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0000000000000 0Doooooooooo  TSWOOoODOooooo
0 Moran and Journet, 88T

gooobooobooboboobuoobooboobooobuoobobobo
0o0oobooobobooobooooboreob oo obDoobonoo
gooooboooboboooboobobooobooboboobooboono
O0000000o0ooooTSWOOOOOOOODODoOodShelton, 2010
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gd

During World War I, however, the development of advanced and sophisticat-
ed weapons with elaborate electrical and hydraulic systems made effective,
readable instruction manuals more necessary. — James H. Shelton: Handbook for
Technical Writing, 2.

gooobobbbooooobbbbbooooobbboooooobo
O0o0ooooooooooo  TSWoOOoOoOoooooooooooooo

goooboooboobobooboobooboobooobuoobobooo
gooogboooboobooobooboboobooboboobuoobobo
0000 technicalwriter 0000000000000

The term (technical writer) first came into use after the Second World War.
At that time, the title 'technical writer’ was being used to describe people with a
technical background whose main function was to present the results of technical
progress to non-technical people. — Maurice Goldsmith: Careers in Technology,
123.

oooooooooooooooooooooo  TSWooOooooooo
000000000000 JamesH. Shelton OO0 O0OO0O0O0O0OOOO

.. we are flooded with technical information, from the owner manuals that
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describe our computerized automotive dashboards to the instructions for booting
up our personal computers. —Handbook for Technical W riting, 2.
1.1 J0oodoooo

OO OO Technical Writing O O 00O Technical Communication 00 00O O
O00000002000000000001000000University of Wash-
ington [0 Technical Japanese D 0 000000000000 OO0OOOOO
gooobbobuoooooobbboooooobbbooooobbobog
oo

ooooTSsWoOooooooooooooooooooooooooo

American Medical Writers Association (AMWA)

American Society of Indexers (ASI)

American Society for Information Science (ASIS)

American Translators Association (ATA)

Association for Business Communication (ABC)

Association for Business Language Education (A.B.L.E.)

Association for Educational Communications and Technology (AECT)

Association for Women in Communications (AWC)

Association of Teachers of Technical Writing (ATTW)

Council for Programs in Technical and Scientific Communication (CPTSC)

Council of Biology Editors (CBE)

Graphic Communication Association (GCA)

Information Technology Communicators Association (ITCA)

Institute of Electrical and Electronics Engineers’ Professional Communication

Society (IEEE/PCS)
International Association of Audiovisual Communications (IAAC)

International Association of Business Communications (IABC)
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International Council for Technical Communications (INTECOM)

International Interactive Communications Society (1ICS)

International Society for Technical Illustrators (ISTI)

National Association of Government Communicators (NAGC)

National Council of Teachers of English (NCTE)

Society for Technical Communication (STC)

1.2 00000
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19860 000 0000000000000000 Technical English Proficien-
cy Test (TEP Test) OO DO0O0OO0DODU0OODODOOOOODOOOOOOo x O
goooboobobooobooboboooboobobooobuooboboo
oo0oobooboboooboobobooobooboboooboobooo
oooooooooooooooooSTCoououooooooon
goooboooboboooobog

1.2.1 00DO0OOODOODOODOOO
gooobooobooboboobuoobooboobboobuoobobobo
OooooTSWoOOoooooooooooooooooooooooooo
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1.2.2 DOO0OOOOOTSWOOOO

goooboobooboboobuoobooboobooboobobobo

obboooboooboooboobooboooboboobobooobooobooo
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O000000000000000000000Title formation 0 Subject line

formation, Summary O Abstract, Paragraph organization 0 O O O TSW O
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580



Technical and Scientific Writing D 000000000 109

oobooboooboboooboboooboooboooobooboooboobooonoo
oooooooboooog

gobooobooobooobobooboooboboobbooboboooboon
00000000000000000o0O0o0oo J C Mathes DOOOODO
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O0000000000000 MathesDOOOOODOODODOOODODOOOO
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O O General English vs. ESP

D0000000000oDoooOO General English (GE) O TSW O OO
0000000 Special Purpose English (SPE) 000 00000000000
SPEOOOOO19780 0000000000000 0OOOOOOJhn Swales
000000000 English for Specific Purposes (ESP) OO O O0O0O00O0O0O
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GEO ESPOODOODO0O0ODOOOODODOODODDOOOODD34000 180
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goooboobobobobooo

0000 CGEO LakeO O DODOO fishOOOOOODODOOOOODOOOcean
O0000ooooooUoooooLake0O D000 ooooooOO
Ccean I 0000000 OO0UDOOOOOOOOOODDOD LakeO OO OO0
00000000 reading, listening, speaking, grammar, syntax, essay, litera-
wre JO000OO0O0O0OOO0OOODODDODOOODOODDODOOOOUOODODODOOO
gooobbobuoooooobbobtoooooubobbooooobbobog
goooboobobooboobobbo0bbUexobooboboo
gooobbobuoooooobbobtoooooobbbooooobbbobog
gboddbdboeoxOOobooboboobooboboobuoobobo
00000 listeningD 0000000000000 O0O0O0O0OOOOOOO
00000 reading, writing, speaking, modern rhetoric OO0 00000000

_ Lake (GE)
\ //

sk N
ok Bk fih
foh ok

P j \47’4%“__ » /0cczm (SP)

fish ish

Business-Lngineering Area b (articles)

. Newspay
fish Specifications =p, et
Magazine

. Contracts
Industrial documents Proposals
Business letters Catalogues
Tax M:mu:.l's fish
L Instructions
E-pail Others

Others

0O General English (GE) vs. English for Specific Purposes (ESP)
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585



