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9LR >OB MOL?>?IV TLKABOFKD TE>Q QEFP dQB@EKF@
QEFKDe FP 3LJBLKB J>V BSBK E>SB QPIOFER @QROPB
TEBOB QEBV J>HB VLR TOFQB >?LRQ @LJMRQBOP
P@FBK@B >KA ?0BER/PRID KLQ OBR/VLR TFIl PBB
FK > JLIBKQ

AB@EKF@>l TOFQFKD FP >K >RAFBK@B @BKQBOB!/
@LJIIRKF@>QFLK QE>Q MOLSFABP > OB>ABO TFQE @IB
>@@BPP QL FKCLOJ>QFLK PL QEBV RKABOPQ>KA
AL@RIBRQZKA QEB >RPEMROMLPB >KA OBPMLKA
>@@LOAFKEB/QB@EKF@> TOFQBO >KA OB>ABO E>SE
Z SFP OBI>QFLKPEFM 4EB TOFQBO OB@LDKFWBP OF
>AAOBPPBP QEB FIMLOQ>K@B LPPQEEERNFIBE&Bg
@IB>@LK@FPB >KA >@@BPPF?IB 4EB TOFQBO PQ
BCB@QFSB >KA@BBKQ @LJJIRKF@>QFLK ?V MOLSF
AL@RJIBKQP TOFQQBK FK PMB@FCF@ CLOJ>QP RPFKD
I>KDR>DB QL @LKSBV @IB>0IV >@@BPPF?IB FKCLOJ>
OB>ABO FK QROK QELOLRDEIV MOL@BPPBP QEB FKC(
LOABO QL DFSB > QELRDEQCRI OBPMLKPB LO Q>HB :
>@QFLK

AB@EKF@>I TOFQFKD @LROPBP FKQOLAR@B VLR Q
DBKOBP >KA LQEBO FIMLOQ>KQ >PMB@QP LC TOFQFKEL
LC P@FBK@B QB@HALPRRFKBPPCcFK LQEBO TLOAP QE
HFKA LC TOFQFKD QE>Q P@FBKQFPQP KROPBP AL@QL
J>K>DBOP @LJMRQBO PMB@F>IFPQP THGBSIRIBKQ
BKDFKBBOP >KA LQEBO MOLCBPPFLK>IP AL >P > M>C

3
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OBDRI>O TLOH 4EB PHFIIP IB>OKBA FK QB@EKF@>|
@LROPBP >0OB RPBCRI FK > ?0L>A PMB@QORJ LC CFBIA
BAR@>QFLK >KA PL@F>| P@FBK@BP

4L 1B>OK ELT QL TOBBEBESBIV CLO QEB MOLCBPPF
TLOIA VLR TFIl PQRAV @LJILK QVMBP LC OBMLOQP F
CLOJ>Q FQBJP PR@E >P IFPQP >KA EB>AFKDP PFJIMIB C
CLO @OB>QFKD >KA RPFKD DO>MEF@P FK OBMLOQ
QB@EKFNRBP CLO MOLAR@FKD MOLCBPPFLK>I ILLHFK
4EFP ?LLH CL@RPBP LK PHFIIP >KA DBKOBP 4EB FAB>
TEFIB VLR IB>OK QEB @LKSBKQFLKP QE>Q DLSBOK LI
PR@E >P QB@EKF@>| FKPQOR@QFLKP VLR TFIl >IPL M
PR@E >P QEB >MMOLMOF>QB RPB LC DO>MEF@P >K
C>@FIFQ>QB @LJJRKF@>QFLK )Q FP FIMLOQ>KQ QL 2
CLRKA>QFLK LC PHFIIP >KA DBKOB HKLTIBADB PL QE>Q
JLOB EIEF@FBKQIV @LIMIBQB TOFQFKD Q>PHP TEBK QEF

4EFP >MMOL>@E TFIl >IILT VLR QL >MMIV TE>Q VLR |
EBOB QL > S>OFBQV LC PFQR>QFLKP 4EB PHFIIP >
HKLTIBADB VLR TFIl >@NRFOB FK QEFP ?LLH PELRIA ?B C
>KA >A>MQ>?IB 3LIBQFJIB QB@EKF@>l TOFQFKD FP C
TEF@E @>K ?B > DLLA QEFKD FC VLR KBBA QL @LJJR
PLIBQEFKD TFQE DOB>Q @|SBEFBIBBBOAL
KLQ IBQ CLOJRI>F@ TOFQFKDIM*MRQEBCBEBRBOVQEFKD
VLR TOFQB

&41@;>5/-8 5@A-@5;:

/KB LC QEB JLPQ FIJMLOQ>KQ PHFIIP VLR TFIl MO>@
>K>IVWFKD >KA RKABOPQ>KAFKD QEB OEBQLOF@>I |
VLRO TOFQFKD Q>PH %RPBEQBEBQLOF@>I PFQR>QI
ABP@OF?BP QEB OBI>QFLKPEFMP ?BQTBBK >KA >
>RAFBK@B TQ@FQBIBKQ >KA @LKQBUQ LC @LJIRKF@:
4E>Q JFDEQ PLRKA @LIMIF@>QBA THEDE) K@FK

?2>PF@>I1V ?B ?0LHBK ALTK FKQL >K >T>OBKBPP >KA PBK
QL QEB KBBAP LC VLRO >RAFBK@B 7E>Q ALBP VLRO :
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>|OB>AV HKLT 7E>Q AL QEBV T>KQ LRQ LC VLRO AL@R.
7EBOB TEBK >KA ELT >0OB QEBV DLFKD QL RPB QEB AL@
VLR @OB>QB 4EBPB >0OB PLJB LC QEB NRBPQFLKP VLF
>PH VLROPBIC ?BCLOB VLR ?BDFK >KV TOFQFKD Q>PH
JLOB LK >RAFBK@B 2BIRTQEOLRDELRQ QEFP ?LLH

7 FQELRQ BSBK HKLTFKD FQ VLR J>AB ?B C>JFIF>0
QEBPB @LK@BMQP COLJ VLRO @LIIBDB LO BSBK EFI
@LIMLPFQFLK @LROPB )C VLR E>SB BSBO EB>0OA LC |
ethos logos LO pathos VLR HKLT PLIJBQEFKD >?LRQ
@I>PPF@>| |OFPQLQBIF>K OEBQLOF@ >KA TE>Q FP LCC
rhetorical situation)C VLRO TOFQFKD FP fogeBA/LR
TLRIA ?B RPFKD C>@QP OB>PLK >KA ILDF@ QL @LJJF
VLRO JBPP>DB FC \DRIBKQ FP ?>PBA LK BQELP VLR
TLRIA ?B OBIVFKD LK VLRO @OBAF?FIFQV >P > TO|
@LJIRKF@>QB VLRO JBPP>DB >KA FC VLRO TOFQFKD
LK M>QELP VLR >0B >QQBJMQFKD QL >MMB>IRQL VLRO :
BIJLQFLKP GIB~BLMB >KDBOFAB BQ@ &LO JLOB>?LRQ
QEBPB >MMB>IPoRBBR .LDLP 0>ELP

AB@EKF@>I TOFQFKD @LROPBP ?RFIA LK TE>Q VI
IB>OKBA FK LQEBO TOFQFKDLRLRIPBERSB >K
LMMLOQRKFQV QICAREPBRAOOFQFKD QLLIP >KA MO>@
QEB >0Q >KA @OSB®EIB.@LIJIRKF@>QFLK (LTBSB
QEBOB FP MIBKQV KBT QL IB>OK )C VLR @ROOBKQIV |
FK TEF@E VLR AL PLJB TOFQFKD VLR TFIl AFP@LSBO Q
@>K MRQ TE>Q VLR IB>OK FK VLRO QB@EKF@>| TOFQF
FJIBAF>QB RPB

SA@ ( 1/4:5/-8 +>5@5:3

7EFIB QB@EKF@>I @LJIRKF@>QFLK FP BPPBKQF>I FK >
LC CFBIAP >KA L@ @RM>QFLKP QB@EKF@>| TOFQFKD |
MOLCBPPFLK>l CFBIA LC FQP LTK TFQE ABDOBB M

EQQM MREYFIIF>JP M?TLOHP @LJ T M>DB %QELP 0>QELP ,LDLP
4EB 2EBQLOF@>! IMMB>IP


http://georgehwilliams.pbworks.com/w/page/14266873/Ethos-Pathos-Logos-The-3-Rhetorical-Appeals
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@BOQFCF@>QFLKP >KAMFRIBOIER KIVCBTBO QE>K CFS
P@ELI>OIV GLROK>IP QE>Q >0OB ABSLQBA @LJMIBQBIV
QL MR?IFPEFKD >OQF@IBP OBI>QBA QL QB@EKF@>| TC
FP ELT FQ TLOHP ELT FQ FP @E>KDFKD >KA ELT QL Q
4EB GLROK>IP FK@tRABal Communication Quarterly

Journal of Bchnical Witing and CommunicationJournal

of Business andethnical CommunicationEnglish for

Specific PurposesKAssues in \Wting 4B@EKF@>1 TOFQFKD
FP > CFBIA TFQE > ILQ LC DOLTQE >KA FK@LJB MLQBK
>K FKQOLAR@QLOV QB@EKF@>I TOFQFKD @LROPB FP
ABQBOJFKB FC VLR >0B FKQBOBPQBA FK > @>0BBO Ft
TLOH FK TEF@E TOFQFKD FP > J>GLO @LJMLKBKQ

+ ;>7<8-/1 +>5@5:3

>KV PQRABKQP LC QB@EKF@>I TOFQFKD @LROPB
KB@BPP>OFIV MI>KKFKD CLO > @>0BBO >P > QB@EKF
FKPQOR@DBSBOQEFP @LROPB TFIl MOLSFAB VLR TFQ!
FKQOLAR@QFLK QL QEB HFKAP LC TOFQFKD PHFIIP \
MO>@QF@>11V >KV MOLCBPPEIXOQ@BSOEBQ PLOQ LC

TLOH VLR AL VLR >OB IFHBIV QL AL PLJB TOFQFKDC>KA J
LC FQ J>V ?B QB@EKF@>| FK K>QROB &ROQEBOJLOB |
QL >AS>K@B FK VLRO @>0BBO >KA BSBKQR>IIV J>K>DB
LMBK VLRO LTK ?RPFKBPP E>SFKD QB@EKF@>| TOFQF
> @OFQF@>1 @LJIRKF@>QFLK QLLI QE>Q TFIl P>SB VLF
JLKBV )C VLR I>@H QEBPB PHFIIP VLR J>V KLQ ?B >?IE
MOLMBOIV >PPBPP QEB NR>IFQV LC > OBMLOQ VLR E>
PLJBLKB QL TOFQB LO VLR J>V BKA RM PBKAFKD BJ>FI
>OB RKFKQBKQFLEBKPASB LO VLR J>V ?B CLO@BA G
EFOB > MOLCBPPFLK> TOFQBO QL @OB>QB VLRO BJIMIL
>KA FKPQOR@QFLK>| DRFABP 4EB JLOB VIERHKLT >?LI
practice QEB ?>PF@ QB@EKF@>| TOFQFKD PHFIIP OBSB:
QBUQ QEB ?BQQBO VLR TFII 7B >Q TOFQFKD IKAQE>Q T
CLO QEB MOLGB@QP VLR TLOH DgKEWD Q@HBKR VLR
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TLOH CIXKACJLPQ LC >lIcCLO VLR >KA VLROX#tBOBBO
KLJFPQ>HB FC VLR T>KQ QL PR@ @BBAVRR\HEFEB @>0OBE

QL ?B > PR@@BPPCRI @LJIRKF@>QBIM>EKALCIQE>Q
FK@IRABP TOFQFKD

(4111-:5:3;2J( 1/4:5/-8K

AB@EKF@>I @LJIRKF@>QFLKcLO QB@EKF@>| TOFQFI
@LROPB FP LCQBK @>IIBACFP KLQ TOFQFKD >?LRQ :
QB@EKF@>| QLMF@ PR@E >P @LIMRQBO®EREEILRQ
QLMF@ 4EB QBOJ dQB@EKF@>le OBCBOP QL HKLTIB;
KLQ TFABPMOB>A QE>Q FP JLOB QEB QBOOFQLOV LC
PMB@F>IFPQP 7E>QBSBO VLRO J>GLO FP VLR >OB A
>K BUMBOQFPBCVLR >0B ?B@LJFKD > PMB@F>IFPQ FK >
QB@EKF@>| >OB> 7EBKBSBO VLR QOV QL TOFQB LO P:
>?LRQ VLRO CFBIA VLR >OB BKD>DBA FK QB@
@LJIRKF@>QFLK

9<;>@-:/1 ;2 A051:/1

IKLQEBO HBV M>0Q LC QEB ABCFKFQFLK LC Q
@LJIRKF@>QFLK FP QEB OB@BFSBO LC QEB FKCLO.
>RAFBK@B@EKF@>1 @LJIRKF@>QFLK FP QEB ABIFSE
QB@EKF@>| FKCLOJ>QFLK QL OB>ABOP LO IFPQBKBO
FK > J>KKBO QE>Q FP >AtMiQRBEMEheir IBSBI LC
RKABOPQ>KAFKDtheiK®>@HDOLRKA -LPQ QB@EKF@:>
AL@RJBKQP >OB >IPL TOFQQBK TFQE > OBPMB®Q CLO G
QFJB JB>KFKD PBKQBK@BP >OB TCF@EBKQHP BT
MLPPF?IB >KA @LKQBKQ FP >0O0>KDBA >KA AFPMI>VB/
QE>Q >IILTP QEB OB>ABO QL NRF@HIV IL@>QB
FKCLOJ>QFLK )K C>@Q QEFP >RAFBK@B BIBJBKQ FP P
QE>Q FQ FP LKB LC QEB @LOKBOPQLKBP LC QB@EKF@
>0OB LCQBK @E>IIBKDBA QL TOFQB >?LRQ QB@EKF@> |
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T>V QE>Q > ?BDFKKBO @LRIA RKABOPQ>KA 3LJBQFJBP
QL TOFQB CLO >K >RAFBK@B LC LQEBO PMB@F>IFPQP
PMB>HFKD VLR >0B @LJJRKF@>QFKD FKCLOJ>QFLK QL
TEL ALBP KLQ >IOB>AV HKLT LO E>SB FQ

AEFP >?FIFQV QL dQO>KPI>QBe QB@EKF@> FKCLOJ>
PMB@F>IFPQP FP > HBV PHFII QL >KV QB@EKK@>| @LJJ
> TLOIA LC O>MFA QB@EKLILDF@>| ABSBILMIBKQ J>KV
>OB @LKPQ>KQIV C>IIFKD ?BEFKA P > OBPRIQ QB
@LIM>KFBP OBDRI>OIV PQORDCBEQESBKABE QL EBIM
@ROOBKQ LO MLQBKQF>I @RPQLJBOP RKABOPQ>KA G
LO QEB LMBO>QFLK LC KBT MOLAR@QP %SBK TFQEFK
MBLMIB TFQECBBBKQ PHFIl PBQP KBBA QL ?B >?IB
@LIIRKF@>@BENFSBIV TFQE LKB >KLQEBO BKDFKBBC
QL @LJIRKF@>QB TFQE I>TVBOP JB@E>KF@P
>@@LRKQ>KQP P>IBP MBLMIB TFQE J>K>DBOP >KA BUB

9LR AL KLQ E>SB QL TOFQB >?LRQ @LJMRQBOP LO
P@FBK@BCTOFQB >?LRQ QEB >0B> LC QB@EKF@>! P}
VLR HKLT LO >OB IB>OKFKD >?LRQ KA MI>K QL TOFQB >
FK PR@E > T>V QE>Q VLRO >RAFBK@B TFIl RKABOPQ>K
@E>MQBOO JLOB LK QEFP QLMF@

