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6. Format Asesment
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Languag and ©ne Asesment

I. Sexist LanguagBiasaé Languag, Exesive Vérding, Double Tlk,

Negative Languag.

Instructions: | dentify each sen tence as sexist languag e, biased
languag e, excessive wording, doub le talk, or neg ative language,
and r evise the sen tence to sho w appr opria te languag e.
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8. Visuals Asesments
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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 student® 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 OSHADS Routes demonstration Routes

AN %13)1M 11 11* + 21


http://www.osha.gov/SLTC/etools/evacuation/egress_construction.html
http://www.osha.gov/SLTC/etools/evacuation/egress_construction.html

#1 or OSHAQO 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 student® posting. Remember to end your
response with a with a question.

Grading Rationale :
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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 MK %13)10 11 11* + 21



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

table:
line graph:

bar graph:
diagram:
photograph:

lay out:

Grading Rationale :
Assignment #3

Total grade is based on 100%.
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0. Websites Asesments

Assesment #1
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10 Memo Asesment
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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
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11l etters Asesments

Assignment #1
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1)%..%+#C"
Acti vity:
1%+#" Y82%%6,31" 0N *. + 72+~ 0 11D"5@4 ") %* 200
2$ 2~ 0 1117287, 470 2%,+) CrLAN), (M2 7)~0* 2Ch
0 %+#"30% E"
,00 27n,0% 27BL ™, %" %), (QMEN<9en
,00 2.0, $™ ,0"3% + EN<9en
0 #0 .$"0 # +%82%,+F,9e"
0 *O0N+"3+ 23 2%,+E";9eN

AN

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

201711 11* + 21KSB



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%+#" 28~ 1% 7 '02%96,31~ 0N *.+  7A +~A 0 117N 1N %+n
11%#+* + 2°"\M:DN5% " # 2%4 '312*+ 2" 2 0M2%$2" 0 1110
257, AN0 2%,+) 21N + TA2$A) %FCALAN), (M2 T)AN0*  2CH
0 %+#"30% E"
00  270% 2P 1A), (A0M, %" %A), (QEA<9en
,00 27,0, $™ ,0"3% + EN<9en
0 #0 .$"0 # +%82%,+"g" '312* + 2N0" # 2%4 + 2 +2B%>e”
0 **0M+"3+ 23 2%,+EN>en

Assignment #3

Scenario:

300 v+ 7AN 51N 28N 0 %.% RN [N )N
1$,)01$%.1""0* " 3+ 2%,+N0N2$0 N, "NT730M0
*), 7 1r2° 0+M 25%0N 11,92 "N #0 1N %+°
WWWWWW23P% +2%" #0 QT

Acti vity:

ChN 0 2M N 2+ TDN3+ 2%,+DN +1N 2800
0) 2 "%+D* 2%, 40

CN 0B A $+(N ,30) 2002028148+ 2%,+DA
23 +(%+#723$ *N' 0M2$ M1 $,) 01$%.1C

<OMR™ 201701111+ 21



Use a block style format.

0 %-+#"3 0% EN

00 20,0 2EA<9en

00 27.0, $™ ,0h3%+ EN<9en
0 #0 .$70 #+%8 2%, +E>er

0 ** 0N+ 3+ 23 29%,+EN>en

201711 11* + 21K



12 Descriptive and
Prescriptive Rports
Assesments

%+(175%))"+,278 ("%b+A B, CA A 11~ 2 0% )1DA
%R$ 0N

KN )% ("X 0 49BN $ +#  1YA,.2%,+M +M0%2 1% NN
J# DM+ N)%+H(1M5%)H(N,+12$ 27 # A

KA DASY$)%822$ N%+(IN5 + 2028 11M+A
)% (N, +2$ "X$ %+YN%H"%+12$ 22,)0 CN,. TA+ A
.12 72$ N%+("%+" A5N 0, 51 0°5%+ , 5 CA

Assignment #1

Wri te a Procedur e Explanation (2nd P erson I nstructional R eport ).
$1M ")), 5%+ 51%2 91N N 0 1176+ 2%+ PN 01+
+12032%,+)* .,0 2QC~ 50"~ 2$~ .0 2~ 1~ ~ O 30"
6.)+ 2%,+"P;+ " 01,+" +1203 2%,+ )" .,0 2QC"
$2.EN555C$,5C* N5 7W>=@B<:W,0 11T1))T,5+T
$*C$ 2*)M%68B; . A"
496" 28 N %+1202%,+1" ,#0, 30 "6.)+ 2%, + PO 01,+"
+1203 2%,+ )™ .,0 2C*130 "2, 2 #,0%8 12 .1" %2,N <M ,0n =A0N

<; MK 10%.2%4"+70 1 0%.2%4
L0 2171111+ 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

*LO0NS %+H#LCH)), BN $M0NS %+#°5%B$M0 2 ~12.1DM13 A
12 .1D%0 ( 01D" +"N4%13 )PC ** 0r2,0 67, ""N%H0*  2%,+" 29N
%1M+,27 712 .CA

3% 2 N 11%#+* + 2172$20 0 117,2$ 0M'%) ¥B 1%2 1DA,0M 210
| "N%+1203%, +B%))N+,28 A 2 CA

AN

AN

Grading Rationate

11%#+* + 2"M:A

A
. ;91,320
2 #,0%8%+#"12 .126+',0" %+#1" "A-gOA
# %++%+#M2 178A2$ A3+ 012,, A7 ,3DMN0N+ A 01,+7 ;0N 321
%+1202%,+ )C" , "hoon
+ 297%+#"12 1N + ~13 M2 1DM31%+#M+3* 01D22 01D 3))21DN (97,327
,0M),1 A0 +2%117M+3* 01DM1M.0 ,.0% 2CH , "Moon
+ 20F0%+H#N NYH+D* 0% A A A 19N, 327
o o+0*  2%,+",0",2 1C "A-gOA
QN N
1~ 5% . Ch '9..,\’::3%,\
14, "4%13)1CA e
N N N VAL AY N A% N A% :9/\132,\
+) 7701 + 2%+#MN+ N% N, "N%+1203%,+". 0012 N13 M2 .C "A-gOA
A A A A A 97,320
+#3# D3+ 23 2%,+D*"+"1 2+ 71203 230C "A-gQA

A
A

10%.2%4"+"0 10%.2%4 .0 21711 11*+ 2PKx<<



Assignment #2

Revise Process Explanations ( 3rd Person I nstructional R eports ):

N

$1 ), 5%+#N%+(02% ) 10 20, 1176.)+ 2%,+14L" 01,+°
+1203 2%,+ ) .,0 2Q"5@H+"%+N *Hp A" 0 21EN

Kr$n0 , 11M"$,5"5 A0 *E ‘$2.ENS5$ 7T1 %C NO *1 NA
K™, 570 %+ ))1"%+NDE~$2.EN5 5 5 C* 1 %C,0#N., 121 N
0 $%41N 3#:999 NB?@9;9>C$COR*)N

%012DA%5" 2$ " %+1202%,+1" 0, 111 6.)+ 2%,+<@" 01,+"

+1203 2%,+ )" .,0 2QC"
+DN LN N N 28N %) 1N+~ 05092 A @O,  1an

6.)+ 2%,+D" %+" $+% )N",0* 2D" 31%+#" R+#1DN 13 TS %+#DN
*0 ( 01D” + %13 )1CA

A 130 N 7,34+, 5N 28N %0+ A A5 +N N0, 30 ~
6.)+ 2%+ +~ A 0, 11" 6.)+ 2%+ ~130"07,3*$ 47~ 7
0, 1176.)+ 2%,4X0C" 01,+ V" +12032%,+ ) .,0 0QC»

N

Grading Rationale:

11%#+* + 2°M;N

AN

1A, "G Opt#lN ;ON,327, "9gn
1/, "M3AE Yt+#1N 197,327, "NQON
17, "0 (017 >N 327, "9
175800 A1, A >N,321, "N 9oN
17, "M%13 )17 ;ON,327, "9gn

+#3# DN3+ 23 2%,+DM+71 2+ 71203 230CH 197,327, "M99N

11%#+* + 2NM<E 0B~ A 10%.2%4°0.,0 2747+ A, "A2$ A1), BY+HEN
P:® ,500 A + 7A +1M A

<=Mk 10%.2%4"+"0 10%.2%4 .0 2171111*+ 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;® , 5N A7 370 # %12 00" ) 11 1~ 2773070 # +%8 2%,
R@ |, 5 A7 [3M20%+M A3, TIN

Grading R ubric:

) OD/\O¢+%8/\ 21, ..............