114 oooooO0 3990

Ooooo formal English O informal English D0 OO0O0O0O0O0000O0O
000000000000 000D0D00DoD0O0oo0O0d Toned Format O O O
gooobooooo

00000000000 D0discriminatory language D OO0 0000000
gooobooobobooobooboboobooboboobuooboono
goooboobobooobooboboooboobobooboobooo
gooobbobuoooooobbbuoooooo

ooTSwoooono

gboboobooboboobooobooboooobooooooboobooon
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gooobboboooooobbbtoooooobbbooooobbobog
goooboooon

1. Vocabulary

2. Modern Rhetoric

3. Grammar
goooobboobbooobuooboboboobooobbooooo
Vocabulary 00000 000000000000 O000DOOOOOOOO
gooobboboboooouobobbbuoooo

00000 Modern Rhetoric 0 O Classical Rhetoric 0000000000
OO0O0OOClassical Rhetoric D0 00000000000 0OOOOOOOO
gooobboboooooobbobboooooobbboooooobbobog
goo0oo0oO0o0o00000000O00O00O00O0O0O0O0OO0OOOOO Clas
sical Rhetoric 00 0000000000000 000O0O000OOOOITOO
0000000000000 0000000Classical Rhetoric 000000
000000 Modern Rhetoric O O O 0O 0O 0O 0O Modern Rhetoric 0 0 0 0O O
gooogobooboobooobooboboobooboboobuoobobo
gooobooboboooboobobooboobobooboobobo
O00000000000000000Modern Rhetoric 000000000
gooobooooboobobobooboobobooo

Jo0o0bD0oooooooooo Grammar DO O0O0O0O0OO0OO0O0OO0ODOOO0O
O Grammar J 0 O O O O OPrescriptive GrammarD O 0 0 0O Q0000
O Communicative Grammard 0 0 0O O

gooobobbbooooobbbboooo

J C Mathes 00 ODOO0OO0O0O0O0O0D00O0OOOOODOOOOOOOOOO
Vocabulary 0 Grammar 0 Modern Rhetoric 000 000000000000
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OO0 000 TSWOOOO Vocabulary, Rhetoric, Grammar 0 0 0O

V ocabulary Rhetoric Grammar Evaluation
good good good OK
good good poor Not effective
good poor good Not effective
poor good good NO
poor poor good NO
poor good poor NO
good poor poor NO
poor poor poor NO

ooboobooobooooobooboon

ggoTSWOoOOoOOooOooO WritersOO OO

40000000000000000000D000O00O0TSWOOOOO
gooobooboboooboobobooobooboboooboobobo
000000000 Vocabulary, Modern Rhetoric, Communicative Grammar,
Title; Subject line O Abstract; Summary OO0 000000000000 0O0O
gooobooboboooboobobooboobobUoobooboboo
gooobbobbooooouobobobbod
4.1 Vocabulary in TSW
go0ooboooboooobooboboooboooo
function words
Vocabulary basic general words
content words ¢ semi-technical terms
technical terms

00000 function words 00 0000000000000 0OOOOO
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O 0 O O auxiliary verbs, articles, prepositions, relative pronouns OO0 0O 00O O
content words 00 0000000000000 00O0OOOODODOOObasic
general words [0 semi-technical terms O technical terms OO OO OO0

basic general words 00 0000000000000 O0DOOOOOOOO
gooooboooboboooboobobooobooboboobooboono
goojobooobobooobooboboooboobobooboobooo
O0o00oo0oooodoooo0ooo0oooo0oooooooooo0ogTOoEIC
OTOEFLOODODODDODODOODDO0DDOOO0ODDO0ODDOODOOOODD
gooobbobuoooooobbbtoooooobbbooooobbbobog
gooobuoobobooboobobooo

semi-technical terms OO0 0000000000000 OOODOOOOOO
gooobboboooooobbobboooooobbbooooobbobog
goodoobooobootboooouobooobuoobooboboobbooo
0000000 car navigation system, cellular phone, reaction, transistor 00 O
0000000000000000000000000phrasal verb 0000
OO00O0Oto change O O O OO to convert, about O O O O O approximate,
fully OO OO0 sufficiently, way 0O method O OO O O methodology O O 0O O
O000000O000000Oto find an answer of [0 to get rid of O to make
nothing of 0 O O O phrasal verbs OO0 OO OO to solve, to eliminate, to
ignore J OO0 O0O0O solidverbs OO O0OOO0OO0OO0OOOO

technical terms OO0 D0 0000000000000 O0OOOOOOOOO
gooobooobobooobooboboobooboboobuoobobo
goooboobobooobooboboobooboboobooboboo
gooobboboooooobboboooooobbbooooobbobog
0000000000 00000a telephone which operates using radio sig-

nals and can be freely moved from one place to another and used in cars, trains,
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etc 0000000000000 OOOOOOO0OO0O0O0O00 cellular phone
OO0OOecellphone0 0000000000 DOO0OCOOOODOOOOOOO
4.1.1 One Meaning in One Word

OO0O0DO0O0000 a choice of word O 0O 0O OO OO OO informal
words 0 0 formal words OO O 00O O longer words [ O shorter words 00 [
gooobooobobooobooboboooboobobuooboobooboo
gooobboboooooobbbtoooooobbbooooobbobog
00000 Oneword/onemeaning OO0 O0O00OO

000000000000 00oooooooooooooooao factory
O00oooooodOdplant00d0oo0oodplat000C 0000000
0000000000000 000o000o000o0o0o0o0Odfactory 000
O00O0O0belief0DO0O00OODOOfactory O general basic word OO 0000
Oo0000O00Ofactory 0000 0000000000 factory O general ba-
sic word 00000000 OO0ODOOCfactory OO0 0OOD0OOD0OOOOOO
gooobooboboooboobobooobooboboobuoobobo
refinery O distillery OO0 O OO

SHIPYAR POTTERY WINERY , BREWERY

- a s

e ) s
BRICKYARD _ T /// .
CONFECTIONARY <« -~ FACTORY
BAKERY~" 7/ UYL
e / A coffes mi!
/// / paper mill
e >/ v ‘\1 g;s;:per il
LABORATORY SHOP PLANT MANUFACTORY
power plant 2

chemical plant
automobile piant
etc.

