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Learning Objectives

• What is technical communication? P. 3

• Differences between technical writing & academic writing, page

• Who creates technical communication? P. 4

• Main features of technical communication, page 4

• Three primary purposes of technical communication, page 8

• Common types of technical documents, page 12



Restricted - مقيد 

1. What is technical communication?

1. Which of the following statements defines technical communication?

a. It is a formal style of writing used in universities and scholarly publications.

b. The exchange of information that helps people interact with technology, advance 
workplace goals, and solve complex problems.

2. Which of the following are examples of technical communication?

a. (cell phone instruction manual, printer/microwave oven setup information, banking 
systems, online courses, writing emails and reports, etc.) 

b. (Essay, research paper, research proposal, thesis and dissertation)

Technical Writing vs. Academic Writing
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2. What are the differences between technical 
writing & academic writing?

Technical writing is:

1. reader based (           )                                   -    writer based (           ) 

2. supporting the writer’s stance (           )    -    task oriented (           ) 

3. context sensitive (           )                            -    complex (           ) 

4. design based (           )                                   -    paragraph form (           ) 

5. use only the written form (           )            -    written, visual digital, and oral (           ) 

Why does this book refer to "technical communication" and not "technical writing"?

Activity
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Activity
Compare the two next documents. 
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          The Drawback of Video Games

Many people, and children in particular, 
enjoy playing computer games. While I accept 
that these games can sometimes have a positive 
effect on the user, I believe that they are more 
likely to have a harmful impact. On the one 
hand, video games can be both entertaining and 
educational. Users, or gamers, are transported 
into virtual worlds which are often more exciting 
and engaging than real-life pastimes. From an 
educational perspective, these games encourage 
imagination and creativity, as well as 
concentration, logical thinking and problem 
solving, all of which are useful skills outside the 
gaming context. Furthermore, it has been shown 
that computer simulation games can improve 
users’ motor skills and help to prepare them for 
real-world tasks, such as flying a plane.

Academic Document Technical Document
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3. Who creates technical communication?

• Fill in the blanks with the correct words/phrases:

(workplace – nonexpert – professionals – knowledge – communicator)

1. All ______________ function as technical _______________.

2. Anyone in a ____________ setting can be a technical communicator.

3. Experts in any field are often required to present their ____________ to 

_____________ audiences. 

Features of Technical Communication

professionals 

workplace

communicator

knowledge

nonexpert
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4. What are the main features of technical 
communication?

Technical communication:

1. focuses on the reader not the writer (user-centered communication).

2. is efficient and accessible.

3. is clear and relevant.

4. uses media effectively.

5. is created by both individuals and teams.

6. targets a global audience.

7. is persuasive and truthful.

8. is based on research. Activity

Previous Session
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Are the following features 
available in the document?

1. focuses on the reader not the writer 
(user-centered communication) 

2. is efficient and accessible

3. is clear and relevant

4. uses media effectively

5. is created by both individuals and teams

6. targets a global audience

7. is persuasive and truthful

8. is based on research

Purposes of Technical Communication
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5. What are the three purposes of technical 
communication?

B

A

C

1. Informational purpose  A. Help people to perform a task

2. Instructional purpose B. Anticipate and answer questions

3. Persuasive purpose C. Encourage readers to take an action

Activity
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Activity
Are the following documents instructional, 
informational or persuasive? Analyze it.
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Informational & 
Instructional 
Document

Cont.
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Instructional
Document

Cont.
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Persuasive 
Document

Common Types of Technical 
Documents
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6. What are the common types of technical 
documents?

1. Memos

2. Emails

3. Letters

4. Instructions

5. Procedures (they always deal with matters of company or organizational policy)

6. Manuals 

7. Brochures

8. Proposals

9. Reports
Activity
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Activity
Classify the types of technical documents into 
instructional, informational or persuasive. 
Explain your answer.
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• Classify the types of technical documents into informational, 
instructional or persuasive

Memos Emails Letters Instructions Procedures Manuals Brochures Proposals Reports

Instructional      

Informational    

Persuasive   

X

X

X

X

X

X

X

X

X

X

Summary
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Previous Session

• What is technical communication? P. 3

• Differences between technical writing & academic writing, page

• Who creates technical communication? P. 4

• Main features of technical communication, page 4

• Three primary purposes of technical communication, page 8

• Common types of technical documents, page 12

4. What are the main features of technical communication?
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ENG103

Chapter 1: Introduction to Technical 
Communication
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Learning Objectives

• The importance of proofreading, page 15

• Strategies for proofreading, page 16

• Application
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7. What is the importance of proofreading?

