�%0 � 2)7^2 ))1^$,5^2,^. 0" ,0*^2$ ^12 .1D^

31%+#^ 2$ ^ 1 � ,+�T. 01,+^ youD^ 5$ 0 �1^ 2$ ^ �0 ,�  11^ �6.)�+� 2%,+^

 6.)�%+1^$,5^2$ ^12 .1^�0  N5  0  ^. 0" ,0* �D^31%+#^ %2$ 0^2$ ^"%012T

. 01,+^ I N̂ ŵeD̂,0^2$%0�T. 01,+ ĥeNsheNit NtheyC^

Procedure Explanation/ Second Person 
Instructional Report 

�1^�+  ̂ 6�*.) D^%"^	^5 0  ^120�+� �^ ,+^2$ ^%+2 012�2 ^5%2$^�^")� 2^2%0 ^

�+�^ +  � �^ 2,^ (+, 5^ $, 5^ 2,^ �$�+#  ^ %2D^ 	^ *%#$2^ ��))^ 7,3^ �+�^ 7 ,3^

5 ,3)�^# %4 ^* ^12 .T� 7T12 .^%+1203�2%,+1^2$�2 	̂^5,3)�^+  �^2,^",)), 5 C^

�$%1^ 5,3)�^ � ^ �^ �0 ,�  �30  ^ 	+1203�2%,+�)^ �6.)�+� 2%,+D^ 31%+#^

2$ 1̂econd person (understood you): 

1.�� Ôpen the trunk. 

2.�� R̂emove the jack. 

�,^+,2^31 ^2$%1^,+ ^",0^��]1
�,,(�6.)�+� 2,07^�  .,0 21̂ k̂̂ <̂=:



3.�� Êtc. 

Process Explanation 

�0 ,�  11^�6.)�+� 2%,+1^��+^� ^�)�11%" % �^%+2,^2$0  ^� � 2 #,0% 1E^�0,�  11 1^
%+^ 5$%�$^ . ,.) ^ �0  ^ 2$ ^ �#  + 21^ ,"^ 2$ ^ �� 2%,+F^ �0,�  11 1^ %+^ 5$%�$^
*��$%+ 1^�0  ^2$ ^�#  + 21^,"^2$ ^�� 2%,+D^�+�^�0,�  11 1^%+^5$%�$^+�230 ^
%1̂2$ ^ �#  + 2^ ,"^ 2$ ^ �� 2%,+ĈThese r eports ar e referr ed to as Thir d 
Person I nstructional R eports. 

Examples 

Processes by People 

	"^	^(+ 5^7,3^$��^�  +^120�+� �^,+^2$ ^%+2 012�2 D^	^*%#$2^�1(^$,5^
7,3^ " %6 �^7,30^ ")� 2^2%0 C^ �,3^5 ,3)�^2 ))^ * ^12 .T� 7T12 .^$, 5^7,3 �̂%�^
2$%1^P31%+#^2$ ^"%012^. 01,+^IQD^�32^+ 4 0^ 6. � 2^* ^2,^�,^%2C^

1.�� Î opened the trunk. 

2.�� Î removed the jack. 

3.�� Êtc. 

	 *̂%#$2^�1(^7,3 $̂, 5^� �01^�0 ^�11 *�) �Ĉ � ,3^5 ,3)�^2 ))^* ^12 .T� 7T
12 .^$, 5^2$%1^%1^�,+ ^P31%+#^2$ ^2$%0�^. 01,+D^ theyQD^�32^+ 4 0^ 6. � 2^
* ^2,^�, %̂2C^

Processes by Machines 

� ,3^ *� 7^ +  �^ 2,^  6.)�%+^ $,5^ �^ "�6^ *��$%+ ^ 5 ,0 (1C^ �,3^ 5 ,3)�^

 6.)�%+^ 12 .T� 7T12 .^ $, 5^ 2$%1^ *��$%+ ^ 5,0 (1^ P31%+#^ 2$ ^ 2$%0�^

. 01,+D^it QC^

Processes by Natur e 

� ,3^ *� 7^  6.)�%+ �̂ ��$  ̂0 ,1%,+D^  6.)�%+%+#^ 2$ ^ 12 .T�7T12 .^

.0 ,�  11^P31%+#^2$ ^2$%0�^. 01,+D^ it QC^
� ,2 ^ 2$� 2^ $ ��%+#1D^ 13�$ ��%+#1D^ �+�^ 4%13�)1^ �0 ^ %*.,0 2�+2^ %+^

%+1203�2%,+�)^ 0 .,0 21C^ �0,�  �30  ^ 0 .,0 21^ P;+� ^ . 01,+^ 	 +1203�2%,+�)^
0 .,0 21QD^5%))^$�4 ^ *�',0^12 .1D^ " ,)), 5  �^ � 7^ �^13�^12 .1^ �+�^ *�0 (  01C^

<=; ^̂k̂ �̂,^+,2^31 ^2$%1^,+ ^",0^��]1^�,,(�6.)�+� 2,07^�  .,0 21



�0 ,�  11^ 0 .,0 21^ 5%))^ $�4 ^ $ ��%+#1D^ 13�$ ��%+#D^ �+�^ *�0 (  01C^ �,2$^
0 .,0 21^5%))^$�4 ^4%13�)1C^

�  ^2$ ^",)), 5%+#^ 6�*.) E^

� ��^ �6�*.) ^ ;+�^ �  01,+^ 	 +1203�2%,+�)^ � .,0 2Ê$22.1ENN1<T31T
5  12T;C�*�8 ,+� 51C�,* N, 0" %) 1N2 �$+%��)`50%2%+#N
�6�*.) ` ;+�`� ���� �`
  2 0`�  4% 5`�+�`�.�� 2 `�0 ,�  �30  1`5%2$
`� ,2 1` ;C�,�^

P� ,2 *̂�',0^ $ ��%+#1^ 2$�2^ �� 2 #,0%8 ^ 2$ ^ 12 .1^ %+2,^ >^ *�',0^
� � 2 #,0% 1D^ 5%2$̂  ��$^ *�',0^ � � 2 #,0 7^ ",)), 5  �^ � 7^ %21̂12 .1^ �+� 1̂3�^
12 .1C^

^

�,^+,2^31 ^2$%1^,+ ^",0^��]1^�,,(�6.)�+� 2,07^�  .,0 21̂ k̂̂ <̂=<
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113. Instructions and Process 
Reports 

X	+1203�2%,+1^g^�0,�  11^�  .,0 21Y^5�1^50%22 +^� 7^
,1 .$^
 , 6) 7^

=�/ 7�)3�4()3�$/.%	��/7�#!.���$/�4()3	>;��( %3%�15%34)/.3�'5)$%�
!54(/23�!3�4(%9�$%3#2)"%�02/#%33%3���%!2.�( /7�4/�72)4%�
).3425#4)/.3�!.$�02/#%33%3�3/�4(!4�2%!$%23�+./7�( /7�4/�$/�
3/- %4().'�/2�5.$%234!.$�(/7�3/- %4().'�)3�$/.%���9�6)%7).'�
3!-0,%�02/#%33�4%843��./4%�4(%�&/#53�/.�4(%�/"*%#4)6%�6/)#%��
.5-"%2%$�34%03��6)35!,�2(%4/2)#��!.$�#,%6%2�!.)-!4)/.3�/2�
6)$%/��� 2)4%�!�$%3#2)04)6%�/2�02%3#2)04)6%�02/#%33�2%0/24��

�$ 0  ^�0  ^2$0  ^27. 1^, "^.0,�  11^2 621E^

:C^� 1�0%.2%4 ^.0 ,�  11 1^�+ 15  0^X� , 5^%1^2$%1^�,+ IY^�$ 1 ^2 621^

� 1�0%� ^$, 5^�^.0 ,�  11^,� �301^1,^2$�2^0 �� 01^� �+^3+� 012�+�^

%2^� 22 0C^

;C^ �0  1�0%.2%4 ^.0 ,�  11 1 �̂0  ^%+1203�2%,+1F^2$ 7^ 6.)�%+^X�, 5^� �+^

	^�,^2$%1IY^	+^,2$ 0^5 ,0 �1D^2$ 7^.0 1�0%� ^$, 5^1,* 2$%+#^

1$,3)�^� ^�,+ ^1,^2$� 2^0 �� 01^� �+^�,^%2C^

<C �̂ ) +� �^� 1�0%.2%4 ^�+�^.0  1�0%.2%4 ^.0 ,�  11 1 *̂�(  ^2$ ^*�%+^

2$0312^,"^2$ ^�,�3* + 2^�^� 1�0%.2%4 ^.0 ,�  11^5$%) ^$�4%+#^�^

" 5^� �))T,32^�, 6 1^13**�0%8%+#^$,5^2$ ^0 �� 01^� �+^. 0" ,0*^

2$ ^.0 ,�  11C^	+^,2$ 0^5 ,0 �1D^50%2 01^*� 7^���0  11^�,2$^X� , 5^

� �+^	^�,^2$%1IY^�+�^X�, 5^%1^2$%1^�,+ IY^%+^�%"" 0  + 2^.�021^,"^,+ ^

2 62C^�)2 0+�2%4 ) 7D^2$ 7^*%#$2^� 4 ),.^�%" " 0  + 2^4 01%,+1^,"^2$ ^

1�* ^�,�3* + 2^",0^25 ,^� 3�% +�  1U�+^� 3�% +�  ^, "^31 01^�+�^

�+^� 3�% +�  ^, "^%+2 0 12 �^.�0 2% 1C^

<==̂ k̂̂ 	̂+1203�2%,+1^�+�^�0,�  11
�  .,0 21



A YouTube element has been excluded from this ver sion of the 

text. You can view it online her e: 

https:/ /libr ary.achievingthedr eam.org/

epcctechnicalwriting/?p= 149 

^

Why Write About Processes? 

�0 ,�  11^ 2 621^ �0 ^  620 * ) 7^ �,**,+^ %+^ 1�$,,)^ �+�^ .0 , " 11%,+1C^

	+^ 1�$,,)D^ 2 ��$ 01^ "0  /3 + 2)7^ �11%#+^ .0,�  11^ �11%#+* + 21C^ �,0^

 6�*.) D^ $3*�+% 2% 1^ .0, " 11,01^ *� 7^ �1(^ ",0^ �^ � 1�0%.2%,+^ ,"^ $,5^

�+^ �0 2%12%�^ ,0^ )%2 0�0 7^ . 0%,�^  4,) 4 �F^ $%12,07^ .0, " 11,01D^ 2$ ^

� ,+ 20%�32%,+1^ ,"^ �^ �3)230 [1^ ) �� 01^ , 4 0^ 2%* F^ 1,�%�)^ 1�% +� ^

.0 , " 11,01D^ 2$ ^ �$0,+,),# 7^ ,"^ %+4 + 2%,+1F^  +#%+  0%+#^ .0, " 11,01D^

 6.)�+� 2%,+1^ ,"^ $,5^ 1,3+�^ %1^ �$�+#  �^ %+2,^  ) � 20%��)^ 1%#+�)1F^

	+1203�2%,+1^�+�^�0,�  11^�  .,0 21̂ k̂̂ <̂=>
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�31%+ 11^.0, " 11,01D^$,5^2$ ^�  � 0 �)^�  1 0 4 ^5 ,0 (1^,0^$, 5^2,^1 ))^�^

.0 ,�3� 2C^

�+^�^��%) 7^��1%1D^5 ^0 ��^� 1�0%.2%4 ^.0 ,�  11 1C	̂+2 ))%# + 2^. ,.) ^

�0  ^%+/3%1%2%4 F^2$ 7^5�+ 2^2,^3+� 012�+�^$, 5^2$%+#1^5,0 ( C^��12^7 �0D^

",0^ 6�*.) D^, 4 0^2$0  ^*%))%,+^0 �� 01^�^*,+ 2$^�� �  11 �^� , 5^� 23""^

� ,0 (1D^ �^ �  �^ 1%2 ^ � ,+ 2�%+%+#^ 2$,31�+�1^ ,"^ .0,�  11^  11� 71C^ � ^

0,32%+ )7^0 ��^ .0 ,�  11 1D^%+�)3�%+#^0 �%. 1D^31 0^*�+3�)1^",0^+ 5^

1, "25 �0  D^ ,0^ �� 4%� ^ � ,)3*+1^ ,+^ $, 5^ 2,^ ),1 ^ 5  %#$2^ ,0^ $,5^ 2,^

13� �   �^ %+^ 1�$,,)^ ,0^ �^ .0 , " 11%,+C^ � ,.) ^ �0  ^ �) 5 � 71^ 5,+� 0%+#^

��,32^ 2$%+#1D^ 5,+� 0%+#^ $, 5^ � ,*.32 01^ 5 ,0 (D^ $,5^ #0�11^ #0, 51D^

$, 5^$ �0 2^�%1 �1 ^,� �301D^$,5^"�0^2$ ^$3*�+^ 7 ^� �+^1  D^�+�^1,^

,+C^

	+1203�2%,+1E^�1 ^2$ ^1 � 2%,+1^� ),5 D^�1^�%0 � 2 �^� 7^7,30^%+1203�2,0D^

2,^) �0+^��,32^50%2%+#^.0,�  11 1C^� ��^1�*.) ^.0 ,�  11^0 .,0 21^�+�^

50%2 ^7,30^, 5+^.0 ,�  11T�0%4 +^.0 ,' � 2C^

� 0%2 01^ ,"^ .0,�  11^ 2 621^ �0 ^ .0 �� 2%�%+#^ 5$�2^ 1. �%�)%121^ ��))^

X 6.,1%2,07^50%2%+#Y^,0^X 6.)�+� 2,07^50%2%+#CY^�$ 1 ^2 621^",�31^,+^

�+15  0%+#^,+ ^,"^2$ ^",)), 5%+#^/3 12%,+1E^X�, 5^%1^2$%1^�,+ I^� , 5^

� �+^	^�,^2$%1IY^

Diverse Rhetorical Situations 


 ,12^.0 1�0%.2%4 ^�+�^� 1�0%.2%4 ^.0 ,�  11 1^�0  ^50%22 +^2,^ 6.)�%+^

$, 5^1,* 2$%+#^5,0 (1Ĉ
 ,12^.0,�  11 1^�0  ^50%22 +^%+^�$0,+,),# %��)^

,0 � 0^ �+�^ *,12^ 0  ) 7^  62 +1%4 ) 7^ ,+^ 4%13�)1C^ �,^ .0 ,*,2 ^ �)�0% 27D^

50%2 01^,"2 +^+3*� 0^.�0 2%�3)�0^12 .1^%+^�^.0,�  11C^� $ +^2$ ^2,.%�^

%1^ ) �0+%+#^ �^ 1,"25 �0  ^ .0 ,#0 �*D^ 50%2 01^ 31 ^ 1�0  +1$,21^ �+�^ � �))T

,321^�+�^1�0   +^*, 4% 1^2,^5�)(^�^31 0^2$0,3# $^2$ ^232,0%�)C^

� ,+ 2$ ) 11D^ ,2$ 0^ .30.,1 1^ �+�^ ,0 #�+%8�2%,+�)^ 1�$ * 1^ �0  ^

� 4�%)��) C^ � 0%2 01^ *� 7^ 1. �3)� 2 ^ ��,32^ 5$ 2$ 0^ �^ .0,�  11^  6%121F^

2$ 7^ *� 7^ �0#3 ^ �^ .0 ,�  11^  6%121^ 5%2$^ 2$ ^ %+2 +2%,+^ ,"^ 1 ))%+#^ 2$ ^

0 �� 0^1,* 2$%+#C^

� $%) ^2$ ^2,.%�1^,"^.0,�  11^0 .,0 21^*� 7^� ^�%4 01 D^2$ ^0$ 2,0%��)^

<=?^̂k̂ 	̂+1203�2%,+1^�+�^�0,�  11^�  .,0 21



12�+�  ^, "^*,12^.0 ,�  11^0 .,0 21^2 +�1^2,^� ^*,0  ^3+%",0*^2$�+^2$ ^

0$ 2,0%��)^12�+�  ^, "^,2$ 0^.0,' � 21D^�1^%))3120� 2 �^� ), 5 C^

Process Texts Purposes Audiences Voices Media 

Descripti ve Process Analysis 

K^ �6.)�%+D^1. �3)� 2 D^,0^�0#3 ^��,32^X� , 5^%1^2$%1^�,+ IY^

K^ � 23� + 21^

K^ �  1 �0 �$ 01^

K^ �30%,31^. ,.) ^

K^ ��' � 2%4 ^

K^ 	*. 0 � 2%4 ^

K^ �32$,0%2�2%4 ^

K^ �11� 71^

K^ �  51.�. 01^

K^ 
�#�8%+ 1^

K^ �  �^1%2 1^

K^ � %� ,^

Prescripti ve Process Analysis 

K^ �6.)�%+^X� , 5^� �+^	^�,^2$%1IY^

K^ �  �$+%�%�+1^

K^ � 1 01^

K^ � �%1%,+^*�( 01^

K^ ��' � 2%4 ^

K^ 	*. 0 � 2%4 ^

K^ �32$,0%2�2%4 ^

K^ �11� 71^

	+1203�2%,+1^�+�^�0,�  11^�  .,0 21̂ k̂̂ <̂=@



K^ � 1 0^*�+3�)1^

K^ � ,)%�7^*�+3�)1^

K^ � 32,0%�)1^

K^ �  �^1%2 1^

K^ � %� ,1^

Rhetorical Analysis of Online Readings 

�+�) 78 ^ 2$ ^ �  �^ 1%2 1^ �++,2� 2 �^ � ), 5 C^ �,+1%� 0^ 2$ ^ �,+ 2 62D^

� 3�% +�  D^ .30.,1 D^ �+�^ * �%�^ %+4,(  �^ � 7^ 2$ ^ ",)), 5%+#^ 0 ��%+#1C^

�)1,^ 6�*%+ ^$, 5^%� �1^�0 ^� 4 ),. �^%+^2$ 1 ^2 621C^�0 ^�11 0 2%,+1^

#0,3+� �^ %+^ . 01,+�)^  6. 0% +�  D^ %+2 04% 51^ 5%2$^ �32$,0%2% 1D^

/3 12%,++�%0 1D^ 	+2 0+ 2^ �+�^ )%�0 �0 7^ 0 1 �0 �$D^ ,0^  *.%0%��)^

0 1 �0 �$ I^

:CÎnstruction Pr ocesses: Recipes and P hysical Pr ocesses 

K^ � , 5^�  +�%)1^�0 ^
�� E�1%+#^�+^,�' � 2%4 ^4,%� ^�+�^ 62 +1%4 ^

#0�.$%�1D^2$%1^.% �  ^%1^50%22 +^2,^ 6.)�%+^$,5^. +�%)1^�0 ^

*�� U+,2^" ,0^"3230 ^. +�%)^*�(  01^�32^",0^%+2 0 12 �^0 �� 01C^

K^ � ,#�^� ,1230 1^� 2 .T� 7T� 2 . Ê̂ ��+ 2,1$�C� ,*^.0 , 4%� 1^�^

1 �0 �$��) ^�� 2���1 ^, "^7,#�^.,1230  1C^�$ ^� 1�0%.2%,+^,"^ ��$^

.,1230  ^%1^13..) * + 2 �^� 7^�+%*� 2%,+1^2$�2^1$,5^�^"%#30 ^

�,%+#^2$ ^.,1230 1^� ,00 � 2)7C^�0 13*��) 7D^0 �� 01^5%))^�,^*,0  ^

2$�+^0 ��^��,32^2$ ^.,1230  1E^2$ 7^5%))^207^2$ *H^

;CÎnstruction Pr ocesses: Softw are Tutorials 

�,^ 7 ,3^ $� 4 ^ �^ /3 12%,+^ ��,32^ $, 5^ 2,^ 31 ^ �^ 1, "25 �0  ^ 2,,)D^ 13�$^

�1^ 
%�0 ,1, "2^ � ,0 �D^ �0,+ 2� �#  D^ �0 �* �  � 4 0D^ ,0^ ��
� I^ �1^ 7,3^

� �+^ %*�# %+ D^ #%4 +^ 2$ ^ #0, 52$^ , "^ 2$ ^ 	+2 0+ 2^ �+�^ %+",0*� 2%,+^

2 �$+,),# % 1D^ 232,0%�)1^ �+�^ 31 0^ *�+3�)1^ �0 ^  6�   �%+#)7^

� ,**,+.)��  ^,+^2$ ^	 +2 0+ 2C^� ),5^�0  ^)%+(1^2,^1 4 0 �)^5 ,0 2$5$%) ^

1%2 1C^

<=Â k̂̂ 	̂+1203�2%,+1^�+�^�0,�  11^�  .,0 21
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K^ � ,,)1" ,0 � 0%2 01Ê�32$,0  �^� 7^50%2%+#^123� +21^�2^2$ ^

�+%4 01%27^,"^�,32$^�),0%��D^2$%1^ T8%+ ^%+�)3� 1^*�+7^232,0%�)1^

,+^31%+#^1,"25 �0  ^2,,)1D^%+�)3�%+#^
%�0,1, "2^� ,0 �D^�0,+ 2� �#  D^
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115. Video: Casio SE-S10 
Instructional video 

A YouTube element has been excluded from this ver sion of the 

text. You can view it online her e: 
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116. Video: How to file a late 
contribution report 
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PART XI 
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PARTITION REPORTS 
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117. Classification Reports 
and Partition Reports 
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118. Organizational Patterns 

�$ 0  ^ �0  ^ 1 4 +^ �%"" 0  + 2^ .� 22 0+1^ 2$�2^ �0 ^ � ,**,+) 7^ 31 �^ 2,^

,0 #�+%8 ^ �,�3* + 21E^ �,0*�)^ �)�11%" %�� 2%,+D^ %+",0*�)^ �)�11%" %�� 2%,+D^

� ,*.�0%1,+D^.�0 2%2%,+%+#D^1 #* +2%+#D^�� 31 N " " � 2D^�+�^.0,�) * N

1,)32%,+C^ �$%�$^ ,0#�+%8�2%,+�)^ .� 22 0+^%1^31 �^5%))^ � . +�^ ,+^2$ ^

27. ^ , "^ �,�3* + 2^ 2$�2^ %1^ � %+#^ �,*.,1 �F^ $,5  4 0D^ 2$ ^ #,�)^ , "^

 " " � 2%4 ^ ,0 #�+%8%+#^ %1^ 2,^ *�( ^ 2$ ^ �,�3* + 2^  �1% 0^ 2,^ 31 D^ �+�^

1 4 0 �)^,0 #�+%8�2%,+�)^.� 22 0+1^�0 ^, "2 +^31 �^%+^�^1%+#) ^�,�3* + 2C^

Formal Classification 

� ,0*�)^ �)�11%" %�� 2%,+^ %1^ 1%*.)7^ #0,3.%+#^ "�� 21^ 2,# 2$ 0^ ��1 �^ ,+^

2$ %0^ �,**,+^ � 220%�32 1C^ ���$^ #0 ,3.^ %1^

, "2 +^ �%4%� �^

%+2,^13�#0,3.1^ +��)%+#^2$ ^"�� 21^2,^� ^.0 �%1 )7^�)�11%"% � C^�,0*�)^

�)�11%"%�� 2%,+^ 0 /3%0 1^ 2$�2^  ��$^ "�� 2^ ��+^ ,+) 7^ � ^ .0  1 + 2^ %+^ ,+ ^

#0,3.%+#D^ �+�^  ��$^ #0 ,3.%+#^ *312^ ",)), 5^ 2$ ^ 1�* ^ .0%+�%.) C^ � ,0^

 6�*.) D^2,^�)�11%" 7^2$0  ^�+%*�)1D^ ��$^�+%*�)^1$,3)�^,+) 7^"%2^%+2,^

,+ ^#0 ,3.C^�^2%# 0D^5,)"D^�+�^8 �0 �^� ,3)�^� ^#0 ,3. �^%+2,^� � 2 #,0% 1^

13�$^�1^" )%+ D^��+%+ D^�+�^ /3%+ C^���$^#0,3.%+#^",)), 51^2$ ^1�* ^

<?9^̂k̂ �̂0 #�+%8�2%,+�)^�� 22 0+1
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.0%+�%.) ^ ,"^ #0,3.%+#^ 2$ ^ �+%*�)1^ �� � ,0 �%+#^ 2,^ 2$ %0^ �%,),#%��)^

"�*%)7C^�^"�3)27^�)�11%"%�� 2%,+^5,3)�^� ^"  )%+ D^��+%+ D^�+�^*�**�)^

� � � 31 ^" )%+ ^�+�^� �+%+ ^�0 ^�%,),# %��)^"�*%)% 1^�+�^*�**�)^0  "  01^

2,^ �^ �%,),# %��)^ �)�11C^ �2%))^ "302$ 0D^  ��$^ 1. �% 1^ ��+^ � ^ �0 ,(  +^ 3.^

%+2,^13�#0,3.1^�+�^�%4%1%,+1^)%( ^%+^�� 22) D^� 0  " ,0 �1^�+�^
  01 71^�0 ^

�,2$^� � 22) D^�32^,+ ^%1^�^�  "^�+%*�)^�+�^2$ ^,2$ 0^%1^�^��%07^�+%*�)C^

Informal Classification 

	+",0*�)^ �)�11%" %�� 2%,+^ ��+^ $ ).^ 7 ,3^ �0  � 2 ^ �^ 0 �� 0 T�  + 2 0 �^

� ,**3+%� � 2%,+^ 5$ +^ 7,3^ +  �^ 2,^ ,0 #�+%8 ^ %+",0*� 2%,+^ ��,32^ �^

)�0# ^ +3*� 0^ , "^ %2 *1^ �32^ " %+�^ %2^ %*.,11%�) ^ ,0^ 3+� 1%0 ��) ^ 2,^

�)�11%"7^2$ *^�� � ,0 �%+#^2,^2$ ^(%+�^,"^,�' � 2%4 ^�$�0 �� 2 0%12%�^2$�2^

%1^+ �  11�0 7^",0^",0*�)^�)�11%" %�� 2%,+C^

	+",0*�)^ �)�11%" %�� 2%,+^�%"" 01^"0,*^" ,0*�)^ �)�11%" %�� 2%,+^� � � 31 ^

2$ ^ #0,3.%+#1^ +  �^ +,2^ ",)), 5^ �^ � ,+1%12 +2^ .0%+�%.) ^ ,"^

�)�11%"%�� 2%,+F^ $,5  4 0D^ )%( ^ ",0*�)^ �)�11%" %�� 2%,+D^  ��$^ "�� 2^ 1$,3)�^

12%))^,+)7^"%2^%+2,^,+ ^#0 ,3.%+#C^�,0^ 6�*.) D^�^2%# 0D^5,)"D^�+�^8 �0 �^

� ,3)�^ � ^ �)�11%" % �^ %+2,^ � �+%+ 1^ �+�^ �"0%��+^ *�**�)1C^ �$ ^

#0,3.%+#1^ �,^ +,2^ " ,)), 5^ �^ � ,+1%12 +2^ .0%+�%.) D^ �32^  ��$^ �+%*�)^

� �+^,+) 7^� ^#0,3. �^%+2,^,+ ^� � 2 #,0 7C^	+",0*�)^�)�11%" %�� 2%,+^%1^�^

4�)%�^,0#�+%8�2%,+�)^.� 22 0+^�+�^� �+^� ^4  0 7^31 "3)^2,^0 �� 01^5$ +^

.0 ,. 0 )7^31 �C^

Partitioning 

� �0 2%2%,+%+#^ 0 "  01^ 2,^ � 1�0%�%+#^ �+^ ,�' � 2C^ 	"^ �^ �

�0 #�+%8�2%,+�)^�� 22 0+1̂ k̂̂ <̂?:



,�3* + 2^*312^� ^50%22 +^��,32^�^

�%�7�) D^�^50%2 0^*� 7^ �%4%� ^2$ ^ � 1�0%.2%,+^%+2,^2$ ^1*�)) 0^ .�0 21^

, "^2$ ^�%�7�) C^�^50%2 0^*� 7^"%012^� 1�0%� ^2$ ^�0 �(%+#^1712 *D^2$ +^

2$ ^ # �0^ 1712 *D^ 2$ +^ 2$ ^ "0�* D^ 1 � 2D^ �+�^ 2%0 1C �̂ 7^ �%4%�%+#^ 2$ ^

�,�3* + 2^%+2,^1*�)) 0^.�0 21D^%+",0*� 2%,+^� � ,* 1^ �1% 0^2,^),�� 2 ^

�+�^2$ ^�,�3* + 2^� � ,* 1^*,0  ^31 "3)^2,^2$ ^0 �� 0 C^

�5)$%,).%3�&/2�
 %3#2)").'�!.��"*%#4�

:C^Choose a princip le of classif ication sui ted to y our r eaders 

and purpose. 

;C^ Use only one basis f or parti tioning a t a time. 

<C^Arr ange the parts o f your description in a w ay your r eaders 

will f ind useful. 

=C^When descri bing each part, pr ovide details tha t y our r eaders 

will f ind useful. 

>C Înclude gr aphics if the y will hel p your r eaders under stand 

and use your inf orma tion abou t the object. 

                                                               
                

<?; ^̂k̂ �̂0 #�+%8�2%,+�)^�� 22 0+1
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119. Classifying Report - How 
to Organize 

�2 ' !.):%�).&/2-!4)/.�).4/�,/')# !,�'2/503��

�1^5%2$^� 1�0%�%+#D^+�00� 2%+#D^� "%+%+#D^�+�^�,*.�0%+#D^�)�11%"7%+#^%1^

�^� ,*.,+ + 2^,"^�))^50%2%+#^# +0  1C^
312^�1^50%2 01^.� 31 ^2,^� 1�0%� ^

%� �1^�+�^ 4 + 21^,0^� "%+ ^+ 5^� ,+�  .21^%+^*,12^�,�3* + 21D^2$ 7^

0,32%+ )7^ �)�11%"7^ %+",0*� 2%,+TT2$�2^ %1D^ 1$,5^ ,0^ 2 ))^ 0 �� 01^ $, 5^

%+",0*� 2%,+^��+^� ^#0 ,3. �^%+2,^� � 2 #,0% 1C^

� � � �1%,+�))7D^ �+^  +2%0 ^ �,�3* + 2^ ",�31 1^ ,+^  6.)�%+%+#^ �^

2�6,+,* 7U2$�2^%1D^�^1�$ * ^,"^�)�11%"%�� 2%,+C^

Why Classify I nf orma tion ? 

� ,^ *�(  ^ (+, 5) �#  D^ 5 ^ 0,32%+ )7^ �� 2 #,0%8 ^ %+",0*� 2%,+C^ �^

�%,),# %12^*%#$2^0 "  0^2,^2$ ^. 0%,�%�^2��) C^�^*31%�%�+^*%#$2^1. �(^

��,32^� ,3+ 207^*31%�D^+ 5^�#  ^*31%�D^'�88D^,0^2 �$+,C^�^*, 4% ^�0%2%�^

*%#$2^ 2�)(^ ��,32^ 131. +1 D^ 2$0%)) 0D^ �0�*�D^ ,0^ � ,* �%�^ *, 4% 1C^ �^

0 )%#%,31^ 123�% 1^ .0, " 11,0^ *%#$2^ �%1�311^ �$0%12%�+^ 0 )%#%,+1D^


31)%*^ 1 � 21D^ �+�^ �3��$%12^ .0�� 2%� 1C^ �1^ �^ �,)) #  ^ 123� + 2D^ 7,3^

*%#$2^ 2�)(^ ��,32^ 1. �%"%�^ �,)) #  1[^ 1.,0 21^ 2 �*1^ �� � ,0 �%+#^ 2,^ 2$ ^

�%4%1%,+1^2$ %0^2 �*1^ .)� 7^%+C^�+%4 01%2% 1^,"2 +^13��%4%� ^ �0 �1^ , "^

1. �%�)27^�� � ,0 �%+#^2,^2$ ^",)), 5%+#^�� 2 #,0% 1E^

:C^� � 230�)^1�% +�  1^

K^ �#0%�3)230 ^

K^ � ,),# 7^

K^ � %,),#7^

K^ �,,),# 7^

;C^�,�%�)^1�% +� 1^

�)�11%"7%+#^� .,0 2^T^�, 5^2,
�0 #�+%8 ^̂k̂ <̂?<



K^ � 17�$,),# 7^

K^ � ,)%2%��)^��% +�  ^

K^ �,�%,),# 7^

K^ �+ 2$0,.,),# 7^

K^ �,�%�)^5 ,0 (^

<Ĉ̂�..)% �^1�% +�  ^

K^ � %,* �%�%+ ^

K^ 
� 2$ *� 2%�1^

K^ �$ *%120 7^

K^ �+# %+  0%+#^

K^ � $71%�1^

=C^�3*�+% 2% 1^

K^ �+# )%1$^)%2 0� 230 ^

K^ �* 0%� �+^123�% 1^

K^ � %12,07^

K^ 	+2 0�%1�%.)%+�07^123�% 1^

K^ 
 ,� 0+^)�+#3�#  1^

K^ �0 �$%2 � 230 ^

K^ �0 2^$%12,07^

>C^�%+ ^�021^

K^ � �%+2%+#^

K^ ��3).230  ^

K^ � 0 �*%�1^

K^ �$ � 2 0^

�%( 5%1 D^7,3^5 ,3)�^#0 ,3.^%+",0*� 2%,+^%+^�^�)�11%"%�� 2%,+^0 .,0 2^�7^

),# %��)^#0,3.1^�%* �^� 2^�,**3+%� � 2%+#^7,30^* 11�#  Ĉ �̂ ,0^ 6�*.) D^

13..,1 ^	^�*^# ,%+#^2,^50%2 ^�^0 .,0 2^,+^2$ ^�%"" 0  + 2^�� 2%4%2% 1^2$�2^

�^4%1%2,0^��+^ +#�#  ^%+^5$ +^$ N1$ ^%1^%+^2,5+Ĉ 	̂^5 ,3)�^.0 ,���) 7^

#0,3.^2$ *^)%(  ^2$%1E^

<?=^̂k̂ �̂)�11%"7%+#^� .,0 2^T^�, 5^2,^�0 #�+%8 



�� 2%4%2% 1^,"^$%12,0%��)^1%#+%"%��+�  ^,0^� 2^$%12,0%��)^)�+�*�0 (1^


31%� �)^�� 2%4%2% 1^,0^�4 + 21^

�$ � 2 0^�� 2%4%2% 1^,0^�4 + 21^

�32�,,0^�� 2%4%2% 1^,0^� +3 1^

�  12� 30�+ 21^�+�^��01^

� . +�%+#^ ,+^ 5$ 2$ 0^ 	^ 5�+ 2 �^ 2,^ . 013�� ^ 4%1%2,01^ 2,^ �22 +�^

2$ 1 ^  4 + 21^ ,0^ 1%*.)7^ 2,^ %+",0*^ 2$ *D^ 	^ 5 ,3)�^ ��'312^ * 7^ 2,+ ^

�+�^ )�+#3�#  Ĉ 	̂^ 5 ,3)�^ �)1,^ .0 ,���) 7^ *�(  ^ 1 4 0 �)^ 4 01%,+1Ĉ̂�+ ^

5 ,3)�^ 2�0 # 2^ �^ 7,3+#D^ 1%+#) ^ � 3�% +�  F^ ,+ ^ 5 ,3)�^ 2�0 # 2^ "�*%)% 1F^

,+ ^̂5 ,3)�^2�0 # 2^�31%+ 11 1^2$�2^*� 7^5�+ 2^2,^�,* ^2,^2, 5+^",0^�^

� ,+ 4 + 2%,+Ĉ̂�3�% +�  ^�+�) 71%1^%1^�03�%�)^� � � 31 ^%2^�"" � 21^2$ ^2,+ ^

�+�^)�+#3�#  D^�32^%2^�)1,^�"" � 21^2$ ^�� 2 #,0% 1^7,3^� ,* ^3.^5% 2$Ĉ

� ,0^ 6�*.) D^%"^* 7^�3�% +�  ^%1^"�*%)% 1D^	^5,3)�^.0 ,���) 7^�$�+#  ^2$ ^

)�12^#0,3.^2,^'312^�  12� 30�+ 21^,0^��*%)7^�0% +�)7^�  12� 30�+ 21C^

�)�11%"7%+#^� .,0 2^T^�, 5^2,^�0 #�+%8 ^̂k̂ <̂?>



120. Comparing and 
Contrasting 


 %?.%�#/.4%.4�"9�#/-0!2).'�!.$�#/.42!34).'�#!4%'/2)%3�/2�
#,!33%3�/&�/"*%#43��

�,*.�0%+#^ �+�^ � ,+ 20�12%+#^ %113 1^ ��+^ � ^ �^ ., 5  0"3)^ 5 � 7^ 2,^

,0 #�+%8 ^ �+�^ 3+� 012�+�^ (+, 5) �#  C^ �7.%��)) 7D^ �,*.�0%+#^ �+�^

� ,+ 20�12%+#^0 /3%0 ^7,3^2,^� " %+ ^�^�)�11^,0^�� 2 #,0 7^,"^,�' � 21^�+�^

2$ +^ � " %+ ^ 2$ %0^ 1%*%)�0%2% 1^ �+�^ �%"" 0  +�  1Ĉ^� ,3^ *� 7^ � ^ �1(  �^

2,^ � ,*.�0  N� ,+ 20�12^25 ,^%2 *1^13�$^ �1^*, 4% 1D^)�.^2,.1D^ ,0^  4 +^

2$ ,0% 1Ĉ̂� $� 2^ 7,3^ 31 ^ �1^ 7,30^ ��1%1^ ,"^ �,*.�0%1,+^ �0  ^� �)) �^

7,30^�0%2 0%�Ĉ̂	^*� 7D^",0^ 6�*.) D^�$,,1 ^2,^� ,*.�0  N� ,+ 20�12^25 ,^

)�.2,.1^	^ �*^%+ 2 0 12 �^%+^�37%+#C^̂ 	^5,3)�^ � ,+1%� 0^2$ ^.0%� D^2$ ^

* *,0 7^ 1%8 D^ �+�^ 2$ ^ 1, "25 �0  ^ 2$ ^ *��$%+ ^ � ,* 1^ 5% 2$^ P%"^ �+7QĈ

���$^,+ ^, "^2$ 1 ^%2 *1^P.0%� D^* *,0 7^1%8 D^�+�^1, "25 �0  Q^�0 ^2$ ^

�0%2 0%�C^

*">@:^

�,*.�0%+#^ �+�^ � ,+ 20�12%+#^ �0 ^4 0 7^+�230�)^ .0 ,�  11 1D^ �^120� 2 #7^

5  ^  *.), 7^ %+^ ,30^  4 0 7�� 7^ )%4 1^ 2,^ 3+� 012�+�^ %� �1^ �+�^  4 + 21C^

�  ^ ) �0+^+ 5^%� �1^ � 7^ �,*.�0%+#^2$ ^+ 5^%� �1^5%2$^5$� 2^5 [4 ^

) �0+ �^ %+^ 2$ ^ .�12C^ � ^ 3+� 012�+�^ �%" " 0  +�  1^ � 25   +^ . ,.) ^

�+�^  4 + 21^ �7^ �,*.�0%+#^ + 5^  4 + 21^ �+�^ . ,.) ^ 2,^ .�12^ . ,.) ^

�+�^  4 + 21C^ �,*.�0%1,+1^ �0  ^ , "2 +^ � ,+�3� 2 �^ 2,^ .0 , 4 ^ 2$� 2^ ,+ ^

� ,+�  .2^,0^,�' � 2^%1^13. 0%,0^2,^�+,2$ 0C^� ,.) ^1 ))%+#^�^#0�+ 2^%� �^

,0^�31%+ 11^.0,.,1�)^,0^. ,.) ^*�0 (  2%+#^�^.0,�3� 2^*� 7^�,*.�0  ^

�+�^ � ,+ 20�12^ ,+ ^ %� �^ ,0^ .0 ,�3� 2^ 2,^ �+,2$ 0D^ ��4,� � 2%+#^ 2$ %0^

.,1%2%,+C^ �1^ �,+13* 01D^ 5  ^ 0,32%+ )7^ �,*.�0  ^ �+�^ � ,+ 20�12C^ �,0^

 6�*.) D^7 ,3^� ,3)�^� ,*.�0  ^
�<^.)� 7 01^� 7^#,%+#^2,^�+^,+)%+ ^1%2 ^

�+�^+,2%+#^�%"" 0  + 2^�0�+�1D^.0,�3� 21D^� 1�0%.2%,+1D^.0%� 1D^1$%..%+#^

� ,121D^ � �) 0^ 0�+(%+#1D^ �+�^ 2$ ^ 12�2 1^ ,"^ 2$ ^ � �) 01C^ �,3^ � ,3)�^

� ,*.�0  ^ 31 �^ � �01^ � 7^ +,2%+#^ 2$ %0^ *�( N*,� )D^ � ,12D�,+13* 0^

<??^̂k̂ �̂,*.�0%+#^�+�^�,+ 20�12%+#



�  .,0 21^0�+(%+#D^ �+�^ �4�%)��%)%27C^ �23� + 21^ �0 ^ "0 /3 + 2)7^ �1(  �^2,^

� ,*.�0  ^ �+�^ � ,+ 20�12^ 2,.%�1^ ",0^  11� 7^  6�*%+� 2%,+1C^ 	+^ "�� 2D^

� ,*.�0%+#^ �+�^ � ,+ 20�12%+#^ �0 ^  620 * ) 7^ �,**,+^ �� �� *%�^

 6 0 �%1 1C^

�/ 7�4/��&&%#4)6%,9��/-0!2%�!.$��/.42!34��.&/2-!4)/.�

� $ +^ � ,*.�0%+#^ �+�^ � ,+ 20�12%+#D^ 7,3^ � �+^  %2$ 0^ �$3+(^ ,0^

1 /3 +�  ^7,30^�+�) 71%1C^� $ +^7,3^�$3+(^7 ,3^�+�) 71%1D^7,3^" %012^2�)(^

��,32^ �$,%�  ^ �D^  6.)%�� 2%+#^ 5$�2 4 0^ .,%+21^ 7,3^ 5%1$D^ �+�^ 2$ +^

�%1�311^�$,%� ^�D  ̂)��,0 � 2%+#^�1^+ �  11�0 7C^�,0^ 6�*.) D^%"^7,3^5  0  ^

� ,*.�0%+#^ 2$ ^ 
%�*%^ � 300%��+ 1^ " ,,2��))^ 2 �*^ 2,^ 2$ ^ �  �0 �1(�^

�,0+$31(  01D^ 7,3^ � ,3)�^ $� 4 ^ �^ .�0 �#0 �.$^ ,0^ 1,^ ��,32^ 2$ ^

� 300%��+ 1^�+�^2$ +^*, 4 ^,+^2,^2$ ^�,0+$31(  01C^

�)2 0+� 2%4 ) 7D^ 5$ +^ 1 /3 +�%+#D^ 7,3^ " )%."),.^ 7 ,30^ �+�) 71%1D^

�%1�311%+#^,+ ^�,*.,+ + 2^,"^�$,%�  ^�^�+�^�$,%�  ^�D^2$ +^�+,2$ 0^

� ,*.,+ + 2^ ,"^ �$,%�  ^ �^ �+�^ �$,%�  ^ �D^ �+�^ 1,^ ,+C^ � ,0^  6�*.) D^ %"^

7,3^5  0  ^ �0 #3%+#^5$,^5,3)�^ *�(  ^ �^ � 22 0^ .0 1%� + 2D^ � ,0 # ^ � C^

� 31$^ ,0^ �)^ �,0  D^7,3^ � ,3)�^ �%1�311^ � 31$^ �+�^ �,0  [1^4% 51^ ,+^2$ ^

 + 4%0,+* + 2D^2$ +^2$ %0^4% 51^,+^$ �)2$^� �0  ^0 " ,0*D^2�6� 2%,+D^�+�^

1,^,+C^

�  ,.) ^ 1  *^ 2,^ " %+�^ 2 621^ 2$�2^ 1 /3 +�  ^ %+",0*� 2%,+^  �1% 0^ 2,^

",)), 5^2$�+^2 621^2$�2^�$3+(^%+",0*� 2%,+D^. 0$�.1^� � � 31 ^ ��$^3+%2^

, "^�+�) 71%1^%1^�,*.�0  �^2%2^",0^2�2C^	+^,2$ 0^5 ,0 �1D^7,3^�,+ [2^+  �^2,^

$,)�^%+^7,30^* *,0 7^5$� 2^2$ ^50%2 0^1�%�^��,32^� 3�' � 2^�D^�,.%�^<^

5$%) ^0 ��%+#^�3�' � 2^�D^�,.%�1^:^�+�^;C^

^

�,*.�0%+#^�+�^�,+ 20�12%+#̂̂k̂ <̂?@



Chunking Sequencing 

�$,%�  ^�^

	C^�3�' � 2^�^
�C �̂ ,.%�^:^

� 3�' � 2^�^
�C^�,.%�^;^

� 3�' � 2^�^
�C^� ,.%�^<^

		Ĉ� 3�' � 2^�^
�C �̂ ,.%�^:^

� 3�' � 2^�^
�C �̂ ,.%�^:^

� 3�' � 2^�^
�C �̂ ,.%�^:^

�$,%�  ^�^

	C^�,.%�^:^
�C^
�C^
		C^�,.%�^;^
�C^
�C^
			C^�,.%�^<^
�C^
�C^

�8!-0,%�

K^ � �� 2^�$  2E^�%0)%+ ^1 �30%27E^� � 0 �)%8%+#^5,0 (  01^�2^%113 ^",0^

)� 5*�(  01^� 7^��� C^

<?Â k̂̂ �̂,*.�0%+#^�+�^�,+ 20�12%+#

http://edition.cnn.com/2001/US/11/15/rec.airport.security.facts/index.html
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121. Video: Integumentary 
System Epithelial 
Classification 

A YouTube element has been excluded from this ver sion of the 

text. You can view it online her e: 

https:/ /libr ary.achievingthedr eam.org/

epcctechnicalwriting/?p= 158 

� %� ,E^	+2 #3* + 2�07^�712 *
� .%2$ )%�)^�)�11%"%�� 2%,+̂̂k̂ <̂?B

https://library.achievingthedream.org/epcctechnicalwriting/?p=158#pb-interactive-content
https://library.achievingthedream.org/epcctechnicalwriting/?p=158#pb-interactive-content


122. Video: How to Write a 
Comparative Analysis 

A YouTube element has been excluded from this ver sion of the 

text. You can view it online her e: 

https:/ /libr ary.achievingthedr eam.org/

epcctechnicalwriting/?p= 159 

<@9̂̂k̂ �̂ %� ,E^� , 5^2,^� 0%2 ^�
�,*.�0 � 2%4 ^�+�) 71%1

https://library.achievingthedream.org/epcctechnicalwriting/?p=159#pb-interactive-content
https://library.achievingthedream.org/epcctechnicalwriting/?p=159#pb-interactive-content


123. Video: How To Write The 
Perfect Press Release 

$22.ENN7,323C� N� /$9�� �"* 4�^

� %� ,E^� , 5^� ,^� 0%2 ^�$ ^�  0"  � 2
�0  11^�  ) �1 ^̂k̂ <̂@:



124. Video: How To Write A 
Press Release For Internet 
Marketing Promotion 

$22.ENN7,323C� N%�"� � 7:%6;#^

<@;̂ k̂̂ �̂ %� ,E^� , 5^� ,^� 0%2 ^�^�0  11
�  ) �1 ^� ,0^	+2 0+ 2^
�0 (  2%+#



PART XII 

INFORMATIVE 
PRESENTATIONS 

	+",0*� 2%4 ^�0  1 + 2�2%,+1̂̂k̂ <̂@<





125. Presentations Overview 

�%!2.). '��"*%#4)6%3�


 ,�3) E^:9^�0  1 + 2�2%,+1^

K^ � �0+^��,32^,0 �)^.0  1 + 2�2%,+1^

K^ � �0+^��,32^%+",0*� 2%4 ^.0  1 + 2�2%,+1^

K^ � �0+^��,32^. 013�1%4  ^.0  1 + 2�2%,+1^

K^ �%.1^",0^�0  � 2%+#^ "" � 2%4 ^.0  1 + 2�2%,+1^

^

	 [*^ 130 ^ 7,3 [4 ^ $ �0 �^ 2$� 2^ 2$ ^ " �0^ , "^ .3�)%�^ 1. �(%+#^ 0�+(1^

$%#$ 12^",0^*,12^. ,.) C ^̂	+^2$ ^�31%+ 11^1 22%+#D^$,5  4 0D^7,3^*� 7^

� ^ �1(  �^2,^ .0  1 + 2^7,30^"%+�%+#1D^0 .,0 21D^ �+�^ ,2$ 0^%+",0*� 2%,+^

4%�^�+^,0�)^.0  1 + 2�2%,+Ĉ̂� $7^%1^2$%1^1 � 2%,+^%+^�^2 �$+%��)^50%2%+#^

2 62I^̂ � � � 31 ^ *�+ 7^ 2%* 1^ 2$ ^ 50%22 +^ 2 �$+%��)^ 50%2%+#^ .% �  ^ %1^

�� � ,*.�+% �^ � 7^ 2$ ^ ,0�)^ .0  1 + 2�2%,+^ �+�^ �)1,^ � � � 31 ^  " " � 2%4 ^

�31%+ 11^ .0 1 + 2�2%,+1^ ",)), 5^ .0%+�%.) 1^ 2$�2^ �0 ^ 31 �^ %+^ 50%22 +^

2 �$+%��)^50%2%+#^�,**3+%� � 2%,+C^

� ,3^5%))D^",0^ 6�*.) D^$� 4 ^2,^�+�) 78 ^7,30^� 3�% +�  ^2,^1  ^$, 5^

7,3^ � �+^ � 12^ � ,+ 4 7^7,30^* 11�#  Ĉ �̂ 1%#+^ �+�^ " ,0*� 2^ .0%+�%.) 1^

�0  1 + 2�2%,+1^�4 0 4% 5 ^̂k̂ <̂@>



31 �^ %+^ 2 �$+%��)^ 50%2%+#^ �0 ^ �)1,^ 31 �^ %+^ .0 1 + 2�2%,+1Ĉ̂�  ^

�.. +�%6^� "̂,0^*,0  ^%+",0*� 2%,+^��,32^� 1%#+^�+�^4%13�)1C^

Oral Presentation 

�$ ^" ,0*� 2^",0^2$ ^	+1203�2%,+�)^�0�)^�0  1 + 2�2%,+^5%))^� ^"�*%)%�0^2,^

7,3Ĉ 	̂2^%+�)3� 1^2$ ^",)), 5%+#Ê̂	+20,�3� 2%,+D^�,�7^�+�^�,+�)31%,+C^

	+^2$ în tr oduction D^7,3^*312^

K^ 2 ))^2$ ^�3�% +�  ^$, 5^2$ ^.0  1 + 2�2%,+^%1^* �+%+#"3)^2,^2$ *D^

K^ 1$, 5^,. ++ 11^

K^ 2 ))^$,5^2$ ^.0  1 + 2�2%,+^0 )� 2 1^2,^.�12^ 6. 0% +�  1^, "^2$ ^

� 3�% +�  ^

K^ 2 ))^7,30^ 6. 0 2%1 ^0 #�0 �%+#^2$ ^2,.%�N%113 C^

�$ ^ .0  1 + 2�2%,+^ ,"^ 2$ 1 ^ 12 .1^ %1^ 0 "  00 �^ 2,^ �1^ 2$ ^ 
 � ��^ P`�Q^

.0%+�%.) E
̂  �+%+#"3)^ 2,^ �3�% +�  D �̂ . ++ 11^ , "^ 1. �(  0D�̂  )� 2 1^

2,^ .�12^  6. 0% +�  1D �̂ 6. 0 2%1 ^ ,"^ 2$ ^ 1. �(  0^ ,+^ 2$ ^ 13�' � 2D^ �+�^

2$ ^ 1. �(  0^� 4�)3� 2 �^ 2$ ^ � 3�% +�  ^ P(+, 51^ 5$� 2^ 2$ ^ ) 4 )^ , "^ 2$ ^

� 3�% +�  [1^(+, 5) �#  ^, "^2$ ^2,.%�N%113 ^%1QC^

� %012D^2$ ^1. �(  0^*312^*�(  ^2$ ^.0  1 + 2�2%,+^* �+%+#"3)^2,^2$ ^

� 3�% +�  D^ 1,^ 2$ 7^ 5�+ 2^ 2,^ )%12 +C^ 	"^ 2$ ^ .

