
LANNidx.doc -  1

Index 



LANNidx.doc -  2

Abbreviations, 774--775 
Abstracts, 142–143, 207–210. See also Summaries 

descriptive, 208 
executive, 208–210, 648–649, 741 
informative, 207–208, 241, 648–649, 741 
technical, 208 

Abstract words, 272 
Academic (formal) tone, 275, 278 
Acronyms, 267, 485 
Action verbs, 256–257, 258 
Active listening, 106, 107 
Active voice, 250–252, 277–278 
Adjectives, 260, 269. See also Modifiers; Word(s) 
Adverbs, 260, 269. See also Modifiers; Word(s) 
Advertising. See Claims 
Agreement 

pronoun-referent, 756 
subject-verb, 755 

Almanacs, 140 
Alphanumeric notation, in outlines, 223–224 
Alpha testing, 371 
Ambiguity 

in contractions, 276 
in modifiers, 247–248 
in phrasing, 245 
in pronoun references, 245 
in punctuation, 246 
in word choice, 265 

Analogies, 273–274 
in technical definitions, 488 

Analysis of parts, in definitions, 487 
Analytical reports, 385, 394–400, 605–640. See also Reports 

audience and use profile for, 629–630 
block pattern for, 639–640 
causal, 607, 639 
comparative, 607–608, 639–640 
definition of, 385 
elements of, 608–615 
examples of, 617–639 
feasibility, 395–397, 608, 611, 628–639, 640 
formal, 605–640 

definition of, 606 
guidelines for, 639–640 
in memo form, 385, 394–400. See also Memos 
outline and model for, 616–628 
point-by-point pattern for, 639–640 
purpose of, 606–607 
recommendation, 397–399 
supplements to, 628 
typical subjects of, 607–609 
usability checklist for, 630 
visuals in, 612 

APA documentation style, 702–713 



LANNidx.doc -  3

Apostrophe, 768–769 
Appendices, 650–651 
Application letters, 434–440 

personal statement in, 729–732 
preparation of, 729–732 

Appositives, 767 
Arguments. See also Persuasion 

definition of, 45 
from ignorance, 175 
shaping of, 61 
types of, 45–46 

Art brief, 318–319 
Assumptions, validity of, 176 
Attention line, 416 
Audience 

connecting with, 48–50 
direct address of, 276–277 
diversity of, 11–12, 37–38, 360 
expertise of, 30–33, 37, 38–39 
global, 11–12 
information needs of, 28–34 
personality of, 54–55 
primary vs. secondary, 33–34 
response to persuasion, 46–48. See also Persuasion 
types and characteristics of, 28–29, 34–39 

Audience analysis, 28–39, 360 
for application letter, 729 
elements of, 34–39 
for oral presentations, 655 
for proposals, 579–580, 583 
questions for, 34, 228 
technical expertise and, 30–34 
for usability, 368 

Audience and use profile, 34–39 
for analytical reports, 629–630 
components of, 34–39 
form for, 65 
for instructions, 555 
for product descriptions, 513 
for proposals, 589–590 
for technical definitions, 492 

Audience questions, 659, 673–674 
Author-year documentation style. See APA documentation style 
Automated editing tools, 284–285 
Average, undefined, 184–185 

Background checks, 440 
Bar graphs, 293, 300–306 
Beta testing, 371–373 
Bias 

in analytical reports, 612 
avoidance of, 278–282 



LANNidx.doc -  4

cognitive, 176–177 
in company literature, 160 
in direct observation, 162 
evaluation for, 166–169 
examples of, 278–280 
publication, 186 

Bias (continued) 
in research, 162, 166–169, 176–177, 186 
selection, 186 
source, 124 

Bibliographies, 80, 87, 140, 651, 681 
Block diagrams, 295, 317–318 
Block letters, 413–415 
Body, of document, 222, 618–627 
Boldface, 355 
Book indexes, 141 
Boolean operators, 135–136 
Brackets, 771–772 
Brainstorming, 107–108 
Brainwriting, 107–108 
Brochures, 7 

instructional, 7, 533 
marketing, 7, 524 

Browsers, 132 
Business letters. See Letters 

Capitalization, 354, 776–777 
Captions, 297 
Card catalogs, 141 
Cascading style sheets (CSSs), 464 
Case, of pronouns, 758–759 
Causal analysis, 607, 639 
Cause-and-effect reasoning, 178–179, 182, 309 
Cause-and-effect sequence, 237 
CBE documentation style, 714–717 
CD-ROMs, 137 

design guidelines for, 361 
Censorship, 81, 113, 191 
Census, 154 
Certainty, levels of, 174–176 
Charts, 293–294, 310–315. See also Visuals 
Chatrooms, library, 132, 133 
Chronological sequence, 236 
Chunking, 239–240, 340–341, 356 
Citation indexes, 142 
Citations. See Documentation, of sources 
Claim letters, 423–425 
Claims, 44 

exaggerated, 79, 192 
in proposals, 580–581 
support for, 57–59, 192 
wording of, 283–284 