• Basic errors will distract the reader and make the writer look careless 
(such as sentence and punctuation errors).

• See Appendix B (p.462)

Activity
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Activity
Find and correct the errors in the following 
sentences.
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Find and correct the errors in the following 
sentences. Explain your answers

1. Discovered the cure for the disease.

2. I studying business administration English and accounting

3. After I finish the project.

4. I love to write papers I would write one every day if I had time.

5. My name is yara haider, i am lebanese, i am 19 years old, I am a College Student at 
Lebanese Technical College.

Strategies for Proofreading
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What are some effective strategies for 
proofreading?

1. Save it for the final draft.

2. Take a break before proofreading your final document.

3. Work from hard copy.

4. Keep it slow.

5. Be especially alert for problem areas in your writing.

6. Proofread more than once.

7. Never rely only on computerized writing aids (e.g., Grammarly).
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Chapter 1: 
Introduction to 

Technical 
Communication

What is technical communication? 

Differences between technical writing & academic writing

Main features of technical communication

Three primary purposes of technical communication

Common types of technical documents

The importance of proofreading

Strategies for proofreading
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Chapter 3: The Research Process in 
Technical Communication

ENG 103

p. 31
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Learning Objectives

• Thinking critically about research

• Primary Vs. secondary sources
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    DO YOU AGREE OR DISAGREE? EXPLAIN WHY.

Research is a vital part of technical communication. 

• All technical communication requires some degree 
of research.

• However, the types of research you will perform 
depend on your workplace assignment/task.

Critical 
thinking
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THINKING CRITICALLY ABOUT RESEARCH

WHAT DOES CRITICAL THINKING MEAN?

Fill in the blanks with the correct word:

(evaluate – quality – analyze – accuracy)

1. Critical thinking means you test the _______ of information and the 
________ of interpretations.

2. Instead of accepting information at face value, you should examine, 
________, verify, ________, and weigh alternatives in every stage of 
your research.

Strategies

quality

accuracy

evaluate analyze
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STRATEGIES FOR THINKING CRITICALLY ABOUT RESEARCH

P. 32

What are some effective strategies for 
thinking critically about research?

1. Ask the right questions

2. Explore a balance of views

3. Explore your topic in sufficient depth

4. Evaluate your sources

5. Interpret your findings objectively
Types of 
Sources
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   PRIMARY VERSUS SECONDARY SOURCES

Definitions Primary Research Secondary Research

Getting information directly from the 
source by conducting interviews, surveys 
and by observing people or events.

  

Getting information second hand by 
reading what other researchers have 
compiled in books and articles in print or 
online.

X

X

What are the two major types of sources?

Secondary 
Research
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1. EXPLORING SECONDARY 
SOURCES
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    1.1. EXAMPLES OF SECONDARY SOURCES

What are examples of secondary sources?

- Websites; online news & magazines; blogs; books 
in the library; journal; newspapers; etc.

- These sources are available as a hard-copy or web-
based.

What are the benefits and drawbacks of a hard-
copy or web-based source?
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    1.1.1. HARD-COPY SOURCES

Decide which of the following is a benefit or drawback of hard-copy sources.

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

2. Time-consuming and inefficient to search

3. Easy to determine author publication date, page number

4. Offer only text and images

5. Hard to update

6. Easier to preserve and keep secure

Web-based 
source

Benefit 

Drawback 

Benefit 

Drawback 

Drawback 

Benefit 
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    1.1.2. WEB-BASED SOURCES

Decide which of the following is a benefit or drawback of Web-based 
sources.

1. Access to recent material only

2. More current, efficient, and accessible

3. Searches can be narrowed or broadened

4. Can offer material that has no hard-copy equivalent

5. Not always reliable

6. User might get confused by too many choices
Web-based 

source

Drawback 

Benefit 

Benefit 

Benefit 

Drawback 

Drawback 
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1.2. STRATEGIES FOR RESEARCHING ON THE 
INTERNET

• Expect limited results from any one search engine or subject director

• When using a search engine, select keywords or search phrases that are varied and 
technical rather than general

• When using a subject directory, drill down to an appropriate level of specificity

• Consider the domain type (where the site originates)

• Identify the site’s purpose and sponsor

• Look beyond the style of a site

• Assess the currency of the site and its materials

• Assess the author’s credentials and assertions

• Use bookmarks and hotlists for quick access to favorite Web sites

• Save or print what you need before it changes or disappears

• Download only what you need; use it ethically; obtain permission; and credit your 
sources
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 1.3. WHAT ARE THE PRINCIPAL CATEGORIES 
OF INFORMATION SOURCES ON THE INTERNET? P.38