0 1 + 2�2%,+^%1^

<@?̂̂k̂ �̂0  1 + 2�2%,+1^�4 0 4% 5

https://s3-us-west-2.amazonaws.com/courses-images-archive-read-only/wp-content/uploads/sites/297/2015/03/20165408/speaking.jpg
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+,2^ * �+%+#"3)D^ 2$ 0 ^ %1^ +,^ 0 �1,+^ 2,^ )%12 +C^ � � ,+�D^ 2$ ^ 1. �(  0^

*312^� ^,. +^2,^1$, 5^2$� 2^$ N1$ ^%1^5%))%+#^2,^$�4 ^2$ ^� 3�% +�  ^

� ^ �^ .�0 2^ ,"^ 2$ ^ .0 1 + 2�2%,+^ %+^ ,0� 0^ 2,^ 5%+^ 2$ ^ �,+" %� +�  ^ �+�^

13..,0 2^,"^2$ ^�3�% +�  C^�$%0�D^2$ ^1. �(  0^*312^*�(  ^2$ ^13�' � 2^

0 )� 2%4 ^ 2,^ 2$ ^ � 3�% +�  [1^  6. 0% +�  D^ 1,^ 2$ ^ �3�% +�  ^ � �+^ �0 � 5^

.�0 �)) )1^ %+^ ,0� 0^ 2,^ �0  � 2 ^ %+2 0 12^ %+^ 2$ ^ 13�' � 2^ �+�^ �^ � 22 0^

3+� 012�+�%+#^ , "^ 2$ ^ *� 2 0%�)C^ �,30 2$D^ 2$ ^ 1. �(  0^ *312^ 0 )� 7^

 6. 0 2^(+, 5) �#  ^2,^*�(  ^$%*N$ 0^�0 �%�) C^�6. 0 2^(+, 5) �#  ^� �+^

� ^ . 01,+�)^  6. 0% +�  1^ , "^ 2$ ^ 1. �(  0^ �+� N,0^ 0 1 �0 �$ �^

%+",0*� 2%,+C^ �$ ^ 1. �(  0^ *312^ .0 , 4%� ^ 2$ ^ 1,30�  ^ , "^ 2$ ^  6. 0 2^

%+",0*� 2%,+C^ ��12D^ %2^ %1^ %*.,02�+2^ 2$�2^ 2$ ^ 1. �(  0^  4�)3� 2 ^ 2$ ^

� 3�% +�  ^ 2,^ '3�#  ^ $, 5^ *3�$^ 2$ ^ � 3�% +�  ^ *� 7N*� 7^ +,2^ (+, 5^

��,32^ 2$ ^ 13�' � 2C^ 	2^ *� 7^ � ^ + �  11�0 7^ 2,^ 0 4%1 ^ 1)%#$2)7^ 2$ ^

.0  1 + 2�2%,+D^) � 4%+#^,32^ *.$�1%1^,0^���%+#^ *.$�1%1D^2,^(  .^2$ ^

.0  1 + 2�2%,+^0 )� 2%4 ^2,^2$ ^� 3�% +�  [1^3+� 012�+�%+#C^

�$ ^ body^, "^ 2$ ^ .0 1 + 2�2%,+^ � #%+1^ 5%2$^ 5$� 2^ 7,3^ 5 �+ 2^ 2$ ^

� 3�% +�  ^2,^(+, 5 D^�+�^.0 1 + 21^2$ ^%+1203�2%,+C^

�$ ^ conclusion ,̂ "^2$ ^.0 1 + 2�2%,+^�0% ")7^13**�0%8  1^2$ ^12 .1^

%+^2$ ^�,�7C^

�+^%+1203�2%,+�)^0 .,0 2^1%*.)7^#%4 1^%+1203�2%,+C^�,^+,2^���^7 ,30^

,.%+%,+^ 0 #�0 �%+#^ � + " %21^ ,0^ �,+1 /3 +�  1C^ 
̂312^ #%4 ^ 2$ ^

%+1203�2%,+1^,+^$,5^2,^�,^1,* 2$%+#C^

See the following example:  
$22.1ENN1<T31T5 12T;C�*�8 ,+� 51C�,* N, 0" %) 1N

2 �$+%��)`50%2%+#N

�6�*.) `	 +",0*� 2%4 `�0 �)`�0  1 + 2�2%,+`	+12�))%+#`�`$�0 �`�0%4 C�

,�^

�0  1 + 2�2%,+1^�4 0 4% 5 ^̂k̂ <̂@@
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126. Functions of the 
Presentation to Inform 

Informative Presentations 

	+",0*� 2%4 ^ .0  1 + 2�2%,+1^ ",�31^ ,+^ $ ).%+#^ 2$ ^ � 3�% +�  ^ 2,^

3+� 012�+�^ �^ 2,.%�D^ %113 D^ ,0^ 2 �$+%/3 ^ *,0  ^ �) �0 )7Ĉ� ,3^ *%#$2^

1� 7D^X	1^2$�2^�))IY^�+�^2$ ^�+15  0^%1^�,2$^7 1^�+�^+,C^�+^�" "%0*�2%4 ^

0 1.,+1 ^ 3+� 01� ,0  1^ 2$ ^ %� �^ 2$� 2^ %+",0*� 2%4 ^ 1.  �$ 1^ �,^ +,2^

1  (^2,^*,2%4 � 2 ^2$ ^�3�% +�  ^2,^�$�+#  ^2$ %0^*%+�1D^��,.2^�^+ 5^

%� �D^ 12�02^ �^ + 5^ $��%2D^ ,0^ # 2^ ,32^ 2$ 0 ^ �+�^ 4 ,2 C^ �$ 7^ *� 7D^

$, 5  4 0D^ %+",0*^ � 3�% +�  1^ ,+^ %113 1^ 2$�2^ *� 7^ � ^ 3+� 0^

� ,+1%� 0 � 2%,+^%+^ �+^  ) � 2%,+^ ,0^0 "  0  +�3*C^ �+^2$ ^ ,2$ 0^$�+�D^ �^

+ #� 2%4 ^0 1.,+1 ^0  �" "%0*1^2$ ^%� �^2$� 2^2,^�,**3+%� � 2 ^�^2,.%�D^

%113 D^ ,0^ 13�' � 2^ �) �0 )7^ %1^ �^ �$�)) +# ^ %+^ %21 )"^ �+�^ 1$,3)�+ [2^ � ^

4% 5  �^�1^�^1%*.)%12%�^.0,�  11C^�$ 0 ^�0  ^�%12%+�2^"3+�2%,+1^%+$ 0 + 2^

%+^�^1.  �$^2,^%+",0*D^�+�^7 ,3^*� 7^�$,,1 ^2,^31 ^,+ ^,0^*,0  ^, "^

2$ 1 ^"3+� 2%,+1^%+^7,30^1.  �$C^� 2[1^2�( ^�^),,(^� 2^2$ ^"3+�2%,+1^�+�^

1  ^$, 5^2$ 7^0 )� 2 ^2,^2$ ^� + 20�)^,�' � 2%4 ^, "^"��%)%2�2%+#^�3�% +�  ^

3+� 012�+�%+#C^

�(!2 %�

�$ ^ ��1%�^ � " %+%2%,+^ ,"^ �,**3+%� � 2%,+^ $%#$)%#$21^ 2$ ^ .0 ,�  11^ , "^

3+� 012�+�%+#^�+�^1$�0%+#^* �+%+#C^�+^%+",0*� 2%4 ^1.  �$^",)), 51^

2$%1^ � "%+%2%,+^ %+^ 2$ ^ �1. � 2^ ,"^ 1$�0%+#^ �,+ 2 +2^ �+�^ %+",0*� 2%,+^

5%2$^ �+^ �3�% +�  C^ �,3^ 5 ,+ [2^ � ^ �1(%+#^ 2$ ^ �3�% +�  ^ 2,^ �� 23�))7^

�,^ �+ 72$%+#^%+^2 0*1^ ,"^ ,"" 0%+#^ �^0 1.,+1 ^ ,0^1,) 4%+#^ �^ .0,�) *C^

	+12 ��^ 7 ,3 [))^ � ^ , "" 0%+#^ 2,^ 1$�0 ^ 5%2$^ 2$ ^ �3�% +�  ^ 1,* ^ , "^ 2$ ^

%+",0*� 2%,+^7,3^$� 4 ^#� 2$ 0 �^0 )� 2%+#^2, �̂^2,.%�C �̂$%1 �̂�2 ,̂"^1$�0%+#^

<@Â̂k̂ �̂ 3+� 2%,+1^,"^2$ ^�0 1 + 2�2%,+
2,^	+",0*



5%))^ 0 �3�  ^ %#+,0�+�  D^ %+�0 �1 ^ ) �0+%+#D^ �+�^ "��%)%2�2 ^

3+� 012�+�%+#^, "^7,30^�$,1 +^2,.%�C^

�. #2%!3%��.$%234!.$).'�

� , 5^5  ))^�, 1^7 ,30^� 3�% +�  ^#0�1.^2$ ^%+",0*� 2%,+I^�$%1^1$,3)�^� ^

�^#3%�%+#^/3 12%,+̂2,^7,3^,+^25 ,^) 4 )1C^�$ ^"%012^%+4,) 4 1^5$� 2^2$ 7^

�)0 �� 7^(+, 5 V,0^�,+ [2^(+,5 V��,32^7 ,30^2,.%�D^�+�^5$� 2^( 7^2 0*1^

,0^ %� �1^ *%#$2^ � ^ + �  11�0 7^ ",0^ 1,* ,+ ^ � ,*.) 2 )7^ 3+"�*%)%�0^

5%2$^7,30^2,.%�^2,^#0�1.^2$ ^%� �1^7,3^�0  ^.0  1 + 2%+#C^�$ ^1 � ,+�^

%+4,) 4 1^7,30^.0  1 + 2�2%,+^�+�^2$ ^%))3120� 2%,+^,"^%� �1C^�^��0^�$�0 2D^

�^ .% ^ #0�.$D^ �+�^ �^ 4%� ,^ �)%.^ *� 7^ �))^ 1 04 ^ 7,3^ �+�^ 2$ ^ � 3�% +�  ^

5  ))D^ �32^ $,5^ 5%))^  ��$^ %+#0 �% +2^ %+^ 7,30^ 1.  �$^ � ,+ 20%�32 ^ 2,^

2$ %0^3+� 012�+�%+#I^ �$ ^ � 3�% +�  ^5%))^0 1.,+�^2,^7 ,30^ � 22 +2%,+^

12�2 * + 2^ �+�^ $,. "3)) 7^ *�%+2�%+^ %+2 0 12D^ �32^ $,5^ 5%))^ 7,3^ 2�(  ^

7,30^1.  �$^� 7,+�^13. 0" %�%�)^�, 4 0 �#  ^, "^�,+ 2 +2^�+�^ " " � 2%4 ) 7^

� ,**3+%� � 2 ^( 7^0 )� 2%,+1$%.1^2$�2^%+�0 �1 ^3+� 012�+�%+# I^�$ 1 ^

/3 12%,+1^1$,3)�^1 0 4 ^�1^�^�$�)) +#  ^",0^7,30^%+",0*� 2%4 ^1.  �$D^

�+�^ � 7^ ),,(%+#^ �2^ 7,30^ 1.  �$^ "0,*^ �+^ � 3�% +�  T,0% +2 �^

. 01. � 2%4 D^7,3^5%))^%+�0 �1 ^7 ,30^��%)%27^2,^%+�0 �1 ^2$ ^� 3�% +�  [1^

3+� 012�+�%+#C^

�(!. ' %��%2#%04)/.3�

� , 5^ 7,3^ . 0 �  %4 ^ 12%*3)%^ $�1^  4 0 72$%+#^ 2,^ �,^ 5%2$^ �^ 0�+#  ^ , "^

"�� 2,01^2$�2^ �0 ^3+%/3 ^2,^7,3C^ �  ^ �))^5 �+ 2^2,^ *�(  ^1 +1 ^ , "^ ,30^

5 ,0 )�D^1$�0 ^,30^ 6. 0% +�  1D^�+�^) �0+^2$�2^*�+ 7^. ,.) ^"��  ^2$ ^

1�* ^ �$�)) +#  1^ 5  ^ �,C^ 
�+ 7^ . ,.) ^ . 0 �  %4 ^ 2$ ^ .0 ,�  11^ , "^

1. �(%+#^ %+^ .3�)%�^ �1^ �^ 1%#+%"%��+ 2^ �$�)) +#  D^ �+�^ %+^ 2$%1^ 2 62D^ 5 ^

$� 4 ^�0 ,(  +^�, 5+^2$ ^.0 ,�  11^%+2,^1 4 0 �)^*�+�#  ��) ^12 .1C^	 +^1,^

�,%+#D^5 ^$� 4 ^2,^1,* ^� #0   ^�$�+#  �^7,30^. 0 �  .2%,+^, "^.3�)%�^

1. �(%+#C^�$ +^7,3^.0  1 + 2^7,30^1.  �$^2,^%+",0*D^7,3^*� 7^5�+ 2^

� 3+� 2%,+1^,"^2$ ^�0 1 + 2�2%,+^2,^	+",0* ^̂k̂ <̂@B



2,^ �$�+#  ^ 2$ ^ � 3�% +�  ^ * *� 0[ 1^ . 0 �  .2%,+1^ , "^ 7,30^ 2,.%� C^ �,3^

*� 7^ .0 1 + 2^ �+^ %+",0*� 2%4 ^ 1.  �$^ ,+^ �%0^ .,))32%,+^ �+�^ 5 �+ 2^ 2,^

�$�+#  ^ � ,**,+^ . 0 �  .2%,+1^13�$^ �1^2$ ^%� �^2$� 2^*,12^ , "^ � ,0 2$^

�* 0%� � [1^ �%0^ .,))32%,+^ �,* 1^ "0 ,*^ .0%4 � 2 ^ � �01D^ ,0^ 2$�2^ +3�) �0^

., 5  0^.)�+ 21^�0 ^�^*�',0^1,30 �  ^, "^�%0^.,))32%,+C^�,3^5 ,+ [2^� ^�1(%+#^

. ,.) ^2,^# ,^ ,32^�+�^4 ,2 D^,0^�$�+#  ^2$ %0^�$,%� ^ , "^ �32,*,�%) 1D^

�32^7,3^5%))^$ ).^7,30^ � 3�% +�  ^ �$�+#  ^2$ %0^ . 0�  .2%,+1^ , "^7,30^

2,.%�C^

�!).��+),,3�


312^ �1^ 7,3^ 5 �+ 2^ 2,^ %+�0 �1 ^ 2$ ^ � 3�% +�  [1^ 3+� 012�+�%+#D^ 7,3^

*� 7^ 5�+ 2^ 2,^ $ ).^ 2$ ^ �3�% +�  ^ * *� 01^ #�%+^ 1(%))1Ĉ 	"^ 7,3^ �0  ^

.0  1 + 2%+#^�^1.  �$^,+^$, 5^2,^*�(  ^1�)1�^"0,*^"0  1$^%+#0 �% +21D^

7,30^� 3�% +�  ^*� 7^2$�+(^7,3^" ,0^+,2^,+) 7^2$ ^(+, 5) �#  ^, "^2$ ^( 7^

%+#0 �% +21^�+�^2$ %0^.0 .�0 � 2%,+^�32^�)1,^2$ ^.0,�3� 2^�4�%)��) ^� 2^

2$ ^ � ,+�)31%,+C^ 	"^ 7,30^ � 3�% +�  ^ * *� 01^ $� 4 ^ + 4 0^ *�� ^ 2$ %0^
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 6.0  11%,+1^,0^. 0�  .2%,+1^2$�2^�0 ^*,�%" % �D^�)2 0 �D^,0^%*.�� 2 �^

� 7^ 7,30^ . 01,+�)^ �%�1D^  6. 0% +�  1D^ �+�^ ���(#0 ,3+�C^ 	+^ �+^

%+",0*� 2%4 ^ 1.  �$D^ 7,30^ � 3�% +�  ^ 5%))^  6. � 2^ 7,3^ 2,^ .0  1 + 2^ 2$ ^

%+",0*� 2%,+^%+^�^0 )� 2%4 ) 7^,�' � 2%4 ^",0*C^�$ ^1.  �$^1$,3)�^*  2^

2$ ^ � 3�% +�  [1^ +  �^ �1^ 2$ 7^ ) �0+^ ��,32^ 2$ ^ � ,+ 2 +2D^ +,2^ 7,30^

"  )%+#1D^�22%23� 1D^,0^�,** + 2�07^,+^2$ ^� ,+ 2 +2C^

�  0  ^�0  ^"%4 ^13## 12%,+1^2,^$ ).^7,3^.0  1 + 2^�^+ 320�)^1.  �$E^

:C^�   .^7 ,30^)�+#3�#  ^+ 320�)^�+�^+,2^4  0 7^.,1%2%4 ^",0^1,* ^

%113 1^5$%) ^4 0 7^+ #� 2%4 ^",0^,2$ 01C^

;C^ �   .^7 ,30^1,30 �  1^�0  �%�) ^�+�^+,2^"0 ,*^�%�1 �^,0 #�+%8�2%,+1C^

�$ ^� � 2%,+�)^�%") ^�11,�%� 2%,+^P���Q^5%))^$�4 ^�^�%�1 �^4% 5^, "^

2$ ^� � ,+�^�* +�* + 2D^",0^ 6�*.) D^�1^5%))^2$ ^�* 0%� �+^�%4%)^

�%� 0 2% 1^�+%,+^P� �� �Q^,+^�%4%)^0%#$21C^

<C �̂   .^7 ,30^.0  1 + 2�2%,+^��)�+�  �C^	"^7,3^31 ^�^1,30 �  ^2$� 2^

13..,0 21^,+ ^�) �0^1%� ^,"^�+^%113 D^%+�)3� ^�+^�)2 0+�2%4 ^

1,30 �  ^�+�^4% 5 C^�%4 ^ ��$^ /3�)^2%* ^�+�^0  1. � 2"3)^

� ,+1%� 0 � 2%,+C^

=C �̂   .^7 ,30^� 3�% +�  ^%+^*%+�C^�,2^ 4 0 7,+ ^5%))^�#0  ^5%2$^

 4 0 7^.,%+2^,0^1,30�  ^, "^ 4%� +�  D^�32^�%4 01%27^%+^7,30^1.  �$^

5%))^$�4 ^*,0  ^2,^, "" 0^ 4 0 7,+ C^

>C �̂   .^5$,^7 ,3^0 .0  1 + 2^%+^*%+�E^�,30^�31%+ 11^�+�^7,301 )"C^

� %9��!+%! 7!93�

K^ �$ ^.30.,1 ^, "^�+^%+",0*� 2%4 ^1.  �$^%1^2,^1$�0 ^%� �1^5%2$^

2$ ^� 3�% +�  D^%+�0 �1 ^2$ %0^3+� 012�+�%+#D^�$�+# ^2$ %0^

. 0 �  .2%,+1D^,0^$ ).^2$ *^#�%+^+ 5^1(%))1C^

K^ �+^%+",0*� 2%4 ^1.  �$^%+�,0.,0 � 2 1^2$ ^1. �(  0[1^.,%+2^,"^4% 5^

� 3+� 2%,+1^,"^2$ ^�0 1 + 2�2%,+^2,^	+",0* ^̂k̂ <̂A>



�32^+,2^� 22%23� ^,0^%+2 0.0  2�2%,+C^

^

<A?̂ k̂̂ �̂ 3+� 2%,+1^,"^2$ ^�0 1 + 2�2%,+^2,^	+",0*



127. Types of Presentations to 
Inform 

�80,!.!4)/.�

� � 4 ^7,3^ 4 0^)%12 + �^2,^�^) � 230 ^,0^1.  �$^5$ 0  ^7,3^'312^�%�+[2^

# 2^ %2I^ 	2^ 5�1+ [2^ 2$�2^ 7,3^ 5  0  + [2^ %+2 0 12 �D^ �2^ ) �12^ +,2^ �2^ "%012C^

�  0$�.1^2$ ^.0 , " 11,0^31 �^)�+#3�#  ^�+� '̂�0 #,+D^,0^#�4 ^�^� ,+"31%+#^

 6�*.) D^ ,0^ ,*% 22 �^ 1,* 2$%+#^ 2$�2^ 5,3)�^ $� 4 ^ )%+( �^ "�� 21^ ,0^

� ,+�  .21^ 2,#  2$ 0C^ �,,+^ 7,3^ .0 ,���) 7^ ),12^ %+2 0 12^ �+�^ 1� 2^ 2$ 0 D^

� 22 +�%+#^2$ ^1.  �$^,0^) � 230 ^%+^�,� 7^�32^� 0 2�%+)7^+,2^%+^*%+�C^

�+^  " " � 2%4 ^ 1.  �$^ 2,^ %+",0*^ 5%))^ 2�( ^ �^ � ,*.) 6^ 2,.%�^ ,0^ %113 ^

�+�^  6.)�%+^ %2^ 2,^ 2$ ^ �3�% +�  ^ %+^ 5� 71^ 2$�2^ %+�0 �1 ^ � 3�% +�  ^

3+� 012�+�%+#Ĉ �  0$�.1^ 2$ ^ 1.  �$^ 5$ 0  ^ 7,3^ "  )2^ ),12^ )��(  �^

� " %+%2%,+1^3."0,+ 2D^,0^ �^ �) �0^",3+�� 2%,+^%+^2$ ^%+20,�3� 2%,+C^�,3^

�  0 2�%+)7^ �%�+[2^ ) �0+^ *3�$D^ �+�^ 2$� 2[1^  6�� 2)7^ 5$� 2^ 7,3^ 5 �+ 2^ 2,^

� 4,%�^5$ +^7 ,3^���0  11^7,30^� 3�% +�  C^�,+1%� 0^$, 5^7,3^"  )2^�+�^

2$ +^"%+�^5� 71^2,^ 6.)�%+^7,30^2,.%�V 4%13�))7D^31%+#^� "%+%2%,+1^�+�^

 6�*.) 1D^ .0 , 4%�%+#^ �^ ��1 ^ 123� 7V2$� 2^ ��+^ )� 7^ �^ ",3+�� 2%,+^ ,+^

� ,**,+^#0 ,3+�^5% 2$^7,30^� 3�% +�  ^�+�^�3%)�^,+^%2C^

� ,^,+ ^)%( 1^2,^"  )^) " 2^,32C^�1^2$ ^1. �(  0D^%2[1^7,30^0 1.,+1%�%)%27^

2,^ +130 ^2$� 2^2$%1^�, 1+[2^$�.. +C �̂)1,^(+, 5^2$� 2^2,^2 ��$^1,* ,+ ^

1,* 2$%+#^ + 5 V. 0 $�.1^ �^ 1(%))^ 2$�2^ 2$ 7^ �%�^ +,2^ .,11 1^ ,0^ �^

. 01. � 2%4 ^2$� 2^�)),51^2$ *^2,^1  ^+ 5^� ,++ � 2%,+1V%1^�^0 �)^#%"2D^

�,2$^ 2,^ 7 ,3^ �+�^ 2$ ^ � 3�% +�  ^ * *� 01C^ � ,3^ 5%))^ "  )^ 0 5 �0 � �^

� � � 31 ^7,3^ *�� ^ �^ �%" " 0  +�  ^ �+�^2$ 7^5%))^ . 0�  %4 ^2$ ^#�%+^%+^

2$ %0^,5+^3+� 012�+�%+#C^

�7. 1^, "^�0 1 + 2�2%,+1^2,
	+",0* ^̂k̂ <̂A@



� %0/24�

�1^ �^ �31%+ 11^ �,**3+%� � 2,0D^ 7,3^ *� 7^ � ^ � �)) �^ 3.,+^ 2,^ # %4 ^ �+^

%+",0*� 2%4 ^ 0 .,0 2^ 5$ 0 ^ 7,3^ � ,**3+%� � 2 ^ 12�231D^ 20 +�1D^ ,0^

0 )� 2%,+1$%.1^2$�2^. 02�%+^2,^�^1. �%"%�^2,.%�C^�,3^*%#$2^$�4 ^,+) 7^�^

" 5^*,* + 21^2,^1. �(D^�+�^7 ,3^*� 7^$�4 ^2,^.0  .�0  ^5%2$%+^�^2%#$2^

2%* ^"0�* C^ � ,30^)%12 + 01^*�7^5�+ 2^X'312^2$ ^$%#$)%#$21DY^,+)7^2,^�1(^

.,%+2 �^/3 12%,+1^2$�2^0 /3%0 ^1%#+%"%��+ 2^� .2$^�+�^.0  .�0 � 2%,+^,+^

7,30^ .�0 2Ĉ�$ ^%+",0*� 2%4 ^0 .,0 2^%1^�^1.  �$^5$ 0  ^7,3^ ,0 #�+%8 ^

7,30^%+",0*� 2%,+^�0,3+�^(  7^ 4 + 21D^�%1�, 4 0% 1D^,0^2 �$+%��)^�� 2�^

�+�^ .0 , 4%� ^ �,+ 2 62^ �+�^ %))3120� 2%,+^ ",0^ 7,30^ � 3�% +�  C^ �$ 7^ *� 7^

+� 230�)) 7^ 5,+� 0 D^ X� $7^ �0 ^ 1�) 1^ 3.^ P,0^ �, 5+ QIY^ ,0^ X� $� 2^ %1^ 2$ ^

.0 ,�3� 2^ ) �� 0^ %+^ 7,30^ )%+ 3.IY^ �+�^ 7,3^ +  �^ 2,^ �+ 2%�%.�2 ^ 2$ %0^

. 01. � 2%4 ^ �+�^ .0  1 + 2^ 2$ ^ ( 7^ %+",0*� 2%,+^ 2$�2^ 0 )� 2 1^ 2,^ 7,30^

2,.%�C^	"^ 4 0 7,+ ^%+^2$ ^0,,*^(+, 51^2$ ^.0,�3� 2^)%+ D^7,3^*� 7^+,2^

+  �^ *3�$^ %+" ,0*� 2%,+^ ��,32^ 7,30^ � 12^ 1 )) 0 D^ �32^ %+12 ��^ .)��  ^

 *.$�1%1^,+^*�0 (  2%+#^0 1 �0 �$^2$� 2^1  *1^2,^%+�%�� 2 ^5$ 7^%2^%1^2$ ^

� 12^1 )) 0 C^

�  0$�.1^7 ,3^�0  ^�1(  �^2,^� ^2$ ^1� ,32^�+�^ 6�*%+ ^�^+ 5^*�0 (  2D^

� 4 ),.%+#^ 120� 2 #% 1^ 2,^ . + 20� 2 ^ %2C^ �,3 [))^ +  �^ 2,^ ,0% +2^ 7,30^

� 3�% +�  ^ �+�^ .0 , 4%� ^ ( 7^ %+",0*� 2%,+^ ��,32^ 2$ ^ *�0 (  2^ �+�^

� *,+120 � 2 ^) �� 01$%.^�1^7 ,3^�0 2%�3)�2 ^7,30^120� 2 #% 1C^�,3^$� 4 ^�^

. 01. � 2%4 ^#�%+ �^� 7^2%* ^�+�^0 1 �0 �$D^�+�^7,30^� 3�% +�  ^5 �+ 21^

2,^(+, 5^5$ 7^7,3^1  ^2$%+#1^2$ ^5� 7^7,3^�,D^�1^5  ))^�1^) �0+^5$� 2^

7,3^ ) �0+ �C^ �^ 12�231^ 0 .,0 2^ *� 7^ � ^ 1$,0 2^ ,0^ ),+#D^ �+�^ *� 7^ � ^

�+^3.�� 2 ^2$�2^0 /3%0 1^)%22) ^���(#0 ,3+�D^�32^�) 5 � 71^�,+1%� 0^2$ ^

� 3�% +�  ^ �+�^5$� 2^ �,**,+^#0 ,3+�^7 ,3^ �0  ^ �3%)�%+#^7,30^1.  �$^

,+C^


 %3#2)04)/.�

� � 4 ^7,3^  4 0^ )%12 + �^2,^ �^ "0% +�^2 ))^7,3^ ��,32^2$ %0^0 �  + 2^20%.^

1,* 5$ 0  ^ �+�^" ,3+�^2$ ^ � 2�%)1^"�1�%+�2%+#D^*�(%+#^7,3^5 �+ 2^2,^

<AÂ k̂̂ �̂7. 1^, "^�0 1 + 2�2%,+1^2,^	+",0*



20� 4 )^2$ 0 ^,0^4%1%2^�^1%*%)�0^.)�� I^�0^. 0 $�.1^7 ,3^)%12 + �^2,^7,30^

�$ *%1207^ 2 ��$ 0^ � 1�0% � ^ �^ �$ *%� �)^ 0 �� 2%,+^ 7,3^ 5  0  ^ #,%+#^

2,^ . 0" ,0*^ %+^ �)�11^ �+�^ 7 ,3^ 3+� 012,,�^ 2$ ^ .0 ,�  11^ �+�^ � ,3)�^

0 �1,+��) 7^�+2%�%.�2 ^2$ ^,32� ,* C^ � 1�0% �%+#^%+",0*� 2%,+^0 /3%0 1^

 *.$�1%1^,+^)�+#3�#  ^2$� 2^%1^4%4%�D^��.230  1^� 22 +2%,+D^�+�^ 6�%2 1^

2$ ^%*�#%+�2%,+C^�,30^� 3�% +�  ^5%))^� ^�0� 5+^2,^7,30^ " " � 2%4 ^31 ^

, " �̂,),0 D �̂ 1�0%.2%4 ^)�+#3�#  D �̂+�^4%13�) �̂%�1C^�+^%+",0*� 2%4 ^1.  �$^

2$�2^ ",�31 1^ � 1�0%.2%,+^ 5%))^ � ^ 4%13�)^ %+^ *�+7^ 5� 71C^ �,3^ *� 7^

�$,,1 ^2,^%))3120� 2 ^5%2$^%*�# 1D^4%� ,^ �+�^ � 3�%,^ �)%.1D^�+�^*�.1C^

� ,30^"%012T. 01,+^ 6. 0% +�  ^� ,*�%+ �^5%2$^7,30^� ,+ 2 +2^5%))^�)),5^

2$ ^� 3�% +�  ^2,^� ,* ^2,^(+, 5^�^2,.%�D^�0 �D^,0^.)��  ^2$0,3# $^7,3D^

,0^1 � ,+�$�+�C^�$ %0^%*�# %+�2%,+^%1^7,30^�)) 7D^�+�^7,3^1$,3)�^�%*^2,^

12%*3)�2 ^%2^5%2$^�22 +2%,+T# 22%+#^� 4%� 1^�+�^�) �0^4%13�)^�%�1C^�1 ^

7,30^%*�# %+�2%,+^2,^.)�� ^7,301 )"^%+^2$ %0^. 01. � 2%4 E^$,5^5 ,3)�^

7,3^)%( ^2,^$� 4 ^1,* ,+ ^� 1�0% � ^2$ ^2,.%�^2,^7 ,3 I^


 %-/.342!4)/.�

� ,3^5 �+ 2^2,^2 ��$^2$ ^� 3�% +�  ^$, 5^2,^2$0, 5^�^"�12^.%2�$^%+^1,"2��))^

,0^ �^ �30 4 ��))^%+^ ��1 ��))C^ � ,3^5 �+ 2^2,^ � *,+120 � 2 ^$, 5^2,^ *�(  ^

1�)1�^,0^$, 5^2,^.0 ,#0 �*^2$ ^�..)%� � 2%,+1^,+^�^1*�02.$,+ C^���$^, "^

2$ 1 ^2,.%�1^5%))^��))^,+^7,30^(%+� 0#�0 2 +^ 6. 0% +�  ^, "^X1$, 5^�+�^

2 ))CY^�^� *,+120 � 2%4 ^1.  �$^",�31 1^,+^�) �0 )7^1$,5%+#^�^.0,�  11^

�+�^2 ))%+#^2$ ^�3�% +�  ^%*.,0 2�+2^� 2�%)1^��,32^ ��$^12 .^1,^2$� 2^

2$ 7^��+^%*%2�2 D^0 . � 2D^,0^�,^2$ ^��2%,+^2$ *1 )4 1C^	"^2$ ^2,.%�^%1^

� ,*.)%� � 2 �D^2$%+(^,"^5� 71^2,^1%*.)%"7^ ��$^12 .C^

�,+1%� 0^2$ ^4%13�)^�%�1^,0^13..)% 1^7,3^5%))^+  �C^�,3^*� 7^$�4 ^

+,2%� �^ 2$� 2^ �,,(%+#^ 1$, 51^ ,+^ 2 ) 4%1%,+^ 0�0  ) 7^ 1$,5^ 2$ ^ �$ "^

�$,..%+#^ �+�^ * �130%+#^ %+#0 �% +21^ �30%+#^ 2$ ^ � *,+120� 2%,+C^

	+12 ��D^2$ ^%+#0 �% +21^�0 ^ �$,.. �^ �+�^* �130 �^ �$ ��^ , "^2%* ^

�+�^2$ ^�$ "^1%*.) 7^���1^ ��$^%2 *^2,^2$ ^�%1$^5%2$^�^�0% "^�,** + 2^

)%( D^ X�, 5^ 5  [))^ 12%0^ %+^ $�)"^ �^ �3.^ ,"^ �$%�( +^ 12,�(CY^ 	"^ 7,3^ 5 �+ 2^

2,^ .0  1 + 2^ �^ � *,+120 � 2%,+^ 1.  �$^ ,+^ 2$ ^ 5 � 71^ 2,^ *�(  ^ �^ .�. 0^

�%0.)�+ D^ ,+ ^2$� 2^5%))^230+^ ) "2^ ,0^0%#$2D^#,^3.D^ �, 5+^ ,0^%+^ ),,.1D^

�7. 1^, "^�0 1 + 2�2%,+1^2,^	+",0* ^̂k̂ <̂AB



� ,+1%� 0^$, 5^� 12^2,^.0  1 + 2^7,30^2,.%�C^� 0$�.1^� 7^%))3120� 2%+#^2$ ^

.0 ,�  11 ,̂ "^*�(%+# ,̂+ �̂%0.)�+ ^" ,)), 5  � �̂ 7  ̂6�*.) ,̂+^$, 5^2,^*�(  ^

��'312* + 21^2,^2$ ^.)�+ ^2,^�)), 5^",0^�%"" 0  + 2^")%#$2^.� 22 0+1^5,3)�^

� ^  " " � 2%4 C^ � ,3)�^ 7 ,3^ +  �^ ���% 2%,+�)^ .�. 0^ �%0.)�+ 1^ *�� ^ %+^

�� 4�+�  ^ , "^7,30^1.  �$ I^ � ,3)�^ �+^  6�*.) ^ , "^2$ ^ .�. 0^ �%0.)�+ ^

%+^  ��$^ , "^ 2$ ^ ( 7^ 12�# 1^ , "^ .0,�3� 2%,+^ � ^ $ ). "3)^ 2,^ $�4 ^ 0 �� 7^

� " ,0  ^2$ ^1.  �$ I^� � 4%+#^�))^7,30^.0  .�0 � 2%,+^�,+ ^�$ ��^, "^2%* ^

� �+^*�(  ^�^5 ,0 )�^, "^�%"" 0  +�  D^�+�^7,30^� 3�% +�  ^5%))^�..0  �%�2 ^

7,30^2$,3# $2"3)^�..0 ,��$C^

� 7^�,+1%� 0%+#^ ��$^12 .^�+�^" ,�31%+#^,+^$, 5^2,^1%*.)%"7^%2D^7,3^

� �+^3+� 012�+�^$, 5^2$ ^� 3�% +�  ^*%#$2^#0�1.^2$ ^+ 5^%+",0*� 2%,+^

�+�^ $, 5^ 7,3^ � �+^ � 12^ $ ).^ 2$ *C^ �)1,D^ � ,+1%� 0^ 2$ ^ � 1%0 �^

,32� ,* F^" ,0^ 6�*.) D^5%))^7,30^)%12 + 01^� ^��) ^2,^�� 23�))7^�,^2$ ^

2�1(^2$ *1 ) 4 1^,0^5%))^2$ 7^#�%+^�+^�..0 �%�2%,+^,"^2$ ^�,*.) 6%2% 1^

, "^ �^ �%""%�3)2^ 1(%))^ )%( ^ .%),2%+#^ �+^ �%0.)�+ ^ 2,^ �^ 1�" ^ )�+�%+#I^

�  #�0 �) 11^ , "^ 2$ ^ 1 /3 +�  ^ ,0^ .� 22 0+^ 7,3^ 5%))^ %))3120� 2 ^ ,0^

� *,+120 � 2 D^�,+1%� 0^$, 5^. ,.) ^"0 ,*^7 ,30^�+ 2%�%.�2 �^� 3�% +�  ^

5%))^ 0 1.,+�D^ �+�^ �3�#  2^ ���%2%,+�)^ 2%* ^ ",0^ 0 . 2%2%,+^ �+�^

�)�0%"%�� 2%,+C^

	+",0*� 2%4 ^ .0  1 + 2�2%,+1^ �,* ^ %+^ �))^ 1%8 1D^ 1$�. 1D^ �+�^ ",0*1C^

� ,3^*� 7^+  �^2,^�0  � 2 ^�+^X ) 4� 2,0^1.  �$ Y^127) ^.0  1 + 2�2%,+^5%2$^

2$ ^  *.$�1%1^ ,+^ �0  4%27D^ ,0^ .0,�3�  ^ �^ � ,*.0  $ +1%4 ^ 13**�0 7^

, "^1 4 0 �)^ .,%+21^2$�2^0 /3%0 ^*3)2%.) ^4%13�)^ �%�1^2,^ �,**3+%� � 2 ^

� ,*.) 6^ .0,�  11 1^ ,0^ 20 +�1C^ �$ ^ *�%+^ # ,�)^ %+^ �+^ %+",0*� 2%4 ^

.0  1 + 2�2%,+^ %1^ 2,^ %+",0*D^ +,2^ 2,^ . 013�� D^ �+�^ 2$� 2^ 0 /3%0 1^ �+^

 *.$�1%1^,+^�0  �%�%)%27D^",0^2$ ^1. �(  0^�+�^2$ ^�� 2�^,0^%+",0*� 2%,+^

.0  1 + 2 �C^ �620�^ � 22 +2%,+^ 2,^ 1,30�  1^ %1^ 0 /3%0 �^ �+�^ 7 ,3 [))^ +  �^

2,^%+�%�� 2 ^5$� 2^0 .,0 21D^2 621D^,0^� �^1%2 1^5 0  ^1,30 �  1^",0^7,30^

�+�) 71%1^�+�^�,+�)31%,+1C^

�  0  ^ �0  ^ ���% 2%,+�)D^ *,0 ^ 1. �%"%�^ 27. 1^ , "^ %+",0*� 2%4 ^

.0  1 + 2�2%,+1E^

K^ � %,#0�.$%� �)^%+",0*� 2%,+^

K^ ��1 ^123� 7^0 13)21^

K^ �,*.�0 � 2%4 ^�� 4�+ 2�# ^0 13)21^

<B9^̂k̂ �̂7. 1^, "^�0 1 + 2�2%,+1^2,^	+",0*



K^ �,12T� + " %2^�+�)71%1^0 13)21^

K^ �  �1%�%)%27^123�% 1^

K^ � % )�^123�7^0 13)21^

K^ � %+�+�%�)^20 +�1^�+�) 71%1^

K^ �  �)2$D^1�" 27D^�+�^�� �%� + 2^0� 2 1^

K^ 	+1203�2%,+^#3%� )%+ 1^

K^ � ��,0 � 2,07^0 13)21^

K^ �0 ,�3� 2^,0^1 04%� ^,0% +2�2%,+1^

K^ �0 ,#0  11^0 .,0 21^

K^ �  1 �0 �$^0 13)21^

K^ �  �$+%��)^1. �%"%�� 2%,+1^

� . +�%+#^ ,+^ 2$ ^ 0 $ 2,0%��)^ 1%23�2%,+D^ 2$ ^ �3�% +�  D^ �+�^ 2$ ^

1. �%"%�^ %+",0*� 2%,+^ 2,^ � ^ .0 1 + 2 �D^ �+7^ ,"^ 2$ 1 ^ 27. 1^ , "^

.0  1 + 2�2%,+^*�7^� ^# %4 +^�1^�+^ 6.)�+� 2%,+D^�^0 .,0 2D^�^� 1�0%.2%,+D^

,0^�^� *,+120 � 2%,+C^

^

�7. 1^, "^�0 1 + 2�2%,+1^2,^	+",0* ^̂k̂ <̂B:



128. Getting Started with an 
Informative Presentation 

After all, the ultimate goal of all r esearch is not objectivity, but truth. 
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+,2^�$,,1 ^%113 1^)%( ^�$�+# %+#^)�51D^"%#$2%+#^5�01D^�03#^31�# D^,0^

#),��)^ 5 �0*%+#D^ �*,+#^ ,2$ 01C^ � $%) ^ 2$ 1 ^ �0 ^ %*.,0 2�+2^ %113 1^

�+�^ 7 ,3^ � �+^ �  0 2�%+)7^ ,"" 0^ 1,)32%,+1D^ 2$ 7^ �0 ^ 2,,^ �0 ,��^ " ,0^ 7,3^

�  1 �0 �$^�4  0 4% 5 ^̂k̂ =̂9B



2,^ $� 4 ^ �^ . 01,+�)^  " " � 2^ ,+^ 2$ %0^ �$�+#%+#C^�̂$ 7^ 5,3)�^ " %2^ 2$ ^

� " %+%2%,+^,"^50%2%+#^�^27.%��)^0 1 �0 �$^.�. 0^2,^0  1 �0 �$^2$ ^%113 ^

�+�^50%2 ^�^0 1 �0 �$^.�. 0^0  .,0 2%+#^7,3^" %+�%+#1C^

� ,30^.0 ,�) *^" ,0^2$%1^�,301 ^+  �1^2,^� �̂^.0 �� 2%��)^.0 ,�) *D^,+ ^

%+^5$%�$^7,3^5%))^̂$� 4 ^�^. 01,+�)^ " " � 2^,+^�$�+# %+#C^�̂$ ^.0 ,�) *^

�, 1^+,2^+  �^2,^� ^�^0  �)^.0 ,�) *C^� ,3^� �+^�0  � 2 ^�^1�  +�0%,^�+�^

5 ,0 (^"0,*^2$� 2C^� ^5%))^� 4 ),.^�+�^+�00 , 5^,30^.0 ,�) *1^2,#  2$ 0^

�1^2$ ^� ,301 ^.0 ,#0  11 1C^

=:9^̂k̂ �̂  1 �0 �$^�4  0 4% 5

https://s3-us-west-2.amazonaws.com/courses-images-archive-read-only/wp-content/uploads/sites/297/2015/03/20165409/fortune-cookie.jpg
https://s3-us-west-2.amazonaws.com/courses-images-archive-read-only/wp-content/uploads/sites/297/2015/03/20165409/fortune-cookie.jpg


132. Textual Research 

X�  623�)^�  1 �0 �$ Y^5�1^50%22 +^� 7^
,1 .$^
C^
 , 6) 7^

�  1 �0 �$^%1^� "%+ �^� 7^*�+ 7^�� �� *%�^�%1�%.)%+ 1D^13�$^�1^�+#)%1$^

,0^ � %12,07D^ �1^ .0%*�0%)7^ �^ 2 623�)^ .0,�  11Ĉ̂ 	+^ ,2$ 0^ 5 ,0 �1D^ 1,* ^
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138. Questions to Evaluate the 
Authority of the Researcher's 
Methods 
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139. Demystify Research 
Methods 
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� 0 (  ) 7[1^�,�)2^� �))^��$,,)^, "^� � 5 D^X�$ 1 ^.�#  1^5%))^$ ).^7,3^
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PART XIV 

PROBLEM ANALYSIS 
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141. Problem Analysis 
Overview 
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142. Planning Reports 
(Annotated) 

Notes have been added to the following r eading in or der to show 

how the selection relates to the Problem Analysis Report Assessment 

Project. See markers at the end of sentences to access the added notes. 