LANNidx.doc -  5

Clarity, editing for, 245–253, 260 
Classification, 219–221 
Clichés, 268 
Clinical trials, flaws in, 190 
Clip art, 323, 329 
Closed-ended questions, 157 
Closing, complimentary, 404, 413 
Closing summary, 206–207 
Clutter words, 259–260 
Code of ethics, 91 
Cognitive bias, 176–177 
Coincidence, 182 
Collaboration, 20, 96–126 

active listening in, 106, 107 
brainstorming in, 107–108 
brainwriting in, 107–108 
conflict in 

management of, 105–109 
sources of, 99–104 

creative thinking in, 106 
cultural issues in, 104, 112 
editing in, 109–111 
electronically mediated (virtual), 111–112 
ethical aspects of, 112–114 
examples of, 97 
gender issues in, 101–104 
guidelines for, 98–99 
meetings in, 98–99 
mind-mapping in, 109 
peer review in, 109–111 
performance appraisals in, 99, 101 
progress reports in, 99, 101, 388–392, 734–737 
project management’s role in, 97–99 
storyboarding in, 109, 231 
vs. groupthink, 76–77 

Colloquialisms, 278, 283 
Colon, 764 
Color, 324–329, 355 
Column grids, 347 
Comma, 764–768 
Comma splice, 754 
Communication 

cultural aspects of, 104 
electronic. See also Email; Instant messaging 

collaborative, 111–112 
legal/ethical aspects of, 80, 85–86 
privacy of, 80, 475–478 

ethical vs. unethical, 74–81, 85–90, 175. See also Ethical issues 
failed, consequences of, 40 
gender issues in, 101–104, 113–114, 280, 281 

power and, 113–114 
Compact discs, 137 



LANNidx.doc -  6

Company literature 
as primary source, 159–160 
style guides for, 344, 345 

Comparative analysis, 607–608, 639–640 
Comparison/contrast, 238–239 

in definitions, 488 
vs. analogies, 273–274 

Compliance, 47 
Complimentary closing, 404, 413 
Computer editing, 284–285 
Computer graphics, 323–329. 

See also Visuals 
Computer models, 186–187 
Computers, guidelines for, 23 
Computer software 

online documentation for, 23 
pull vs. push, 130 

Conciseness, editing for, 253–260, 261 
Conclusion section, 222–223, 627–628, 743–747 
Concrete vs. abstract words, 272 
Conference proceedings indexes, 142 
Confidentiality. See Privacy 
Conflicts of interest, 78 
Confounding factors, 182 
Conjunctions, coordinating, 756–757 
Consensus building, 18–19 
Consequences, in ethical decision making, 82–83 
Constraints, organizational, 52–53 
Content redundancy, 545 
Contents page, 646, 740 
Content words, 246 
Contractions, 276, 769–770 
Control groups, in usability testing, 373 
Cookies, 477 
Coordination, faulty, 756–757 
Copyright law, 86, 87 

for electronic sources, 136–139, 145–146, 329 
email and, 402 
fair use and, 144–145 
for hard copy sources, 144–145 
plagiarism and, 80, 87, 112–113, 136–137, 682 
for visuals, 329 

Correlation 
data mining and, 185–186 
vs. causation, 182, 309 

Correspondence. See Email; Letters; Memos 
Cover, of report, 643, 738 
Cover letters 

for questionnaires, 160 
for résumés, 434–440 

Creative thinking, 20, 106–109 
Critical thinking, 20, 719 

in ethical decision making, 81–83 



LANNidx.doc -  7

Cultural factors, 11–12, 37–38 
in audience analysis, 37–38 
in collaboration, 104, 112 
in communication, 104, 282–283 
in editing, 282–283 
ethical aspects of, 81 
exploitation of, 81 
in informative interviews, 152 
in language, 11–12, 104 
in letters, 412 
in oral presentations, 674 
in organizing information, 227 
in page/document design, 354, 360 

in persuasion, 56, 59–61, 68 
in surveys/questionnaires, 152 
in visuals, 296, 324 
in Web pages/sites, 472 

Culturegrams, 104 
Cutaway diagrams, 294, 317 

Dangling modifiers, 247–248, 760 
Dashes, 772 
Data 

definition of, 2 
falsified/fabricated, 79 
proprietary, stealing/divulging, 79–80 

Databases 
data mining and, 186 
online, 137–139. See also Internet resources 

Data mining, 185–186 
Data warehouses, 186 
Deadlines, 39 
Decimal notation, in outlines, 224 
Definitions 

technical. See Technical definitions 
working, 483 

Descriptions, technical. See Technical descriptions 
Descriptive abstracts, 208 
Design plan, 369–371 
Desktop publishing, 9, 343–344 
Detail, level of, 39 
Diagrams, 294–295, 316–319 
Dictionaries, 140 
Directories, 140–141 
Distribution notation, 417 
Diversity. See Cultural factors 
Documentation 

online, 460–461, 534. See also Instructions 
definitions in, 494 
hypertext and, 461 

of sources, 80, 87, 651, 681, 685–717, 749, 750 
APA style for, 702–713 



LANNidx.doc -  8

CBE style for, 714–717 
how to document, 685–686 
MLA style for, 686–701 
for visuals, 749 
what to document, 685 

Document design. See Page/ 
document design 

Document preparation, key tasks in, 17–20 
Documents 

body of, 222, 618 
conclusion in, 222–223 
definition of, 2 
electronic. See Electronic documents 
introduction in, 222 
technical level of, 30–34 

Dossier, 448 
placement, 431, 448 

Downloaded information. See Internet resources 
Due dates, 39 

Editing, 243–285 
adjusting tone in, 274–282 

automated tools for, 284–285 
avoiding bias in, 278–282 
for clarity, 245–253 
collaborative, 110–111 
for conciseness, 253–260 
cultural aspects of, 282–283 
definition of, 111 
of email, 403–404 
for fluency, 260–264 
grammar rules for, 752–762 
guidelines for, 110–111, 752–762 
for readable style, 244 
style and, 244 
of summaries, 199–200 
word choice in, 264–274 

Effect-to-cause sequence, 236–237 
Electronically scanned résumés, 434, 443–444 
Electronic communication. 