• General commercial, organizational, and academic web sites

• Government web sites

• Online news outlets and magazines

• Blogs

• Wikis

• Internet forums and electronic mailing lists

• E-libraries

• Periodical databases
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1.4. WHAT ARE THE PRINCIPAL CATEGORIES OF HARD-
COPY INFORMATION SOURCES? P.42

• Books and periodicals (e.g., magazines) 

• Reference Works

—Bibliographies 

—Indexes

—Encyclopedias

—Dictionaries

—Handbooks

—Almanacs

—Directories

—Abstracts

• Gray Literature Definitions 

https://books.google.com.sa/books?id=loD3DwAAQBAJ&printsec=frontcover&source=gbs_ge_summary_r&cad=0#v=onepage&q&f=false
https://catalogue.nla.gov.au/catalog/1546778
https://surpriseusbooks.com/childrens-encyclopedia/
https://www.houstonisd.org/domain/15814
https://www.amazon.com/World-Almanac-Book-Facts-2021/dp/151076139X?asin=B085CN7GGF&revisionId=c9730d33&format=1&depth=1
https://www.indiamart.com/proddetail/directory-book-printing-service-11099699788.html
https://awej.org/a-systematic-literature-review-on-the-integration-of-internet-memes-in-efl-esl-classrooms/
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Match

1. Bibliographies a. Materials that may not be available at any library or unpublished

2. Indexes b. Are alphabetically arranged lists of words, including definitions, etc.

3. Encyclopedia c. Are alphabetically arranged collection of articles

4. Dictionaries d. Are collections of summaries of books or articles

5. Handbooks e. Are books that provide updated information about companies, people, etc.

6. Almanacs f. Are books that offer facts about particular fields

7. Directories g. Are lists of books and articles by subject field.

8. Abstracts h. Are collections of factual and statistical data

9. Gray Literature I. Book and article bibliographies that collect the most current information in 
various fields not yet published in books. 

b

d
a

h

g

c

e

i

f

Summary 
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Previous Session 

• Thinking critically about research

• Primary Vs. secondary sources
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Chapter 3: The Research Process in 
Technical Communication

ENG 103

p. 31
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Learning Objectives

• Primary Vs. secondary sources
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2. EXPLORING PRIMARY 
SOURCES

Getting information directly from the source by conducting 
interviews, surveys and by observing people or events
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2.1. WHAT DO PRIMARY SOURCES INCLUDE?

1. Unsolicited 
Inquiries

a. Are controlled forms of observations designed to verify assumptions

2. Informational 
interviews

b. Are firsthand examinations of people, processes, places using only senses

3. Surveys c. A solicited and extended form of inquiry by spending time with someone 
and asking questions.

4. Observations d. Helps form impressions of the attitudes and perceptions of a large 
target group by studying a sample

5. Experiments e. Letters, phone calls, or email inquires to experts listed in Web pages to yield 
information that clarifies or adds to what you already have.

e

c

d

a

b

Strategies for Interviews & 
Surveys 
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2.2. STRATEGIES FOR INFORMATIONAL INTERVIEWS

• Know exactly what you’re looking for

• Request the interview at your respondent’s convenience

• Make each question clear, specific, and open-ended

• Avoid loaded questions

• Save the most difficult, complex, or sensitive questions for last

• Be polite and professional

• Ask for clarification if needed, but do not put words in the respondent’s mouth

• Ask for closing comments

• Ask for permission to follow up

• Invite the interviewee to read your version of the interview

• End on time and thank the interviewee

• As soon as possible, transcribe your notes or recordings



Restricted - مقيد 

2.3. STRATEGIES FOR SURVEYS

• Define the survey’s purpose and target population

• Identify the sample group

• Define the survey method

• Decide on the types of questions

• Develop an engaging and informative introduction

• Phrase questions precisely

• Avoid loaded questions

• Make the survey brief, simple, and inviting

• Have an expert review your questionnaire whenever possible
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Previous Session

• Chapter 3: The Research Process in Technical Communication



Chapter 4: Providing 
Audiences with 

Usable Information

Module 3



Learning Objectives

• Analyze the Document’s Audience: page 52

• Determine the Document’s Purpose: page 57

• Create a Task Analysis for the Document: page 63

• Consider Other Related Usability Factors: page 64

• Develop an Information Plan for the Document: page 66

• Write, Test, and Revise the Document: page 68



You want to design a brochure about the Saudi 
National Day, what questions you need to answer 
before creating the brochure? 