Really(1/4:5/-8 +>5@5:3

9LR PELRIA HKLT QE>Q MOLCBPPFLK> QB@EKF@>| TOF
C>@Q TOFQB >?LRQ SBOV (IREBE@>(FQRQE>Q QEBV
@>KKLQ ?BDFK QL J>PQBO RKIBPP QEBV DL ?>@H CL«
"RQ TFQELRQ > 0E$ FK OL@HBQ P@FBK@B ELT FP > (
TOFQFKD PRMMLPBA QL HKLT @OB>QB >@@R0O>QB FK
ELT QL MOLMBOIV PB@ROB QEB IFKH>DBP ?BQTBBK OL(
>KA CRBI ABIFSBOV PVPQBJP (LT FP QEB TOFQBO PRM
D>FK QE>Q HKLTIBADB FK GRPQ > CBT TBBHP ?BCLOB Q
KBBA QL PEFM (LT AL QEBV J>K>DB 0OLCBPPFLK>| QB@
TOFQBOP OBIV LK QEBPB PQO>QBDFBP QL BKPROB
>@@RO>@V LC QEBFO TLOH
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] 3QRAV ?LLHP >OQF@IBP OBMLOQP TB?PFQBP !
QL QEB MOLAR@Q

] 2BSFBT MOLAR@Q PMB@FCF@>QFLKP 7E>Q QE
MOLAR@Q FP PRMMLPBA QL AL ELT FQ FP ABPF

] )KQBOSFBT PR?GB@Q J>QQBO BUMBOQP 3-%P
MOLAR@Q PMB@F>IFPQP ABSBILMBOP BKDFKE

] 'QQBKA MOLAR@Q JBBQFKDP AROFKD QEB
ABSBILMJIBKQ @V@IB

] 0>0QF@FM>QB FK IFSB ABJLKPQO>QFLKP LC QE

] "B@LJB C>JFIF>0 TFQE RBIBMBQFKD
MOLAR@QP

] %UMBOFJBKQ TFQE TLOHFKD JLABIP LC QEB MO

] IPH PR?GB@Q J>QQBO BUMBOQP QL OBSFBT TL!
QB@EKF@>| >@@RO>@V >KA @LIMIBQBKBPP

/C @LROPB BUMBOFBK@BA QB@EKF@>I TOFQBOP TFII
MOLAR@Q ABSBILMJBKQ JLSBP PL C>PQ QE>Q PMB@FC
KLQ >IT>VP MLPPF?IB >KA QE>Q TLOHFKD JLABIP LC QEB
>OB O>OBIV >S>FI>?IB 4E>Q FP TEV QEB 3R?GB@C
%UMBOQPg OBSFBT FP LCQBK QEB JLPQ FIMLOQ>KQ "
IFPQ >?LSB VLR @>K >IPL PBB QE>Q QB@EKF@>| TOFQF
@LII>?LO>QFSB MOL@BPP TEBOB J>KV MBLMIB @LKQOX
MOL@BPP LC @OB>QFKD QEB CFK>I MOLAR@Q

(1/4:5/-8 +>5@5:3 -:0 /-0195/ +>5@5:3

9LR E>SB MOL?>?IV Q>HBK >Q IB>PQ LKB >@>ABJF@
@LROPB ?BCLOB QEFP LKB PL VLR TFIl ?B C>JFIF>0 TFQ
QEB MO>@QF@BP LC TOFQFKD CLO VLRO @LIIBDB @I>F
4EB @LK@BKQO>QFLK LK ABCFKFQB MROMLPB PQOF
RPB LC >MMOLMOF>QB I>KDR>DB FK QB@EKF@>I TOI
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QEB ABDBK@BP ?BQTBBK QB@EKF@>l TOFQFKD >KA
TOFQFKD 4EB >@>ABJR® MRGRIBPB J>V ?B QL TOFQB
>K >PPFDKJBKQ > PQRQQBQ@ 4EBPB TLOHP J>V LO
J>V KLQ E>SB > OB>ABO LRQPFAB QEB @I>PPOLLJ (L
QB@EKF@>I TOFQFKD FP >IT>VP JR@E JLOB @LK@B!
>OQF@RI>QFKD > @IB>0IV ABCFKBA MROMLPB TFQE
HKLTK OB>AEED>OAIBPP LC QEB KRJ?BO LC PQ>HBELIA
>KA QEB S>OFBQV LC MBLMIB TEL J>V BK@LRKQBO >KA (
AL@RJIBKQP FQ FP FIMLOQ>KQ QL E>SB > @IB>O FAE
MOFJ>0OV OB>ABO

)K QB@EKF@>| TOFQFKD @LROPBP QEB CL@RP FP
>K>IVQF@>l OBMLOQ *RPQ >?LRQ BSBOVQEFKD VLR
@LROPB FP >FJBA >Q ABSBILMFKD PHFIIP KBBABA QL
QEFP OBMLOQ /C @LROPB JLPQ QB@EKF@>| TOFQFKD
TFQE > OBPRJB >KA >MMIF@>QREKJIBQQBO@IRAB
TOFQFKD > PBQ LC FKPQOR@QFLKP QL EBIM MO>(
QB@EKF@>| HKLTIBADB >S>FI>?IB QL KLK BUMBOQP 2E
QE>Q JR@E LC QEFP ?LLH FP ?>PBA LK J>PQBOFKD 7L
>KA DBKOBP 7EFIB @OB>QFKD QEBPB AL@RJBKQP >KA
QEB CLOJP LO DBKOBP VLR TFIl >IPL IB>OK >AS>KQ>
PQO>QBDFBP CLO > RLBIRIBEE@P [>VLRQ >KA ABPFD
(LTBSBOQEB J>FK >PPFDKJBKQ FK JLPQ QB@EKF@>I T
@LROPBP FP QEB >K>IVQF@>| OBMLOQ

0I>KKFKD QL TOFQB QEFP OBMLOQ @LKPFPQP LC PBS

%PQ>?IFPEFKD DOLRM OLIBP

7 OFQFKD > MOLMLP>| FK TEF@E VLR >V LRQ VL
OBPB>0@E PQO>QBDV

0BOCLOJFKD MOFJ>0V >KA PB@LKA>OV OBPB>(
IK>IVWFKD OBPB>0O@E
7 OFQFKD QEB OBMLOQ

"BCLOB TOFQFKD QEB OBMLOQLREOHBSEB®BIV 7B
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>PPFDKBA PELOQBO AL@RJBKQP JBJLP BJ>FIP LRC
AO>CQP TEBOB VLR DBQ >@@RPQLJBA QL RPFKD Q
EB>AFKDP IFPQP DO>MEF@P >KA PMB@F>I KLQFG@
JBKQFLK TOFQFKD >?LRQ QB@EKF@>| PR?GB@Q J>QQ
@LK@FPB RKABOPQ>KA>?IB T>V QE>Q FP >MMOLMC
PMB@FCF@ >RAFBK@B

#54). 9 LR PELRIA ?B >T>0B QE>Q QB@EKF@>I TC
@LROPBP >0OB TOFQFKD FKQBKPFSB )C VLR >0B Q>HF}
LC @I>PPBP TLOHFKD CRIl QFJB >KA GRDDIFKD RKFNF
L?IFD>QFLKP MIB>PB @LKPFABO TEBQEBO QEFP FP QF
CLO VLR QL Q>HB QB@EKF@>I TOFQFKD #LKPRIQ -
MOLCBPPLO >?LRQ QEB TLOHIL>A CLO QEFP @I>PP FK L(
VLRO AB@FPFLK

9LR TFIl MOL?>?IV TOFQB JLOB FK VLRO QB@EKF@>
@LROPB QE>K FK >KV LQEBO @LROPB VLR E>SB BSBO
QEB TOFQFKD FP BUMB@QBA QL ILLH MOLCBPPFLK>|
PQLM QEFKHFKD LC VLROPBIC >P PQRABKQP >KA VLRO
>P FK@LKPBNRBKQF>I ?RPV TLOH )KPQB>A PQ>0Q Q
VLROPBISBP >P MOLCBPPFLK>IP TEL >OB IB>OKFKD K
>KA MRQQFKD FKQL MO>@QF@B QELPB PHFIIP VLR
J>PQBOBA

AB@A>8 5B1>?5@E -:QL(4:5/-8
‘99A:5/-@5::

#RIQROB FP M>0Q LC QEB SBOV C>?0F@ LC LRO QELF
@>KKLQ PBM>0>QB LROPBISBP COLJ FQ 7EBK VLR >OB
QEB OEBQLOF@>| PFQR>QFLK FQ FP > DLLA FAB> QL
@RIQRO>I @LKQBUQP QE>Q J>WEBGK RRPFKBPP

LO LWKFW>QFLK E>P > @RIQROB >KA TFQEFK TE>Q
@LKPFABOBA > DIL?>| @RIQROB QEBOB >0B J>KV PR?

@L @RIQROBP &LO BU>IMIB @ L KIBRBQ@EBRAFBBK
QEB P>IBP >KA >@@LRKQFKD ABM>0QJBKQP BK > @LOI
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@>K NRF@HIV PBB QTL AFPQFK@Q DOLRMP TFQE
PVJ?LIP SL@>?RI>RA S>IRBPFQEFK B>@E DOLRM QEBO
J>V >IPL ?B PJ>IIBO DOLRMP >KA B>@E JBJ?BO LC B:
ABM>0QJBKQ @LJBP COLJ > AFPQFK@Q ?>@HDOLRKA (
FKCIRBK@BP ?BE>SFLO >KA FKQBOR@@9ME QEFQ
@LKQBUQ QL >K >@Q LC @LJIRKF@>QFLK 7EL TFIl E
7EL @LRIA OB>A FQ 7E>Q TFII VLRO @LIIB>DRBP LO OB>,
>KLQEBO @RIQROB Q>HB COLJ FQCFKQBKABA LO KLQ 3
QEB CL@RP LC QB@EKF@>l @LJJIRKF@>QFLK FP NRF
MOFJ>0OV OB>ABO FP @BOBA UEML.RDE ABJILDO>MEF
OBPB>O@E "RQ QEFKH >?LRQ ELT JRREQESH BQ\
JLOB AVK>JF@ > @LJIRKF@>QFLK @LRIA ?B FC QEB
@LKPFABOBA QEB MLQBKQF> @RIQRO>I MBOPMB@ QFS
$FSBOPFQV FK@IRABFCBOBKEFC>@QLOP O>KDFKD C
0>@B >KA BQEKF@FQV QL @RIQROBIERAIITDBIASFBT
AFSBOPB >K >RAFBK@B QEB E>OABO FQ ?B@LJBP (
PMBB@E QL QE>Q >RAFBK @HERLIESBTB PQRAV @OLPP
@RIQRO>I @LJJIRKF@>QFLK FPPRBP QEB JLOB >T:
?B@LJB )Q FP LC @LROPB FJMLPPF?IB QL HKLT BSBO\
TBIl PLJB LC RP >OB PQFII TLOHFKD LK IB>OKFKD LRO
(LTBSBOFQ J>V ?B EBIMCRI QL OB@LDKFWB PBSBO>| M>«
RPBA QL AFP@RPP @RIQROB FK LOABO QL OB@LD
@E>0>@QBOFPQF@P TEFIB >IPL >MMOB@F>QFKD @RI
>KA PBBHFKD QL >SLFA DBKBO>IFW>QFLKP
IMMOB@F>QFKD @RIQRO>I RKFNRBKBPP EBIMP RP Ql
J>GLO @LJIRKF@>QFLK PQVIBP d&BCOBDIKA
individualistic >OB PLJBQFJBP RPBA QL AFP@RPP @RI
AFCBOBK@BP ->KV IJBOF@>KP S>IRBRQIBOF@>K
@RIQROB >IPL MI>@BP > PQOLKD BIJME>PFP LK J>HFKD
@ELF@BP FK @BAR@OQFLK J>O0F>DB >KA IFSF}
>00>KDBJBKQP )K JLOB @LIIB@QFSFPQ @RIQROBP Q
I>0BO @LJIRKFQV J>V E>SB > PQOLKD SLF@B Ft
FKAFSFARFGB @ELF@BP K FKRRERRPRLKP J>V 7B



Technical and Professional Writing Genres 13

JLOB PQOLKDIV FKCIRBK@BA QEB @LJIJRKFQV QE>K F
MOBCBOBK@BP

#ILPBIV OBI>QBA QL QEB AFPQFK@QFLK ?BQTBBK @L
>KA FKAFSFAR>IFPQF@ FP QEB AFPQFK@QFLK ?BQTBB
>KA ILT @LKQBUQ @RIQROBP (FDE @LKQBUQ @RIQR
@ILPBIV QFBA QLDBQEBO QE>Q ?BE>SFLO>| KLOJP >0OB
KLQ Q>IHBA >?LRQ AFOB@QIV QEBV QBKA QL ?B RKAB
RKPQ>QBA E>SFKD ?BBK IB>OKBA QEOLRDE @ILPB L?
>KALO BSBK RK@LKP@FLRPIV QEOLRDE FJJBOPFLK
@RIQROB (BOB FP >K BU>JMIB LC > EFDE @LKQBUQ BU
VLR >KA VLRO COFBKAP E>SB > OLRQFKB LC T>Q@EFK
BSBOV 3RKAAWFKD d)gll PBB VLR DRVP QEFP TBBHBKA
QEB D>JBe FIMIFBP QE>Q QEB dTEBKe >KA dTEBOBe |
D>JB FP PL FKDO>FKBA QE>Q FQ ALBP KLQ KBBA QL ?B
PQ>QBA

#LKQFKRFKD QEB BU>JMIB COLJ >?LSB FK QEBPB @>
JFDEQ ?B D>QEBOFKD TFQE > KBT DOLRM LC COFBKAP
BUMIF@FQ EFDE @LKQBUQ @LJIRKF@>QFLK QL HKL
DLFKD LK d@gll JBBQ >Q P>KgRPB LK "IB>HBO 3QOBBQ
>Q LK 3RKA>V JLOKFKD e (FDE @LKQBUQ @RIQROBF
ABP@OF?BA >P JLOB OBI>QFLK>l @LIIB@QFSFPQ FK
@LKQBJIMI>QFSB 4EFP JB>KP QE>Q MBLMIB FK QEBPE
BIJME>PFWB FKQBOMBOPLK>I OBI>QFLKPEFMP ABSBILN
>K FIMLOQ>KQ CFOPQ PQBM QL >KV ?RPFKBPP QO>KF
@LKQBUQ @RIQROBP J>V BIJME>PFWB DOLRM E>0OJ
@LKPBKPRP LSBO FKAFSFAR>I >@EFBSBJBKQ LT G
@RIQROBP >0OB LCQBK ABP@OF?BA >P JLOB >@QF
MO>@QF@>1 AFOB@Q >KA MOB@FPB )K @LKQO>PC(
@RIQROBP PMBKA JLOB QFJB LK FKQBOMBOPLK>| QOI
IBPP AFOB@Q >KA PQO>FDEQCLOT>0A >KA J>V RPB J
LO CILTBOV I>KDR>DB 4EBPB ABP@OFMQFLKP >OB RPB
BUQBKQ ?RQ QEBV @>K >IPL ?B MOL?IBJ>QF@ ARB
QBKABK@V QL DBKBO>IFWB ! MBOPLK COLJ > EFDE
@RIQROB FP MBOCB@QIV @>M>?IB LC ?BFKD >@QFLK
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BU>JMIB TEFIB > MBOPLK COLJ > ILT @LKQBUQ @RIQR
S>IRBP FKQBOMBOPLK>l QORPQ >KA MLIFQBKBPP 7
FIMLOQ>KQ QL ?B >T>OB LC QEBPB MLPPF?IB ¢
AFCBOBK@BP VLR PELRIA KBSBO >IILT QEFP >T>OBK
LPPFCV FKQL >K RK@LKP@FLRP PQBOBLQVMB LO ?F>P
VLRO GRADJBKQP LK MBLMIB PLIBIV LK DBKBO>IFW>
TEBQEBO QELPB DBKBO>IFW>QFLKP PBBJ RKDBKBOLF
DBKBOLRP

