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PREFACE

Preface

actually use. Part of the Mastering the Art of series, this book equips students and profe
skills needed to write with clarity, credibility, and usability.

Readers will learn what technical writing truly is, what technical writers do, and™W [ on is
not optional in modern organizations. With a strong emphasis on audience analysi : : ge, thls book
“sound
right.” They perform.

Inside, readers will master the core mechanics of effe& luding plain language,
logical structure, professional formatting, consistent style, book also addresses
collaborative workflows, strategies for working with tea aintaining documentation
over time.

This book is also a complete toolkit for the docu .
cover letters, reports proposals user manu s, while also addressing research and citation

hniques for web writing, accessibility, inclusive

Mastering the Art of Technical Wri ) ild confidence, earn trust, and create documentation that
users can quickly navigate,
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GLOSSARY
GLOSSARY OF TECHNICAL

WRITING TERMS

Abstract - A concise overview of a document’s content.

Accessibility - The degree to which content can be used by individuals with varying*a
Active Voice - A sentence structure where the subject carries out the act

Appendix - Additional material provided at the end of a dggument.
Audience - The group for whom the document is intend§
Bias-Free Language - Language that avoids discriminatory or
Body - The main portion of a document containing core i
Bullet Points - Symbols used to organize listed items.
Caption - Descriptive text accompanying an i

Chart - A graphical display of data or relati@n

eviewing content for grammar, spelling, and usage.
Data - Co g factual information used for reference or analysis.
Deliverable - pleted item provided as part of a project.
Documentation - Written records that support or explain a system or process.
Draft - An early version of a written work.

Editing - Modifying content for accuracy, clarity, and structure.

Flowchart - A diagram showing a process or sequence of steps.
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CHAPTER 1

INTRODUCTION TO TECHNICAL WRITING

What is Technical Writing?
Technical writing is the process of creating clear, concise, and structured documentation g
information in an accessible manner. It is used in various fields, including engineering, compd
and business, to explain processes, provide instructions, and support decision- makmg Most 0
is used in the professional world as forms of communication by institutions, organiza

As such, technical wiring is not interpretative, argumentative, opiniong
dramatic, or perhaps most important, technical writing 4 ot subjec
writing is not, here are some important traits and chara
Technical writing:

tioned what technlcal
at technical writing is.

» Transfers information. It is practical, organizatio gFect, and precise. It is not
abstract nor is it biased.

* Has a professional, consistent appe ment has¥an appropriate style, format, design,
and a distinct look that must be orde eadable. Documents must be grammatically
correct with consistent format and : ent looks is just as important as what it says.

intent might be to solve pro yroduce actions or reactions, justify procedures, or provide
direction. It seeks to \ i anizations, and businesses to do something productive in

he advice and directions given.

2, concise, clear, and objective. The information conveyed in a technical writing project should be
ithout being confusing.

» Helps ensufte consistency. If clearly and appropriately prepared and presented, a follower of the directions
and processes described in a document should be able to reach the same result as any other individual, or
group of individuals, who follows the same set of instructions.

Technical writing differs from other forms of writing in its focus on precision, clarity, and usability. Unlike creative
writing, which aims to evoke emotions, or academic writing, which emphasizes critical analysis and thesis driven

Foundations of Technical Writing 3




CHAPTER 4

CLARITY AND CONCISENESS

Introduction
Achieving clarity and conciseness in technical writing is absolutely essential for effective co
documents should be precise, easy to understand, and free from unnecessary complexity.
information is readily comprehensible, while conciseness eliminates redundant details withot
or meaning. Clarity should be reflected in not only the written components of a doe
and format of the document as well. Writers must strike a balance between thorotg
ensure accessibility to a larger, diverse audience.

One of the most common challenges in technical writing is ensuring t and succinct.
Ambiguous statements, excessive jargon, confusing design/formattinge ' ntence structures can
hinder comprehension. To overcome these challenges, wr should fo iCi anization, and precision

in their writing.