The markers identif y the notes that ar e presented at the end of the 

reading. 
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0 .,0 2^%1^�%*%+#^2,^1,)4 C[ b2] 

� ,0^ ),+#  0^ 0 .,0 21D^ 7,30^ %+20,�3� 2%,+^ *�7^ 2�( ^ *3)2%.) ^ .�#  1C^

� 3�$^ 2$%+#1^ 13�$^ �1^ :Q^ �$� 2^ .0,�) *^ 7 ,30^ 0 .,0 2^ 1,)4 1D^ ;Q^ 5$�2^

�� 2%4%2% 1^ 7,3^ . 0" ,0* �^ 2, 5 �0 �^ 1,) 4%+#^ 2$�2^ .0,�) *^ �+�^ < Q^ $,5^

7,30^ 0 �� 01^ � �+^ �..) 7^ 7,30^ %+",0*� 2%,+^ 2,^ 2$ %0^ ,5+^  " ",0 21^

2,5 �0 �1^ 1,) 4%+#^ 2$ ^ .0,�) *^ 1$,3)�^ � ^ �+15  01^ 5%2$%+^ 2$ ^

%+20,�3� 2%,+C^�)1,D^ +130 ^2$� 2^5%2$%+^7,30^%+20,�3� 2%,+^7,30^*�%+^

.,%+21^�0 ^12�2 �C^

�$ ^ *�%+^ .,%+ 21^ 5%2$%+^ *,12^ %+20,�3� 2%,+1^ 5%))^ %+�)3� ^ 7,30^

*�',0^ � ,+�)31%,+1^ �+�^ 0  � ,** +�� 2%,+1C^ �)2$,3#$^ 7,3^ 1$,3)�^
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�%1�311^ 2$ 1 ^ "3))7^ �2^ 2$ ^  +�^ , "^ 7,30^ 0 .,0 2D^ 7,30^ 0 �� 01^ 5%))^

�..0  �%�2 ^ �^ �0% "^ 13**�0 7^ ,"^ 7,30^ *�%+^ .,%+21^ %+^ 7,30^

%+20,�3� 2%,+C^

�6�*.) 1E^

K^ � # %++%+#^,"^0 .,0 2EY	+^2$%1^0 .,0 2D^	^.0 1 + 2^2$ ^%+",0*� 2%,+^

7,3^5 �+ 2 �^2,^$� 4 ^� " ,0  ^� �%�%+#^5$ 2$ 0^2,^.)��  ^+ 5^

3+%4 01%27^12��) 1^,+^+ 62^7 �0[1^)%12^,"^*�',0^"3+�%+#^�0%4 1CY^

P�+� 01,+D^;99 @D^.C>=;Q^

K^ � 3**�0%8%+#^*�%+^.,%+21E^X�4  0 �))^%2^1  *1^2$� 2^2$ ^12��) 1^

5 ,3)�^*�(  ^�^#,,�^"3+�0 �%1 0^.0,' � 2^� � � 31 ^, "^2$ ^120 +#2$^

, "^2$ ^�300 + 2^.0,#0 �*1^, "" 0  �^2$ 0  D^2$ ^�,+�%2%,+^,"^2$ ^

�300 + 2^"��%)%2% 1D^�+�^2$ ^ 6%12 +� ^, "^�^),7�)^� ,0  ^, "^�)3*+%^

5$,^31 �^2$ ^"��%)%2% 1^5$%) ^3+� 0#0��3� 2 1CY^P�+� 01,+D^

;99 @D.C^>=<Q^

	+^ ���% 2%,+D^ 2$ ^ %+20,�3� 2%,+^ *�7^  6.)�%+^ $,5^ 2$ ^ 0 .,0 2^ %1^

,0 #�+%8 �D^,32)%+ ^%21^1�,. D^ +� ,30 �#  ^,. ++ 11^2,^7 ,30^* 11�#  D^

�+�^.0 , 4%� ^%*.,0 2�+2^���(#0 ,3+�^%+",0*� 2%,+^",0^7,30^0 �� 01^2,^

3+� 012�+�^2$ ^0  12^,"^2$ ^0 .,0 2C^

Method of Obtaining Information 

�$ ^.30.,1 ^, "^2$%1^1 � 2%,+^%1^2,^1$,5^2$ ^0 �� 01^$, 5^7,3^,�2�%+ �^

7,30^%+",0*� 2%,+C^�2�2%+#^5$ 0 ^7,3^,�2�%+ �^7,30^%+",0*� 2%,+^5%))^

$ ).^ 2,^ 2 ))^ 2$ ^ 0 �� 01^ %"^ 7,30^ 0 1 �0 �$^ %1^ 0 )%��) C^ �,30^ * 2$,�^

5%))^ $ ).^ 0 �� 01^ 2,^ 3+� 012�+�^ 2$ ^ 31 1^ �+�^ )%*% 2�2%,+1^ ,"^ 7,30^

0 1 �0 �$C[ b3]  �^# ,,�D^� 1�0%.2%4 ^* 2$,�^1 � 2%,+^5%))^�)),5^�+ 7,+ ^

 )1 ^2,^0 �0  � 2 ^7,30^ 6. 0%* + 2^ 6�� 2)7^�+�^,�2�%+^2$ ^1�* ^0  13)2C^

� ^4  0 7^� 2�%) �^%+^2$ ^* 2$,�^1 � 2%,+^�+�^0 0  ��^%2^�1^%"^7,3^5  0  ^

207%+#^2,^�,^2$%1^ 6. 0%* + 2^",0^2$ ^"%012^2%* ^��1 �^,+^7 ,30^* 2$,�^

1 � 2%,+C[ b4] 
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Results 

�$ ^0  13)21^1 � 2%,+^%1^2$ ^*,12^

4�)3��) ^.�0 2^,"^2$ ^0 .,0 2^2,^0 �� 01C^�$ ^5$,) ^.,%+ 2^,"^0 1 �0 �$^

%1^ 2,^ "%+�^ 2$ ^ 0 13)21^ 1,^ 2$ 7^ +  �^ 2,^ � ^ � ,+ 4 7 �^ �) �0 )7^ �+�^

 " " � 2%4 ) 7C[ b5] �̂^0 13)21^1 � 2%,+^*�7^)%( ) 7^ �,+ 2�%+^2��) 1D^#0�.$1D^

2 62D^�+�^.%�230 1C^	+�)3� ^�+ 72$%+#^2$�2^%1^%*.,02�+2^%+^1$,5%+#^2$ ^

0 �� 0^5$� 2^5�1^",3+�^2$0 ,3# $^0 1 �0 �$C �̂,^+,2^%+�)3�  ̂ 620�+ ,31^

%+",0*� 2%,+^ �1^ %2^ 5%))^ ,+)7^ �)322 0^ 2$ ^ 0 13)21^ 1 � 2%,+C^ 
�( ^ 130 ^

7,3^�$ �(^2$ ^�� 2 ^, "^7,30^%+",0*� 2%,+D^5$ 0 ^%2^�,* 1^"0 ,*D^�+�^

5$,^2$ ^1,30 �  ^5 �1C^�  .^2$ ^.0 ,1 ^1%*.) ^�+�^� 1�0%.2%4  ^%+^2$%1^

1 � 2%,+D^) � 4 ^2$ ^�+�) 71%1^,"^2$ ^0 13)21^",0^2$ ^�%1�311%,+^1 � 2%,+C^

Discussion 

�$ ^�%1�311%,+^1 � 2%,+^%1^5$ 0 ^7,3^%+2 0.0  2^7,30^0 13)21C[ b6] �̂ ,30^

0 13)21^ 1 � 2%,+^ *�7^ � ^ +,2$%+#^ �32^ 2��) 1^ �+�^ #0 �.$1^ 5%2$^ �^ " 5^
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�� � ,*.�+ 7%+#^ 1 +2 +�  1C^ �,30^ �%1�311%,+^ 1 � 2%,+^ %1^ 5$ 0 ^ 7,3^

*�(  ^1 +1 ^, "^2$,1 ^2��) 1^�+�^#0 �.$1^�+�^ 6.)�%+^$,5^2$ 7^0 )� 2 ^

2,^ 2$ ^ .0,�) *^ ,0^ /3 12%,+^ 2$ ^ 0  .,0 2^ %1^ 207%+#^ 2,^ 0 1 �0 �$C^ �$ ^

�%1�311%,+^�)1,^ 6.)�%+1^5$� 2^2$ ^0 13)21^* �+^2,^2$ ^� ,*.�+ 7C^	+^

1,* ^0  .,0 21D^*�%+)7^1$,02 0^,+ 1D^2$ ^�%1�311%,+^�+�^"��21^1 � 2%,+1^

*� 7^� ^.32^%+2,^,+ ^2,^*�(  ^0 ��%+#^2$ ^0 .,0 2^1$,02 0^�+�^ �1% 0C^

Conclusion 

�$ ^� ,+�)31%,+^1 � 2%,+^ 6.)�%+1^5$7^2$ ^0 13)21^�0 ^%*.,0 2�+2^�+�^

$, 5^2$ 7^�"" � 2^2$ ^0 �� 0 C^	2^%1^�^#,,�^.0 �� 2%� ^2,^13**�0%8  ^7,30^

"�� 21^ �+�^ 0 12� 2 ^ 2$ ^ .0,�) *^ 1,^ 2$ ^ 0  �� 0^ �) �0 )7^ 3+� 012�+�1^

2$ ^ %*.,0 2�+�  ^ , "^ 7,30^ "%+�%+#1C^ �$%1^ %1^ 7,30^ �$�+�  ^ 2,^ 2 ))^ 2$ ^

0 �� 0^$, 5^2$ 7 ,̂0^2$ �̂,*.�+ 7^5%)) �̂ + "%2^"0,*^7 ,30^"%+�%+#1C �̂$ ^

� ,+�)31%,+^313�)) 7^�, 1^+,2^*�(  ^0 � ,** +�� 2%,+1^",0^�� 2%,+^�32^

5%))^%+ 4%2��) 7^# 2^2$ ^0 �� 0^2$%+(%+#^��,32^%2C[ b7] 

Recommendation 

�  0  ^ %1^ 5$ 0 ^ 7,3^ 12� 2 ^ 2$ ^ .30.,1 ^ , "^ 2$ ^ 0 .,0 2^ �+�^ 5$� 2^ 7,3^

5 �+ 2^ 2,^ � ^ �� � ,*.)%1$ �^ �" 2 0^ 2$ ^ 0 �� 01^ �0  ^ �,+ ^ 5% 2$^ 7,30^

0 .,0 2C[ b8]  �$%1^ 1 � 2%,+^ *�7^ +,2^ � ^ %+^ 1,* ^ 0 .,0 21^ � � � 31 ^ 2$ ^

� �%1%,+^2,^� ^*�� ^*� 7^� ^� 7,+�^7 ,30^(+, 5) �#  ^�+�^., 5  0C^

ReaderÕs Six Basic Questions 

� $ +^ 0 ��%+#^ 7,30^ 0 .,0 2D^ 0 �� 01^ 5%))^ �1(^ 1%6^ /3 12%,+1^ 2$�2^

0 4,) 4 ^ �0 ,3+�^ ,+ ^# ,�)E^ �, 1^2$ ^%+",0*� 2%,+^ �+�^%� �1^2$�2^7,3^

.0 , 4%� ^ ,"" 0^ �^ #3%� ^ ",0^ "3230 ^ �� 2%,+I^ �6�*%+ ^ 2$ 1 ^ /3 12%,+1^
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5$%) ^ .0 2 +�%+#^ 7,3^ �0  ^ 2$ ^ � 3�% +�  ^ 7,3 [0 ^ 50%2%+#^ 2,C^ �+130 ^

7,30^0 .,0 2^�+15 01^2$ ^/3 12%,+1^%+^,0� 0^2,^�0  � 2 ^�^5  ))^50%22 +^

0 .,0 2C^

K^ What will w e gain fr om r eading y our r eport? 

�  �� 01^ %+^ 2$ ^ 5,0 (.)��  ^ ,+) 7^ 5�+ 2^ 2,^ 0 ��^ %+",0*� 2%,+^ 0 ) 4�+ 2^

�%0 � 2)7^2,^2$ *C^�$ 0  " ,0  D^7,3^+  �^2,^*�(  ^130 ^2$� 2^7,3^ 6.)�%+^

$, 5^ 2$%1^ %+",0*� 2%,+^ %1^ 0 ) 4�+ 2^ 2,^ 2$ ^ 0 �� 01^ 0  1.,+1%�%)%27D^

%+2 0 121^�+�^# ,�)1C^

K^ Are your f acts r eliab le? 

�  �� 01^5 �+ 2^2,^ +130 ^2$� 2^2$ ^"��21^7,3^.0 , 4%� ^5%))^#%4 ^�^1,3+�^

��1%1^",0^2$ %0^� �%1%,+1^,0^��2%,+1C^

K^ What do y ou kno w tha t is useful to us? 

�$ ^ 0  �� 01^ �0  ^ +,2^ %+2 0 12 �^ %+^ �))^ 2$ ^ %+",0*� 2%,+^ 7,3^ (+, 5^

��,32^ �^ # %4 +^ 13�' � 2C^ �$ 7^ ,+)7^ 5�+ 2^ 2,^ (+,5^ %+",0*� 2%,+^ 2$�2^

%1^ . 02%+ +2^2,^2$ *C^ �1. �%�))7^ ,+ 1^2$ 7^ ��+^ .32^ �%0 � 2)7^2,^31 ^

P�6�*.) E^�$ ^*,12^%*.,0 2�+2^1�) 1^"%#30 1^",0^2$%1^/3�02 0^�0 ^�1^

",)), 51EGCYQ^

K^ How do y ou in terpr et those f acts fr om our poin t o f view? 

� �� 21^ 5%2$%+^ 0 ) 4�+� 7^ �0 ^ * �+%+#) 11C^ %+^ ,0� 0^ 2,^ *�(  ^ "�� 21^

* �+%+#"3)D^ . ,.) ^ *312^ %+2 0.0  2^ 2$ *^ �+�^ %� + 2%"7^ 2$ ^

0 )� 2%,+1$%.1^,0^.�22 0+1^�*,+#^2$ *C^� 13�))7^�  �� 01^5 �+ 2^7,3^2,^

�,^2$%1^",0*^2$ *D^0 � 2$ 0^2$�+^) � 4%+#^2$ ^5,0 (^3.^2,^2$ *C^

K^ How ar e those f acts signif ican t to us? 

�  �� 01^ �)1,^5 �+ 2^7,3^2,^#,^ � 7,+�^ '312^2$ ^%+2 0.0  2�2%,+^,"^2$ ^

"�� 21D^2$ 7^5�+ 2^7,3^2,^ 6.)�%+^5$� 2^2$ 1 ^"�� 21^* �+^%+^2 0*1^,"^

2$ %0^0 1.,+1%�%)%2% 1D^%+2 0 121^�+�^# ,�)1C^
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K^ What do y ou think w e should do ? 

� � � 31 ^ 7,3^ $� 4 ^ 123�% �^ 2$ ^ "�� 21^ 7,3 [0 ^ .0  1 + 2%+#^ %+^ � 2�%)D^

0 �� 01^5%))^*�(  ^2$ ^�113*.2%,+^2$� 2^7,3^�0  ^/3�)%"% �^2,^*�(  ^�^

0 � ,** +�� 2%,+C^

�$ 1 ^/3 12%,+1^�0  ^# + 0 �)^%+^,0� 0^2,^� ^�..)%� ��) ^2,^�^4 �0% 27^

, "^ 0 .,0 21C^ �,* ^ 0 .,0 21^ 5%))^ 2�( ^ 4 0 7^ )%22) ^ 2,^ �+15  0^ 2$ 1 ^

/3 12%,+1D^ $,5  4 0^ %+^ )�0# 0^ 0 .,0 21^ 50%2 01^ ,"2 +^ +  �^ 2,^ 2�(  ^

$3+�0  �1^ , "^ .�#  1^ 2,^ �+15  0^ 2$ 1 ^ /3 12%,+C^ � �� 01^ , "2 +^ 1  (^

�+15  01^2,^2$ 1 ^��1%�^/3 12%,+1^�7^�1(%+#^*3)2%.) ^*,0 ^1. �%"%�^

/3 12%,+1C^ �, 5  4 0D^2$ 1 ^1%6^/3 12%,+1^ �0 ^2$ ^# + 0 �)^ ,+ 1^2$� 2^

� �+^� ^�..)% �^2,^7,30^5 ,0 (C^
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�+�  ^7,3^$� 4 ^50%22 +^7,30^0 .,0 2^0 4% 5^%2^31%+#^2$ ^�$ �()%12C^
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<C �̂, 1^% 2^. 013�� ^2$ ^0  �� 0^2,^� ,+ 2%+3 ^0 ��%+#I^

=C �̂, 1^% 2^.0, 4%� ^���(#0 ,3+�^%+",0*� 2%,+^",0^2$ ^0 �� 0I^

Method 

:C^�, 1^% 2^ 6.)�%+^2$ ^.0,�  11^, "^,�2�%+%+#^2$ ^"��21^�+�^%� �1^

5%2$%+^2$ ^0 .,0 2I^

Facts 

:C^�, 1^% 2^.0 1 + 2^�) �0^�+�^1. �%"%�^"��21I^

Discussion 
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:C^�, 1^% 2^.0 1 + 2^2$ ^# + 0 �)%8�2%,+1^"0,*^2$ ^"�� 21^2$�2^5%))^� ^

* �+%+#"3)^2,^2$ ^0 �� 0I^

Conclusions 

:C^�, 1^% 2^ 6.)�%+^2$ ^1%#+%"%��+�  ^, "^2$ ^"�� 21I^

Recommenda tions 
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Problem section 
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�%1�311%,+D^� "%+ ^�+�^� 2�%)^2$ ^>^�[1^P5$,D^5$� 2D^5$ 0 D^5$ +D^�+�^

5$ 7QC^

Solu tion section E^ �%1�311^ 2$ ^ 1,)32%,+C^ �%+� ^ 7,30^ .0 ,�) *^ %1^

3+%/3 D^2$ ^0 1 �0 �$^5%))^+,2^.0 1 + 2^2$ ^1,)32%,+^2,^7,30^.0 ,�) *C^

� , 5  4 0D^ 2$ ^ 0 1 �0 �$^ 5%))^ �%1�311^ 1%*%)�0^ .0,�) *1^ �+�^ 2$ ^

1,)32%,+1^ 2,^ 2$ 1 ^ .0,�) *1C^ �$%1^ 0 1 �0 �$^ 5%))^ .0, 4%� ^ 7,3^

%+",0*� 2%,+^ 5%2$^ 5$%�$^ 2,^ ",0*3)� 2 ^ �^ 1,)32%,+^ 2$�2^ %1^ 0 )� 2%4 ^ 2,^

7,30^1. �%"%�^.0,�) *C^

Research section :^	"^ 7,30^ .0 ,.,1�)^ 0  /3%0 1^ %2D^ 0 1 �0 �$^ 7,30^

2,.%�C^ �,30^1,30 �  1^ *312^ � ^ �300  + 2D^5%2$%+^2$ ^ )�12^ ;^ ,0^<^7 �01C^

�$ 0  " ,0  D^ 7,3^ +  �^ 2,^ 0 1 �0 �$^ ',30+�)1^ ,0^ + 51.�. 01^ " ,0^

.3�)%1$ �^ �0 2%�) 1D^ .3�)%1$ �^ %+2 04% 51D^ .3�)%1$ �^ 1.  �$ 1D^ �+�^

,2$ 0^�300  + 2^*� 2 0%�)1^�,3^� �++,2^31 ^�,,(1C^	 +",0*� 2%,+^%+^�,,(1^

%1^313�))7^,32�� 2 �C^

� ,3^ 5%))^ +  �^ � 2^ 2$0  ^ P<Q^ ,0^ ",30^ P=Q^ �,�3* + 21^ 2$�2^ ���0  11^

�^ .0 ,�) *^ 1%*%)�0^ 2,^ 2$ ^ ,+ ^ 7 ,3^ $� 4 ^ �$,1 +C^ �)2$,3# $^ 7,3^ 5%))^

+,2^ "%+�^ 7,30^  6�� 2^ 1%23�2%,+N.0 ,�) *D^ 7 ,3^ 5%))^ "%+�^ �,�3* + 21^

2$�2^ 0 "  0^ 2,^ 1%*%)�0^ .0,�) *1C^ �$ 1 ^ �,�3* + 21^ 5%))^ $�4 ^ 1%*%)�0^

.,.3)� 2%,+1D^  +4%0,+* + 21D^ 5,0 (" ,0 �  1D^  2�C^ �,0^  6�*.) D^ %"^ 7,3^

.0 ,.,1 ^ 2,^ %*.) * + 2^ �^ 1$322) ^ �31^ 1 04%� ^ "0,*^ 2$ ^ .�0 (%+#^ ),2^

2,^5 ,0 (^.)��  1^",0^�^*,0  ^ " "%�% +2^�+�^ " " � 2%4 ^5 � 7^",0^. ,.) ^2,^

=?; ^̂k̂ �̂$ ^�0 ,.,1�)^�4  0 4% 5
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0 .,0 2^ 2,^ 5,0 (D^ 7,3^ *� 7^ "%+�^ �,�3* + 21^ "0,*^ ,2$ 0^ 5 ,0 (.)��  1D^

5%2$^ �%0�3*12�+�  1^ 1%*%)�0^ 2,^ 7,301D^ 5$%�$^  6. 0% +�  �^ 1%*%)�0^

.0 ,�) *1^�+�^1,) 4 �^2$ *^� 7^.0, 4%�%+#^1$322) ^�31^1 04%� 1C^

�$ ^ 0  1 �0 �$^ 5%))^ .0, 4%� ^ 7,3^ 5%2$^ %+",0*� 2%,+^ 2$�2^ 4�)%�� 2 1^

7,30^ 2,.%�^ �1^ �^ pr oblem ^�+�^ 7 ,30 ŝolu tion, ^�1^ 5  ))^ �1^ 4�)%�� 2%+#^

7,30^.0 ,.,1 �^ im plemen tation Dm̂ethods o f oper ation DĉostsD^�+�^

benef i ts �̂1^�0  �%�) C^

� ,2 ^2$� 2^7,3^+  �^� 2^) �12^2$0  ^P<Q^0 "  0  +�  1N1,30�  1^",0^7,30^

.0 ,.,1�)C^

Implemen tation ^1 � 2%,+E^ � ))^ 5$ +D^ 5$7D^ �+�^ $,5^ 2$ ^ 1,)32%,+^

5%))^� ^31 �^" ,0^2$ ^"%012^2%* C^�$ ^%*.) * +2�2%,+^. 0%,�^%1^313�))7^

�^ 20%�)^ . 0%,�^ 2,^ 1  ^ %"^ 2$ ^ 1,)32%,+^ %1^ " �1%�) ^ �1^ .)�++ �C^ �$31D^

7,3^5%))^.%�(^ �^2%* ^2$�2^�, 1^+,2^%*.�� 2^2$ ^+,0*�)^ ,. 0 � 2%,+^,"^

 6%12%+#^.0,#0 �*1 N.� 22 0+1^,"^,. 0 � 2%,+N 2�C^	+^���% 2%,+D^� 1�0%� ^

2$ ^ ),� � 2%,+^ ,"^ %*.) * + 2�2%,+D^ 5$,^ 5%))^ � ^ %+4,) 4 �D^ �,121^ ,"^

%*.) * + 2�2%,+D^5$�2^%1^ 6. � 2 �^2,^$�.. +D^2$ ^�� 2 ^�+�^2%* ^, "^

%*.) * + 2�2%,+D^2$ ^ �30� 2%,+^ ,"^%*.) * + 2�2%,+D^  2�C^ �6.)�%+^ �)1,^

5$ 7^7,3^�$,1 ^2$%1^2%* ^",0^%*.) * + 2%+#^2$ ^1,)32%,+C^�2�2 ^2$�2^

�30%+#^ 2$%1^ 2%* ^ 7,3^ 5%))^ +,2 ^ 5$� 2^ 5,0 (1^ �+�^ 5$� 2^ +  �1^ 2,^ � ^

�$�+#  �C^

Methods o f 

Oper ation 1̂ � 2%,+E^�$%1^1 � 2%,+^5%))^2 ))^$,5^2$ ^1,)32%,+^5%))^"%2^%+2,^

�+�^� ^31 �^�1^�^"3+� 2%,+�)^.�02^,"^2$ ^�� 7^2,^�� 7^,. 0 � 2%,+^,"^2$ ^

�$ ^�0 ,.,1�)^�4  0 4% 5 ^̂k̂ =̂?<
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,0 #�+%8�2%,+C^� 2�%)^2$ ^��2 ^7,3^ 6. � 2^2,^)�3+�$^2$ ^1,)32%,+^%+2,^

2$ ^,. 0 � 2%,+^2$ ^�,*.�+ 7D^2$ ^.)�� ^"0,*^5$ 0  ^2$ ^1,)32%,+^5%))^

,. 0 � 2 D^$,5^%2^5%))^,. 0� 2 D^�+�^5$,^5%))^� ^%+4,) 4 �^P%� +2%"7^2$ %0^

0 1.,+1%�%)%2% 1D^ �32% 1D^ �+�^ �+7^ 2%2) 1D^ � 0 2%"%�� 2%,+1D^ � #0  1D^ �+�^

,2$ 0^/3�)%"%�� 2%,+1^+  � �QC^

Costs section E^�$%1^1 � 2%,+^2 ))1^$,5^*3�$^2$ ^1,)32%,+^5%))^�,12C^

� 2�%)^ 2$ ^ �,12C^ � .,0 2^ �,121^ %+^ �,))�0^ �*,3+ 21Ĉ̂�$%1^ 1$,3)�^ +,2^

,+) 7^%+�)3� ^ /3%.* + 2^�+�^*� 2 0%�)1D^�32^�)1,^,4 0$ ��^� ,121^�+�^

���% 2%,+�)^. 01,++ )^� ,121^2$�2^*%#$2^� ^%+4,) 4 �C^

Timeline section Ê̂ �)2$,3# $^ .0,' � 2 �^ �� 2 1^*� 7^ � ^%+�)3� �^%+^

2$ ^ * 2$,�1^ , "^ ,. 0 � 2%,+^ 1 � 2%,+D^ 7,3^ *� 7^ 5�+ 2^ 2,^ 1 2^ ,32^

*%) 12,+ 1^�+�^2%* )%+ 1^%+^�^1 .�0� 2 ^1 � 2%,+^2,^.0, 4%� ^� 2�%)^",0^

7,30^��*%+%120� 2%,+Ĉ̂	2^�)1,^.0, 4%� 1^,..,0 23+%2% 1^2,^0 .,0 2^,+^2$ ^

12�231^ ,"^ 7,30^ .0 ,' � 2^ �+�^ (   .^ 7 ,30^ ��*%+%120� 2%,+^ %+",0* �D^ �1^

5  ))D^�1^(  .1^12�" "^%+4,) 4 �^%+^2$ ^.0,.,1�)^,+^2�1(C^

Benef i ts section Ê �$%1^ 1 � 2%,+^  6.)�%+1^ 2$ ^ � + " %21^ ,"^ 2$ ^

1,)32%,+C^ �$ 0 ^ %1^ )%22) ^ 0 �1,+^ 5$ 7^ 7,30^ .0 ,.,1�)^ 1$,3)�^ � ^

�� �  .2 �^%"^2$ 0 ^�0  ^+,2^* �+%+#"3) �̂ + " %21Ĉ�$31D^� ^130 ^2,^1$, 5^

2$�2^ 7,30^ 1,)32%,+^ 5%))^ 0 13)2^ %+̂13�12�+ 2%�)̂� + " %21^ ",0^ 2$ ^

,0 #�+%8�2%,+D^�,*.�+ 7D^ 2�C^

Reference page:^ �$ ^ 0  "  0  +�  ^ .�#  ^ %1^ �^ 1 .�0� 2 ^ .�#  ^ 2$� 2^

0 "  0  +�  1^ 7,30^ 0 1 �0 �$C^ � * *� 0^ 2,^ 31 ^ 2$ ^ �� �^ 127) ^ , "^

�,�3* + 2�2%,+C^

Appendices :^ �$ ^ �.. +�%�  1^ %+�)3� ^ 2$ ^ "3))^ 13**�0% 1^ �+�^

0 1.,+1 1D^ 2$ ^ �0 ,�) *^ �+�) 71%1D^ �+�^ �+7^ %+",0*� 2%,+^ 2$�2^ %1^

* �+%+#"3)^2,^2$ ^.0,.,1�)C^

�  ^ 2$ ^ ",)), 5%+#^  6�*.) ^ , "^ �^ �0,.,1�)E ^̂ ��*.) ^ � 23� + 2^

�0 ,.,1�) ^

K^ �0 ,.,1�)1^2,^"3+�%+#^�#  +�% 1^�)1,^*� 7^%+�)3� ^* �130��) ^

#,�)1^�+�^,�' � 2%4 1D^) 22 01^,"^13..,0 2^",0^2$ ^,0#�+%8�2%,+D^�+^

 6 �32%4 ^13**�0 7^�+�^�^� 1�0%.2%,+^, "^� )%4 0 ��) 1C ^̂
 ,0  ^,+^

2$ 1 ^27. 1^, "^.0,.,1�)1^3+� 0^ �0 ,.,1�)1^2,^"3+�%+#^1,30 �  1C^

=?=^̂k̂ �̂$ ^�0 ,.,1�)^�4  0 4% 5
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145. Preparing Business 
Proposals 

Objective of the Proposal 

	+^�^.0,.,1�)D^7 ,3^*�(  ^�+^, "" 0^

%+^ �22 *.2^ 2,^ . 013�� ^ 2$ ^ 0  �� 0^ 2,^ �� �  .2^ %2C^ 	+^  6�$�+#  ^ ",0^

*,+ 7D^2%* D^,0^1,* ^,2$ 0^�,+1%� 0 � 2%,+D^7,3^5%))^#%4 ^2$ ^0 �� 0^

1,* 2$%+#^ 2$ 7^ 5�+ 2D^ �0 � 2 ^ 1,* 2$%+#^ 2$ 7^ � 1%0 D^ ,0^ �,^

1,* 2$%+#^2$ 7^5%1$^2,^$�4 ^�,+ C^

� 31%+ 11^ .0,.,1�)1^ $� 4 ^ 25 ,^ ,�' � 2%4 1E �̂ ,^ per suade^ �+�^ 2,^

pr otect C^

:C^�  013�1%,+^�,* 1^"0 ,*^2$ ^5 ,0 �%+#^,"^2$ ^.0,.,1�)C^� 7^

� " %+%2%,+D^�^.0,.,1�)^%1^�+^, "" 0^2$�2^+  �1^2,^� ^�� �  .2 �^� 7^

2$ ^0 �� 0^%+^,0� 0^2,^13� �   �C^	"^2$ ^.0,.,1�)^%1^+,2^

�0  .�0%+#^� 31%+ 11^�0,.,1�)1 ^̂k̂ =̂?>
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. 013�1%4 D^7,3^5%))^+,2^# 2^5$� 2^7,3^5 �+ 2C^

;C^ �0 ,.,1�)1^1 0 4 ^* 2�.$,0%� �)) 7^�+�^, "2 +^) #�)) 7^�1^� ĉontr actD^

1,^2$ 7^+  �^2,^.0 ,2 � 2^7,3C^	"^2$ 7^�0 ^5 ,0 � �^4�#3 ) 7^,0^2$ 7^

 6�##  0 � 2 ^.0,*%1 1D^�)% +21^��+^2�(  ^) #�)^�� 2%,+^%"^7,3^�,^+,2^

. 0" ,0*^2$ ^ 6. � 2�2%,+1^12�2 �C^�,3^�)1,^+  �^2,^*�(  ^130 ^

7,3^� ,*.) 7^5%2$^�+7^12�2 ^)�51^5$ +^50%2%+#^�^.0,.,1�)C^

�6. 0 2%1 ^ %+^ 50%2%+#^ .0,.,1�)1^ 0  /3%0 1^ 25 ,^ 2$%+#1E^ 7,3^ *312^ � ^

��) ^2,^.0  1 + 2^7,30^, "" 0^%+^2$ ^*,12^�.. �)%+#^5� 7^.,11%�) D^5$%) ^

� �0  "3)) 7^� " %+%+#^2$ ^)%*%21^,"^7,30^, "" 0^1,^2$�2^+,^,+ ^2$%+(1^7,3^

�0  ^.0 ,*%1%+#^*,0 ^2$�+^7,3^� �+^, "" 0C^


�(%+#^ �^ .0 ,.,1�)^ �.. �)%+#^ 5%2$,32^ .0,*%1%+#^ *,0 ^ 2$�+^ 7,3^

� �+^ , "" 0^ � �+^ � ^ �%" "%�3)2D^ 1%+� ^ 7,3^ +  �^ 2,^ 1 2^ )%*%21^ ,+^ 7,30^

. 013�1%4 + 11C^

Variety 

�$ 0  ^�0  ^*�+ 7^�%"" 0  + 2^(%+�1^,"^.0,.,1�)^1% 23�2%,+1C^

:C^� ,3^*� 7^+  �^2,^50%2 ^",0^�^0 �� 0^5$,^%1^ *.), 7 �^%+^7,30^

, 5+^,0 #�+%8�2%,+C^

;C^ � ,30^.0 ,.,1�)^*� 7^� ^7 ,30^, 5+^%� �D^,0^2$ ^%� �^, "^7,30^

0 �� 0 C^

<C �̂ ,30^.0 ,.,1�)^*� 7^12�+�^�),+ ^,0^� ,*. 2 ^5%2$^,2$ 0^

.0 ,.,1�)1C^

=C �̂ ,30^� ,*.�+ 7N#0,3.^*� 7^$�4 ^2,^.0 ,, "0 ��^�+�^�..0 , 4 ^, "^

7,30^.0 ,.,1�)^� " ,0  ^7,3^13�*% 2^%2^2,^7,30^0 �� 01D^,0^7,3^*� 7^

$� 4 ^2,^1 +�^%2^�%0 � 2)7^2,^2$ *C^

>C �̂ ,30^.0 ,.,1�)^*� 7^� ^$ � 4%)7^0 #3)� 2 �^" ,0^� ,+ 2 +2^�+�^

1203�230 D^,0^7,3^*� 7^$�4 ^"0  ^0�+#  ^,+^5$� 2^7,3^2$%+(^%2^

1$,3)�^1,3+�^)%(  C^

?C^� %+�))7D^2$ ^.0,.,1�)^� �+^� ^ 4�)3� 2 �^%+^�^.) 2$,0�^, "^5� 71C^

=??^̂k̂ �̂0  .�0%+#^� 31%+ 11^�0,.,1�)1



Readers 

� $ +^7,3^50%2 �̂ .̂0 ,.,1�)D^7 ,3 �̂0  ^0 .0  1 + 2%+#^7,301 )"D^7,30^%� �D^

�+�^7 ,30^� ,*.�+ 7C^�,3^�0  ^�1(%+#^7,30^0 �� 01^2,^%+4 12^1,* 2$%+#^

P2%* D^ *,+ 7D^ ,2$ 0^ 0 1,30 �  1 QD^ � � � 31 ^ 7,3^ � �+^ +,2^ .0 , 4%� ^ %2^

7,301 )"C^�$ ^0 �� 01^5%))^0 4% 5^2$ ^.0 ,.,1�)^5% 2$^�� 32%,+^� � � 31 ^

2$ 7^*� 7^$�4 ^)%*%2 �^13..)% 1^�+�^%"^7,30^%� �^�, 1^+,2^1  *^5  ))^

2$,3# $2^,32^,0^ "" � 2%4 D^2$ 7^5%))^+,2^�,+1%� 0^%2C^	"^7,30^�31%+ 11^

.0 ,.,1�)^ %1^ � ,*. 2%+#^ �#�%+12^ ,2$ 01D^ 2$ ^ 0 �� 01^ 5%))^ +  �^ 2,^

� ,+1%� 0^ ��$^,+ ^%+^,0 � 0^2,^.%�(^2$ ^� 12C^

Poin t: I f your business pr oposal is not con vincing, r espectful, or 

well -wri tten, i t will not be consider ed. 

Writing a Business Proposal 

� 31%+ 11^.0,.,1�)1^+  �^2,^� ^,0 #�+%8 �C^�$ 0  ^�0  ^*�+ 7^�%"" 0  + 2^

5 � 71^ 2,^ 50%2 ^ �^ �31%+ 11^ .0,.,1�)C^ �1(%+#^ 2$ ^ 0 �� 0^ 2,^ *�(  ^ �^

� �%1%,+^5$ 2$ 0^2,^%+4 12^%+^7,3^,0^+,2^%1^�^4 0 7^%*.,0 2�+2^�1. � 2^

�+�^ 1$,3)�^ � ^ %+� ,0.,0 � 2 �^ %+^  4 0 7^ �31%+ 11^ .0,.,1�)C^ � ,0^ 2$ ^

0 �� 0 D^%+4 12%+#^%+^7,3^2�(  1^2$ %0^)%*%2 �^0 1,30 �  1^�+�^.321^2$ *^

%+^7,30^$�+�1C^�$ 0  " ,0  D^�31%+ 11^.0,.,1�)1^1$,3)�^� ^.0  �%1 ^�+�^

���0  11^*�+ 7^�%"" 0  + 2^%113 1^2$ ^0 �� 0^*%# $2^$�4 ^13�$^�1^*,+ 7D^

2%* D^ 1.��  D^ �+�^ � ,121Ĉ̂ 	+^ 2$ ^ ,4 0 4% 5^ 5  ^ 5  0  ^ #%4 +^ 27.%��)^

1 � 2%,+1^",0^�^.0 ,.,1�)C ^̂ � ), 5^%1^�^1)%#$2)7^�%"" 0  + 2^�..0 ,��$D^�32^

,+ ^2$� 2^%1^# + 0 �)) 7^�� �  .2 �^�)1,C^

�0  .�0%+#^� 31%+ 11^�0,.,1�)1 ^̂k̂ =̂?@



Frequently Asked Questions 


 ,12^ , "^ 2$ ^

2%* D^ 0 �� 01^ 5 �+ 2^ 2,^ (+,5^ 2$0  ^ 2$%+#1^ 5$ +^ 2$ 7^ �,+1%� 0^ �^

.0 ,.,1�)E^ Problem, solu tion, and cost. 