- Who? (audience)

- Why? (purpose)

- Where? (setting)

- Might the document be misunderstood? (potential problems)

- How much information? (length)

- How does it look? (format)

- When? (timing)

- How much money? (budget)

How to prepare a usable document



What are the 6 steps to prepare a usable 
document?

1. Analyze the document's audience

2. Determine the document's purpose

3. Create a task analysis for the document

4. Consider the setting, potential problems, length, format, timing 
and budget

5. Develop an information plan for the document

6. Write, test and review the document



STEP 1:
Analyze the Document’s 

Audience: page 52



What are the two types of audiences?

• Strategies: P. 57

Types of audience definitions

1. Primary 
audience

a. People outside the immediate circle of people who 
will be needing the information directly (e.g., lawyers)

2. Secondary 
audience

b. The immediate audience (e.g., managers)
a

b

Remember to



Remember to

Determine the relationship with 
audience (e.g., type, formality, 
personality, etc.)

Audience's technical information 
(i.e., language, content, 
organization, illustrations, design)

Audience's cultural background 
(avoid cultural misunderstanding)

Example



Determine the relationship with 
audience (e.g., type, formality, 
personality, etc.)

Audience's technical information 
(i.e., language, content, 
organization, illustrations, design)

Audience's cultural background 
(avoid cultural misunderstanding)

Design instructions on 
how to use PPTs

STEP 2



STEP 2:
Determine the 

Document's Purpose: 
Page 57



What are the 2 main purposes of technical 
communication?

1. Primary purposes: (to instruct, inform, or persuade)

2. Secondary purpose

• FOR EXAMPLE:

The purpose of my document is to inform my readers about the new 
antivirus software, as well as to in instruct them on how to install the 
software.

Primary purpose

secondary purpose
STEP 3



STEP 3:
Create a Task Analysis 

for the Document:
page 63aly



How to create a task 
analysis of your 
document?

• You need to think through 
the step-by-step nature of 
your document before you 
write it by creating a task 
analysis.

• Define main tasks then 
subtasks

STEP 4



STEP 4:
Consider Other Related 
Usability Factors: page 

64



What are other 
related 
usability factors 
that you should 
consider?

• Setting (Determine where your document 
will be used)

• Potential problems (Anticipate what might 
go wrong)

• Length (How much information is enough?)

• Format (Determine the design & visual aids; 
e.g., letter, memo, report)

• Timing (Consider due dates and timing)

• Budget (Consider financial issues; how much 
can you spend on printing?)

STEP 5



STEP 5:
Develop an Information 
Plan for the Document: 

page 66
De



What is an information 
plan?

• Information plan is an outline based on all the 
previous considerations in this chapter.

• It includes information about the audience, user 
tasks, setting, potential problems, length, format, 
timing and budget.

STEP 6



STEP 6:
Write, Test, and Revise 
the Document: page 68

De



WRITE, TEST, 
AND REVISE

Content

Organization

Style

Layout and visuals

Ethical, legal, and cultural considerations

Summary





ENG 103: Technical Writing

Prepared by: Dr. Raja Altukruni







Chapter 
4: Providing 
Audiences with 
Usable 
Information

• The 6 steps that you should consider before 
writing a technical document



Chapter 5: Recognizing Ethical 
Issues in Technical Communication

ENG 103



Learning Objectives

• Ethics, Technology, and Communication: page 73

• Types of Ethical Choices: page 73

• How Workplace Pressures Influence Ethical Values: page 75

• Recognizing and Avoiding Ethical Abuses: page 78



1. Ethics, Technology, 
and Communication: 
page 73



WHAT DOES ETHICS MEAN?

• Are the following statements True or False?

1. Ethical questions often revolve around technology.

2. Ethical decisions are always black and white. 

3. Ethical stance requires a personal decision.

4. Your ethical decisions do not affect the users of your 

product, your company, your society, and your job. 

Types of Ethical 
Choices



2. Types of Ethical 
Choices: page 73



WHAT ARE THE 3 TYPES OF ETHICAL CHOICES?

Types of ethical choices Definitions

1. Medical technologies a. Such as pesticides or smokestack output, 
raise serious questions about the long-term 
health of the planet

2. Banking & retail operations b. Such as genetic testing, raise questions about 
personal privacy & medical insurance

3. Environmental pollutants c. Which increasingly collect personal 
information on consumers, raise concerns 
about how this information is used & who has 
access to it

b

c

a

Why does ethics matter?