Furthermore, technical writing should always prioritize th
may contain industry-specific terminology, while a docume

BRANIOCument intended for experts
s should use plain language. Identifying

Clarity in writing is enhanced through logical or ed formatting, and well-defined terminology. By
employing techniques such as active voice,preci d streamlined sentence structures, writers can

Conciseness involves eliminati , spayoiding redundant expressions, and presenting information
in a structured and direct 5, tables, and graphical representations can help condense
complex mformatlon Wj IVriters should also avoid over-explaining concepts that the

gJon and Ambiguity

in technical writing requires avoiding unnecessary jargon and ambiguity. Jargon consists of
erms that, while useful for experts, can create confusion for general readers. The readers of the
o for a reason. They are seeking direct, specific information and direction. It is your job as a
e them what they are looking for in a clear, concise manner.

document are @
technical writer t0\g

Ambiguous statements, on the other hand, have the potential to open the proverbial floodgates for multiple
interpretations, increasing the likelihood of miscommunication. Both jargon and ambiguity should be minimized to
create effective and efficient technical documents.

Core Elements of Technical Documents 19




Sentence and Paragraph Structure
Well-structured sentences and paragraphs improve readability and comprehension. Effective technical writing
employs:

» Short, direct sentences that eliminate unnecessary complexity. Reduced complexity.

» Single main ideas per paragraph to maintain focus and prevent information overload.

* Logical flow between sentences and sections, using transition words such as “therefore,
“in contrast” to bridge multiple ideas in the same sentence.

» Consistent terminology to avoid confusion and reinforce key concepts.

* Professional tone and syntax to convey clarity, build credibility, and
professional settings.

Subject-Verb-Object Alignment
Subject-verb-object agreement is an important grammatic S in parts of the sentence
work together correctly and coherently. The subject is th ping the action and will
be a noun or a pronoun. The verb is the action or state of bei ile ¥ 9lect is thgdPerson or thing receiving

* A sentence needs a subject (who or w, being), and often an object (who or
what receives the action).

* The verb must match the
subjects take plural verbs.

r and person: singular subjects take singular verbs, plural

person cts (he, she, it, pronouns) usually at -s or -es to the verb

» The object does not affect verb agreement: it only receives the action (The cat chases the mouse.... “cat”
determines “chases”).

24 Core Elements of Technical Documents



Advantages of Collaborative Work
* More people, more knowledge, more experience, more skills
» Even distribution of work
» Effective time and project management
* Improved likelihood that errors will be caught
* Improved communication among team members
» Greater ability to tackle complex challenges
» Boosted innovation, better ideas, and increased productivity

Disadvantages of Collaborative Work
e Takes more time to schedule and convene team work sessions
¢ Increased time to reach a concensus
» Social loafing — Some do most, while others slack off
* Increased potential for conflicts and arguments
¢ Reduced motivation to work
* Diluted accountability
* Reduced individual recognition
« Potential for trust erosion
» Slower progress
* Reduced spontaneity

Key Components of Collaborative Work
Collaborative work, when well-managed and organized, is
in mind when considering collaborative work:

Here are some important tips to keep
«  Communication: Share ideas, commun

communicating, the entire team suffe
+ Provide unified direction. A Id receive the same instructions to ensure uniformity of work.
* Define roles: Individ ; fined to avoid confusion.

Sharing work: If : i gfteam, the team cannot achieve its goals.

+ Organizing, planning, strategizing: Always have a plan of action when approaching a team project or
collaborative work.

+ Respect/Consideration/Dedication: no lateness to meetings, not showing up, not doing what you said you
would do for project.

30 Core Elements of Technical Documents
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Handling Formal vs. Informal Communication

Different workplace scenarios require varying levels of formality. Guidelines for determining the appropriate tone
include:

* Formal Emails: Used for clients, executives, job applications, and official requests. Maintain professionalism
and structured formatting.

* Semi-Formal Emails: Appropriate for internal communication with colleagues and manag@s. Maintain
professionalism but allow for a friendly tone.

* Informal Emails: Used for casual internal team messages. While less structured, i should
still be upheld.

