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Technical Writing - How to Convey Information Logically & Succinctly for Clearer Understanding


· 3 Basic Reasons for Writing/Communicating:

1. To entertain

2. To persuade

3. To inform   * this is the arena of technical writing

· Know your audience

1. Determine how much they know about the subject.  This dictates the amount of detail in and the style of your writing.

2. Imagine the audience as a blank slate.  Ask yourself what you would need to know if you were in their position. Include this information in your writing.

3. Think about the final outcome that you want to happen as a result of your information.  Your writing should lead the audience to that point.

4. Know the audience's center of interest and use this in your work.

· Organize your material

1. Organize information into logical (i.e. chronological, functional, etc.) categories.

2. Use abbreviated form (bullets, numbers, etc.) instead of paragraph form whenever possible.

3. Use graphics and examples to enhance understandability.

4. Keep style consistency throughout the document.

· Make your document easy to read

1. Break it down and utilize white space, bolding, etc.

2. Keep wording SIMPLE.  Never use 2 long words when 1 short word will do!

3. Avoid jargon.

· Test your work

1. Read the document and follow the instructions or train-of-thought for yourself to make sure your work is clear, succinct and problem-free.

2. Make sure the information you have given is correct.

3. Head-off any commonly found confusing scenarios.

4. Provide "closure" at the end of your work.