HOWEVER, WHY DOES ETHICS MATTER?

• Unethical decisions can harm a company's 
reputation as well as workers and customers.

• For example:

When an instruction manual is written & vital 
safety information is purposely omitted to save 
on the cost of printing, people can be injured.

Example



Hoverboard (Video)

• Hoverboards can be a lot of fun, but they can be dangerous

• Most hoverboards run on batteries— these batteries have flammable liquid that may explode if 
they overheat.

Examples of 
ethical abuses



3. Recognizing and 
Avoiding Ethical 
Abuses: page 78



WHAT ARE 
EXAMPLES OF 
UNETHICAL 
COMMUNICATION 
IN THE 
WORKPLACE?

Plagiarizing the work of others

Falsifying or fabricating information

Suppressing or downplaying information

Exaggerating claims

Using visual images that conceal the truth

Stealing or divulging proprietary information

Misusing electronic information

Exploiting cultural differences

How to avoid ethical 
abuses



WHAT ARE SOME STRATEGIES FOR AVOIDING 
ETHICAL ABUSES?

1. Always cite your sources if the information or data is not your own

2. Give the audience everything it needs to know

3. Give people a clear understanding of what the information means

4. Never manipulate information or data in your writing or in your visuals

5. Use common sense and/or follow your company’s confidentiality 
guidelines

6. Do not exploit cultural inequalities or manipulate international readers

7. Constantly ask yourself, “Would I stand behind what I have created if I were 
held publicly accountable for it?”

Summary 
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Chapter 
5: Recognizing 
Ethical Issues in 
Technical 
Communication

• Ethics, technology, and 
communication

• Types of ethical choices

• Recognizing and avoiding ethical 
abuses



Chapter 6: Structuring 
Information for Your Readers



Learning Objectives

1. Using an understandable structure

2. Creating a formal outline

3. Chunking 

4. Determining the best sequence

5. Shaping paragraph

6. Creating clear headings & overviews



1. THE IMPORTANCE OF AN 
UNDERSTANDABLE STRUCTURE: PAGE 
83



Why is structure important? What are the two 
types of structure? 

• Structure (organize) your information in a way that readers can easily grasp 
(understand)

1. Standard structure: introduction, body and conclusion (e.g., reports, 
proposals, letters, emails)

Standard structure Definitions

1. Introduction a. Explains and supports the writer's viewpoint, achieving unity & 
coherence

2. Body b. It reemphasize key points, take a position, predict an outcome, offer a 
solution, or suggest further study.

3. Conclusion c. Attracts the readers' attention, announces the writer's viewpoint and 
previews what will follow

c

a

2. Non-standard structure: uses columns, colors & images, but well-organized. 
(brochure, manuals, etc.)

b

Activity



Activity
• Have the following technical documents 

used a standard or non-standard structure? 
Explain your choice.



Page 84

Standard Structure



Page 85

Non-standard 
Structure

Outlining



2. OUTLINING: PAGE 86



What is an outlining? Why is outlining 
essential?

• Before writing the document, create an 
introduction-body-conclusion outline to guide the 
reader from point to point.

• Decide in advance how you will divide each of 
these parts into subtopics.

• A formal outline typically undergoes changes as 
you write (T/F).

Types of 
Outlining



Page 87

1. Alphanumeric Notation
•Roman numeral indicate the three main 
sections.​

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

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

•Third level is indented three spaces and 
preceded by lowercase letters.​

Cont.



Page 88

2. Decimal Notation​
•Arabic numerals are used.​

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

Example



Outlining 

I. INTRODUCTION 
A. Define COVID-19
B. History

II. BODY 
A. Symptoms 

1. On adults 
2. On children 

B. The effect of COVID-19 
A. Daily life 
B. Business
C. Education 

III. CONCLUSION
A. Protection

1. Washing your hands 
2. Wearing masks 
3. Vaccination

1. Types of vaccinations

1. INTRODUCTION 

1.1. Define COVID-19 

1.2. History 

2. BODY 

3. CONCLUSION 

3.1. Protection 

3.1.1. Washing your hands 

3.1.2. Wearing Masks 

3.1.3. Vaccination 

3.1.3.1. Types of 
Vaccination

Chunking



3. CHUNKING: PAGE 89



What is chunking? Why is it important? What 
are the types of chunking? 

• Chunking: 
• It breaks information down into smaller units.

• It helps reader to see which information belong together and how various pieces are 
connected.