IKLQEBO T>V QL AFPQFKDRFPE >JLKD @RIQRO>| DC
QL @LKPFABO AB@FPFLK J>HFKD >KA QEB MOBZ
@LJIRKF@>QFLK JLABP 3LJB @RIQROBP BJIME>PF\
PQOLKDIV K>00>QFSB @LJIRKF@>QFLK JLAB TFQE PC
?BFKD QEB T>V QEB FIMLOQ>KQ FKCLOJ>QFLK FP
JQEBOP S>IRB DOLRM AFP@RPPFLK >KA HBBMFKD QEE
LC QEB DOLRM TEFIB LQEBOP OBIV EB>SFIV LK QEB >
BIABOP FK AB@FPFLK J>HFKD 4EBPB MO>@QF@BP P>\
LRO PE>OBA EFPQLOFBP >KA LRO S>IRBP SFBTP LC QE
>MMOL>@E QL FKQBOMBOPLK>I QORPQ .LKSBO?>| @LJ.
TEF@E FP SBOV KLQF@B>?IB QL RP TEBK TB BUMBOFBI
@RIQROB FP AFSFABA FKQL QVME@WRIBREEP>BVB
?BE>SFLO E>MQF@P QLR@E ?BE>SFLO MOLUBJF@F
COLJ LQEBOP SL@>IF@P SLF@B @E>0>@QBOFPQF@
RPB LC QFJB FK @LJJRKF@>QFLK >KA HFKBPF@P RF
>0JP IBDP >KA MLPQROB

%>@E LC QEBPB CL@>| MLFKQP E>P RKFNRB M>QQBC
@RIQROBP >KACHBBKRIBP FK KLKSBO?>l @LJJRKF@>(
?BE>SFLO J>V E>SB ABBMBO @RIQRO>I JB>KFKDP
@RIQROBP J>V >SLFA BVB @LKQ>@Q LRQ LC OBPMB@
@LKQBUQ K>QROB JB>KP AFOB@Q @LKCOLKQ>QFLK F
/QEBO @RIQROBP QBKA QL GRADB ILT BVB @LKQ>@Q O:
>P BFQEBO AFPELKBPQ AFPFKQBOBPQ LO FKAF@>C
BPQBBJ )K J>K\BPQBOK @RIQROBP MRK@QR>IFQV FF
PQOLKDIYEBO @RIQROBP PFIMIV AL KLQ RKABOPQ>|
7 BPQBOK ILEBEG TFQE QEB E>KAP LK QEB @IL@H
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0BLMIB COLJ QEB 5KFQBA 3Q>QBP >0B PLIBQFJBP F
LQEBO @RIQROBP >P ILRA SL@>IF@P QLL AFOB@Q :
L@RIBPF@P Q>HFKD RM QLL JR@E PM>@B HFKB
MOLUBJF@P >KA RK@LJCLOQ>?IB TFQE QLR@E LO @IL
E>MQF@P >KA MOLUBJF@P /C @LROPB GRABBIQ@BP L
@RIQRO>| 2>@HDOLRKAP J>V FK@IRAB QELPB CLO TEL.
FP > PB@LKA LO QEFOA LO CLROQEQEBHDERQECLO
JBQ>MELOP PI>KD >KA CFDRO>QFSB I>KDR>DB QE>Q P
KL JB>KFKD QL KLK K>QFSB PMB>HBOP LC %KDIFPE
IJBOF@>K BUMOBPPFLKP E>SB QL AL TFQE PMLOQPCBS
COLJ MLHBO QL CLLQ?>lic>KA E>SB KL PFDKFCF@>K@B
TEL E>SB KLQ DOLTK RM >OLRKA QELPB PMLOQP 3L
LRO BUMOBPPFLKP >0OB >@QR>IIV O>@FPQ LO E>SB >
TFQELRQ LRO HKLTFKD LO OB@LDKFWFKD FQ ?B@>RP
HKLT QEB LOFDFK LC QEB MEO>PB %SBK > MEO>PB Q
FKKL@RLRP PR@E >P d?ROV QEB E>Q@EBQe @LRIA ?E
@RIQRO>IIV FKPBKPFQFSB QL .>QFSB ![JBOF@>KP )C V
VLR >0OB OBCBOOFKD FK>ASBOQBKQIV QL BQEKF@ P
TBIl >P RPFKD OBCBOBK@BP QE>Q KLK 53 @RIQROBP
RKABOPQ>KA 4EBOB >OB J>KV LQEBO PR@E MEO>PB
TLOQE FKQBOOLD>QFKD >KA >SLFAFKD TEBK OB@LDKF

IP BJBWFKD QB@EKLILDV J>HBP @LJIRKF@>QFKD
MBLMIB >OLRKA QEB TLOIA B>PFBO >KA JLOB @LJJLK
FP > DLLA @E>K@B VLR TFIl CFKA VLROPBIC @LJIRKF@
FKQBO>@QFKD TFQE MBOPLKP COLJ LQEBO @RIQROBF
@>0BBOP 0OFBE@BIDKFWB QEB RKABOIVFKD S>IRBP |
@RIQROB 4EB S>IRB >KA MI>@B LC C>JFIV J>V J>QQBO
CLO BU>JMIBRITLRIA T>KQ QL ?B PROB QL PELT OBPME
QL M>OBKQP >KA DO>KAM>0BKQP FK BSBOVQEFKD VLI
@>KKLQ AL QE>Q AL KLQ JBKQFLK QEBJ >Q >II /QEBO
J>V E>SB QL AL TFQE ELT DBKABOP >0B QOB>QBA JLAI
@ILQEFKD LO @OFQF@FPJ LC QEB DLSBOKJBKQ $L K
GRADB PMB>HBOP LC LQEBO BRIBREBRIPKA>0AP P >
MFB@B LC @LK@IRAFKD >ASF@B >IT>VP PBBH CLO @L.
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LSBO AIBDBK@BP FC VLR AFD FKQICEIRIR@BP G50
BKLRDE VLR TFIl LCQBK CFKA QEBQBKIDEARPBP >0OB
?RFIQ LK PFJFI>O CLRKA>QFLKP

4-<@1>'A99->517

"BILT VLR TFIl CFKA ?0FBC PRJJ>OFBP LC B>@E @E>MQE
?LLH !CQBO OB>AFKD QEOLRDE QEBJ >l VLR PELRIA [
DLLA PBKPB LC TE>Q VLR TFII IB>OK >P VLR TLOH QEOLR

@LKQBKQ

4-<@1> A051:/1

4EFP @E>MQBO CL@RPBP LK >RAFEHRBOBKG@KA /
@LKPFABO>QFLKP CLO OBSFPFKD VLRO AL@RJBKQ ?:
>RAFBK@B P 4EB QVMB LC >RAFBK@B FABKQFCFBA
VLRO AL@RIBKROJI>Q QBOJFKRQIIMB >KA QB@EKF@>I
IBSBI 4EBOB >0B PBSBO>I QVMBP LC >RAFBK@BP |
experts, technicians, executives, gatekeeperKA
nonspecialists (laypeople)lL. TBSBOJLPQ AL@RJBKQP VLR
@OB>QB TFIl E>SB JRIQFMIB >RAFBK@BmayCQBK >
audienceQEB J>FK >RAFBK@B CLO QEB AL@RJBKQc>K.
secondary audienceQEBO >RAFBK@BP QE>Q >OB IFHBI\
OB>A QEB AL@RJBKQ ?RQ TEL >OB KLQ QEB J>FK CL@
AL@RJIBKQ )K >AAFQFLK QL QEB QVMB LC >RAFBK@B \
>K>IVWB QEB >RAFBK@B QL FABKQFCV LQEBB @@ QLOI
ELT QEB AL@RJBKQ FP OB@BFSBAatk¢§@IRAFKD
needs and intessts culture and values>KAdemographic
characteristics4EB OBPQ LC QEB @E>MQBO DFSBP PQO>
OBSFPB > AL@RIBHB®BKQ CLO VLRO >RAFBK@B FK@
@E>KDBP QL QEB @LKQBKQ PQVIB >KA CLOJ>Q PBKC
>KA AL@RJIBKQ ABPFDK
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4-<@1> >A<+ >7

AEFP @E>MQBO @LSBOP PLJB LC QEB CRKA>JBKQ>IF
TLOH !CQBO FKQOLAR@FKD QEB FIMLOQ>K@B >KA MC
OB>J TLOH FK QEB TLOHMI>@B QEB @E>MQBO ABP@OF
QL ?RFIA QB>JP >KA BKPROB QE>Q QEBVKBRICPJILLQEI
QEB CFOPQ QEFKDP > QB>J KBBAP QL AL FP Q>HB >K
LC B>@E JBJGBOIR>IFCF@>QFLKP 'PPBPPFKD NR>IFCF(
SIILTP QB>JP QL ?BQQBO >PPFDK OLIBP PLJB LC TEF
ABP@OF?BA EBOB /K@B QEB QB>J E>P ?BBK ?RFIQ >KA
HKLTP QEBFO OLIBP QEB MI>KKFKD PQ>DB ?BDFKP L
OBPMLKPF?FIFQFBP >0B >IIL@>QBA >JLKD QEB DOLRM .
2BPQ CFQ QEBFO NR>IFCF@>QFLKP QEB DOLRM TOFQB
>KA MI>KP CLO >KV MOL?IBJP QE>Q J>V >OFPB BFQEBO
LRQPFAB QEB DOLRM 4EB @E>MQBO BKAP TFQE > KRJ
CLO > PR@@BPPCRI QB>J MOLGB@Q

4-<@1> @45/?

)K QEFP @EWA®BTFII IB>OK >?LRQ PLJB LC QEB BQEF(
@E>IIBKDBP QE>Q VLR J>V BK@LRKQBO FK VLRO MOl
>KA >@>ABJF@ IFCB BPMB@F>IIV TEBK FQ @LJBP QL

TOFQFKD &FOPQ VLR TFIl T>KQ QL @LKPFABO TE>Q VL
@LAB FP PL VLR @>K ?B MOBM>OBA TEBK VLR CFKA
FK RK@LJCLOQ>?IB >KA LO RKBQEF@>| PFQR>QFLKP 4
@LSBOP BQEF@>I MOFK@FMIBP ELTCBQEF@MER>V

MOBPBKQ>QFLK LC FKCLOJ>QFLK >KA PLJB @LJILK |
MOL?IBJP BK@LRKQBOBA ?V QB@EKF@>| TOFQBOP -R
@E>MQBO FP @LK@BOKBA TFQE QEB >MMOLMOF>QB :
>KA AL@RJIBKQ>QFLK LC PLRO@BP 4EB @E>MQBO MOL
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MO>@QF@>1 FKCLOJ>QFLK LK ELT QL J>HB PROB VLRO
BQEF@>1 >KA ELT QL E>KAIB BQEF@>I AFIBJJ>P >KA MI
IBD>I FPPRBP FK QEB TLOHMI>@B

4-<@1> 17?53:

AEFP @E>MQBO ?0FBCIV PRJJ>OFWBP CRKA>JBKQ> @
@LKPFABO >P VLR @0>CQ MOFKQ >KA BIB@QOLKF@
@E>MQBO VLR TFIl OB>A >?LRQ ?>PF@ MOFK@FMIBP L
ABPFDK QE>Q >IILT TOFQBOP QL @LJ?FKB DO>MEF@ BIE
QBUQ QL @LKSBV > JBPP>DB QL >RAFBK@BP "BDFKK
> AFP@RPPFLK LC PQ>KA>OA @LKSBKQFLKP LC Cl
I>KDR>DB >KA PQVIB QEB @E>MQBO QEBK PE>OBP F
DRFABIFKBP CLO AL@RJBKQ ABPFDK JLSFKD CLOT>OA
LK FKQBDO>QFLK LC DO>MEF@P @>IILRQP >KA @>M
QLMF@P FK@IRAB Q>?IBP LC @LKQBKQP CFDROBP
EB>AFKDP >KA QEB TBII HKLTK #2!0 QBPQ RPBA ?V DO>
ABPFDKBOP &LO >AAFQFLK>I OBPLRO@BP PBB QEI

FK@IRABA >Q QEBJAmSAMQBO

4-<@1> 9-58? l1l@@1>? !19;?

4EFP @E>MQBO FKQOLAR@BP QEB ?>PF@P LC BJ>FI

BQFNRBQQB >IPL MOLSFAFKD FKCLOJ>QFLK LK JBJ
QBUQFKDOBOARPRDDBPQFLKP >?LRQ TEBK >KA TEBK KL
RPB BJ>FI FK ?RPFKBPP @LJJRKF@>QFLK )Q ABQ>FIP
@LKSBKQFLKP LC PQOR@QROB QEB EB>ABO >AAOBPI
DOBBQFKD JBPP>DBKAAMLPFKD )Q DFSBP >K LSBOSFE
LC .BQFNRBQQB QEB BUMB@Q>QFLKP LC LKIFKB BQF!
E>P >MMIF@>QFLK CLO LQEBO DBKOBP LC LKIFKB @LJ.
>P TBIl 4EB @E>MQBO @LK@IRABP TFQE > ?RIIBQBA
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Q>HB>T>VP >KA QFMP CLIILTBA ?V >AAFQFLK>| QB>@!
IB>OKFKD OBPLRO@BP

4-<@1> ->11> ;/A91.@7?

,LLHFKD CLO >KA I>KAFKD QEB MBOCB@Q GL? J>V PBBE
A>RKQFKD Q>PH )C VLR >OB RK@BOQ>FK TEBOB QL PQ:
JLPQ PR@Q@BPPCRI GL? >MMIF@>KQP CBBI QEB P>JB
>Q PLJB MLFKQ 4EFP @E>MQBO TFIl T>IH VLR QEOLF
MOL@BPP LC >MMIVFKD CLO GL?P COLJ PQ>0Q QL CFt
JLPQ FIMLOQ>RQIFIl MOLSFAB VLR TFQE QTL AFPQF
QLLIP QE>Q @>K EBIM VLR QL @LKPQOR@Q QEB J>Q
PQOLKECB@QFSB >KA PR@@BPPCRI GL? >MMIF@>QFL|

OEB O\PRJ\ >KA QEB GL? >MMIF@>QRRINBOQBO
>KA >MMIF@>QFLK IBQQBOP >OB >JLKD QEB JLPQ F
AL@RJBKQP FK QEB BJMILVJBKQ MOL@BPP /OBDLK
"BDFKKFKD TFQE >K LSBOSFBT LC QEB ?FD MF@QROB M
@E>MQBO JLSBP CLOT>0A TFQE PRDDBPQBA JBQELAP (
GL? >AP >KA @LKPQOR@QFKD QEB DBKOB AL@RJBKC
M>@HBQ )K QEB O\PRJ\ PB@QFLK FQ AFP@RPPBP QE
QLMF@Brposes and Goals,yfles of RZsumZs, Sample
RZsumZs, Drafting and Design: Wheo Start, What to
Include/Exclude, Optional Sections, and Drafting
Activities and Resoues.4EB KBUQ PB@QFLK LK >MMIF@>C
IBQQBOP TFIl PE>OB FKCLOJ>QFLK >?LRQ AB@FMEBO
ABP@OFMQFLK >P TBII >P IBQQBO CLOJ>Q PQOR@QRC
4EB @E>MQBO @LK@IRABP TFQE FKCLOJ>QFLK LK F
CLIILTBA ?V PMB@FCF@ DRFABIFKBP CLO QEB GL? M>@
@LKPQOR@Q FK %KDIFPE
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4-<@1> (1/4:5/-8 ?@>A/@5;:?