�$ ^ .0 ,�) *D^ +  �D^ ,0^ #,�)^ , "^ 7,30^ .0 ,.,1�)^ 1$,3)�^ � ^ �) �0 )7^

���0  11 �^ %+^ ,0� 0^ 2,^ ) 2^ 2$ ^ 0 �� 0^ (+, 5^ 5$ 7^ 2$ ^ .0,.,1�)^ 5 �1^

50%22 +^�+�^5$ 7^2$ 7^1$,3)�^� ^%+2 0 12 �^%+^%2C^�^.0,. 0 )7^50%22 +^

.0 ,�) * N+  � N#,�)^5%))^���^�)�0% 27^2,^7,30^.0 ,.,1�)C^

	"^7,3^ .0 , 4%� ^ �^ .0,�) *D^ � ^130  ^2,^ � 1�0%� ^5$� 2^ �� 2%,+1^7,3^

.)�+^,+^2�(%+#^2,^1,)4 ^2$ ^.0 ,�) *C^�$ ^0  �� 0^5 �+ 21^2,^*�(  ^130 ^

2$�2^7,30^1,)32%,+^5%))^5,0 (^ " " � 2%4 ) 7^�+�^%"^%2^%1^5,0 2$^%+4 12%+#^%+C^

�,12^%1^�)1,^%*.,02�+2C^�$ ^0 �� 0^5%))^� ,+1%� 0^2$ ^.0,�) *^�+�^

1,)32%,+^ �+�^ � 2 0*%+ ^ 2$ %0^ �+15 0^ ,+^ 5$� 2^ 2$ %0^ "%+�+�%�)^

1%23�2%,+^%1C^�^#,,�^�31%+ 11^.0 ,.,1�)^� �+^" ),3+� 0^� � � 31 ^2$ ^� ,12^

*� 7^� ^2,,^$%#$C^

��.��%)% 27^��+^� ^� ,+1%� 0 �^�1^5  ))D^%"^7,3^�#0   ^2,^. 0" ,0*^1,* ^

5 ,0 (C^	"^7,3^�0  ^� %+#^.�%�D^0 �� 01^5 �+ 2^2,^*�(  ^130 ^2$� 2^7,3^5%))^

5 ,0 (^$�0 �C^

=?Â k̂̂ �̂0  .�0%+#^� 31%+ 11^�0,.,1�)1
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Strategy of Conventions 

�^�31%+ 11^.0,.,1�)^+  �1^2,^$� 4 ^�^"0�* 5 ,0 (C^�13�))7D^2$ 0 ^�0  ^

2 +^2,.%�1^2$�2^+  �^2,^� ^���0  11 �C^� , 5  4 0D^�))^.0,.,1�)1^+  �^2,^

$� 4 ^2$ ^",)), 5%+#E^

Intr oduction, Pr oblem, Solu tion, and Cost 

�$ ^ " ,)), 5%+#^ %1^ �^ � 2�%) �^ � 1�0%.2%,+^ , "^ 2$ ^ %� �)^ 1 /3 +�  ^ , "^

2$,3# $2^7,3^1$,3)�^) ��^7 ,30^0 �� 0^2$0 ,3# $E^

K^	+^2$ ^%+20,�3� 2%,+D^2$ ^0 �� 0^1$,3)�^ ) �0+^5$� 2^7,3^5 �+ 2^2,^

�,C^

K^�,3^1$,3)�^. 0 1 + 2^�^.0,�) *D^+  �D^,0^#,�)^2,^2$ ^0 �� 0 Ĉ�$%1^

1$,3)�^. 013�� ^2$ ^0  �� 0^2$� 2^2$ ^.0,�) *^%1^%*.,0 2�+2^2,^2$ *C^

K^ �$ ^ .)�+^ , "^ �� 2%,+^ 2,^ 1,)4 ^ 2$ ^ .0 ,�) *D^ *  2^ 2$ ^ +  �D^ ,0^

��$% 4 ^ 2$ ^ #,�)^ 1$,3)�^ # %4 ^ ,�' � 2%4 1^ �+�^ 1,)32%,+1^ %+^ ,0� 0^ 2,^

. 013�� ^2$ ^0  �� 0^2$� 2^2$ ^.)�+^, "^�� 2%,+^%1^ "" � 2%4 C^

K^�%4%+#^* 2$,�1D^.0, 4%�%+#^�^1�$ �3) D^1$, 5%+#^0 1,30 �  1D^�+�^

� 1�0%�%+#^ /3�)%"%�� 2%,+1̂1$,3)�^ . 013�� ^2$ ^0  �� 0^2$� 2^7,3^ �0  ^

� �.��) ^ , "^ .)�++%+#D^ *�+�# %+#D^ �+�^ �,*.) 2%+#^ 2$ ^ .0,.,1 �^

1,)32%,+C^

K^�6.)�%+%+#$̂, 5^2$ ^� + " %2^ 6�   �1^2$ ^� ,12^5%))^. 013�� ^2$ ^

0 �� 0^2$� 2^2$ ^.0,.,1 �^�� 2%,+^%1^0 �1,+��) C^

� 7^ %+�)3�%+#^ �2^ ) �12^ 2$ 1 ^ ",30^ 1 � 2%,+1D^ 7,3^ �0  ^ ) ��%+#^ 2$ ^

0 �� 0^ 2$0 ,3# $^ �^ . 013�1%4 ^ �0 #3* + 2^ ,+^ 5$7^ 7,30^ .0 ,.,1�)^

� 1 0 4 1^2,^� ^� ,+1%� 0 �C^	"^7,3^�%4%� ^2$ ^.0,.,1�)^3.^%+ 2,^1 4 0 �)^

1 � 2%,+1D^%2^%1^*,0 ^  " "%�% +2^",0^2$ ^0 �� 0^2,^ � ,+�  + 20� 2 ^ ,+^2$ ^

1 � 2%,+1^ 2$�2^ �0 ^ *,0  ^ %*.,0 2�+2^ �+�^ 1(%*^ 2$0,3# $^ 2$ ^ ,2$ 0^

1 � 2%,+1D^%+12 ��^, "^$�4%+#^2,^0 ��^2$ ^5$,) ^2$%+#^�+�^),,(^" ,0^(  7^

.,%+21C^

�0  .�0%+#^� 31%+ 11^�0,.,1�)1 ^̂k̂ =̂?B



Superstructure 

�$ ^

13. 01203� 230 ^.0 , 4%� 1^�^"0�* 5 ,0 (^",0^50%2 01^2,^,0#�+%8 ^2$ %0^

.0 ,.,1�)C^ � 0%2 01^ ��+^31 ^%2^ �1^ �^#3%� )%+ D^ �32^+,2 ^2$�2^%2^%1^+,2^

*�+�� 2,07^",0^50%2 01^2,^%+�)3� ^ 4 0 7^1%+#) ^ ) * + 2^)%12 �^� ), 5^

%+^2$ %0^.0,.,1�)C^� � 2%,+1^��+^� ^� ,*�%+ �^,0^ 4 +^�0% ")7^12�2 �^%+^

,2$ 0^1 � 2%,+1C^

Introduction 

	+^2$ ^%+20,�3� 2%,+D^7,3^5 �+ 2^2,^",�31^,+^5$� 2^7,3^�0  ^�++,3+�%+#C^

�)2$,3# $^ 7,3^ *� 7^ 5�+ 2^ 2,^ 0 4 �)^ 2$ ^ "3))^ � 1�0%.2%,+^ %+^ 2$ ^

� # %++%+#D^%2^*� 7^� ^� 22 0^2,^*�(  ^2$ ^%+20,�3� 2%,+^�0% "^�+�^�)),5^

2$ ^"3))^� 1�0%.2%,+^2,^� ^0 4 �) �^2$0,3# $,32^2$ ^) 22 0C^�$%1^5� 7D^

0 �� 01^� �+^# 2^�^#)%*.1 ^, "^5$� 2^7,3^5%))^� ^2�)(%+#^��,32^5%2$,32^

7,3^ 6.)�%+%+#^%2^1 4 0 �)^2%* 1^P%+^2$ ^� #%++%+#^�+�^)�2 0^,+QC^

=@9̂̂k̂ �̂0  .�0%+#^� 31%+ 11^�0,.,1�)1
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Problem 

�" 2 0^ 2$ ^ %+20,�3� 2%,+D^ 7,3^ 1$,3)�^ .0  1 + 2^ 7,30^ 0 �� 01^ 5%2$^ �^

.0 ,�) *D^+  �D^,0^#,�)^2$� 2^%1^1%#+%"%��+ 2^2,^2$ *C^	2^%1^%*.,02�+2^2,^

13**�0%8  ^2$ ^.0 ,�) *^"0 ,*^2$ ^0  �� 01[^.,%+ 2^,"^4% 5 D^,2$ 05%1 ^

2$ 7^*� 7^2$%+(^2$�2^%2^�, 1+ [2^�"" � 2^2$ *^�+�^� � ,* ^�%1%+2 0 12 �C^

� 2�2%+#^�^.0,�) *^� �+^2�(  ^1,* ^0  1 �0 �$C^�,* 2%* 1D^0 �� 01^*� 7^

.0 , 4%� ^ �^ .0,�) *^" ,0^7,3^P)%( ^5$ +^ �^" %0*^50%2 1^7,30^ � ,*.�+ 7^

�^ ) 22 0^  6.)�%+%+#^ �^ .0,�) *^ �+�^$, 5^7,3^1$,3)�^1,) 4 ^%2QC^ �2$ 0^

2%* 1D^ 0 �� 01^ *� 7^ 12%))^ #%4 ^ 7,3^ �^ .0 ,�) *D^ �32^ � ^ 4 �#3 C^ �2$ 0^

2%* 1D^7,3^*� 7^$�4 ^2,^� " %+ ^2$ ^.0,�) *^7 ,301 )"D^��1 �^,+^7 ,30^

, 5+^"03120� 2%,+^,0^$ ).) 11+ 11C^� ",0  ^7,3^� ,+1%� 0^1,* 2$%+#^2,^

� ^�^.0 ,�) *D^20 7^2,^2�)(^��,32^%2^5%2$^�^.,2 + 2%�)^0 �� 0^2,^1  ^%"^%2^%1^

5 ,0 2$^50%2%+#^�^�31%+ 11^.0,.,1�)^��,32C^	 "^2$ ^"  ����(^%1^.,1% 2%4 D^

7,3^5%))^(+,5^7,3^$� 4 ^*,0  ^* �+1^",0^� ,+ 2%+3%+#^2$ ^.0,.,1�)C^

Objectives 

�" 2 0^7,3^� 1�0% � ^7 ,30^.0 ,�) *^�+�^� " ,0  ^7,3^12�2 ^7,30^1,)32%,+D^

2 ))^7,30^0 �� 0^5$� 2^2$ ^#,�)1^ , "^2$ ^1,)32%,+^ �0 C^ �$ ^ ,�' � 2%4 1^

$ ).^ 2,^ � ,++ � 2^ 2$ ^ .0,�) *^ �+�^ 1,)32%,+^ 2,#  2$ 0C^ ��' � 2%4 1^

1$,3)�^ � ^ �0% "^ ,0^ )%12 �D^ �+�^ 1$,3)�^ 2 ))^ $, 5^ 2$ ^ �� 2%,+^ ,"^ 2$ ^

1,)32%,+^1,)4 1^2$ ^.0,�) *C^

Solution 

� , 5^ �,^ 7 ,3^ 5 �+ 2^ 2,^ ��$% 4 ^ 2$ ^ ,�' � 2%4 1^ 2$�2^ 7,3^ $� 4 ^ )%12 �I^

� ,30^ 1,)32%,+^ 1$,3)�^ �+15  0^ 2$%1^ /3 12%,+C^ �,^ �,^ 2$%1D^ 7,3^ *312^

addr ess^  ��$^ ,�' � 2%4 ^ �+�^ . 013�� ^ 7 ,30^ 0 �� 01^ 2$� 2^ 7,30^

1,)32%,+^%1^2$ ^best w ay to achiev e 2̂$ ^,�' � 2%4 1C^�$ 1 ^12� 2 * + 21^

�0  ^,+) 7^+ �  11�0 7^5$ +^2$ 7^�0 ^+,2^,� 4%,31^2,^2$ ^0 �� 01C^�$%1^

�0  .�0%+#^� 31%+ 11^�0,.,1�)1 ^̂k̂ =̂@:



� �+^� ^2$ ^� �1 ^5$ +^7 ,30^0 �� 01^�0  ^� , 5 ,0 (  01^�+�^�0  ^� 5 �0  ^, "^

.0 ,�) *1^�0 ,3+�^2$ ^5 ,0 (.)��  C^

�$ ^ 1,)32%,+ [1^ � 1�0%.2%,+^ ��+^ � ^ 20%�(7^ � � � 31 ^ 7,3^ *� 7^ "%+�^

2$�2^7,3^�0  ^.0 ,*%1%+#^*,0 ^2$�+^7,3^� �+^� )%4 0C^�$ ^� 12^5 � 7^2,^

� ,3+ 2 0^2$�2^%1^2,^ � ^4 0 7^1. �%"%�^P%C CD^5$�2^ �0 ^2$ ^ )%*%21^ ,"^2$ ^

.0 ,#0 �*D^5$� 2^�0 ^2$ ^� �.��%)%2% 1D^ 2�CQ^
�( ^130 ^2$� 2^ 4 0 72$%+#^

7,3^�0  ^+,2^130 ^7,3^� �+^. 0" ,0*^%1^�) �0 )7^+,2 �^ �1^ �^ .,11%�%)%27D^

+,2^�^.0 ,*%1 C^

Method 

�" 2 0^7,3^ .0 ,.,1 ^ �^1,)32%,+^2,^2$ ^ .0 ,�) *D^0  �� 01^5%))^5�+ 2^2,^

(+, 5^2$ ^12 .1^7,3^5%))^2�( ^2,^*�(  ^130 ^2$ ^1,)32%,+^%1 �̂�00% �^,32C^

� , 5^5%))^7,3^.0 ,�3�  ^2$ ^0 13)2I^�$ 1 ^�0  ^2$ ^�1. � 21^2$�2^*,12^

0 �� 01^5%))^),,(^" ,0E^

:C^� ��%)%2% 1^

;C^ �/3%.* + 2^

<C �̂ ,30^1�$ �3) ^

=C �̂ ,30^/3�)%"%�� 2%,+1^

>C �̂^.)�+^" ,0^*�+�# %+#^2$ ^.0,.,1 �^.0 ,' � 2^

�,* 2%* 1D^  6.)�%+%+#^ 2$ ^ * 2$,�^ %1^ 13. 0")3,31C^ 	"^  4 0 7,+ ^ %1^

�)0 �� 7^ "�*%)%�0^ 5%2$^ 7,30^ * 2$,�1D^ 7,3^ �,^ +,2^ $� 4 ^ 2,^ #%4 ^ �^

� 2�%) �^ 6.)�+� 2%,+C^�, 5  4 0D^*�(  ^130 ^7,30^0 �� 01^(+, 5^5$� 2^

7,3^ �0  ^ 2�)(%+#^ ��,32^ � " ,0  ^ 7,3^ �113* ^ 2$� 2^ 2$ 7^ 5%))^ (+,5^

 4 0 72$%+#^��,32^7,30^.0 ,' � 2C^

Resources 

	"^7,30^ .)�+^0  /3%0 1^  /3%.* + 2D^"��%)%2% 1D^,0^ ,2$ 0^0 1,30 �  1^2$%1^

=@;̂̂ k̂ �̂0  .�0%+#^� 31%+ 11^�0,.,1�)1



1 � 2%,+^ 1$,3)�^ � ^ %+�)3� �C^ � ))^ 7,30^ 0 �� 01^ 5$� 2^ 7,3^ +  �^ �+�^

5$ 7^%2^%1^+  � �C^ 	"^+,^1. �%�)^0 1,30 �  1^ �0 ^0 /3%0 �D^7,3^ �,^+,2^

+  �^2,^%+�)3� ^2$%1^1 � 2%,+^%+^7,30^.0 ,.,1�)C^

Schedule 

��$ �3) 1^$ ).^ .0 , 4%� ^0 �� 01^5%2$^2$0  ^2$%+#1C^ �%012D^2$ 7^#%4 ^

0 �� 01^ �^ � ��)%+ ^ 1,^ 2$ 7^ (+, 5^ 5$ +^ 2,^  6. � 2^ �^ "%+�)^ 0 13)2C^

� � ,+�D^1�$ �3) 1^ � �+^ � ^ �0%2%/3 �^ � 7^0 �� 01^2,^ *�(  ^130 ^2$ 7^

�0  ^" �1%�) C^�$%0�D^�^1�$ �3) ^%1^�^#,,�^5 � 7^2,^(  .^20��(^, "^$,5^�^

.0 ,' � 2^%1^.0,�   �%+#C^

	+^ ���% 2%,+^ 2,^ .0,' � 2^ � ��)%+ 1D^ 1�$ �3) 1^ 1$,3)�^ �)1,^ %+�)3� ^

�3 ^ �� 2 1^ ",0^ �0 �" 21D^ 0 1,30 �  1D^ �+�^ ,2$ 0^ %+",0*� 2%,+^ 2$�2^ %1^

+  � �^2,^�11%12^7,3^5%2$^7,30^.0 ,' � 2^#,�)C^

Qualifications 

�^ /3�)%"%�� 2%,+1^ 1 � 2%,+^ %1^ �^ #,,�^ .)��  ^ 2,^  6.)�%+^ 2$ ^ 2�) +2^ �+�^

 6. 0% +�  ^, "^7,301 )"^�+�^7 ,30^2 �*^* *� 01C^� . +�%+#^,+^7 ,30^

0 �� 01D^ 2$%1^ 1 � 2%,+^ *�7^ � ^ 1*�))^ ,0^ )�0 # C^ �1^ 5%2$^ �))^ �31%+ 11^

�,�3* + 21D^ 7,3^ +  �^ 2,^ � ^ $,+ 12^ 5$ +^ 7 ,3^ 50%2 ^ 7,30^

/3�)%"%�� 2%,+1C^ 	"^ 7,3^ 2$%+(^ 2$�2^ 7,3^ +  �^ 2,^ ) �0+^ + 5^ .0 ,#0 �*1D^

0 * *� 0^2$� 2^2$ ^2%* ^ �+�^*,+ 7^1. + 2^#�%+%+#^ 6. 0% +�  ^ � �+^

2�(  ^� 5 � 7^"0,*^2$ ^.0 ,' � 2[1^�,*.) 2%,+C^

Management 

�^.0 ,' � 2[1^13��  11^� . +�1^,+^% 21^*�+�#  * + 2^2 �*D^�+�^0  �� 01^

�0  ^ %*.0  11 �^ %"^ 7,3^ � �+^ � 1�0% � ^ 7 ,30^ .0 ,' � 2^ *�+�#  * + 2^

�0  .�0%+#^� 31%+ 11^�0,.,1�)1 ^̂k̂ =̂@<



1203�230 ^%+^7,30^.0 ,.,1�)C^� 7^%� +2%"7%+#^ ��$^. 01,+^,+^7 ,30^2 �*^

�+�^  6.)�%+%+#^ 5$�2^ 2$ %0^ 2�1(1^ �+�^ 0 1.,+1%�%)%2% 1^ �0 D^ 7,3^ � �+^

� ,,0 �%+�2 ^7,30^5 ,0 (^ " "%�% +2)7C^	2^%1^4 0 7^$ ). "3)^",0^ ��$^. 01,+^

2,^(+, 5^5$� 2^2$ 7^5%))^� ^�,%+#^� ",0  $�+�^1,^2$ 0  ^5 ,+ [2^� ^*�+ 7^

.0 ,�) *1^� ,+�  0+%+#^) �� 01$%.^�+�^2%* ^*�+�#  * + 2^"302$ 0^%+2,^

2$ ^.0 ,' � 2C^

Costs 

� %+� ^ 7,30^ 0 �� 01^ �0  ^ %+4 12%+#^ 2$ %0^ *,+ 7^ �+�^ 2%* ^ %+2,^ 7,30^

.0 ,' � 2D^%2^$ ).1^2,^(+, 5^$, 5^*3�$^%2^5%))^�,12C^�^�3�#  2^12�2 * + 2^

%1^ #,,�^ " ,0^ ,0 #�+%8%+#^ 7,30^  6. +1 1D^ �32^ 7,3^ 1$,3)�^ �)1,^ 2$%+(^

��,32^2$ ^�*,3+ 2^,"^2%* ^7,3^�+�^7 ,30^2 �*^* *� 01^5%))^1. +�^

,+^2$ ^.0 ,' � 2C^�,3^*� 7^�)1,^%+�)3� ^$, 5^*3�$^*,+ 7^7,30^.0 ,' � 2^

5%))^1�4 ^2$ ^0 �� 01^2,^*�(  ^%2^1  *^*,0  ^�.. �)%+#C^

Design 

� )% 4 ^ %2^ ,0^ +,2D^ � 1%#+^ ����^ *� 22 0^ 5$ +^ 50%2%+#^ �^ �31%+ 11^

.0 ,.,1�)C^� ,3^5 �+ 2^2,^*�(  ^2$ ^.0 ,.,1�)^�.. �)%+#^2,^2$ ^0 �� 01C^

	"^2$ ^0 �� 0^%1^),,(%+#^�2^25 ,^.0 ,.,1�)1^�+�^,+ ^$�1^#0 �.$%�1^�+�^

� ,),0^ ,+^2$ ^ "0 ,+ 2^ �, 4 0^ �+�^ ,+ ^$�1^ '312^2 62D^5$%�$^ ,+ ^ �,^7,3^

2$%+(^2$ 7^5%))^5�+ 2^2,^0 ��^" %012I^

=@=^̂k̂ �̂0  .�0%+#^� 31%+ 11^�0,.,1�)1



Revision Checklist 

� , 5^ 2$� 2^ 7,3^

(+, 5^ 5$� 2^ %+",0*� 2%,+^ %1^ 0 /3%0 �D^ 7,3^ � �+^ .0  .�0  ^ �^ �$ �()%12^

2,^ *�(  ^ 130 ^ 2$� 2^  4 0 72$%+#^ %1^ �, 4 0  �^ �+�^ 7 ,3^ �0  ^ +,2^ *%11%+#^

1,* 2$%+#^2$�2^*� 7^� ^ 11 + 2%�)C^

Intr oduction 

:C^�, 1^% 2^12�2 ^2$ ^.30.,1 ^�) �0 )7I^

;C^ �, 1^% 2^.0, 4%� ^13""%�% +2^���(#0 ,3+�^%+",0*� 2%,+I^

<C �̂, 1^% 2^",0  1$��, 5^2$ ^0 12^,"^2$ ^.0,.,1�)^2,^$ ).^#3%� ^2$ ^

0 �� 0I^

Problem 

:C^�, 1^% 2^ 6.)�%+^2$ ^.0,.,1 �^�� 2%,+[1^+  �^,0^#,�)I^

;C^ �, 1^% 2^. 013�� ^2$ ^0  �� 0^2$� 2^2$ ^.0,�) *^%1^%*.,0 2�+2^2,^

2$ * I^

�0  .�0%+#^� 31%+ 11^�0,.,1�)1 ^̂k̂ =̂@>
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Objecti ves 

:C^�,^7 ,30^,�' � 2%4 1^0 )� 2 ^�%0 � 2)7^2,^2$ ^.0,�) * I^

;C^ ��+^7 ,3^.0  1 + 2^2$ *^5%2$,32^#,%+#^%+2,^2$ ^1,)32%,+I^

Solu tion 

:C^	1^%2^3+� 012�+���) ^5$ +^% 2^%1^� %+#^� 1�0%� �I^

;C^ 	1^%2^. 013�1%4 ^%+^1�7%+#^2$�2^%2^5%))^��$% 4 ^2$ ^,�' � 2%4 1I^

<C �̂, 1^% 2^ "" � 2%4 ) 7^1$,5^2$� 2^%2^%1^2$ ^*,12^� 1%0��) ^5 � 7^2,^

��$% 4 ^2$ ^,�' � 2%4 1I^

=C �̂, 1^% 2^,"" 0^.0 ,2 � 2%,+^2,^7,3^�+�^7 ,30^2 �*^* *� 01 N

 *.), 7 0^� 7^,+)7^.0,*%1%+#^2$%+#1^2$�2^7,3^� �+^� )%4 0I^

Method 

:C^�0  ^2$ ^12 .1^%+^2$ ^* 2$,�^� 1�0% � �^�) �0 )7I^

;C^ 	1^%2^. 013�1%4 ^ +,3# $^",0^7,30^0 �� 01^2,^� ^� ,+ 4%+� �^2$� 2^%2^

5%))^5,0 (I^

Resour ces 

:C^��+^7 ,3^. 013�� ^2$ ^0  �� 01^2$� 2^7,3^$� 4 ^2$ *^,0^� �+^� 22�%+^

2$ * I^

;C^ ��+^7 ,3^�) �0 )7^%� +2%"7^�))^,"^2$ ^0 1,30 �  1^7,3^� �+^13..) 7D^

.0 ,2 � 2%+#^7,3^�+�^7 ,30^ *.), 7 0I^

Schedule 

:C^�, 1^% 2^1�7^5$ +^2$ ^.0 ,' � 2^5%))^� ^�,*.) 2 �I^

;C^ � �1^7,30^5 ,0 (^�  +^0 �1,+��) 7^1�$ �3) �I^

<C �̂, 1^2$ ^1�$ �3) ^�) �0 )7^12�2 ^5$� 2^7,3^*312^�,^2,^*  2^7,30^

� ��)%+ 1D^.0,2 � 2%+#^7,3^�+�^7 ,30^ *.), 7 0I^

=C �̂ � 4 ^7,3^%+�)3� �^�^1�$ �3) ^�$�0 2^P%"^%2^*�(  1^7,30^.0 ,.,1�)^

*,0  ^. 013�1%4 IQ^

=@?̂̂k̂ �̂0  .�0%+#^� 31%+ 11^�0,.,1�)1



Qualif ications 

:C^��+^7 ,3^. 013�� ^7 ,30^0 �� 01^2$� 2^7,3^� �+^� ,*.) 2 ^2$ ^

.0 ,' � 2^13��  11"3))7I^

Management 

:C^��+^7 ,3^. 013�� ^7 ,30^0 �� 01^2$� 2^7,30^2 �*^%1^,0#�+%8 �^

 " " � 2%4 ) 7I^

;C^ � � 4 ^7,3^%+�)3� �^�+^,0 #�+%8�2%,+�)^�$�02^2$�2^%))3120� 2 1^2$ ^

$% 0�0 �$ 7^,"^7,30^2 �*^* *� 01^�+�^2$ %0^0  1.,+1%�%)%2% 1I^

Costs 

:C^� � 4 ^7,3^.0  1 + 2 �^�))^, "^2$ * I^

;C^ �0  ^2$ 7^0 �1,+��) I^

<C �̂0  ^�))^, "^7,30^� ,121^%+�)3� �D^.0,2 � 2%+#^7,3^�+�^7 ,30^

 *.), 7 0I^

=C �̂,^7 ,3^$� 4 ^�^�3�#  2^2��) I^

Conclusion 

:C^�0  ^�))^, "^7,30^(  7^.,%+21^13**�0%8 �I^

;C^ � � 4 ^7,3^ +� �^,+^�^.,1% 2%4 ^+,2 I^

�0  .�0%+#^� 31%+ 11^�0,.,1�)1 ^̂k̂ =̂@@



146. Front Matter: Contents, 
Lists, and More 

� 0,+ 2^ *� 22 0^ %1^ �+^  620 * ) 7^ %*.,0 2�+2^  ) * + 2^ 2,^ 50%2%+#^ �+7^

0 .,0 2C^ �$ 2$ 0^ %21^ ",0^ �^ 1. �%"%�^ �,*.�+ 7^ 0 1 �0 �$^ ,0^ ",0^ ,2$ 0^

. 01,+�)^0  .,0 21C^ �. �%"%�1^13�$^ �1^2$ ^1%8 ^ , "^2$ ^ ",+ 2D^",+ 2^27. D^

",0*� 22%+#D^ �+�^ ,0#�+%8�2%,+^ �)1,^ +  �^ 2,^ � ^ 2�(  +^ %+2,^

� ,+1%� 0 � 2%,+^5$ +^�0 � 2%+#^2$ ^"0,+ 2^*� 22 0^,"^7,30^0 .,0 2C^

�$ ^ " %012^ " 5^ .�#  1^ , "^ �^ 0 .,0 2^ �0 ^  11 + 2%�)C^ �+^ ���0 4%�2 �^

��120 �� 2^5%))^�11%12^2$ ^0 �� 0^%+^"%+�%+#^5$�2^2$ ^*�%+^.,%+21^,"^2$ ^

0 .,0 2^5%))^� ^��,32C^

�$ 1 ^ ) * + 21^�0 ^, "2 +^0 "  00 �^2,^�1^X�,,(^�) * + 21YD^�1^2$ 7^

�0  ^� ,**,+) 7^",3+�^%+^)�0# 0^5 ,0 (1C^

	*.,0 2�+2^ �,+1%� 0 � 2%,+1^ 1$,3)�^ � ^ *�� ^ ,+^ $, 5^ 7,30^

.3�)%� � 2%,+^5%))^� ^31 �C^�,^%+�0 �1 ^31��%)%27D^7,3^1$,3)�^� ,+1%� 0^

$, 5^ 7,30^ 0 �� 01^ 5%))^ � ^ 31%+#^ 2$ ^ 0 .,0 2D^ �+�^ 5$�2^ 2$ 7^ 5%))^ � ^

),,(%+#^",0 D^�+�^",�31^,+^*�(%+#^2$%1^ �17^2,^"%+�C^

Covers 

�^� , 4 0^.�#  ^%1^�^4 0 7^1%*.) D^.0 �%1 D^�0% "^5� 7^2,^%+20,�3�  ^7,30^

0 .,0 2^2,^2$ ^0 �� 0 C^�$%1^1$,3)�^�,+ 2�%+E^

K^ �^)�0 # ^1. �%"%�^2%2) ^

K^ �,*.�+ 7^+�* ^

K^ � �* ^, "^2$ ^�32$,0P1Q^

K^ � � 2 ^, "^2$ ^0 .,0 2^

K^ �  ) 4�+ 2^.%�230 ^

�$ ^31 ^, "^�^0 ) 4�+ 2^.%�230 ^,0^25 ,^� �+^$ ).^0  %+",0 �  ^2$ ^13�' � 2^

, "^2$ ^0 .,0 2C^�+ ^#,�)^, "^2$ ^�, 4 0^.�#  ^%1^2,^� ^%+",0*� 2%4 ^�+�^
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5$ + 4 0^7,3^�0  ^50%2%+#^�^.0, " 11%,+�)^�,�3* + 2E^

K^ �,+ [2^*%1) ��^

K^ �,+ [2^*�+%.3)� 2 ^

K^ �,+ [2^12 0 ,2 7. ^

DonÕt mislead 

�$%1^ $�1^ *,0  ^ 2$�+^ ,+ ^ * �+%+#^ 2,^ 2$ ^ .0, " 11%,+�)^ 50%2 0C^ �$ ^

*�%+^ .,%+2^ %1^ �) �0C �̂ $ +^ 50%2%+#^ . 013�1%4 ) 7D^ �,^ +,2^ 50%2 ^

1,* 2$%+#^ 2$�2^ ��+^ � � 31 ^ 2$ ^ 0 �� 0^ 2,^ � )% 4 ^ 1,* 2$%+#^ 2$�2^

%1+[2^203 Ĉ�$%1^��+^� ^�,+ ^� 7^)7%+#D^*%10 .0  1 + 2%+#^"��21D^,0^'312^

X25%12%+#Y^ +3*� 01^ 2,^ "�4,0^ 7,30^ ,.%+%,+^ �+�^ ,�' � 2%4 1C^ �$%1^ %1^

�) �0 )7^ �%"" 0  + 2^ "0,*^ 2$ ^ 0  13* ^  2$%�1C^ �+� ^ 7,3^ �0  ^

,+^ 2$ ^ ',�D^

7,3^ � �++,2^ ) � 4 ^ ,32^ +3*� 01^ 2$� 2^ 1$,5^ 7,3 [0 ^ � $%+�^ ,0^ , 4 0T

�3�#  2^ ,+^ �^ .0,' � 2D^ +,^ *�22 0^ $,5^ 5  ))^ %2^ *� 7^ 5,0 (^ ,+�  ^ %2^ %1^

� ,*.) 2 �C^ ��� 21^ �0 ^ "�� 21^ �+�^ 2$ 7^ *312^ � ^ 0 .0  1 + 2 �^ %+^ 2$�2^

5 � 7C^� ^�� 32%,31^5$ +^31%+#^"%#30 1D^�$�021^�+�^2��) 1D^*�(%+#^130 ^

2$ 7^ �0 ^+,2^*%1) ��%+#C^�$%) ^2$%1^*�7^1  *^  �17^2,^0 ��^ ��,32D^

� 2$%�1^�+�^� �$+%��)^�,**3+%� � 2%,+̂̂k̂ =̂A>
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5$ +^ 2$ ^ .0  1130 ^ %1^ ,+^ �+�^ 2$ 0 ^ �0  ^ � ��)%+ 1^ 2,^ *  2D^ 2�(%+#^

1$,0 2�321^�+�^120 2�$%+#^2$ ^2032$^�0 ^4 0 7^�,**,+C^

�$ ^,2$ 0 D^) 11^"0 /3 + 2)7^31 �^� ,*.,+ + 2^%1^.)�#%�0%8%+#C^�$%) ^

%2^*� 7^1  *^)%( ^2$%1^%1^1,* 2$%+#^123� +21^) �0+^2,^� 4,%�^�"2 0^2$ 7^

#0��3� 2 D^ %2^ 0 *�%+1^ �+^ %*.,0 2�+2^ #3%� )%+ ^ ",0^ �))^ .0, " 11%,+�)1C^

� )�# %�0%8%+#^%1^*%10 .0  1 + 2%+#^2$ ^1,30�  ^,0^"�� 21D^*,12^�,**,+) 7^

5$ +^ 7 ,3^ �)�%*^ 2$ ^ %� �1^ 7,3^ �0  ^ 50%2%+#^ ��,32^ �0 ^ 7,301Ĉ� $ +^

7,3^ �0  ^ 0 1 �0 �$%+#^ .0, " 11%,+�)^ �,�3* + 21D^ *�( ^ 130 ^ 7,3^ �0  ^

31%+#^*�2 0%�)^5%2$^. 0*%11%,+C^	"^7,3^�0  ^50%2%+#^��,32^5$� 2^7,3 [4 ^

0 1 �0 �$ �D^ *�(  ^ 130 ^ 7,3^ �0  ^ �%2%+#^ 2$ ^ 1,30�  1^ , "^ 7,30^

%+",0*� 2%,+^�+�^#%4%+#^�0 �%2^2,^�))^2$ ^+ �  11�0 7^0 1 �0 �$ 01C^�$%1^

03) ^ �)1,^  62 +�1^ � 7,+�^ 50%2%+#^ 2,^ 5$�2^ %1^ 0 "  00 �^ 2,^ �1^

%+2 )) � 23�)^.0,. 0 27C^	+2 )) � 23�)^.0,. 0 27^%+�)3� 1^2$ ^",)), 5%+#E^

K^ � � 2 +21^U^	2 *1^5$,1 ^�0  �%2^",0^�0  � 2%,+^%1^.0,2 � 2 �^

K^ � 0�� *�0 (1^U^�,*.�+ 7^+�* 1^P� �) 
�0 2QD^),#,1^P2$ ^� �0# 2^

�3))1T 7 QD^,0^1),#�+1^P	[*^), 4%+[^%2Q^

K^ �,. 70%#$2^)�5^U^	2 *1^5$,1 ^�%120%�32%,+^%1^.0,2 � 2 �^� 7^)�5^

P�,,(1D^*, 4% 1D^,0^1,"25 �0  Q^

� ,+ ^, "^2$ 1 ^2$%+#1^��+^� ^31 �^5%2$,32^.0,. 0^0  � ,#+%2%,+^,"^,0^

�..0 , 4�)^"0,*^2$ ^�..0 ,.0%� 2 ^� ,*.�+ 7^,0^%+�%4%�3�)^%+4,) 4 �C^

�$%1^ )�5^  62 +�1^ � 7,+�^ 2$ ^ *�',0^ � ,*.�+% 1C^ �+ 7^ 50%22 +^

�,�3* + 2^ %+^ 7,30^ , 5+^ � ,*.�+ 7^ %1^ �,. 70%#$2 �^ � 7^ )�5^ ,+�  ^

.0 ,�3�  � C^ �$�2^ * �+1^ %"^ 7,3^ �0  ^ �,00 , 5%+#^ �^ #,,�^ %� �^ "0,*^ �^

"0% +�^ �2^ �+,2$ 0^ � ,*.�+ 7D^7,3^*312^ �%2 ^2$ *^ �1^ �^1,30 �  C^ �)1,D^

�)2$,3# $^+,2^0 /3%0 �^� 7^)�5 D^%2^%1^�^#,,�^%� �^2,^�%2 ^1,30�  1^"0,*^

%+1%� ^ 7,30^ , 5+^ � ,*.�+ 7^ �1^ 5 ))C^ �,3^ 5 ,3)�+ [2^ 5�+ 2^ 1,* ^ ,+ ^

 )1 ^2�(%+#^�0 �%2^",0^7,30^%� �1C^� $7^1$,3)�^7,3^20 � 2^,2$ 01^�+7^

�%"" 0  + 2)7I^

�$ ^ ) #�)^ � ,+1 /3 +�  1^ �0 ^ *,12^ +,2��) ^ 5$ +^ ,+ ^ � ,+1%� 01^

50%2%+#^%+^2$ ^ .0, " 11%,+�)^5,0 )�C^ � $%) ^ .)�#%�0%8%+#^*�7^#%4 ^7,3^

�^"�%)%+#^#0�� ^%+^�^�)�11D^.)�#%�0%8%+#^%+^2$ ^5,0 (.)��  ^� �+^+,2^,+) 7^

# 2^7,3^" %0 �D^�32^�,3)�^0  13)2^%+^�^�,12)7^)�513%2^,0^.,11%�) 7^ 4 +^'�%)^

2%* C^	2^%1^+,2^,+)7^ 2$%��)^2,^",)), 5^2$ 1 ^03) 1D^%2^%1^�+^ +",0 �  �^)� 5 C^

=A?̂ k̂̂ �̂ 2$%�1^�+�^� �$+%��)^�,**3+%� � 2%,+




�(  ^130 ^7,3^.0 ,. 0 )7^�,�3* + 2^�))^1,30�  1^1,^�1^+,2^2,^*%1) ��^�^

0 �� 0 C^

DonÕt manipulate 

	"^7,3^�0  ^$,)�%+#^�^.0 , " 11%,+�)^',�D^%2^%1^3+� 012,,�^2$�2^7,3^$� 4 ^

�^ � �  + 2^��%)%27^2,^50%2 ^. 013�1%4 ) 7D^ 4 +^%"^7,30^"%012^. 013�1%4 ^

�,�3* + 2^ 5�1^ 7,30^ 0 13* C^ �,^ +,2^ 31 ^ 7 ,30^ ��%)%27^ 2,^ . 013�� ^

. ,.) ^2,^�,^5$� 2^%1^+,2^%+^2$ %0^� 12^%+2 0 12Ĉ� $%) ^2$%1^*�7^+,2^

�) 5 � 71^1  *^ �17D^�^#,,�^50% 2 0^5%2$^�^���^*,2%4  ^� �+^25%12^5,0 �1^

2,^ *�(  ^ 1,* 2$%+#^ 1,3+�^ )%( ^ %2^ %1^ � + "%�%�)^ 2,^ �))^ .�02% 1C^ �$ ^

� 3�% +�  ^*� 7^"%+�^,32^2,,^)�2 ^2$�2^5$� 2^7,3^50 ,2 ^,+) 7^� + " %2 �^

7,3^ �+�^ �� 23�)^  +� �^ 3.^ $30 2%+#^ 2$ *C^ �$%1^ #, 1^ ���(^ 2,^ 2$ ^

12�(  $,)� 01C^
�(  ^130 ^2$ 7^�0 ^+,2^,+) 7^�,+1%� 0 �^�+�^� �0  �^" ,0^

5$ +^ 50%2%+#^ �^ . 013�1%4 ^ �,�3* + 2C^ 	2^ %1^  �17^ 2,^ # 2^ �� 3#$2^ 3.^

%+^ 2$ ^ "��21^ �+�^ ",0 # 2^ �))^ 2$ ^ . ,.) ^ %+4,) 4 �C^ �$ %0^ "  )%+#1^ �+�^

)%4 )%$,,�^ *312^ � ^ � ,+1%� 0 �^ 5%2$^  4 0 7^ �..0 ,.0%� 2 ^ �,�3* + 2^

7,3^�0  � 2 C^

DonÕt stereotype 


 ,12^ 12 0 ,2 7.%+#^ 2�( 1^ .)��  ^ 13�T� ,+1�%,31)7^+, 5^ 1%+� ^ 5 ,0 (^

.)��  1^ �0 ^ � �0  "3)^ 2,^ +,2^ ,. +) 7^ �%1�0%*%+�2 C^ 	2^ %1^ 1,* 2$%+#^ 5 ^

*� 7^+,2^ 4 +^� ^� 5 �0  ^5  ^�0  ^�,%+#D^1,^%2^%1^�)5 � 71^�^#,,�^%� �^2,^

$� 4 ^ �^ .  0^ ,0^ � , 5 ,0 (  0^ .0 ,, "0 ��^7 ,30^ �,�3* + 21^2,^*�(  ^130 ^

7,3^ $� 4 ^ +,2^ %+�)3� �^ �+ 72$%+#^ 2$�2^ *� 7^ .,%+2^ 2,^ �%1�0%*%+�2,07^

�113*.2%,+1C^
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Addressing Unethical Practices 


�+ 7^2%* 1^%+^2$ ^ .0, " 11%,+�)^1 22%+#D^5,0 (  01^"%+�^%2^�%""%�3)2^2,^

� �)^ 5%2$^ 3+ 2$%��)^ .0 �� 2%� 1^ %+^ 2$ %0^ �,*.�+ 7C^ �%012D^ � #%+^ �7^

�0%+#%+#^2$ ^3+ 2$%��)^.0 �� 2%� ^2,^2$ ^130"��  D^5$%�$^%1^313�))7^2$ ^

$�0 � 12^.�0 2C^�� 3)^�+� 01,+ [1^2 62^0 4% 51^thr ee 5̂ � 71^2$�2^7,3^� �+^

�0%+#^7,30^� ,*.�+ 7[1^.0�� 2%� 1^2,^2$ ^130"��  C^	2^%1^ �1% 12^2,^"%012^

12�02 âsking questionsC^ �1(%+#^ /3 12%,+1^ *�7^ 1  *^ 2,,^ 1%*.) ^ �32^

%2^ %1^ �+^  "" � 2%4 ^ 5 � 7^ ,"^ �0%+#%+#^ �22 +2%,+^ 2,^ 7,30^ � ,*.�+ 7[1^

.0 ,�) *1C^ �1(^ /3 12%,+1^ ��,32^ 5$,^ 2$ %0^ � �%1%,+1^ �0 ^ �" " � 2%+#^

�+�^5$ 7^2$ 7^�0 ^*�(%+#^2$,1 ^� �%1%,+1C^�$%1^5%))^+,2^.32^7,3^,+^

2$ ^1.,2^",0^ � %+#^2$ ^ ���^#3 7D^�32^%2^5%))^ �)),5^7,3^2,^4,%� ^7,30^

,.%+%,+C^

�$ ^1 � ,+�^%� �^�+� 01,+^� 1�0% � 1^�1^ being helpful %̂+^0 4 �)%+#^

3+ 2$%��)^.0 �� 2%� 1^%1^2,ûse facts or r easonD^%+12 ��^ , "^ �� �31� 2%,+C^

� " ,0  ^ 7,3^ 0�%1 ^ /3 12%,+1^ ��,32^ 7,30^ � ,*.�+ 7[1^ 3+ 2$%��)^

.0 �� 2%� 1D^ *�(  ^ 130 ^ 7,3^ $� 4 ^ � ,)�^ $�0 �^ "�� 21^ %+12 ��^ , "^

�� �31� 2%,+1C^ 
�+7^ 2%* 1^ ���31� 2%,+1^ �0 ^ *�� ^ ��,32^ 1% 23�2%,+1^

5$ 0  ^ . ,.) ^203) 7^ �,^+,2^ (+, 5^2$ ^0 �1,+^2$,1 ^ � �%1%,+1^5 0  ^

� %+#^ *�� C^ 	 "^ 7,3^ ��1 ^ 7 ,30^ 2$,3# $21^ �0,3+�^ 203 ^ "�� 21D^ 7,30^

� ,*.�+ 7^ 5%))^ �113* ^ 7,3^ ),,(  �^ %+2,^ 2$ ^ 1%23�2%,+^ �+�^ 5%))^ 2�( ^

7,30^2$,3# $21^*,0  ^1 0%,31)7C^

�$ ^2$%0�^$ ). "3)^5� 7^2,^�0%+#^7,30^� ,*.�+ 7[1^3+ 2$%��)^.0 �� 2%� 1^

2,^ 2$ ^ 130"��  ^ %1^ 2,^remain open to other s ideasC^ �$� 2^ 2$%1^ �)),51^

7,3^ 2,^ �,^ %1^ ��1 ^ �^ 1,)32%,+^ �0,3+�^ *�+ 7^ �%"" 0  + 2^ 1%� 1^ %+12 ��^

, "^'312^7,30^, 5+C^�%+� ^. ,.) ^313�)) 7^$�4 ^�%"" 0  + 2^ 2$%��)^4�)3 1D^

7,30^, 5+^12�+�  ^*� 7^+,2^�,%+�%� ^5%2$^ 4 0 7,+ ^ )1 1[ C^
�(  ^130 ^

7,3^ %� + 2%"7^ .,11%�) ^ 4 �)3 1^ , "^ ,2$ 01^ 5$ +^ � ,+1%� 0%+#^ .,11%�) ^

1,)32%,+1C^
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Employing Ethical Techniques 

	+^ .0, " 11%,+�)^ 50%2%+#D^  2$%��)^ �%* +1%,+1^ � # %+^ 2,^ 130"�� ^

 1. �%�))7^%+^. 013�1%4 ^50%2%+#C^�$ +^7,3^ �0  ^207%+#^2,^ . 013�� ^

,2$ 0^ . ,.) ^ 2,^ *�(  ^ �^ �  0 2�%+^ � �%1%,+^ ,0^ 2,^ 2�( ^ �� 2%,+D^ 12�7^

�) �0^ , "^ *�+%.3)� 2%,+^ �+�^ *%1�,+�  .2%,+1C^ �2^ 2%* 1D^ 7,3^ *� 7^ � ^

*%1) ��%+#^ 1,* ,+ ^ 3+%+2 +2%,+�))7C^ 	+^ . 013�1%4 ^ 50%2%+#D^ 7,3^

*312^0 1. � 2^2$ ^0 �� 01^4 �)3 1^�+�^4% 5.,%+ 21C^�,^+,2^31 ^"�)1 ^,0^

1( 5  �^"�� 21^,0^�0#3 ^"0,*^13�$^.0  *%1 1^� � � 31 ^7,3^*� 7^� �  %4 ^

2$ ^0 �� 0P 1Q^�+�^�� 31 ^2$ *^2,^*�(  ^�+^3+)� 5"3)^� �%1%,+C^

� 4,%�%+#^ *�+%.3)�2%,+^ 5$ +^ 50%2%+#^ . 013�1%4 ) 7^ %1^ �)1,^ ( 7C^

�,* 2%* 1^7,3^*� 7^� ^� 5 �0  ^, "^2$ ^0 �� 01^.,%+ 2C^	"^1,D^7,3^*312^

*�(  ^ 130 ^ +,2^ 2,^ 31 ^ 2$%1^ . 01,+�)^ %+",0*� 2%,+^ �#�%+12^ 2$ *^ %+^

7,30^50%2%+#C^	2^%1^3+ 2$%��)^2,^. 013�� ^0  �� 01^2,^*�(  ^�^� �%1%,+^

2$�2^ � + " %21^ 7,301 )"^ �+�^ +,2^ 2$ *C^ 
 ,12^ 2%* 1D^ . ,.) ^ 20 7^ 2,^

*�+%.3)� 2 ^,2$ 01^2,^0 �  %4 ^1,* ^2 7. ^, "^0 5 �0 �^,0^#�%+C^

� ,^ � 4,%�^ 31%+#^ *%1) ��%+#^ ,0^ *�+%.3)� 2%+#^ 5,0 �1^ �+�^ .$0 �1 1D^

%2^ %1^ %*.,02�+2^ 2, �̂ ^ ,. +^ 2,^ �)2 0+� 2%4 ^ 4% 5.,%+ 21C^ 	+^ .0 .�0%+#^

�+ 7^ 27. ^ , "^ . 013�1%4 ^ 50%2%+#D^ 7,3^ 5%))^ �,* ^ ��0 ,11^ � ,+" )%�2%+#^

4% 5.,%+ 21D^1,^� %+#^�5 �0  ^, "^,2$ 0^4% 51^1$,3)�^+,2^� ^$�0 �C^�  .^

7,30^0 �� 01[^%� �1^�+�^# ,�)1^%+^*%+�^�+�^� ,+1%� 0^5$� 2^)% 1^� $%+�^

2$ %0^ �,+�  0+1C^ �,^$ ).^1,) 4 ^2$ 1 ^ .0 ,�) *1^% 2^*� 7^ �)1,^ � ^# ,,�^

2,^ *�(  ^ 12�2 * + 21^ ��1 �^ ,+^ $3*�+^ 4 �)3 1C^ �%1�311%+#^ 1 4 0 �)^

,.%+%,+1^ �+�^%� �1^ ,+^2$ ^13�' � 2^5%))^*�( ^7,3^*,0  ^ . 013�1%4 D^

� � � 31 ^ *,12^ 4% 5.,%+ 21^ 5%))^ � ^ %+�)3� �^ 2,^ .0  4 + 2^ 7,3^ "0,*^

�.. �0%+#^�%�1 �C^

Ethics Decision Checklist 

K^ � $� 2^%1^2$ ^+�230 ^, "^2$ ^ 2$%��)^�%) **� I^

K^ � $� 2^�0 ^2$ ^1. �%"%�^�1. � 21^,"^2$%1^�%) **�^2$�2^*�(  ^7,3^

3+� ,*" ,0 2��) I^
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K^ � $� 2^�0 ^7,30^� ,*. 2%+#^,�)%#�2%,+1^%+^2$%1^�%) **�I^

K^ � $� 2^�� 4%� ^�, 1^�^20312 �^13. 0 4%1,0^,0^* +2,0^, "" 0I^

K^ �, 1^7 ,30^� ,*.�+ 7[1^�,� ^, "^�,+�3� 2^���0  11^2$%1^%113 I^

K^ �, 1^7 ,30^.0 , " 11%,+�)^�11,�%�2%,+[1^�,� ^, "^�,+�3� 2^���0  11^

2$%1^%113 I^

K^ � $� 2^�0 ^7,3^3+ 5%))%+#^2,^�,I^� $� 2^�0 ^7,3^5%))%+#^2,^�,I^

K^ � , 5^5%))^7,3^ 6.)�%+^,0^'312%"7^7,30^� �%1%,+I^
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148. Video: The Key Forms of 
Business Writing: Proposals 

� ) �1 ^ �32^ �+�^ .�12 ^ 2$ ^ " ,)), 5%+#^ )%+(^ %+^ 2$ ^ 7,323� ^ 5  �1%2 ^ 2,^

