TECHNICAL AUTHORING HANDOUT 2

STYLE IN A TECHNICAL DOCUMENT

1. Find sentences that contain passive voice. Change passive to active.
2. Look for sentences shorter than 12 or longer than 25 words. Either combine them, or break them up.
3. Check each sentence for coordinate elements. If they are not parallel, make them so.
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4. Read carefully for instances of the following potential problems:
a. Nominalisations - Nominalisations are nouns that are created from adjectives (words that describe nouns) or verbs (action words). For example, “interference” is a nominalization of “interfere,” “decision” is a nominalization of “decide,” and “argument” is a nominalization of “argue.”
b. Sexist language
c. Choppiness – a string of short sentences (unless a brief)
d. Incorrect use of you (not in formal reports). Use you to mean the reader, or the organisation referred to.
e. Wordiness
f. Redundant phrases – due to the fact that (because), employed the use of (used), basic fundamentals (fundamentals), completely eliminate (eliminate), alternative choices (alternatives), actual experience (experience), connected together (joined/connected), final result (result), prove conclusively (prove), in as few words as possible (concisely). 
5. Sentences. Look for 4 types of phrasing. Change the phrasing as suggested here, or as determined by the needs of your audience and the situation:
a. The word this. Usually you can eliminate it, or add a noun directly behind it – By increasing energy prices, this will cause hardship becomes Increasing energy prices will cause hardship.
b. The words am, is, are, was, were, be and been. If these are followed by a past tense (was written) the sentence is passive. Try to change the verb to an active sense (wrote).
c. Lists of things, or a series of activities. Put all such items in the same grammatical form. To purchase, to assemble and to erect, not to purchase, assembling, and to erect. This technical authoring approach will do more to improve your writing than any other style tip.
d. The phrases there are and there is. You can almost always eliminate these phrases and a that which appears later in the sentence. There are four benefits that the audience will find becomes the audience will find four benefits.
6. Make sure that each paragraph has a clear topic sentence
7. Check paragraph coherence by reviewing for:
a. Repetition of terms.
b. Placement of key terms in a dominant position.
c. Class or membership relations – Interactive multimedia follows one of two paradigms. Distributed media such as……Online systems such as…..
d. Transitions. 
i. First….second..
ii. then…next…
iii. and….also….furthermore
iv. thus….so…therefore….hence
8. Evaluate the sentence levels of each paragraph. Revise sentences that do not clearly fit into a level.
a. The first level is that of the topic sentence
b. The second level supports or explains the topic sentence
c. The third level consists of sentences that develop one of the second-level ideas
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Parallel Structure

Parallel structure refers to a sentence's use of the same word pattern by repeating a
grammatical form. It underlines the value of any ideas or information presented in the
same sentence at the same time.

If a sentence has two or more numbers of items, the grammatical form of the first item
must be used to represent the remaining thoughts. Multiple pieces of information are
frequently joined in a parallel structure by coordinating conjunctions. In distinct
sentences, a parallel structure can be built at the word, phrase, or clause level.

Here are some examples of parallel structures:
Not Parallel: My older brother likes swimming, hiking, and to ride a motorcycle.
Parallel: My older brother likes swimming, hiking, and riding a motorcycle.

Not Parallel: His students were asked to do their assignments quickly, accurately, and in a
detailed manner.

Parallel: His students were asked to do their assignments quickly, accurately, and
thoroughly.