Below are two emails that are intended to accomplish the same goal. After reading b
under which each one might be sent. Under what circumstances might one or oth
these two emails similar? How are they different?

Ema.
Subject: Quick Meeting?

Hey John,

Hope you’re doing well! Just wanted to check t
chat about the project. Let me know what works

e if you sometime this week to

Thanks!
Alex

il #2

Project

g forward as originally planned.

se let me know your availability this week. | would be happy to adjust my calendar to
gnodate your busy schedule.

Thank you for your time and consideration.

Kind regards,
Alex

36 Document Types and Formats



Standard Memo Format

A standard memo follows a structured format designed for clear and efficient internal communication within an
organization. It typically begins with a header that identifies the recipient(s), sender, date, and subject line. This is
followed by an opening statement, which briefly and directly states the purpose of the memo.

The body of the memo is organized into four sections:
*  Purpose
e Summary
* Discussion
* Recommendation

The Purpose portion of a memo consists of one to two sentences that explain the reason for t
objective. The Summary section provides three to four sentences highlighting the

Memos follow specific formatting conventions to enhan‘adability
within sections and paragraphs, with double spacing between gections!

official form of internal institutional communication.
Memos are used for a variety of purposes, including policy §p@a ummaries, and procedural changes.

The following chart provides characteristics tha
specific intention of the document will dictate

Characteristic ne Letter/Email

Target Recipients External Groups/Individuals
Tone Formal and Structured
Format Introduction, Body, Closing
Length Longer
Salutation ) Yes

Quick Information Sharing Explain or Convince

One Subject Multiple Subjects

ion-Oriented Writing
EffectiV PS are clear and direct. Key writing strategies include:

htforward language. Avoid complex or unnecessary words.
: 't take fifty words to say what can be said in 20.
ic Provide only relevant details to prevent confusion.
* Maintain professionalism. Keep the tone formal and objective.
* Focus on action. Clearly state any required actions or next steps.

40 Document Types and Formats



CHAPTER 10

TECHNICAL REPORTS AND PROPOSALS

Introduction
Technical reports and proposals are essential documents in nearly all professional and techni
to communicate findings, recommend solutions, and propose projects or initiatives. A

Well-prepared and executed technical reports and proposals:
* Identify the need/problem that is to be addressed
» Justify a response to that need/problem
» Stress the urgency of action and the detriments of inaction
* Propose a credible, valid, and feasible plan of actign to addres;
* Provide support for the actions proposed
» Defend actions/solutions utilizing research/data/ experi
» Address all costs (resources, funds, time, energy, etc.

Along with the usual questions of what and how, technica osals must answer the crucial question
of why:

» Why do we need to take action?

» Why is this problem/issue important to a

When writing a technical report or prg
are significant, worthwhile, and will
of technical reports and proposal
statistics, data, professional state

that their solutions/strategies/plans of action
2ds in the most time and cost-efficient way possible. Writers
igsolutions/strategies with evidence and research, including
ormation, and previous reports, proposals, and plans.

: A brief overview of the report’s purpose, key findings, and recommendations.
d, objectives, and scope of the report.

Discussion: Presents data, results, and insights, supported by evidence such as charts and tables.
o C and Recommendations: Summarizes key takeaways and suggests actions based on findings.
es and Appendices: Cites sources and includes supplementary materials.

A well-crafted proposal is persuasive and demonstrates the feasibility of a project or solution. It should include:
* Problem Definition: Clearly outline the issue that needs to be addressed.
* Proposed Solution: Describe the approach, strategies, and expected outcomes.
* Justification: Provide evidence and rationale for why the proposal should be accepted.
* Timeline and Budget: Offer a realistic timeline and cost estimation for implementation.
* Conclusion and Call to Action: Reinforce the benefits and encourage approval or action.

Document Types and Formats 61



Key Principles of Effective Step-by-Step Instructions

Example of Step-by-Step Instructions
How to Replace an Ink Cartridge on a Printer

Testing and Refining Instructions

To ensure usability:

* Conduct usability testing: Have
process.

