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Content (what is taught): 

· Define technical writing

· Compare text and pictorial communication skills

· Understand the importance of technical writing

Context (how it is taught):

· Students will follow verbal directions 
· Students will follow directions by pictures
· Students will create directions for completing a task

Activity Description:

Students will experience communication by following written and pictorial directions.  Students will then have the opportunity to practice creating their own set of directions for provided projects.

Standards:

Technology: TA1, TA2, TB2, TB4



Engineering: ED2
Asking Questions: (How To . . . )

Summary:  Students will consider the importance of clear communication.
Outline: 

· Students will read quotes and discuss their meanings

· Students will consider the difficulty of giving directions for various situations 

Activity:  Students will read the quotes below and discuss their meanings.  Are the meanings clear or open to interpretation?  Are the quotes clear communications?  Why is clear communication important?  After discussing the quotes, students will consider the difficulty of giving directions.

· How do I know what I said until I read what I wrote?  ~Unknown

· . . . words and pictures live in harmony as they are both used equally in order to understand the meaning of any work that uses them both  ~Paul Martin Lester

	Questions
	Answers

	Have you ever tried to give directions to your house to someone who has never been to your community?
	Answers will vary.

	Is it easier for you to read directions or look at pictures?
	Answers will vary.

	Would you rather provide written or pictorial directions to your house?  
	Answers will vary.

	Why is the order of directions important?
	Items would not be assembled correctly or work correctly; someone may not find something; the final product may be inferior.  Answers will vary.
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Exploring Concepts: (How To . . . )
Summary:  Students will create directions on how to get from school to the YMCA. 
Outline: 

· Students will write directions on how to get from school to the YMCA

· Students will draw pictures giving directions on how to get to the YMCA

· Students will compare the methods of giving directions
Activity:  The class will create a set of directions for driving from school to the YMCA (or some other landmark in your town).  The directions will be written on the board so additions and/or deletions can be made by students.  After the directions are written, pictures and/or drawings may be added.  A conclusion should follow by comparing the two methods.



Instructing Concepts: (How To . . . )
Technical Writing

Technical writing is a formal style of writing used today in areas as varied as business, science, engineering, technology, social science, and education. Its purpose is to transfer of complex information in a manner that is useful, clear, and easy to understand.  Some common examples of technical documents are sales catalogs, financial reports, resumes, handbooks, standard operating procedures, appliance manuals, and business proposals.

Identifying Audience and Purpose: Audience analysis is an important element of all technical writing.  First, the writer must identify who the reader will be.  Then the writer must determine what information the reader requires, the reader’s background, and the level of understanding.  The technical writer must also consider the reason for the document.  Is it to inform, persuade, solve a problem, or tell how to do a process.  

Organizing and Formatting a Document: Technical writing looks different from other forms of writing, such as newspapers and fiction books. Content is generally delivered in a direct, linear format. Information is presented in specially arranged units called chunks. These chunks are organized through the use of headings, white space, section dividers, horizontal rules, numbering, bulleted lists, and boldface type.  Graphics, such as diagrams, tables, and charts can enhance the text and help the reader further understand the information.

An Awareness of Language: Technical writing is not creative writing. Flowery prose, snazzy verbs, colorful adjectives, or long paragraphs do not belong in a technical document.  The technical writer must choose words that convey ideas effectively and efficiently.  Language should be clear, direct, and grammatically correct.  A technical writer should use active rather than passive voice, avoid jargon, and write compact sentences and paragraphs.  This will ensure that the reader does not have to struggle to understand the information.  

Research: A technical writer may not know everything about his subject before he begins.  The writer must gather information from existing documents and subject matter experts, known as SMEs.  Through research, a technical writer can become a mini-expert in the subject area, but his main skill lies in being an expert in documentation.  Thus, with the proper research, a technical writer can write on almost any subject he chooses.

A Few Final Thoughts: The ability to translate technical knowledge in a clear, concise manner is a skill that can be developed with practice. The challenge for the technical writer is to present the information in a way that a person who isn’t an expert can understand and use. People who are technical writers should have good research skills, a command of grammar and language, an understanding of audience, and the ability to deliver technical information in a straightforward manner.
Organizing Learning: (How To . . . )
Summary: Students will compose a document that explains how to change the battery in a computer.

Outline: 

· Students will learn when and why a computer battery needs to be replaced

· Students will learn how to replace a computer battery

· Students will write directions on how to replace a computer battery

Activity:  Understanding that data can be lost due to battery failure, students will learn the process changing a battery in a computer.  They will then need to explain in technical writing how this is accomplished.  Students must approach the writing as if the reader has never seen the inside of a computer.  Pictures may accompany the writing.  

Resource:  The following website provides several samples of technical writing under User Guides (http://verostarry.posterous.com/pages/writing-samples-3)
Understanding Learning: (How To . . . )
Summary: Students will be assessed on technical writing by completing a project that requires them to use technical writing to create a brochure.

Outline: 

· Formative Assessment of Technical Writing
· Summative Assessment of Technical Writing
Activity: Students will complete a project-based assessment related to technical writing.

Formative Assessment: As students are engaged in the lesson ask these or similar questions:

1) Do the students understand the importance of writing directions in sequence?

2) Do the students understand the importance of writing with clarity?

3) Do the students use pictures effectively with the written directions? 

Summative Assessment: Students can complete the following project based assessment:
You have been asked to create a brochure that explains how to create and manipulate Word Art in Microsoft Office.  Pictures may be used to enhance your writing. After your brochure is created, explain how you used your knowledge of technical writing to produce your product. 

Attachment:

· Sample brochure: T042_SHINE_How_Too_U_Brochure_Sample.doc
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Driving Directions


From Omaha to Columbus





Start out going east on Douglas St toward S 16th St.


Take the 1st left onto S 16th St.


Take US-6 W


Stay straight to go onto W Dodge Rd.


W Dodge Rd becomes US-275 W


Stay straight to go onto US-30 W.


Turn left onto US-30/US-81/33rd Ave.





Map From Omaha to Columbus�





Directions From School to the YMCA





Go down Head west on Pacific the street a couple blocks and go 3 blocks


Turn right (on 90th Street) and go (2 miles) to the stoplight


Take a left (at the stoplight onto Center Street) and go about a mile. and you’ll see it on the right


The YMCA is located at 8601 Center Street
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