0O Many words in English to describe different aspects of factory
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One word/one meaning D J 000000000 0D0OOOOO0ODOOOOO
OcorewordD 00O O0O00O0O0OO0O0DOO

I have bought a vehicle. J 000000000000 OO0OO What kind of
vehicledoyoumean? 000000000 OAutomobile DO OO0OO0OO0OO0O0OO
000 What kind of automobile do you mean? OO0 00O 0O O OO O O Passen-
ger car 00O O0OOODOOOOO What kind of passenger car do you
mean? JJ 0000000000000 O0O0O0O0O00O0O!N have bought a 2001
Mercury Sable Wagon. 00 0000000000000 OOOOOOOO
O000000o00oooooooong coreword DOOOOOO0O0DOOO
aogd

0000000000000 vehicle— automobile - passenger car — Ford; GM;
Toyota; Chrysler; Honda; etc._ sedan; coupe; wagon - 2001 Mercury Sable
Wagon 000000000000 (N6)—(N5)— (N4)— (N3)- (N2)- (N1) I O O
coreword D0 OO OO0O

vehicle (N6)

automobile; truck (NS)

y / - passenger car (N4)

/ / P j,\\\ Ford; GM; Toyota; Chrysler; Honda; etc. (N3)
/ / g sedan; coupe; wagon (N2)

2001 Mercury Sable Wagon (core word)
(N1)

00 Fromthe General to the Particular

4.1.2 Avoiding Redundant Words
oo oooobobobooooo
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gooobooboboooboobobooboobobooboobobo
bwords OO0 O00OO0OO0O0O0O0OO0OwordsOOOOO0OOOOOOOOON
words 0 OO0 OOoooooon

The 3211 is a device which provides the capability of performing the report

printing function.

The 3211 provides the capability of performing the report printing function.

The 3211 provides the capability of performing report printing.

The 3211 provides the capability of printing reports.

The 3211 is capable of printing reports.

The 3211 can print reports.

The 3211 prints reports.

000 keywordd The3211 0O 00000 keyword O reports 0 0 00O O
D0000ooooUooooderintd 0000000 OD0O0O00OOO0O
0o0oooooboboboobooobogo
4.1.3 Avoiding Weak Verbs

goooboobooboboobooboobooboobuoobobooboo
O000O0Opolysemous word D000 0000000000000 0OOOO0O
000000 0general basic words O 00O 0O polysemous word OO 0000
O O O be, do, feel, get, give, have, like, look, love, make, take, use DO OO0 0O O
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000000000000 OODO weak verbs OO false verbs OO OO OO
O000000D0o0O0oOoDooOg linkingwords OOO0OO00O0OODOO

Negative: The camera has film in it and is ready to go.

Pasitive: The camera is loaded with film and is ready to operate.

Negative: The vehicle does more than 100 miles an hour.

Pasitive: The vehicle travels (or drives) more than 100 miles an hour.

goooboooobooboboooboobo
4.1.4 Avoiding Phrasal Verbs

O00000DO0O00 toget back, to get down, to take[] down [0 to take in
O0O00O000 (hrasal verb) 0000000000 0DOO0ODOOOOOO
0000000 weak verbs OO0 phrasal verbs OO0OO000OD0O0O0O0OO
0000000 to return, to swallow, to separate, to deceive 0O O 00O O
goooboobobooobooboboooboobobooboobooboo
O000O00o0oOooooOOphrasal verbs 0000000000 OOOOO
gooooooboobooboooodogooooboobooboboboboobooo
oo

gboooboooboobobooboo

goooooobooboooo
oobooboolboogoboooobooooooobooooboobo
gooo

1. The power of the steam puts the lever into action.

2. The lever is put into motion by the power of the steam.

3. The power of the steam moves the lever.
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The lever is moved by the power of the steam.
There is a lever moved by the power of the steam.
The power of the steam actuates the lever.

The steam activates the lever.

By use of the power of the steam, the lever is activated.

© © N o 0 &~

The lever is activated by the power of the steam.

10. The lever is activated by steam power.

11. The lever is activated by the steam.

12. The lever is activated by steam.

gooobooobooboboobuooboobooboobuoobobooboo
go0oobooboboooboobuoobooooo
4.1.5 Avoiding Mismatched Words

oo ooobobooooooUoUoUUUUUU o
gooobboboooooobboboooooobobbooooobbbobog
000000000000 00 ColecationOD DO 0000000 O0OOOO
goooboobobooobooboboooboobobooboobooo
O0O0O0O0o0oog Drythefuton. O Airthefuton. 0000 OOO0O000O0O
OU000000D00000o0oooooon Stop your breath. 00O OO
000000 make a house O OO OO The metal will rust. 00O 0O The brass
will tarnish. 0 OO0

Oo0o0ooooTsSWOOOOOoooooooooooOOd “Thank you
very much for your laborious lectures” 0000000000 O0OO0O0O0OO
gooobooobobobobooobgo

O0000O00O0O0OooOg Apply the brakes strong. O 0O O 0O O O Apply the
brakes heavily (or sharply, violently). OO OO

Jooooooboobobooobogo
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4.2 Modern Rhetorical Approach