4EB @E>MQBO ?BDFKP TFQE > ?0FBC LSBOSFBT LC QEB
LC HKLTFKD ELT QL TOFQB FKPQOR@QFLKP CLIILTBA T
?2>PF@ DRFABIFKBP 4EB @E>MQBO DLBP FKQL PLJB
OBD>OAP QL >K>IVWFKD QEB OEBQLOF@>| PFQR>QFL
FKPQOR@QFLKP 4EB OEBQLOF@>| PFQR>QFLK FK@IR/
>RAFBK@B >KA @LKQBUQ CLO >KV M>0OQF@RI>O PBQ L
BUQ TB @LSBO ELT QL MI>KD>KAWB QEB TOFQFKD
MOL@BPP CLIILTBA ?V FKCLOJ>QFLK >?LRQ QEB @LKQ
QVMF@>IIV FK@IRABA FK FKPQOR@QFLKP 4EB @E>M(
PLJB KFQQV DOFQQV QFMP LK TOFQFKD QEB FKPQOR@

4-<@1> $>;<;?-8?

4EFP @E>MQBO ABCFKBP TEBK >KA TEBOB VLR TLRIA
MOLMLP>| "BCLOB AO>CQFKD VLR ABCFKB PLJB MOE
NR>IFQFBP FK@IRAFKD FC QEB MOLMLP>I FP TOFQQBK
BUQBOK>| >RAFBK@BP FP PLIF@FQBA LO RKPLIF@FQE
>OB MOLMLPFKD > HKLTK LO RKHKLTK PLIRQFLK .BU
@E>MQBO AFP@RPPBP CROQEBO @LKPFABO>QFLKP ClI
CLILTBA ?V > 20B>HALTK LC @LJILK PB@QFLKP MOBP
JLPQ MOLMLP>IP P MOLMLP>l @LKQBKQ @>K S>0OV Al
LK QEB QVMB >KA MROMLPB >KA >RAFBK@B > PB@QFLk
LK >AAFQFLK>I MOLGB@Q PMB@FCF@ PB@QFLKP TE
FK@IRABA FK PLIJB MOLMLP>IP PR@E >P @IFBKQ >K>
FIMIBJBKQ>QFLK PB@QFLKP 4EB PQ>KA>OA ABPFDK >
LC > MOLMLP>| FP AFP@RPPBA TFQE BIME>PFP LK >A:
CLO QEB OB42BBKA LC QEFP @E>MQBO @LKQ>FKP > C
@EB@HIFPQ CLO MOLMLP>IP
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4-<@1> &1?71->/4

)K QEFP @EWLEBIFII IB>OK ELT QL MI>K CLO @LKAR@Q
AFCBOBKQ QVMBP LC OBPB>O@E ABMBKAFKD LK VLF
DL>IP 4EB @E>MQBO PQ>0QP ?V DFSFKD FKCLOJ>QFLK
> EVMLQEBPFP >KA OBPB>0O@E NRBPQFLKP QL DRFAB V
)K >AAFQFLK VLR TFIl IB>OK >?LRQ @LKAR@QFKD ?LQE
>KA PB@LKA>OV OBPB>O@E >KA TEBK QL @ELLPB LK
LQEB®FCBOBKQ QVMBP LC ?LQE MOFJ>OV >KA PBE
OBPB>O@E >0OB AFP@RPPBA QL EBIM VLR AB@FAB TE
CLO VLRO PMB@FCF@ MOLGB@Q )KCLOJ>QFLK CLO @C
PROSBV >KA FKQBOSFBT NRBPQFLKP FP FK@IRABA >P
CLO BS>IR>QFKD PB@LKA>OV PLRO@BP

4-<@1> &1I<;>@7?

4EB PQ>KA>0A @LIMLKBKQP LC QEB QVMF@>| QB@EKF
AFP@RPPBA FK QEFFFEIRABRD MOBIFJFK>0V @ELF(E
>RAFBK@B >KA MROMLPB @LKPFABO>QFLKP @LJJLK P
OBMLOQP >KA CLOJ>Q !P VLR OB>A >KA RPB QEBPB DF
OBJBJ?BO QE>Q QEBPB >0B DRFABIFKBP KLQ @LJJ>K
$FCBOBKQ @LIJM>KFBP MOLCBPPHKRWP/>¢N¥AKP E>SB
QEBFO LTK S>OFBA DRFABIFKBP CLO OBMLOQPCcVLR TF
>A>MQ VLRO MO>@QF@B QL QELPB >P TBIl QEB LKBP MC
)K PLIB FKARPQOFBP OBMLOQP BSBK RPB %U@BI CFIE
QVMBP LC RKQO>AFQFLK>| CLOJ>QP )K >AAFQFLK QL
>KA PQVIB LC > PQ>KA>0A OBMLOQ QEB BKA LC QE
FK@IRABA ABQ>FIP LK QTL PMB@FCF@ PR? DBKOBP LC
VLR J>V KBBA QL TOFQB AROFKD VLRO BAR@>QF
?BVLKAcQ@ogress Reports>KA Internship and Co-op

Reports
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4-<@1> #> -88&1<>@7?

AEFP @E>MQBO PE>0OBP ?>PF@ MOFK@FMIBP CLO QEB!
ABIFSBOV LC LO>l OBMLOQP 3FK@B MOBPBKQ>QFLKP
> SFPR>I @LIJMLKBKQ QEB @E>MQBO ?BDFKP TFQE I
CLO @OB>QFKCB@&QBSB OLTBOOLFKQ 00BWF LO +BVt
)Q FK@IRABP QFMP CLO ARSRAGIFED WEABP TEFIB
>@HKLTIBADFKD QEB AO>T?>@HP LC MOBPBKQ>QFLK F
>IPL LCBOP PRDDBPQFLKP QL EBIM PMB>HBOP MOBN
LSBO@LJIB >KUFPRA\@LKPFABO QEBFO PMB>HFKD @LK(
DFSBP >K LSBOSFBT LC BUMB@QBA PQOI
@LKSBKQFLKPCELT QL PBQ RM >K FKQOLAR@QFLK ?
@LK@IRPFLKc>KA BKAP TFQE RPBCRI ABIFSBOV QFMP

©@®

Chapter 1: Intoduction by Michael Beilfuss is licensed und€raative
Commons Attribution 4.0 International Licensecept wher otherwise
noted.
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4EFP @E>MQBO CL@RPBP LK >RAFEIGOBKQKA /
@LKPFABO>QFLKP CLO OBSFPFKD VLRO AL@RJBKQ ?>F
>RAFBK@BP 4EB QVMB LC >RAFBK@B FABKQFCFBA TFI
AL@QRJIBR@L.0J>Q QBOJFKRQWB >KA QB@EKF@>I IBSBI
4EBOB >0OB PBSBO>I QVMBP LC >RAFBKgits FK@IRAF
technicians, executives, gatekeepetKAnon-specialists
(laypeople) (LTBSBOJLPQ AL@RJBKQP VLR @OB>QB TF
E>SB JRIQFMIB >RAFBK@BPprirG#)BlaudienceQEB

J>FK >RAFBK@B CLO QEB AL@RJBE&wriiAry>
audienceLQEBO >RAFBK@BP QE>Q >OB IFHBIV QL OB
AL@RJIBKQ ?RQ TEL >OB KLQ QEB J>FK CL@RP )K >AAl
QEB QVMB LC >RAFBK@B VLR PELRIA >K>IVWB QEB >R
FABKQFCV LQEBO C>@QLOB@E>-GLORYEBAL@RIBKQ
FP OB@BFSBA FKgickgBKid, needs and intests,

culture and values>KAdemographic characteristic4 EB

OBPQ LC QEB @E>MQBO DFSBP PQO>QBDFBRPQL OBSF
@LKQBKQ CLO VLRO >RAFBK@B FK@IRAFKD @E>KI
@LKQBKQ PQVIB >KA CLOJ>Q PBKQBK@B PQVIB >KA
ABPFDK

:@>:0A/@5::
| HBV @LK@BOK LC QB@EKF@>l @LJIRKF@>QFLK FP Q

LC QEB FKCLOJ>QFLKCQEB >RABBXEREB@>|4
23
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@LJIRKF@>QFLK FP QEB ABIFSBOV LC QB@EKF@>| FK(
OB>ABOP LO IFPQBKBOP LO SFBTBOP FK > J>KKBO QE>
QL QEBFO KBBAP IBSBI LC RKABOPQ>KAFKD >KA 2>
9LRO AL@RJIBKQP JRPQ @IB>0IV @LKSBV KBT FKCLOJ:
QEB OB>ARB® VLR LCQBK KBBA QL QO>KPI>QB EFDEIV QE
@LK@BMQP QL DOLRMEBUFRBED ABSBIP LC QB@EKF@
HKLTIBADBCQEFP FP > HBV PHFIl CLO >KV QB@F
@LJIRKF@>@EBOBCLOB QEB >RAFBK@B FP LKB LC QEI
FIMLOQ>KQ @LKPFABO>QFLKP FK MISKKFKD TOF(
OBSFBTFKD > AL@RJBKQ 'A>MQ VLRO TOFQFKD QL J
KBBAP FKQBOBPQP @RIQROB >KA ?>@HDOLRKA LC QF
2B OB>AFKD VLRO AL@RJBKQP

)Q FP LCQBK KLQ BKLRDE QL FABKQFCV > PFKDIB >R
AL@RJIBKQP 4EBOB >0OB PBSBO>| QVMBP LC OB>ABOP T
QEBJ B>@E TFQ@B@BEQ ?>@HDOLRKAP BAR@>QFLK I
KBBAP >KA FKQBOBPQ FK QEB QLMF@ !ll PELRIA ?B @
TEBK >K>IVWFKD QEB >RAFBK@B CLO > PR@@BPPCF
AL@RJIBKQ

( E<1?,;2 A051:/1?

$ROFKD QEB MI>KKFKD PQ>DBP LC VLRO AL@RJBKQ VI
>K>IVWB QEB >RAFBK@B QL FABKQFCV QEB QVMB LO
O>0BIV GRPQ LKB QVMB LC OB>ABOP )ABKQFCVFKD T
OB>ABO J>V ?B FKQBOBPQBA FK VLRO AL@RJBKQ TFII

@OB>QB >K FIMOLSB/ACBI@BHASE AL@RJIBKQ

199;: ( E<1?;2 A051:/17?

4EB CLIILTFKD >0OB PBSBO>I QVMBP LC @LJJLK >RAFBK
QB@EKF@>! AL@QRJIBKQP

] F>3@BABLMIB TEL HKLT QEB ?RPFKBPP LO
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LO>KFW>QFLK >KA MLPPF?IV QEB QEBLOV >KA
MOLAR@Q FKPFAB >KA LRQ 4EBV ABPFDKBA F(
QBPQBA FQ >KA QEBV HKLT BSBOVQEFKD >?LR(
JCQBK QEBV E>SB >AS>K@BA ABDOBBP >KA LME
FK >@>ABJF@ PBQQFKDP LO FK OBPB>0O@E >KA
ABSBILMJBKQ >OB>P LC QEB DLSBOKJBKQ >KA

QB@EKLILDV TLOIAP QEB @OB>QLOP PMB@F>|

(316<717/<MBLMIB TEL ?RFIA LMBO>QB
J>FKQ>FK >KA OBM>FO QEB FQBJP QE>Q QEB B!
ABPFDK >KA QEBLOFWB >?LRQ 4EBV E>SB EFDE
QB@EKF@>| HKLTIBADB >P TBIl ?RQ LC > JLOB
MO>@QF@>| K>QROB QEB E>KAP LK RPBOP LM

F31CB7D3BBLMIB TEL J>HB ?RPFKBPP
B@LKLIF@ >AJFKFPQO>QFSB IBD>I DLSBOKJBI
LO MLIFQF@>| AB@FPFLKP >?LRQ QEB MOLAR@
%UB@RQFSBP COBNRBKQIV E>SB IFQQIB QB@E
HKLTIBADB >?LRQ QEB PR?GB@Q /CQBK BUB@}
TFII 7B QEB MOFJ>0OV >RAFBK@B CLO AL@RJBKC
>P MOLMLP>IP >KA OBMLOQP QEB #%/P @LJJFC
EFOFKD J>K>DBOP

/B3933>3@ABLMIB TEL LSBOPBB QEB TOFQBO
>KA QEB AL@RJIBKQ 4EBV AB@FAB FC QEB AL@
FP @LIMIF>KQ TFQE ORIBP OBDRI>QFLKP IBD>
L?IFD>QFLKP >KA LO QEB KBBAP $€ QEB TOFQB:
BJMILVB@EFKH LC QEBJ >P QEB AFOB@Q
PRMBOSFPLOP LC QEB TOFQBOCQEBV @LKCFOJ]
AL@RJIBKQ TFII CRICFII FQP MROMLPB CLO QEB (
>P TBII >P BKPROB @LIMIF>K@B TFQE QEB
@LIM>KR/@RIBP OBDRI>QFLKP >KA MLIF@FBP )
QEB @I>PPOLLJ VLRO FKPQOR@QLO TFII LCQBK
D>QBHBBMBOCQEBVY BKPROB VLR CLIILT QEB
PQ>KA>0AP >KA DL>IP LC QEB >PPFDKJBKQ QEE
TOFQBORMBOSFPLOP I>TVBOP FKPQOR@QLOF
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] "=<A>317/:7ABBLMIB TFQE QEB IB>PQ QB@EKF(
HKLTIBADB LC QEB QLMF@ 4EBV T>KQ QL RPB Q
KBT MOLAR@Q QL >@@LJIMIFPE Q>PHP QEBV T:
RKABOPQ>KA QEB KBT QREHWR®YP LO
MOL@BAROBP BKLRDE QL RPB QEBJ FK > M>0QF
PFQR>QFLIQEBV J>V GRPQ ?B @ROFLRP >?LRQ >
PMB@FCF@ QB@EKF@> J>QQBO >KA T>KQ QL |
FQCc?RQ CLO KL PMB@FCF@ MO>@QF@>| OB>P|
I>VMBLMIB

IRAFBK@B >K>IVPFP @>K ?B@LJB @LIMIF@>QBA TEE
@LKPFABO QE>Q VLR J>V E>SB > @LJ?FK>QFLK LC >I
QVMBP >KA ?>@HDOLRKAP JFUBA >RAFBK@B QVMI
S>OF>?FIFQV TFQEFK >RAFBK@B >KA LO RKHKLTK >RAF

IA8B@5<81 ;> !5DD0 A051:/1?