See also Email; Instant messaging 
collaborative, 111–112 
legal/ethical aspects of, 80, 85–86 
privacy of, 80, 402–403, 475–478 

Electronic documents 
online documentation, 460–461, 534 
page design for, 343–344, 360–361 
proposals, 571 
usability of, 373–375 
Web pages. See Web pages/sites 

Electronic information sources. See also Information sources; Research 
compact discs, 137 



LANNidx.doc -  9

copyright protection for, 136–139, 145–146, 
329 

evaluation of, 165–171, 192–193 
Internet-based, 129–137. See also Internet resources 
online retrieval services, 137–139 
pros and cons of, 129 
summaries, 210–211 

Electronic magazines, 132 
Electronic meetings, 111–112 
Electronic publishing, 343–344 
Electronic surveys, 157 
Ellipses, 771 
Email, 6, 132, 400–404 

benefits of, 400–402 
collaboration via, 111–112 
copyright law and, 402 
editing of, 403–404 
guidelines for, 403–404 
inquiries via, 159, 423 
interviews via, 151–154 
legal/ethical aspects of, 80, 85–86 
privacy of, 80, 402–403, 475–478 
résumé submission via, 444–445 
usability of, 403–404 
vs. letters, 410 

Emoticons, 404 
Emphasis 

color for, 328 
contractions and, 276 
distortion for, 331–332 
graphic devices for, 354–356 
highlighting for, 354–356 
positive vs. negative, 261–262 
sentence openers for, 255–256 
short sentences for, 262, 263 
word order for, 248–249 

Emphatic sequence, 237 
Employee background checks, 440–441 
Employee evaluations, legal 

aspects of, 284 
Employee privacy, 80, 85–86, 477–478 
Employee whistleblowers, 89–90 
Employment application letters, 434–440 

personal statement in, 729–732 
preparation of, 729–732 

Employment interviews, 449–453 
Employment offers 

acceptance/refusal of, 453–454 
evaluation of, 454–456 

Employment outlook, 425–426 
Employment references, 431–432 



LANNidx.doc -  10

Employment search, 426–427. 
See also Résumés 

acceptance/refusal of offer in, 453–454 
dossier (placement folder) in, 448 
electronic, 441–448 
evaluation of offer in, 454–456 
followup letter in, 453 
interviews in, 449–452 
portfolio in, 448–449 
résumés in, 428–434 

Employment security, 12, 425–426 
Employment termination, legal/ethical aspects of, 89, 92 
Enclosure notation, 416–417 
Encyclopedias, 140 
End matter, 649–651 
Envelopes, 418 
Epidemiological studies, flaws in, 189 
Ethical codes, 91 
Ethical decision making, 81–90 

critical thinking in, 81–83 
examples of, 83–84 
reasonable criteria for, 82–83 
whistleblowing and, 89–90, 92 

Ethical dilemmas, 83–84 
Ethical issues, 19, 73–92 

benefits of ethical standards and, 88 
in collaboration, 112–114 
in communicating certainty, 175 
in communication, 74–81, 85–92 
in conflicts of interest, 78 
in contradictory goals, 76 
in employment termination, 89, 92 
in exaggerated claims, 79 
in exploiting cultural differences, 81 
in falsifying/fabricating data, 79, 175 
in groupthink, 74–81 
in job interviews, 450 
legal guidelines and, 85–87 
in persuasion, 54 
in plagiarism, 87, 112 
in proposals, 580–581 
in relationship connections, 50 
in résumés, 429 
safety-related, 75–78, 84, 175, 191 
in specifications, 520 
in stealing/divulging proprietary information, 79–80 
in summarizing, 210–211 
in suppressing information, 77, 175 
in technical definitions, 481, 496 
in visuals, 79, 330–332 
in whistleblowing, 89–90 
in withholding information, 81, 113 
in word choice, 283–284 



LANNidx.doc -  11

workplace pressures and, 75–77 
Etymology, in definitions, 485 
Euphemisms, 268–269 
Evidence 

evaluation of, 169–174, 178, 192–193 
in persuasion, 57–59, 178 

Exaggeration, 269 
Examples 

in definitions, 489–490 
in instructions, 544–546 
in oral presentations, 671 

Exclamation point, 763 
Executive abstract (summary), 208–210, 648–649, 741 
Experiments, 162 
Expertise, of audience, 34–39 
Expert opinion, 58–59, 125 

contradictory, 125 
evaluation of, 126 
reliability of, 125, 126 

Expert users, 30–31 
Exploded diagrams, 294, 316 
Exploded pie charts, 311 
Extemporaneous presentations, 657, 658 
Extranets, 134 
E-zines, 132 