Clarity and Simplicity: Use clear, direct language and avoid technical jargon when unnecessary.

Provide context for each step: Explain why the action is necessary.

Logical Order: Arrange steps in a sequential manner, ensuring a logical progression from start to finish.
Use numbered lists to indicate sequences that must be followed in order.

Action-Oriented Language and Tone: Begin each step with an imperative verb to indicate what the user
must do.

Conciseness: Keep each step brief while ensuring it conveys all necessary details.
Consistency: Use uniform formatting and terminology throughout the document.

Turn off and unplug the printer.

Open the printer cover.

Locate the ink cartridge compartment.
Press the ink cartridge release lever to free the cartridge.
Remove the empty cartridge from the printer.

Carefully unpack the new cartridge. ‘
Remove any plastic or adhesive strips intended to pro

Close the printer cover
Plug the printer in and turn the printer back on.

* Revise unclear steps: | , teps that users find confusing.

Keep instructions : [ as needed when product features change.

Ensure sufficient white space to improve readability and reduce clutter.
Maintain consistency in font size, style, and spacing throughout the document.
Use simple language and avoid unnecessary jargon.

70
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CHAPTER 12

CREATING ENGAGING PRESENTATIONS

Writing for Oral and Visual Communication
A visual presentation uses images, graphics, and other aids to communicate information effecii
ideas easier to process, understand and remember.

A visual presentation does not bombard the audience with information. Instead, t
to guide attendees through a process. Instead of full sentences, visual presentatlo
and powerful headllnes to keep things crlsp The visuals and provided text are

Great visual presentations create emotional connection tween th audeince. They evoke
excitement, trust, urgency, or curiosity. Through the right mix ics, they create a mood

Visual presentations are designed to engage the audience, ges, and enhance information retention.
A visual presentation is not just a collection of slldes It tells
using wsuals to relnforce key pomts Whether 4 pitch, or a training presentation, the

an just throwing information at them.

and make information more accessi ix of diagrams, icons, charts, and illustrations can transform
how information is received. Every esigned presentation serves a clear purpose. It either clarifies,
emphasizes, or persuades.

» Memorability: Visuals help audiences remember information better than text-heavy presentations.

* Persuasiveness: Well-designed visuals can make a presentation more persuasive and impactful.

Document Types and Formats 77
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» |EEE (Institute of Electrical and Electronics Engineers): Standard in engineering and technical fields, using
bracketed numbered citations (e.g., [1]).

* Chicago Manual of Style: Utilized in history, business, and some technical reports, offering two systems:
author-date and footnote-bibliography.

Technical writers must adhere to the citation format specified by their organization, publisher, or industry standards.

Avoiding Plagiarism and Proper Attribution
Plagiarism is the act of using someone else's work, ideas, or words without proper attributi
completely understood, plagiarism can lead to serious ethical, academic, and legal consequ

important details in mind:

» Always cite original authors when using their ideas, theories, or da

» Paraphrase properly by rewriting ideas in your ow
citing might not be required, but it is recommend
a single source or author.

strate meaning. In this case,
an be uniquely attributed to

* Keep detailed records of all sources ¢
» Utilize plagiarism detection too i igi inalizing a document.

» |f there is concern about w itgy it is best to cite the source to help ensure that you are not
plagiarizing.

Example of AR/
In-text ci

y- Smith, John. Introduction to Data Analysis. Academic Press, 2020.

Citation
In-text citatio
Reference list e 1] J. Smith, Introduction to Data Analysis. Academic Press, 2020.
Example of Chicago Citation (Author-Date System)

In-text citation: (Smith 2020, 35)

Bibliography entry: Smith, John. 2020. Introduction to Data Analysis. Academic Press.
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CHAPTER 15

INTEGRATING DATA AND EVIDENCE

Introduction
Incorporating and integrating data and evidence into documents is extremely important, especi
to technical writing. There are many reasons why integrating such data into your tech
important, with some of them being:

* Astechnical writing relies on accuracy and precision, including data and eVt€ )
document will help ensure that the information presented is verifiable, 3 himpertant, factual.
* Incorporating data and evidence helps to reduce uncertainty, arg

» Data and evidence are important elements in t jcal docu the argument, should
it be made, that conclusions reached in the documen sources and materials
as opposed to opinions.