• Information is handled differently on the web than on the printed page 
(T/F).

Definitions

1. Chunking on Web 
sites

a. readers expect information in very short chunks because they don't 
like reading long texts on a computer screen.

2. Chunking on a printed 
page

b. readers expect longer passages, because the printed page is easier on 
the eyesb

a

Sequencing



4. SEQUENCING: PAGE 89



What is sequencing? What are the types of 
sequencing? 

• Sequencing show readers the logical progression of information.

• The specific information sequence will depend on the type of the document.

Types of sequence Purpose

1. Spatial sequence a. In what order have things happened/should things happen?

- Follows an actual sequence of events and uses photos or drawings.

2. Chronological 
sequence

b. What caused/will cause something to happen?

- describes an incident then trace its causes.

3. Problem-solving 
sequence

C. What are the parts and how do they fit together.

- Is used to describe physical object or mechanism.

4. Cause & effect 
sequence

d. What was/is the problem or goal and how was it/can it be fixed or 
achieved?

- Includes description of a problem – diagnosis – solution.

c

a

d

b
Activity



Activity
• What are the sequences of the following 

technical document?



Chronological 
Sequence

Cont.



Problem-solving 
Sequence

Cont.



Spatial
Sequence

Cont.



Cause& Effect 
Sequence

Paragraphing



5. PARAGRAPHING: PAGE 92



What is paragraphing? What are the things you 
need to consider when writing a paragraph?

• Paragraphing is the process of shaping information within paragraphs.

• Pay attention to the following: 

Purpose

1. Topic sentence a. Each sentence in the body should expand on the topic sentence.

2.Paragraph 
unity(connected/re
lated)

b. Opening sentence represents the main idea.

3. Paragraph 
coherence 
(organization)

c. All sentences form a connected line of thought, leading from the topic 
sentence to the conclusion. It can be damaged by:

1) sentence in the wrong order

2) insufficient transitions and connectors for linking related ideas

3) lack of conclusion

b

a

c

Headings



6. CLARIFYING HEADINGS: PAGE 95



What are headings? 

• Headings are a way to break up 
long passages.

• Make sure to use clear headings.

• Not all documents need headings 
(e.g., memo).

Page 96

Overview



7. PROVIDING AN OVERVIEW: PAGE 
98



What is an overview? What is its purpose?

• It is a general, brief summary.

• It aims to answer questions 
like:

1. What is the purpose of this 
document?

2. Why should I read it?

3. What information can I 
expect to find here?

Page 99

Summary
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Chapter 6: 
Structuring 
Information for 
Your Readers  

• Using an understandable structure 
(design)

• Creating a formal outline

• Determining the best sequence



Chapter 7: Writing with a 
Readable Style
Part 1



Learning Objectives

• The Importance of a Readable Style (clear style): page 103

• Writing Clearly: page 104

• Writing Concisely (briefly): page 109

• Writing Fluently(written with ease): page 111

• Writing Personably (friendly): page 114



What is the difference between structure & 
style?, p.103

1. Structure a. Has to do with the readability at the sentence word 
level

2. Style b. Has to do with the reader’s ability to understand the 
document as a whole

b

a

Elements of a Good 
Writing Style



What are the elements of a good writing style?, p. 
104

Style is a blend of these elements:

• The way in which you construct (build) each sentence

• The length of your sentences

• The way in which you connect sentences

• The words and phrases you choose

• The tone (style) you convey

✓ Style also requires correct grammar, usage, mechanics and spelling 

(Chapter 1)



WRITING CLEARLY, P. 104

What are 7 things you need to 
avoid to write clearly? 



1. Avoid ambiguous (unclear) pronoun references

For example:

• Jack dislikes his assistant because he is competitive. 

• Because his assistant is competitive, Jack dislikes him. 

Ambiguous 
Modifier 



2. Avoid ambiguous modifiers (e.g., only, just, 
almost, never)

For example:

• Only press the red button in an emergency. 

• Press only the red button in an emergency.

• Press the red button in an emergency only.

Passive Voice



3. Avoid passive voice

For example:

• It was done by me. (Passive)

• Your report was lost by Felix  (Passive)

I did it. (Active)

Felix lost your report. (Active)

But…



Appropriate use of passive voice

For example:

• The data were analyzed, and the findings were discussed. 

• We analyzed the data and discussed the findings.

• You have not paid your bill.

• Your bill has not been paid. 
(Active)

(Passive)

(Passive)

(Active)

Nominalization



4. Avoid nominalizations (nouns)

For example: 

• My recommendation is for a larger budget. 