-LPQ AL@RJBKQP VLR TOFQB TFIl E>SB JRIQFMIB LO J
>RAFBK@BP /CQBK FQ FP ?BPQ QL QEFKH LC QEBPB FK
primary audiencd® >KAecondary audiende

4EB primary audienceFP QEB J>FK OB>ABO LC QEE
AL@RJBKQ &LO BU>JMIB FC VLR @OB>QB > PBQ LC
MOLQL@LIP QL ?B AFPMI>VBA FK >QBEBLRSGISDV
>RAFBK@B TFIl ?B QEB QB@EKF@F>KP TEF@E RPB QEE
)K QEFP BU>JMIB FQ FP FIMLOQ>KQ QL >A>MQ QEB P>CE
CLO QEB QB@EKF@F>KP QL RKABOPQ>KA >P RK@IB>
IB>A QL MEVPF@>| E>0J

4EBsecondary audience($)P J>AB RM LC LQEBOP TEL
J>V OB>A LO ?B FKQBOBPQBA FK > AL@RJBKQ ?RQ TE
QEB J>FK MOFJ>0V QQEBI>?LO>QLOV BU>JMIB QEBP
DOLRMP @LRIA ?B BUMBOQP TEL BKCLO@B I>?LO>QLOV
>KA P>CBQV PQ>KA>0AP 7?7RQ >IPL @LRIA ?B KLK PN
@RPQLAFE BE>Q @IB>K >KA J>FKQ>FK QEB I>? "LQE LC
DOLRMP J>V ?B FKQBOBPQBA FK QEFP AL@RJBKQCQE
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BKPROB QE>Q P>CBQV PQ>KA>OAP >OB JBQ TEFIB
PMB@F>IFPQP J>V KBBA QL CLIILT QEB AFPMI>VBA MOI
>K BJBOBK@MAFQFLK>IQEB PB@LKA>0V >RAFBK@B J>'
?B PLIJBLKB VLRO MOFJ>0V OB>ABO @LKPRIQP FC VLRC
OBMLOQ MOLMLP>I BQ@ FP > OBNRBPQ CLO > PMB
&LO BU>JMIB FC VLR >OB > P>IBPMBOPLK J>HFKD > M
> @IFBKQ QE>Q @IFBKQ J>V KBBA QL @LKPRIQ QEBF!
?BCLOB >DOBBFKD QL VLRO QBOJP

(LT PELRIA VLR >MMOL>@E TOFQFKD > AL@RJBKQ TF
J>KV MLPPF?IB OB>ABOReEYRIR primary audience
LC VLRO AL@RJBKQ A4dBiify likely secondary
audiencesFC >KV

-LPQ LC QEB QFJB VLR TFIl HKLT TEL QEB MOFJ>
>RAFBK@B FPcVLR TFIl ?B TOFQFKD > AL@RJBKQ >FJB
M>0QF@RI>O DOLRM LC MBLMIB LO > PRKIDIB MBOPLK
E>SB > @IFBKQ VLR >0OB TOFQFKD CLO LO > DOLRM VLR |
T>KQ QL RKABOPQ>KA VLRO FAB>P )K QEFP @>PB VI
TOFQB VLRO AL@QRJBKQ CLO QEB MOFJ>0V >RAFBK@
FK@IRAB FKCLOJ>QFLK CLO QEB PB@LKA>0OV >RAFE
BU>JMIB FC VLR TOFQB > PBQ LC KBT MOL@BAROE
@LIM>KV@QB@EKF@F>KP VLR JRPQ >IPL FK@IRAB FKCL
QE>Q VLRO D>QBHBBMBOP FKPFPQ >@@LJM>KV QEB AL
>P IBD>l @I1>RPBP LO ?RPFKBPP ARR@EIFMRIEKRBB A
QL QEFKH >?LRQ QEB QB@EKF@F>KPg ?LPPBP BUB@
KBBA QL >MMOLSB >KV KBT MOL@BAROBP FIMIBJBKQE
PFQB

)C VLR ?BIFBSB > AL@RJBKQ FP RKIFHBIV QL ?B RP
QEB PB@LKA>0V >RAFBK@B P VLR @>K TOFQB CLO C
>RAFBK@B 4&vP TLRIA ?B >MMIF@>7?IB FC VLR @OB>QB
LC FKPQOR@QFLKP LSBO d(LT QE@BeKDB>AB?PFQB
9LR @>K >PPRJB JLPQ OB>ABOP TFIl ?B KLK PMB@F>IFF
KBBA >PPFPQ>K@B TFQE QEB Q>PH KLQ JB@E>KF@P /
BKDFKBBOP FK QEB >RQLJLQFSB FKARPQOV

)C VLR ?BIFBSB QEB AL@RJBKQ TFII IFHBIV ?B RPB



28 Michael Beilfuss, Staci Bettes, and Katrina Peterson

JRIQFMIB >RAFBK@BP LO VLR >OB RKPROB TEL QEB
>RAFBK@B FP VLR @>K QEBK TOFQB QEB AL@RJBKQ
QEB >RAFBK@BP @>K RKABOPQ>KA FQ 4EFP FP >IPL > |
FC VLR HKLT QE>Q J>BBOEKD QVMBP LC OB>ABOP TFII
FKQBOBPQBA &LO BU>JMIB FJ>DFKB VLR TOLQB > C
OBMLOQ LSBO QEB RPB ROVR?@EQWPOH C>@FIFQFI
#LJIRKFQV JBJ?BOP KLK PMB@F>IFPQP >OB GRPQ >P |
OB>A QEB OBMLOQ >P QELPB LK QEB @FQV @LRK@FI
QEB EB>A LC QEB 0>0OHP $BM>0QJBKQ BUMBOQP >KA
J>FKQ>FK QEB M>OHP QB@EKF@F>KP )K QEFP @>PB
T>KQ QL TOFQB VLRO OBMLOQ QL ?B >@@BPPF?IB QL >
LC >RAFBK@B

A051:/1 :-8E7?57

/K@B VLR E>SB FABKQFCFBA QEB QVMBP LC OB>ABOP C
AL@RJIBKQ FQ FP FIMLOQ>KQ QL ABQBOJFKB PLJB LC QI
LC QEBPB DOLRMP )C VLR >0B TOFQFKD QL > HKLTK
SRAFBK@B BD (FOFKD ->K>DBCF3BOBIOB&QLO LC
5KFSBOPFQV $FKFKD 3BOSF@BP /IIFB ,LMBW QEB @
?2L>0A >Q 3LKV )K@ BQ@ SBOPRP > DBKBO>l RK
>RAFBK@B BD MBLMIB TEL T>KQ QL IB>OK ELT QL @
QEBFOJ@L® VLR J>V KBBA QL AL PLJB OBPB>O@E LK (
FKAFSFAR>| FC >S>FI>?IB QEB @ IMKFRVA@FLR QEBV
TLOH CLIGD BSBK QEB FKARPQOV VLRO >RAFBK@B FP
FK $BQBOJFKFKD QEBPB @E>0>@QBOFPQF@P TFII EB
AL@RJIBKQ @OB>QFLKCVLR @>K AB@FAB TE>Q FKC
KBBAP QL ?B FK@IRABA LO BIFJFK>QBA TEF@E QBOJ
LO TEF@E KBBA QL ?B ABCFBB®QKSBG\BPFDK CLO QE
AL@RJIBKQ >KA PL LK 2BD>OAIBPP LC TEF@E QVMB LC
VLR FABKQFCV BUMBOQP QB@EKF@F>KP BUB@RQFSI
LO KLK PMB@F>IFPQP VLR PELRIA >K>IVWB QEBPB D
QBOJP LC QEBFO @E>0>@QBOFPQF@P
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] /195@=C<2M9<=E:3253 3F>3@73<13 /<2
B@/7<7<%B LC VLRO JLPQ FIMLOQ>KQ @LK@BO
FP GRPQ ELT JR@E HKLTIBADB BUMBOFBK@B L
QO>FKFKD VLR @>K BUMB@Q FK VLRO OB>ABO}
BUMB@Q PLJB LC VLRO OB>ABOP QL I>@H @BOX
2>@HDOLRKA AL VLR >RQLJ>QF@>IIV PRMMIV F
VLRO AL@RJIBKQ )J>DFKB VLR >0OB TOFQFKD > L
QL RPFKD > PLCQT>0B MOLAR@Q QE>Q ORKP R|
-F@OLPLCEKALTP (LT JR@E @>K VLR BUMB@Q
VLRO OB>ABOP QL HKLTRERARIP7)C PLIB
>OB IFHBIV QL HKLT SBOV IFQBKALTERQ 7
PELRIA VLR MOLSFAB QE>Q FKCLOJ>QFLK )C VL
KL QEBK VLR ORK QEB OFPH LC @RPQLJBOP DB
CORPQO>QBA TFQE VLRO MOLAR@Q )C VLR P>\
FK@OB>PB VLROCLO® BKA >AA QL QEB
AL@RJBRQ4>DB @LRKQ >KA QERP QEB @LPQ >
@LRIA >KKLV RPBOP TFQE JLOB HKLTIBADB
J?SFLRPI\QEBOB FP KL B>PV >KPTBO QL QEFP
NRBPQFLKcM>0Q LC QEB >KPTBO J>V FKSLISB G
ELT PJ>Il > PBDJBKQ LC QEB >RAFBK@B KBBAP (
2>@HDOLRKA FKCLOJ>QFLK

] "332A /<2 7<BBABAL MI>K VLRO AL@RJIBKQ

VLR KBBA QL HKLT TE>Q VLRO >RAFBK@B FP DL
QL BUMB@Q COLJ QE>Q AL@RJIBKQ )J>DFKB EL"
OB>ABOP TFII T>KQ QL RPB VLRO AL@RJBKQ 7E
TEIl QEBV ABJ>KA COLJ FQ &LO BU>JMIB FJ>DFk
VLR >OB TOFQFKD > J>KR>| LK ELT QL RPB > KBT
PJ>OQMELKBCTE>Q >0OB VLRO OB>ABOP DLFKD (
BUMB@Q QL CFKA FK FQ $L QEBV T>KQ QL NRF(
CFKA >KPTBOP QL PMB@FCF@ RPBO NRBPQFLK
QEBV BUMB@Q > @LIJMOBEBKPFSB ?0B>HALTK |
MELKB CRK@QFLK ->HB AB@FPFLKP LK TE>Q OF
T>KQ QL OB>A >?LRQ >P TBII >P TE>Q QEBV AL Kl
T>KQ QL OB>A >?LRQ
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]

C:BC®@/<2 D/:.C3A4EB ABBOBK@B ?BQTBBK
@RIQROB >KA S>IRBP @F@PBQEC ABCFKB ?RQ
?LQE FKCIRBK@B ELT >K >RAFBK@B >MMOL>@E
FAB>RBulture consists of the sheat beliefs,

attitudes, behaviors, values, and assumptions

shaed by an identified gup of people)Q FP

TE>Q PBQP > DOLRM >M>0Q Galud4xgEBOP

QEB ABBMIV EBIA MOFK@FMIBP QE>Q DRFAB QE
>KA >@QFLKP 4EEHtdEeCP QEB PL@F>I
AVK>JF@ QE>Q PBQP QEBaRI=$BP>@®B ?V
MOLAR@QP LC QEB @RCERDB AEGGRELKP

7EBK >K>IVWFKD QEBPRMREIROB OBJBJ?BO QEBPB CF
QEFKDP

]

]

)Q FP IB>OKBA 4EB @LKP@FLRP >KA RK@LKP@!
IB>OKFKD TB RKMABRSBO QFJB QROKP FKQL
?BIFBCP QE>Q TB @LKPFABO (B QBECIFA 7
QB>@E B>@E LQEBO QE>Q QEBPB ?BIFBCP >0OB
KLOJP 4EBV >OB BUMOBPPBA FK LRO A>FIV IFSE
?BE>SFLOP >KA >@QFLKP

)Q FP PE>OBA !IQELRDE VLR J>V QEFKH LC VLRC
>P >K FKAFSFAR>| VLR PE>0OB ?BIFBCP OFQR>IF
@BOBJLKFBP QO>AFQFLKP >KA >PPRIMQFLKP
MBLMIB TEL DOBT RM LO IFSB FK PFJFI>0O @RIQR
?>@HDOLRKAP

)Q FP AVK>JF@ #RIQROB FP AVK>JF@ >KA @LJV
#RIQROB FP CIRFA O>QEBO QE>K PQ>QF@ TEF(
QE>Q @RIQROB @E>KDBPHSBROYVIB>KA

Q>KDF?IB T>VP )Q FP FIMLOQ>KQ QL M>V >QQB]|
QEB @RIQRO>I @LKQBUQ LC > @LJIRKF@>QFLK
RKABOPQ>KA QEB ABMQEP LC FQP AVK>JF@ MC

)Q FP PVPQBJF@ 4EBOB >0OB M>QQBOKP LC ?BE
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ABBMIV OLLQBA PQOR@QRO>| PVPQBJP TEF@E
?BKB>QE QEB T>QBOIFKB 7E>Q TB PBB >Q QEB (
QEB F@B?&B QEB ?BE>SFLOP TB AL KLQ PBB
TE>Q @LKQOF?RQBP QL QELPB ?BE>SFLOP #E>
QEB PVPQBJ >OB PILT >KA DO>AR>| SFPF?IB @E
J>V KLQ >MMB>0 RKQFI I>QBO

] )QFP PVJ?LIF@ 3VJ?LIP >OB ?LQE SBO?>| >KA
KLKSBO?>| FK CLOJ TFQEFK @RIQRO>| PVPQBJIP
QEBV E>SB > RKFNRB T>V LC IFKHFKD ERJ>K ?BF
QL B>@E LQEBXP @OB>QB JB>KFKD ?BQTBBK
PVJ?LIP >KA TE>Q QEBV OBMOBPBKQ >P > OBPR
AFCBOBKQ FKQBOMOBQ>QFLKP LC > PVJ?LI @>K
FK AEBOBKQ @RIQRO>I @LKQBUQP 3BB @E>MC(
>K FK ABMQE AFP@RPPFLK LK @RIQRO>| AFSBO
QB@EKF@>| TOFQFKD

4EBOB >0OB QTL IBSBIP LC @RIQROB >KA S>IRBP VLR
@LKPFA®@Gs0onal>KAcorporate Personal cultue J>V ?B
@OB>QBA ?V PE>0OBA OBIFDFLK OS@EBFIBQEKR@EQV
PL@F>1 DOLRMP ! @I>PPF@ BU>JMIB FP QEB @RIQRO
OBIFDFLRP DOLRMcQEFP @>K IB>A QL PMB@FCF@ QV
I>KDR>DB >KA @BIB?@®eggertaPvaluesOB QEB ?BIFBCP
EBIA ?V QEB FKAFSFAR>I ?RQ QEBV >0B FKCIRBK@BA ?\
TBIl >P LQEBO C>@QLOP

#LOMLO>QB @RIQROB >KA S>IRBPRDBPFIFIE@OL
IBSBICorporate cultue FP @OB>QBA ?V QEB BJMILVBBP >k
ELT QEBV FKQB(R@EBK> @LIMACBOBKQ ABM>0QJBKQP
J>V E>SB QEBFO LTK @RIQROBP FK >AAFQFLR QL QEB (
@LIIB@QFSB @R@pD&e values>OB PBQ ?V QEB
@LIM>KV>KA >0B LCQBK OBCIB@QBA FK QEBFO .
PQ>QBJBKQP MLIF@FBP >KA LQEBO PQOR@QROBP :
MOFK@FMIBP QE>Q DRFAB Q@HB@EPMAELKNg>KA DL>IP
7TEBK @LKPFABOFKD @RIQROB >KA S>IRBP FABKQ
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MBOPLK>I >KA @LOMLO>QB C>@QLOP TEF@E @>K F}
OB>ABO