O00000000RRetoricO 0000000000 OOODOOOOOOO
0 0 0O OO Longman Dictionary of Language Teaching & Applied Linguistics
(1997) O O O “Rhetoric is the study of how effective writing achieves its goal.
goooboooboboooboobobooboobobooboobobo
goooboobobooboobooboobuooboobooo

gododbobbbooooobbbbbooooobbboooooubo
goooogoon
4.2.1 Editing Sentences for the Most Appropriate Style

One word/one meaning O Collocation D 0 0000000000000 OO
DooooooOfoomalO0 informal D0 000000000 O0O0ODOOOOO
goooooo

Original: A battery moves our clack accurately for a year.

ggoobobbbooooobbbbbooouobbboooooobo
goooboobobooobooboboooboobobooobuoobobo
OO one word/one meaning OO O Obhattery OO 0O O000OODOOO0OMMIOOO
0000000000000000000Oaccurately for a year 000000
0000000000000 o0ooo0mooooooooooodwithin
a tolerance of 5 seconds per year(D OO D 00000000000 OOOOO
00000000000000M000000000 a size AA battery [
goooooobooooog

A size AA battery drives aur clock within a tolerance of + 5 seconds per
year.

O0000000000battery OO D000 0O0DO0DOOOOOOODOOO
goooooobtbboboooooddddoouobbobobooo
CDclock DO ODOOO
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Catalogue: Our CD clock operates within a tolerance of +5 seconds per year on
a size AA battery.

Manual: Your CD clock operates within a tolerance of +5 seconds per year on a
size AA battery.

Instruction: Operate the CD clock within a tolerance of +5 seconds per year on
a size AA battery.

Research paper: The CD clock operates within a tolerance of +5 seconds per
year on a size AA battery. or The CD clock requires operating within a
tolerance of 5 seconds per year on a size AA battery.

Contract: The CD clock shall operate within a tolerance of +5 seconds per year
on a size AA battery.

Proposal: | suggest that the CD clock (should) operate within a tolerance of +5
seconds per year on a size AA battery.

OO00battery 00000000000 OCOO0O0OOOOOO
4.2.2 The Tone: Creating Favorable or Adverse Reaction
goooboobooboboobooboobooboooboobobooo
gooobooboboooboobobooboobobboobuoobobo

0000000000000 0000000D00000ToneD 0DODOOODO

gooobboboooooobbobtboooooobbbooooobbobobog

gooobooboboooboobobooboobobooboobobo

0000000000000 ooooooDoooooooooooo 1.021.

O000000o0o0ooooooooTonedDOOOOOODOOOODOO

ooooogon

1. Send us our Order No. 100 before July 1.
2. Please send us ...

3. We want you to send us ...
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We would like to ask you to send us ...

You are kind enough to sent us ...

We expect you to send us ...

We would be obliged to you if you would send us ...

Will you send us ...?

© © N o 0 &~

Will you be so kind as to send us ...?

10. Would you please send us ...?

11. Could you please send us ...?

12. Could you possibly send us ...?

13. We'd appreciate it if you could send us ...

14. We'd appreciate your sending us ...

15. May we ask you to send us ...?

16. Would you mind sending us ...?

17. We wonder if you could send us ...

18. We are just wondering if you could send us ...

19. We were wondering if you could send us ...

20. We are much interested in your sending us ...

21. We would be more than happy if you could send us ...
gooobobboboooooo
4.2.3 The Importance of Definition

Joooboooboobobooboobooooboooboobobooo
gooogboooboobooobooboboobooboboobuoobobo
O00000000D0DO0DoOoODbefinitionD 0 00O0O0OO0OOOOOAristo
telian Definition 00 00D 000000000000 OOO0OO Academic
Definition 0 O O Formal Definition 0O 0 O Logical Definition 0 00 O Technical
Definition 0000000000 O0OOOOOO
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Term( Genus (Species) + Differentiate

00000000000 000000000000000 What is a camera?
goooboobobooboobobobooboobobbooo

1. A camera is a machine for taking pictures.
A camera is an apparatus for taking pictures.
A camera is a piece of equipment for taking pictures.
A camera is an appliance for taking pictures.
A camera is an instrument for taking pictures.
A camera is a tool for taking pictures.
A camera is a utensil for taking pictures.

A camera is a device for taking pictures.

© ©o N o g &~ w b

A camera is a black box for taking pictures.

=
e

A camera is what we take pictures with.
11. A camera is the thing that we take pictures with.
0000000000000 0o0o0ooo0oooo0ooOGenusd OO camr
ecaJ0000000O0OODODO0OO0O0O0O0ODLDOOODODDOUODbDOOODO
O0000Is00000000000000000 is defined as; refers to 0O
000000000000 00000000meansO0 00000000 Ge
nus 0 what J 0 that which 0 O the thing which DO 0000000000
00000000000 Genus (Species) + Differentiated TermO OO 00O O
goooooooo
4.2.4 Editing Sentences Using the One Sentence/One Idea Method
gooobooboobobooboobooboobooobuooboboobo
gooooo
@ All sentences must begin with a capital letter and end with a period.

® All sentences must express a complete thought.
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@ All sentences must contain a subject and a finite verb.
goddbobbbooooobbbbbooooobbboooooobo
gooobooboboobooboboboboobooboboo
The supply of gasoline has decreased. [ [0 [0 And so what? [0 [0 What is the
effects? 0 0 What caused it? 0000000000000 0DO0O The fuel
prices have risen. 0 0000000000000 O0OO0OO0OOOOOOOOO
00000000000000000000000000000 Sales of small
cars haveincreased. 0 00 0000000000000 O0OOOOOOO
The supply of gasoline has decreased, and sales of small cars have increased.
O000andO0O00000000000000O0O00OOO0O0OO0O0O
When the supply of gasoline has decreased, sales of small cars have
increased.
00000000 DOoU0oDoDOoO0dfomalD00OO0OO0OOO One sen-
tence/oneidea 0 0 0O
A decrease in the supply of gasoline has caused an increase in sales of
small cars.
OD000000Ocause —» effect 000000000000 OOO0
Cause: Water tumbles over the waterfall.
Effect: The waterwheel turns.
gooobooooo
Water tumbles over the waterfall and the waterwheel turns.
gbooobooooboobobobooboobo
When water tumbles over the waterfall, the waterwheel turns.
00000000 thewaterwheel turns. OO0 0000000 OODOOO
Water tumbling over the waterfall turns the waterwheel.