• I recommend a larger budget.

• The managing of this project is up to me. 

• I manage this project.

Stacked Modifying 
Nouns



5. Avoid stacked modifying nouns (Too many 
nouns in a row)

For example: 

• Be sure to leave enough time for today’s training session participants 
evaluation. 

• Be sure to leave enough time for participants to evaluate today’s training 
session.

Unnecessary 
Jargon 



6. Avoid unnecessary jargon (special words and 

phrases that are used by particular groups of people)

For example:

• I am an ESL specialist. 

• I am a specialist in teaching English as a second language. 

• EFL/ ESL/ Multilingual/ Scaffolding

• Give examples from your field!

Writing 
Concisely 



WRITING CONCISELY, P. 109

Why is writing concisely important? 
What are things you need to avoid 
to write concisely?



1. Avoid Wordiness (long unnecessary words)

Wordiness has multiple causes; for example:

Practice



Practice

1. The number of death caused by COVID-19 has increased at a rapid 
rate rapidly.

2. He failed the exam due to the fact that because he did not study. 

Eliminate 
Redundancy 



2. Eliminate redundancy and repetition 

For example:

Write Fluently



WRITING FLUENTLY (EASY TO READ), P. 
111

What are strategies to write 
fluently? 



1. Combining related ideas

Which paragraph sounds better? Why?

A SERIES OF SHORT, CHOBBY SENTENCES  WILL NOT ONLY LOSE INTEREST BUT WILL 
ALSO FAIL TO SEE HOW IDEAS ARE RELATED

Exercise



Parallel 
Structure



2. Using parallel (similar grammatical) 
structure

For example:

Friendly Tone



WRITING PERSONABLY (FRIENDLY TONE), P. 114

What are strategies for writing 
responsibly?



1. Adjusting your tone (writing style)

• Your tone is your personal stamp (e.g., formal/informal tone, use “I” 
and “we”, use the active voice, etc.) p. 114



Sexist



2. Avoid sexist and biased language (based on sex 
or gender, especially against women and girls)

Cont.



Exercise



Summary
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Chapter 7: Writing 
with a Readable 
Style

• Writing Clearly

• Writing Concisely (briefly)

• Writing Fluently(written with ease)

• Writing Personably (friendly)



Chapter 11: Memos & Letters



Learning Objectives

• Memos’ parts, formats, tone & types

• Letters’ parts, formats, tone & types



• Memos 

• Letters 

• Emails, Ch. 19 (On Tuesday)

What are the three common types of written 
communication in the workplace? 



1. Memos
“Memorandum” = 

“Reminder”
, p. 187



• What is a memo? Why is it important in workplace? Have emails entirely taken the place 
of paper memos?

➢Memos give directives, provide instructions, and make request.

➢Memos are easy to post (announce, publish) in a workstation or an office. 

• What are the differences between memos and emails?

- Turned into PDF files; attached to emails
- Leaves a paper trial (printed 

communication)
- Formal

- Can function like a memo
- Leaves a digital trial (Electronic 

communication)
- Less formal 

Memo Basic, p.187

Memos Emails

*If people will print your communication, use a memo rather than an email.
Memos parts



Memos Parts & Format, p. 189

Analyze the memo on page 189. 
What are the main parts in a memo? 



Page 
189

No saluation

Memos 
Approaches



Cont. 

• Should you take a direct or indirect approach in your memo? What is the difference 
between direct & indirect approach?

It depends on the sensitivity of the memo’s subject matter.

• Do readers prefer the direct or indirect approach? Why?
Direct approach because they want to know the bottom line without being told in advance 
how to feel about it.

APPROACHES

1. Direct approach a. Lays out the details of the case over several sentences before 
delivering the bottom line later in the paragraph

2. Indirect approach b. (right to the topic) Begins with the “bottom line” in the first 
sentence and then presents the details or analysis that support 
your case. 

b

a

Activity



What is the approach used in the following 
memo? p. 190

Cont.



Cont.
p. 191

Memos 
Types



Types of Memos, p. 191

• What are the three types of memos?
Transmittal 
memo

Summary or 
Follow up 
memo

Informational 
memo

1. Provides a written record of a meeting or conversation or a topic that was 
not resolved
- Insure that each recipient has the same understanding of what was decided.

2. Accompanies a package of material such as report, manuscript
-Purpose: signal the information is being sent (providing a paper trail) + 
introduce the material
- As simple as a sentence or a paragraph with a bulleted list describing the 
package

3. Contains announcement or updates (e.g., upcoming awards ceremony on 
Friday).
- Sent by an email because it is quick and inexpensive  or traditional paper 
version

Activity



Transmittal 
Memo

What is the 
type of the 
memo? 