Face saving, 60 
Fact sheets, 7 

in marketing, 524–526, 529, 530 
Factual statements, 57 
Fair use, 144–145 
Feasibility analysis, 640 
Feasibility reports, 395–397, 608, 611, 628–639, 640. See also Analytical reports 
Firewalls, 135 
Flowcharts, 293, 312 
Fluency, editing for, 260–264 
Focus groups, 373 
Follow-up letters, 453 
Follow-up questions, 153, 155 
Fonts, 353–354 
Footers, 346 
Formal tone, 275, 278 
Format, audience analysis for, 

39 
Framing, 172–173 
Frequently asked questions (FAQs), 131 

definitions in, 501 
Front matter, 642–649 
Full caps, 354 
Function words, 246–247 



LANNidx.doc -  12

Gantt chart, 100, 293, 312 
Gender issues 

in collaborative projects, 101–104 
in communication, 101–104, 113–114, 280, 281 

Generalization, faulty, 178–179 
General vs. specific words, 271–273 
Global audiences, 11–12, 37–38. See also Cultural factors 
Glossary, 493, 494, 649–650 
Government publications, 143–144 
Grammar checkers, 284–285 
Grammatical errors, 752–762 
Grant proposals, 568, 570–571, 575–577, 604 
Graphics. See Computer graphics; Visuals 
Graphs, 300–310 

bar, 300–306 
line, 306–309 
three-variable, 309–310 

Grids 
in page design, 347 
in storyboarding, 227 

Group projects. See Collaboration 
Groupthink, 76–77 

Handbooks, 140 
Hard copy sources, 129, 130, 131, 139–146. See also Information sources; Library 

resources; Research 
copyright protection for, 144–145 
evaluation of, 165–169, 192–193 
pros and cons of, 129–131 

Hazard notices, 546–547 
Head counting, 186 
Headers and footers 

for documents, 346 
for letters, 418 

Headings, 356–359 
Highlighting, 354–356 
Highly technical documents, 30–31 
Home pages, 134. See also Web pages/sites 
Hypertext, 461 
Hypertext links, 132, 360–361, 461–462 

for definitions, 493–495 
for instructions, 534 
for résumés, 444, 447 

Hypertext markup language (HTML), 343, 462–463 
Hyphen, 776 

I, use of, 277 
Icons, 295, 323–324 
Ideals, in ethical decision making, 82–83 
Identification, 48 
Idioms, 283 



LANNidx.doc -  13

Illustrations, 315–322. See also Visuals 
Imprecise words, 269–271 
Impromptu presentations, 657, 658 
Indexes 

book, 141 
citation, 142 
conference proceedings, 142 
database, 131 
newspaper, 141 
patent, 142 
periodical, 142 
technical report, 142 

Inferences, 178 
Informal tone, 274, 278 
Information 

biased. See Bias 
chunking of, 239–240, 340–341, 356 
essential, 18 
evaluation of, 165–174, 178, 192–193 
layers of, 122–123 
organization of, 218–241. See also Organizing strategies 
pushed vs. pulled, 129 
sources of. See Information sources; Research 
tailoring of to audience, 28–34, 173–174 
timeliness of, 165 
usability of, 2 
withholding, 81, 113, 191 

Information age, 2 
Informational reports. See also Reports 

definition of, 385 
Informational reports (continued) 

meeting minutes, 393–394 
in memo form, 385, 388–394. See also Memos 
periodic activity reports, 392–393 
progress reports, 99, 101, 388–392, 734–737 

Information retrieval services, 137–139 
Information sources. See also Research 

documentation of. See Documentation, of sources 
electronic, 129–135. See also Electronic information sources 
evaluation of, 165–174, 178, 192–193 
hard copy, 129, 130, 131, 139–145. See also Hard copy sources; Library resources 
paraphrasing from, 684 
quoting from, 682–684 

Information technology (IT), 10–11 
Informative abstracts, 207–208, 241, 648–649, 741 
Informative interviews, 150–154, 155 

letter requesting, 422–423 
Informative value, 38 
Ink, selection of, 344–346 
Inquiry letters, 159, 421–422 
Inside address, 410–412 
Instant messaging, 405 



LANNidx.doc -  14

Instructions, 7, 533–559 
chronological order in, 546 
design of, 549–551 
elements of, 538–551 
examples of, 540, 541, 542–545, 555–559, 564 
faulty, 535–537 
formats for, 533 
hyperlinked, 534 
legal aspects of, 535–537 
level of detail for, 539–542 
notes and hazard notices in, 546–547 
outline and model for, 552–555 
purpose of, 7, 533 
readability of, 547–549 
usability checklist for, 561 
use of examples in, 544–546 
visuals in, 539 
vs. procedures, 560 

Internalization, 48 
Internet resources, 129–137 

browsers, 132 
copyright law and, 136–139, 145–146, 329 
email, 132. See also Email 
employment, 441 
ethical aspects of, 80, 87 
extranet, 134–135 
e-zines, 132 
guidelines for, 136–137 
hypertext links, 132, 360–361, 461–462. See also Hypertext links 
information retrieval services, 137–139 
intranet, 134 
library chatrooms, 132, 133 
listservs, 131–132 
newsgroups, 131 
plagiarism and, 87 
search engines, 130, 134 
service providers, 131 
subject directories, 134 
World Wide Web, 132–134. 