) 07g"2$,0,3# $" 1 0%.296,+1"A12 1 M00msmcgen

2%4 1A, "N 9p13 ) Aomnnannnaunnaunnsinnnineinsien 9 e
+#3# DN.3+ 23 2%,+DNA G0 /oot gan

A

11%#+* + 28 M=E 0%" "~ .0 10%.2%4 0.,0 2" +7 + 7
")), SY%+#HEN

P:® ,52" % +# ~1"2%0

P;@ , 5°2,A327+M) * 300 (3.4

RQ 52,0 (A L#+ A

Grading R ubric:

, "A 2$ AN

) 07972$,0,3# $" 1 0%.2%,+17,""12 10eomncgen
"t 2%4 1M "N %13)X

u:ge/\
+#3 # DMN3+ 23 2%, +DNEF 0 /oot gen

10%.2%4"+"0 10%.2%4 .0 21711 11* + 2PK<>



13Clasification and
Partition Reports Asesment

%+(175%))"+,218 ("%+A B, CA A 11~ 2 0% )1DA
%R$ 0

KN )% ("X 0 49BN $ +#  1YA,.2%,+M +M0%2 1% NN
J# DM+ N)%+H(1M5%)HN,+/2$ 27 # A

KA DASYSB)%82°2$ N%+(IN5 + 2020 11M+A
)% (N, +12$ "X$ %+YN%"%+12$ 22,)0 CN,. TA+ A
.12 72$ N%+("%+" A5N 0, 51 0°5%+ , 5 CA

Assignment:

,072$%1" 11%#+*2°\73"5%))"\5024* .0 1170) 1 " ++,3+ %+# "+ 51
21%02%, 48,1 AN Ko+ TR A RN A 1062%,4C,375%))N. 02290, +
2$ 1,1%2%,+" ,0 %+, M0 1.,+1% %)06 1N +/ 32% IC,3" *312~

298 2n) 1270 ="', 7 01.,+1% %)286 ICE ~ # %+%+#™,2$ N .0 117
0) 170) 1/75%)" "2$70) 1 [IM12+ 0 "%+0* 2%,+E"2$22%

+20 D"5%% $"% 296 172$".30.,1 7, ""2870) 1FR$N 24/,
0) 17 +12$ 72, MN0%H27* 0 #%+FN + 228 A%+ TILN%H* 2%, +0,+1°
2$ 72, " 2 0 #%+CA

$ M%012"N 2%, +N N 28N, T5%)) 2%), N0 /3%0F+ 21EN 2% 7

# %++%+#N + 1), 1%+#2 1N0 13 *% 2%+#" ..)% 2%,+1B5 0 N+ 1

<?MKN) 11%'% 2%,+M + N 0 2%, +
L0 21M1111%+ 2



$, 572,M3%% 2N )% 2%,+13 2,230 M%+0*  2%,+N. @R%+ 272, N 2% A
TCAS AL AL 20 4NN2E A TBY))N A2$ N, 0206, VE 2 Y6)%+HN
AN ,0 %+#M 2N A0 1., +1% %)206 1S A 2$3%00 1L 2%,+7N N 28 N
775%)N M 10%.2%,+P.,192%4 20%2%,+1QM 730" *. + 7CA
A2$ A 6 %) AOL+A2S$ A ), BY%+#Y6) EA
$2.1EN1<T31T512TC*8 ,+ 51C.* N,0" %) N
2 $+% )'50%2%+#N "6 *)WO0 117 ) 1 W:WW:WC, 6/

AN

495 28 N 4% 1N Yo+N 28N+ 2 +20N X )N 2, M%A 7,30 1% N
%+0* 2%,+" ,+" 502040 117 0) 11C™M ,2DM $,5 40D" 2287
*LON.0 28 "N 28%1N 11%#H+42P %1N 2,00  2)A 0% 27 AL 0 2%, +0
0.,0 2C"$0",0 D™ ( ~3077,3",0*  272% "2$%0D  2%,+" ,0 %+#"
2,/ 28N N0 2M%1 311 N %+~ 28) 110 230C* M 2% " #0 %+#"
0 2%,+) C”

Grading Rationale E®

UR) DA 2A,"N0) 1DA )+ TA%H0* 206, +1 ngen

, TEN1ZC 2%,+CA <9en

, TEVCAL 4 CASA+AL  2,4850%))N0%+)3 728) 120=r, A —gen

01.,+19% %))286 1C

, TEXOCAL +CA :9en
+#3# DA3+ 23 206,+DN+A1 2+ 1203 230CH :9en

11%#+% + 20 M<A 0B A %+0% )N ) 11%" % 2%,+7 Q0 2" %:0%%+#"

0,1, 2%A123 + 2175$ 27 A2 $+% )'5008%+#" ) 11°%61NW(5$ 27

2/ 6. 20 300 3%+ A +1%121M1,$*0 123 + 21°5$1$ 44

$ AN 106A+# Y%L, 1% 2%,+0) 118 + A OFAK, A50% 2%+#11(%))1CA
11%#+* + 2\M=E 0B/ A, 0 2%, +%+#10 27 1 0%%+#" + A, "A2$ A

")), 5%+#2 0L, 2%43 7 01EA

KA A4 $%) A, "A7300 $,% AP,0M \"0601242%* YD QN

KA A+ BAG* AP " 0A A"060128206% A" ¥RA)"AAUA, Ot 217 + A +/06+" 27
5YR$N +M%+* A, A 327 199 [H99 QN

KA +/))N060+ )31060 296,48, (# ~2,°N 120+ 2%, +MA7307
$9% A0NN0 2%00 [3) NP 328 0)7AP9LA2$25+ 272 "G4 A

) 11%'% 2%,+"+~ 02%9%,+".,0 21711 11* + 2K<@


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

+ 50 4+2301Q"

<AMK) 11%'% 2%,+" + " 02%%0,+7.,0 21711 11* + 2



14 Informative Pesentations
Assesment

%+(175%))"+,218 ("%+A B, CA A 11~ 2 0% )1DA
%R$ 0

KN )% ("X 0 49BN $ +#  1YA,.2%,+M +M0%2 1% NN
J# DM+ N)%+H(1M5%)HN,+/2$ 27 # A

KA DASYSB)%82°2$ N%+(IN5 + 2020 11M+A
)% (N, +12$ "X$ %+YN%"%+12$ 22,)0 CN,. TA+ A
.12 72$ N%+("%+" A5N 0, 51 0°5%+ , 5 CA

0BA  +° 470 2040 1+ 22%+% 48 BON +4 0L+
+12032%,+ ) .,0 2EA, 5A2A )N 300 *CA

A 28" ")), S5%+#" 6*)E 7"$2.1EN1<T31T
5 12T.C*8 .+ 51C.* N,0" %) N2 $+% )'50%2%+#N
6*)" +".0* 2%40 )0 1+ 22%,++12))%+# "$0 " 0%4 C

N
EI—

3*% 2707300 .0 1+ 2 2%,+" 2,2 2$ ~ %1 311%,+" , 0 3+ 0" 2%~
,00 1.+ %+#M" ,03*CH

A 130 2N +N 7 ,30M 11%#H+* + 28 BABN N [312%,+DN Y 7N 20
+,2$0 M23 + 21"N01 + 2 2%,+DN + A + 2% ~Q) 7759 N3 12%,+CH

N

N

Grading Rationale

+",0* 2%40 1+ 2 2%,+1
1111*+ 2YK<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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1, ,<(2;(:05404 :/,=80::,4
68,9,4:(:054

%l/, ,<(2;(:054 09 -58 ?5; :5
145= ?5;8 (;+0,4*, (4+ :/,
25*(:054 5- :/, 68,9,4:(:054
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%/09 09 :/, 049:8;*:0549
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),4,-0:9 58 *549,7;,4*,9 5-
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3,(404.-;2 7;,9:054 :/(: 5;: 5-
8,2(:,9:5:/,(990.43,4.

#,62? :5 (45:/,8 659: =0:/ (
:/5;.I:-;2 8,627 :/(: 8,2(:,9 :5 5;: 5-
1, 9:;+,4:A9 659:

4+ 8,627 =0:/ ( 3,(404.-;2
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15Resarch Asesment

%+(175%))"+,218 ("%b+A B, CA A 11M 2 0% )1DA
%R$ 0N

KN )% ("X 0 49BN $ +#  1YA,.2%,+M + 0% 1% NN
J# DM+ N)%+H(1M5%))H(N,+12$ 27 # A

KA DASYB)%822$ N%+(IN5 + 2020 11M+A
)% (N, +12$ "X$ %+Y Y% +12$ A2,)0 CN,. TA+ A
.12 72$ N%+("%+" A5N 0, 51 0°5%+ , 5 CA

Assesment #1

*) 2/ +A13%0 2720 A3%8CH
3N$ 4N/*3)206) A 2 *2172A%+.0 , 477,300 ,0 CM $%17/3%8N %1n
) 20+% ))7M40  CA$0 ",0 DA% % 2)7A "2 0M73M3 %06 2728 A
[3%8"BA +A1 AT,30M0 CA
A130 A2,00 A%BN2$A 1 0 $M1 2%.4, A28~ 301 A.0%,00 2,0
2 * 2%+#12$ N3%SCH
$1 M3% )%+ 1750 A31 A2A0 2 A2% Y3%8Ch

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

E/\
, 5+), 72$ N3%8N %) ~$ 0'2,A%*.,0 279417,30" CA

=M1 0$M 1111+ 2


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

1 0% "3%8" N %)