00000000 cause/effect 0 000000000000 0O0OOOOODO
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oo
4.2.5 Explaining an Ambiguous Sentence by Adding an Extra Sentence

Michael H. Markel [0 Technical Writing: Situations and Strategies (1988) [
What should you do if you don’t have the specific data? You have two options:
to explain why the specific data are unavailable or to indicate when they will
become available. (107) D000 O0O0O0OO0O0OO0O0OOOO

VAGUE

The leakage in the fuel system is much greater than we had anticipated.

CLEAR

The leakage in the fuel system is much greater than we had anticipated; we
estimate it to be at least five gallons per minute, rather than two. (108)
4.2.6 Planning for a Paragraph: One Paragraph/One Topic
gooobooboobobooboobooboobooobuooboboboo
gooobbobuoooooobbobtoooooobbbooooobbbobg
gooobooboboooboobobooobooboboobuoobobo
O00000o00o0oo0oooooooooooooooooTsWoooo
googbooboobooobooboboobooboboobuooboono
goooooon
gboooboobboobobooooboboobbbobobuoooob
gooobooboobooobooboboobooboboobuoobobo
go0oobooboboooboobooboooboobobDooboobooo
googooobobooog
goooboooboobobobooboo
0000000000000 A car parked by the fire hydrant.[J
gooobooboobooboboboboobobooboo
O A car has been parked for several days by the fire hydrant.0
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gobo0obobUooboobobboboobooboo
O It has several parking tickets between the windshield and the
wiper.[]
gobooooooooo
O It is covered with a thick layer of dust.0J
goboooooogo
0 It has a flat tire.0)
ooboooobooo
O It has no steering wheel.O]
gooobooobooboboobuooboobooboboobuoboboboobo
O000000000000000000000000ANnd so what? (0000
gooobboboooooobbbboooooobobbooooobbobog
O00000000O0 GeneralDO OO OO Topic sentencel D OO0 OO
O00000 Particlar 0000 0000000000000 O0O0OOOOOO
goooboobobooobooboboboboobooon
goobobooobooboboooboboboooobooboo
O The car parked by the fire hydrant is abandoned.(J
goooboobooboobobobobboobobobooboo
The car parked by the fire hydrant is abandoned. It has been parked for
several days. It has several parking tickets between the windshield and the
wiper. It is covered with a thick layer of dust. What’ more it has a flat tire,
and the vehicle has no steering wheel.
General 00U UO0O00OO0OOOOOOO Particulard 000 datumO O
goooboobooboboobooooboobobooboobog
logicalorder OO 0000000000000 0O0OOOOOOOOO

1. Descending order of importance

601



130 000000 3990
Chronological order.
Spatial order

Alphabetical order

a M w Db

Shorter words to longer words [J or Positive to negativel]

The car parked by [0 abandoned. 0 0O O OO0 0O0O0O Chronological order
gooo
4.2.7 Sequential Arrangements of Details
goooooooboooobooooboooooDooooDoDobomoo
goboooobombooobbuooobbooobbooobbouoooobo
OO00OO0OO0OD0ODOOUnityd Coherence0 OO ODODOODOOOOOSUbO
Subject 00 OO0 OPredd Predicate 0 00O 00O

@ Parallel Construction (Listing)

1. general (topic sentence) 1. Sub , Pred ,
1. datum ; 1.Sub 41 Pred .
1. datum, 1.Sub 5» Pred 4
1. datum 3 1. Sub ;3 Pred
1. datum 4 1.Sub 44 Pred ¢

0000000000000 ooDdatumD OO0 000 OoOO0OOOO0O0O
OoOoooO0oD general D000 keywordJOODODDOOOOODODOOO
O0oooooooo

1. general (topic sentence) 1. Sub , Pred p
2. datum ; 2.Subp1 Pred .
2. datum , 2.Sub p, Pred 4
2. datum 3 2.Sub p3 Pred .
2. datum 4 2.Sub p4 Pred ¢
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® Series Construction (Chaining)

1. general (topic sentence) 1. Sub , Pred ,,
2. datum ; 2.Sub Pred .
3. datum , 3. Sub . Pred 4
4, datum 3 4. Sub 4 Pred .

D00000000000000daumO00 0000000 keyword O [0
goooboooboobooooboo

@ Parallel-series Construction (Mixed)

1. general (topic sentence) 1. Sub , Pred ,
2. datum ; 2.Sub 1 Pred .
2. datum , 2.Sub p» Pred 4
2. datum 3 2.Sub 3 Pred .
3. datum 4 3.Sub ¢ Pred ¢
4, datum s 4. Sub ¢ Pred 4
5. datum g 5.Sub Pred y

O000DO0oO0DO0O02 datum:d 1. general OO 00O keyword OO OO OO
2. datum ;02 datum ;0 0000000000000 O0O0OOS. datum 40O
0000000 keyword DO OO OO4. datumsd5. datume0 0000000
DoOdO0O0O keywordDOOODODOOOOOOOOO

@ Series-parallel Construction (Mixed)