4% 5^2$ ^4%� ,E^

A YouTube element has been excluded from this ver sion of the 

text. You can view it online her e: 

https:/ /libr ary.achievingthedr eam.org/

epcctechnicalwriting/?p= 190 

� %� ,E^�$ ^�  7^�,0*1^, "^� 31%+ 11
� 0%2%+#E^�0,.,1�)1 ^̂k̂ =̂B:

https://library.achievingthedream.org/epcctechnicalwriting/?p=190#pb-interactive-content
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149. Video: Quick Tips for 
How to Write a Business 
Proposal 

� ) �1 ^�32^�+�^.�12 ^2$ ^" ,)), 5%+#^4%� ,^)%+(^%+^7,30^�0 , 51 0^1 �0 �$^

��0 ^̂2,^4% 5^2$ ^4%� ,E^

A YouTube element has been excluded from this ver sion of the 

text. You can view it online her e: 

https:/ /libr ary.achievingthedr eam.org/

epcctechnicalwriting/?p= 191 
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� 0%2 ^�^� 31%+ 11^�0,.,1�)
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PART XVII 

FEASIBILITY REPORT 
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150. Feasibility Report Sample 
Formats 

�^ Feasibili ty Report ^%1^ .0 1 + 2 �^ 2,^ 2$ ^ � ,*.�+ 7^ 2$�2^ 0 /3 12 �^

0 � ,** +�� 2%,+1^2,^1,)4 ^�^.�0 2%�3)�0^.0,�) *C �̂$%1^0 .,0 2^#%4 1^�^

0� 2%,+�) ^ , "^2$ ^" �1%�%)%27^,"^2$ ^0 � ,** +�� 2%,+1^� 2 0*%+ �^ � 7^

2$ ^�0 ,�) *^�+�) 71%1C^

�$ ^ %+4 12%#�2,0^ 5%))^ 0 1 �0 �$^  ��$^ 1,)32%,+^ 2$�2^ 2$ ^ �+�)71%1^

0 � ,** +� �^ �+�^ .0  1 + 2^ 2$ ^  � ,+,*%�^ P$, 5^
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 ��$^0  � ,** +�� 2%,+Ĉ̂�$ ^%+4 12%#�2,0^5%))^0�+(^2$ 1 ^ �� � ,0 �%+#^

2,^ $%1N$ 0^ .0%,0%27D^ �32^ .0 1 + 2%+#^ 2$ ^ " �1%�%)%27^ ,"^ �))^

0 � ,** +�� 2%,+1D^ #%4%+#^ 2$ ^ .0,1^ �+�^ � ,+1^ , "^  ��$^

0 � ,** +�� 2%,+C^�$%1^#%4 1^2$ ^� �%1%,+^*�( 01^�^�$,%�  ^2,^�$,,1 ^

2$ ^1,)32%,+^2$ 7^� )% 4 ^%1^0%#$2^",0^2$ ^� ,*.�+ 7C^

�  �1%�%)%27^�  .,0 2^��*.) 
� ,0*� 21̂ k̂̂ =̂B>

https://s3-us-west-2.amazonaws.com/courses-images-archive-read-only/wp-content/uploads/sites/297/2015/03/20165442/hiking-maps.jpg
https://s3-us-west-2.amazonaws.com/courses-images-archive-read-only/wp-content/uploads/sites/297/2015/03/20165442/hiking-maps.jpg


Feasibility Research Report 

� ,2 E^ �6 �  .2^ " ,0^ 2$ ^ � , 4 0^ .�#  ^ �+�^ 2$ ^ 20 �+1*%22�)^ ) 22 0D^ 2$ ^

$ ��%+#1^5%))^� ^",0*� 22 �^�1^1$, 5+^� ), 5 C^

Cover Page 

� 1 ^�+^�� �^� , 4 0^.�#  C^

Transmittal Letter 

�^ 20�+1*%22�)^ ) 22 0^ %1^ 1 +2^ 2,^ 2$ ^ �,*.�+ 7^ 5$,^ 0 /3 12 �^ 2$ ^

" �1%�%)%27^0 .,0 2C^�)2$,3#$^2$%1^) 22 0^%1^1 +2^3+� 0^1 .�0 � 2 ^� , 4 0^

2$�+^2$ ^�  �1%�%)%27^�  .,0 2D^%2^%1^�^�,30 2 17^2,^%+�)3� ^�^� ,. 7^,"^2$ ^

20�+1*%22�)^) 22 0^%+^2$ ^� .,0 2C^

�$%1^ ) 22 0^ 2 ))1^ 2$ ^ +  �^ " ,0^ 2$ ^ " �1%�%)%27^ 0 .,0 2^ �+�^ 2$ ^ �� 2 ^

, "^�,*.) 2%,+^,"^2$ ^0 .,0 2C^�$ ^) 22 0^%+�)3� 1^2$ ^���(#0 ,3+�^, "^

2$ ^ .0 ,' � 2D^ �^0 "  0  +�  ^2,^2$ ^ �0 ,�) *^ �+�) 71%1D^ �+�^ ,32)%+ 1^2$ ^

.0 ,�  �30  ^31 �^2,^� 2 0*%+ ^2$ ^0 � ,** +�� 2%,+1^.0 1 + 2 �^"0,*^

2$ ^" �1%�%)%27^0 .,0 2C^

Table of Contents 

	� + 2%"7^2$ ^1 � 2%,+1^�+�^2$ %0^�,00 1.,+�%+#^.�#  1C^

=B?̂ k̂̂ �̂  �1%�%)%27^�  .,0 2^��*.) ^� ,0*� 21



Executive Summary 

� 0% ")7^  6.)�%+^ 2$ ^ .0,�) *D^ 2$ ^ 2$0   ^ 1,)32%,+1D^ �+�^ 2$ ^

0 � ,** +�� 2%,+1C^

� ,0^ 6�*.) E^

�$ ^ .30.,1 ^ , "^ 2$%1^ " �1%�%)%27^ 0 1 �0 �$^ 0 .,0 2^ 5�1^ 2,^ ���0  11^

2$ ^.0 ,�) *^, "^WWWWWWWWWWWWWWWWC^�$%1^0 .,0 2^,"" 0  �^2$0  ^

�)2 0+� 2%4 ^ 1,)32%,+1^ 2,^ 2$%1^ .0,�) *E^ WWWWWWWWWWWWWWWWWD^

WWWWWWWWWWWWWWWWD^ WWWWWWWWWWWWWWWC^ 	+^ ���% 2%,+D^ 2$ ^

0 .,0 2^0�+(  �^2$ ^ �)2 0+� 2%4 ^1,)32%,+1D^��� ,0 �%+#^2,^%21^120 +#2$1^

�+�^ %21^ � + " %21C^ �,)32%,+^ M<D^ WWWWWWW^ 5�1^ 2$ ^ "%012^

0 � ,** +�� 2%,+C^ �,)32%,+^ M^ :^ WWWWWWWWWWWWWWWW^ 5�1^ 2$ ^

1 � ,+�^ 0  � ,** +�� 2%,+C^ �,)32%,+^ M;D^ WWWWWWWWWW^ 5�1^ 2$ ^

2$%0�^ 0 � ,** +�� 2%,+C^̂̂P�"^ � ,301 ^ 2$%1^ ,0� 0^ � . +�1^ ,+^ 7 ,30^

0�+(%+#1CQ^

�$ ^" ,)), 5%+#^",0*� 2^� # %+1^2$ ^�,�7^,"^2$ ^" �1%�%)%27^0 .,0 2C^

Introduction 

� 0%2 ^ �^ �0% "^ %+20,�3� 2%,+E^ �$%1^ 1 � 2%,+^ 5%))^ � ^ "0,*^ 2$ ^ �0 ,�) *^

�+�) 71%1C^� ))^2$ ^5$ 7^7,3^� ,+�3� 2 �^�+^%+4 12%#�2%,+^�+�^2$ ^

Background 

�6.)�%+^2$ ^.0 ,�) *C^�$%1^1 � 2%,+^ 6.)�%+1^$,5^7,3^(+, 5^2$ 0 ^%1^�^

.0 ,�) *C ^̂�$%1^1 � 2%,+^5%))^ 6.)�%+^5$7^7,3^�%�^2$ ^%+4 12%#�2%,+D^2$ ^

"%+�%+#1^�+�^�,+�)31%,+^"0,*^2$ ^�0 ,�) *^�+�) 71%1C^

�  �1%�%)%27^�  .,0 2^��*.) ^� ,0*� 21̂ k̂̂ =̂B@



Purpose 

� 2�2 ^ 2$ ^ 1. �%"%�^ .30.,1 ^ , "^ 2$ ^ � �1%�%)%27^ �  .,0 2C^ �,0^  6�*.) E^

�$ ^ .30.,1 ^ , "^ 2$%1^ 0 .,0 2^ %1^ 2,^ ���0 11^ 2$ ^ .0,�) *^ 2$� 2^ P2$ ^

0 /3 12 0^%1^ 6. 0% +�%+#^5%2$^12�2 ^2$ ^.0,�) * QC^�$%1^0 .,0 2^5%))^

�� � ,*.)%1$^2$%1^�7^%+4 12%#�2%+#^2$0  ^ �)2 0+� 2%4 ^1,)32%,+1^2,^2$%1^

.0 ,�) *C^

Research 

� 0,*^2$ ^�+�) 71 1^, "^2$ ^�02%�) 1^P� 3**�0% 1 N�  1.,+1 1 QD^�,. 7^�+�^

.�12 ^ 2$ ^ 13**�0%8  �^ 1 � 2%,+1^ $ 0 C^ �+)7^ .�12 ^ 2$ ^ 13**�0%8  �^

1 � 2%,+1C^�,3^5%))^�22��$^2$ ^ + 2%0 ^�+�) 71 1^2,^2$ ^ +�^, "^2$ ^0 .,0 2D^

�1^�.. +�%�  1C^

NOTE: 

�#�%+D^ 2$%1^ 0 1 �0 �$^ %1^ +,2^ 2$ ^ 1�* ^ 0 1 �0 �$^ 7,3^ �%�^ ",0^ 2$ ^

�0 ,�) *^ �+�) 71%1^ � .,0 2C^ �$ ^ %1^ 2$ ^ 13**�0%8 �^ 1 � 2%,+1^ ,"^ 7,30^

� 3**�0% 1 N�  1.,+1 1C^ � ,0^ 2$%1^ 0 1 �0 �$^ P2$ ^ �  �1%�%)%27^ �  .,0 2^

0 1 �0 �$ Q^7,3^%+4 12%#�2 �^ ,321%� ^1,30 �  ^ ",0^2$ ^1,)32%,+1^2,^2$ ^

.0 ,�) *D^5$ 0  �1^",0^2$ ^�0 ,�) *^�+�) 71%1^7,30^0 1 �0 �$^ 6.),0  �^

%+2 0+�)^1,30 �  1^2,^0 %+",0 �  ^2$ ^4�)%�%27^,"^2$ ^.0,�) *C^

� ,30^ � 3**�0% 1 N�  1.,+1 1^ � ,+�3� 2^ 2$ ^ 0 1 �0 �$^ , "^ 2$ ^

" �1%�%)%27^ ,"^ 2$ ^ .0,�) * [1^ 1,)32%,+^ �7^  6�*%+%+#^ 4�0%,31^ 1,30�  1^

2$�2^���0  11 �^2$ ^" �1%�%)%27^,"^1,)32%,+1^2,^2$ ^.0,�) *C^� ,3^*� 7^

$� 4 ^ ),,(  �^ %+2,^ 2$ ^ 0 � ,** +�� 2%,+1^ 7,3^ .0 ,.,1 �^ " ,0^ 7,30^

�0 ,�) *^ �+�) 71%1^ � .,0 2C^ �$%1^ 5%))^ .0, 4%� ^ 0 1 �0 �$^ 1. �%"%�^ 2,^

1,)32%,+1^ 1%+� ^ 2$ ^ 0 � ,** +�� 2%,+1^ 5 0  ^ �^ 0 13)2^ ,"^ �^ .0 4%,31^

%+4 12%#�2%,+^. 02�%+%+#^2,^2$ ^1�* ^.0,�) *C^

	+^ 2$%1^ � 1 �0 �$^ � � 2%,+D^ 0 12� 2 ^ 2$ ^ %+",0*� 2%,+^ "0,*^ 7 ,30^

13**�0% 1C^ � ^ 130  ^ 2,^ 31 ^ %+T2 62^ �%2�2%,+1^ 2$�2^ 0 "  0  +�  ^ 2$ ^

1,30 �  ^ , "^ %+",0*� 2%,+C^ ���^ 0 /3%0 1^ 2$�2^  ��$^ 12� 2 * + 2^ %+^ 2$ ^

0 1 �0 �$^%1^�%2 �D^�� � ,0 �%+#^2,^%21^1,30�  D^",)), 5  �^ � 7^2$ ^1,30�  1^
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151. What is a Feasibility 
Study/Report 

What is a Feasibility Report/Study? 

� $� 2^7,3^1$,3)�^%+�)3� ^5$ +^.32 2%+#^2,# 2$ 0^�^" �1%�%)%27^123�7N

0 .,0 2E^

K^ �^"  �1%�%)%27^0 .,0 2^%1^�^2 12%*,+7^2$�2^�22 *.21^2,^�0  � 2 ^1,* ^

1,02^,"^�� 2%,+C^� �1%�%)%27^0 .,0 21^�0 ^�0  � 2 �^2,^. 013�� N$ ).^

2$ ^� �%1%,+^*�( 01^2,^�$,,1 ^� 25   +^� 4�%)��) ^,.2%,+1C^

�  * *� 0^2$� 2^7,30^,.2%,+^%1^+,2^2$ ^,+)7^,+ D^2$ ^� �%1%,+^

*�(  01^5%))^.0,���) 7^$�4 ^*�+ 7^2,^�$,,1 ^"0 ,*C^�^"  �1%�%)%27^

0 .,0 2^�)1,^� 2 0*%+ 1^5$ 2$ 0^,0^+,2^2$ ^%+4 12%#�2 �^2�1(^

� �+^� ^�,+ ^5% 2$^2$ ^�*,3+ 2^,"^0 1,30 �  1^� 4�%)��) ^� �^$, 5^

*�+ 7^0 1,30 �  1^5%))^� ^+ �  11�0 7^%+^,0� 0^2,^� ,*.) 2 ^2$ ^

2�1(C^�^" �1%�%)%27^*� 7^� ^31 "3)^%+^�^),2^,"^�%"" 0  + 2^1%23�2%,+1^

13�$^�1^ 4 + 2^.)�++%+#D^"%+�+� 1D^,0^ 4 +^0 *,� )%+#^7 ,30^

$,* C^

What is a feasibility study? 

� ^ " �1%�%)%27^ 123�7^ %1^ �^ 5� 7^ 2,^  4�)3� 2 ^ 2$ ^ .0�� 2%��)%27^ �+�^

� 1%0��%)%27^,"^�^.0,' � 2Ĉ� " ,0  ^�^� ,*.�+ 7^%+4 121^2%* ^�+�^*,+ 7^

%+2,^�^.0 ,' � 2D^2$ 7^+  �^2,^(+, 5^$, 5^13� �  11"3)^2$ ^.0,' � 2^5%))^� ^

� " ,0  ^%+4 12%+#C^ �,* 2%* 1^ �,*.�+% 1^5 �+ 2^2,^3+� 012�+�^%+.32^

� ,121D^ 2$ ^ �*,3+ 2^ ,"^ 0 1 �0 �$^ 2$� 2^ 5%))^ +  �^ 2,^ � ^ �,+ D^ ,0^  4 +^

2$ ^*�0 (  2��%)%27^,"^�^.0,' � 2C^�%2$^%+.32^.0%� 1D^%2^%1^ 11 +2%�)^2$�2^

� ,*.�+% 1^ 3+� 012�+�D^ P  4 +^ � " ,0  ^ 2$ 7^ .32^ 2%* ^ �+�^ 0 1 �0 �$^

� $� 2^%1^�^� �1%�%)%27^�23� 7N
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%+2,^2$ ^.0,' � 2QD^$,5^*3�$^%2^5,3)�^� ,12^2,^#,^2$0,3# $^5%2$^2$ %0^

.0 ,�3� 2C^�,*.�+% 1^�)1,^)%(  ^2,^(+, 5^%"^2$ 7^.32^2%* ^%+2,^0 1 �0 �$^

�+�^# ,^2$0,3# $^5%2$^2$ %0^�$�+# ^,0^.0 ,*,2%,+^, "^�^.0,�3� 2D^$,5^

2$ ^.3�)%� N. ,.) ^5%))^0 �� 2^2,^2$ ^�$�+# C^� %))^. ,.) ^� ^" %#$2%+#^

, 4 0^ 2$ ^ + 5^ .0 ,�3� 2^ ,0^ 5%))^ %2^ "�))^ 2$0,3# $I^ �$ ^ .30.,1 ^ , "^

" �1%�%)%27^123�% 1^%1^2,^.0, 4%� ^�,*.�+% 1^%+" ,0*� 2%,+^�+�^�+�) 71%1^

,+^5$ 2$ 0^,0^+,2^7,3^,0^7,30^� ,*.�+ 7^1$,3)�^.3013 ^2$%1^�,301 ^

, "^�� 2%,+C^

�  �1%�%)%27^ 0 .,0 21^ �0 ^ 313�)) 7^ 31 �^ 2,^ 15 � 7^ � �%1%,+^ *�( 01^

2,5 �0 �1^ ,+ ^ �%0 � 2%,+^ ,0^2$ ^ ,2$ 0C^ 
�+ 7^2%* 1^2$ 0 ^%1^ ,+)7^ ,+ ^

� ,301 ^, "^�� 2%,+^�32D^2$ 0 ^+  �1^2,^� ^�^1 � ,+�^� ,301 ^, "^�� 2%,+C^

Questions to Consider for Your Report: 

What to consider in creating feasibility studies/
reports? 

	2^0 *�%+1^%*.,0 2�+2^2,^�,+1%� 0^�)2 0+� 2%4 1^5$ +^7 ,3^�0  ^�0  � 2%+#^

�^ " �1%�%)%27^ 123�7C^ � �%1%,+^ *�( 01^ %+^
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� ,*.�+% 1^ 5 �+ 2^ 2,^

3+� 012�+�^ 5$ 7^ 2$ 7^ $�4 ^ 2,^ *�(  ^ �^ �$,%�  D^ �+�^ 2$ +^ 5$ 7^ 2$ 7^

1$,3)�^ �$,,1 ^ 2$%1^ �  0 2�%+^ ,.2%,+C^ � �1%�%)%27^ 0 .,0 21^ +  �^ 2,^

%+�)3� ^ � 2�%) �^ %+",0*� 2%,+^ ,+^ 2$ ^ .0,�) *^ 2$� 2^ $�1^ .0 1 + 2 �^

%21 )"^2,^.0, 4%� ^� �%1%,+^*�( 01^5%2$^�^0 �1,+^2,^� ,+1%� 0^"302$ 0^

,.2%,+1C^

Is your argument important and appropriate? 

� $ +^� �%�%+#^,+^5$ 2$ 0^,0^+,2^7,30^" �1%�%)%27^123�7^%1^%*.,02�+2^

7,3^ *312^ " %012^ 0 � ,#+%8 ^ 2$ ^ 2�0# 2^ �3�% +�  ^ ,0^ 0 �� 0 C^ �,0^

.0 , " 11%,+�)^,0#�+%8�2%,+1^. ,.) ^5 �+ 2^7,30^�0 #3* + 2^,0^123�7^2,^

� ^��1 �^�0 ,3+�^+  �1^,0^�%*1^, "^2$ ^,0#�+%8�2%,+^�+�^2$ %0^"3230 C^

	+^.0, " 11%,+�)^1 22%+#1D^%2^%1^� )% 4 �^2$� 2^2$,1 ^#3%�%+#^.,%+21^,0^

�0%2 0%�^1$,3)�^� ^(+, 5+^� 7^2$ ^. ,.) ^'3�# %+#^7,30^123� 7C^	+^,2$ 0^

5 ,0 �1D^*�(  ^2$ ^123�7^0 �1,+��) ^�+�^$� 4 ^%2^0 )� 2 ^2,^5$� 2^7,3^�0  ^

),,(%+#^� 2^%*.) * + 2%+#^,0^2$ ^�$�+# ^7,3^5 �+ 2^2,^1  ^$�.. +C^

� �� 21^ ��+^ *�(  ^ 7,30^ �0 #3* + 2^ %*.,02�+2C^ �, 5  4 0D^ � �%1%,+^

� $� 2^%1^�^� �1%�%)%27^�23� 7N�  .,0 2̂ k̂̂ >̂9@
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*�(  01^5�+ 2^2,^(+,5^2$� 2^7,30^1,30 �  1^�0 ^0 )%��) C^�$ 7^5�+ 2^2,^

� ^�1130  �^2$� 2^2$ ^%+",0*� 2%,+^2$ 7^�0 ^0 �  %4%+#^%1^"0,*^�^�0  �%�) ^

1,30 �  ^%+^2$ ^%+�31207C^�$%1^*�7^230+^,32^2,^� ^2$ ^*,12^%*.,0 2�+2^

�1. � 2^ ,"^ �+7^ " �1%�%)%27^ 123�7^ �+�^ 0 .,0 2C^ �3 ^ 1%*.)7^ 2,^ 2$ ^ "�� 2^

2$�2^ �+7^ %+",0*� 2%,+^ 7,3^ #� 2$ 0D^ +,^ *� 22 0^ 2$ ^ .0 1 + 2�2%,+D^ ��+^

� ^03%+ �^%"^7,3 [0 ^)��(%+#^%+",0*� 2%,+^��,32^7,30^1,30 �  1^,0^%+^2$ ^

5 ,012^��1 ^%"^7,30^1,30 �  1^�0 ^+,2^�0  �%�) C^

What to consider about your alternatives? 

	2^%1^%*.,02�+2^2,^3+� 012�+�^$, 5^7,30^�)2 0+� 2%4 1^� ,*.�0  ^2,^2$ ^

�0%2 0%�^ 7,3^ 1 2^ %+^ .)�� C^ 	+^ *,12^ � �1 1^ 7,30^ 0 �� 01^ 5%))^ 5�+ 2^ 2,^

3+� 012�+�^$, 5^7,30^0 13)21^�,*.�0  �^2,^,2$ 01C^�$%1^�)),51^2$ *^

2,^*�(  �̂+^ �3� � 2 � �̂ �%1%,+ �̂�1 �^1%*.) 7 �̂0,3+�^"�� 21 �̂+�^0 13)21C^

�+� 01,+^� ,+1%� 01^2$%1^2,^� ^2$ ^$ �0 2^,"^�+7^" �1%�%)%27^0 .,0 2C^

What have you found against your alternatives? 

��1 �^ ,+^  6. 0%* + 21^ �+�^ "%+�%+#^ 0 13)21^ ��,32^ .,11%�) ^

�)2 0+� 2%4 1^�+�^$, 5^2$ 7^"�0 D^%2^%1^%*.,02�+2^2,^�0� 5^� ,+�)31%,+1^

��,32^ 2$ ^ �)2 0+� 2%4 1C^ �$%1^ %1^ +,2^ *�� ^ 2,^ ��1$^ ,2$ 0^ ,.2%,+1^ ,0^

.0 ,�3� 21D^�32^%1^*�� ^2,^1 2^7,30^.0 ,�3� 2^,0^%� �^�.�0 2C^�,3^1$,3)�^

%+�)3� ^# + 0 �)^(+, 5) �#  ^,0^� ,+�)31%,+1^��,32^5$� 2^ ��$^.0 ,�3� 2^

�, 1^ 5  ))C^ �$%1^ 0 *�%+1^ �+^ %*.,0 2�+2^ .�02^ � � � 31 ^ ,+�  ^ �#�%+^

� �%1%,+^*�( 01^+  �^�^��1%1^",0^� ,*.�0%1,+D^2$ 7^+  �^�^0 �1,+^2,^

1 ) � 2^7,30^%� �^ � ,*.�0  �^2,^2$ ^ �)2 0+� 2%4 1^ �+�^*� 7^ �)0 �� 7^ � ^

1 2^%+^.)�� D^,0^%+^2$ ^+ �0^"3230 C^
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What should you throw into a conclusion? 

	+�)3� ^%+^7,30^� ,+�)31%,+^$, 5^7,3 [0 ^#,%+#^2,^#,^%*.) * + 2^7,30^

%� �1^",0^2$ ^� ,*.�+ 7^�+�^$, 5^%2^5%))^ +0%�$^2$ ^�,*.�+ 7C^�6.)�%+^

5$ 7^ 2$ ^ �,*.�+ 7^ 1$,3)�^ �$,,1 ^ 7 ,30^ � ,301 ^ , "^ �� 2%,+C^ �,*.�0  ^

12�2%12%�1^ �+�^ ��2�^ �+�^ $ ).^ 2$ ^ 0  �� 01^ 3+� 012�+�^ 2$ ^ ),# %��)^

�$,%�  ^ �+�^ 2$ ^ � ,301 ^ , "^ �� 2%,+^ 2$�2^ 5,3)�^ �%�^ %+^ 1 ) � 2%+#^ ,+ ^

,.2%,+^, 4 0^2$ ^,2$ 0 C^�6.)�%+^7,30^ 6. 0 2%1 ^,+^2$ ^13�' � 2^*� 22 0^

�+�^$ ).^2$ *^0  �)%8 ^2$� 2^7,30^%� �^%1^2$ ^�$,%� ^2$ 7^�0 ^),,(%+#^

",0 C^��1 �^,+^7 ,30^ 6. 0% +�  1^2$ 7^5%))^*,12^)%( ) 7^2�( ^7,30^1%� ^

%"^ 7,3^ .0  1 + 2^ 2$ ^ �0#3* + 2^  ""%�% +2)7C^ �$ ^ �,*.�+ 7^ 5%))^ 1 ) � 2^

7,30^� ,301 ^, "^�� 2%,+D^��1 �^,+^2$ ^(  7^.,%+21^7,3^,32)%+ ^%+^7,30^

" �1%�%)%27^123�7C^

Important Features of a Basic Feasibility Report 

� ), 5^�0  ^2$ ^1 4 +^ ) * + 21^,"^�^" �1%�%)%27^0 .,0 2E^

K^ Intr oduction Û^�,3^+  �^2,^. 013�� ^2$ ^� �%1%,+^*�( 0^2,^

 4 +^� ,+1%� 0^�+ 7^1,02^,"^�)2 0+� 2%4 C^�,3^+  �^2,^� ,+ 4%+� ^

2$ *^2,^ 4 +^0 ��^7 ,30^0 .,0 2^"%012C^� ))^2$ *^5$� 2^2$ 7^5%))^

#�%+^. 01,+�)) 7^,0^�1^�+^,0#�+%8�2%,+^�7^�,+1%� 0%+#^7,30^

5 ,0 (C^

K^ Cri teria /Constr ain ts Û^�,3^*312^1. �%"%��)) 7^*�.^,32^2$ ^

�0%2 0%�^,"^5$� 2^2$ ^%� �)^,32� ,* 1^�0  C^�$%1^5%))^�)),5^7,3^2,^

*�(  ^.0 �� 2%��)^�+�^),# %��)^� �%1%,+1C^�,3^� �+^.0  1 + 2^2$ ^

�0%2 0%�^%+^7,30^" �1%�%)%27^0 .,0 2^%+^,+ ^,"^25 ,^5 � 71C^�%012D^7,3^

� �+^1 .�0 � 2 ^2$ ^�0%2 0%�^%+2,^%21^,5+^1 � 2%,+C^�$%1^%1^� 12^5$ +^

7,3^$� 4 ^�^ 62 +1%4 ^0 .,0 2^�+�^7,3^+  �^2,^#,^%+T� .2$^5%2$^

2$ ^ 6.)�+� 2%,+C^� � ,+�D^7,3^� �+^%+�,0.,0 � 2 ^2$ ^�0%2 0%�^

2$0,3# $,32^7,30^0 .,0 2^�1^2$ ^�0%2 0%�^� � ,* ^0  ) 4�+ 2C^

� , 5  4 0D^%2^%1^%*.,02�+2^2,^0 �)%8 ^2$� 2^5$%�$ 4 0^120� 2 #7^7,3^

�$,1 ^*�(  ^130 ^2$� 2^2$ ^�0%2 0%�^%1^%+20,�3�  �^ �0 )7^%+^2$ ^
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0 .,0 2C^	2^%1^�)1,^4 0 7^%*.,0 2�+2^2,^*�.^,32^2$ ^� ,+120�%+21^,"^

7,30^13## 12 �^1,)32%,+1C^�$%1^5%))^1$,5^2$ ^� 3�% +�  ^2$� 2^7,3^

3+� 012�+�^�+�^��(+, 5) �#  ^2$ ^"�� 2^2$�2^+,^1,)32%,+^%1^

. 0"  � 2C^�$%1^5%))^�)1,^*�( ^130 ^2$� 2^2$ ^�3�% +�  ^*�(  1^2$ ^

� �%1%,+^%+^2$ %0^� 12^%+2 0 12C^

K^ Method Û^	2^%1^4 0 7^%*.,0 2�+2^2,^.0 1 + 2^"�� 21^2$�2^�0 ^

�� �30 � 2 ^�+�^0  ) 4�+ 2C^�,3^1$,3)�^12� 2 ^2$ ^0 )%��) ^1,30 �  1^

7,3^31 �^�+�^5$� 2^* 2$,�^2$ 7^��* ^"0 ,*^P %+2 0+ 2D%+2 04% 5 D^

�,,(D^ 2�CQC^�%2$,32^�^�0 �%�) ^0  1 �0 �$^* 2$,�^,0^�0  �%�) ^

1,30 �  1^7,30^�,�3* + 2^%21 )"^5%))^)��(^�0 �%�%)%27C^

K^ Over view o f Al terna ti ve Options Û^�,3^*312^3+� 0 )%+ ^2$ ^( 7^

" � 230 1^, "^ ��$^.,11% �) ^,.2%,+C^
�(  ^130 ^2$ 7^�0 ^ �17^2,^

3+� 012�+�^�+�^.0  1 + 2 �^%+^�^"0% +�)7^)�7,32C^�  .^%+^*%+�^

2$�2^2$ ^#,�)^%1^2,^�)),5^7,30^� 3�% +�  ^2,^*�(  ^2$ ^� 12^

� �%1%,+C^

K^ Evaluation Û^�$%1^1$,3)�^� ^2$ ^�3)(^, "^7,30^0 .,0 2D^7,3^*312^

 4�)3� 2 ^2$ ^,.2%,+1^31%+#^2$ ^�0%2 0%�^7,3^�0  � 2 �C^���^

#0�.$1D^�$�0 21D^ 2�C^2,^1$,5^2$� 2^7,3^$� 4 ^123�% �^7,30^

,.2%,+1D^�+�^$� 4 ^� ,* ^3.^5% 2$^12�2%12%�1^2$�2^���(^3.^7 ,30^

0 �1,+1^�1^2,^5$ 7^7,30^�)2 0+� 2%4 ^� � 21^2$ ^�,*. 2%2%,+C^

K^ Conclusions Û^�,3^+  �^2,^12�2 ^2$ ^� ,+�)31%,+^7,3^$� 4 ^� �* ^

3.^5%2$C^�, 5^�%�^7,3^ 4�)3� 2 ^2$ ^�)2 0+� 2%4 1I^�+�^2$ +^"0 ,*^

2$ 0 D^5$%�$^�)2 0+�2%4 ^� 12^" %2^7,30^,0 #�+%8�2%,+C^

K^ Recommenda tions Û^�,3^+  �^2,^31 ^7,30^ 6. 0% +�  ^�+�^

(+, 5) �#  ^%+^,0� 0^2,^12� 2 ^5$%�$^,.2%,+^7,3^2$%+(^1$,3)�^� ^

��,.2 �C^

K^ � ,2 E^�))^1 4 +^ ) * + 2^,32)%+ �^�,^+,2^+  �^2,^� ^%+�)3� �^%+^

2$ ^" �1%�%)%27^0 .,0 2^� . +�%+#^,+^� 3�% +�  D^�%0�3*12�+�  D^

*%11%,+D^ 2�C^�)1,^2$ ^ ) * + 21^�,^+,2^+  �^2,^� ^%+^2$ ^ 6�� 2^

,0 � 0^,32)%+ �^��, 4 C^�. �%"%��)) 7^2$ ^�,+�)31%,+^1$,3)�^� ^

* + 2%,+ �^*,0  ^2$�+^'312^�2^2$ ^ +�^, "^2$ ^0 .,0 2C^	2^1$,3)�^

�)1,^� ^13**�0%8  �^%+^2$ ^� #%++%+#^,"^2$ ^0 .,0 2^�+�^%+^2$ ^

� �1 ^2$ ^2$ ^" �1%�%)%27^0 .,0 2^%1^),+#D^%2^��+^� ^* + 2%,+ �^%+^

2$ ^*%��) ^�1^5  ))C^
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Executive Summary 

�+^ 6 �32%4 ^13**�0 7^1$,3)�^ � ^%+�)3� �^ � 2^2$ ^� # %++%+#^,"^2$ ^

0 .,0 2C^ 	+^ ;T<^ .�#  1D^ 2$ ^ *�%+^ .,%+21^ ,"^

2$ ^" �1%�%)%27^

123�7^ �0 ^ 13**�0%8  �^ " ,0^ �^ /3%�(^ 0 4% 5^ � 7^ �317^ ��*%+%120� 2,01^

�+�^ 1�$,,)^ �,�0 �^ * *� 01C^ �$ ^  6 �32%4 ^ 13**�0 7^ .0, 4%� 1^ 2$ ^

0 �� 0^5% 2$^�+^,4 0 4% 5^, "^2$ ^" �1%�%)%27^123�7^�+�^5%))^$ ).^2$ *^

1  ^2$ ^ + 2%0 ^.%�230 ^� " ,0  ^2$ 7^0 ��^2$ ^� 2�%)1C^�,* ^� �%1%,+T

*�(  01^*� 7^,+)7^0 ��^2$ ^ 6 �32%4 ^13**�0 7C^�$31D^2$ ^ 6 �32%4 ^
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Introduction 

The purpose o f the in tr oduction o f a feasibili ty r eport is tw o-f old: 
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K^ � ,^2�)(^��,32^2$ ^,2$ 0^,.2%,+1^2$� 2^7,3^$� 4 ^),,(  �^� 2^�+�^
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�+�) 78%+#^2$ *C^

NoteE^ �13�))7D^ 2$ ^ %+20,�3� 2%,+^ 2,^ �^ " �1%�%)%27^ 0 .,0 2^ �0% ")7^

�%1�),1 1^1,* ^, "^2$ ^%*.,02�+2^�,+�)31%,+1^�+�^2$ ^*,12^"  �1%�) ^

,.2%,+1^",0^�$�+#  C^�2$ 0^ ) * + 21^,"^�^0 .,0 2^,"^2$%1^+�230 D^13�$^

�1^2$ ^ �0%2 0%�D^* 2$,�D^ ,0^ �+7^ ,2$ 0^ (%+�^ ,"^# + 0 �)^ ���(#0 ,3+�D^

*� 7^ �)1,^ � ^ � ,+�%1 )7^+,2 �^ �+�^* + 2%,+ �^%+^2$%1^.,02%,+^,"^2$ ^

0 .,0 2C^

Criteria/Constraints 

What to consider in y our f easibili ty stud y/r eport. �̂1^ 7,3^ � # %+^

",0*3)� 2%+#^ 5$�2^ 7,3^ 5 ,3)�^ )%( ^ 2,^ � ,+1%� 0^ 7,3^ 1$,3)�^ 0  �)%8 ^

2$�2^ 313�))7^ �0%2 0%�^ 5,0 (1^ �0,3+�^ ,+ ^ ,0^ *,0  ^ , "^ 2$ ^ ",)), 5%+#^

/3 12%,+1C^

Will y our p lan or cour se of action r eall y do w hat is desir ed? 

�$%1^%1^,"2 +^1  +^ ,+^2$ ^2 �$+%��)^1%� 1C^ �$� 2^7,3^$� 4 ^2,^ �1(^

7,301 )"^ %1^ 5$ 2$ 0^ ,0^ +,2^ 7,30^ %*.) * + 2�2%,+^ ,0^ �$�+# ^ 0 �)) 7^

*�(  1^2$�2^*3�$^, " �̂ �̂%"" 0  +�  C �̂ 21^1�7^7,3 �̂0  ^),,(%+#^2,^%*.0, 4 ^

�+^ �1. � 2^ ,"^ 7,30^ � ,*.�+ 7C^ �%))^ 7,30^ �$�+#  ^ 0 �)) 7^ %*.0, 4 ^ 2$ ^

.0 , "%�% +�7^�+�^1.  �^, "^5$� 2^2$ %0^207%+#^2,^�,C^�0^5%))^7,3^" %+�^%+^

7,30^123� 7^2$�2^2$ ^�$�+#  ^�� 23�))7^1),51^�, 5+^.0 ,�3� 2%,+^,0^2$ ^

 " "%�% +�7^ ,"^ 2$ ^ �,*.�+ 7[1^ 5,0 (  01C^ �$%1^ %1^ %*.,02�+2^ 2,^ .0 �%�2^
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2$ 1 ^"�� 2,01^7,3^5%))^+,2^+,2%� ^3+2%) �̂"2 0^7,3 �̂ ,*.) 2 ^7,30^123� 7C^

�+�^%+^2$ ^5,012^��1 ^7 ,3^*� 7^+,2^1  ^+ #� 2%4 ^�%)* + 21^3+2%)^�"2 0^

2$ ^.)�+^%1^%*.) * + 2 �C^

What will i t tak e to im plemen t y our cour se of action ? 

� 4 +^2$,3# $^7,30^.)�+^, "^�� 2%,+^*�7^1  *^� ,00 � 2^�+�^ " "%�% +2^

,+^ .�. 0 D^ %2^ *� 7^ +,2^ � ^ .0 �� 2%��)^ 2,5 �0 �1^ 7,30^ )%+ ^ ,"^ 5,0 (C^ �,3^
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*312^2�(  ^%+2,^�� � ,3+ 2^2$ ^�%0�3*12�+�  1^2$�2^�0%1 ^%+^ 4 0 7^�1. � 2^

, "^ �^ .0, " 11%,+�)^ 1 22%+#C^ �$� 2^ 7,3^ *� 7^ "%+�^ %1^ 2$�2^ %+^ ,+ ^ "% )�^

7,30^ .)�+^ *� 7^ � ^  620 * ) 7^ 13��  11"3)D^ �32^ %+^ �+,2$ 0^ *�7^ � ^ �^

�312C^ �$%1^ ��+^ �)1,^ 2�(  ^ .)��  ^ "0,*^ � ,*.�+ 7^ 2,^ �,*.�+ 7C^ �1^ 7,3^

5 ,0 (^ � 2^ �%"" 0  + 2^ �,*.�+% 1^ �),+#^ 2$ ^ 1�* ^ " % )�D^ 7,3^ 5%))^ � #%+^

2,^3+� 012�+�^5$� 2^ ��+^ � ^13� �  11"3)^%+^ ,+ ^5,0 (.)��  ^2$� 2^ *� 7^

+,2^5 ,0 (^%+^�+,2$ 0C^�,* 2%* 1^7,3^$� 4 ^2,^2�(  ^%+2,^�� � ,3+ 2^2$ ^

�*,3+ 2^,"^�$�+#  1^2$�2^5%))^+  �^2,^� ^%*.) * + 2 �^" ,0^7,30^.)�+C^

�,^ 7 ,3^ +  �^ 2,^ #,^ 2$0,3# $^  62 +1%4 ^ �$�+#  1^ %+^ ,. 0� 2%,+1D^ ,0^
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%+^31 ^,0^%+^12,�(I^�,* 2%* 1^2$ ^�*,3+ 2^,"^*,+ 7^2$�2^+  �1^2,^� ^

.32^%+2,^�^+ 5^.0 ,' � 2^*� 7^� ^*3�$^*,0  ^2$�+^2$ ^�� 23�)^�*,3+ 2^,"^

� + " %2^2$�2^5,3)�^� ^0  �  %4 �^"0,*^2$ ^�$�+#  1C^�,3^*312^� ,+1%� 0^

7,30^.)�+^�1^�^� ,12T� + " %2^�+�)71%1C^

Cost of im plemen tation. 

�$%1^ *� 7^

� � ,* ^2$ ^�%##  12^"�� 2,0^%+^�+7^�31%+ 11^� �%1%,+C^�, 5^*3�$^5%))^

%2^�,12I^	+^+,2^,+)7^�31%+ 11D^�32^�+7^.0, " 11%,+�)^"% )�D^2$ ^� + "%21^

*312^ ,32 5  %#$^ 2$ ^ �,121^ %+^ �+7^ � �%1%,+C^ �$%1^ %1^  4 +^ 2$ ^ � �1 ^

5$ +^ � �%�%+#^ 2,^ 5,0 (^ ,+^ ,+ ^ �1. � 2^ ,"^ �^ .0,' � 2^ �,*.�0  �^ 2,^

2$ ^,2$ 0 C^�$ +^",0*%+#^�0%2 0%�^",0^�^" �1%�%)%27^0 .,0 2D^7,3^*312^

3+� 012�+�^2$ ^ � ,121^%"^ �))^5 + 2^ �1^ .)�++ �C^ �$ +^7 ,3^*%#$2^ 4 +^

5 �+ 2^2,^"%+�^,32^5$�2^2$ ^�,12^5,3)�^� ^%"^7,3^$��^*%+,0^,0^*�',0^

1 2���(1C^ 	 2^ %1^ %*.,02�+2^ 2,^ 3+� 012�+�^ 2$ ^ � ,121^ � � � 31 ^ 3+) 11^
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2$0,3# $^5%2$^7,30^.0 ,.,1 �^.)�+^, "^�� 2%,+C^�)1,^%2^%1^%*.,02�+2^2,^

),,(^ %+2,^ 2$ ^ "3230 ^ , "^ 2$ ^ �,*.�+ 7C^ 
� 7� ^ 7 ,30^ .)�+^ , "^ �� 2%,+^

5%))^+,2^� ^� + " %�%�)^",0^2$ ^"%012^7 �0^%+^ 6%12 +� D^�32^5$�2^��,32^

2$ ^7 �01^",)), 5%+#^2$�2I^�$%1^*312^� ^� ,+1%� 0 �^� � � 31 ^)%( ^�+ 7^

,2$ 0^� �%1%,+^%+^�31%+ 11D^2$ ^,0%#%+�)^"%6 �^� ,12^*� 7^� ^$%#$^�32^

2$ ^ *�0 #%+�)^ #�%+1^ *�7^ � ^ $%#$C^ 	+^ 2$�2^ ��1 ^ %2^ *� 7^ � ^ �^ # ,,�^

� �%1%,+^",0^2$ ^� ,*.�+ 7^2,^*�(  ^�^�$�+#  ^%"^%2^%1^� + "%�%�)^",0^2$ ^

"3230 C^ �$%+(^ ��,32^$ �)2$^ � �0  ^ � ,*.�+% 1C^� ,3)�^%2^� ^ � + " %�%�)^

",0^�^� ,*.�+ 7^2,^%+4 12^%+^+ 5^ /3%.* + 2^ 4 +^2$,3# $^2$ ^3.0%#$2^

.� 7* + 2^%1^4 0 7^$%#$I^

Is your idea /pr oduct desir able? 

�$%1^%1^�1^1%*.) ^�1^%1^7,30^.)�+^# ,%+#^2,^1 ))C^�%))^. ,.) ^5 �+ 2^2,^

, 4 0  62 +�^2$ *1 ) 4 1^",0^�$�+#  D^,0^5%))^2$ 7^0 ' � 2^5$� 2^7,3^�0  ^

207%+#^2,^ �,I^ �,* 2%* 1^ �^ �$�+#  ^ ,0^1,)32%,+^*312^ � ^*,0  ^2$�+^

'312^ "" � 2%4 ^�+�^�" ",0 ���) C^� ,3^*312^� ,+1%� 0^2$ ^� ,+13* 01^�+�^

. ,.) ^2$� 2^5%))^ � ^ �$�+#%+#C^�,* 2%* 1^*�+ 7^" �1%�) ^ � ,301 1^, "^

�� 2%,+^�,^+,2^13��   �^1%*.) 7^� � � 31 ^2$ 7^�0 � 2 ^ " " � 21^2$�2^�0%4 ^

2$ ^� ,+13* 01^� 5 � 7C^� � � 31 ^, "^2$%1D^2$ ^.0,�3� 2^,0^.)�+^�, 1^+,2^

1 ))C^�$ 1 ^3+� 1%0��) ^1%� ^ " " � 21^��+^� ^�1^1%*.) ^�1^2 �0%+#^�5 � 7^

 *.), 7  ^*,0 �) C^�,* 2%* 1^ 4 +^2$,3# $^�^.)�+^%1^.0,*,2%+#^�+�^

 6. � 2 �^ 2,^ %+�0 �1 ^ .0 ,�3� 2%4%27D^ $,5^ 5%))^ 2$ ^  *.), 7  1^ 0 �� 2I^


�+ 7^2%* 1^�,*.�+% 1^, 4 0 ),,(^$, 5^2$ %0^ *.), 7  1^�0 ^#,%+#^2,^

0 �� 2^ 2,^ �$�+#  C^ �32^ 2$ ^ "��2^ ,"^ 2$ ^ *� 22 0^ %1^ 2$�2^ 2$ ^ ,+)7^ 5� 7^

2,^%+�0 �1 ^.0 ,�3� 2%,+^%1^2,^(  .^ *.), 7  1^$�.. 7C^	"^2$ 7^�0 ^+,2^

.31$ �^ 2,^ %*.0 , 4 ^ 2$ ^ � ,*.�+ 7^ �+�^ 2$ %0^ ,5+^ 12�231^ 2$ +^ 2$ 7^

1%*.)7^5%))^+,2^"%+�^�$�+#  ^+ �  11�0 7C^

Method 

Things to keep in mind: 

�$%1^ 1 � 2%,+^ ,"^ 7,30^ " �1%�%)%27^ 0 .,0 2^ %1^ ,+ ^ ,"^ 13�12�+2%�)^

*�#+% 23� ^ �+�^%*.,0 2�+�  C^ �$%1^.�02^,"^7,30^.�. 0^ � *,+120 � 2 1^
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2,^2$ ^0 �� 0^5$� 2^7,3^�%1�, 4 0  �D^2$0,3# $^7,30^0 1 �0 �$D^�� 23�))7^

*� 22 01^�+�^$�1^0 )%��%)%27C^�7^2 ))%+#^7,30^� 3�% +�  ^$, 5^7,3^� �* ^

2,^ (+, 5^ 5$� 2^ 7,3^ $� 4 ^ ",3+�^ ,32^ �+�^ (+, 5^ +, 5 D^ 7,3^ �0  ^

� *,+120 � 2%+#^2,^2$ *^2$�2^7,30^0 13)21^�0 ^203125 ,0 2$7^�+�^2$� 2^

2$ 7^ 203)7^ $,)�^ 1%#+%"%��+�  ^ %+^ * �+%+#C^ �%2$^ 120,+#^ * 2$,�1^ " ,0^

"%+�%+#^,32^7,30^"�� 21D^7,30^0 �� 01^5%))^2$ +^"  )^� ,*" ,0 2��) ^�+�^

� ,+" %� +2^2,^*�(  ^2$ ^+ �  11�0 7^�$�+#  1C^

ItÕs all about the source 

�$ ^/3 12%,+^, "^5$� 2^1,30�  1^2,^31 ^� ,*.) 2 )7^4�0% 1^"0,*^123� 7^

2,^123�7C^�$ 0 ^�0  ^1 4 0 �)^�%"" 0  + 2^27. 1^, "^1,30�  1^2$�2^7,3^� ,3)�^

31 ^2,^"%+�^7,30^"�� 21T%2^�))^'312^� . +�1^,+^5$� 2^7,3^�0  ^207%+#^2,^

"%+�^�+15 01^2,C^�,30�  1^� �+^%+�)3� ^P�32^�0 ^+,2^)%*%2 �^2, QE^

K^ �� �� *%�^',30+�)1^,0^0  .,0 21^

K^ �%�0 �0 7^0 1 �0 �$^

K^ � $,+ ^� �))1^

K^ � ��  T2,T"��  ^%+2 04% 51^

K^ 
   2%+#1^5%2$^2$,1 ^5$,^�0  ^(+, 5) �#  ��) ^��,32^2$ ^2,.%�^,0^

�0  ^%+^7,30^� ,*.�+ 7N,0 #�+%8�2%,+^

K^ � 304 71^P� 304 7^
 ,+(  7HQ^

K^ � 1��%)%27^�  12%+#^

K^ � ��^2 12%+#1^

How much is enough? 