1 0$M1111%+ 2¥K=<


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

16 Problem Analysis
Assesment

%+(175%))"+,218 ("%+A B, CA A 11~ 2 0% )1DA
%R$ 0

KN )% ("X 0 49BN $ +#  1YA,.2%,+M +M0%2 1% NN
J# DM+ N)%+H(1M5%)HN,+/2$ 27 # A

KA DASYSB)%82°2$ N%+(IN5 + 2020 11M+A
)% (N, +12$ "X$ %+YN%"%+12$ 22,)0 CN,. TA+ A
.12 72$ N%+("%+" A5N 0, 51 0°5%+ , 5 CA

Assesment:

o®~"N0,)*+)  71%17N,0 2C
172$M0* 270 4% "%+"2$0,)*+)  71%I1" D 4% ~1MN7,300
#3% 0N 4),.%+#77,30M, 5+ 70, ) +)  71%1MN,0 2C0°01 AN
*) 2N 6*)DM0 49%BMN28N*)M0 0 )M +)  71%I1MN,0 2800
) AN %)% TN

2128 2028%180 2°+ 1M2A 0 11MA0 20%)M.0,) *DA+ A
5$% $" 730 +0 . 0L+)) TA %3+ A $H# %HHCRA 1$,3) 4 A A
0,) *\%+"2$ 77 305 ,0(",0 D+ 9,0 $, DO # +%682%,+D2 CM 0°
730 3)AS 4N BLHN2A( ABANQ )0 AL +0%,07,30
0 2cCn

#0 )11DM ( ~13077,307.0,) *0%17+00 , 57 +,34# $72$ 27737

==MRN0L ) N +) 71%1M 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

A 2N %0128 $ 44 2DATA 43 2%+ UBAYE1DN 04%E"
0 ,01DMN+3  206+#M+PN%64 12%#2%,+1D2 CA A1$,3) "$ 47)0 77
L0 4 A7.300,)*CA "MT3N$ 4N+20 0 L4 A7,300.0,) DN
) LA THORAKXAT 300.0,)*M " 0AT3N # %+h 284 ) *A
+) 71%17,0 2C

2EA$M0 )" +)  T1%IN5%)N AAL. 02 MO F A)L,DAZR5%))N
AQ 20"730MN  1996)%N .0 2Ch
%+ NOBNO61N T "AT30N  1996)T” .0 2DA A+ A2A(+, 5A2$ 20
7,3°$ 4AN0,)*M2% 20 +AN0 1 0$  DA2$2°%%1NERRNY%+A2S A
00 2M0*  2DN +A2$2°96% 170 2%)N0  F* + 206,+1CA

AN

Grading Rationale

0,)*+)  71%1" 11 11* +2¥K*=>
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17Summaries andelRponses
Assesments
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Assesments

3%05 2/<A3** 0% 1 N 1.,+1 17
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58 Appreciating chnial
Communiation Audienes

Types of Audieres
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JLDA 5 0 + 1178, "AA %) B7A3% + A5%))N +13012$ 27 +4 328,0[17
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3%+ 170N 1272$,3# $2/8,"N 128N )N, 3M0 %120 Y)Y 50BN o+H"
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#%+120 UBON 28~ 325,00 00 28/ 31%+ 117 "0 5$% $° 2§ 7A
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Complex Audiere
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01CHA A0, " 11%,+ )M 1 2%+#DBT5%)) "2 +A5008 A0 A *) 6
3%+ A, )A5% 28N 96'0 + 20 (#0 3+ 1D 1. %)2% 1DA + 4
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Tailoring Employment 8cuments & a Speific
Audiene
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59 Rhetori@al Natue of
Techni@al and Pofesional
Writing
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K" Did | cite my sour ces?Did | use credible information ?
KA Did | OtwistO any information ?
K~ Am | using the corr ect language?
K~ Am | only telling the truth, no Obluff ing0?
K" Am | being realistic?
KNAm | being timel y?
K" Am | being accurate?
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60. Video: Audiene - The
IKON Approach

) 1N, TAHN 12728 ), 5% HEN%+H(RA2$ A 323 A1 0 $° 0N
2,MYE"2$ A% EN

As an author, there are
many things to consider
about an AUDIENCE:

?

“"IKON" will help you
remember what to consider!

A YouTube element has been &cluded from this ver sion of the

text. You can view it online her e:

https://libr _ary.achievingthedr eam.org/

epcctechnicalwriting/?p=89

>9MKN % EfN3 %+ ATASA
0,8


https://library.achievingthedream.org/epcctechnicalwriting/?p=89#pb-interactive-content
https://library.achievingthedream.org/epcctechnicalwriting/?p=89#pb-interactive-content

61 Video: Definition Rules

) 17N . TNL12/2$7" ), 5%+#N)%+(N%+0282F A1 0 $° 0N2A
49%512$ % |EN

4 Rules to Follow

1. Do not use the word you are defining in
the definition or use a synonym to
replace the word.

A YouTube element has been &cluded from this ver sion of the
text. You can view it online her e:

https://libr _ary.achievingthedr eam.org/

epcctechnicalwriting/?p=90

% EN " %2%,+" 3) 1KN>:
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PART IV

FORMAT
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62 Format Overview

This learning uni tincludes inf ormation on formats, heading s, sub
heading s, markers, chunking, and w hite 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

THE BUSINESS OF
WRITING
A Praetivel Clwide for Aduthors
By ROBERT CORTES HOLLIDAY
il ALEXANDER YAX HE \:w.-l-l. '|!.I!_.

Frnwn b Auiihonr

LEORGETLTEFEAY COMPAXY

= ~— 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% 274 049%5 MK>>
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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 *.) AU/\ . 5/\2./\ l N $% N . A%+/\ $+% )/\
ORo+#"

N

S 0% 284 04%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 Geneal Design Corepts

Designing Bader-Centesd Pages and
Documents

3" 3%) ~7,30" [ **3+% 2%,+1" ,32\"visual M) * +  21EM 23N Q0
*0 (1~,"~73075,0 1IDM1 2+ 1DM +7.0 #0 $1N # %+1212$ N)omRn
(#0 3+, "M2$ AN # DN ANS)N INT,30MN 0 5%+HH1N + AH0.$IN + 1
2 )1Cn ,30"0 01" se€2$"4%13 )N 1%#H+M2$1 ) *+ 21~ "0 °
2$ 70 N~ +73+ 012+77 ,30M*11# CN+75$ 2728771 A 1N
AL 50N 20 128013 110, "N 730N 3+ % 2%,+1D" , 2%

31 %)™+ 013 1%4 + 11CH
0 "0 N5 TIM2$2M, N 1%#H+N +$ + 1731 %)HCH

K~ L AN 1%#+°$).1°0 0173+ 012 +77 ,30"%+0* 2%,+C"
KN N # N 1%#+°$).170 01N, 2 "%10*  2%,+73% (JCh
K~ A 1%#+°$).1°0 01"+,2% "$%8)7"%*.,02 +2" ,+ 2 +2C"

070 NAL*AS 71NN 1%#+M" " 217M0 01 2%3 1D"2$0 77
%+ 0 1%+#" N **3+% 2%,8". 013 1%4+ 11C"

KA LN 1%#+M + 30 # 100 0172, )M, A 32728 A
F*34%  29%,+%)"Ch

KA LA 1%#+8+ 30 # 100 0172, )M, A 32728 A
F*349%  29,f7M3' 2™ 2 0CH

+0 )N 1%#+N + 21 K>S@



A Reader-Centead Approach to Bsign

LA # A 1%HHN +A$ AN13 SN A106HHIE 20 %, 28 +A 7300
%3406 206,731 %)% + A 013 1%4 + 11D737$,3)7.0 , $°
1%H#+A %+A 28 A 1* A0 O T +20 A*++002$ 27073031458 +4
0 " 20%+#782" + A0 .$% 1CA $%+(M+ 2%+3,31J" 3277 ;30,0 01D"

Yot )3 Y%+#A5$ 287N 0 DAS$ 2028715 + 2NOAT 30N 3496 206, +DA
+A2$ N+ 2 62M%+A5$8% $ N TP5%))N "0 Y%o+HCA

Design Elements of a Commatian

2NB1NS BN 2,0 28%+(N 32028 1 3%) Yo+#N ), (LN AL H A 1%6HHNYo+N
2815 7728270 " 11%,+ YH0.$% A 1%#+ 017 CN $ +/2$ 74), (N 271
# DA2$7AL M%6M 1% 1) * + 21Ch

KAText.” 0 #0 .$1"+~1+ 2+ 1C»
KMHeading s and ti tles.  )1N" ,0M1 2%,+1777,30"
2*3+%  2%,+C"
K" Graphics. "0 5%+#1D"2 ) 1DM.$,2,#0$1D" + A1 A +1AVA
%+ )3 %+#"2$ %02%,+1C"
KAWhite space. ) +(*0 1C»
KMHeaders and footer s/$ ~%2 *1D/ 13 $M 1M # ~+3* 01D"2$ 2»