] /QEBO ABJLDO>MEF@ @E>0>@QBOFPQF@P /C
QEBOB >0B J>KV LQEBO @E>0>@QBOFPQF@P :
OB>ABOP QE>Q JFDEQ FKCIRBK@B ELT VLR PEL]
ABPFDK >KA TOFQB VLRO AL@RJBKQCcCLO BU>J!
>DB DOLRMP QVMB LC OBPFABK@B >0OB> LC OE
DBKABOLIFQF@>| MOBCBOBK@BP >KA PL LK &L
BU>JMIB FC VLR TOFQB > MOLMLP>| QL O>FPB D
Q>UBP?V QL CRKA PMBBA?RJIMP FK
KBFDE?LOELLA PQOBBQP VLR TFIl KBBA QL @LK
QEB KBFDE?LOEELAEQP AL JLPQ OBPFABKQP
AOFSB T>IH LO Q>HB MR?IF@ QO>KPMLOQ>QFL
>DB LC OBPFABKQ LIABO OBPFABKQP >OB LCQE
CFUBA ?RADBQ VLRKDBO OBPFABKQP J>V QEFK
PMBBA?RJIMP >OB > KLKFPPRB MLIFQF@>| MOB

PLJB @LRIA ?B >D>FKPQ FKCO>PQOR@QROB P!
>KA LQEBO NR>IFQFBP

+501 * ->5-.585@E 5: -: A051:/1

9LR J>V OB>IFWB QE>Q >IQELRDE VLR E>SB >K >RAFBk
CFQP FKQL LKIV LKB @GFBBL@WDOLRKA S>OFBP TFAB
)C VLR TOFQB QL QEB ILTBPQ @LJJILK ABKLIFK>QLO LC
VLR >OB IFHBIV QL BKA RM TFQE > @RJ?BOPLJB QBAFLR
IFHB OBMLOQ QE>Q TFO QRBKIAEL.OFQV LC OB>ABO
(LTBSBOFC VLR AL KLQ TOFQB QL QE>Q ILTBPQ IBSBI
ILPB QE>Q PBDJBKQ LC OB>ABOP )K QEFP PFQR>QFLK .
@LIMLPB CLO QEB J>GLOFQV LC OB>ABOP >KA P>@
JFKLOFQV OB>ABOP /QEBOP MRQ QEB PRMMIBJBKQ>I F
FK >MMBKAFUBP LO FKPBOQ @OLPP OBCBOBK@BP
2LLHP
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IRAFBK@B 'K>IVPFP 00>@QF @B

| RKFSBOPFQV ELIAP LMBK JLKQEIV JBBQFKDP C
PQRABKQP QL DBQ FKCLOJ>QFLK >?LREBOEBBRF
>S>FI>?IB >KA LQEBO @>JMRP LMMLOQRKFQFBP
RKFSBORBEBR/JBBQPHIROMLPB FP QL MBOPR>AB N
PQRABKQP QLOERR\FK@OB>PFKD BKOLIIJBKQ 4E
RKFSBOPFQV >IPL S>IRBP AFSBOPFQV FK QEBFO
>KA T>KQP QL BK@LRO>DB >MMIF@>QFLKP COLJ
AFCBOBKQ ?>@HDOLRKAP >KA >DBP

7E>Q QVMBP LC MLQBKQF>I PQRABKQ
QEFP JBBQFKD 7E>Q >OB PLJB LC QEBF
@E>0>@QBOFPQF@P

7E>Q >OB PLJB C>@QLOP QE>Q @LRIA
QEBPB MLQBKQF>| PQRABKQPg AB@FPH
RKFSBOPFQV

)J>DFKB QE>Q ?LQE QO>AFQFLK>| PQR
VLRKDBE>SB KLQ >QQBKABA @LIIBDB >
KLKQO>AFQFLK>| PQRABKGPR|IOBROY E>J
> ABDOBB LO VB>OP LC TLOH BUMBOFBK
>QQBKA>K@B (LT @LRIA QEBFO ?>@HD
>QQFQRABP @RIQRO>| >KA S>IRBP >KA
ABJLDO>MEF@ @E>0>@QBOFFE} IR RH
?B QEB ?BPQ >MMOL>@E CLO QEB JBBQ
@LLOAFK>QLO QL MBOPR>AB QEFP QVM
>RAFBK@B 7EV AL VLR QEFKH PL

LO MLQBK
SBOPFQV

&LO QEB

10LPMB@C
B
PQRABKQ |
MBLMIB LC

b 3>V >QQF
D

FKCIRBKE
LK QL >QQ

ABKQP
KA

5B

@B >OBF
DLRKA KBI
LO

pC

EKD

B LC JFUB,

&FDROB

IRAFBK@B !K>IVPFP 00>@QF@B !@QFSFQV
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0-<@, :A>+>5@5:3 @:;!11@A>
AO051:/1 1?"1107?

/K@B VLR E>SB FABKQFCFBA >KA >K>IVWBA VLRO >RAFE
AL VLR RPB QEFP FKCLOJ>QFLK (LT AL VLR HBBM C
TOFQFKD PLJBQEFKD QE>Q J>V MLQBKQF>IIV P
FK@LIJMOBEBKPF?IB LO RPBIBPP QL VLRO OB>ABOP $
AL@RJIBKQ TFQE VLRO >RARBBABFK JFKA ?RQ
OBJBJ?BO QE>Q TOFQFKD @>K ?B OBCFKBA LSBO J>K
7 FQE B>@E PR?PBNRBKQ AO>CQ QEFKH JLOB @>OB
VLRO OB>ABOP >KA OBSFPB >KA BAFQ VLRO AL@RJB
VLR J>HB QB@EKF@>| FKCLOJ>QFLK JLOB RKABOPQ>K
PMB@FCF@ >RAFBK@BP

4EB CLIILTFKD IFPQ @LKQ>FKP PLJB PQO>QBDFBP QL
J>HB QB@EKF@>l FKCLOJ>QFLK JLOB RKABOPQ>KA
AFCBOFKD >RAFBKR B> RPB QEBPB PQO>QBDFBP QL
>KA OBCFKB >P VLR ?BDFK QL MRQ VLRO CFK>| AL@RJBK
(LTBSBOFQ FP > DLLA FAB> QL ?B >T>0B LC VIRRO >RAFE
KBBAP BSBK FK QEB B>0IV PQ>DBP LC VLRO OBMLOQ AC

An interactive or media element has been
excluded fom this version of the textol can
view it online hes:

https://open.libraryokstate.edu/
technicalandpofessionalwriting/?p=20

&FDROB  #LJJLK 2BSFPFLK 3Q0O>QBDFBP ,FPQ


https://open.library.okstate.edu/technicalandprofessionalwriting/?p=20#pb-interactive-content
https://open.library.okstate.edu/technicalandprofessionalwriting/?p=20#pb-interactive-content
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] 'AA FKCLOJ>QFLK OB>ABOP KBBA QL RKABOPQ>
VLRO AL@RJIBKQ #EB@H QL PBB TEBQEBO @BO
HBV FKCLOJ>QFLK FP JFPPFKDcCLO BU>JMIB >
@OFQF@>| PBOFBP LC PQBMP COLJ > PBQ LC FK
FIMLOQ>KQ ?>@HDOLRKA QE>Q EBIMP ?BDFKKE
RKABOPQ>KA QEB J>FK AFP@RPPFLK ABCFKFQ
HBV QBOJP .LQB QE>Q PLJB LC QEFP FKCLOJ>Q|
@>K ?B >AABA FK QEB J>FK AL@RIRRQ ?LAV
VLR @>K >IPL >AA >MMBKAF@BP LO DILPP>OFBF
ABMBKAP LK VLRO >RAFBK@B >KA AL@RJBKQ Q

] /JFQ RKKB@BPP>0V FKCLOJ>QFLK 5KKB@BPP>:
FKCLOJ>QFLK @>K >IPL @LKCRPB >KA CORPQO:
OB>ABOPc>CQBO >Il FQ FP QEBOB PL QEBV J>V
L?IFD>QBA QL OBB@ERF@>| AL@RJIBKQ >OB
LCQBK PHFJJBA CLO FIMLOQ>KQ ABQ>FIcBU@BI
RKKB@BPP>0V FKCLOJ>QFLK @LRIA J>HB QEB (
JFPP FIMLOQ>KQ FKCLOJ>QFLK &LO BU>JMIB V
@>K MOL?>?IV @ELM QEBLOBQF@>| AFP@RPPF
?>PF@ FKPQOR@QFLKP

] #E>KDB QEB QB@EKF@>! IBSBI LC QEB FKCLOJ>
9LR J>V E>SB QEB OFDEQ FKCLOJ>QFLK FK VLR(
AL@RJIBKQ ?RQ FQ J>V ?B MFQ@EBA >Q QLL EFI
QLL ILT > QB@EKF@> IBSBI 0B VLR RPFKD QBO
QEB OB>ABO TFII ?B C>JFIF>0 TFQE )P QEB PBK(
PQOR@QROB @IB>0 CLOFQEB>AFAEBK @Bg
@LIMOBEBKPFLK )Q J>V ?B MFQ@EBA >Q QEB T
HFKA LC >RAFBK@BCcCLO BU>JMIB >K BUMBOQ
>RAFBK@B O>QEBO QE>K > QB@EKF@F>K >RAF
E>MMBKP LCQBK TEBK MOLAR@Q ABPFDK KLQB
M>PPBACLYP FKPQOR@QFLKP 4EFKH >?LRQ VLR
>RAFBKBBAR @>QFLK IBSBI >KA C>JFIF>0FQV TF
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QEB QLMF@ >KA QBOJP RPBA >KA OBSFPB QL J:
PROB VLRO @LKQBKQ FP @IB>0 CLO QE>Q >RAF

] !AA BU>JMIBP QL EBIM OB>ABOP RKABOPQ>KA
%U>JMIBP >OB LKB LC QEB JLPQ MLTBOCRI T>VF
@LKKB@Q TFQE >RAFBK@BP M>OQF@RI>OIV F
FKPQOR@QFLKP %SBK FK > KLK FKPQOR@QFLk
TEBK VLR >0B QOVFKD QL BUMI>FK > QB@EKF@
@LK@BMQ BU>JMIBP >OB EBIMCRIc>K>ILDFBP F
M>OQF@RI¥OR >IOB>AV E>SB BU>IMIBP FQ J>V
EBIM QL >IQBO QEB QB@EKF@>| @LKQBKQ LO IE
VLRO BU>JMIBP #LJJILK BU>JMIBP J>V KLQ ?B
RPBCRI QL BUMBOQP EFDEIV QB@EKF@> LKBP
QLQ>IIV JFPP VLRO KLK PMB@F>IFPQ OB>ABOP

'@>@1351? @;B8?1 '@E81 -:0>9-@

] #E>KDB QEB+KFW>QFLK LC VLRO FKCLOJ>QFLK
3LJBQFJBP VLR @>K E>SB >Il QEB OFDEQ
FKCLOJ>QFLK ?RQ >00>KDB FQ FK @EB TOLKD T
BU>JMIB QEBOB @>K ?B QLL JR@E ?>@HDOLRK
FKCLOJ>QFLK RM COLKQ LO QLL IFQQIB PR@E ¢
@BOQ>FK OB>ABOP DBQ ILPQ /QEBO QFJBP ?>(
FKCLOJ>QFLK KBBAP QL ?B MI>@BA QEOLRDELR
J>FK QBUQCCLO BU>JMIB FK FKPQOR@QFLKP F
PLIBQFJBP ?BQQBO QL CBBA FK @ERKHP LC
?2>@HDOLRKA >Q QEB MLFKQP TEBOB QEBV >OB
FJJBAF>QBIV KBBABA )C QEB AL@RJBKQ ALBP K
PBBJ QL TLOH CLO QEB >RAFBHIBRFQEDBLO
PLJB LC QEB FKCLOJ>QFLK PL QE>Q QEB AL@RJ
@IB>0BO >KA B>PFBO QL RKABOPQ>KA

] 3QOBKDQEBK QO>KPFQFLKP >KA HBV TLOAP )Q
AFCF@RIQ CLO OB>ABOP M>OQF@RI>OIV KLK PI
QL PBB QEB @LKKB@QFLKP ?BQTBBK QEB J>FK
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PB@QFLKP LC VLRO OBMLOQ ?BQTBBK FKAFSF/
M>0>DO>MEP >KA PLIBQFJBP BSBK ?BQTBBK
FKAFSFAR>| PBKQBR@BK 9>HB QEBPB
@LKKB@QFLKP JR@E @IB>0BO ?V >AAFKD QO>|
TLOAP >KA ?V B@ELFKD HBV TLOAP JLOB
>@@RO>DBDAP IFHB dQEBOBCLOB e dCLO
BU>JMIB e dELTBSBOe >0B QO>KPFQFLK
TLOAPCQEBV FKAF@>QB QEB ILDF@ @LKKB@QF
MOBSFLRP QELRDEQ QL QEB RM@LIRKD QELRD
@>K >IPL PQOBKDQEBK QO>KPFQFLKP ?V @>0B
B@ELFKD QEB P>JB HBV TLOAP ! OBMLOQ
ABP@OF?FKD KBT PLCQT>0B CLO >0@EFQB@Q
QEB TL®aftwae PBSBO>| QFJBP LK QEB P>JB
M>DB LO BSBK FK QEB P>JB M>0>DO>ME )K QB(
AL@RJIBKQP FQ FP KLQ > DLLA FAB> QL S>0V TL
@ELF@BCRPB QEB P>JB TLOAP PL QE>Q MBLMIB
@IB>0IV RKABOPQ>KA VLRRGFABPPDK
@ELF@BP @>K >IPL SFPR>IIV @LKKB@Q >KA QC
?BQTBBK PB@QFLKP PBB QEB d3QO>QBDFBP QI
AL@RJIBKQ ABPFDKe ?BILT

7 OFQB PQOLKDBO FKQOLAR@QFLKPcCLO QEB
AL@RJIBKQ >KA CLO J>GLO PB@QFLKP OBLMIB P
QL OB>A TFQE JLOB @LKCFABK@B >KA RKABOPX
TEBK QEBV E>SBiQREBtureN> SFBT LC TE>Q

FP @LJFKD >KA ELT FQ OBI>QBP QL TE>Q QEBV
GRPQ OB>A 4EBOBCLOB TOFQFKD > PQOLKD
FKQOLAR@QFLK QL QEB BKQFOB AL@RJIBKQCLK
J>HBP @IB>0 QEB QLMF@ MROMLPB >RAFBK@!
@LKQBKQP LC QE>Q AL@RJIBKQcJ>HBP QEB
AL@RJIBKQ B>PFBO QL RKABOPQ>KA )K JLPQ Q\
QB@EKF@>| AL@RJIBKQP B>@E J>GLO PB@QFL
FK@IRABP JFKF FKQOLAR@QFLKP QE>Q FKAF@'
QLMF@ LC QEB PB@QFLK >KA DFSB >K LSBOSFB
PR?QLMF@P QL ?B @LSBOBA FK QE>Q PB@QFLk
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OB>ABO HKLT TE>Q FKCLOJ>QFLK B>@E PB@QF
@LKQ>FK

] #OB>QB QLMF@ PBKQBK@BP CLO M>0>DO>MEF
M>0>DO>ME DOLRMP )Q @>K EBIM OB>ABOP FJ.
QL DFSB QEBJ >K FAB> LC QEB QLMF@ >KA MROI
> PB@QFLK >DOLRM LC M>0O>DO>MEP >KA FK
M>OQF@RI>0 QL DFSB QEBJ >K LSBOSFBT LC QEF
PR?QLMF@P >?LRQ QL ?B @LSBOBA 4EFP FP QE
PBKQBK@B LC QEB M>0>DO>ME >KA PQ>QBP Q!
MLFKQ LO FAB> 4EB QVMB LC QLMF@ PBKQBK@
S>0V ABMBKAFKD LK AL@RJIBKQ QVMB )K >K
>ORJIBKQ>QFSB M>0>DO>ME VLR TFIl J>HB > @I
TEF@E VLR TFIl MOLSB QEOLRDE QEB OBPQ LC ¢
M>O>DO>ME BD OBMLOQP MOLMLP>IP PLJB E
IBQQBOP >KA JBJLP )K FKCLOJ>QFSB AL@RJBK
QEB QLMF@ PBKQBK@B TFIl ?B >K LSBO>Il MLFK
VLR TFIl BUMI>FK >KA ?>@H RM FK QEB ABQ>FI
PBKQBK@BP BD FKCLOJ>QFSB BJ>FIP IBQQBC
JBJLP OBPRIQP PB@QFLK LC > OBMLOQ