1. general (topic sentence) 1. Sub 4 Pred y
2. datum ; 2. Sub Pred .
3. datum , 3. Sub Pred 4
4, datum 3 4. Sub 4 Pred .
5. datum 4 5.Sub ¢ Pred ¢
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5. datum s 5.Sub¢> Pred 4
5. datum g 5.Sub ¢3 Pred y,
O0O0O00O0D2. datumg , 3. datum, , 4. datum; 0 00000000 key-
wordOOOODOOODOOOL. datum,00000 5. datumgO 00O 4. datum 3
o000 keywordOJ O OO OOQOOO
goooboobooboboobooboobooboooboobobooboo
OkeywordJOODODOODODODODOODODODODODOODODODOOOOOOOOOO
oooooo
004.2.6 Planning for a Paragraph: One Paragraph/One TopicO OO
gooobooooobooobobooboooog
The car parked by the fire hydrant is abandoned. It has been parked for
several days. It has several parking tickets between the windshield and the
wiper. It is covered with a thick layer of dust. What’ more it has a flat tire,
and the vehicle has no steering wheel.
O00000000000000000000 Parallel Construction  (Listing)
googd

The car parked by the fire hydrant is abandoned.

<4——

It has been parked for several days.

i

It has several parking tickets between the windshield 00 wiper.
It is covered with a thick layer of dust.
it

i

v

has a flat tire
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the vehicle has no steering wheel.

gooooboboooooobobobo

A computer can perform calculations as well as write letters, draw pictures,
play games, and carry out many other tasks in a matter of seconds. The
computer is a revolutionary development in the history of technology. It is
basically different from any other machines because it has a memory. Every
computer, large or small, consists of four basic units: an input unit, a memory
unit, a processing unit, and an output unit. The input unit is often a keyboard.
The keyboard is used for feeding information and instructions into the computer.
Both the information and instructions are held in the memory unit. The memory
unit also holds instructions that operate the processing unit. This unit then
follows the program and works out the answer from the information. Finally,
the processing unit sends the answer to the output unit. This unit may be a
screen or printer.— Shinoda: Preparatory Technical English, 74.

ggdododoooooooboobobobobobbbboboooooouooooo
Parallel-series Construction (Mixed) 0 0 0O O

A computer can perform calculations as well as write letters, ...

The computer is a revolutionary development in the history of ...

o

It is basically different from any other machine ...

™~

Every computer, large or small, consists of four basic units: an input unit, a

memory unit, a processing unit, and an output unit.

The input unit is often a keyboard.

/
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The keyboard is used for feeding information and instructions ...

/

Both the information and instructions are held in the memory unit.

———

The memory unit also holds instructions that operate the processing unit.

———

This unit then follows the program and works out the answer from ...

Finally, the processing unit sends the answre to the output unit.

i —

This unit may be a screen or printer.

ooooo TSWoOOoOOoooooooooooooooooooooooo
gooobuoobobooboobobobooboo
In a thread shop on the main street in Osaka, live two pretty daughters.
The older one is eighteen and the younger is sixteen. Japanese feudal lords
in various regions are killing people with bows and arrows. Each daughter
is killing men with a provocative wink. — Translated by Shinoda
gooobooboboooboobobobo

In a thread shop on the main street in Osaka,

live two pretty daughters. — Introduction
The older one is eighteen and the younger is sixteen. — Develgpment

Lo

Japanese feudal lords in various regions are killing
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people with bows and arrows. — Turn

?
Each daughter is Killing men with a provocative wink. — Conclusion

000000000 The older one is eighteen and the younger 000 0O O
000000000000 ooooooooo00n0an Japanese feudal
lods 0000000000000 0000O0O0O0O0O0DO0O0O0OOOOOOO
4.2.8 Ten Models of Frequently Used Patterns

gooobobbbtooooobbbbbdoooobbbboooooobo
gooobooobobooobooboboooboobobooobuoobobo
goojoboobobooobooboboooboobobooboobooo
gooobboboooooobbbboooooobobbooooobbobog
goooogoon

O0O0O0oOoOg JC Mathes O Dwight W. Stevenson D00 0000000
gooood

Persuasion

Problem- Solution

Cause- Effect (Effect- Cause)
Comparison and Contrast

Persuasive patterns

Analysis

X Description
Informative patterns
Process

Investigation
— Designing Technical Reports (202)

Persuasive patterns [ Informative patterns DO OO ODOO0OO0O0ODOOO0O
oo oooobooboooooooboog
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Ooo0o0opoooooooTsWoOoooouooooooooooooo
gooobooobobooboobooooboobooboboobooooboobDo
oobooboooboboooboobooooobooooon

Plausibility (Conviction)
Problem- Solution
Persuasive patterns | Cause-Effect (Effect- Cause)
Comparison

Contrast

Analysis
Description
Informative patterns | Process

Investigation

Definition

gbobO0dpatterns0 000000000 OOOO

Pattern Purpose Outline
Plausibility/ To justify a conclusion 1. State conclusion.
Conviction: or recommendation. 2. Support the conclusion in de-

scending order of importance.
3. Alternatives.
4. Restatement and explanation of
conclusion.
Problem-Solution To present a solution 1. State the need.
to a problem; to ex- 2. State the problem.

plain a problem; how 3. Explain a problem point-by-

608



Cause- Effect
(Effect- Cause)

Comparison

Contrast

Analysis

to implement that solu-

tion.

To stress the connec-
tion between a result

and a preceding event

To point out similar-
ities that exist between
two or more items in

the same categories.

To point out differ-
ences that exist be-
tween two or more

items in the same cat-

egory

To divide complex top-
ics into smaller lumps

of information

Technical and Scientific Writing D 000000000 137

point in descending order of im-
portance.