See also under Web 
Internships. See under Employment 
Interviews 

employment, 449–453 
informative, 150–154, 155 

letter requesting, 422–423 
Intranets, 134 
Introduction, in document, 222, 742 
Italics, 355, 771 
It sentence openers, 255–256 

Jargon, 266–267, 383, 485 
Jobs. See Employment 



LANNidx.doc -  15

Justification reports, 399–400 
Justified text, 349 

Keywords/keyword searches 
Boolean operators for, 135–136 
guidelines for, 136 
for potential employers, 450 
for scannable résumés, 443 

Laboratory studies, flaws in, 190 
Language. See also Communication; Word(s) 
visual, 289 
Language differences, 11–12, 101–104. See also Communication 
Legal implications, 3, 85–87 

of borrowed material, 86, 87, 136–139, 144–146. See also Copyright law 
of communications, 53–54, 85–87 
of deceptive advertising, 86 
of employee privacy, 53, 85–86 
of employment termination, 89–90 
of instructions, 535–537 
of plagiarism, 80, 87, 112–113, 136–137 
of procedures, 561 
of product literature, 53–54, 86–87 
of proposals, 53–54, 580–581 
of specifications, 520 
of technical definitions, 481, 496 
of web pages/sites, 80, 87, 475 
of whistleblowing, 89–90, 92 
of word choice, 283–284 

Legal lies, 85 
Letterese, 419 
Letters, 6, 409–458 

of acceptance/refusal, 453–454 
of application, 434–440 

personal statement in, 729–732 
block, 413–415 
claim, 423–425 
collection, 53 
cover, 160, 434–440 
cultural aspects of, 412 
design of, 417–418 
follow-up, 453 
inquiry, 159, 421–422 
interpersonal considerations for, 418–421 
legal implications of, 53–54 
in marketing, 526 
parts of, 410–417 
purposes of, 410 
of recommendation, 431–432 
shape of, 412, 414–415 
stationery for, 417 



LANNidx.doc -  16

tone of, 418–421 
of transmittal, 643, 739 
usability checklist for, 457 
vs. memos/email, 410 
wording of, 418–421 

Liability laws, 86 
Libel, 85 
Library chatrooms, 132, 133 
Library resources, 129, 130, 131, 132, 139–145. See also Hard copy sources; 

Information sources; Research 
abstracts, 142–143 
card catalogs, 141 
copyright law and, 144–145 
government publications, 143–144 
indexes, 141–142 
literature guides, 141 
microforms, 144 
online retrieval services, 137–139 
pros and cons of, 129–131 
reference works, 140–141 
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report design worksheet, 228–229 
sequencing, 235–239 
storyboarding, 109, 227–230, 231, 661 

Orphans, 350 
Outliers, 184–185 
Outlines, 220, 222–227 

alphanumeric notation in, 223–224 
on computer, 225–227 
decimal notation in, 224–225 
formal, 223–225 
for oral presentations, 659–660 
sentence, 225 
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topic, 223–225 
Overstatement, 269 
Overstuffed sentences, 253, 262 
Overviews, 241 

Page/document design, 339–379 
audience considerations for, 39, 360 

color in, 327–328, 355 
cultural aspects of, 354, 360 
decision flowchart for, 346 
definition of, 340 
in desktop publishing, 343 
effective vs. ineffective, 342–343 
for electronic documents, 343–344, 360–361 
guidelines for, 344–359, 363 
headings in, 356–359 
importance of, 340–342 
page shaping in, 344–351 
style sheets for, 344 
typography in, 352–354 
usability checklist for, 363 

Page numbers, 346 
Pamphlets, 7 
Paper, selection of, 344–346 
Paragraph 

coherent, 233–235 
length of, 235 
shaping of, 350 
support, 230–232 
topic sentence in, 230, 232–233, 350 
unified, 233 

Paragraphing, 230–235 
Parallelism, 761 
Paraphrasing, 684 
Parentheses, 771 
Parenthetical definitions, 482 
Parenthetical phrases, 766 
Partitioning, 219–221 
Passive voice, 250–252, 278 
Patent report indexes, 142 
PDFs, 343, 403, 474 
Peer review 

in collaborative projects, 110–111 
of oral presentations, 676 
of written material, 110–111 

Percentages, distorted, 185 
Performance appraisals, 99, 101 
Periodic activity reports, 392–393 
Periodical indexes, 142 
Personal observation, 162 
Personal statement, in application letter, 729–732 
Persuasion, 18–19, 43–69 
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appeals to common goals and values in, 59 
arguments in, 45–46 

shaping of, 61 
claims in, 44 

support for, 57–59, 178 
connecting with audience and, 48–50 
constraints on, 52–55 
cultural aspects of, 56, 59–61, 68 
definition of, 44 
ethical aspects of, 54 
factual support in, 57–59 
give-and-take in, 51 
goals in, 45, 51–52 
guidelines for, 66–68 
legal aspects of, 53–54 
proposals and, 45–46, 568–569 
psychosocial aspects of, 54–55 
response to, 46–48, 51, 55–56 
susceptibility to, 47–48, 54–55 
techniques of, 56–59 
timing of, 54 

PERT chart, 100, 313 
Phone inquiries, 159, 423 
Phone interviews 

employment, 452 
informational, 150–154 

Photographs, 295, 320–322, 
329. See also Visuals 
Pica, 352 
Pictograms, 294, 313–315, 