'@>@1351? @;B8?1'1:@1:/1 '@E81

] #E>KDB PBKQBK@B PQVIB (LT VLR TOFQBc>Q QF
FKAFSFAR>| PBKQBK@B IBSBIc@>K J>HB >
AFCBOBK@B QIOBEBBSBKBPP LC VLRO
AL@RJIBKQ )K FKPQOR@QFLKP CLO BU>JMIB R
FIMBO>QFSB SLF@B >KA dVLRe MEO>PFKD FP S
JLOB RKABOPQ>KA>?IB QE>K QEB M>PPFSB SLF
QEFOA MBOPLK>| ME&ssRieKDicEP TEBOB
LKB PTFQ@EBP QEB IL@>QFLK LC QEB PR?GB@!
L?GB@Q FK > PBKQBK@B ! PFIMIB >@QFSB PBK
PR@E >P d4EB ?LV QEOBT QEB ?>lle ?2B@LJBP QE
TLOAWS>PPFSB PBKQBK@B d4EB ?>Il T>P QEOLT
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?V QEB ?eVM>HFKD QEB BIJMEXPGERC

KLRKcFK QEFP @weRiby>KA QEB

>@ QFLtkoow SPwas thowncABQO>@QP COLJ
JB>KFKD LC QEB PBKQBK@B 0>PPFSB MBOPLK
TOFQFKD FP E>OABO QL OB>AcMRQ MBLMIB >KA
FK VLRO TOFQFKD 4EBOB >0OB QFJBP QL TOFQB
M>PPFSB SLF@B ?RQ QB@EKF@>| AL@RJBKQP
KBBA >@QFSB PBKQBK@B PQOR@QROB

2BSFPB QL RPB JLOB >@QFSB SBO?P >KA IBPP ?B SBO?
' LC QEFP J>HBP VLRO TOFQFKD JLOB AFOB@Q >KA FJ.
IPL MBOPLK>IFWFKD VLRO TOFQFKD PQVIB >KA J>HFKI
OBI>UBA >KA FKCLOJ>l @>K J>HB FQ JLOB >@@BPPF?IB

] %AFQ CLO PBKQBK@B @I>OF QYERARRDLKLIV
@ILPBIV OBI>QBA QL QEB MOBSFIGRRFRD>QBDV
PQVIB @>K ?B PL TLOAV QE>Q FQ FP E>0A LO
CORPQO>QFKD QL OB>A 3BKQBK@B IBKDQE J>(
>SBO>DB LC PLJBTEBOB ?BQTBBK >KA TLOAP
MBO PBKQBK@B FP >?LRQ OFDEQ PBKQBK@BP
TLOAP >0B LCQBK JFPQORPQBA 7EBK VLR OBSF
VLRO OLRDE AO>CQP MRQ QEBJ LK > AFBQcDL
QEOLRDE > AO>CQ IFKB ?V IFKB QOVFKD QL OBA
LSBO>II TLOA M>DB LO IFKB @LRKQ ?V MBO@|
40V FQ >P >K BUMBOFJBKQ >KA PBB ELT VLR AL
9LR TFIl CFKA > ILQ LC RRFB®BPP>0V ABQ>FI
>KA FKCI>QBA MEO>PFKD VLR @>K @ELM LRQ
%IFJFK>QB BU@BPP TLOAP >KA MEO>PBP PQ>Q
>P PFIMIV >P MLPPF?IB TEFIB PQFII MOLSFAFKD
KB@BPP>0V ABQ>FI

'@>@1351? @;B8?1 ;/A91:@ 17?53:

] 'AA>KA S>0V DO>MEF@P &LO KLK PMB@F>IFPC
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>RAFBK@BP VLR J>V T>KQ QL RPB JLOB PFJMIB
DO>MEF@P 'O>MEF@P CLO PMB@F>IFPQP >OB
ABQ>FIBA >KA QB@EKF@>! )K QB@EKF@>I AL@
CLO KLK PMB@F>IFPQP QEBOB >IPL QBKA QL ?B
dAB@LO>QFSBe DO>MEF@PcLKBP QE>Q >0B >Q
?RQ PBOSB KL PQOF@Q FKCLOJ>QFSB LO MBOP
MROMLPB >Q >I|

] "OB>H QBUQ RM LO @LKPLIFA>QB QBUQ FKQL
JB>KFKDCRI RP>?IB @ERKHP &LO KLK PMB@F>|
OB>ABOP VLR J>V KBBA QL E>SB PELOQBO
M>0>DO>MEP ! PFU QL BFDEQ IFKB M>0>DO>ME
RPR>| J>UFJRJ 4EFP FP ?B@>RPB > M>0>DO>ME
PELRIA @LKQ>FK @LKQBKQ >?LRQ > PFKDIB FAE
20B>HFKD RM M>0>DO>MEP FKQL PJ>IIBO FAB>|
EBIM QEB OB>ABO JLOB B>PFIV RKABOPQ>KA QE
FKAFSFAR>| QLMF@P TEFIB >IPL J>HFKD QEB QE
SFPR>IIV LSBOTEBIJFKD .LQF@B ELT JR@E
ILKDBO M>0>DO>MEP >OB FK QB@EKF@>| AL@F
TOFQQBK CLO PMB@F>IFPQPcQEB FAB>P AL KLC
2B ?0LHBK ALTK >P JR@E SFPR>IIV CLO > PMB@
QL RKABOPQ>KA QEB @LKQBKQ

] 'AA @OLPP OBCBOBK@BP QL FIMLOQ>KQ FKCLC
)K QB@EKF@>| FKCLOJ>QFLK VLR @>K EBIM OB
2V MLFKQFKD QEBJ QL ?>@HDOLRKA PLRO@BP
@>KKLQ CRIIV BUMI>FK > QLMF@ >Q > @BOQ>FK
AL@RJIBKQ MLFKQ QL > PB@ QEQKE @IBOIGBO
PLRO@B TEBOB QEB FKCLOJ>QFLK FP IL@>QBA
@>K >IPL FK@IRAB DILPP>OV LC QBOJP LO >MME
>Q QEB BKA LC > AL@RJBKQ TFQE BUQO> FKCLC
QE>Q FP OBI>QBA ?RQKLQ KB@BPP>0V
RKABOPQ>KA QEB ARGERIBRBIQ

] 5PB EB>AFKDP >KA IFPQP 2B>ABOP @>K 7B
FKQFJFA>QBA ?V ABKPB M>0>DO>MEP >KA dT>lI
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QBUQe RK@RQ ?V >KVQEFKD LQEBO QE>K > ?I>k
KLT >KA QEBK 3B>O@E VLRO OLRDE AO>CQP CL
QL FK@LOMLO>QB EB>AFKDPcILLH CLO @E>KDE
QLMF@ LO PR?QLMF@ 3B>0O@E VLRO M>0>DO>
IFPQFKDP LC FQBJPcQEBPB @>K ?B J>AB FKQL
SBOQF@>! IFPQP LO ILLH CLO M>FOBA IFPQFKD|
QBOJP >KA QEBFO ABCFKFQFLKPCQEBPB @>K ?I
FKQL QTL @LIRJIK IFPQP /C @LROPB ?B @>OBCF
QL CLO@B QEFP QVMB LC CLOJ>QQFKD >KA AL |
LSBOAL FQ

] 5PB PMB@F>| QVMLEKO%VIEYH TFQEDEKP
IFKB IBKDQE IFKB PM>@FKD QVMB PFWB >KA G
PQVIB $BMBKAFKD LK VLRO >RAFBK@B VLR @>
JLAFCV QEB CLOJ>Q ?V J>HFKD QEB IFKBP PELO
ILKDBO >AGRPQEXIXP>@GRPFKDBSQ.O
PJ>IIBO QVMB PFWBP >KA LQEBO PR@E Q>@QF
AVMF@>R¥KP PBOFC CLKQP PR@E >P |OFBI >OF
RPBCRI CLO LKIFKB OB>ABOP 3BOFC CLKQP PR
4FJB .BT 2LJ>K >OB RPBCRI CLO MOFKQ QBUQP
3BB @E>MQBO CLO JLOB FKCLOJ>QFLK >?LRQ
AL@RJIBKQ ABPFDK

"V KLT VLR PELRIA ?B >?IB QL PBB QE>Q J>KV LC Q
AB@FPFLKP VLR J>HB >P > QB@EKF@> TOFQBO ABMB
TFIl OB>A VLRO OBMLOQ &OLJ @LKQBKQ QL I>KDR>DB
BSBOV >PMB@Q LC VLRO @LJIRKF@>QFLK JRPQ HE
OB>ABOPg KBBAP FK JFKA

7 B TFIl PMBKA QFJB I>QBO FK QEFP ?LLH BUM>KAF
AFP@RPPFLK LC >RAFBK@B >P TBIl >P AL@RJBKQ Al
FIMLOQ>KQ @LKPFABO>QFLK QE>Q @>K EBIM QOBJI
J>HFKD VLRO AL@RJBKQ MOLCBPPFLK>| >KA B>PV QL Ol
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AEFP @E>MQBO @LSBOP PLJB LC QEB CRKA>JBKQ>IF
TLOH !CQBO FKQOLAR@FKD QEB FIMLOQ>K@B >KA MC
QB>J TLOH FK QEB MOLCBPPFLK>| TLOIA >KA TLOHMI>
@E>MQBO ABP@OF?BP ELT ?BPQ QL ?RFIA QB>JP >KA I
QEBV ORK PJLLG®EV.C QEB CFOPQ QEFKDP > QB>J KBBA
AL FP Q>HB >K FKSBKQLOV LC BfGNRIEEICB@>QFLKP
IPPBPPFKD NR>IFCF@>QFLKP >IILTP QB>JP QL ?BQQI
OLIBP PLJB LC TEF@E >OB ABP@OF?BA FK@EFP @E>|
QEB QB>J E>P ?BBK ?RFIQ >KA BSBOVLKB HKLTP QEBF
QEB MI>KKFKD PQ>DB ?BDFKP b PMB@FCF@ OBPMLK|
>IIL@>QBA >JLKD QEB DOLRM JBJ?BOP QL ?BPQ CF
NR>IFCF@>QFLKP QEB DOLRM TOFQBP LRQ > P@EBAR
CLO >KV MOL?IBJP QE>Q J>V >OFPB BFQEBO TFQEFK |
QEB DOLRM 4EB @E>MQBO BKAP TFQE > KRJ?BO LC (
PR@@BPPCRI QB>J MOLGB@Q

:@>:0A/@5::
#LII>?LO>QFLK FP > KB@BPP>0OV Q>PH FK JLPQ TLOI
#L11>?LO>QFSB TOFQFKD FP LKB LC QEB @LJJLK T>VP |
FK QEB TLOIAP LC ?RPFKBPP DLSBOKJBKQ P@FBK
QB@EKLILDV E>KABB ISOFQFKD MOLGB@QP )K C

43
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MOLCBPPFLK>| >KA P@ELI>OIV TLOIAP > ILQ LC QFJB C
>KA BKBQE>SB ?BBK ABSLQBA QL RKABOPQ>KAFKD ELT
TLOH >KA ELT QL J>HB QEBJ TLOHOB@EJFS@EROB
FP >K BKQFOB FKARPQOV ABSLQBA QL >PPFPQFKD @
LO>KFW>QFLKP QL DBQ QEB JLPQ LRQ LC QB>JTLOH
@>OBBOR >OB JLOB QE>K IFHBIV QL BK@LRKQBO PFC
TEBOB VLR E>SB QL TLOH >KA TOFQB @L4BPPO>QFSB
@E>MQBO >FJP QL EBIM VLR ABSBILM QEB HKLTIBADB >
QL TLOHEB®QFSBIV FK DOLRMP

3LJB MBLMIB AFPIFHB DOLRM TLOH ARB KBD>QFSE
BUMBOFBK@BP 4EBV J>V ?B QEB MBOPLK TEL PBBJP
JLOB TLOH QE>K LQEBOP QEBV J>V AFPIFHB E>SFKD
LK >KLQEBO MBOPLK QL CLIILT QEOLRDE LO J>V?B QEB
T>P ABE@RIQ QL MRII QLDBQEBO PL J>KV FAB>P COLJ |
MBLMIB /QEBOP AL KLQ JFKA FQ 4EBV J>V E>SB E>A MLI
BUMBOFBK@BP >KA PBB QEB S>IRB FK DOLRM TLOH )
ALKB @LOOB@QI?LO>QFLK @>K TBEQBSB QLLI QL
DBQQFKD TLOH ALKB

4E>KHP QL BSBCDBIEDOKBT QB@EKLILDFBP TOFQBOP
@LII>?LO>QB FK BU@FQFKD KBT T>VP 5PFKD QLLIP |
'LLDIB $L@P TOFQBOP @>K TLOH LK QBUQP PVK@EC
BSBK TEBK QEBV >0OB PBM>0>QBA ?V @LKQFKBKQP >|
5PFKD AFP@RPPFLK CLORJP JRPF@F>KP @>K BU@E
OBJFU @ELOAP TFQE LQEBO >OQFPQP COLJ FOLRKA QE
3HVMB TOFQBOP @>K Q>IH TFQE LKB >KLQEBO >P QEBV
FK > PE>OBA TEFQB PM>@B KA QEBK ENERAS> FEKB
LC QEB JLPQ PR@@BPPCRI @LII>?LO>QFSB TOFQFKD
@LK@BFSBA >KA BUB@RQBALAIBMHOIY?LO>QFLK PHFIIP
>OB JLOB FIMLOQ>KQ KLT QE>K BSBO ?BCLOB

)K LRO B @RIQROB ?BFKD > PR@@BPPCRI @LII>?|
@OR@F>I QL PR@@®PPLAHBOP RPB JRIQFMIB JBAF>
QL PE>OB >KA @LKPQOR@ QAIBRKAKIHBOP JRPQ 7B
PVJ?LI >K>IVPQP >KA >OB BPMB@F>IIV PL@F>I FK QBOJ
QEBV @LJIRKF@>QB >KA IB>0OK
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7EBK QEB CFOPQ @>SB J>K PQ>OQBA ALLAIFKD LK
@>KS>P EB MOL?>?IV E>A @LIIB>DRBP ILLHFKD LSE
PELRIABTRDDBPQFKD QE>Q EB ELIA QEB@BRPET>WAFC
JFU QEB M>FKIB@BRGIBOE>MP J>HB QEBI?REIMB>0
CFBO@B® PL LK ->KV MBLMIB CFKA AFP@RPPFLKP T
QORPQBA @LIIB>DRBP QL ?B >K FKS>IR>?IB T>V QL ABS
MLIFPE FAB>P OOLCBPPFLK>IP FK JLPQ AFP@FMIF
BU>JMIB >QQBKA @LKCBOBK@BP PL QE>Q QEBV @>K A
TFQE @LIIB>DRBP >KA IB>AFKD OBRBSQBUEBOK 7
?RPFKBPP >KA P@FBKQFCF@ @LKQBUQP @LJJLKIV TLC
TFQE FKAFSFAR>IP OBPMLKPF?IB CLO QEBFO >OB>P L
PR@E >P J>OHBQFKD I>KDR>DB >RAFBK@B CFK>K@B
>KA BAFQFKD 3LJB >RQELOP AL KLQ CBBI @LJCL
?BDFKKFKD > KBT MOLGB@Q RKQFI QEBV E>SB AFP@
FAB>P TFQE LQEBOP 3R@@BPPCRI TOFQBOP AL KLQ T3
E>SB @LJMIBQBA > MOLGB@Q ?BCLOB PBBHFKD @!
@OFQF@FPJ )KPQB>A QEBV PE>0OB B>0IV AO>CQP TFQ