SAKY+0 )N 1%#+N + 21
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30N 272$ ~2,.80N 2200 N SN H# L NN ARZ) 200, BN

, 3+ 2Cn

KM Physical f eatur es/A$ 1 72%+)3 ~..0  D"5$% $M*772 (M + 7N
1$. 1" + M%8 1D + N %+ %+#1D"5$% FV\%+* +  7N0*1CA

CREATING GRAPHICS

Planning

‘CN + 209M) 17580 MO .$% 175%)) %+ A A7 30"
F*34% 29,731 %)RCH

CN o+ 20FM)  1°5$ 0 MO .$% 175%))7%+ @ A7 307
349 296 fiN. 013 194+ 11Ch

2EN ( MN1307M 420208 AH0 $% 1MN2,0 0 1028 2805%)N )2 0128 A

M), 50, "M2% N, 3+ N M*3+% 2%,+CN A#0$% 1M %+N.) 1M %+
5 470 #0 .$1M0MN2$0M),# %)N0 (1M%+"2$ 7, 3%+ 2CH
Selecting

Ch ) 202872, 10, "MO.$% 172$ 2°5%))N 12713..,2A730°0  01[*
21(1Ch

Ch ) 202872, 17, "MHO.$% 1028 275%6)N " 296177%33 + 17,301
0 01 23 1C~

<CA)  202$ 72, 18, "MOS% 172$ 275%))0 12713..,2A7300 1 CA

Designing

(CN 1%#+7M0.$% 172 270~ 17723+ 012 + N+ 731 C

;CN O 1%#+12$ *A2,713..,0 27273070 01[*2 1(1Cn

<C™ 1%#+"#0.$% 172$ 27730"0  0175%))M%+ ~. 013 1%4CH

=CN A7 ,30M0.$% 171%*.) A +,3# $M0N 17731 Ch

>Ch )N 4+ 2+20) 0)yren

?2CM0, 4% "730M0.$% 17592$"%0* 2%42%) 1CN

@~ 0 1172% "0.$% 1759%R23$" A1, 13** 0 74,"M013)21MN, 00 .2%,+0

+0 )N 1%#+N + .21 MK>B



32728 M0 5% CA
Using Color

:Ch 1A ),0172/M3..,0 27730 11# CA

CA 1A ),0M 00 *$ 1%IDM2N 0 2%,+0,012, N %1202%+#10
287, 7M262CN

<CA$,1AA )00 $* DM 2VB12M%+ %4% 3 )A),01CH

=CN0, 4% "$UEA + 2012° 25 +°2 627+~ (#O 3+ CA

>CN)  21),017502$" .0 ,.0% 2711, % 2%,+1C"

2CN%*ORA2$ A3* 07, "M ),01Ch

@~ 17 ,),002/3+%T/2$ M40 )N **3+%  2%,+C

Graphic design iz a

universal lanquage.

Integr ating wi th the T ext

:ChM+203 N $MO .$% "N%+12$ AB27%012CH

29MN+ 0 )N 1%#H+N + 21
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Addr essing an | nterna tional A udience
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Using G raphics Ethicall y
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2% 2M%17+, 2N +02$ A3 )% N ¥ %+CA
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64 Additional Soutes for
Formatting

X Q%+#1EN, 520 (N 300 627 ++ ) YA
$2.1EN5 55 C.0%1*+2C* Nd$ 601N2 62, (N$ %+#1CE*"
N
X ,5M2N 1N $%BN . NN $+% )N 0BPe+H#YN
$2.EN555C$,5C* N$, S5W:;;@ =AW31T5$®RT1. T

2 $+% )T50%2%+#2H"

2 MK % 2%,+)M,30 170
0% 2%+#


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 [@sign
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PART V

LANGUAGE AND TONE
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66 Avoiding Confusing
Terms and Wing

Languag Conveys é&spet and Uhderstanding

HH3# NOH1N 49%,31JA 40 TA%*. 02 + 20N %+M3+%h 206, +DA 327 1A A
2 $+9% )'5008 ODABMS 4724 A 1. %)M 0 "3)°50R$773075,0 A
$% 1DM50 /0 0M+7.$0 1 1CP27061047 1740728 1A ) *+ 217
280 4"3172870 0P 2$31DM2MD  20%+#82$ %0M2%* A,0% 2% QDA
%+13)27 28700 DA,0%, 130 A28/ * 0%+ *11# A, "A7307500R%+#A
% C»
2NN Ye* D 282527 2$ A2 $+% )N5008 070615 O A, "A) +#3 # A28

4% N%+N A28 3406 2/ ) 0)DA2A.04% A 178 11824
%+D*  206,+DN + A2AEN0 1. 282,270 0 CA

4,% %+#" ,+"31%+#"0*1" +
02K ? @
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Types of Languado Avoid

Avoid jar gonC"  $+% )N '0#,+" %1N 31N +) TN %' 28N 5D %l

J*3+%  2%+# 20 017580 0 A%+ 1. %% M 2010 + A 5%)N
3+ 012+~ 2" *11# C~ ,5 40D" 31%+#" #8~ 5%+

2*3+% 2%+#°2%M0 017,321% ~, "~2$ ~20/°5%))"013)2" %+ 2$ A
0 0% 4%+#M+,"00 + 72,758 2728 M 11# N1 T %+#CH

6 *) T" The substance has a high vitriolic base.

$~ 40# 70 0170 , ) 7r5%)M+,273+ 012 +"2$%1M* 11 #
592%$,32"),,(%+#" 3./ 28 N " %2, +"VVitriolic.  $ 7TAY%#B2%U3 110 21
28 M +9%+EN2 M, % 1), (%+#HN263.DM,0MN )L TN )% 4 12$ TA(+, B5N2%
¥ +9%+#CAHO ) 11DN25 M 3+) 0N *3+% 2%, +" 5%))N %* 20 28 A
0 O] 1"2%* N+ TAEAN *#  Op+# ™ 21CH

Avoid doub le talk @,3)"2)("%1" *.2  7N) +#3 # C™ $ "5092%+#"%1"

23 )71 7%+#" +,23%+#CN ,3) 22 )(M %1 3R N"%)N 1. N + %I A
) 07%+ %2%,+"2$ "5@ON |, 1M +,27$ 417 N)  0M3+ 012 + Y+#n, "N
2$ "%113 ", 0"%TR8#°2,"* %1y 2$ "0 0 C+2 +2%,+)",3) " 2)("
%1M,223%)" **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 appaent.

Avoid sexist languag e” 6%12") +#3 #%1"+26 0"01.  2"3)"+,00
2)%2%)) 7" ,00 2CN1%+#"N B%120 ) +#3# +" )%+ 270 010,00
013)2" %+~ 513921C~ 1~ #+ 0 T+ 320) 2 0*1~ ,00 0 1203 230"
1+2+ 1"%+"0072," 4,% "1 6%127,8,3+1D" 4,% %+#"2$ ~31 Mr2$ A~
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 eb" A +,22%+ % 2 A%+ #A5 7TA AL 01,40
O0"0+ A" +7R*DN 2%,+DM )% "DN.2%%+D2 Ch4 0N +,2$0 CA
NNA%N%L N H#3E DN3LA, T 2%8) +#3 #  ~5$S +°50%2%+#DN + N

4,% "31%+#"13 ' 2%42 0*1C"

AR 4% Y%+AN +"31%+HAN0IN + N OB+



Objective terms”~.0,3 " +0 2R +#% Q"% *#" ' 2%4
2 0*17)), 572870 0"2,A" 0 $%1N 5+7,.%+%,+C 0 6*) T The
cost of car is $60,000. $70 0**  772%%+(" 2$%1"6611%4" 0N
%+6. +1%4 C"

Subjective terms™ .0,3 " +0 120 2N R2+#YW QN %r#LCN

3" 2%420*1"15 77, %+%,#C ,5 40D" $*0 0"%+20.0 217
2$ 720" %™ 0 +2yC6*) TA The car is expensive. 6. +1%4 "2/
420 0N 72N A6 H1%4M2,0 +,28000 0 0 ' $ A50%2 01%1N
+, 2N #%4%+#1 25 N @ %+",0*  2%,+"2RN5%)) QN 28 N0 ONF (1 A A

%1%,+C"

Avoid a negative tone UM M+ # 2%42,+ N 9%17'312" 1M .. 0 + 27 %+0
50922 +M **3+% 2%,+" 12%9%1"%+)0,**3+% 2%,+C1%+#"\® 1"
,0N$0 1 175928 M # 2%4 ++,2 2%, +1M+MN)% + 270 01N +/~ 0
%+ 402 +2)"013)2"%+" %103.2%+#"1B1"3) %20 2%,+1C"

6*.) 1"U “Because you did not . . . You were told . . . | will not
process the oder . . ..

Avoid colloquialisms W ))),/3% )%1*1» 0 ~ 5,0 1~ ,0n .$0 11»
1. %% "2,M#0 .$% )"O# %,+1C"

6*)1”MU ‘Please leave the package on the stoop. We need to
replace the davenports.