* In instances where scientific experi roviding data and evidence helps to
validate the results of the experiments. O f reliable scientific experimentation is that the
results obtained from such exg hrough repeated iterations of the processes

easily validated.

Presenting Data Clear
Having discussed the i :
¢ 2Senting this information in an accurate, clear, and honest manner.

and evidence includes using data to support claims rather than manipulate

-picking data. Include information that supports different perspectives of the issue.
* Provide full context of findings. Providing full context helps ensure transparency.
» Explain anomalies. It is good practice to explain, not omit, discrepancies.
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Using Tables, Charts, and Graphs Effectively
Using visuals effectively enhances user comprehension and prevents misinterpretation of information. Visual aids
enhance technical writing by making complex data more digestible and understandable. Writers should:
* Choose the right format
» Bar charts are good options for comparisons
e Line graphs are commonly used to visually represented trends
» Pie charts are useful to clearly relate proportions
» Label all elements clearly, including axes, units of measurement, and data sources.
* Ensure graphs and tables are self-explanatory, providing context and interpretation.
» Avoid distortion of data by using proper scale and proportions.
» Clearly delineate title and purpose of graph/table.

Sample bar graphs and line graphs:

Suffolk County, NY Median Home Price (20

800000 A

700000 H

600000 -

500000 -

400000 -

Price (USD)

300000 H

200000 H

100000 -

0 -

Median Home Price (2021-2025)

100000 A

0

2021 2022 2023 2024 2025
Year
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CHAPTER 16

USING TECHNICAL WRITING TOOLS

Introduction
Technical writers rely on a variety of tools to create, edit, and publish high-quality docu
enhance productivity, ensure consistency, and facilitate collaboration among teams. Selectin
depends on the complexity of the documentation, the target audience, purpose of writing, a
requirements. Three common toolset types are:

¢ Documentation Software and Platforms
* Graphics and Visual Aids
e Version Control and Collaboration

Documentation Software and Platforms ’
Selecting the right documentation platform is crucial for efficie

,and u
to

ity in technical writing.
ex, structured content

. i _ ide [ tting options, document tracking, and

* Adobe FrameMaker -
authoring, XML-bas
consistency and d

ocumentation projects, FrameMaker supports structured
ent handling. It is widely used in technical industries where

g software documentation directly from source code comments.
amming languages and automatically creates structured references and diagrams.

t generates various types of documentation, including user manuals, help files,
YG (What You See Is What You Get) editor for simplified content creation.

ew of the products mentioned have costs associated with them. It is also important to note that

S ook are not endorsing any of the products mentioned within its pages, nor are they recommending
any one p over another. The are simply providing examples of the wide array of options that might be
available to Y ach platform has distinct advantages and disadvantages depending on the requirements of

the technical d@ entation project, such as structured authoring, multi-user collaboration, automation, and
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Top Circulating Genres (Last 12 Months) — Example Data

Mystery / Thriller

Romance

AWARN
A CA

General Fiction

Biography / Memoir

Sci-Fi / Fantasy

Children's Picture Books

Young Adult

History

Self-Help

Graphic Novels

o 1000 2000 3000 4000 5000 6000 7000 8000
Checkouts (Example Data)

Sample bar chart. [cons/syi

Key Tools for Creating Graphics and Visual Aids .
Adobe lllustrator and Photoshop - Industry-standard
and image editing.

high-q vector graphics, icons,

» Snagit- A user-friendly tool for capturing, editing,
documentation.

eenshots, commonly used for software
* Lucidchart and Microsoft Visio — Pl ing flowcharts, network diagrams, and system

architectures.
» Canva - An intuitive, drag-andéaie ingi hics, presentations, and simple visual content.

GIMP - A free, open-sour oshop, useful for image editing and enhancement.

When appropriate, select a color pallet to be used throughout the document or project.