�$ ^) +#2$^�+�^� +1% 27^,"^�,+ 2 +2^5%))^4�0 7^"0,*^ ��$^0  .,0 2^2,^2$ ^

+ 62C^ �,3^1$,3)�^2�(  ^%+2,^ � ,+1%� 0 � 2%,+^7,30^ � 3�% +�  ^ �1^5  ))^ �1^

2$ ^� ,+ 2 62^�+�^.30.,1 D^" ,0^5$%�$^7,30^.�. 0^%1^50%22 +C^�$ ^*�%+^

#,�)^%1^2,^.30 ) 7^# 2^2$ ^.,%+2^��0,11^2,^2$ ^0 �� 01^2$� 2^5$� 2^7,3^

�0  ^0 .,0 2%+#^$�1^4�)%�%27D^�7^� 1�0%�%+#^$,5^2$ ^* �+1^, "^�22�%+%+#^

7,30^%+",0*� 2%,+^�0 ^1,3+�^�+�^1 �30  C^
�(  ^130 ^2$� 2^7,30^50%2%+#^
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%1^0 �� 0 T�  + 2 0 �^�+�^2$� 2^2$ 7^5,3)�^� ^1� 2%1"% �C^�,%+#^2$31^5%))^

 +130 ^2$� 2^7,30^* 2$,�^%1^),+#^�+�^� 1�0%.2%4 ^ +,3# $C^

Where does it fit? 

�$ ^ .)��  * + 2^ ,"^ 2$%1^ 1 � 2%,+^ ,"^ 7,30^ 0 .,0 2^ 5%))^ �)1,^ � . +�^ ,+^

2$ ^27. ^ , "^0 .,0 2^2$�2^7,3^ �0  ^50%2%+#C^	"^2$ 0 ^ �0  ^ ,+) 7^ �^ � ,3.) ^

, "^ �%"" 0  + 2^ * 2$,�1^ 31 �^ 2$0,3# $,32^ 7,30^ 0 1 �0 �$D^ %2^ *%#$2^ � ^

�^#,,�^%� �^2,^"%2^2$ *^%+2,^2$ ^ � # %++%+#^,"^7,30^0 .,0 2D^50%2%+#^

�^ .�0 �#0 �.$^ " ,0^  ��$^ 2 �$+%/3 C^ 	"^ 7,3^ $� 4 ^ 1 4 0 �)D^ 3+0 )� 2 �^

* 2$,�1D^ $,5  4 0D^ %2^ 5,3)�^ � ^ # ,,�^ 2,^ .)��  ^ 2$,1 ^ .�0 �#0 �.$1^

2$0,3# $,32^ 2$ ^ 0 .,0 2D^ 5$ 0 ^ 2$ 7^ 5,3)�^ � 12^ �� � ,*.�+ 7^ 7,30^

�+�) 71%1^,0^��2�C^

Important note 

�,* 2%* 1D^%"^%2^%1^0 �)) 7^,� 4%,31^$,5^7,3^5  + 2^��,32^7 ,30^0 1 �0 �$D^

2$ +^2$ 0 ^*%#$2^+,2^ 4 +^� ^�^+  �^2,^2�)(^��,32^7 ,30^* 2$,�1C^	2^

%1^( 7D^2$,3#$D^2$�2^7,30^0 �� 01^�) 5 � 71^$�4 ^�^�) �0^3+� 012�+�%+#^

, "^2$ ^5� 7^7,3^,�2�%+ �^7,30^"�� 21^�+�^2$�2^2$ 7^�0 ^5 ,0 2$^20312%+#C^

Revision Checklist 

�+�  ^ 7,30^ " �1%�%)%27^ 123�7^ %1^ �,*.) 2 ^ �+�) 78 ^ 2$ ^ �$ �()%12^ 2,^

 +130 ^ 4 0 7^2,.%�^$�1^�  +^���0  11 �C^

Intr oduction 

:C^�, 1^% 2^2 ))^7,30^0 �� 01^5$ 7^7,3^� ,+�3� 2 �^2$%1^123�7I^

;C^ �, 1^% 2^.0, 4%� ^���(#0 ,3+�^%+",0*� 2%,+^2$ ^0 �� 01^5%))^+  �^

,0^5 �+ 2I^
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<C �̂, 1^% 2^%� +2%"7^2$ ^�� 2%,+^,0^�)2 0+�2%4 1^7,3^%+4 12%#�2 �I^

=C �̂, 1^% 2^. 013�� ^0  �� 01^2,^31 ^2$%1^123�7^�1^�^4�)%�^

�,�3* + 2I^

Cri teria 

:C^�, 1^% 2^%� +2%"7^2$ ^12�+��0 �1^� 7^5$%�$^2$ ^��2%,+^,0^

�)2 0+� 2%4 1^5  0  ^ 4�)3� 2 �I^

Method 

:C^�, 1^% 2^ 6.)�%+^2$ ^5� 7^7,3^,�2�%+ �^2$ ^"�� 21^�+�^%� �1^

.0  1 + 2 �^%+^2$ ^0 .,0 2I^

;C^ �, 1^% 2^. 013�� ^2$ ^0  �� 01^2$� 2^2$%1^* 2$,�^5 ,3)�^.0 ,�3�  ^

0 )%��) ^0 13)21I^

Over view o f Al terna ti ves 

:C^�, 1^% 2^.0 1 + 2^�^# + 0 �)^� 1�0%.2%,+^,"^ ��$^�)2 0+� 2%4 I^

Evaluation 

:C^�, 1^% 2^ 4�)3� 2 ^2$ ^�� 2%,+^,0^�)2 0+�2%4 ^%+^2 0*1^,"^�0%2 0%�I^

;C^ �, 1^% 2^.0 1 + 2^2$ ^"��21^�+�^ 4%� +�  ^2$� 2^13..,0 21^ ��$^

 4�)3� 2%4 ^12�2 * + 2I^

Conclusions 

:C^�, 1^% 2^ 6.)�%+^2$ ^1%#+%"%��+�  ^"0,*^2$ ^0  �� 0[ 1^4% 5.,%+ 2^,"^

7,30^"�� 21I^

;C^ �, 1^% 2^12�2 ^2$ ^� ,+�)31%,+^.)�%+^�+�^1%*.) I^

Recommenda tions 

:C^�, 1^% 2^�� 4%1 ^5$%�$^�,301 ^, "^�� 2%,+^,0^�)2 0+�2%4 ^7,3^

0 � ,** +�I^

� $� 2^%1^�^� �1%�%)%27^�23� 7N�  .,0 2̂ k̂̂ >̂:@



;C^ �, 1^% 2^.0 1 + 2^0 � ,** +�� 2%,+1^5$%�$^12�+�^,32I^

<C �̂, 1^% 2^13## 12^1. �%"%�^12 .1^7,30^0 �� 01^*� 7^2�( ^2,^�� 2^,+^

 ��$^, "^7,30^0 � ,** +�� 2%,+1I^

>:A^̂k̂ �̂ $� 2^%1^�^� �1%�%)%27^�23� 7N�  .,0 2



152. Front Matter: Contents, 
Lists, and More 

� 0,+ 2^ *� 22 0^ %1^ �+^  620 * ) 7^ %*.,0 2�+2^  ) * + 2^ 2,^ 50%2%+#^ �+7^

0 .,0 2C^ �$ 2$ 0^ %21^ ",0^ �^ 1. �%"%�^ �,*.�+ 7^ 0 1 �0 �$^ ,0^ ",0^ ,2$ 0^

. 01,+�)^0  .,0 21C^ �. �%"%�1^13�$^ �1^2$ ^1%8 ^ , "^2$ ^ ",+ 2D^",+ 2^27. D^

",0*� 22%+#D^ �+�^ ,0#�+%8�2%,+^ �)1,^ +  �^ 2,^ � ^ 2�(  +^ %+2,^

� ,+1%� 0 � 2%,+^5$ +^�0 � 2%+#^2$ ^"0,+ 2^*� 22 0^,"^7,30^0 .,0 2C^

�$ ^ " %012^ " 5^ .�#  1^ , "^ �^ 0 .,0 2^ �0 ^  11 + 2%�)C^ �+^ ���0 4%�2 �^

��120 �� 2^5%))^�11%12^2$ ^0 �� 0^%+^"%+�%+#^5$�2^2$ ^*�%+^.,%+21^,"^2$ ^

0 .,0 2^5%))^� ^��,32C^

�$ 1 ^ ) * + 21^�0 ^, "2 +^0 "  00 �^2,^�1^X�,,(^�) * + 21YD^�1^2$ 7^

�0  ^� ,**,+) 7^",3+�^%+^)�0# 0^5 ,0 (1C^

	*.,0 2�+2^ �,+1%� 0 � 2%,+1^ 1$,3)�^ � ^ *�� ^ ,+^ $, 5^ 7,30^

.3�)%� � 2%,+^5%))^� ^31 �C^�,^%+�0 �1 ^31��%)%27D^7,3^1$,3)�^� ,+1%� 0^

$, 5^ 7,30^ 0 �� 01^ 5%))^ � ^ 31%+#^ 2$ ^ 0 .,0 2D^ �+�^ 5$�2^ 2$ 7^ 5%))^ � ^

),,(%+#^",0 D^�+�^",�31^,+^*�(%+#^2$%1^ �17^2,^"%+�C^

Covers 

�^� , 4 0^.�#  ^%1^�^4 0 7^1%*.) D^.0 �%1 D^�0% "^5� 7^2,^%+20,�3�  ^7,30^

0 .,0 2^2,^2$ ^0 �� 0 C^�$%1^1$,3)�^�,+ 2�%+E^

K^ �^)�0 # ^1. �%"%�^2%2) ^

K^ �,*.�+ 7^+�* ^

K^ � �* ^, "^2$ ^�32$,0P1Q^

K^ � � 2 ^, "^2$ ^0 .,0 2^

K^ �  ) 4�+ 2^.%�230 ^

�$ ^31 ^, "^�^0 ) 4�+ 2^.%�230 ^,0^25 ,^� �+^$ ).^0  %+",0 �  ^2$ ^13�' � 2^

, "^2$ ^0 .,0 2C^�+ ^#,�)^, "^2$ ^�, 4 0^.�#  ^%1^2,^� ^%+",0*� 2%4 ^�+�^

� 0,+ 2^
� 22 0E^�,+2 +21D^�%121D^�+�

 ,0  ^̂k̂ >̂:B



1� �)��) ^� � � 31 ^,+�  ^%2^%1^"%) �D^%2^5%))^+  �^2,^� ^ �17^2,^.%�(^,32^

, "^ �^ 12��(^ , "^ ,2$ 0^ 0 .,0 21C^ �^ 1 � ,+�^ # ,�)^ %1^ 2,^ *�(  ^ 2$ ^ 0 .,0 2^

12�+�^ ,32C^	"^2$ ^0 .,0 2^�, 4 0^),,(1^ �) �(^ �+�^ �3))D^2$ ^0 �� 0^5%))^

12�02^0 ��%+#^5%2$^�^+ #� 2%4 ^,32),,(C^�$%+(^, "^2$ ^�, 4 0^.�#  ^, "^�^

0 .,0 2^)%( ^5$� 2^%1^5,0+^2,^�+^%+2 04% 5 C^�$ ^�, 4 0^.�#  ^%1^2$ ^"%012^

2$%+#^2$�2^%1^1  +C^	2^5%))^� ^2$ ^",3+�� 2%,+^",0^"%012^%*.0 11%,+1D^",0^

� 22 0^,0^5,01 C^�+ ^  �17^5 � 7^2,^*�(  ^2$ ^0 .,0 2^12�+�^ ,32^%1^2,^

31 ^�^2$ * ^" ,0^2$ ^0 .,0 2^2$�2^7,30^� 3�% +�  ^� �+^� ,++ � 2^2,C^�,0^

 6�*.) D^%"^�^0 .,0 2^%1^50%22 +^2,^
 � �,+�)�[ 1D^2$ ^�, 4 0^.�#  ^5%))^� ^

%+^7 )), 5^�+�^0  �^5%2$^2$ ^#,)� +^�0 �$ 1^�1^�^.%� 230 C^	2^%1^%*.,02�+2^

2$�2^2$ ^0 �� 0^� )% 4 1^2$�2^$ ^,0^1$ ^%1^2$ ^*,12^%*.,02�+2^�1. � 2^

, "^2$ ^0 .,0 2C^

Title Page 

�^2%2) ^.�#  ^5%)) �̂ ^4 0 7^1%*%)�0^2,^7,30^"0,+ 2 �̂, 4 0 ând i t r epeats the 
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X25%12%+#Y^ +3*� 01^ 2,^ "�4,0^ 7,30^ ,.%+%,+^ �+�^ ,�' � 2%4 1C^ �$%1^ %1^

�) �0 )7^ �%"" 0  + 2^ "0,*^ 2$ ^ 0  13* ^  2$%�1C^ �+� ^ 7,3^ �0  ^

,+^ 2$ ^ ',�D^

7,3^ � �++,2^ ) � 4 ^ ,32^ +3*� 01^ 2$� 2^ 1$,5^ 7,3 [0 ^ � $%+�^ ,0^ , 4 0T
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Addressing Unethical Practices 
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12�02 âsking questionsC^ �1(%+#^ /3 12%,+1^ *�7^ 1  *^ 2,,^ 1%*.) ^ �32^

%2^ %1^ �+^  "" � 2%4 ^ 5 � 7^ ,"^ �0%+#%+#^ �22 +2%,+^ 2,^ 7,30^ � ,*.�+ 7[1^

.0 ,�) *1C^ �1(^ /3 12%,+1^ ��,32^ 5$,^ 2$ %0^ � �%1%,+1^ �0 ^ �" " � 2%+#^

�+�^5$ 7^2$ 7^�0 ^*�(%+#^2$,1 ^� �%1%,+1C^�$%1^5%))^+,2^.32^7,3^,+^

2$ ^1.,2^",0^ � %+#^2$ ^ ���^#3 7D^�32^%2^5%))^ �)),5^7,3^2,^4,%� ^7,30^

,.%+%,+C^

�$ ^1 � ,+�^%� �^�+� 01,+^� 1�0% � 1^�1^ being helpful %̂+^0 4 �)%+#^
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Employing Ethical Techniques 
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Appreciating Different Cultures 
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154. Video: Feasibility Study 
Tutorial 
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155. Video: Feasibility Studies 
- What to Consider 

A YouTube element has been excluded from this ver sion of the 

text. You can view it online her e: 

https:/ /libr ary.achievingthedr eam.org/

epcctechnicalwriting/?p= 198 
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PART XVIII 

PERSUASIVE 
PRESENTATIONS 
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156. Persuasive Presentation 
Overview 
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See the following detailed guidelines to help you 
write your Persuasive Presentation: 

�� �� � � �	 � �^��	���	�^� � �^�^� ���� ��	��^� � ��^� ������ � �	 � �^

�, 1^ 2$ ^ 1. �(  0^ ",)), 5^ 2$ ^ ",0*� 2^ ",0^ �^ . 013�1%4 ^ ,0 �)^

.0  1 + 2�2%,+I^

	C^	+20,�3� 2%,+^

K^ �  ))^$, 5^2$ ^2,.%�^%1^* �+%+#"3)C^

K^ �  ))^$, 5^2$ ^20,.%�^0 )� 2 1^2,^2$ ^.�12C^

K^ �6.0  11^7,30^,. ++ 11C^

K^ �12��)%1$^7,30^�0  �%�%)%27C^

K^ � 2^3.^2$ ^2,.%�C^

		C^�,� 7^

K^ �%1�311^2$ ^2,.%�C^

K^ �%1�311^2$ ^� + " %21^,"^�� �  .2%+#^2$ ^13## 12%,+1C^

K^ �%1�311^2$ ^�,+1 /3 +�  1^, "^0 ' � 2%+#^2$ ^13## 12%,+1C^

			C^�,+�)31%,+^

K^ �  12� 2 ^2$ ^2,.%�C^

K^ �*.$�1%8  ^2$ ^*�%+^.,%+21^,"^2$ ^�%1�311%,+C^

K^ �*.$�1%8  ^2$ ^� + " %21^�+�^2$ ^� ,+1 /3 +�  1C^

K^ �1(^" ,0^� ,**% 2* + 2C^

^

Evaluation: 

:C^� $� 2^%1^2$ ^�,.%�I^

;C^ � $� 2^27. ^, "^.0,�) *^�, 1^2$ ^1.  �$^.0  1 + 2I^

<C �̂ , 5^�, 1^2$ ^1. �(  0^0 )� 2 ^2$ ^1.  �$^2,^2$ ^� 3�% +�  I^

=C �̂ $� 2^�0 ^2$ ^0 �1,+1^" ,0^2$ ^.0,.,1�)I^

>C �̂ $� 2^%1^2$ ^1,)32%,+I^

><Â k̂̂ �̂  013�1%4 ^�0  1 + 2�2%,+^�4 0 4% 5



?C^� $� 2^�0 ^2$ ^"�� 21^�+�^,.%+%,+1^2$�2^13..,0 2^2$ ^0 �1,+1^" ,0^

2$ ^.0 ,.,1�)^�+�^2$ ^1,)32%,+ I^

@C �̂ $� 2^%1^2$ ^*,2%4� 2%,+I^�, 1^2$ ^1. �(  0^ *.$�1%8  ^2$ ^

� + " %21^,"^�� 2%,+^�+�^�,+1 /3 +�  1^, "^�� 2%,+^,0^+,+T��2%,+I^

AC �̂ , 5^�, 1^2$ ^� ,+�)31%,+^2% ^2$ ^1.  �$^2,#  2$ 0I^

BC^ �̂ $� 2^%1^2$ ^�3�% +�  ^�1(  �^2,^�, I^� $� 2^%1^2$ ^0 /3 12^" ,0^

�� 2%,+I^	1^%2^�^"%0*^0 /3 12^" ,0^�� 2%,+I^	1^%2^2$ ^)�12^12�2 * + 2I^

^

^

�  ^ 2$ ^ ",)), 5%+#^  6�*.) ^ , "^ �^ �  013�1%4 ^ �0  1 + 2�2%,+^

� , 5  0 � ,%+2E�̂ 23� + 2^ �6�*.) ^ � , 5  0.,%+ 2^ 5%2$^ � 2�%) �^ �32)%+ ^

� ,2 1 . 

�  013�1%4 ^�0  1 + 2�2%,+^�4 0 4% 5 ^̂k̂ >̂<B

https://s3-us-west-2.amazonaws.com/oerfiles/technical+writing/Example+PowerPoint+Persuasive+Presentation.pptx
https://s3-us-west-2.amazonaws.com/oerfiles/technical+writing/Example+PowerPoint+Persuasive+Presentation.pptx


157. Functions of the 
Presentation to Persuade 

Learning O bjecti ve 

:C^	� + 2%"7^�+�^� *,+120 � 2 ^2$ ^ "" � 2%4 ^31 ^, "^"%4 ^"3+� 2%,+1^,"^

1. �(%+#^2,^. 013�� C^

� $� 2^ �, 1^ �^ .0  1 + 2�2%,+^ 2,^ . 013�� ^ �, I^ �$ 0  ^ %1^ �^ 0�+#  ^ , "^

"3+� 2%,+1^2,^�,+1%� 0D^�+�^2$ 7^*� 7^,4 0 )�.^,0^7 ,3^*� 7^%+�,0.,0 � 2 ^

*,0  ^2$�+^,+ ^�1^7 ,3^.0  1 + 2C^� ^5%))^�%1�311^$,5^2,^

K^ 12%*3)�2 D^

K^ � ,+ 4%+� D^

K^ � �))^2,^�� 2%,+D^

K^ %+�0 �1 ^� ,+1%� 0 � 2%,+D^�+�^

K^ � 4 ),.^2,) 0 �+�  ^, "^�)2 0+� 2 ^. 01. � 2%4 1C^

�  ^ 5%))^ �)1,^  6�*%+ ^ $, 5^  ��$^ , "^ 2$ 1 ^ "3+� 2%,+1^ %+")3 +�  1^ 2$ ^

.0 ,�  11^, "^. 013�1%,+C^

�4)-5,!4%�

� $ +^7,3^" ,�31^,+^12%*3)� 2%,+^�1^2$ ^#,�)^,0^,. 0 � 2%,+�)^"3+�2%,+^

, "^ 7,30^ 1.  �$D^ 7,3^ 5 �+ 2^ 2,^ 0 %+",0 �  ^  6%12%+#^ � )% "1D^ %+2 +1%"7^

2$ *D^ �+�^ �0%+#^ 2$ *^ 2,^ 2$ ^ ",0  "0 ,+ 2C^ � 0$�.1^ 7 ,3 [4 ^ �  +^

� ,+�  0+ �^5%2$^#),��)^5 �0*%+#^",0^/3%2 ^1,* ^2%* C^
�+ 7^. ,.) ^

%+^2$ ^�3�% +�  ^*� 7^+,2^(+, 5^��,32^2$ ^* )2%+#^.,)�0^%�  ^� �.1^�+�^

2$ ^),11^,"^1%#+%"%��+ 2^%� ^1$ ) 4 1^%+^�+2�0� 2%��D^%+�)3�%+#^.�02^,"^2$ ^

� ,11^	�  ^�$ )"D^�+^%� � 0 #^�)*,12^;9^*%) 1^5%� ^�+�^:; =^*%) 1^),+#D^

*,0  ^2$�+^25%� ^2$ ^1%8 ^, "^�$,� ^	 1)�+�C^�$ 7^*� 7^� ^3+� 5 �0  ^, "^

>=9^̂k̂ �̂ 3+� 2%,+1^,"^2$ ^�0 1 + 2�2%,+
2,^�  013�� 



$, 5^*�+ 7^%� ^1$ ) 4 1^$� 4 ^�0 ,(  +^, ""D^2$ ^?^. 0�  + 2^�0,.^%+^#),��)^

.$ 72,.)�+(2,+^P 2$ ^��1%1^,"^*�+ 7^",,�^�$�%+1 QD^�+�^2$ ^ "" � 21^,"^2$ ^

%+20,�3� 2%,+^,"^"0 1$^5 � 2 0^2,^2$ ^,�  �+1C^�7^.0 1 + 2%+#^2$ 1 ^"��21D^

7,3^ 5%))^ 0 %+",0 �  ^  6%12%+#^ � )% "1D^ %+2 +1%"7^ 2$ *D^ �+�^ �0%+#^ 2$ ^

%113 ^2,^2$ ^130"�� C^�,3^*%#$2^�,+1%� 0^2$ ^",3+�� 2%,+^,"^�,**,+^

#0,3+�^�+�^� ,**,+) 7^$ )�^� )% "1D^�+�^2$ +^%+20,�3�  ^%+",0*� 2%,+^

2$�2^�^*�%+120 �*^� 3�% +�  ^*� 7^+,2^� ^� 5 �0  ^, "^2$�2^13..,0 21^2$�2^

� ,**,+^#0 ,3+�^�1^�^120 � 2 #7^2,^12%*3)�2 C^

�/. 6).#%�

	+^�^. 013�1%4 ^1.  �$D^2$ ^#,�)^%1^2,^�$�+# ^2$ ^� 22%23� 1D^� )% "1D^

4�)3 1D^,0^ '3�#* + 21^,"^7,30^� 3�% +�  C^	"^5 ^),,(^ ���(^ � 2^2$ ^%� �^

, "^ *,2%4 D^ %+^ 2$%1^ 1.  �$^ 2$ ^ .0 ,1 �32%+#^ �22,0+ 7^ 5,3)�^ 20 7^ 2,^

� ,+ 4%+� ^ 2$ ^ '307^ * *� 01^ 2$� 2^ 2$ ^ � "  +��+ 2^ %1^ #3%)27^ � 7,+�^

0 �1,+��) ^�,3�2C^�  ^,0^1$ ^*� 7^�%1�311^*,2%4 D^.0 1 + 2^"�� 21D^�))^

5%2$^2$ ^#,�)^2,^� ,+ 4%+� ^2$ ^'307^2,^� )% 4 ^,0^"%+�^2$�2^$%1^,0^$ 0^

.,1%2%,+^%1^203 C^	+^2$ ^"%)*^�$ ^� � 7^�" 2 0^� ,*,00 , 5 D^� ++%1^�3�%�^

12�01^ �1^ �^ .�) ,�)%*� 2,),# %12^5$,^3+13��  11"3))7^20% 1^2,^ �,+ 4%+� ^

2$ ^ � C�C^ 4%� ^ .0  1%� + 2^ 2$�2^ �^ 13�� +^ �)%*� 2 ^ �$�+#  ^ %1^ ��,32^ 2,^

,� �30 C^	+^2$ ^"%)*D^*3�$^)%( ^0 �)^ )%" D^2$ ^4%� ^ .0  1%� + 2^)%12 +1^2,^

�3�%�[ 1^.,1%2%,+^5%2$^$%1^,5+^�%�1^%+^*%+�D^)%12 +%+#^",0^,+) 7^.,%+21^

2$�2^0 %+",0 �  ^$%1^.,%+2^,"^4% 5^5$%) ^0 ' � 2%+#^.,%+21^2$�2^�,^+,2C^

�3�% +�  ^* *� 01^5%))^�)1,^$,)�^� )% "1^�+�^�0  ^)%( ) 7^2,^%+4,) 4 ^

2$ %0^,5+^. 01,+�)^�%�1C^� ,30^#,�)^%1^2,^# 2^2$ *^2,^�#0   ^5%2$^7,30^

.,1%2%,+D^1,^7,3^5%))^+  �^2,^.)�+^�^0 �+#  ^, "^.,%+21^�+�^ 6�*.) 1^2,^

# 2^�3�% +�  ^* *� 01^2,^� ,+1%� 0^7,30^2,.%�C^� 0$�.1^7 ,3^.0  1 + 2^

� ++%1^ �3�%�[ 1^ �0#3* + 2^ 2$�2^ ),11^ ,"^ 2$ ^ � ,0 2$^ �2)�+2%�^ �300 + 2^

5%))^�0�12%��)) 7^�$�+#  ^,30^�)%*� 2 D^�) �0 )7^ 12��)%1$%+#^2$ ^.0,�) *^

",0^ 2$ ^ � 3�% +�  C^ �,3^ *%#$2^ �%2

� 3+� 2%,+1^,"^2$ ^�0 1 + 2�2%,+^2,^� 013�� ^̂k̂ >̂=:



 ^ 2$ ^ 0 4% 5^

� 7^ �^ .0, " 11,0 D^ ",0^  6�*.) D^ 5$,^ 12� 2 1^ %+^ 0 .32��) ^ 1�% +�  ^

*�#�8%+ ^2$� 2^2$ ^"%)*[1^� .%� 2%,+^,"^�^�)%*� 2 ^�$�+#  ^$�1^�^�$�+�  ^

, "^ $�.. +%+#D^ �32^ 2$�2^ 2$ ^ 2%* 2��) ^ %1^ *,0  ^ ,+^ 2$ ^ ,0 � 0^ , "^ 2 +^

7 �01D^ +,2^ 1 4 +^ �� 71^ �1^ � .%� 2 �^ %+^ 2$ ^ "%)*C^ �,3^ 2$ +^ � 1�0% � ^

�^ 0�+#  ^ , "^ .,11%�) ^ 1,)32%,+1C^ 	"^ 2$ ^ �3�% +�  ^ � ,* 1^ 2,^ �^ * + 2�)^

�#0   * + 2^2$�2^�^.0,�) *^ 6%121D^2$ 7^5%))^),,(^2,^7,3^�1(%+#D^X� $� 2^

�0  ^2$ ^,.2%,+1IY^�$ +^7 ,3^*� 7^%+�%�� 2 ^�^1,)32%,+^2$�2^%1^�^� 22 0^

�)2 0+� 2%4 D^0 � ,** +�%+#^"3230  ^�� 2%,+C^

	+^2$%1^1.  �$D^7,3^ �0  ^ � �))%+#^7,30^ � 3�% +�  ^2,^ �� 2%,+C^ �,3^ �0  ^

12�2%+#^ 2$�2^ %2[1^ +,2^ ��,32^ 12%*3)�2%+#^ %+2 0 12^ 2,^ 0 %+",0 �  ^ �+�^

�� �  + 23�2 ^ � )% "1D^ ,0^ �,+ 4%+�%+#^ �+^ �3�% +�  ^ , "^ �^ 4% 5.,%+ 2^ 2$�2^

7,3^ $,)�D^ �32^ %+12 ��^ 2$� 2^ 7,3^ 5 �+ 2^ 2,^ 1  ^ 7,30^ )%12 + 01^ �$�+# ^

2$ %0^� $�4%,0C^	"^7,3^5  0  ^%+^1�) 1^�2^�, 7,2�D^7,3^*%#$2^%+�,0.,0 � 2 ^

,30^ .0  4%,31^  6�*.) ^ ,+^ # ),��)^ 5 �0*%+#^ 2,^ 0 %+",0 �  D^ �+�^ 2$ +^

*�(  ^�^� �))^2,^�� 2%,+^P*�(  ^�^.30 �$�1 ^� �%1%,+QD^5$ +^.0 1 + 2%+#^

2$ ^�0%31^$7�0%�^P#�1T ) � 20%�Q^�32,*,�%) C^�$ ^ � ,+,*%�1D^ 4 +^� 2^

�300 + 2^ #�1^ .0%� 1D^ *%#$2^ +,2^ �,*.) 2 )7^ '312%"7^ 2$ ^ �%"" 0  +�  ^ %+^

.0%� ^ � 25   +^ �^ $ 7�0%�^ �+�^ �^ +,+$ 7�0%�^ ��0C^ �, 5  4 0D^ %"^ 7,3^ �1^

2$ ^1�) 1. 01,+^ � �+^ *�(  ^ �^ � ,+ 4%+�%+#^ �0#3* + 2^2$�2^ �$,,1%+#^ �^

$7�0%�^��0^%1^2$ ^0%#$2^�+�^0 1.,+1%�) ^� �%1%,+D^7,3^*� 7^� ^*,0  ^

)%( ) 7^2,^# 2^2$ ^�312,* 0^2,^�� 2C^�$ ^. 013�1%4 ^1.  �$^2$� 2^",�31 1^

,+^�� 2%,+^,"2 +^# + 0 � 2 1^�30%,1%27D^�)�0%"% 1^�^.0,�) *D^�+�^�1^5  ^

$� 4 ^1  +D^.0,.,1 1^�^0 �+#  ^, "^1,)32%,+1C^�$ 7^( 7^�%"" 0  +�  ^$ 0  ^

%1^2$ 0 ^%1^�^�) �0^)%+(^2,^��2%,+^�11,�%�2 �^5%2$^2$ ^1,)32%,+1C^

�,)32%,+1^) ��^31^2,^� ,+1%� 0%+#^2$ ^#,�)1^, "^�� 2%,+C^�$ 1 ^#,�)1^

>=; ^̂k̂ �̂ 3+� 2%,+1^,"^2$ ^�0 1 + 2�2%,+^2,^� 013�� 
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���0  11^ 2$ ^ /3 12%,+D^ X� $� 2^ �,^ 	^ 5 �+ 2^ 2$ ^ �3�% +�  ^ 2,^ �,^ �1^ �^

0 13)2^,"^� %+#^ +#�#  �^� 7^* 7^1.  �$ IY^�$ ^# ,�)1^, "^�� 2%,+^%+�)3� ^

��,.2%,+D^�%1�,+ 2%+3�+� D^� 2 00 +�  D^�+�^� ,+ 2%+3�+� C^

��,.2%,+^* �+1^2$ ^1. �(  0^5 �+ 21^2,^. 013�� ^2$ ^� 3�% +�  ^2,^

2�(  ^ ,+^ �^ + 5^ 5 � 7^ ,"^ 2$%+(%+#D^ ,0^ ��,.2^ �^ + 5^ %� �C^ �6�*.) 1^

� ,3)�^ %+�)3� ^ �3 7%+#^ �^ + 5^ .0 ,�3� 2D^ 4,2%+#^ ",0^ �^ + 5^ � �+�%�� 2 D^

,0^� �%�%+#^2,^�,+�2 ^�),,�C^�$ ^(  7^%1^2$�2^2$ ^�3�% +�  ^* *� 0^

��,.21D^,0^2�(  1^,+D^�^+ 5^4% 5 D^��2%,+D^,0^$��%2C^

�%1�,+ 2%+3�+� ^%+4,) 4 1^2$ ^1. �(  0^. 013��%+#^2$ ^� 3�% +�  ^2,^

12,.^�,%+#^1,* 2$%+#^5$�2^2$ 7^$�4 ^�  +^�,%+#D^13�$^�1^1*,(%+#C^

�� 2$ 0^ 2$�+^ 2�( ^ ,+^ �^ + 5^ $��%2^ ,0^ �� 2%,+D^ 2$ ^ 1. �(  0^ %1^ �1(%+#^

2$ ^� 3�% +�  ^* *� 0^2,^12,.^�+^ 6%12%+#^� $�4%,0^,0^%� �C^�1^13�$D^

�%1�,+ 2%+3�+� ^%1^%+^1,* ^5� 71^2$ ^,..,1% 2 ^, "^��,.2%,+C^

� 2 00 +�  ^%1^�^ ��))^ �� 2%,+^2$�2^",�31 1^ ,+^ . 013��%+#^� 3�% +�  ^

+,2^2,^12�02^1,* 2$%+#^%"^2$ 7^$�4 + [2^�)0 �� 7^12�02 �C^� 0$�.1^*�+ 7^

. ,.) ^ %+^ 2$ ^ �3�% +�  ^ $� 4 ^ + 4 0^ 20% �^ %))%�%2^ �03#1D^ ,0^ $�4 ^ +,2^

#,2 2 +^ � $%+�^ 2$ ^ 5$  )^ , "^ �^ � �0^ 5$%) ^ %+2,6%�� 2 �C^ �$ ^ # ,�)^ , "^

�� 2%,+^ %+^ 2$%1^ ��1 ^ 5 ,3)�^ � ^ 2,^ � 2 0D^ ,0^  +�,30 �#  ^ 2$ ^ � 3�% +�  ^

* *� 01^2,^0  "0 �%+^"0,*^12�0 2%+#^,0^%+%2%�2%+#^2$ ^� $�4%,0C^

� %+�))7D^ 5%2$^ �,+ 2%+3�+� D^ 2$ ^ 1. �(  0^ �%*1^ 2,^ . 013�� ^ 2$ ^

� 3�% +�  ^ 2,^ � ,+ 2%+3 ^ �,%+#^ 5$�2^ 2$ 7^ $�4 ^ �  +^ �,%+#D^ 13�$^ �1^

0  ) � 2^�^��+�%�� 2 D^(  .^�3 7%+#^.0,�3� 2D^,0^12�7%+#^%+^1�$,,)^2,^# 2^

�+^ �3� � 2%,+C^

�^1. �(  0^*� 7^�$,,1 ^2,^���0  11^*,0  ^2$�+^,+ ^, "^2$ 1 ^#,�)1^, "^

�� 2%,+D^� . +�%+#^,+^2$ ^�3�% +�  ^�+�) 71%1C^	"^2$ ^�3�% +�  ^%1^)�0# ) 7^

�#0   ��) ^�+�^13..,0 2%4 D^7,3^*� 7^"%+�^�,+ 2%+3�+� ^2,^� ^,+ ^# ,�)D^

5$%) ^��,.2%,+^%1^1 � ,+��0 7C^

�$ 1 ^ # ,�)1^ 1 0 4 ^ 2,^ #3%� ^ 7,3^ %+^ 2$ ^ � 4 ),.* + 2^ ,"^ 1,)32%,+^

12 .1C^�,)32%,+^12 .1^%+4,) 4 ^13## 12%,+1^,0^5� 71^2$ ^�3�% +�  ^� �+^

2�(  ^ �� 2%,+^ �"2 0^ 7,30^ 1.  �$C^ �$ 7^ ,"2 +^ .0,�   �^ "0,*^ +� 2%,+�)^

2,^ . 01,+�)^ ) 4 )D^ ,0^ 2$ ^ %+4 01 C^ �3�% +�  ^ * *� 01^ �..0  �%�2 ^ �^

�) �0^�%1�311%,+^,"^2$ ^.0,�) *^%+^�^. 013�1%4  ^1.  �$D^�32^2$ 7^�)1,^

�..0  �%�2 ^1,)32%,+1C^�,3^*%#$2^,"" 0^ �^+� 2%,+�)^1,)32%,+^2$�2^*� 7^

� ^4% 5  �^�1^3+ 5 ,0 (��) D^�32^7 ,30^1,)32%,+^,+^�^. 01,+�)^) 4 )^*� 7^

� 3+� 2%,+1^,"^2$ ^�0 1 + 2�2%,+^2,^� 013�� ^̂k̂ >̂=<



� ^*,0  ^0 �)%12%�D^13�$^�1^�,+1%� 0%+#^�+^�)2 0+�2 ^.,%+2^,"^4% 5^,0^

*�(%+#^�^1*�))^�,+� 2%,+^2,^�^5,0 2$7^�� 31 C^

�. #2%!3%��/.3)$%2!4)/.�

�  0$�.1^ 7 ,3^ (+, 5^ 2$� 2^ 7,30^ � 3�% +�  ^ %1^ +,2^ ,. +^ 2,^  *,2%,+�)^

�.. �)1^2$�2^%+4,) 4 ^2$ ^ " �0^ , "^#),��)^5 �0*%+#D^1,^7,3^ �$,,1 ^2,^

��1 ^ 7 ,30^ . 013�1%4 ^ 1.  �$^ ,+^ 1,* 2$%+#^ 2$ 7^ �0 ^ *,0  ^ ,. +^

2,E^2$ ^ � ,+,*%�^�0 #3* + 2^�+�^2$ ^0 )� 2%4 ^� ,12^, "^��0^, 5+ 01$%.C^

	+^2$%1^1.  �$D^7,3^5 �+ 2^2,^%+�0 �1 ^ � ,+1%� 0 � 2%,+^ ,+^2$ ^ .�02^ ,"^

2$ ^� 3�% +�  ^5$,1 ^* *� 01^ % 2$ 0^$,)�^$,12%) ^4% 51^,0^. 0 $�.1^

�0  ^+ 320�)^�+�^1%*.) 7^�30%,31C^�,3^*%#$2^� ^��) ^2,^� ,*.�0  ^�+�^

� ,+ 20�12^ �,*. 2%+#^ ��01^ �+�^ 1$, 5^ 2$� 2^ 2$ ^ �,121^ ,4 0^ 2 +^ 7 �01^
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�0%+�%.) 1^,"^�  013�1%,+^̂k̂ >̂>:



�%1�311^7,30^"%+�%+#1^5%2$^7,30^�)�11*� 2 1C^
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159. Meeting the Listener's 
Basic Needs 
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5  ^� �+^� 22 0^+ #,2%�2 ^* �+%+#^�+�^��$% 4 ^3+� 012�+�%+#C^
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*  2^,30^+  �1C^� $� 2^�0 ^2$,1 ^+  �1I^�  ^5%))^�%1�311^2$ *^+ 62C^
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, 5+^1 )" T%+2 0 12C^�30^,5+^��1%�^+  �1^*,2%4� 2 ^31D^�32^1,* 2%* 1^

2$ ^��1%�^+  �1^, "^,2$ 01^�0 ^*,0  ^%*.,0 2�+2^2,^31^2$�+^,30^,5+C^
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�1), 5[1^*,� )^�3%)�^,+^2$ ^" ,3+�� 2%,+^
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",0^2$ *^2,^) �0+D^ �3� � 2 ^2$ *1 ) 4 1D^�+�^�1(^/3 12%,+1^%+^�^1�" ^
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160. Presentations to 
Persuade, Getting Started 

We are more easily persuaded, in general, by the reasons that we 

ourselves discovers than by those which ar e 

given to us by others.T� �1� �)^

For every sale you miss because youÕre too enthusiastic, you will 

miss a hundr ed because youÕre not enthusiastic enough CT�%#^�%#)�0^

�%44).'��4!24%$�
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161. Persuasive Presention 
Assessment 
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162. Video: How to Write an 
Introduction for Persuasive 
Speeches 
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163. Video: How to Write the 
Opening of a Persuasive 
Presentation 

A YouTube element has been excluded from this ver sion of the 

text. You can view it online her e: 

https:/ /libr ary.achievingthedr eam.org/

epcctechnicalwriting/?p=207 

>?Â k̂̂ �̂ %� ,E^� , 5^2,^� 0%2 ^2$ 
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164. Video: Why You 
Absolutely Have to Believe in 
Your Message 

A YouTube element has been excluded from this ver sion of the 

text. You can view it online her e: 

https:/ /libr ary.achievingthedr eam.org/

epcctechnicalwriting/?p=208 
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PART XIX 

RULES OF WRITING 
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165. Rules of Writing 
Overview 
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166. Basic Rules of 
Punctuation 
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167. Edit for Economy 
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168. Punctuation, Mechanics, 
Capitalization, and Spelling 
Introduction 

Habits in writing as in lif e are only useful if they ar e 

broken as soon as they cease to be advantageous. 