Avoid idioms U"%,*1"0 ~5,0 17,0~.$0 1 1"1. %72~ 02% 3) 0"
3)230 Cr

6*)1"U ‘We are working in the r ed. We are working to the
bottom line.

Be tactful UM %+#72 2"3)A313)y* + ,30 # 1"0 01 2, +1% 0"
2%~ 5092 O™ .,192%,+" ,0n 03 12C™ 1~ N ) # % )N 2,+ CN 1%+#N
13)%"7T%+#® 1713 $" 1" it seems, you may consider, perhaps™ + 1"
28 M 11#  ~2$ 272$ N50200M + 22820 000 N /3)) 7M%*.,02 +2CH

Use Repetition, Or der, and Coordinate Structur eb* 1%+#"
0. 2%h,+DNO DM +7,,0 %+ 2 712032307%1"%*.,@ +2"%+"3+% "
5092%+#C"

Repetition ™ +172$ 272$ 5092 0031 172$~1*"~5 ,0 ~,0n.$0 1~
270" 0"2,M N0 2% 3) 0h% DA2GDN 2%,+D2 CM2%6# $,322 ~0.,0 2CN
$172  $+% )N5092 0N, 1M+,2/31 AL7+,+ 7*1CMN0 0N$ 1M NM%* o2 A
* 3+ 27 "M2%* N2,M0 AN 3F + 2DMN + 1IN 220G 418 2%* A2,8200

4,% %+#N +"31%+H#N0* 1N+ N OBHKN?B



2 N30, 32006"N2$ ALTH TN +1A2$ AL FALA2$ A5 0 A0NS0 1A
0 49%,31J731 A0M%" +,2$ 0% A$ 1A +/%2Q03  CA
Order™  +172$ 272$ 75020731 10 2$ A1 * A2 0M2,0% + 20G%+#"
1%%*%) 0N+ .21C™ ,0° 6*) DA %" 2% A 2 0*1 sizeDiveight, density
517031 A2A 10% A +A.0 20N A% $H%/IDA2SAL*A2 0%
sizeDiveight, density” 0 A31 A2A 10% A )N.0 217N "M 2$A1*A
* $+061*CA
Coordinate structur er0" 017 2,4 0# +968 2%6,+CA )N 120, +17"A A
0.0 27 *312% $47 28~ 1*A 1203 230Ch $~ *' .00 1 2%,+1D"
131  2%,+1D"13 7, 983D2 CAY), 5°0%+12$ AL * A0 0706+M )AL 206,+1CA
2%6,+DN,0 DN +1 ,,0 %+ 2/12032301.0, 4% ~0 0175%2%"
) OM+A 17A 118270640 2%, +Ch
+ 70 50%01% 3/ 2% 27 2$A 314 "N 0. 2%, +DN 0 DN +4
.0 %+ 2712032307061+ + 2CA 5 40DA03+ +  7A%1A206P77
%" 0 + 2C"

An Effective Way to Use Languagand \kite
Clearly: Wse the Active dce Instad of the Bsive
Voice

Most technical documents use the active

@K 4,9% %+ +'3L%+HN0IN + N OB+
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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.

20" %*.,02 +27 2,7 5096" %+ 2$ " 2%44,% 311A@N* 4110281
0 072%0 ,3# $M2%",3*+ 22 1% 0N+ 1, 1+ [27 O, +CM200%1N )L AN
*0 N T+HF%A+N) 11N +"31%+HHNS 7N, "NS0D+#N28M*, 122 $+% )N
5092 01" *)), 7@ %+"7,3" 0 ".32 2%+#"\2$ N # 27 "N 2%,+"13./%012"
+A* 12M%( ) 77 31%+#12%44 0 170 2$ 07 2$ +0. 11%4°4 0 1D 2%~
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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
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identifying the agent of the action the subject
of a sentence carries more weight.
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Leal Isues and Commuiaition
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Sensitive todUr Audiene

Languag and ig)mpact on the Audieac
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D people with diabetes™®0+12, "diabetes patient
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/72 Read Your Raper Aloud to
Chek Cohesivengs

Why isitvaluable for wri ter s to r ead their o wn w ork aloud?
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What should wri ter s be listening f or w hen the y read their w ork
aloud?

K" At the g lobal lev el:

D, 172% N 0™ ( A+ N

D ,172$N .0 1M+ 2420, 5MN# %)) 71N

D "2$7.0[ 17% 1713..,0 272$ 2% 1%1I1n
K" At the par agraph level:

D 47..0 ,.0% 2"20+192%,+1" +7* A 5+
.0 #0 .$11n
D 47,0 ,.0% 2/L#3 1N 4N AF RGN
1+2+ 10
D M2%7MN0 #0.$ [1"% 1), 57),# %)) 7" + 1,3+ "3+%"% IN
K" At the sen tence lev el:
D $ 2M0*  2%)N+731# ~00,01M+ A2~ N 00 2 1IN
D $ 273+ 23 2%,+ 0@1IN0N" " 2%+#/2$ $O2$*N, "N2$ A
..om
D $2%50"%% "%113 1M+ 2/A~ 0 11 10

BOMKE A 300 .00),372,
$ (“$1%4 +11



What steps can be tak en to r ead aloud eff ecti vely?

[CA 4NN TAMAT0N L ONIAAE BA 3R+ 2R3+ 0NN 06" 9pA

“%) Ng * C/\
;CN + 0 1728+ 20198, M= 0NN 2CP) 0# 0QDN + 20934 A, 74
,"N30M. .0 CA

<CM %+AN0 1+ ) TAB%2DA00RM.  A2°5 0 (DA%, 19967

=Ch # %+HTN0 %+#MT30M. . 0M),311),  B)TAQMN # Ybr+06+#N2 A
+FA3+ 0 )%+ A0M%0N0 )0 18 1A7,3M %+ A2$ *CA

SCAN (P70 0 A $M0 HO $MN)3ANL A% MO (A
307,307 0 " 2\5FE M 2 1A%+A2$ A @%+17 + 1,00 2%, +17N
HOY 200N +45 0 A$9% A00,010 25 2% A%+ 1CA

2CN 4%1 728N . 0NHAAS 0 A0, 11,00 1 A+A28$ A 09R%)N
4)3 2% +NBM DA+A2$4+M0 . 272870 T),370 , 117
2,M3..,0 27"3Q$ 070 4%1%,+DERY%+HDA + A0 "0 Y%+4CA

@ +1% 0" 1(%-+#1""0% + D 2%BA,00) 11 272,70 A2$ A
..0%),372A7  3DM)1,CA

A 30N L0M),37%208 (*$1%4 + 11 *K"B:
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Tutorial
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Accord Hybrid 531,090
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/8 NASA: Technial 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 tableNbut 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 readersO 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 typesN . . . 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 graphNfour 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, OAxial distance x, cmO
is more immediately descriptive than &, cm.O
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 Sl 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:

oDAadooDaovVIND

— e e e m—— ———

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.b

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 readersO
understanding, and avoid unnecessary
detail. E

Photogaphs.bB

. . . . 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

P

size of the objects shown. E
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. OWhenever a table, or
columns within a table, can readily be put into

words, do itQ(ref. 2).

Tables are numbered in the order of their
mention, in Roman numerals except when a
report contains 20 or more tables. Then
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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.
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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.
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To: All Employees

From: Maya James, President, Provincial University
Date: September 21,2012

Subject: Future Expenditure Guidelines

After careful deliberation, | have determined it is necessary to begin the
initial steps of a financial stewardship program that carries Provincial
University through what appears to be a two-year cycle of a severe
provincial shortfall in revenue and subsequent necessary legislative
budget reductions.

Beginning September 24, 2012, the following actions are being imple-
mented for the General Fund, Auxiliary Fund, and Capital Fund in order
to address the projected reductions in our provincial aid for the remain-
der of this year 2012-2013 and for the next year 2013-2014.

1. Only purchases needed to operate the university should be made
so that we can begin saving to reduce the impact of the 2013-2014
budget reductions.

N

. Requests for out-of-province travel will require approval from the
Executive Committee to ensure that only necessary institutional
travel occurs.

w

. Purchases, including in-province travel and budget transfers, will
require the appropriate vice president’s approval.

Please understand that we are taking these prudent steps to create
savings that will allow ProvU to reduce the impact of projected cuts in

expected 2013-2014 legislative reductions. Thank you for your coopera-
tion, and please direct any questions to my office.
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Date: August 8, 2003
To: Josie James.
From: Ike Harris  TH

Subject: Promotion of Mona Veal to Full-Time Graphic Artist

For the past 18 months, Mona Veal has done outstanding work as a part-
time graphic artist in our Marketing Department. | recommend that she
be promoted to full-time status, along with the necessary 55.50 per hour
wage incréase and full benefits.