Cont.



Summary or 
follow up memo

What is the 
type of the 
memo? 

Cont.



Informational 
memo

What is the 
type of the 
memo? 

Letters



2. Workplace
Letters, p. 195



Letter Basics, p. 195

• What does workplace letter convey? Why is it important?

➢Workplace letters convey a formal, professional impression. 

➢They serve as an official notice or record. 

➢Letters often serve as legal documents, and so precision is crucial.

Letters parts



• What are the parts of a letter?

1. Sender’s address
2. Date
3. Inside address
4. Salutation 
5. Body text
6. Complimentary closing
7. Signature

Parts of a Letter, p. 195 

Letters 
formats



Letter Formats, p. 198 

• What are the two standard formats of letters?

Formats

1. Block format a.  All parts of the letter are flush to the left margin.

2. Modified block format b.  All parts of the letter are flush to the left margin except the 
date, return address, complimentary closing, and signature 
lines, which align at page center.

Examples



Blocked format

Cont.



Modified 
Block Format

Letters Types



Types of Letters, p. 204

• What are the four types of letters?

Inquiry 
Letters

Claim
(complaint)
 Letters

Sales
 Letters

Adjustment
 Letters

• Request adjustment for defective goods or poor service
➢ Routine claims (direct approach)
➢ Arguable claim (indirect approach)

• Persuade a customer to buy a product or try a service

• Written to respond to a claim letter from a customer

• Ask questions and request a reply
➢ Solicited (response to an advertisement or announcement) 
➢ Unsolicited (spontaneously written to request information 

for your job)

Examples



Inquiry Letter, p. 
205

Cont.



Claim Letter, 
p. 207

Cont.



Sales letter, p. 210

Cont.



Adjustment 
Letter, p. 212 

Assignment 1
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Chapter 11: 
Memos & Letters

• Memos’ parts, formats, tone & types

• Letters’ parts, formats, tone & types



Chapter 19: Emails & Text 
Messages, p. 364



Learning Objectives

• Emails and Text Messages

• Strategies for emails

• Strategies for text messages



Emails, p. 365



What is the most common form of workplace 
communication? Why?

Purposes



Email Purposes

• What are the purposes of sending/writing emails?

Audience



Audience of Emails, p.366

• Do you have control over the final audience? Why?

Email 
Format



Components and Organization of Email, 
p.367

• What are the components and organization of email?

A standard email resembles a combination of a paper memo and a letter. 

Components & Organization



Begins with a heading 
guide with “To,” “From,” 
“Date” & “Subject”

Style of Email 
Workplace 



Style and Netiquette of Workplace Email, p. 
367

• Describe the style of workplace email.

1. Workplace email should use proper spelling, grammar, and punctuation 

2. Should avoid words or phrases with all capital letters 

3. Should avoid text-message style abbreviations (LoL) and emoticons  (☺)

4. Adopt a professional, respectful tone and express complete thoughts

Netiquette



Cont. 

• What dose “netiquette” mean?

It means “Internet etiquette,” which encompasses not only email tone, but also the 
physical ways in which people respond to and forward email messages.

 

Shows an email that violates style and netiquette rules, p.369



Identify style 
problems in 
this email

Strategies



• Consider your audience

• Consider your purpose

• Consider confidentiality

• Assume that your email is permanent and readable by 
anyone at any time

• Write a clear subject line

• Use appropriate formatting

• Keep it short

• Avoid informal language, emoticons, and abbreviations 
sparingly

• End with a signature block

• Proofread before sending

• Observe netiquette

What are strategies for writing an effective email?

Text Messages 



Text Messages, p. 371



• What is a faster medium than email? Why?

➢A faster medium than email, text messages (often called "texts" 
for short)

➢Allow you to communicate quickly using a cell phone/ smart 
phone 

• What is a similar medium to text messages? Why?

➢Similar to text messages, instant messages (iMs, also called 
"chats" or "chatting")

➢Allow for text-based conversations in real time

Introduction

Strategies



Audience and Purpose of Workplace Text 
Messages, p.371

• What are some strategies for sending text messages?

• Consider your audience and purpose

• Stick to the topic at hand

• Keep text messages very short

• Stay connected if you are in the middle of a 
communication

• Know when to end the conversation

• Observe the applicable rules of netiquette

Compare 
Auidence