ÑW. Somerset Maugham 
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�1^ 7,3^ �)0  �� 7^ (+, 5 D^ �.,120,.$ 1^ �0  ^ 31 �^ 2,^ ",0*^ �,2$^

� ,+ 20�� 2%,+1V25 ,^ 5 ,0 �1^ � ,))�.1 �^ %+2,^ ,+ V�+�^ .,11 11%4  1C^

� �+�%)7D^5 ^� �+^4%023�))7^%#+,0 ^2$ ^%113 ^,"^�,+ 20�� 2%,+1^$ 0 D^1%+� ^

2$ 7^ �0 ^ 1,^  �1%)7^ 3+� 012,,�^ �+�^ �0  ^ 0�0  ) 7^ 31 �^ %+^ 2 �$+%��)^

50%2%+#C^ �%2$^ .,11 11%4 1D^ 2$ ^ �.,120,.$ ^ %1^ 31 �D^ 27.%��)) 7^ %+^

� ,*�%+� 2%,+^ 5%2$^ �+^ X1DY^ 2,^ 0 .0  1 + 2^ 2$�2^ �^ 5,0 �^ )%2 0�)) 7^ ,0^

� ,+�  .23�)) 7^X.,11 11 1Y^5$� 2^",)), 51^%2C^

�^123� + 2[1^.�. 0 ^̂^̂^̂^̂^̂^̂^̂2$ ^� ,3+ 27[1^�,0 � 01^

�^+� 2%,+[1^� �%1%,+̂̂̂ ^̂^̂^̂^̂ ,̂+ ^$,30[ 1^.�11%+#^


0/342/0(%3�7)4(��/2$3�%.$).'�).�=3>�

�)2$,3# $^.0�� 2%� 1^4�0 7D^",0^5 ,0 �1^2$� 2^�)0 �� 7^ +�^%+^X1DY^5$ 2$ 0^

2$ 7^�0 ^1%+#3)�0^,0^.)30�)D^5 ^27.%��)) 7^%+�%�� 2 ^.,11 11%,+^1%*.)7^

� 7^���%+#^2$ ^�.,120 ,.$ ^5% 2$,32^�+^���% 2%,+�)^X1CY^

	))%+,%1[^)�5 ^̂^̂^̂^̂^̂^̂^̂^̂^̂^̂� 23� + 2^�""�%01[^,""%� ^


�01[^� 2*,1.$ 0  ^̂^̂^̂^̂%+2 04% 5   1[^�+15  01^


0/342/0(%3�7)4(�
#2/.9-3�!.$��5-"%23�

	+^ 2 �$+%��)^ 50%2%+#D^ ��0,+ 7*1^ �+�^ +3*� 01^ �0  ^ "0 /3 + 2)7^

.)30 �)%8 �^5%2$^2$ ^���%2%,+^,"^�+^X1DY^�32^2$ 0 ^%1^27.%��)) 7^+,^+  �^

2,^ .32^ �+^ �.,120 ,.$ ^ %+^ "0,+ 2^ ,"^ 2$ ^ X1CY^ �$ 0 " ,0  D^ X��� 1Y^ P1 �^

130"��  ^ 2 *. 0 � 230 1 Q^ %1^ *,0 ^ �� �  .2��) ^ 2$�+^ X���[ 1Y^ 5$ +^ 7,30^

%+2 +2%,+^%1^1%*.)7^2,^ .)30�)%8 C^ 	� �)) 7D^31 ^2$ ^ �.,120,.$ ^ � " ,0  ^

2$ ^X1Y^5%2$^�+^��0 ,+ 7*^,0^�^+3*� 0^,+) 7^2,^1$,5^.,11 11%,+^P%C CD^

>A?̂ k̂̂ �̂.,120 ,.$ 1



X�+^:A?9[1^)�5YF^X���[ 1^2 12%+#YQ^,0^5$ +^�,+"31%,+^5,3)�^,2$ 0 5%1 ^

0 13)2^PX*%+�^7,30^. [1^�+�^/ [1YQC^

� /33%33)6%3�7)4(/54�4(%�
0/342/0(%�

�,+ 4 + 2%,+D^ "0 /3 +� 7^ ,"^31�# D^ �+�V2,^ � ^$,+ 12V2$ ^  � ,+,* 7^

, "^ �� 4 0 2%1%+#D^1,* 2%* 1^ �%�2�2 ^2$�2^2$ ^ �.,120,.$ ^%1^ �0,.. �C^

	+^.0,. 0^+�* 1^2$� 2^ +�^%+^X1DY^ 1. �%�))7^,"^# ,#0 �.$%�^),� � 2%,+1^

�+�^,0 #�+%8�2%,+1D^2$ ^�.,120,.$ ^%1^, "2 +^,*%22 �C^�+�^%+^ 4 0 7�� 7^

� ,*�%+� 2%,+1^ 5$ 0 ^ .,11 11%,+^ %1^ �32,*� 2%��)) 7^ 3+� 012,,�D^ 2$ ^

�.,120 ,.$ ^%1^, "2 +^�0 ,.. �C^

�+%2 �^� 2�2 1^#, 4 0+* + 2̂ ^̂^̂^̂^̂^̂^̂^̂�  ))1^��+ 7,+^

�  2 0�+1^� %#$5 � 7^̂^̂^̂^̂^̂^̂^̂^̂^̂^̂^̂^̂^̂^̂� �0. 01^�  007^

* +1^0 ,,* ^̂^̂^̂^̂^̂^̂^̂^̂^̂^̂^̂^̂^̂^̂^̂^̂^̂^̂^̂ 
̂ ,$+1^� ,.(%+1^�+%4 01%27^

Self-Study 

� ,0^ 2$ ^ � ,+"31 �^ �+�^ �30%,31D^ $ 0 ^ �0  ^ 1,* ^ X �.,120 ,.$ 1^ " ,0^

�3**% 1Y^5  �1%2 1E^

X�3%� )%+ 1^ ",0^ � 1%+#^ �.,120,.$ 1^ �,00  � 2)7Y^ .�# ^ "0,*^

��,32C� ,*^

X� 1%+#^ �.,120,.$ 1^ 2,^ �$, 5^ � ,11 11%,+Y^ .�# ^ "0,*^

�3**% 1C� ,*^

^

�.,120 ,.$ 1 ^̂k̂ >̂A@

http://grammar.about.com/od/punctuationandmechanics/tp/GuideApostrophe.htm
http://grammar.about.com/od/punctuationandmechanics/tp/GuideApostrophe.htm
http://www.dummies.com/WileyCDA/DummiesArticle/Using-Apostrophes-to-Show-Possession.id-1182.html
http://www.dummies.com/WileyCDA/DummiesArticle/Using-Apostrophes-to-Show-Possession.id-1182.html


171. Quotation Marks 

� 1.% 2 ^5$� 2^7,3^*� 7^1  ^ .0 �� 2%� �V 1. �%�))7^%+^ ��4 0 2%1%+#D^,+^

2 ) 4%1%,+D^�+�^ 4 +^%+^�31%+ 11^) 22 01V2$ ^"�� 2^%1^2$�2^2$ ^. 0%,�^

�+�^� ,**�^# ,^%+1%� ^2$ ^/3,2�2%,+^*�0(1^�))^, "^2$ ^2%* C^�,+"31%,+^

�0%1 1^ � � � 31 ^ 2$ ^ � 0%2%1$^ 1712 *^ %1^ �%"" 0  + 2D^ �+�^ 2$ ^ �* 0%� �+^

1712 *^ *� 7^ �32,*� 2%��)) 7^ ),,(^50 ,+#^2,^7,3D^ �32^%2^%1^1%*.)7^ ,+ ^

, "^ 2$ ^ "0 /3 + 2)7^ �0,(  +^ 03) 1^ , "^ 50%22 +^ �+# )%1$^ %+^ �* 0%��E^ �$ ^

. 0%,�^�+�^� ,**�^# ,^%+1%� ^2$ ^/3,2�2%,+^*�0(1C^

�,00  � 2E^ �$ ^ . ,.) ^ , "^ 2$ ^ .%+ ^ ��00 +1^ �0  ^ , "2 +^ � �)) �^

X.%+ 71CY^

	+� ,00 � 2E^�$ ^. ,.) ^, "^2$ ^.%+ ^��00 +1^�0  ^, "2 +^� �)) �^

X.%+ 71YC^

� , 5  4 0D^ 2$ ^ 1 *%�,),+D^ � ,),+D^ ��1$D^ /3 12%,+^ *�0 (D^ �+�^

 6�)�*� 2%,+^ .,%+2^ "�))^ ,321%� ^ ,"^ 2$ ^ /3,2� 2%,+^ *�0(1^ P3+) 11D^ ,"^

� ,301 D^2$ ^/3,2 �^*� 2 0%�)^$�1^%+2 0+�)^.3+� 23�2%,+^,"^%21^,5+ QC^

�$%1^ * �130 * + 2^ %1^ �,**,+) 7^ (+, 5+^ �1^ X�%.^ �+# ) YF^ �%.^

�+# ) ^ %1^ 2$ ^ �+#) ^ ",0* �^ � 25   +^ �^ +,0*�)^ .)�+ ^ �+�^ �^

4 0 2%��)C^

� 3%)2^ ,+)7^ >9^ 7 �01^ �#,D^ �$�($ 2%+1(VX*%+ 2,5+ YV%1^

�)0 �� 7^1  � 7C^

� $ +^1$ ^5 �1^�1(  �^2$ ^/3 12%,+^X�0  ^0�%+�, 51^.,11%�) ^

%+^5%+2 0IY^1$ ^ �+15 0  �^ � 7^  6�*%+%+#^5$ 2$ 0^0�%+�0,.1^

"0  8  ^� 2^2 *. 0 � 230 1^� ), 5^9^i�C^P�3,2 �^*� 2 0%�)^$�1^%21^

, 5+^.3+� 23�2%,+CQ^

>AÂ k̂̂ �̂3,2� 2%,+^
�0 (1



Self-Study 


 ,0  ^ �� 4%� ^ ,+^ /3,2� 2%,+^ *�0(1D^ %+�)3�%+#^ �,+ 4 + 2%,+1^ ",0^ 31%+#^

2$ *^5%2$^�%0 � 2^�+�^%+�%0 � 2^/3,2� 2%,+1D^%1^�4�%)��) ^,+)%+ ^� 2E^

�� 4%� ^ ,+^ 31%+#^ /3,2�2%,+^ *�0(1^ "0,*^ �30 �3 [1^ �+)%+ ^

� 0%2%+#^���^P� �� Q^

�� 4%� ^ ,+^ 31%+#^ /3,2�2%,+^ *�0(1^ "0,*^ � 2C^ �),3�^ � 2�2 ^

�+%4 01%27^

�3,2� 2%,+^
�0 (1 ^̂k̂ >̂AB

http://owl.english.purdue.edu/handouts/print/grammar/g_quote.html
http://owl.english.purdue.edu/handouts/print/grammar/g_quote.html
http://leo.stcloudstate.edu/research/usingquotes.html
http://leo.stcloudstate.edu/research/usingquotes.html


172. Semicolons, Colons, and 
Dashes 

�3+� 23�2%,+^ *�0(1E^ 2 00%�) 7^ ., 5  0"3)^ %+^ 2$ ^ 0%#$2^ $�+�1C^

�3+� 23�2%,+^ *�0(1^ �0 ^ 1%) +2^ �))% 1D^ �+�^ 7,3^ � �+^ 20�%+^ 7,301 )"^ 2,^

 6.),%2^2$ *^�1^13�$C^�3+� 23�2%,+^*�0(1^�,^+,2^'312^%+�%�� 2 ^1,3+�^

.� 22 0+1V2$ 7^ �0 ^17*�,)1^2$� 2^ �)�0%"7^#0�**� 2%��)^1203�230 ^ �+�^

1 + 2 +�  ^ * �+%+#C^ �+�D^ �1^ 	^ � *,+120� 2 ^ %+^ 2$ ^ 50%2%+#^ ,"^ 2$%1^

.�0 �#0 �.$D^ .3+� 23�2%,+^ *�0(1^ 1$, 5 � �1 ^ 7 ,30^ "��%)%27^ 5%2$^ 2$ ^

)�+#3�#  C^ � $� 2^ ",)), 51^ �0 ^ 1,* ^ ��1%�1^ ��,32^ 2$0   ^ , "^ 2$ ^ *,12^

., 5  0"3)^�+�^*,12^� ,**,+) 7^*%131 �^.3+� 23�2%,+^*�0(1C^

�( %��%-)#/,/.�

�$ ^ 1 *%� ,),+^ %1^ ,"2 +^ *%131 �^ %+^ 2 �$+%��)^ 50%2%+#F^ %+^ "��2D^ %2^ %1^

, "2 +^� ,+"31 �^5%2$^2$ ^�,),+C^�0 �**� 2%��)) 7D^2$ ^1 *%�,),+^�)*,12^

�) 5 � 71^"3+�2%,+1^�1^�+^ /3�)^1%#+F^%2^1�71^2$�2^2$ ^25 ,^.�0 21^� %+#^

',%+ �^ �0  ^ 0 )� 2%4 ) 7^  /3�)^ %+^ 2$ %0^ ) +#2$^ �+�^ $�4 ^ 2$ ^ 1�* ^

#0�**� 2%��)^ 1203�230 C^ �)1,D^ 2$ ^ 1 *%�,),+^ $ ).1^ 7 ,3^ 2,^ )%+(^ 25 ,^

2$%+#1^5$,1 ^%+2 0� . +��+� 7^7,3^5%1$^2,^ 12��)%1$C^�$ ^1 +2 +�  ^

.�0 21^,+^ %2$ 0^1%� ^,"^2$ ^1 *%�,),+^2 +�^2,^X � . +�^,+^ ��$^,2$ 0Y^

",0^� ,*.) 2 ^* �+%+#C^�1 ^2$ ^1 *%� ,),+^5$ +^7 ,3^5%1$^2,^�0 � 2 ^

,0^ *.$�1%8  ^�^# + 0 �)) 7^ /3�)^,0^ 4 +^%+2 0� . +� + 2^0 )� 2%,+1$%.^

� 25   +^ 25 ,^ 2$%+#1C^ �,2 ^ 2$ ^ %+2 0� . +� + 2^ 0 )� 2%,+1$%.^ ,"^ 2$ ^

25 ,^1 + 2 +�  ^.�0 21^)%+( �^� 7^2$ ^1 *%�,),+^%+^2$%1^ 6�*.) E^

�$ ^ 1,+� ^ .0  1 + 2)7^ 31 �^ %1^ ),�� 2 �^ %+^ 2$ ^ � + 2 0^ ,"^ 2$ ^

�,0  $,) F^ 2$%1^ ),�� 2%,+^  +��) 1^ 2$ ^  +# %+  0^ 2,^ 0 �3�  ^

*%�0,.$,+%�1^�+�^12�+�, ""^1 +1%2%4%27C^

�  0  D^5 ^1  ^$, 5^2$ ^1 � ,+�^$�)"^, "^2$ ^1 +2 +�  ^$ ).1^2,^ 6.)�%+^

�^ (  7^ � 2�%)^ P2$ ^ 1,+� ^ ),� � 2%,+Q^ ,"^ 2$ ^ "%012^ $�)"C^ �$ ^ 1 *%�,),+D^

>B9^̂k̂ �̂ *%� ,),+1D^�,),+1D^�+�
� �1$ 1



�),+#^5%2$^2$ ^0 . 2%2%,+^,"^2$ ^5,0 �^X),� � 2%,+DY^$ ).1^2,^�0� 5^,30^

� 22 +2%,+^2,^2$ ^ 6.)�+� 2%,+C^

�$ ^1 *%� ,),+^%1^�)1,^$�+� 7^",0^)%+(%+#^�^1 0% 1^,"^.�0 �)) )^%2 *1^

2$�2^ �,3)�^ ,2$ 0 5%1 ^ � ^ � ,+"31 �^ 5%2$^  ��$^ ,2$ 0 C^ �+ ^ 1�447^

123� + 2^31 �^2$ ^1 *%� ,),+^%+^�^ ',�^ � 1�0%.2%,+^,+^$ 0^0 13* ^ �1^

",)), 51E^

�1^ �+^  +# %+  0%+#^ �11%12�+2D^ 	^ $��^ �^ 4�0% 27^ ,"^ �32% 1E^

.�0 2%�%.�2%+#^ %+^ .0 1130 ^ 4 + 2%)�2%,+^ 1304 71F^ �0�" 2%+#D^

1304 7%+#D^ �+�^ ��2�^ � ,*.%)� 2%,+F^ ��2%+#^ �1^ �^ �,*.�+ 7^

0 .0  1 + 2�2%4 ^�30%+#^�^0,, "T�,)2^.3))^2 12C^

�( %��/,/.�

�$ ^ � ,),+E^5  ))T), 4 �^ �32D^,$D^1,^*%13+� 012,,�C^�$ ^ � ,),+^%1^+,2^

'312^31 �^2,^%+20,�3�  ^ �^ )%12F^%2^%1^"�0^*,0 ^ ") 6%�) C^ �$ ^ � ,),+^ � �+^

� ^31 �^ �" 2 0^2$ ^ "%012^5,0 �^ , "^ �^1 +2 +�  ^ ,0^ '312^ � " ,0  ^2$ ^ "%+�)^

5 ,0 �^ , "^ �^ 1 +2 +�  C^ �$ ^ � ,),+^ � �+^ �)1,^ � ^ 31 �^ 2,^ %+20,�3�  ^ �^

#0�**� 2%��)) 7^ %+� . +� + 2^ 1 +2 +�  C^ �$31D^ 	^ ��))^ %2^ 2$ ^ *,12^

., 5  0"3)^, "^.3+� 23�2%,+^*�0(1C^

�$ ^ � ,),+^ %1^ )%( ^ �^ 1%#+^ ,+^ 2$ ^ $%#$5 � 7D^ �++,3+�%+#^ 2$�2^

1,* 2$%+#^ %*.,02�+2^ %1^ �,*%+#C^ 	2^ �� 21^ �1^ �+^ �00, 5^ .,%+2%+#^

",0 5 �0 �D^ 2 ))%+#^ 7,3^ 2,^ 0 ��^ ,+^ " ,0^ %*.,0 2�+2^ %+",0*� 2%,+C^ �^

� ,**,+^�+�),# 7^31 �^2,^ 6.)�%+^2$ ^�,),+^%1^2$�2^%2^�� 21^)%( ^�^" )�0 ^

%+^2$ ^0,��D^1%#+�)%+#^2$�2^1,* 2$%+#^* �+%+#"3)^)% 1^�$ ��C^

� 1 ^2$ ^� ,),+^5$ +^7 ,3^5%1$^2,^.0, 4%� ^.%2$7^ *.$�1%1C^

� ,^ ���0  11^ 2$%1^ .0,�) *D^ 5  ^ *312^ 230+^ 2,^ ,+ ^ , "^ 2$ ^

�%,),# %12[1^*,12^"3+��* + 2�)^2,,)1E^2$ ^� 20%^�%1$C^

� 1 ^ 2$ ^ � ,),+^ 2,^ %+20,�3�  ^ *� 2 0%�)^ 2$�2^  6.)�%+1D^ �*.)%"% 1D^ ,0^

13**�0% 1^5$� 2^$�1^.0 �  � �^%2C^

�$ ^�  20%^�%1$E^,+ ^,"^2$ ^�%,),#%12[1^*,12^"3+��* + 2�)^2,,)1C^

� *%� ,),+1D^�,),+1D^�+�^� �1$ 1 ^̂k̂ >̂B:



	+^ ),5^ � �0�,+^ 12  )1D^ ��+�%+#^ 2 +�1^ 2,^ �"" � 2^ 25 ,^

.0 ,. 0 2% 1^%+^.�02%�3)�0E^2 +1%) ^�3�2%)%27^�+�^7% )�^120 +#2$C^

�$ ^� ,),+^%1^�)1,^�,**,+) 7^31 �^2,^.0  1 + 2^�^)%12^,0^1 0% 1D^5$%�$^

� ,* 1^%+^$�+� 7^5$ +^2$ 0  ^%1^�^),2^,"^1%*%)�0^*�2 0%�)^2,^',%+E^

�^� ,*.,12^"��%)% 27^*� 7^+,2^� ^),� � 2 �^�1^",)), 51E^5%2$%+^<99^

"  2^ ,"^ �+^  6�  .2%,+�)T4 �)3 ^ 5  2)�+�F^ 5%2$%+^ :99^ "  2^ ,"^ �^

. 0  ++%�)^120 �*F^5%2$%+^>9^"  2^,"^�^.0,. 0 27^)%+ C^

�( %�
!3(�

�$ ^ ��1$V 5$%�$^%1^27.%��)) 7^27. �^ �1^25 ,^$7.$ +1^,0^�1^,+ ^),+#^

��0^ P� 4�%)��) ^ ,+^ 7 ,30^ 5 ,0 �^ .0 ,�  11,0[ 1^ X17*�,)Y^ *�. QV"3+� 2%,+1^

�)*,12^�1^�^� ,),+^�, 1^%+^2$� 2^%2^���1^2,^2$ ^.0  �  �%+#^*� 2 0%�)D^�32^

5%2$^ 620�^ *.$�1%1C^�%( ^�^� � 130 �^P�^2%* )7^.� 31 Q^%+^*31%�D^�^��1$^

%+�%�� 2 1^�^120,+#^.� 31 D^2$ +^#%4 1^ *.$�1%1^2,^*� 2 0%�)^",)), 5%+#^

2$ ^ .� 31 C^ 	+^  "" � 2D^ �^ ��1$^ �)),51^ 7,3^ 2,^ redefine 5$� 2^ 5�1^ '312^

50%22 +D^*�(%+#^%2^*,0  ^ 6.)%�%2C^�,3^� �+^�)1,^31 ^�^��1$^�1^%2^%1^31 �^

%+^2$ ^"%012^1 +2 +�  ^, "^2$%1^.�0�#0 �.$E^2,^"0�* ^�+^%+ 2 003.2%4 ^,0^

.�0  + 2$ 2%��)T27. ^� ,** + 2^2$�2^7,3^�,^+,2^5 �+ 2^2,^� T *.$�1%8  C^


%))^ �* 0 7^ �,+" %0*1^2$�2^ 
31)%*^ .,.3)� 2%,+1^$�4 ^27.%��)) 7^

�  +^ 03) �^ � 7^ +,+T
31)%*1V1. �%"%��)) 7^ �* 0%� �+1D^

�311%�+1D^	10� )%1D^�+�^2$ ^�0 +�$C^

�$ ^ �%11,)32%,+^ 2,,(^ ;9^ *%+32 1V*3�$^ ),+#  0^ 2$�+^

�+ 2%�%.�2 �V�32^* �130 * + 21^5 0  ^� #3+^�1^1,,+^�1^2$ ^

.0 ,�  11^5�1^� ,*.) 2 �C^

� %+�))7D^2$ ^��1$^5 ^27.%��)) 7^31 ^%1^2 �$+%��)) 7^��)) �^2$ ^X *^��1$D Y^

�+�^%2^%1^1%#+%"%��+ 2)7^),+# 0^2$�+^2$ ^$7.$ +C^�$ 0  ^%1^�)1,^�+^X +^

��1$ YV5$,1 ^) +#2$^%1 �̂ 25   +^2$� 2^,"^2$ ^$7.$ + �̂+�^2$ ^ * �̂�1$D^

�+�^%21^� 12^31�# ^%1^2,^%+�%�� 2 ^%+�)31%4 ^�� 2 1^�+�^+3*� 01E^


3)7^?U� .2 *� 0^:@ ^̂^̂^̂^̂^̂^̂..C^=AU>?C^

>B; ^̂k̂ �̂ *%� ,),+1D^�,),+1D^�+�^� �1$ 1



�%( ^ 2$ ^  *^ ��1$D^ 2$ ^  +^ ��1$^ %1^ 27.%��)) 7^ �4�%)��) ^ ,+^ 7 ,30^ 5 ,0 �^

.0 ,�  11,0[ 1^17*�,)^ *�.D^ ,0^% 2^*� 7^  4 +^ � ^%+1 02 �^ � 32,*� 2%��)) 7^

� 7^7,30^5 ,0 �^.0 ,�  11,0^5$ +^7 ,3^27. ^%+�)31%4 ^+3*� 01^,0^�� 2 1^

5%2$^�^$7.$ +^� 25   +^2$ *C^� $ +^7,3^27. ^2$ ^$ 7.$ +D^ +^��1$D^

�+�^  *^ ��1$D^ +,^ 1.��  1^ 1$,3)�^ �.. �0^ ,+^  %2$ 0^ 1%� ^ ,"^ 2$ ^

.3+� 23�2%,+^*�0(C^

Self-Study 

� ,0^ *,0  ^ #,,�T+� 230 �^ �� 4%� ^ ,+^ 31%+#^ 1 *%�,),+1D^ �,),+1D^ �+�^
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7,30^� ,**�^� *,+1D^�32^0  *%+�%+#^7,301 )"^, "^2$ ^�,**� [1^��1%�^

"3+� 2%,+^ �1^ �^ 1 .�0� 2,0^ �+�^ '312%"7%+#^ 2$ ^ 1 .�0� 2%,+^ ,"^  ) * + 21^

5$ + 4 0^ 7,3^ 31 ^ 2$ ^ � ,**�^ %1^ �^ # ,,�^ � # %++%+#C^ 	^ ,"2 +^

0 � ,** +�^ 2,^ 123� + 21^ 5%2$^ �,**�^ .0 ,�) *1^ 2$� 2^ 2$ 7^ 0 T0 ��^

2$ %0^5,0 (^,+ ^)�12^2%* D^'312^",�31%+#^,+^2$ %0^�,**�^31 D^� " ,0  ^

230+%+#^%+^ �^ .�. 0^ �1^ �^ "%+�)^4 01%,+C^ 	+^2$ ^  +�D^7,3^1%*.) 7^ *312^

*�(  ^ �^ $��% 2^ ,"^ 0 ��%+#D^ 50%2%+#D^ �+�^ 0 4%1%+#^ 5%2$^ �,**�^

� ,00 � 2+ 11^%+^*%+�D^�+�^0 * *� 0^2$� 2^�,**�1^$� 4 ^*3�$^2,^�,^

5%2$^1 +2 +�  ^5 ,0 �%+#D^5$%�$^%1^�)5 � 71^%+^2$ ^�,+ 20,)^, "^2$ ^50%2 0C^

� ,^ � *,+120 � 2 ^ 2$%1^ )�12^ .,%+2D^ � 5%1^ �$,*�1D^ �^ �) 4 0^  11� 7%12^

�1^ 5  ))^ �1^ �^ .$ 71%�%�+^ �+�^ ., 2D^ 1$,51^ 31^ $,5^ 2,^ 31 ^ � ,**�1^

 " " � 2%4 ) 7V�1^5  ))^�1^$, 5^2,^5 ,0 �^�^),+#^1 + 2 +�  ^1,^2$� 2^�,**�1^

�0  ^+,2^, 4 031 �V%+^2$%1^ 6�  0.2^"0,*^X � ,2 1^,+^�3+� 23�2%,+YE^

�$ ^ � ,**�1^ �0  ^ 2$ ^ *,12^ 31 "3)^ �+�^ 31��) ^ , "^ �))^ 2$ ^ 12,.1C^ 	2^

%1^ $%#$)7^ %*.,0 2�+2^ 2,^ .32^ 2$ *^ %+^ .)�� ^ �1^ 7,3^ # ,^ �),+#C^ 	"^ 7,3^

207^ 2,^ �,* ^ ���(^ �" 2 0^ �,%+#^ �^ .�0 �#0 �.$^ �+�^ 12%�(^ 2$ *^ %+^ 2$ ^

4�0%,31^ 1.,21^ 2$�2^ 2 *.2^ 7 ,3^ 7,3^ 5%))^ �%1�, 4 0^ 2$�2^ 2$ 7^ 2 +�^ 2,^

15 �0*^)%( ^*%++, 51^%+2,^�))^1,021^,"^�0 4%� 1^5$,1 ^ 6%12 +� ^7,3^

$��+ [2^ 0 �)%8 �^ �+�^ � " ,0  ^ 7,3^ (+, 5^ %2^ 2$ ^ 5$,) ^ ),+#^ 1 + 2 +�  ^

� � ,* 1^%**,�%)%8  �^�+�^)�1$ �^3.^1/3%0*%+#^%+^�,**�1C^� 22 0^2,^

31 ^2$ *^1.�0%+# )7D^�+�^5%2$^�"" � 2%,+D^.0 �%1 )7^5$ +^2$ ^+  �^" ,0^

,+ ^�0%1 1D^+%� ) 7D^�7^%21 )"C^

�,**�1 ^̂k̂ >̂BB

http://www-personal.umich.edu/~jlawler/punctuation.html


174. The Period 

�$,3# $^ �^ 1  *%+# )7^ 20%4%�)^ .3+�23�2%,+^ *�0(D^ 2$ ^ . 0%,�^ �, 1^

.0  1 + 2^1,* ^(+,2 27^�$�)) +#  1D^ 1. �%�))7^%+^2 �$+%��)^50%2%+#C^� ^

�))^ (+, 5^ 2,^ .)��  ^ �^ . 0%,�^ 2,^ 1%#+�)^ 2$ ^ 2 0*%+�2%,+^ ,"^ �^ 1%*.) ^

1 + 2 +�  ^ 2$� 2^ *�(  1^ �^ 12�2 * + 2C^ �, 5  4 0D^ $ 0 ^ �0  ^ �^ " 5^ *,0  ^

1. �%�)%8 �^03) 1E^

K^ �,^+,2^31 ^�^. 0%,�^%+^� ,*�%+� 2%,+^5%2$^,2$ 0^.3+� 23�2%,+^

*�0 (1^3++ �  11�0%)7D^ 1. �%�))7^5$ +^�^/3,2� 2%,+^%1^%+4,) 4 �C^

	+^13�$^�+^%+12�+� D^ +�^2$ ^1 +2 +�  ^+� 230�)) 7^,+^5$� 2 4 0^

.3+� 23�2%,+^*�0(^%1^),#%��)^P C#CD^�^/3 12%,+^*�0(QC^

K^ � 4,%�^31%+#^. 0%,�1^�2^2$ ^ +�1^, "^���0  4%�2 �^3+%21^,"^

* �130 D^ 6�  .2^5$ +^2$ ^. 0%,�^*%# $2^� ^� ,+"31 �^5%2$^

�+,2$ 0^5 ,0 �C^P�$ 0 " ,0  D^1,^2$�2^%2[1^+,2^�,+"31 �^5%2$^2$ ^

5 ,0 �^X%+DY^31 ^X%+CY^2,^���0  4%�2 ^X%+�$ 1CYQ^

K^ � $ +^31%+#^�^. 0%,�^%+^�,+ '3+� 2%,+^5%2$^.�0  + 2$ 1 1D^2$ ^

. 0%,�^� ,* 1^�" 2 0^2$ ^.�0  + 2$ 1 1^�0  ^�),1 �^%"^2$ ^

.�0  + 2$ 2%��)^� ,** + 2^%21 )"^%1^.�02^,"^2$ ^)�0# 0^1 +2 +�  ^P�1^

%+^2$ ^"%012^�3)) 2 �^1 + 2 +�  ^��, 4 D^�+�^2$%1^,+ QC^�$ ^. 0%,�^

� ,* 1^%+1%� ^2$ ^.�0  + 2$ 1 1^,+) 7^5$ +^2$ ^.�0  + 2$ 1 1^

2$ *1 ) 4 1^� ,+ 2�%+^�^�,*.) 2 ^%+� . +� + 2^1 +2 +�  C^P�  2̂$ ^

 6�*.) ^%+^2$ ^1 � ,+�^�3)) 2 �^1 + 2 +�  ^��, 4 D^�1^5 ))^�1^2$%1^

1 + 2 +�  CQ^

K^ � 7^�,+ 4 + 2%,+D^%"^�+^���0 4%�2 �^5 ,0 �^P13�$^�1^X 2�CYQ^ +�1^�^

1 + 2 +�  D^) 2^�^1%+#) ^. 0%,�^1%#+�)^2$ ^1 +2 +�  [1^ +�V2 5 ,^

. 0%,�1^%+^�^0, 5^5 ,3)�^� ^%+� ,00 � 2C^

K^ 	+^��0 ,+ 7*1^� ,**,+) 7^3+� 012,,�^,0^� ,**,+) 7^31 �^%+^7,30^

"% )�^P���
D^�� �D^��D^�	�QD^�,^+,2^31 ^. 0%,�1^�" 2 0^2$ ^��.%2�)^

) 22 01C^

K^ �,^31 ^. 0%,�1^�" 2 0^���0  4%�2%,+1^�+�^��0,+ 7*1^2$� 2^�0 ^

",0*1^, "^���0  11D^%+%2%�)1^5%2$%+^.0,. 0^+�* 1D^ �0+ �^� #0   1D^

�+�^5$ +^ 6.0  11%+#^* �130 1^, "^2%* ^P�0C^��3 0F^
C�C^� #0  F^

� 2 4 +^�C^� %)1,+D^
0CF^>E99^.C*CF^:9^�C�CQC^

?99 ^̂k̂ �̂$ ^�  0%,�



Self-Study 

� ,0^  4 0 72$%+#^ 7,3^ �) 5 � 71^ 5�+ 2 �^ 2,^ (+, 5^ ��,32^ 2$ ^ . 0%,�D^ �32^

+ # ) � 2 �^2,^�1(D^4%1%2^2$ 1 ^1%2 1E^

�3+� 23�2%,+^03) 1^"0,*^%+",.) �1 C� ,*^

X�+# )%1$^ :9:E^ �3+�23�2%,+E^ � 0%,�1Y^ 5 �1%2 ^ "0,*^

2$%+(,32$ 0  C�,*^

�$ ^�  0%,� ^̂k̂ ?̂9:
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175. Parentheses 

�  ^�0  ^31 �^2,^31%+#^.�0 + 2$ 1 1^2,^%� +2%"7^*� 2 0%�)^2$�2^�� 21^�1^�+^

�1%� ^P13�$^�1^2$%1^�0% "^�,** + 2Q^,0^2,^���^%+�%� +2�)^%+",0*� 2%,+D^

�32^%+^2 �$+%��)^50%2%+#^2$ ^03) 1^",0^31%+#^.�0 + 2$ 1 1^� �+^� ^*,0  ^

+3�+�  �Ĉ �̂,* ^*,0  ^1. �%�)%8 �^"3+� 2%,+1^,"^.�0  + 2$ 1 1^%+�)3� E^

K^ � ,^%+20,�3�  ^2��) 1^,0^" %#30 1^5%2$%+^�^1 +2 +�  E^

	+^.3)1 T' 2^�,)) � 2,01^P�%#30 ^<QD^��#1^�0 ^13..,0 2 �^

"0,*^ �^ * 2�)^ � �#  ^ "�12 + �^ ,+ 2,^ �^ �  ))^ .)� 2 ^ � 2^2$ ^

2,.^, "^2$ ^�,)) � 2,0C^

K^ � ,^0 .0  1 + 2^�,+ 4 0 2 �^3+%21E^

�$ ^ "3++ )^ 31 �^ " ,0^ 2$%1^  6. 0%* + 2^ 5�1^ @^ %+C^ P:@CA^

�* Q^%+^) +#2$C^

K^ � $ +^ +3* 0 � 2%+#E^

�$ ^ 1712 *^ $�1^ 2$0   ^ .0%+�%.�)^ �,*.,+ + 21E^ P:Q^ �^

�) �+%+#^ �,,2$D^ P;Q^ �+^ �%0^ 0 1 0 4,%0D^ �+�^ P<Q^ �+^ �%0^

1.0� 7^*�+%",)�C^

K^ � ,^%+�%�� 2 ^.0,�3� 2^*�+3"�� 230 0^+�* 1E^

�$ ^ " %)2 0%+#^.0,�  11^%+4,) 4 1^ �^ :9T**^ �,00 T�)%4 0^

� 7�),+ ^P� " ,+^	 +2 0+� 2%,+�)QC^

K^ � ,^%+20,�3�  ^�+^��0 ,+ 7*^�" 2 0^%2^$�1^�  +^50%22 +^,32E^

�+%21^ 5%))^ � ^  6.0  11 �^ %+^ �3�%�^ "  2^ . 0^ *%+32 ^

P�"* QC^

� %+�))7D^ %2^ 1$,3)�^ � ^ +,2 �^ 2$� 2^ .3+� 23�2%,+^ 31 �^ �),+#1%� ^

?9; ^̂k̂ �̂ �0  + 2$ 1 1



.�0  + 2$ 1 1^ +  �1^ 2,^ 2�(  ^ %+2,^ �� � ,3+ 2^ 2$ %0^ �,+ 2 62C^ 	"^ 2$ ^

.�0  + 2$ 1 1^ +�),1 ^�^"3))^1 + 2 +�  ^� # %++%+#^5%2$^�^��.%2�)^) 22 0D^

2$ +^ 2$ ^  +�^ .3+� 23�2%,+^ ",0^ 2$ ^ 1 +2 +�  ^ "�))1^ inside^ 2$ ^

.�0  + 2$ 1 1C^�,0^ 6�*.) E^

�7.%� �)) 7D^13..)% 01^1. �%"7^�%0^2,^�),2$^0� 2%,1^,"^?E:^,0^$%#$ 0 C^

P� , 5  4 0D^ 0� 2%,1^ ,"^ =E:^ 1$,3)�^ � ^ 31 �^ " ,0^ �..)%� � 2%,+1^

%+4,) 4%+#^1%)%��^,0^" )�1.� 2$%�^*%+ 0�)1CQ^

	"^2$ ^.�0  + 2$ 1 1^%+�%�� 2 ^�^�%2�2%,+^�2^2$ ^ +�^, "^�^1 +2 +�  D^2$ +^

2$ ^ 1 +2 +�  [1^  +�^ .3+� 23�2%,+^ �,* 1^ �" 2 0^ 2$ ^ .�0  + 2$ 1 1^ �0  ^

�),1 �E^

	+^ �^ 123�7^ �,*.�0%+#^ 2$0   ^ �%"" 0  + 2^ �3%)�%+#^ 27. 1D^

0 1.%0��) ^ �312^ � ,+�  + 20� 2%,+1^ 5 0  ^ 1%#+%"%��+ 2)7^ ),5  0^ %+^

2$ ^,. +T1203� 230 ^�3%)�%+#^P�3#$^ 2^�)CD^;99>QC^

� %+�))7D^%"^2$ ^.�0 + 2$ 1 1^�.. �0^%+^2$ ^*%�12^,"^�^1 +2 +�  ^P�1^%+^

2$%1^ 6�*.) QD^2$ +^�+7^+ �  11�0 7^.3+� 23�2%,+^P13�$^�1^2$ ^� ,**�^

2$�2^�.. �0  � '̂312^�^" 5^5 ,0 �1^�# , Q^%1^� )�7 �^3+ 2%)^2$ ^.�0 + 2$ 1 1^

�0  ^�),1 �C^

� �0  + 2$ 1 1 ^̂k̂ ?̂9<



176. Abbreviations and 
Acronyms 

���0  4%�2%,+1^ P2$ ^ 1$,02 + �^ " ,0*^ , "^ �^ 5,0 �^ ,0^ .$0 �1 Q^ �+�^

��0 ,+ 7*1^ P5 ,0 �1^ ",0* �^ "0,*^ 2$ ^ %+%2%�)^ ) 22 01^ ,"^ �^ .$0�1 Q^ �0 ^

� ,**,+) 7^ 31 �^ %+^ 2 �$+%��)^ 50%2%+#C^ 	+^ 1,* ^ " % )�1D^ %+�)3�%+#^

�$ *%1207D^ * �%�%+ D^ �,*.32 0^ 1�% +�  D^ �+�^ # ,#0 �.$%�^

%+",0*� 2%,+^ 1712 *1D^ ��0,+ 7*1^ �0  ^ 31 �^ 1,^ "0 /3 + 2)7^ 2$�2^ 2$ ^

0 �� 0^ � �+^"  )^ ),12^%+^�+^ �).$�� 2^1,3.C^�, 5  4 0D^2$ ^ .0,. 0^31 ^

, "^ 2$ 1 ^ � 4%� 1^  +$�+�  1^ 2$ ^ 0 ��%+#^ .0,�  11D^ ",12 0%+#^ ")3%�^

0 ����%)%27^�+�^ " "%�% +2^�,*.0  $ +1%,+C^

�,* ^ 12 7) ^ *�+3�)1^ � 4,2 ^  + 2%0 ^ �$�.2 01^ 2,^ 2$ ^ 13�' � 2^ ,"^

���0  4%�2%,+1^ �+�^ ��0,+ 7*1D^ �+�^ 7,30^ � ,)) #  ^ )%�0 �0 7^ +,^ �,3�2^

� ,+ 2�%+1^4,)3* 1^2$� 2^7,3^� �+^� ,+13)2^5$ +^+  � �C^�  0  D^	^.0, 4%� ^

'312^ �^ " 5^ .0%+�%.) 1^ 7,3^ � �+^ �..) 7^ %+^ 31%+#^ ���0 4%�2%,+1^ �+�^

��0 ,+ 7*1D �̂+�^%+^2$ ^+ 62^1 � 2%,+ 	̂ ,̂"" 0 �̂^2��) ,̂ "^1,* ,̂ "^2$ ^",0*1^

*,12^� ,**,+) 7^31 �^� 7^123� + 2^50%2 01C^


""2 %6)!4)/.3�

K^ �7.%� �)) 7D^���0  4%�2 ^1,�%�)^2%2) 1^P
1CD^
0CQ^�+�^.0, " 11%,+�)^

2%2) 1^P�0CD^� 4CQC^

K^ 	+^0 13* 1^�+�^� , 4 0^) 22 01D^�4,%�^���0  4%�2%,+1^0 .0  1 + 2%+#^

2%2) 1^,"^� #0   1^P C#CD^50%2 ^,32^0� 2$ 0^2$�+^���0  4%�2 ^

X���$ ),0^, "^��% +�  YQC^

K^ � ,)), 5^*,12^���0  4%�2%,+1^5%2$^�^. 0%,�D^ 6�  .2^2$,1 ^

0 .0  1 + 2%+#^3+%21^,"^* �130 ^PX
�0 CY^",0^
�0 �$F^X** Y^",0^

*%))%* 2 0QC^�  ^2$ ^2��) ^2$� 2^",)), 51^",0^"302$ 0^#3%��+�  C^

K^ �7.%� �)) 7D^�,^+,2^���0  4%�2 ^# ,#0 �.$%�^+�* 1^�+�^� ,3+ 20% 1^%+^

2 62^P%C CD^50%2 ^X��%+2^�),3�Y^0� 2$ 0^2$�+^X�2C^�),3�YF^50%2 ^

X�+%2 �^� 2�2 1Y^0� 2$ 0^2$�+^X�C�CYQC^�, 5  4 0D^2$ 1 ^+�* 1^�0  ^

?9=^̂k̂ �̂��0  4%�2%,+1^�+�^��0 ,+ 7*1



313�))7^���0  4%�2 �^5$ +^.0  1 + 2 �^%+^X2%#$2^2 62Y^5$ 0 ^1.��  ^

� �+^� ^� 2^�^.0 *%3*D^�1^%+^2��) 1^�+�^"%#30 1C^

K^ � 1 ^2$ ^�*. 01�+�^17*�,)^PgQ^%+^� ,*.�+ 7^+�* 1^%"^2$ ^

� ,*.�+% 1^2$ *1 ) 4 1^�,^1,^%+^2$ %0^)%2 0� 230 D^�32^�4,%�^31%+#^

2$ ^17*�,)^�1^�^+�00 � 2%4 ^13�12%232 ^",0^2$ ^5 ,0 �^X�+�Y^%+^7,30^

2 62C^

K^ 	+^2 62D^1. ))^,32^���0 11 1^P�$%0�^� 4 +3 F^2$ ^�$0 71) 0^

� 3%)�%+#Q^�32^���0 4%�2 ^�%27^���0  11 1^2$� 2^�0 ^.�0 2^,"^120  2^

+�* 1^P � + 20�)^� 20  2^�� QC^

K^ � 07^2,^�4,%�^,. +%+#^�^1 + 2 +�  ^5%2$^�+^���0  4%�2%,+F^%+12 ��D^

50%2 ^2$ ^5,0 �^,32C^

K^ � $ +^.0  1 + 2%+#^�^0 "  0  +�  1^.�#  D^",)), 5^2$ ^� ,+ 4 + 2%,+1^,"^

���0  4%�2%,+^ *.), 7 �^� 7^�^',30+�)^%+^7,30^"% )�C^�,^.0  1 0 4 ^

1.��  D^*�+ 7^',30+�)1^� ,**,+) 7^31 ^���0  4%�2%,+1D^5%2$,32^

. 0%,�1D^%+^2$ %0^0 "  0  +�  1^.�#  1^P C#CD^X
Y^",0^
 ,30+�)F^X�* Y^",0^

X�* 0%� �+ YQC^


 #2/.9-3�

K^ �) 5 � 71^50%2 ^,32^2$ ^"%012^%+T2 62^0 "  0  +�  ^2,^�+^��0 ,+ 7*D^

",)), 5  �^� 7^2$ ^��0 ,+ 7*^%21 )"^50%22 +^%+^��.%2�)^) 22 01^�+�^

 +�),1 �^� 7^.�0  + 2$ 1 1C^�3�1 /3 + 2^0 "  0  +�  1^2,^2$ ^

��0 ,+ 7*^� �+^� ^*�� ^'312^� 7^2$ ^��.%2�)^) 22 01^�),+ C^�,0^

 6�*.) E ^̂^̂^̂^̂^̂^̂^̂^̂^̂ �̂ ,#0 �.$%�^	 +",0*� 2%,+^�712 *1^P�	�Q^%1^�^

0�.%�) 7^ 6.�+�%+#^" % )�C^�	�^2 �$+,),# 7^C^C^C^

K^ �+) 11^2$ 7^�.. �0^� 2^2$ ^ +�^, "^�^1 +2 +�  D^�,^+,2^",)), 5^

��0 ,+ 7*1^5%2$^�^. 0%,�C^

K^ � + 0 �)) 7D^��0,+ 7*1^� �+^� ^.)30 �)%8 �^5%2$^2$ ^���%2%,+^,"^�^

), 5  0 � �1 ^X1Y^PX2$0  ^���1YQF^��0 ,+ 7*1^� �+^� ^*�� ^.,11 11%4  ^

5%2$^�+^�.,120 ,.$ ^" ,)), 5  �^� 7^�^),5  0 � �1 ^X1Y^PX2$ ^��� [1^

*�+�� 2 YQC^

K^ �1^13�' � 21D^��0,+ 7*1^1$,3)�^� ^20  � 2 �^�1^1%+#3)�01D^ 4 +^

5$ +^2$ 7^12�+�^",0^.)30 �)1F^2$ 0 " ,0  D^2$ 7^0 /3%0 ^�^1%+#3)�0^

���0  4%�2%,+1^�+�^��0 ,+ 7*1 ^̂k̂ ?̂9>



4 0�^PX�	 ���^%1^� ,**% 22 �^2,^C^C^CYQC^

K^ � ^130  ^2,^) �0+^�+�^� ,00 � 2)7^31 ^��0 ,+ 7*1^�11,�%� 2 �^5%2$^

.0 , " 11%,+�)^,0#�+%8�2%,+1^,0^� 0 2%"%�� 2%,+1^5%2$%+^7,30^"% )�^

P C#CD^��
�^" ,0^�* 0%� �+^�,�% 27^,"^
  �$�+%� �)^�+# %+  01F^��^

",0^�0 , " 11%,+�)^�+# %+  0QC^

K^ � %2$^" 5^ 6�  .2%,+1D^.0 1 + 2^��0,+ 7*1^%+^"3))^��.%2�)^) 22 01^

P�� ��� ��F^�	 ���QC^�,* ^��0 ,+ 7*1D^13�$^�1^X1�3�� Y^�+�^

X0���0 DY^�0 ^1,^� ,**,+) 7^31 �^2$� 2^2$ 7^�0 ^+,2^� �.%2�)%8 �C^

�,+13)2^2$ ^2��) ^2$� 2^",)), 51^%+^2$ ^+ 62^1 � 2%,+^2,^$ ).^

� 2 0*%+ ^5$%�$^�,**,+) 7^31 �^��0 ,+ 7*1^�,^+,2^�.. �0^%+^

�))^� �.%2�)^) 22 01C^

K^ � $ +^�+^��0 ,+ 7*^*312^� ^.0  �  � �^� 7^X� Y^,0^X�+ Y^%+^�^

1 + 2 +�  D^�%1� 0+^5$%�$^5,0 �^2,^31 ^��1 �^,+^1,3+�^0 � 2$ 0^

2$�+^2$ ^��0 ,+ 7* [1^* �+%+#C^	"^�^1,"2^4, 5  )^1,3+�^,. +1^2$ ^

��0 ,+ 7*D^31 ^X�+DY^ 4 +^%"^2$ ^��0,+ 7*^12�+�1^" ,0^5 ,0 �1^2$� 2^

,. +^5% 2$^�^$�0�^1,3+�^P %C CD^X�^1. �%�)^�,� 2^3+%2DY^�32^X�+^�� �YQC^

	"^2$ ^��0 ,+ 7*^,. +1^5% 2$^�^$�0�^1,3+�D^31 ^X� Y^PX�^� � T:<>^

2�+(  0YQC^

�)%�(^ $ 0  ^ 2,^ �, 5+),��^ �^ .�"^ , "^ �^ 2��) ^ , "^ �,**,+) 7^ 31 �^

���0  4%�2%,+1^�+�^��0,+ 7*1C^

Self-Study 

� ,0^ � ,*.0  $ +1%4 ^ ,+)%+ ^ ��0 ,+ 7*1^ �%� 2%,+�0% 1D^  1. �%�))7^ ",0^

2 �$+%��)^"% )�1^13�$^�1^�$ *%1207^�+�^* �%�%+ D^	^0 � ,** +�^2$ 1 ^

1%2 1E^

�+)%+ ^��0 ,+ 7*1^�%� 2%,+�07^

� �0 �$��) ^��0 ,+ 7*1^�� 2���1 D^1,0 2 �^� 7^�%1�%.)%+ ^

^

^

?9?^̂k̂ �̂��0  4%�2%,+1^�+�^��0 ,+ 7*1

https://www.e-education.psu.edu/files/styleforstudents/file/chapter%202/Acronyms%20Table(1).pdf
https://www.e-education.psu.edu/files/styleforstudents/file/chapter%202/Acronyms%20Table(1).pdf
http://foldoc.org/pub/misc/Acronyms
http://acronymslist.com/


� ��) ^, "^�,**,+) 7^31 �^���0  4%�2%,+1^�+�^��0,+ 7*1E^

� 1 ^ 2$%1^ 2��) ^ 2,^ �$ �(^ 2$ ^ .0 ,. 0^ 1. ))%+#D^ ��.%2�)%8�2%,+D^ �+�^

.3+� 23�2%,+^,"^�,**,+) 7^31 �^���0  4%�2%,+1^�+�^��0,+ 7*1C^�,0^�^

*3�$^*,0  ^� 2�%) �^)%12%+#^,"^���0  4%�2%,+1^�+�^��0,+ 7*1D^7,3^� �+^

�$ �(^%+^2$ ^���(^.�#  1^, "^*�+ 7^�%�2%,+�0% 1D^,0^�,+13)2^2$ Ĉhicago 

Manual of Style^P�)1,^ � 4�%)��) ^ ,+)%+ ̂ 2,^ 13�1�0%� 01 Q^ ,0^ 2$ ^ "0  ^

,+)%+ ^4 01%,+^,"^2$ Ûnited States Government Printing Off ice Style 

Manual . 