331 
Pie charts, 293, 310–311 
Placement folder, 431, 448 
Plagiarism, 80, 87, 112–113, 136–137, 682 

vs. copyright infringement, 
87 

Planning proposal, 573–575 
Point size, 352–353 
Portable Document Files (PDFs), 343, 403, 474 
Portable skills, 12 
Portfolios, professional, 432, 448–449 
Positive vs. negative emphasis, 261–262 
Positive vs. negative expressions, 259 
Positive vs. negative tone, 278 
Possessive, apostrophe for, 768–769 
Possessive case, 759 
Postscript, 417 
Power, communication style and, 113–114 
Power connection, 48, 49 
PowerPoint presentations, 287, 666–669. See also Oral presentations 
Prefaces, needless, 256 
Prepositions, excessive, 257 
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Presentations. See Oral presentations 
Presentation software, 287, 666–669 
Primary sources, 149–162 

experiments, 162 
informative interviews, 150–154 
letter/phone/email inquiries, 159 
organizational publications, 159–160 
personal observation, 162 
public records, 159 
sample analysis, 162 
surveys and questionnaires, 154–161 

Privacy 
employee, 80, 85–86, 477–478 
of online communications, 80, 402–403, 475–478, 679 
of résumés posted online, 445–448 

Problem-causes-solution sequence, 237–238 
Procedures, 560–561, 562, 566 
Process descriptions, 503, 504, 505, 516–520. See also Technical descriptions 

in marketing material, 524–526 
Process specifications, 520–523 

in marketing material, 524–526 
Product descriptions, 503, 504, 505, 510–515. See also Technical descriptions 

in marketing material, 524–526 
Production, definition of, 733 
Product literature 

instructional, 533–534. See also Instructions 
legal aspects of, 53–54, 86–87 
marketing, 524–526 

Product manuals, 533–534. See also Instructions 
Product specifications, 506, 520–523 

in marketing material, 524–526 
Profanity, 278 
Professional codes of conduct, 91 
Professional ethics. See Ethical issues 
Professional portfolios, 432, 448–449 
Program Evaluation and Review Technique, 100 
Progress reports, 99, 101, 388–392, 734–737 
Project management, 98–102 

for collaborative projects, 98–99. 
See also Collaboration 

scheduling in, 99, 100, 102 
Pronouns 

case errors with, 758–759 
personal, 276 
referent errors with, 756 

Proofreading, 24 
of documents, 284–285 
of email, 404 
of résumés, 24 

Proposals, 7–8, 45–46, 567–601, 734 
audience analysis for, 568–569, 579–580, 583 
audience and use profile for, 589–590 
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citation of sources and contributors in, 583–584 
claims in, 580–581 
definition of, 568 
electronic format for, 571 
elements of, 578–584 
ethical aspects of, 580–581 
evaluation of, 570 
examples of, 569–570, 585–600 
grant (research), 568, 570–571, 575–577, 604 
internal vs. external, 573 
legal aspects of, 53–54, 580–581 
letter of transmittal for, 643–646 
outline and model for, 

584–589 
persuasion and, 45–46 
planning, 573–575 
process for, 569–572 
purpose of, 568, 573 
readability of, 581 
request for, 7–8, 570–571 
response to, 46–48 
sales, 577–578 
solicited vs. unsolicited, 572–573 
submission and review of, 569–571 
types of, 572–578 
usability checklist for, 601 
visuals in, 582 
vs. marketing materials, 524 
vs. reports, 568 

Proprietary information, stealing/divulging, 79–80, 86 
Protocol analysis, 373 
Publication bias, 186 
Public records, 159 
Public speaking. See also Communication; Oral presentations 

guidelines for, 114 
Pull vs. push software, 130 
Punctuation, 762–772 

ambiguous, 246 

Qualifiers, 260, 269 
biased, 278–280 

Question mark, 763 
Questionnaires, 154–159. See also Surveys 

cover letters for, 160 
sample, 161 

Questions 
audience, 659, 673–674 
closed- vs. open-ended, 157 
follow-up, 153, 155 
frequently asked, 131, 501 
interview, 151–153, 155 
loaded, 152, 158–159 
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research, 120–121 
survey/questionnaire, 157–159, 172–173 

Quotation marks, 770 
Quotations 
sources of, 682–684 

style for, 767, 770 

Random error, 190–191 
Rankings, bogus, 185 
Rational connection, 48, 50 
Rationalization, 177, 181 
Readability, 244 
Reasoning 

cause-and-effect, 178–179, 182 
errors in, 177–181 

Recommendation reports, 397–399, 747–748 
Recommendations for employment, 431–432, 448 

in résumé, 747–748 
Redundancy 

content, 545 
style, 254 

Refereed publications, 166 
Reference cards, 7, 533 
References 

dossier for, 448 
employment, 431–432 

Reference works, 140–141. See also Hard copy sources; Library resources 
Relationship connection, 48, 49–50 
Reliability, of research, 188–189 
Repetition, 254–255 
Report design worksheet, 228–229 
Reports, 7, 385–400 

abstract in, 648–649, 741 
analytical, 385. See also Analytical reports; Informational reports 
appendices in, 650–651 
body of, 222, 618–627 
causal, 607, 639 
conclusion in, 222–223, 627–628, 743–747 
cover for, 643, 738 
data section of, 619–627 
example of, 720–728 
executive summary in, 648–649 
final, 737–750 
formal vs. informal, 385 
glossary in, 649–650 
informational, 385 
introduction in, 222, 742 
justification, 399–400 
letter of transmittal for, 643–646, 739 
list of tables and figures in, 648 
in memo form. See Memos 
oral. See Oral presentations 
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periodic activity, 392–393 
preparation of, 720–728, 733–750 
progress, 99, 101, 388–392, 734–737 
recommendation, 397–399, 747–748 
table of contents in, 646, 740 
title page in, 643 
vs. proposals, 568 