The promotion is warranted for two reasons:

1. Throughout the past 18 months, Mona has demonstrated those traits
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Writing the Basic Letter

R & J Law Office

1005 East Bay Rond NE

Bar Harbor, ME 04609-6327
August 5, 2003

Ms. Abigail Broins, Manager
Rena’s Restaurant

3706 Chamberlain Avenue, SE
Bar Harbor, ME 04609-3427

Dear Ms. Bruins:

Early last week, we received your letier, along with a drawing of the deck that
youu want Lo add to the east side of your restawrant In thet letter, you describad
your building plan and asked that one of our attorneys advise you on how 1o
proceed.

I studied the plan and found it aitractive. However, the drawing shows thit
the cast edge of the proposed deck would extend within six feet of your side

A YouTube element has been &cluded from this ver sion of the
text. You can view it online her e:

https://libr_ary.achievingthedr eam.org/

epcctechnicalwriting/?p= 143
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12 Rules for Business Writing

Get ta the paint as quickly as possible
Writa to axprass not impraess

Be clear and concise

Prafer the simple to the complex

Use 20 words or less in your sentences
Write in a conversational and palite tane

ot www.whatismarketinghe

A YouTube element has been &cluded from this ver sion of the
text. You can view it online her e:
https://libr _ary.achievingthedr eam.org/

epcctechnicalwriting/?p=_ 14
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1. Open the trunk.

2. Remove the jack.
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3. Etc.
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1. 4 opened the trunk.
2.4 removed the jack.
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128Getting Startd with an
Informative Pesentation

After all, the ultimate goal of all r esearch is not objectivity, but truth.
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. 013 1%4 D A3N5%)) N+, 2/ 25$ 277375 + 2CA
CN0,.,1)1M 0 4™ 2.$,0% ))70+A, "2 +A) #)) 74 1 contr act DA
1028 70+ A200 .2 2AT3CAM2$TA0N5 0 A4 #3) 7M0M2$ 78
G## 0 27.0,%%1 1D )% 217 +/2 ( N #)N 206, +MYGBY M 20
0" 028N 6. 22%,+1M2 CA3A)LA+ AN ( AL304
7,30 X))  TAB®$N 477122 N) 51M5$ +/5002%+#M 0,1 )CA

6.0 2%1 " %+"380%6#" ,01)1°0 /3%01" 5 " 2$%+#1EBTF *312" A
)"2,M0 1+ 27307, M 0N%+N2$ A 120 L )%+#NE 78.,11%) DA5$%) A
0 "3)) 7" " %+%+#"2$ M)AV 7307, " 0N N2$ 27N+ ,N + A 28%+(1NBN

0 "0 ,*%1%+#"*,0 "2$ +77,3 +~, "™ OCH

(%o+#~ 2.0 LN )%+#" 525,327 .0,*%1%+#"*,0 A 2$ +0 7,37
+A,MON N N %" "% 3)2DN 1%H 3N+ A 2,01 27 )% AN+ 7307
. 013 1%4 + 11C»

Variety

$0 N0 M+ 7MN%"0 + 2M%+ 17M00,.,1 )M % 23 2%,+1C

[CA 3N TAE QNS00 AMONAQ OABSAO6LAK), 7 AY6+ABON

, 5+1,0 # +%8 2%, +C"

:CM 3000, 1) 7A A7,30M, 540 DA,072$ "0 A, "A7300
0 0cCr

<CA 3000,,1 )% TAI2+ M)+ A00 K 2 A50R$A,2$ 0N
0,.,1)1cr

=CA 307 5.+  TNHQ3A*  7A$ 47270, "0 A+AL0 L 4N M
7,3000,,1)" "0 A7,3°13 *06 2°262,A730°0  01DA,0M7,3% 74
$ 412,/ + AURA 040 2772,A2$ *Ch

SCA 3000,.,1 )% TA NS AG)O0H3) 2 AM0N 242044
1203 230DMN0NBN  TA$ 4A'0 MO+ A HABS  2773N2$%+ (D
1$,3) A1,3+ N%( CA

2CA %+ )JDA2$ A0, 1N A A 4)3 2 A%+AA)2$.0 A, "5 T1CH

=220 . 0%+#" 31%+ 117 Q,1)1



Readers

$ +77,3"5092 ~".0,.,1)D"7 ,370 0.0 1+ 2%+#/301 )"D"7{30"% D~
+A77 30N .+ TCA3MNO M 1(%+#°730M0 0172,°%+44 12°1,*  2$%+#"
R%* D" *+ 7D*,2$00Q,30 1QD* 31773 +M+270.0,4% "%
7,301)'Cr$70 0175%))M049%56"2$ ~.0,.,.1)"5% 2$" 32%,+" 31~
28 7N TAS AMN%D A13.)% 1N + A%"A7307% A, AM+,281 M)A
2$,3# $27,327,00 " 2%BN2$775%))N+,2+1% 0NBC™ 730" 31%+ 117
0,,1)M%1N 50 2%+ # %+120 23 01DN 2% @A 5%)N + A28

+1% 0N $M+ A%+M0 072,09% (M2$ A 12Ch

Poin t: 1 f your business pr oposal is not con vincing, r espectful, or
well-wri tten, i t will not be consider ed.

Wkiting a BusinesRoposal

31%+ 117.0,1)10M  A2A A0 #4968 CA$0 A0 A+ TAOE0 + 27

5 717 2A50%" A 31%+ 117.0.,1)CA 1(%+#12$ 70 0A2A%( A A
%1%, +75$2$ 072, N1 2706+ G0, 07, 27% 1N AD 7TA%* 02 +27 1. 27

+71$,3)8 A%+ 0.0 2 A%+AA0T7N 31%+ 110.0,1)Ch 00 2% A
0 0 DABE206+#"%S ( 172% %0920 1,30 17 + A.321/2% *A
%+1\30°$ + 1CA$0 "0 DA 31%+ 117.01)1M$,3) A A0 %LA+A

0 117+ 7A%"0 + 27%113 1°2$ "00™M%# $2/$4 M3 $M 1M+ 7DA
2%*DAN1. DM +7 121@ +70 281 404YEN5 A5 0 A #%4N 27.% )N
1 2%,+170°2.0,,1)C ™), 5°%I1MN ALS@FN %"0 + 27 .0 , $DA 327
+M2$ 271440 )7N .2 A)LCh

0 . 0%+#" 31%+ 117 0,1)1 ~K*=?@



Frequently Askd Questions

, i 128 N 28N
2%*DMN0 01N5  + 2720 (+,5M 280 " 2$3%+#1N 5% +1 287 +1% ON A
.0,.,1)E” Problem, solution, and cost.
$7.0 ,)*D M+ D~ ,0M )N, "A7300.0,.,1)01$,3) N M) o)~
0 11 ~%+~,00M2,0) 272870 OM(+, 575$772%$7.0.,1)25 17
50922 +" + "5 7h2$77M1$,3) N M%+2 012 A%+EEN .0 0 )7A50%R +1
0,)* N+ N# )W) ) 0%27~2,A730.0,.,1)Cr
"n730.0,4% ~N.0,)*DN ~130 M2 10% MBS 2N 2%,+1M3N
) A2 (% +#N2, N4 228 2.0, ) *Ch$ N0 0N5  + 2172 A% ( A130N
2$ 27730"1,)32%,+"5%))"8 (""" 2%47N + "% " 1B 2$ V1 2% +#"%+CN
,127%1N )1,7%*.,02 +2C* $ 20 0"5%))N ,+1% 072$1~.0,) *N + 1
1,)32%,+" +~ 2 0*%+ " 2$ %0 +150M +M 55 27 2$ %0%% + % )N
123 2%,+"%1C)M81%+ 1170 ,.,.1 )~  +M),3+ O° 3172% N 120
* N N2, NSY%HECH
. %)% 21N+~ N +1% 0 AN1N5 ))DN9%BTHO  A2,N 0" 0L A
5,0(CMN3MN0 N %+H#N. % DNO 0175 + 2728 (- A13072% 277375%)N
5,0"$0cCn
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Strategy of Conventions