4. Explain the solution.

1. State the issue (conclusion)

2. Support the issue — analyze
the causes or effects in descend-
ing order of probability.

1. State the main conclusion.

2. Present point-by-point similar-
ities in descending order of im
portance.

3. If necessary, restate the conclu-
sion.

1. State the main conclusion.

2. Present differences point-by-
point in descending order of im-
portance.

3. If necessary, restate the conclu-
sion.

1. Summarize the concept to be
classified.

2. Break it down into basic com-
ponents in descending order of
importance.

3. If necessary, restate and sum:

marize the parts.
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Description

Process

Survey

Definition

610

oooooo 3990

To provide sufficient
details to give a clear
picture of the thing de-

scribed.

To explain something

step and step

To explain how a

survey was conducted.

To explain new term(s),

1. Explain the function of the ob-
ject.

2. Describe the object in a spatial
order.

3. Explain the components of ob-
ject part by part.

1. Explain the object of the pro-
cess, introducing its steps in
chronological order.

2. Describe the steps to un-
derstand the process.

3. If necessary, present an over-
view and warnings.

1. If necessary, state the back-
ground.

2. State the purpose.

3. Explain the methods with the
equipment, materials, and criteria
used in the survey.

4. Introduce the results, or notice-
able findings.

5. Analyze the results in an ap-
propriate order.

6. State conclusions and recom
mend proper future actions.

1. Explain the new term, concept,
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new concept(s), or new  or system by using the

system(s) TOG+D Formula, or the syn-
onym.
2. Provide a concrete example of
the thing being defined; clarify
by using analysis, cause/ effect,
comparison or contrast as a

method of development.

0000 Purpose Outline0 0 0000000000000 OOOOOO
O000000DO0OO0OD0O0OO0O000 Instructing Japanese Learmers of English
Technical and Scientific Writing: The Rhetorical Approach (pp. 104-113) 0 O OO
000000000 dPlausibility O Problem-Solution O Outline 0 O 0O 0 0O O
gooooo
Plausibility

The board is satisfied on the evidence that v
Smith did violate his parole. Sears security —Conclusion
guard T. Sawyer testified that she saw John
Smith hide a record in his coat and that,
when she and other employees chased Smith,
she saw the record fall from his clothing. —Support 1
This testimony was supported by the testimony
of L. Olsen, a Columbus policeman who works
as a part-time security guard at the store. —Support 2
— Modern Rhetoric for English Technical Docunents, 173.
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Problem-Solution

Because mercury spills pose the most serious
safety hazard, provisions must be made for clean-
ing up mercury spills in the laboratory. Mercury
often splashes and spills while being poured, because of
its great density, surface tension, and low viscosity.
Droplets of mercury form and scatter in all directions
and roll into cracks and corners. Therefore, each
lab bench where mercury is used should be enclosed
to contain the spills and simplify the cleaning
operations. A sheet-linoleum floor covering with
sealed joints and coved edges should be used to
eliminate cracks, which trap mercury droplets.
A suction apparatus can then recover the spilled

mercury. — Ibid., 163-164.

—Need

—Pradblems

\ 4
—Salutions

000 Checklist for evaluating effective paragraphs 00O QOO0 OO

1. What sort of paragraph is it? Does it have a clearly recognizable function

or “plot™?

Are there clear transitional tags?

Are the keywords repeated?

o o M WD

Is the point consistent?

612

Does the paragraph have a clearly stated “general” (topic sentence)?

Does it have sufficient relevant details to support the “general™?
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4_.3. The Importance of Communicative Grammar

Geoffrey Leech & Jan Svartvik: A Communicative Grammar of English (1975,
11) O Preface O O 'grammar fatigue’ 0 O O O O English grammar [ structur-
al approach 0 0 O O communicative approach J 0 0 000000000
000000000000 0000000 communicative grammar [0 ‘the
ability not only apply the grammatical rules of English in order to form
grammatically correct sentences but also to know when and where to use these
sentences and these structures and towhom” OO0 0000000000000
gooobbobuoooooobbbtoooooubbbooooobbobobg
goooboooooboobooo

Communicative grammar OO0 0000000000000 Auxiliary verbs,
Tenses, Subjunctive mood, Prepositions, Articles 0000000000000
goooboobobooobooboboobooboboobooboboo
gooobbobuoooooobbbtoooooobbbooooobbobobg
gooono

gooobooobooboboobooboobooboooboobobooo
googouoooboboboobood
4.4 Title; Subject line

TitleDODODODODODODODODOOODODODO0DMMOODODO0DO0DO0ooooooooo
O0ODORPOODODODOODO Subject line O MemorandumJ Business let-
tersOUEmail 0000000000000

gooobooobooboboobuooboobobooobuoobobbo
gooobooboboooboobobouooboobobooboobooboo
gooobboboooooobbbtoooooubbbooooobbobog
gbooobuooboboobuooboboboobooboo

jdddddooooooooooboooboobOboo0oUoUgggoo
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goooooboboooooooooooooogobbboobooooboobooo
gooobbobuoooooobbbtboooooobbbooooobbo
J. C. Mathes & Dwight W. Stevenson 0000000000000 OO0OO
goooooooo
® It is specific, making both the topic and purpose (or document type)
clear.
@ It uses understandable and standard terminology, avoiding abbreviations,
acronyms and jargon.
@ |t is short (rule of thumb: ten words or fewer).
@ It puts important nouns in initial positions.
@It minimizes use of generalized terms such as “study of,” “report on,”
“investigation of.”
— Designing Technical Reports, 135.
J00000000ORPOODDOODODOOODOODODDOODOOO
= 000000topicO0000scopel 00O OOOO
00000000 00b0o0obOooo
s 00000000000 000dashD—O0O0O0OcolonDOOO0OO
oad
 JO000000000obobbobog
= 'Investigation of,’ 'Analysis of, 'Report on,’” 'Suitability of,’ 'Experiment
of DRPOOODOODOODODODODOODOODOODOOODOODOODOOO
0000000000000 O0o0o0oog  Prelimnary Study of ..
goboooooboboboobogoo
Informal report J Memorandum[J Subject line 0 O O O O O O O O
Designing Technical Reports (135) OO OO0 O0DOO0OOOOO
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4.5 Abstract; Summary