Request for proposal (RFP), 7–8, 570–571 
Research 

bias in, 162, 166–169, 176–177, 186 
Boolean operators in, 135–136 
checklist for, 194 
computer models in, 186–187 
deception in, 191 
defining questions in, 120–121 
definition of, 120 
design flaws in, 189–190 
electronic resources in, 129–135. See also Electronic information sources; Internet 

resources 
evaluation of, 124, 165–174, 178, 192–193 
inquiry stage of, 119 
inquiry stages of, 119 
Internet. See also Internet resources 
interpreting findings in, 124, 174–177, 192–193 
keyword searches in, 135–136 

levels of, 122–123 
levels of certainty in, 174–176 
library resources in, 129, 130, 131, 132, 139–146. See also Hard copy sources; Library 

resources 
measurement errors in, 190–191 
meta-analysis in, 186 
note taking in, 681 
presentation of. See Oral presentations; Reports 
primary sources in, 149–162. See also Primary sources 
procedural stages of, 119 
pull vs. push software for, 130 
range of views in, 121–122 
reasoning errors in, 177–181 
reliability of, 188–189 
secondary information in, 122–123 
sources of error in, 188–192 
statistical fallacies in, 181–187 
untouchable topics in, 191 
validity of, 188–189 

Research proposals, 568, 570–571, 575–577, 604 
Restrictive clauses, 766 
Résumés, 428–434 

elements of, 428–431 
email, 443 
functional, 434, 435 
hyperlinked, 444, 447 
organization of, 432–434 
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posted online, 445–448 
reverse chronological, 

432–433 
scannable, 434, 443–444, 446 

Run-on sentence, 754 

Safety concerns, ethical aspects of, 75–78, 84, 175, 191 
Safety procedures, 561 
Sales proposals, 577–578 
Salutations 

in email, 404 
in letters, 412 

Sample, 154, 156 
Sample analysis, 162 
Sampling error, 156 
Sans serif type, 353 
Scheduling, in project management, 99, 100 
Schematic (block) diagrams, 295, 317–318 
Scripted presentation, 657, 658 
Search engines, 130, 134 
Selection bias, 186 
Semicolon, 763–764 
Semiformal tone, 274 
Semitechnical documents, 31–32 
Sentence 

overstuffed, 253, 262 
run-on, 754 
short vs. long, 262–263 
topic, 230, 232–233, 350 
wording of, 264–274 

Sentence definition, 482–483 
Sentence fragments, 752–753 
Sentence openers, 255–256 
Sentence shifts, 761–762 
Sentence structure, 262–263 

errors in, 752–762 
Sequencing, 235–239 
Serif type, 353 
Service providers, Internet, 131 
Sexism, 103–104 
Sexist usage, 280, 281 
SGML (standardized general markup language), 343 
Signature section 

for email, 404 
for letters, 413 

Slang, 278, 283 
Small caps, 355 
Software 

online documentation for, 23 
presentation, 287, 666–669 
pull vs. push, 130 

Source bias, 124 
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Sources, documentation of. See Documentation, of sources 
Spatial sequence, 235–236 
Specifications, 506, 520–523. See also Technical descriptions 

in marketing material, 524–526 
Specific terms, 271–273 
Spell checkers, 284–285 
Spelling, 778 
Stacked modifiers, 248 
Standardized general markup language (SGML), 343 
Standard Operating Procedure, 561 
Standards of proof, 178 
Stationery, 417 
Statistics, 58 

measurement abbreviations for, 775 
misunderstanding/misrepresentation of, 181–188 

Storyboards 
for oral presentations, 661 
for written documents, 109, 227–230, 231 

Strong verbs, 256–257, 258 
Style, writing, 244 
Style sheets/guides, 344, 345 
Subject directories, 134 
Subject line, 416 
Subject-verb agreement, 755 
Subordination, faulty, 758 
Summaries, 198–211. See also Abstracts 

closing, 206–207 
definition of, 198 
descriptive, 208 
email, 210 
ethical aspects of, 210–211 
examples of, 200–206, 214–215 
executive, 208–210, 648–649 
guidelines for, 199–200 
informative, 207–208, 648–649 
purpose of, 198–200 
technical, 208 
types of, 206–208 
usability checklist for, 211 
user expectations for, 200 
Web page, 210 

Support paragraph, 230–232 
Surveys, 154–159 

electronic, 157 
framing of questions in, 172–173 
reliability of, 189 
usability, 371, 372, 378 
validity of, 188–189 

Symbols, 295 
Systematic error, 191 

Table of contents, 646, 740 
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Tables, 292, 297–301. See also Visuals 
Target population, 154, 156 
Technical abstract, 208 
Technical communication 

applications of, 8–10 
definition of, 2 
diverse audience for, 11–12 
efficiency of, 3, 4–5 
employment opportunities in, 8–9 
key features of, 3, 4–5 
legal aspects of, 3 
scope of, 8–10 
skills used in, 8–9 

types of, 6–8 
user-centered nature of, 3 

Technical definitions, 480–501 
audience and use profile for, 492 
elements of, 490 
ethical aspects of, 481, 496 
examples of, 490–493, 499–501 
expanded, 483–490, 499, 501 
glossary of, 493, 494, 649–650 
guidelines for, 496 
hypertext links for, 493–495 
legal aspects of, 481, 496 
level of detail in, 482–484 
need for, 490–493 
parenthetical, 482 
placement of, 493–495, 499–501 
purpose of, 481–482 
sentence, 482–483 
usability checklist for, 497 
working, 483 