A 31%+ 117.0,.,1 )M+ 1n2°6 4NN"0*  5,0(CN13))7DN2s@ 0 ~
2 +72,% 172%2™+ M2A N 0 11 CM L5 40DM)N0,1)1M+ N
$ 4728 1)), B%+HEN
Intr oduction, Pr oblem, Solution, and Cost
$7" ), 5%+ %1IN 2 %) N 10%.2%,+7, " 28 2% N1 3+ A
2$,3# $2/7371$,3) ) A7 ,30M0 0"2%0 ,3# $EN
KMA2$ 7N 020 3 2%,+DN2$ 000N 1$,3)A)  O+°"B$ 2AT73~5 + 27820
.cr
KA,37M$,3)N 01+ 221.0,) *DN+ DM OME)N2,228 70 0 C$%1N
1$,3) 2. 013 ~2$ "0 072$ 272$ 1.Q) *M%17%*.,0 2 +272, 2% *CA
KN $A)+A, "N 20,402,219 7287.0,) *DN* 2702 ~+ D~ 00
$% 4728 N# N1$,3) N H %A, 2%4N + 1 1,)32%,+11 %+ 0N 2,0
.013 ~2$ "0 0"2$  272% 1)+ "N 2%, +M% 1IN M 2% 8N
K" %4%+#"2$, 1D".0, 4% %+#" ~1 $3) D*1$, 5%+#°A,30 1D" +~
1 0% %+#"/3 )% 2%,+11$,3) *. 013 ~2$ "0 or2$ 2n73~20 A
)N, TN ) %D K+ # %D A K) 2%+ 28N 01 A
1,)32%,+C”
KN 6.) %+%+8) 5" 28" +" B 6 N2 N 1275%))™. 013 "28 N
0 072% 272%$7Q0.1 ~ 2%,+"%110+ )Cn
7™ %+ )3 %+#727) 127028123001 2%,+1D/3* 0 ~) %+#r 2%~
0 0" 2%0,3# $" " .0131%4" O#3*+ 2~ .+ 5$7~ 7300 .0,.,1)"
10 412NN +1% 0 CMN3M%4% 2% 7.0.,1)"3.2%+ 2,21 40 )N
1 2%,+1D2%%17*,0 " "% % 202820 0”2 .+ +2027,+02% 7
1 2%,+1" 28~ 0~ *0 "~ %*.,0 2+2" +/ 1(%* 2$03# $~ 2$ ~ 28 O
1 2%,+1D"%+12 "A$ 4%+#12,N0N2$ A5S$) A2$0%+#N + M), (M08 TA
., %+21CA

0 .0%+#" 31%+ 117 0,1)1 ~K*=?B



Superstructue

2 RN AN sy

i

$ N

13.01203 2307.0, 4% 1~ A"0 5,0 (7",0N5098 0172,7,Gf +9%8" 2% %0"
0,,1)C"  0BO1N +/31 70BN 17 A#3% )%+ DN 32 +,2 AZBIH %N +,27
x4+ 2,07M0N5008 01°2,°%+)3 AN 407 % ) ¥+ 28)%12 ), 5°
%+28 %040 )CA 2%, +1MA A * 0o+ AOA 4+A0% ")7AI22 A%+A
28 0M 2%,+1CA

Introduction

+25 7203 2%,+D/SP5 + 272 N'31M,+M58 2AT3N 0 A ++,3+ %+HCA
)2$,3# $MN 73N TAE+ 2802004 )N 28N ")) 10%.2%,+" %+N 28 A
# Y%++%+HEDRFN N 2 02 (A28 %203 2%,+0 0% "M+ A )) 5N

23 N3N 10%.2%,+°2,N N04 ) N230,3# $,3272% ) 2 OCN $%61M5DN

0 01" +7M 2N N%*.1 A, "AB$ 2AT3N5%))N A2 ) (Y%+#" ,327598%,320

7,3" 6.) %+%+#2944 0 )"2%* 1"Po+"2$ N #o++%+#N + /) 0N, +QCH
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Problem

"20M2$79%203 2%+D\3M1$,3)7.0 1+ 2773000 017 5%2%" A
0,)* DM DMNOME)N2$ 270%1NLIGHIRN2,M2$ *CrRN%1A00* D 272,
134 0%8 A2$1.0,)*\"0 2870  O1[*.%+ 2 ,"49% DA, 2$ BG%1 A
28 TN TA2$%+(N29°90 , 1+ [28™ 2M2$ A +A $A0610%+2012 CA
220%+#N A O A +A2( AL*A0 1 0 $CM ¢ 2%* 1DA0 01N 74
0,4% ~N1.0,)*"  0N7,3'P)%L5$ +4 A" %0 5021AT300 K+ 7N
A) 200 B.) %+0b+#N A0) A +AS, 5A7,37M1$,3) A1) 4708QCH 2% 0
2%* 1DA0 01°*  77120%6)P# 7,31 £.0 ,) *DA 320 A4 #3 CA 28 07
2%* 1IDABN TA$ 4N28 " %+ A2$7.0) A7 ,301)"DA 1 A+AT 307
, 5+A"031202%,+7,0°$ ).) 11+ 11CA "0 A7,3" +1% 0°1*  2$%+#/2,0
ANQ L) *DA20 772,82 )(N ,32M0RASTFN 1,2 + 2% YN0 072, A%"P9861N
5,0 2$"50206+#" A 31%+ 114 )N 32CN  "2$ A" (A%17.,1% 2%BA
7,3/590))M(+,507,30 4™ 0 A% +1A0N + 206+3%+#72$ 10 )CA

Objectives

"20M730 10% A7 ,3000,)*A+A " 0 A7,3M2 2 A7,3001,)32%,+DA
2))M730700  0M5$  272$ A#)1N, "A2$A1)32%,+8 @A SN, 2040
$)A2N 4+ 20287 Q)M +A1)3206,40 24  2$0CH 1 2%40
1$,3)N A 0% " ,0M)%12D" +71$,3) A 2)N$, 5A2$ N 206,47 2$ A
1,)32%,+ % 1/2$ 2.0, ) *CA

Solution

, 5N AT \3h5 + 27828 $%4 128N 2%4"2$ 27 73"$ 47N )%12n

,3011,)32%,+" 1$,3) * +15 0" 2$%1" /3 12%,+C* N 2$%1DAI* *3127
address® $" ' 2%4 +~.013 ~7 300 017 2% 2 7300
1,)32%,+"%1" 295t w ay to achiev €28 ", 2%AC $ 1712 2*+ 210
0 N +) 7M+ 11 0775% +7°28 7N 0N +,20, 4%,3112,722$ 20 01CH $%1N

0 .0%+#" 31%+ 117 0,1)1 "K*=@:



+A A28A  1AB$+A7 3070 01M0 A, 5,0( 01M+A0 A 504 "

0,)*170 ,3+72$75 0() C°
$11,)32%,+ [IN 10%.2%,+" +1 A20% (7A  3LAT7,30%  TAGh+A

2% 20730 0 A0 FUL%+H#A* 0 A2$ +A7,30  +A )%4 0CA $ A 1285 TA2 A

3+ 2002$27%17 2, MATML. %% "RC CDABS 07 2% A )% BN " 28 A
.0, #0 *DNE$ 27 0N2$ N . %)%2% 1D CQN ( A13012$ 27 4 0 72$%+#"
7,30 0 A+,2713077,3%0  +4.0" 0% %1M) 0)7°+,2 A 17 A 11% %)FDN
+27 N0 *%1 CA

Method

"20°0730.0,., 10 A1,)32%,+02,02$ 7.0 ,)*DA0 0175%))N5 + 2/2,A
(+, 5°2$ M2 .1°7,3"5%))"2 ("2, ( M3072$ 1,)32%,+%100% ~,32C"
,5NBO))NBA.0 , 3 A2$M013)2 $1A0 A2BA 1. 2102820120

0  0175%))"),,("" ,0E"

CN %)H 17
[C 3%+ 2n

<Ch 307 $ 3)°

=C* ,30%3)%"% 2%,+1°

SCAR) +M" 0N +# %+#n2$ 701 A0, 27

X 29%* 1D"6.) %o+%+#M 2 A %28, A %17 13. 03,31CA" 407,+ A %1
)0 TATF%0)% 0N SN 730N % 2§, IDAT3N N +20S AN 20 4%4 A
29%)" 6.)+ 2%,+Ch5 40D"*( A13077,30%0 O1M(+, 5°5$ 27
7,30 0 A2)(%+HN 320 "0 AT,30 1135A 25 20 2$7A Bop) (450
40728%+# 32773000, 2CA

Resouces

"AT30M.) +70  /3%01™ /3%.* + 2DM" 9@% 1D",01,2% 01B0 17 2$%10

=@%K"0 . 0%+#" 31%+1170,1)1



1 2%+°1$,3)8 A%+)3 CA )AT,3000 OLAES 28730+ A +A
5$ 7A@ %1+ CA™A+AL. %)ACL30 174 0 A0 /3%0 DAT3N A+,20
T A2N%+)3 A2$%11 2%,+79%4307.0 ,.,1 )CI

Schdule

$ 3)17°$)7.0 ,4% "0 0175%2$" 2$0 A 2$%-+#1CH012D P$iH64
0 01N~ )%+A1A28 7A(+,5AB$+A24 6. 27 A%+ )AA3)2CH
4+DMLS 3)18 48 A0%2%/3 A 7A0 01A2°% (1 A13072$ 7A
0 A" 19 Cr$%MANLS$ 3)A%INAEAS T2 A20 (A, "A$,5NA
0, 2M%1400  %+#CA
A %206, 48 280 28 )%+ 1DA1$ 3) 101$,3) A )1,A%+)3 A
374 217700 0 "21DAN30  1DM +4 28 00 9%H0%  206,+0 287 %1N
+ A2A11%12/9°592$77300.0,  27%)Ch

Qualifications

NI3)%"% 2%,+101 2%, +7N 01N ML) A2 6) %HN2$A2) 428 4
6.0% + A, "A7301)" +A7 3002 A% * OLCA . + YotHA +17 307
0  01D"2$%17 12%,+/4* 74 A1*))N 0M) 0 # CA 1A5B$N )N 31%+ 114
3%+ 2IDAFN 4+ A 2A A $+120 5$+A 7 3N 5002 A 7,300
13)%"% 2%,+1CA 737 2$%+(N2RA T3+ A2A) 0+7+ 5°.0 #0 *1DA
0%* 0028 2028 /20% A + A%+ TAL + 20H %+00+8 0% + A+