���0  4%�2%,+1^�+�^��0 ,+ 7*1 ^̂k̂ ?̂9@

http://www.amazon.com/Chicago-Manual-Style-University-Press/dp/0226104036
http://www.amazon.com/Chicago-Manual-Style-University-Press/dp/0226104036
http://www.amazon.com/Chicago-Manual-Style-University-Press/dp/0226104036
http://www.amazon.com/Chicago-Manual-Style-University-Press/dp/0226104036
http://www.chicagomanualofstyle.org/home.html
http://www.gpoaccess.gov/stylemanual/index.html
http://www.gpoaccess.gov/stylemanual/index.html
http://www.gpoaccess.gov/stylemanual/index.html
http://www.gpoaccess.gov/stylemanual/index.html
http://www.gpoaccess.gov/stylemanual/index.html


�^,0^�*.^ �*. 0  ^

�C*C^ ante meridiem D^� ",0  ^+,,+^

�11 *�) 0^ �11 *�) 0^� ,*.32 0^)�+#3�#  ^

� 2*^ 12�+��0 �^� 2*,1.$ 0  ^

� 4 C^ � 4 +3 ^

�C�C^ ���$ ),0^, "^�021^

� ��	 �^ � ��	 �^� ,*.32 0^)�+#3�#  ^

� )4�C^ �,3) 4�0 �^

� �^ �,%)%+#^.,%+2^

�C�C^ ���$ ),0^, "^��% +�  ^

� 23^ � 0%2%1$^2$ 0*�)^3+%2^

, �^ � #0   1^� )1%31^

� �^ �̂ �+� )�^

���^ �̂ + 2 01^",0^�%1 �1 ^�,+ 20,)^

���^ �̂,� ^, "^� � 0 �)^�  #3)� 2%,+1^

�	�^ �̂ + 20�)^	+2 ))%# +�  ^�#  +� 7^

�*^ �̂  + 2%* 2 0^

�� �� �^ �̂� �� �^� ,*.32 0^)�+#3�#  ^

�,0.C^ �̂ ,0.,0 � 2%,+^

�^ �̂�0 � 7^

� ��^ � .�0 2* + 2^,"^�+ 4%0,+* + 2�)^�0,2 � 2%,+^

�� �^ � .�0 2* + 2^,"^� "  +1 ^

�� �^ � .�0 2* + 2^,"^� 0�+1.,0 2�2%,+^

 +##C^  +# %+  0%+#^

 +#0C^  +# %+  0^

 C#C^ exempli gr atia D^",0^ 6�*.) ^

�� �^ �+ 4%0,+* + 2�)^�0,2 � 2%,+^�# +� 7^

 2^�)C^ êt alii D^�+�^,2$ 01^

 2�C^ et ceteraD^�+�^1,^",0 2$^

, �^ � #0   1^� �$0  +$ %2^

?9A^̂k̂ �̂��0  4%�2%,+1^�+�^��0 ,+ 7*1



�� 	^ �  � 0 �)^� 30 � 3^, "^	+4 12%#�2%,+^

� ��^ �  � 0 �)^�,**3+%� � 2%,+1^�,**%11%,+^

�� �^ � ,,�^�+�^�03#^��*%+%120 � 2%,+^

"%#C^ "%#30 ^

� � ��� ��^ � � ��� ��^� ,*.32 0^)�+#3�#  ^

"2^ ",,2^

#�)C^ #�)),+^

$�^ $ � 2�0 ^

$^ $,30^

��^ $,01 ., 5  0^

��
�^ $7. 0 2 62^*�0 (3.^)�+#3�#  ^

� 8^ $ 0 28^

%C C^ id estD^2$�2^%1^

%+^ %+�$^

	+�C^ %+�,0.,0 � 2 �^

�^ �  ) 4%+^

(#^ (%),#0�*^

(5^ (%),5 � 22^

( � $^ (%),5 � 22T$,30^

)^,0^�^ )%2 0^

� ��� �^ � � 2%+^�* 0%��+^� 0  ^� 0�� ^�11,�%� 2%,+^

)�^ .,3+�^

*^ * 2 0^

* � 8^ * #�$ 0 28^

*%+C^ *%+32 ^

*,)^ *,) ^


C�C^ 
�12 0^, "^��% +�  ^

����^ � � 2%,+�)^� 0,+� 32%�1^�+�^�.��  ^��*%+%120� 2%,+^

+ #^ + #� 2%4 ^

�	�^ � � 2%,+�)^	+12%232 1^,"^�  �)2$^

���0  4%�2%,+1^�+�^��0 ,+ 7*1 ^̂k̂ ?̂9B



�	 ���^ � � 2%,+�)^	+12%232 ^",0^� � �3.� 2%,+�)^��"  27^�+�^�  �)2$^

�̂
^ +̂� 32%��)^*%) ^

�̂ � � �^ �̂ � 2%,+�)^� �  �+%�^�+�^� 2*,1.$ 0%�^��*%+%120 � 2%,+^

�̂��^ �̂ � 2%,+�)^��% +�  ^� ,3+�� 2%,+^

�̂ � ��^ �̂0 #�+%8�2%,+^,"^�  20,) 3*^�6.,0 2%+#^�,3+20% 1^

�̂���^ � � �3.� 2%,+�)^��"  27^�+�^�  �)2$^��*%+%120� 2%,+^

.C^ .�#  ^

� �1� �)^ �̂ �1� �)^� ,*.32 0^)�+#3�#  ^

�̂ $C�C^ P̂hilosophiae DoctorD^�,� 2,0^, "^�$%),1,.$ 7^

.̂C*C^ p̂ost meridiem D^�"2 0^+,,+^

.̂,1^ .̂,1%2%4 ^

.̂.C^ .�#  1^

.2C^ .%+2^

/2C^ /3�0 2^

0���0^ 0̂��%,^� 2 � 2%+#^�+�^0�+# %+#^

�̂� 
^ 0̂ 4,)32%,+1^. 0^*%+32 ^

1̂�3��^ 1̂ )"T� ,+ 2�%+ �^3+� 0 5 � 2 0^�0 � 2$%+#^�..�0 � 231^

1̂ �C^,0^1^ 1̂ � ,+�^

1̂/^ 1̂/3�0  ^

�̂��^ 1̂2�+��0 �^2 *. 0 � 230 ^�+�^.0  1130 ^

2̂ *.^ 2̂ *. 0 � 230 ^

�̂+%4C^ 3̂+%4 01%27^

�̂��^ 3̂+%",0*^0  1,30 �  ^),� � 2,0^

�̂���^ �̂+%2 �^� 2�2 1^� ,),# %��)^� 304 7^

4̂,)C^ 4̂,)3* ^

^

?:9 ^̂k̂ �̂��0  4%�2%,+1^�+�^��0 ,+ 7*1



177. Expressing Temperatures 
and Numbers 

� 27) ^*�+3�)1D^.0 , " 11%,+�)^1,�% 2% 1D^�+�^ ',30+�)1^1. �%"%�^2,^7,30^

"% )�^.3�)%1$^2$,0,3# $^#3%� )%+ 1^��,32^$,5^2,^$�+�) ^1*�))^*� 22 01^

, "^ * �$�+%�1C^ �,0^ %+12�+� D Ŝuggestions to Author s of the Reports 

of the United States Geological Survey ���0  11 1^ 13�$^ %113 1^ �1^

5$ 2$ 0^ 2,^ 31 ^ 2$ ^ �$ *%� �)^ +�* ^ ,0^ 17*�,)^ %+^ 50% 2%+#F^ 2$ ^

�* 0%� �+^
  2 ,0 ,),# %��)^�,�% 27[1 Âuthor sÕ Guidê�%�2�2 1^$,5^,+ ^

1$,3)�^  6.0  11^ 2%* D^ 2%* ^ 8,+ D^ �� 7D^ *,+ 2$D^ �+�^ 7 �0^ %+^ 50%2%+#C^

�$�1 ^�, 5+^13�$^1,30 �  1^5%2$%+^7,30^"% )�^",0^1. �%"%�1^,+^*� 22 01^

, "^* �$�+%�1C^

�5 ,^  1. �%�))7^ +,2 5 ,0 2$7^ %113 1^ ,"^ * �$�+%�1^ 2$�2^ �0%1 ^

0 #3)�0 )7^ %+^ 2 �$+%��)^ 50%2%+#^ �0 ^ $, 5^ 2,^ $�+�) ^ 2 *. 0 � 230 ^

* �130 * + 21^ �+�^ +3*� 01C^ �,* ^ #3%� )%+ 1^ ,+^ 2$ 1 ^ *� 22 01^

",)), 5 C^

� %&%22).'�4/�� %-0%2!452%��%!352%-%.43�

� #0   ^* �130 1^, "^2 *. 0 � 230 ^ �0  ^+,0*�)) 7^ 6.0  11 �^5%2$^2$ ^

i^ 17*�,)^ 0 � 2$ 0^ 2$�+^ �7^ 2$ ^ 50%22 +^ 5 ,0 �D^ 5%2$^ �^ 1.��  ^ �" 2 0^ 2$ ^

+3*� 0^�32^+,2^� 25   +^2$ ^17*�,)^�+�^2$ ^2 *. 0 � 230 ^1� �) E^

�$ ^1�*.) ^5 �1^$ � 2 �^2,^A9^i�C^

�+)%( ^ 2$ ^ ���0  4%�2%,+1^ ",0^ � �$0  +$ %2^ �+�^ � )1%31D^ 2$ ^

���0  4%�2%,+^ ",0^ �  ) 4%+^ P5$%�$^ 0 "  01^ 2,^ �+^ ��1,)32 ^ 1� �) ^ , "^

2 *. 0 � 230 Q^ %1^ +,2^ .0 �  � �^ � 7^ 2$ ^ � #0   ^ 17*�,)^ P %C CD^ :;^ �^ %1^

� ,00 � 2QC^

�6.0  11%+#^� *. 0 � 230 1^�+�
�3*� 01 ^̂k̂ ?̂::

http://pubs.usgs.gov/sta7/
http://pubs.usgs.gov/sta7/
http://pubs.usgs.gov/sta7/
http://pubs.usgs.gov/sta7/
http://www.ametsoc.org/PUBS/Authorsguide/pdf_vs/authguide.pdf
http://www.ametsoc.org/PUBS/Authorsguide/pdf_vs/authguide.pdf


� 2)4).'�!"/54��5-"%23�

�$ ^03) 1^" ,0^ 6.0  11%+#^+3*� 01^%+^2 �$+%��)^50%2%+#^�0 ^0 )� 2%4 ) 7^

1%*.) ^�+�^120 �%#$2",0 5 �0 �E^

�))^ %*.,0 2�+2^ * �130 �^ /3�+ 2%2% 1V.�02%�3)�0)7^ 2$,1 ^ %+4,) 4%+#^

� �%*�)^.,%+ 21D^�%* +1%,+1D^� #0  1D^�%12�+� 1D^5 %#$21D^* �130 1D^

�+�^13*1^, "^*,+ 7V1$,3)�^� ^ 6.0  11 �^%+^+3* 0�)^",0*^P C#CD^:C<^

1 � ,+�1D^_;>D999 D^;^�*. 0  1 QC^

�+) 11^ 2$ 7^ �.. �0^ �1^ .�0 2^ ,"^ �^ 120%+#^ ,"^ )�0# 0^ 0 )� 2 �^ +3*� 01D^

� ,3+ 2 �^+3*� 01^, "^2 +^,0^� ), 5^1$,3)�^� ^50% 22 +^,32C^

	"^.,11%�) D^�^1 +2 +�  ^1$,3)�^+,2^� # %+^5%2$^�^+3*� 0 D^�32^%"^%2^�, 1^

2$ ^+3*� 0^1$,3)�^� ^50% 22 +^,32C^

� 0 � 2^1%*%)�0^+3*� 01^%+^#0�**� 2%��)) 7^�,++ � 2 �^#0,3.1^�)%(  C^

� ,)), 5%+#^ 2$ 1 ^ 03) 1D^ $ 0 ^ �0  ^ 1,* ^  6�*.) 1^ , "^ .0,. 0 )7^

 6.0  11 �^+3*� 01E^

�$ ^� .2$^2,^2$ ^5 � 2 0^�2^2$ ^2%* ^,"^2 12%+#^5�1^:?C:?^"  2C^

� ,0^2$%1^20 � 2* + 2D^2$ ^12  )^5 �1^$ � 2 �^:A^�%"" 0  + 2^2%* 1C^

�5 ,^ �0 �*� 2%�^ �$�+# 1^ ",)), 5  �E^ ",30^ 1�*.) 1^  6.),� �^

�+�^2$%02  +^)��^2 �$+%�%�+1^0 1%#+ �C^

Self-Study 

�$ �(^ ,32^ 2$ 1 ^ $�+� 7^ 0 1,30 �  1^ 0 )� 2 �^ 2,^  6.0  11%+#^ +3*� 01^

�+�^+3* 0 �)1^%+^2 62E^

�  �$+%��)^ 50%2%+#^ 2%.1^ ",0^ 31%+#^ +3*� 01^ "0,*^ �^ � ,*.�+ 7^

.0  1%� + 2^,"" 0%+#^,+)%+ ^2 �$+%��)^50%2%+#^�,301 1^

X� 1%+#^ �3*� 01D^ � 0%2%+#^ �%121Y^ ��4%� ^ "0,*^ ��.% 2�)^

�,**3+% 27^�,)) #  ^5  �1%2 ^

?:; ^̂k̂ �̂6.0  11%+#^� *. 0 � 230 1^�+�^�3*� 01

http://www.rbs0.com/tw.htm
http://www.rbs0.com/tw.htm
http://grammar.ccc.commnet.edu/GRAMMAR/numbers.htm
http://grammar.ccc.commnet.edu/GRAMMAR/numbers.htm


178. Capitalization 

�1^ �^ 2 �$+%��)^ 50%2 0D^ 5$,^ *312^ ,"2 +^ 0 "  0^ 2,^ 13�$^ 2$%+#1^ �1^

# ,#0 �.$%�^ ),� � 2%,+1D^ �,*.�+ 7^ +�* 1D^ 2 *. 0 � 230 ^ 1� �) 1D^ �+�^

.0 ,�  11 1^ ,0^ �..�0 � 231 1^ +�* �^ �" 2 0^ . ,.) D^ 7,3^ *312^ ) �0+^ 2,^

� �.%2�)%8 ^ � ,+1%12 +2)7^ �+�^ �� �30 � 2 )7C^ �$� 2^ ",)), 51^ �0 ^ 2 +^

"3+��* + 2�)^03) 1^",0^� �.%2�)%8�2%,+C^�$ �(^,32^2$ ^" %012^03) C^	2^# 21^

"3*�) �^%+^.�. 01^�))^2$ ^2%* C^

��.% 2�)%8 ^ 2$ ^ +�* 1^ , "^ *�',0^ .,0 2%,+1^ ,"^ 7,30^ .�. 0^ �+�^ �))^

0 "  0  +�  1^ 2,^ "%#30 1^ �+�^ 2��) 1C^ � ,2 E^ �,* ^ ',30+�)1^ �+�^

.3�)%� � 2%,+1^�,^+,2^",)), 5^2$%1^03) D^�32^*,12^�,C^

* 7^	+20,�3� 2%,+^ �%01$�"2^<^

1  ^� %#30 ^=^ � ��) ^:^

�.. +�%6^�^ �0 �.$^

��.% 2�)%8 ^2$ ^+�* 1^, "^ 12��)%1$ �^0 # %,+1D^),��)%2% 1D^�+�^.,)%2%��)^

�%4%1%,+1C^

� $  )%+#^�, 5+1$%.^ 2$ ^� 0 +�$^�  .3�)%�^

� �+� �12 0^�,3+ 27^ 2$ ^�+%2 �^�%+#�,*^

2$ ^� $ � 2^� )2^ 2$ ^�0 � 2%�^�%0�) ^

��.% 2�)%8 ^ 2$ ^ +�* 1^ , "^ $%#$5 � 71D^ 0,32 1D^ �0%�# 1D^ �3%)�%+#1D^

*,+3* + 21D^.�0(1D^1$%.1D �̂32,*,�%) 1D^$,2 )1D^",0 21D �̂�*1D^0�%)0,��1D^

�+�^*�',0^� ,�)^�+�^*%+ 0 �)^� .,1% 21C^

� %#$5 � 7^:<^ � ,32 ^:^


%�$%#�+^� 4 +3 ^ 2$ ^� $%2 ^� ,31 ^

�)2,+^��%)0,��^ 2$ ^� 2�23 ^, "^�%� 0 27^

�  00%+^�,C^?^1 �*^ 2$ ^�3  +^�)%8�� 2$^

��.% 2�)%8�2%,+̂̂k̂ ?̂:<



��.% 2�)%8 ^2$ ^.0 ,. 0^+�* 1^, "^. 01,+1D^.)��  1^�+�^2$ %0^� 0%4� 2%4 1D^

�+�^#  ,#0 �.$%�^+�* 1^P � ,+ 2%+ +21D^�,3+ 20% 1D^12�2 1D^�%2% 1D^,� �+1D^

0%4 01D^*,3+ 2�%+1D^)�( 1D^$�0�,01D^�+�^4�)) 71QC^

� , 5 �0 �^�%�(  0%+#^ �0  � 2^�0%2�%+^

�$%� �# ,^ � 0%2%1$^

�  5^� ,0 (^� �0�,0^ �3)"^, "^
  6%�,^

� ,�(7^
 ,3+ 2�%+1^ �),0%��^

�) 32%�+^	1)�+�1^ 2$ ^�) 32%�+^),5^

��.% 2�)%8 ^2$ ^+�* 1^, "^$%12,0%�^ 4 + 21^�+�^�,�3* + 21D^#, 4 0+* + 2^

3+%21D^ .,)%2%��)^ .�0 2% 1D^ �31%+ 11^ �+�^ "0� 2 0+�)^ ,0 #�+%8�2%,+1D^ �)3�1^

�+�^1,�% 2% 1D^�,*.�+% 1D^�+�^%+12%232%,+1C^

2$ ^� � ,+�^�* +�* + 2^ 2$ ^�%4%)^��0^

�,+#0  11^ � 30 � 3^, "^
%+ 1^

�  .3�)%� �+1^ 
%+%1207^,"^�+ 0 #7^

��.% 2�)%8 ^2%2) 1^ ,"^0�+(^5$ +^2$ 7^ �0 ^ ',%+ �^2,^ �^ . 01,+ [1^+�* D^

�+�^2$ ^+�* 1^, "^12�01^�+�^.)�+ 21C^�,2 E^�$ ^+�* 1^ �0 2$D^13+D^�+�^

*,,+ �̂0  ^+,2^+,0*�)) 7 �̂�.%2�)%8 �D �̂)2$,3#$^2$ 7^*� 7 �̂ �̂ �.%2�)%8 �^

5$ +^31 �^%+^�,++ � 2%,+^5%2$^,2$ 0^�,�% 1^, "^2$ ^1,)�0^1712 *C^

�0 , " 11,0^� �)(  0^ �0  1%� + 2^�.�+% 0^


%)(7^� � 7^ �  +31^

��.% 2�)%8 ^ 5 ,0 �1^ +�* �^ �" 2 0^ # ,#0 �.$%�^ ),� � 2%,+1D^ 2$ ^ +�* 1^ ,"^

*�',0^$%12,0%��)^,0^# ,),# %��)^2%* ^"0�* 1D^�+�^*,12^5 ,0 �1^� 0%4 �^

"0,*^.0 ,. 0^+�* 1C^� ,2 E^�$ ^,+) 7^5� 7^2,^� ^130 ^%"^�^5,0 �^� 0%4 �^

"0,*^ �^ . 01,+ [1^+�* ^1$,3)�^ � ^ � �.%2�)%8 �^%1^2,^ ),,(^%2^3.^%+^2$ ^

�%�2%,+�07C^ �,0^  6�*.) D^ X� 3+1 +^ �30+ 0Y^ P�" 2 0^ � ,� 0 2^ �3+1 + Q^ %1^

� �.%2�)%8 �D^5$%) ^X�% 1 )^ +# %+ Y^P�" 2 0^�3�,).$^�% 1 )Q^%1^+,2C^�)1,D^

0 "  00%+#^ 2,^ 1. �%"%�^ # ,),# %�^ 2%* ^ "0�* 1D^ 2$ ^ Chicago Manual of 

Style 1̂� 71^+,2^2,^��.%2�)%8 ^2$ ^5 ,0 �1^X 0 �DY^X. 0%,�DY^�+�^X .,�$D Y^�32^

?:=^̂k̂ �̂�.% 2�)%8�2%,+



2$ ^ �* 0%� �+^ �11,�%� 2%,+^ ,"^ �  20,) 3*^ � ,),# %121^1�71^2$�2^2$ 1 ^

5 ,0 �1^1$,3)�^ � ^ � �.%2�)%8 �C^	^ �$,,1 ^2,^ � �.%2�)%8 ^2$ *D^�1^2$,1 ^

5$,^50%2 ^%+^2$ ^# ,),# %��)^1�% +�  1^1$,3)�^� 7^�,+ 4 + 2%,+C^

�,0%,)%1^",0 �  ^ � ,30% 0^�, " "%�% +21^

�+# )%1$^25   �1^ � �)(  0^�%0�3)� 2%,+^

� ��) 7^� ))^ �  20%^�%1$^

�, 7) [1^)�5^ �311 ))^4,)3* 2 0^

� )�+�([ 1^�,+12�+ 2^ �)%+( +� 0 #^ "" � 2^


%��) ^
30 �11%�^� 0%,�^ 
  1,8 ,%�^�0�^

2$ ^	+�3120%�)^� 4,)32%,+^ 2$ ^	+/3%1%2%,^

��.% 2�)%8 ^0 "  0  +�  1^2,^2 *. 0 � 230 ^1� �) 1D^5$ 2$ 0^50%22 +^,32^,0^

���0  4%�2 �C^

:9^, �^ � �$0  +$ %2^� #0  1^

;;^ , �^ � )1%31^� #0   1^

��.% 2�)%8 ^0 "  0  +�  1^2,^*�',0^1 � 2%,+1^,"^�^� ,3+ 207^,0^2$ ^5,0 )�C^

2$ ^�  �0^��12^ 2$ ^�,32$^

��.% 2�)%8 ^2$ ^+�* 1^ , "^1. �%"%�^ �,301 1D^2$ ^+�* 1^ , "^ )�+#3�#  1D^

�+�^2$ ^+�* 1^, "^1 * 12 01C^

�+� 2,* 7^;9^ �311%�+^

� .0%+#^1 * 12 0^;99B^ � �))^2 0*D^;99?^

�/-- /.��!0)4!,):!4)/.��22 /23�


312^ �1^%*.,02�+2^ �1^(+,5%+#^5$ +^2,^ ��.%2�)%8 ^%1^(+,5%+#^5$ +^

+,2^2,C^� ), 5 D^	^1 2^",0 2$^�^" 5^%+12�+� 1^5$ 0  ^ � �.%2�)^) 22 01^�0 ^

��.% 2�)%8�2%,+̂̂k̂ ?̂:>



� ,**,+) 7^31 �^5$ +^2$ 7^1$,3)�^+,2^� C^� ) �1 ^0 4% 5^2$%1^��4%� ^

� �0  "3)) 7D^%+^2$�2^5 ^�))^$� 4 ^*�� ^13�$^� �.%2�)%8�2%,+^ 00,01C^� $ +^

%+^�,3�2D^1%*.)7^�,+13)2^�^.0%+2^�%�2%,+�07C^

�,^+,2^� �.%2�)%8 ^2$ ^+�* 1^, "^2$ ^1 �1,+1D^3+) 11^2$ ^1 �1,+1^�0  ^

. 01,+%"% �D^�1^%+^., 207^PX�.0%+#[1^�0 � 2$YQC^P	2^%1D^,"^�,301 D^$%#$)7^

3+)%( ) 7^2$�2^7,3^5 ,3)�^. 01,+%" 7^�^1 �1,+^%+^�^2 �$+%��)^.�. 0 CQ^

1.0%+#^ 5%+2 0^

�,^+,2^� �.%2�)%8 ^2$ ^5 ,0 �1^+,0 2$D^1,32$D^ �12D^�+�^5 12^5$ +^2$ 7^

0 "  0^ 2,^ �%0 � 2%,+1D^ %+^ 2$�2^ 2$ %0^ * �+%+#^ � � ,* 1^ #  + 0 �)%8 �^

0� 2$ 0^2$�+^1%2 T1. �%"%�C^

�  ^20� 4 ) �^5  12C^ �$ ^13+^0%1 1^%+^2$ ^ �12C^

	+^# + 0 �)D^�,^+,2^� �.%2�)%8 ^� ,**,+) 7^31 �^5 ,0 �1^2$� 2^$�4 ^� ,* ^

2,^$� 4 ^1. �%�)%8 �^* �+%+#D^ 4 +^2$,3# $^2$ %0^,0%#%+1^�0 ^%+^5,0 �1^

2$�2^�0 ^� �.%2�)%8 �C^

+� 47^�)3 ^ %+�%�^%+(^

.�12 30%8�2%,+^ �%�)%��)^

�,^+,2^ � �.%2�)%8 ^2$ ^+�* 1^ , "^  ) * + 21C^ �,2 E^ �$%1^%1^ �^ �,**,+^

� �.%2�)%8�2%,+^  00,0 D^ �+�^ ��+^ , "2 +^ � ^ " ,3+�^ %+^ .3�)%1$ �^ 5 ,0 (C^

�,+"31%,+^ +,^ �,3�2^ �0%1 1^ � � � 31 ^ 2$ ^ 17*�,)1^ " ,0^  ) * + 21^ �0 ^

� �.%2�)%8 �C^

23+#12 +^ +%20,#  +^

, 67# +^ � �)%",0+%3*^

�,^+,2^� �.%2�)%8 ^5 ,0 �1^2$� 2^�0 ^31 �^1,^"0 /3 + 2)7^�+�^%+",0*�)) 7^

2$�2^2$ 7^$�4 ^� ,* ^2,^$� 4 ^$%#$)7^# + 0 �)%8 �^* �+%+#C^

+,0 2$^.,) ^ �%#^��+#^2$ ,0 7^

�0 � 2%�^�)%*�2 ^ *%� 5  12 0+ 0^

?:? ^̂k̂ �̂�.% 2�)%8�2%,+



179. Spelling 

� ,^ 3+� 012�+�^ 2$ ^ )%*%2 �^ ., 5  0^ , "^ 2$ ^ 1. ))^ �$ �(  0D^  +', 7^ 2$ ^

",)), 5%+#^., *D^5$%�$^$�1^�+^%+20%#3%+#^)%2 0�0 7^$%12,07E^

	^$� 4 ^�^1. ))%+#^�$ �(  0^

	2^��* ^5% 2$^* 7^��F^

	2^.)�%+)7^*�0 (1^",30^* 7^0 43 ^


%12�(  1^	^� �++,2^1 �C^

	 [4 ^03+^2$%1^., *^2$0 5^%2D^

	 [*^130 ^7,30^.) �1 �^2,,^+,D^

	21^) 22 0^. 0"  � 2^%+^%2[1^5 %#$D^


 7^�$ �(  0^2,)) �^* ^1 5 C^


312^ �1^ 1,^ *�+ 7^ ,"^ 31^ 0 ) 7^ ,+^ � �)�3)� 2,01^ 2,^ �,^ �))^ ,30^ *� 2$^ ",0^

31V 4 +^2,^2$ ^.,%+2^2$�2^5 ^�,^+,2^20312^��)�3)� 2%,+1^�,+ ^� 7^,30^

, 5+^$�+�V "�0^2,,^*�+ 7^,"^31^31 ^1. ))^ �$ �(  01^�1^.0,, "0 �� 01D^

�+�^ 5  ^ 3)2%*�2 )7^ 31 ^ 2$ *^ 2,^ '312%"7^ ,30^ ,5+^ )�8%+ 11C^ 	^ ,+� ^

0 �  %4 �^ �^ � ,*.)�%+ 2^ "0,*^ �+^ ,320 �#  �^ .0 , " 11,0^ 2$� 2^ �^ 123� +2^

$��^ � ,+ 2%+3�))7^ *%11. )) �^ X*%1� ))�+ ,31Y^ �1^ X* 1� �)%+ Y^ P�^

$�))3�%+,#  +%�^�03#QC^�$ ^123� +2[1^1. ))^�$ �(  0^�%�^+,2^.%�(^3.^2$ ^

 00,0 D^�32^2$ ^.0, " 11,0^�  0 2�%+)7^�%�D^�+�^$ ^2,)�^* ^2$� 2^$ ^ 4 +^

1. �3)� 2 �^ .0%4� 2 )7^2$�2^2$ ^123� +2^5$,^50 ,2 ^2$ ^ .�. 0^ �%�^1,^

5$%) ^,+^* 1� �)%+ C^

�,^ .0 ,�   �^ 5%2$^ �� 32%,+^ 5$ +^ 31%+#^ 1. ))^ �$ �(  01C^ �$ 7^ �0 ^

+,2^#,�1D^ �+�^2$ 7^ �,^+,2^13�12%232 ^ ",0^ * 2%�3),31^ .0,, "0 ��%+#^

�+�^ �) �0^2$%+(%+#C^ �$ 0 ^%1^ �+^%+1203�2%4 ^ *,* + 2^%+^ �^ 
L� L�L �^

 .%1,� D^5$ +^� � 2$ 0^
3)� �$ 7^�,*.)�%+1^2,^�,),+ )^� ,2 2 0^��,32^�^

27.,^%+^�^+ 5^1 2^,"^� %�) 1V,+ ^, "^2$ ^�,**�+�* + 21^0 ��1^X2$,3^

1$�)2^�,**% 2^��3)2 0 7CY^�� 2$ 0^1$  .%1$)7^5,00% 1^�),3�^2$� 2^X�$ 1 ^

)��1^ �0  ^ 2� 3#$2^ 2,^ ",)), 5^ ,0 � 01CY^ �,0^ 5 �+ 2^ ,"^ �^ 1%+#) ^ 5 ,0 �^ 2$ ^

%+2 +� �^* �+%+#^%1^),12C^�)5 � 71^.0,, "0 ��^�^$�0 �^� ,. 7D^5%2$^7,30^

, 5+^25 ,^ 7 1C^

� . ))%+#̂ k̂̂ ?̂:@

http://www.bios.niu.edu/zar/Schmich2004.pdf


�)8�� 5,%3�&/2��0%,,).'�

	^$� 4 ^�^�03127^,)�^� ,. 7^,"^�^�,,(^� �)) �^ Instant Spelling Dictionar yD^

+, 5^%+^%21^2$%0�^  �%2%,+^ �32^ "%012^ .3�)%1$ �^%+^ :B?=D^2$�2^ 	^12%))^31 ^

"0 /3 + 2)7C^	^���.2 �^2$ ^1%6^��1%�^1. ))%+#^03) 1^2$�2^�.. �0^� ), 5^

"0,*^2$� 2^ �%�2%,+�07C^�4 +^5%2$,32^* *,0%8%+#^2$ ^03) 1D^7,3^ � �+^

%*.0, 4 ^7,30^1. ))%+#^1%*.)7^ �7^0 4% 5%+#^2$ *^ �+�^1� �++%+#^2$ ^

 6�*.) 1^ �+�^  6�  .2%,+1^3+2%)^2$ ^"3+��* + 2�)^ � ,+�  .21^� # %+^2,^

1%+(^%+C^�$ +^%+^�,3�2D^�)5 � 71^),,(^3.^2$ ^5 ,0 �C^�+�^�,^+,2^" ,0 # 2^

2$�2^� 1(2,.^�%� 2%,+�0% 1^5,0 (^'312^�1^5 ))^�1^ ) � 20,+%�^,+ 1C^

�3) ^: C^	+^5,0 �1^ +�%+#^5%2$^�^1%) +2^X DY^7,3^313�)) 7^�0,.^2$ ^X Y^

� " ,0  ^�^13""%6^2$�2^� # %+1^5%2$^�^4, 5  )C^

^

survive + al a^ survival 

divide + ing a^ dividing 

fortune + ate a^ fortunate 

^

�,**,+^�6 �  .2%,+1E^

^

*�+�#  ��) ^ 1%+# %+#^ *%) �#  ^

�� 4�+ 2�# ,31^ � 7 %+#^ ��0  �#  ^

. ��  ��) ^ � �+, %+#^ )%+ �#  ^

^

�3) ^; C^	+^5,0 �1^ +�%+#^5%2$^�^1%) +2^X DY^7,3^313�)) 7^0 2�%+^2$ ^X Y^

� " ,0  ^�^13""%6^2$�+^� #%+1^5%2$^�^�,+1,+�+ 2C^

^

?:A^̂k̂ �̂ . ))%+#

http://www.amazon.com/Spelling-Dictionary-Margaret-Fitzgerald-Dougherty/dp/B000OCO8BQ/ref=sr_1_4?ie=UTF8&s=books&qid=1222297509&sr=1-4
http://www.amazon.com/Spelling-Dictionary-Margaret-Fitzgerald-Dougherty/dp/B000OCO8BQ/ref=sr_1_4?ie=UTF8&s=books&qid=1222297509&sr=1-4


arrange + 
ment a^ arrangement 

forgive + ness a^ forgiveness 

safe + ty a^ safety 

^

�,**,+^�6 �  .2%,+1E^

^

+%+2$^P"0,*^+%+ Q^ �0#3* + 2^P"0,*^�0 #3 Q^

5%1�,*^P"0,*^5%1 Q^ 5$,)) 7^P"0,*^5$,) Q^

^

�3) ^< C^	+^5,0 �1^, "^25 ,^,0^*,0  ^17))��) 1^2$� 2^�0 ^�� �  + 2 �^,+^2$ ^

"%+�)^ 17))��) ^ �+�^  +�^ %+^ �^ 1%+#) ^ � ,+1,+�+ 2^ .0 �  � �^ � 7^ �^ 1%+#) ^

4, 5  )D^7,3^�,3�) ^2$ ^" %+�)^�,+1,+�+ 2^� " ,0  ^�^13""%6^� #%++%+#^5%2$^

�^4, 5  )C^

^

refer + ing a^ referring 

regret + able a^ regrettable 

^

� , 5  4 0D^%"^2$ ^���  + 2^%1^+,2^,+^2$ ^)�12^17))��) D^2$ ^"%+�)^�,+1,+�+ 2^

%1^+,2^�,3�) �C^

^

� + " %2^`^ �^ a^ � + " %2 �^

� 3�%2^`^ �^ a^ � 3�%2 �^

� . ))%+#̂ k̂̂ ?̂:B



^

�3) ^= C^	+^5,0 �1^, "^,+ ^17))��) ^ +�%+#^%+^�^1%+#) ^� ,+1,+�+ 2^2$�2^%1^

.0  �  � �^� 7^�^1%+#) ^4, 5  )D^7,3^�,3�) ^2$ ^" %+�)^�,+1,+�+ 2^� " ,0  ^�^

13""%6^2$�2^� # %+1^5%2$^�^4, 5  )C^P	2^1,3+�1^*,0  ^� ,*.) 6^2$�+^%2^%1F^

'312^),,(^� 2^2$ ^ 6�*.) 1CQ^

big + est a^ biggest 

hot + er a^ hotter 

bag + age a^ baggage 

�3) ^> C^	+^5,0 �1^ +�%+#^%+^X7Y^.0 �  � �^� 7^�^� ,+1,+�+ 2D^7,3^313�)) 7^

�$�+#  ^2$ ^X7Y^2,^X%Y^� ",0  ^�+ 7^13""%6^2$�2^�, 1^+,2^� # %+^5%2$^�+^X%CY^

^

beauty + ful a^ beautiful 

accompany + 
ment a^ accompaniment 

�� � ,*.�+ 7^`^%+#â^ �� � ,*.�+ 7%+#^P13""%6^� #%+1^
5%2$^%Q^

^

	"^2$ ^"%+�)^X7Y^%1^.0 �  � �^ � 7^ �^4, 5  )D^$,5  4 0D^2$ ^03) ^ �, 1^+,2^

�..) 7C^

',30+ 71^ ,� 7%+#^  11� 71^

�3 71^ 0 .� 7%+#^ � 22,0+ 71^

�3) ^? C^�1 ^X%Y^� ",0  ^X Y^ 6�  .2^5$ +^2$ ^2 5 ,^) 22 01^",)), 5^X� Y^�+�^

$� 4 ^�+^X Y^1,3+�D^,0^5$ +^2$ 7^$�4 ^�+^X� Y^1,3+�^�1^%+^X+ %#$�,0Y^

�+�^X5  %#$CY^

^

?;9 ^̂k̂ �̂ . ))%+#



i bef or e e (e sound) e befor e i (a sound) 

1$% )�^ 4 %+^

� )% 4 ^ 5  %#$2^

#0% 4 ^ 4 %)^

*%1�$% 4,31^ + %#$�,0^

^

�,**,+^�6 �  .2%,+1E^

^

5  %0�^ ",0  %#+^ ",0"  %2^

 %2$ 0^ �+�% + 2^ + %2$ 0^

1, 4 0  %#+^ 1% # ^ $ %#$2^

1 %8 ^ 130" %2^ ) %130 ^

^

� . ))%+#̂ k̂̂ ?̂;:



180. Everyday Words that are 
Commonly Misspelled 

	"^7,3^�,^" %+�^7,301 )"^, 4 0T0 ) 7%+#^,+^1. ))^�$ �(  01^,0^*%11. ))%+#^

2$ ^ 1�* ^ 5 ,0 �^ " ,0^ 2$ ^ :@2$^ 2%* ^ 2$%1^ 7 �0D^ %2^ 5,3)�^ ,� 4%,31)7^ � ^

2,^7,30^�� 4�+ 2�# ^2,^%*.0, 4 ^7,30^1. ))%+#C^�+ ^1$,02�32^2,^�,%+#^

2$%1^ %1^ 2,^ �,+13)2^ 2$ ^ ",)), 5%+#^ )%12^ ,"^ 5,0 �1^ 2$� 2^ �0 ^ "0 /3 + 2)7^

31 �^�+�^*%11. )) �C^
�+ 7^1*�0 2^50%2 01^ 4 +^.32^�^*�0 (^+ 62^2,^�^

5 ,0 �^5$ + 4 0^2$ 7^$�4 ^2,^),,(^%2^3.D^2$ 0 � 7^$ ).%+#^2$ *1 ) 4 1^

%� +2%"7^2$,1 ^"% +�%1$^5,0 �1^2$� 2^#%4 ^2$ *^2$ ^*,12^20 ,3�) C^ � ,^

%*.0, 4 ^7,30^1. ))%+#D^7,3^*312^� ,**% 2^2$ ^5,0 �1^7,3^"0 /3 + 2)7^

*%11. ))^2,^* *,0 7D^�+�^.$71%��)) 7^),,(%+#^2$ *^3.^3+ 2%)^7,3^�,^1,^

%1^�+^ "" � 2%4 ^.� 2$^2,^1. ))%+#^. 0" � 2%,+C^

?;; ^̂k̂ �̂ 4 0 7�� 7^� ,0 �1^2$� 2^�0 
�,**,+) 7^
%11. )) �



A 

���+�,+^
���+�,+ �^
��3+��+ 2^
��1 +�  ^
�� �� *%�^
�� �� *%� �)) 7^
�� �  ) 0 � 2,0^
�� �  .2^
�� �  .2��) ^
�� �  11%�) ^
�� �%� + 2�))7^
�� � ,**,�� 2 ^
�� � ,*.�+% �^
�� � ,*.�+ 7%+#^
�� � ,*.)%1$^
�� �3*3)� 2 ^
�� �30 �� 7^
�� �312,* �^
��$% 4 * + 2^
��(+, 5) �#  ^
��(+, 5) �#* + 2^
�� /3�%+2�+�  ^
�� /3%0 ^
�� /3%2^
��0  ^
��0  �#  ^
��0 ,11^
�� 23�))7^
���0  11^
��*%11%,+^
��*% 22�+�  ^
��,) 1�  + 2^
��,) 1�  +�  ^
�� 4�+ 2�# ,31^
�� 4 0 2%1 * + 2^
� 0%�)^
�#�%+12^
�##0 � 4� 2 ^
�##0  11%4 ^
�%1) ^
�^),2^P+ 4 0^�),2 Q^
�)),2 2%+#^
�)*,12^
�)0 �� 7^
�) 5 � 71^
�*� 2 30^
�*,+#^
�*,3+ 2^
�+�) 71%1^
�+�) 78 ^
�+�  1207^
�++,3+�  * + 2^

C 

� �) +��0^
� �*,3" )�#  ^
� �+�%�� 2 ^
� �0   0^
� �0  "3)^
� � 2 #,0 7^
�  %)%+#^
�$�)) +#  ^
�$�++ )^
�$�,1^
�$�0 �� 2 0^
�$�0 �� 2 0%12%�1^
�$% "^
�$% ")7^
�$,,1 ^
�$,1 ^
�$,1 +^
�),2$ 1^
�),2$%+#^
� ,�01 ^
� ,)3*+^
� ,*%+#^
� ,** 0 �%�)^
� ,**%11%,+^
� ,**% 2* + 2^
� ,**% 22  ^
� ,**3+%1*^
� ,**3+%121^
� ,*. )^
� ,*. )) �^
� ,*. 2%2%,+^
� ,*.) 2 )7^
� ,+�  � ^
� ,+�  %4��) ^
� ,+� *+^
� ,+� *+ �^
� ,+"  00 �^
� ,+"31 �^
� ,++,%11 30^
� ,+1�% +�  ^
� ,+1�% + 2%,31^
� ,+1�%,31^
� ,+1%121^
� ,+ 2%+3,31^
� ,+ 20,)) �^
� ,+ 20,))%+#^
� ,+ 20, 4 01%�)^
� ,+ 4 +% +2^
� ,,)) 7^
�0%2%�%1*^
�0 , 5 � �^
�03 )2 7^

F 

"�))�� 7^
"�*%)%�0^
"�*%)7^
"�1�%+�2 ^
"�1�%1*^
"� 4,0%2 ^
�  �03�0 7^
"% 07^
"%+�))7^
"%+�+�%�)^
"%+�+�%�))7^
"%11%,+^
")3,0%+ ^
",0  %#+^
",0  1  ^
",0  1  ��) ^
",0"  %2^
",0 27^
",0 5 �0 �^
",30 2$^
"0�+ 2%��)) 7^
"0% +�^
"3)"%))^
G 

# + 0 �)) 7^
# +%31^
#, 4 0+* + 2^
#0�**�0^
#0�**� 2%��)) 7^
#0�+� 30^
�0  � 2^�0%2�%+^
#0% 4�+�  ^
#3�0 �+ 2  ^
#3 00%))�^
#3%��+�  ^
H 

$�+�%� �.. �^
$�..%) 7^
$�0 �11^
$ �0 �^
$ %#$2^
$ 0  ^
$%+�0�+�  ^
$,.%+#^
$,. ) 11^
$3*,0 ,31^
$3+�0  �^
$300% �) 7^
$7#% + ^

M 

*�#�8%+ ^
*�%+ 2 +�+�  ^
*�+�#  ��) ^
*�+ 3 4 0^
*�++ 0^
*�+3�)^
*�00%�#  ^
*� 2$ *� 2%�1^
* �+ 2^
* �%�%+ ^
* �% 4�)^
*%) �#  ^
*%)) ++%3*^
*%+%�230 ^
*%1� ))�+ ,31^
*%1�$% 4,31^
*%11%) ^
*%11. )) �^
*,0 2#�# ^
*31�) ^
N 

+�00� 2%4 ^
+� 230�)) 7^
+ �  11�0 7^
+ �  11%27^
+%+ 2  +^
+%+ 27^
+%+2$^
+,2%� ��) ^
+,2%�%+#^
+3�) �0^
+3%1�+� ^
+3* 0 ,31^
O 

,� � �1%,+^
,� � �1%,+�))7^
,� �30^
,� �300 �^
,� �300%+#^
,� �300 +�  ^
, ""%�%�)^
,*%11%,+^
,*% 2^
,*% 22 �^
,+ 1 )"^
,. 0 � 2 ^
,.%+%,+^
,..,+ + 2^
,..,0 23+%27^
,..,1% 2 ^

S 

1�� �$�0%+ ^
1��0%"%� ^
1�"  27^
1� 2 ))%2 ^
1�$ �3) ^
1�% +2%121^
1�%+2%))�2 ^
1 .�0 � 2 ^
1 0# �+ 2^
1$ .$ 0 �^
1$%+%+#^
1$03�� 0 7^
1%*%)�0^
1%+� 0  ) 7^
1,.$,*,0  ^
1,3 4 +%0^
1. �%"%��)) 7^
12�2%12%�1^
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181. Terms that are 
Commonly Misspelled in 
Technical Writing 
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182. Video: 12 Business 
Writing Tips for Effective 
Business Emails and Letters 

A YouTube element has been excluded from this ver sion of the 

text. You can view it online her e: 

https:/ /libr ary.achievingthedr eam.org/

epcctechnicalwriting/?p=227 
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183. Video: Keep It Simple, 
But Not Too Simple! 
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184. Video: Keep Your Writing 
Simple and Clear 
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185. Video: Smart Business 
Writing Made Simple 

A YouTube element has been excluded from this ver sion of the 

text. You can view it online her e: 

https:/ /libr ary.achievingthedr eam.org/

epcctechnicalwriting/?p=230 
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