Technical descriptions, 502–530 
descriptive sequence in, 507–509 
elements of, 503–509 
examples of, 510–520 
level of detail in, 503–506 
in marketing material, 524–526 
objectivity of, 506–507 
outline and model for, 510–512 
process, 503, 505, 516–520 
product, 503, 504, 510–515 
purposes of, 503 
types of, 503 
visuals in, 507, 508 

Technical level, of audience, 30–34, 37, 38–39 
Technical marketing literature, 524–526 
Technical report indexes, 142 
Technical words, 265–266, 480–501 
Telegraphic writing, 246 
Telephone inquiries, 159, 423 
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Telephone interviews, 150–154 
employment, 452 
informational, 150–154 

There sentence openers, 255 
Thumbnail sketch, 318 
Title page, 643 
To be constructions, 257 
Tone, 274–276, 278 

of memos, 386–388 
Topic sentence, 230, 232–233, 

350 
Trade secrets, stealing/divulging, 79–80, 86 
Transitions, 772–773 
Transmittal letters, 643–646 
Tree diagrams (charts), 109, 120, 294, 312 
Triteness, 268 
Truncated searches, 135 
Truth, definition of, 174 
Typist’s initials, 416 
Typography, 352–354 

Underlining, 355 
U.S. government publications, 143–144 
Units of measurement, abbreviations for, 775 
Usability, 365–379 

audience analysis for, 366, 368 
criteria for, 367–368 
definition of, 366 
design plan for, 369–371 
importance of, 366 

Usability testing, 371–379 
alpha, 371 

beta, 371–373 
checklist for, 379 
in classroom, 374 
control groups in, 373 
focus groups in, 373 
guidelines for, 376–377 
for online/multimedia documents, 373–374 
protocol analysis in, 373 
purpose of, 371 
qualitative, 371–373 
quantitative, 373 
surveys in, 371, 372, 378 

Usage 
guidelines for, 752–778 
sexist, 280, 281 

Usenet, 131 
User manuals, 533–534. See also Instructions 
U.S. government publications, 143–144 



LANNidx.doc -  29

Validity, of research, 188–189 
Values, appeal to, 59 
Verbs. See also Word(s) 

active vs. passive, 250–252 
weak vs. strong, 256–257 

Virtual meetings, 111–112 
Virtual workplace, 25 
Visual language, 289 
Visuals, 288–334 

in analytical reports, 612 
audience for, 296–297, 299 
captions for, 297 
color in, 324–329 
copyright protection for, 329 
cultural aspects of, 296, 324, 329 
definition of, 289 
in definitions, 488 
distortion of, 330–332 
documentation of sources for, 749 
effectiveness of, 291 
ethical aspects of, 330–332 
guidelines for, 334 
importance of, 289–291 
in instructions, 539 
misleading, 330–332 
misuse of, 79 
in oral presentations, 655, 660–663, 671–672 
planning sheet for, 333 
in proposals, 582 
purpose of, 296, 297, 299 
selection of, 295–297 
in technical descriptions, 507, 508 
types of, 292–295 
usability of, 332 
in Web pages, 326–327, 464–466, 468 
when to use, 292 

Voice, active vs. passive, 250–252, 278 

We, 277 
Weak verbs, 257 
Web pages/sites. See also Internet 

benefits of, 467 
color in, 326–327, 464–466 
corporate, 467 
cultural aspects of, 472 
design of, 217, 360–362, 464–466, 468, 473–475 
examples of, 465, 470, 471 
glossary links for, 493, 494 
for graphic support, 329 
guidelines for, 473–475 
hypertext links for, 132, 360–361, 461–462. See also under Hypertext 
job postings on, 442–443 
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legal/ethical aspects of, 80, 87, 475 
in marketing, 524 
for multiple audiences, 

34–35 
plagiarism from, 87 

privacy protections for, 445–448, 679 
summaries on, 210 
text vs. images in, 464–466, 469 
usability of, 373–375, 466–471, 478 
user expectations for, 464–466 

Whistleblowing, 89–90, 92 
White space, 347–349 
Widows, 350 
Word(s) 

abstract vs. concrete, 272 
clutter, 259–260 
commonly confused, 270–271 
content, 246 
function, 246–247 
imprecise, 269–271 
positive vs. negative, 259 
specific vs. general, 271–273 
technical, 265–266, 480–501. See also Technical definitions 

Wordiness, 253–260 
Word order, 248–249 
Working definition, 483 
Works cited. See Documentation, of sources 
Worksheets 

audience and use profile, 36 
report design, 228–229 

World Wide Web, 132–134, 466. See also under Internet; Web 
Writing process 

cases studies of, 720–750 
collaboration in, 20 
computer guidelines for, 23 
creative thinking in, 20–23, 

719 
critical thinking in, 20–23 
for short report, 720–728 
stages of, 20–23 

Writing style, 244 

You/yours, 276–277 
“You” perspective, in workplace letters, 418 
 