000000000000 ooo0ooooooooooooog Ab-
stract 0000000000000 O0ODOOOOOOOOOOOOCOOOOOO
0000000000000 0000000000000 AbstractO 000
O00000o0o0o0oo0ooU0oU0ooU0o0 DoooUoooooooooo
000000000000 0000200025 words DOOOoOooooon
000000000 AbstractDOO000 Summary 00000000000
4.5.1 Abstract

RPOOODODODODUOODODOOODOOOODOO ANSI/NISOO Guides for Ab-
stracts 0 —0 0000000 Q

6. Types of Abstracts and Their Content
Abstracts are generally described as either informative or indicative,
reflecting the mode or perspective in which they are written. In the
informative mode, the original document is condensed, reflecting its tone
and content. An abstract written in the indicative mode describes rather
than paraphrases, the original document and its contents.0 0 0 O O

6.1 Content of Abstracts
Informative abstracts state the purpose, methodology, results, and con-
clusions presented in the original document.C0 O O O O

Indicative abstracts are usually written for documents which do not

contain information relating to methodology or results.0 0 0O 0O O

ODU0O0O0000iInformative abstract 0000000000 O0O0DOOO
gboboooboooboooooboooboobbooobboooboooboo
RPOODODOODOUOUOOODOODDOOOOUOUOODDODODODOODODOOODOOO
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OU00000000O00000O0Indicative abstract OO0 0O OO0 OOOOO
O0ORPOODODOODOOOODOOOOOODODOOOO
gbobooboobooboobooobooboooobooboooooboobooon
oobooobooooboooboobooboboboooboboooboooboo
ooTswooOoOoOoOooooooooooooooooooooooooo
goboobooobobooobobooobooboooboobooobooboooDo
goooboooboboooboooobooboobobooboooobooboo
oooobooobooon
goboboobo@mooobooboooboboooobobobooobooo
obooboobobobooboooobooobooooboobooooboooo
gboboooooboboboooobobomooooboooboooooDbo
O00OwitingDOOO0ODODOD0O0OO0OO0D0OD0O0OOD0ODO0DO0DO0OO0OOOooooon
ooboobooobobooobooooboooboobooobooobooboooboo
gobooboooboboobooboooobooobooooboooboo

O O O Several papers have been presented concerning the effect of stress raisers
on the fatigue strength of rigid plastics. For example, Freas® on the direct
stress fatigue of polyester-glass cloth laminates, Boller? on the direct fatigue
of selected FRP, Tsukizoe et al** on polyester-glass cloth laminates under
pulsating tension and Wolf® on the direct stress fatigue of Delrin. As shown
above, most of papers showed the effect of stress raisers on the direct stress
fatigue of rigid plasters, and less papers presented on similar effect on these

materials under alternating bending.

O O O Effect of stress raisers on fatigue strength of rigid plastics have been

discussed by Freas ! who investigated the effect of the tensile stress fatigue of
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polyester-glass cloth laminates, by Boller? who studied the tensile stress
fatigue of selected FRP, by Tsukizoe et al** who subjected polyester-glass
cloth laminates to pulsating tensile loading and by Wolf® who conducted the
tensile stress fatigue of Delrin. Most of these papers considered the effect of
stress raisers on the tensile stress fatigue of rigid plastics, and few papers

relate to similar effect due to alternating bending.

00000000 The purpose of this paper is to summarize five articles
concerning effect of stress raisers on fatigue strength of rigid plastics. D0 OO
goooooobboboooooooooooooooobobooboboboboobooo
oo

4.6.2 Summary

Summary 000 0000000000000 00D000O0000O00O00O0Od
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OO00000000O0ProblemD 0000000 OO O OBackgroundD O 0O O
O000O0O0OO0OO0OO0OOOInvestigationD O OO OOODODOOO OO Technical
purpose 0000 M OOO0O0OOOOOO O Communication purposel O O 0O
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The new Feedwater Purity building is due for completion

617



146 oooooo 3990

in January 19XX and will involve the addition of several

new systems to the plant operations. This will pose a need

for plant operators, instrument and control technicians, — Background
chemistry, and maintenance personnel to become familiar and
with and eventually assume responsibility for — Prdblem

applicable systems. To minimize the time spent
in familiarizing those involved in the operations, | am propos- — Investigation
ing a Feedwater Purity Modification Training Session. — Communication Purpcse

The purpose of this report is to explain to you
the scope and structure of the proposed training and
to request approval for such a training session. — Cammunication Purpcse
— Modemn Rhetoric for English Technical Docurments, 23.

O0DO0oO0oDoog for applicable systems OO0 O O0O00OO0OOO0O0O0OO
0O 0O Tominimize 0 O involved in the operations 0000000000000
I am proposing OO Training Session. 0 0000000000000 0O00OO
O0000000000D000000The purpose of this report is to explain
00O of the proposed training D0 0000000000000 O0OO0O0OOO
OO0 toexplain0 000 0000000000000 0OOand to request [ [
gooobboboooooooo

0000 Business and Technical Communication DO OOO0 OO TSW OO
000000000000 o0ooooodoo0orRPOODDOODODOODOO
MemorandumO O OO0 00 0000000000000 O00O0O0OO0OOOOO0O
gooobboboooooobbobtboooooobbbooooobbobog
gooobooboboooboobobooboobobooboobobo
00ooboobobooobooboobooobooboobDoobOoobooo
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