» Label visuals appropriately — Every figure, chart, or diagram should include a detailed caption and text
references as appropriate.

* Optimize file size - Large image files can slow down document loading times, especially in web-based
documentation. Image files that are too small can result in grainy figures might be difficult to read or view.
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CHAPTER 18

UTILIZING ARTIFICIAL INTELLIGENCE IN
TECHNICAL WRITING

Introduction
Artificial Intelligence (Al) is increasingly used in technical writing to improve efficiency, consistency,
While Al tools can be highly effective for drafting, editing, and organizing documentation, h
necessary for accuracy, context, and clarity.

What is Artificial Intelligence?
To put it plainly, Artificial Intelligence is about creating machines that can mimic huma i Al is a broad
field, encompassing everything from systems that recognize patterns in g 3 4S0p, learn, and

a foreign language, identifying objects in an image, noticigg purchasin
Al strives to replicate tasks that have traditionally requir&man inte

the outputs generated for accuracy
and relevance to the intended audience.

Best Practices for Using Al Chec
. Preparation

Identify target audience.

Identify the purpose

quests into manageable sections or tasks.
ample text or templates as models when useful.

<

Generate content in small sections for easier review.
Request multiple versions or phrasing if needed.
Include instructions for visuals, tables, or diagrams if required.
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Quality:
Striving for excellence in writing, ensuring clarity, conciseness, and accuracy is important with any writing project,
including technical documents.

Specific Ethical Issues and Concerns
In addition to the core ethical principles just discussed, there are some specific items that should be considered
when creating technical documents. The following items are applicable to any writing project, in general, but they
are especially important to consider when creating technical documents.

Plagiarism:
Avoid plagiarism by properly citing sources and giving credit where it is due. You must credi
avoid copying content without permission. Using proprietary or otherwise copyrighted infor
is both unethical and potentially illegal.

Conflicts of Interest:
Disclose any potential conflicts of interest that could compromise objectivi
the user of the content will be made aware of the situation and can make,
information in mind.

Data Integrity:
Ensure the accuracy and reliability of data presented in techni
calculations, and statistics to ensure that they are correct

a to double check data,
sources.

Transparency and Confidentiality:
Balance the need for transparency with the need to protect itive i jon. Be sure to check with, and send
requests for use to, those in positions of auth ation is to be protected and to what
degree. When doing so, it is always in your bes such requests in writing or emails to create a
paper trail of all communications.

Algorithmic Bias:
Be aware of any mitigating potentia
such potential biases, it is besfto i

5 and data used in technical writing. If you are aware of any
ork to avoid any confusion or misunderstanding.

Informed Consent:
Ensure thaigi@imieuals o0 the use of their information. If user data is involved, writers
isclosing personal or sensitive information. Technical documents like manuals or

llected, used, and protected.

Use Al tools et and responsibly, recognizing their limitations and potential biases. As discussed earlier in
this book, be suré@@ check and double check the accuracy and validity of any work produced by, or with the aid
of, artificial intelligence platforms.

Liability Issues in Technical Writing

In technical writing, liability considerations revolve around ensuring accuracy, clarity, and completeness to minimize
legal risks and potential harm, particularly regarding product safety and user instructions. To help reduce the
possibility of liability or legal exposure, keep the following in mind:
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MASTERING THE ART OF

TEGHNICAL WRITING

Mastering the Art of Technical Writing is a practical, real-world guide to
documentation that people can actually use. Part of the Mastering the Art of s
book equips students and professionals alike, with the skills needed to write wit

credibility, and usability.

Readers will learn what technical writing truly is, what technic
effective documentation is not optional in modern organlzatlons
on audience analysis, tone and Ianguage this book teache

including plain language, logical structure, p
polished grammar. The book also address
working with teams, managing feedback, and

emails, memos, resumes,
presentations, while also ag
and clearly, and applying

communication,

nsistent style, and

ive workflows, strategies for
mentation over time.

professionals write most, including
proposals, user manuals, and

ISBN: 978-1-971485-00-3

1881 | 10106
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