2( N5 TMQN2$A0 ) 200K 2%,+Ch

Managment

A0 20M3 11N L+ INHN% 21N+ # K+ 202*DA+N0 0 01N
0™ %*011 ~%"~3 +* 10% ~7,300.0,) 2M*+# *+ 20

0 . 0%+#" 31%+ 1170,1)1 "K=@<



1203 230"%+430".0,.,.1 )C" 7% R9%F%+#"$"N. 01,+"N+"\7 3072 *A
+/N 0 6.) %+%+#N 5521 2% %0M 2 1 (AN + 2D, +1% %)286 1 @M T3 1

»0 %+ 2773075 ,0 (M " "% % 2YC27%104"$ ). "3)N0N  $N. 01+
2N+, 575 272$7°5%)N N %+EN N0 $+ /L2800 N5+ [28 A+ T8
0,)*1n  + 0+%+#") 01$%.N +"2%* M +#  *+  273Q$ 0NN
2810, 2¢cn

Costs

%+ 77,3070 017 0 bk 12%-+#12$ %0 * 477 + A 206+ A 0p2 A 7,307
0, 2D29%).1°2,(+, 5°$, 53 $A%27506))M2CA A 3 # 28122 %+ 20
WINH " 0M,0# +%8%+#SD" 6. +1 1D” 3277,3718$,3) * )1,% 2$%+("

32028 A %3+ 2AIA2UGF ATA + AT 30M2 *AX % OLABYE))AL. + A
AN2$ A0 2CA3M TAYLAG+)3 AS, BB A 7AT30M.0, 27
59%)MUA2$ A0 O1A2,A% (1 AQBAL PO AL )U+HHCA

Design

)% ANORN 0N +2DA 1%+ A% 22 07N 5$ +A500R%+#N A 31%+ 117
0,,1)CN 375 +2/28%( A2$1.0, 1) )%+#A2,72$ A0 01CN
"M2$ A0 0N%61N), (%N 208 N0 L. 1)IN + A+ A 1IN0 $% 18 + A
).0N #A2$ A0 £ 28 40N + 4+ A$ 131202 62DA5SY% $N+ A AT
28%+("2F"5%))"5 2°2,/0 A" %0121
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Revision Cheklist

, 5" 2% 2~ 3
(+, 5"5% 27 %;0* 2%,+"%173%0 DA73* +4.0 .0 AN $ ()%120
2% (0 N13072% 27 40 72%%+#N %140 N +A7T 3N 0 N +,28 061 1%+H#N
1% 23%+# 28~ 70 A11+ 2% )Ch
Intr oduction

[N, 1M9% 2022 A2$2.30.,114)  0)7I1A

‘N, 1M9% 20,0, 4% ~13"06 % 2 (HO 3+ A%+ 0% 206 40

<CA, 1M9% 280 18, 572$ A0 127, "A2$ A.0,.,1 ) "2,A$ ). AH3% A2$ A
0 on

Problem
CN,1M% 276.) %+2$70.0.,1 N 2%, 8N+ A0NM,)IN

;CN, 1M% 27, 013 "2$ 70 0"2$ 272$1.Q) *%1"%*.,0 2 +2"2"
2% In
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Objecti ves

:CA AT 307, 2%470) 2/%0 27°2,°2$A.0) % 1A
[CA A7 3N0 1+ 202$ *N50R$, 3210 +HNIRI2S AL,)32%,

Solution

(A 1AZ03+ 012 + ) A5$ +106 270610 Yo+#A 1 0%IN

[CN 1796, 013 1%4\ %+ T%+# 28 H5%))" $% 257, ' 2%4I

<CN, 1M 28 ™ 20607MN$, 5028 2/96%1N2% A+ 128 194005 7A2.0
$% 472%7, " 2%AlN

=Ch, 1M% 27" 00,2 2%, +°2,ABN+ A7 3072 *** 01 N
), 70N TM4)700,4%1%+#2$%+#1/2F3"  +1 )%4 01

Method

:ChO "2$ M2 AN%+N2$ M 28,0 10% ) 0)7In
;CN 1796 013 1%4 +,3# $M,0°7,30M0 01728 N+ 4%+ "2% 298
5%))"30 (I

Resour ces

‘CM +A7 37013 72870 01728 2°737$ 4/2$ A 0N +A 2 0ptn
2% * I

[CN A7 37) 0)7°% +2987M))N,"2$ 701,30 147,38 +A13.) DA
0,2 2%+H#Fr+A7 30M%), 701

Schedule

[N, 106 2N TABS +72$ 2.0 1 250N AR) 2 A
:Ch 1A7,3075,0(F  +M0 1,4+ ) 7M1$ 3) 1A
<CA 172871 $ 3)A)  0)7A12275$ 2873M312A A2 2AT30N
)%+ 1DA02  2%+#90 + A7 300*), 7 0IA
=CN 4773M%+)3 AALS 3)A$0 2296 ( 177,307.0,.,1 )0
*0 A 013 1%4 1Q

=@7PK0 . 0%+#" 31%+ 1170,1)1



Qualif ications

:CN +17 37013 A7 3070 0172$ 2~73N +n K 27280
.0, 273 11"3)71n

Management

:CN +A7 37013 A7 ,30M0 0172$ 273072 *N0%61N 0K +%8 A
" 20pMT7IN

‘CNh AT, 30%+)3  A+A0 #+%82%,+ ) $ 02/2$2706))31201/2$ A
$% 0 $ 77,"A73002 *A* % Q1A+ A28 %6000 1.,+1% %)286 11n

Costs

CN O 4NT3MN0 1+ 2 M)A, 2% IN

CrO M2 701+ ) 0

<CMO MM, "MT30M 1217%+)3 DA02  2%+HHEFN + AT 307
*), 70"

=CANT 37 48038 272) 1IN

Conclusion

CAO AN, "AT30N( 7, %4217M 3% 0%8 1A
CN ANT 3N AHAA 10620684 2 N
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O+ 20 % 22 00 %I1N +5620%) TA%*.,02+20 ) *+ 202 A50986+#N FA
0.0 2Ch$ 2$ 0NRHADMN AL, %% A%+ 7A0L 0 $7,00",00,2$ 00
L0L+)M0 .0 21C" %% 1713 $" 1728 A 1% A28 A+ 2DAF 272, DA
"O* D%HHDN A 9H%82% 40 )LN + A 28 A 2( 48 %RA
+1% 0 296,+75$ +7 0 206+#/2$ MM02™* 22 0, "A73070.,0 2CA

$A" 06012/8" . # 17, "N A0.0 27 0N 11+ 29 )CA +4 0492 A
120 27596))" 119%1272$ W%+ %o+ Yo+#A5RA2S M Yo+, G R1AIA2S A
0.0 2°50%)" A 32CA

$17)*+ 21800, "2470" 00 A2A1AX, (M) K+ 21BN 102FN
0~ **4)  TA'3+A0p+n) O 0750 (1CA

*,0 2420 +1% 0 2%,+1" 1$3)" ~ * A 42§ 5N 7300
3)% 2%,+°50)) A3ICA A%+ 0 1731 %)EIDABMS,3) A +1% 07
$,507,30°0  0175%))N ~31%+#22$ 700 2DA +A5$ 27 2$7 A 5%)N A
) (Yo 0 DA + A B1A 4+ (%o #72$%178 1742, MY+ CA

Covers

AL A0MN# N%LN AT 1%*) DM.O %1 DN 0% "MENA2,N0R0 3 AT7,30M
0.,0 27222870 0 C"$%171$,3) N+ 2 %+EN

KA O#M. %% 296"

K/\ '*' + 7/\+ * N

K/\ * /\’ "/\2$ N 32$,0F2LQ/\
KA 2A,"2$10,0 27
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Four Steps

1. Situation
(opportunity,
problem)
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Redundancy
Redundancy of ldeas

Talent is not something
people are born with or
without. Talent is not an
innate gift. Expertise does
not come naturally.
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168Punctuation, Mehanics,
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.
NW. Somerset Maugham
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182Video: 12 Busines
Writing Tips for Effetive
Busines Emaills and Letters

12 Rules for Business Writing

Get ta the paint as quickly as possible
\Writa to axprass not imprass

Be clear and concise

Prafer the simple to the complex

Use 20 words or less in your sentences
Write in a eonversational and polite tane

nut www.whatismarketinghe

A YouTube element has been &cluded 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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https://library.achievingthedream.org/epcctechnicalwriting/?p=227#pb-interactive-content
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185Video: Smart Busings
Writing Made Simple

Meet Nancy Flynn

+ Founder, The Business Writing Instituta™

+  Adjunct Faculty, Chio State University
+ Go-To Media Source

A YouTube element has been &cluded 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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