Index

Abstracts, 6, 27 linguistic, 418
Archiving, 281 mechanical, 256
Artwork, 40 online, 279-286
Audience analysis, 3, 7, 9, 13, 40, 45, 301-303 political, 420
Authenticity, 299-300 polycentric, 422
technical, 421
Back matter, 52 types, 249
Bad news messages, 55-58 visual media, 97-108
Beginnings, 24-29 Web sites, 473—481
Electronic communication, 357-368
Choosing photographs and illustrations, 102—-108 Electronic image display, 139
Clarification questions, 235-237 E-mail, 433-438, 439-445
Clarity, 30-33 closing, 435
Collaborative writing, 41, 260-265 corporate, 439
Color illustrations, 105 legal and ethical dimensions, 439
Computers, interactions with, 270 length, 435
Conclusions, 26 monitoring policy, 443
Conference proceedings, 76 privacy, 439445
Corporate language, 31 salutation, 437
Corporate style guides, 81 subject headings, 437
Cross references, 156 Employment application forms, 65-66
Cross-functional project teams, 351-356 Endings, 24-29
Cultures in technical writing, 39—40 Engineering presentations, 296298
Customer partnering, 446-453, 456 Engineers, 3-6, 15
English language, 279, 380-382, 385-388
Data, 217 education, 380-382
Data models, 119 as international language of technical communication, 385388
Decision making, 40 simplified, 398-407
Dialogue technique, 357-368 Estimating, 46
Dialogue theory, 358 Executive summary, 6
Doc spec, 45-47 Exposure, 91
Document accessibility, 31 Eye-alog, 301
Document contents, 46
Document testing, 47 Feasibility studies, 4
Figure design, 140
Editing, 40, 247-250, 247-250, 256-260 Figures for computer display, 138-150
comprehensive, 256 Foreign writers, 427
computers and, 280 Front matter, 51
ethnocentric, 421
geocentric, 424 Getting started, 35
international, 417422 Gist, 16
levels, 249 Goals, 16
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Grammar, 34-37, 39 short, 208-212

Graphics files, 149 strategies, 225-234
Graphs, 117-121 Publishing, 74
choosing, 118
displaying on computer, 138-150 Quintilian, 88
formats, 163—169
rationales for, 162 R&D work, 269-270
Group communication, 336345 Readers, 8-9, 13
Red team reviews, 223
Headings, 110-115 Report design, 5
Hostile audiences, 301-303 Report length, 52
Report writing, 49
Indroductions, 6, 25 Representational visuals, 100
Issue trees, 15-23 editing of, 100
Research reports, 4
Japanese language, 389-396 Research resources, 77
Job hunting, 59-68 Results, 25
Job interviews, 66—-68 Resumes, 61-68
Journal articles, 76 Reverse engineering, 265-269
Reviewers, 45
Letters of application, 63—65 Revision, 6, 271--278
Letters of recommendation, 69—72 Rewriting, 7
Listening, 323-325, 326-329 Rhetoric, 39
Rhetorical situation, 235
Manuals, 4, 155-157, 158-160 Rough drafts, 5
appearance, 160 Rules of order, 331
design of, 155-156
effectivness of, 158 Safety labels, 128—-133
for more than one product, 186 hazard alert symbol, 230
single-source, 180-186 Schedule, 46
Marking copy, 282 Screen captures, 187-199
Mark-up models, 283 Seminars, 333-335
Mathematics, 234—137 Signal word, 130
Meetings, 330-332 Simplified English, 398-407
Mendacity, 89-90 Single-source manuals, 180-186
Methods, 25 Situational analysis, 10—14
Military specifications, 218 Source material, 45
Mitre’s Publishing Workshop, 78-79 Special interest group publications, 76
Multilingual texts, 407-414 Speeches, 289-292, 293-295
organizing, 289-292
Needs assessment, 175-179 Starts, 40
Nonprofit organizations, 240-243 Storyboarding, 219-224
Styles, 53
Online editing, 279-286 computer-drive, 82
Operation manuals, 4 Style guides, 80-87
Oral presentations, 304-307 corporate, 81
illustrations in, 308-311 Web, 83
Outlines, 265-269 Structured design analysis, 174-179
Subject matter experts, 45, 81
Planning, 45 Summaries, 51
Plato, 88 Symbols, math, 135-136
Positive and negative words, 436
Precision, 30 Tables, 123-127
Preparation for writing, 10—14 field spanners, 126
Presentations, 296298 informal, 126
oral, 304-307 matrix, 126
videotape, 306 stub heads, 126
Prewriting, 7, 9 Teaching, 41
Product information, 45 Teamwork, 352
Professional writing genres, 426 Technical communication community, 285
Project teamwork, 352 Technical reports, 49—54, 73—79
Project variables, 46 Technical writing, 213-218
Proposals, 4, 207, 208-212, 238-239, 240-243 Technion, 427
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Time problems, 77

Titles, 27

Topic selection 75

Training new employees, 81
Translations, 407-414

Unnecessary symbols, 134
Usage, 34

errors, 36
User edit, 202-203

Videoconferencing, 370-376
Videos, 312-318

Videotape presentations, 306
Virtual teams, 357-368
Visual media, 97-109

Web accessibility, 484-490

Web communication, 466472

Web design, 455-463, 493-508
clarity, 505
comprehensibility, 505
cultural factors, 496
demographic factors, 500
international, 493-498
reliability, 505
usability, 505
user satisfaction, 504

Web sites, 473-481

Web style guides, 83

Web Wonk site, 85

Worksheets, 10-14

Writing courses, 427

Writing opportunities, 75

Writing skills, 77
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