
Contents
Chapter 1

Communication
Communication ................................................................................. 	 2

Exercises............................................................................................. 	 6

Nature of Communication  ................................................................ 	 6

Process of Communication................................................................. 	 8

Models of Communication................................................................. 	 9

Principles of Communication............................................................ 	 11

Exercises ............................................................................................ 	 13

Categorizing Communication ........................................................... 	 13

	 Fields, Traditions or Levels ....................................................... 	 13

	 Context........................................................................................ 	 17

	 Mode ........................................................................................... 	 17

	 Audience..................................................................................... 	 19

	 Specialty Areas........................................................................... 	 20

Exercises............................................................................................. 	 22

References........................................................................................... 	 22

Chapter 2

Technical Communication
Defining Technical Communication.................................................. 	 24

Evolution of Technical Communication ........................................... 	 25

Exercises ............................................................................................ 	 27

Forms of Technical Communication ................................................. 	 27

Domains of Technical Communication............................................. 	 29

Types of Technical Communication ................................................. 	 33

Principles of Effective Technical Communication............................ 	 37

Exercises ............................................................................................ 	 40

Importance of Technical Communication......................................... 	 40

Career Prospects................................................................................. 	 42

Exercises............................................................................................. 	 45

References........................................................................................... 	 45



Chapter 3

Audience Analysis
An Audience-centered Communication............................................ 	 48
Audience Analysis ............................................................................. 	 50
	 Anderson’s Audience Analysis .................................................. 	 51
	 Burnett’s Audience Analysis ..................................................... 	 52
	 Lannon’s Audience Analysis ..................................................... 	 53
Testing on Intended Audience .......................................................... 	 55
Audience-centered Measures ............................................................ 	 58
	 Usability...................................................................................... 	 58
	 Persuasiveness............................................................................ 	 60
Action ................................................................................................. 	 63
Exercises............................................................................................. 	 63
References........................................................................................... 	 63

Chapter 4

Technical Communication Competencies
Defining Competency......................................................................... 	 67
Attitudes, Values and Personality ..................................................... 	 69
Core Competencies in Technical Communication ........................... 	 71
Skill Sets for Technical Writers ......................................................... 	 75
Exercises............................................................................................. 	 77
Assessing Competencies ................................................................... 	 77
Occupational Outlook........................................................................ 	 80
Exercises............................................................................................. 	 82
References........................................................................................... 	 83

Chapter 5

Technical Communication Process
The Document Process ...................................................................... 	 88
	 Planning ..................................................................................... 	 89
	 Writing the Draft ........................................................................ 	 96
	 Revising ...................................................................................... 	 99
	 Delivery....................................................................................... 	 103
The Collaboration Process................................................................. 	 103
	 The Pros and Cons of Collaboration ......................................... 	 104
	 Collaborative Writing Process .................................................... 	 106
	 Strategies for Effective Collaborative Writing............................ 	 108
Exercises............................................................................................. 	 111
References .......................................................................................... 	 111



Chapter 6

Legal, Ethical and Cultural Issues
Legal Issues......................................................................................... 	 114

	 Intellectual Property Rights Laws ............................................. 	 114

	 Consumer Rights Laws .............................................................. 	 121

Exercises ............................................................................................ 	 122

Ethics.................................................................................................. 	 122

	 Major Ethical Considerations .................................................... 	 124

	 Factors Affecting Ethical Practices............................................. 	 129

	 Ethical Decision-making ............................................................ 	 130

Cultural Issues ................................................................................... 	 132

Exercises ............................................................................................ 	 134

References........................................................................................... 	 134

Chapter 7

Organization and Design
Organization....................................................................................... 	 136

	 Chronological.............................................................................. 	 137

	 Spatial ........................................................................................ 	 137

	 Classification and Partition........................................................ 	 137

	 List of Items................................................................................. 	 138

	 General-to-specific or Specific-to-general ................................. 	 141

	 Comparison and Contrast........................................................... 	 141

	 Simple-to-complex...................................................................... 	 141

	 Importance ................................................................................. 	 142

	 Cause and Effect ........................................................................ 	 142

	 Pros and cons.............................................................................. 	 142

	 Problems and Solutions.............................................................. 	 143

Exercises............................................................................................. 	 144

Document Design .............................................................................. 	 144

	 Organization................................................................................ 	 145

	 Order........................................................................................... 	 147

	 Access.......................................................................................... 	 148

	 Variety ........................................................................................ 	 152

	 Online Design............................................................................. 	 152

Exercises............................................................................................. 	 153

References .......................................................................................... 	 153



Chapter 8

Graphics and Illustrations
Tables ................................................................................................. 	 156

Figures................................................................................................. 	 157

Creating and Using Graphics............................................................. 	 167

Exercises............................................................................................. 	 168

References .......................................................................................... 	 168

Chapter 9

Style and Mechanics
Style ................................................................................................... 	 170

	 Attributes.................................................................................... 	 170

	 Technical Definitions, Terminologies or Jargons ...................... 	 177

Mechanics .......................................................................................... 	 179

	 Punctuation................................................................................. 	 180

	 Abbreviations.............................................................................. 	 183

	 Capital Letters............................................................................. 	 183

	 Numbers...................................................................................... 	 184

	 Spelling....................................................................................... 	 184

Exercises............................................................................................. 	 186

References .......................................................................................... 	 186

Chapter 10

Grammar and Usage
Grammar and Usage........................................................................... 	 188

	 Phrases, Clauses and Sentences ................................................ 	 188

	 Subjects and Objects................................................................... 	 189

	 Subject-verb Agreement ............................................................ 	 191

	 Verbs ........................................................................................... 	 192

	 Modifiers..................................................................................... 	 194

	 Connecting Words ...................................................................... 	 195

Usage .................................................................................................. 	 197

Exercises............................................................................................. 	 198

References .......................................................................................... 	 198

Terminologies and Definitions ......................................................... 	 199

Perforated Sheet Exercises for Students to practice ....................... 	 211