4EFP @E>MQBO TFIl MOLSFAB FKCLOJ>QFLK >KA OBF
EBIM VLR J>PQBO @LII>?LO>QFLK PHFIIP

A5805:3-( 1-9

)K QEB P QEB MPV@ELILDFPQR@IRIGB ABP@OF?BA

CLRO PQ>DBP LC QB>J ?RFIAFKD &LOJFKD 3QLOJFKD .L
>KA 0BOCLOJFKD 7EFIB QEBOB E>P ?BBK > ILQ LC OE
PFK@B QEBK LK QB>J CLAR@PHERJEQ>DBP >0B PQFI|

LCQBK @LKPFABOBA QEB ?BK@EJ>OH CLOL@B>J ?RFI,
@>K CFKA >KV KRJ?BO LC >0QF@IBP ?LLHP >KA SFA
BI>?LO>QB IK@HJ>ROBPB>0@E &LO > NRF@H LSBOSI
E>SB > ILLH >Q QEFP {HHA 40QF@IB >KA ?0FBC SFAB
0&LOJFKD  3QLOJFKD  .LOJFKD >KA OBOCLOJFKI
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5KABOPQ>KAFKD QEB 368>DRPQI-OR RBCLOB VLR
OB>A QEB OBPQ LC QEFP @E>MQBO

IK FKQBO>@QFSB LO JBAF> BIBJBKQ E>P ?
@ BU@IRABA COLJ QEFP SBOPFLK LR @EBKQBUQ

SFBT FQ LKIFKB EBOB
https://open.library.okstate.edu/
technicalandprofessionalwriting/?p=22

)C VLR @>K @ELLPB VLRO M>0OQKBOP CLO > @LII:
MOLGB@Q FQ FP QBIJMQFKD QL @ELLPB COFBKAP >KA
PFJFI>0 ?>@HDOLRKAP >P VLROPBIC )C QEB MOLGB@
AFP@FMIFKB PMB@FCF@ QEFP J>V 1BDHBEKDATFOE> 7
COFBKAP >KA @ILPB @LIIB>DRBP @>K EBIM B>PB QEB
B>0OIV PQ>DBP LC > MOLGB@RIO(UGBEEI QE>Q OBNRF
QB>JP LCQBK FK@IRAB >PMB@QP COLJ JRIQFMIB C
AFP@FMIFKBP

7EBK VLR ?BDFK MF@HFKD QB>J JBJ?BOP CLO > TO
MOLGB@Q FK > QB@EKF@>| TOFQFKD @LROPB VLR PE
@ELLPFKD MBLMIB TIBIBKEC?>@HDOLRKAP >KA FKQBC
*RPQ >P > AFSBOPB TBIIOLRKABA ?>@HDOLRKA C
FKAFSFAR>l TOFQBO FP >K >AS>KQ>DB > DOLRM LC(
FKAFSFAR>IP J>HBP CLO > TBIl OLRKABA TOFQFKD QB>
PFAB KLQB FQ FP KBSBO > DLLA FAB> QL TLOH FK > QB
OLJ>KQF@ M>IIEBR® ?B >KKLVFKD >KA >THT>0A CLO C
OBPQ LC QEB QB>J QL T>Q@E >P VLR >KA VLRO M>0OQKE
LO ?F@HRB® JLABOK OLIJ>K@B PR@E >P FQ FP KLQEFKL
A>J>DB > QB>J NRF@HBO QE>K > OLJ>KQF@ ?0OB>H RI
JFAAIB LC > MOLGB@Q

IQ QEB P>JB QFJB @LII>?LO>QLOP @>K ?B@LJB L?P(
OBNRFOFKD @LKPQ>KQ PRMBOSFPFLK )K DOLRM PFQ
PQRABKQP @>K C>FI QL >QQBKA @I>PPBP LO LRQ LC @
QEBV @>K FDKLOBGHMIRIPBEA GRPQ CL@RP LK QEBFC

EQQOMP TIFKAQLLIP @LJ M>DBP >0QF@IB KBT,$2= EQJ


https://www.mindtools.com/pages/article/newLDR_86.htm
https://open.library.okstate.edu/technicalandprofessionalwriting/?p=22#pb-interactive-content
https://open.library.okstate.edu/technicalandprofessionalwriting/?p=22#pb-interactive-content
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JFPPFLKP LO SFPFLKP >?LRQ T>VP AL@RJBKQP PEL
TOFQQBK 7EBK @LII>?LO>QLOP AL KLQ AL QEBFO GL?
?2B@LJIB >K >KKLV>K@BbGRPQ >KLQEBO L?PQ>@IB O>(
PRMMLOQ >KA >K FKPMFO>QFLK QL @LIIB>DRBP

4EB TELIB QORIV @>DBE®ISE>K QEB PRJ LC FQP M>O
AEOLRDE @LII>?LO>QFLK TB @>K MOLAR@B AL@RJBKC
>ILKB @LRIA KLQ FI>DFKB #LII>?LO>QLOP @>K FKPMFOF
RP LK Q>PH >KA EBIM RP LSBO@LJB ?IFKA PMLQP

$RB QL QEB J>KV MLQBKQF>I MOL?IBJP TFQE QB>JTL
FP @OR@F>I >Q QEB ?BDFKKFKD LC >KV QB>J MOLGB:
CLILTFKD

] I10QF@RI>QB >KA @I>OFCV QB>J JBJ?BOPg
NR>IFCF@>QFLKP

] $BCFKB OLIBP CLO B>@E JBJ?BO
] %PQ>?IFPE OBPMLKPF?FIFQFBP LC B>@E QB>J.

%A-85L/-@5;:?

IP > CFOPQ PQBM VLR T>KQ QL FABKQFCV >KV PQOI
TB>HKBPPBP 4EBOB >0B >Q IB>PQ QTL T>VP QL QEF
NR>IFCF@>QFLKP ~ HKLTIBADB PHFIIP >KA >?FIFQFBI
MBOPLK>IFQV QVMBP

4EB CFOPQ >PMB@QCHKLTIBADB PHFIIP >KA >?FIF(
MOBQQV PQO>FDEQCLOT>0A 4EB BKDFKBBO FK VLRO
TLOH LK QEB BKDFKBBOFKD >PMB@Q QEB >@@LRK!
TLOH LK QEB CFK>K@F>IP QEB I>TVBO PELRIA TLOH LK (
J>QQBOP >KA VLR T>KQ QEB J>OHBQBO QL TLOH LK 02
TOFQFKD MOLMLP>IP CLO BUQBOK>| @IFBKQP >KA PLJF
FKQBOK>I MOLMLP>IP VLR J>V ?B >PHBA QL FK@IRAB O\
B>@E LC QEB QB>J JBJ?BOP 4EFP FP QL EBIM ABJLKPQ(
DOLRRBQOBKDQEP QEOLRDE FQP BUMBOQFPB >KA AFS

4EB PB@LKA >PMB@Q LC NR>IFCF@>QFLKP FP MBO
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CRWWFBO >KA E>P QL AL TFQE FKQBOMBOPLK>| OBI>QF
PQRAV ?V 'LLDIB CLRKA QE>Q dMPV@ELILDF@>| P>CBQ
dQB>J JBJ?BOP CBBI P>CB QL Q>HB OFPHP >KA ?B SRI
FK COLKQ LC LQEBOPe b FP QEB JLPQ FIMLOQ>KQ @E
LC BIB@QFSB QBBIR>K LKIV CBBI P>CB FK > DOLRM |
QEBV >0OB @LJCLOQ>?IB TFQE QEB LQEBO QB>J JE
MBOPLK>IFQFBP

IOQF@RI>QFKD MBOPLK>IFQV PHFIl PBQP @>K EBIM
TLOH JLPQR® QF SRWEBIM >SLFA RKKB@BPP>0V @LKC
>KA @LKCOLKQ>QFLK &LO BU>JMIB FC PLJBLKB FK QE
FP SBOV PL@F>| >KA LRQDLFKD QEBV JFDEQ ?B QEB 7
QL PQLM MBLMIB LK @>JMRP QL >PH QEBJ PROSBV NF
)C PLIBLKB FK QEB DOLRM FP > @>QBERY FEJEKBO
MOL?>?IV ?B LKB LC QEB MBLMIB TEL Q>IHP QL @IFE
BUMBOQP )C LKB LC QEB QB>J JBJ?BOP FP JLOB PQ
LO FKQBOKBQ MEEHEAMP QEBV PELRIA @LJMIBQB JL
PB@LKA>OV OBPB>@GEHBOERFDRBPQ >@QFSFQV >Q QF
BKA LC QEFP @E>MQBO J>V ?B > DLLA JBQELA QL 7B
RKABOPQ>KA MBOPLK>IFQV QVMBP >KA ELT QL ?BPQ E:
PQOBKDQEP

&;817?

/K@B QEB DOLRM E>P @LJMIBQBA >K ELKBPQ >PPBPPJE
PQOBKDQEP >KA TB>HKBPPBP VLR @>K JLSB LK QL AB
QEB OLIBP CLO B>@ERBI#2BOB PIFDEQDBABKQ COLJ
responsibilities 2LIBP ABP@OF?B B>@E HRAMHRBE>Ig
MROMLPB >KA ARQV LK > QB>J )Q ABPFDK>QBP QEBFO
LC @LK@BOK /K QEB LQEBO E>KA OBPMLKPF?FIFQFBP
PMB@FCF@ Q>PHP B>@E JBJ?BO TFIl @LIJMIBQB

4L RPB > PMLOQP >K>ILDV b QEB MLPFQFLK VLR MI>V LI

EQQMP OBTLOH TFQEDLLDIB @LJ DRFABP RKABOBQ@SSBUBOB>J BC
PQBMP FABKQFCV AVK-OB@PESEBQB>JP 4EFP FP > DOB>Q OBPLRO@B C
IB>OK JLOB >?LRE@QFSB DOLRM AVK>JF@P


https://www.myersbriggs.org/
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FP VLRO OLIB ?RQ QEB PMB@FCF@ OBPMLKPF?FIFQFBI
TFII LCQBK PEFCQ PLJBQFJB COLJ MI>V QL MI>V LO BSBI
> MI>\)K CLLQ?>Il > TFAB OR@BBBRMKPF?FIFQFBP S>0
DOB>QIV b LK LKB MI>V FQ FP QL DBQ LMBK CLO > OB@
>KLQEBO FQ J>V ?B QL @OLPP RM QEB ABCBKPB QL >IIL
OB@BFSBO QL DBQ LMBK ! TFAB OB@BFSBO @LRIA ?E
QL ?IL@H > ABCBKPFSR.®IBKED-OB @FO@RIPQ>K@B B
M>PP QEB CLLQ?>Il 3LJBQFJBP > TFAB OB@BFSBO JRPQ
PTFQ@E QEBFO OBPMLKPFTEEKPB QDLABCBKPB >KA
Q>@HIB >K LMMLKBKQ TEL GRPQ FKQBO@BMQBA > M>Pi
LC > TFAB OB@BFSBO FP KBSBO IFHBIV QL ?B @LKCRPI
OLIBP LC > @BKQBO TEL PK>MP QEB ?>Il LO > IFKB?>@H
>IT>VP ILLHFKD QL Q>@HIB QEB MBOPLK TFQE QEB ?>I|
%SBOV MOLGB@Q FP CFIERQ@\-KAABJI>KBPBRQ

OLIBP ?RQ PLJB @LJJLK OLIBP FK@IRAB

] 3/23@ ==@27</B=@=$@LB !/</53@QEFP
MBOPLK FP KLQ QEB ?LPP ?RQ O>QEBO QEB MB
J>HBP PROB QE>Q BSBOVQEFKD QRN PJLLQEI\
AL KLQ DFSB LOABOP LO J>HB ABJ>KAP ?RQ O>(
QEBV PBOSB QL HBBM QEB DOLRM LMBO>QFKD !
>KA PQF@HFKD QL P@EBARIBP

] 1=<7B=@QEFP JBJ?BO HBBMP QO>@H LC AB@FP]
>KA QEBFO LRQ@LJIBP >KA HBBMP >K BVB LRQ C
MLQBKQF>I CI>TP LO @LKCIF@QP

] &31=@23@ "=B93@ '31@B/@®EFP MBOPLK FP
OBPMLKPF?IB CLO HBBMFKD QEB OB@LOAP LC (
4EBV PELRIA ?B >?IB QL QBIl BSBOVLKB TE>Q T>F
>DOBBA >KA TEBK 4EBV HBBM QEB KLQBP LO
JFKRQBP LC QEB JBBQFKDP

] '6/>3@ QEFP QB>J JBJ?BO LCQBK E>P QEB ?FD
FAB>P QEB AOFSB QL PBB QEBJ QEOLRDE >KA (
>PPBOQFSBKBPP QL PQBBO QEB DOLRM
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]

<D3AB75/B=@ &3K3@EBQEBO FQ FP QEOLRDE

PB@LKA>OV LO MOFJ>0OV OBPB>0@E QEFP MBC
QL ILLH CLO >KPTBOP QL QEB NRBPQFLKP AOFS|
MOLGB@Q )K > ?FD MOLGB@Q BSBOVLKB TFII If
@LKQOF?RQB PLJB OBPB>0@E ?RQ QEFP MBOF
2B QEB LKB TEL AFSBP FKQL QEB QLMF@P QEB .

'>317/:7AB.CQBK OBCBOOBA QL >P PR?GB@Q J>C
BUMBOQP 3-%P QEFP FP QEB MBOPLK TFQE QE
2>@HDOLRKA LK > QLMF@ /CQBK DOLRMP TFII E
PMB@F>IFPQP FK JLOB QE>K LKB >OB>

27B=@QEB ?BPQ TOFQBO TFIl LCQBK TOFQB QEE
>JLRKQ LC LOFDFK>| @LKQBRQIFKGB@Q b
O>QEBO QEBFO OLIB TFIl ?B QL BAFQ >KA FIMOL
BSBOVLKB BIFBFQFKD 4EBV >IPL EBIM @OB>QB
LKB SLF@B FK AL@RJIBKQP TOFQQBK ?V JRIQFM
MBLMIB TFQE JRIQFMIB TOFQFKD PQVIBP

3A75<3@YEB ABPFDKBO FP QEB MBOPLK TEL J>+
PROB >KV AL@RJIBKQP MOBPBKQ>QFLKP SFABI
TB?PFQBP @OB>QBA ?V QEB QB>J ILLH >MMB>IF
MOLCBPPFLK>I |P QEB K>JB FIMIFBP QEBV >0OB
@EBB LC DO>MEF@P >KA ABPFDK

&LO JLOB LK PLJIB LC QEBPB @LJJLK OLIBP >KA LQEI
PBB 4EB .FKB "BI?FK QB>J 2|4dBP*RPQ IFHB > TFAB

OB@BFSBR JFDEQ CFKA VLR E>SB QL Q>HB LK > S>C
LC OBPMLKPF?FIFQFBP OBI>QBA QL VLRO OLIB >P TB
OBPMLKPF?FIFQFBP QE>Q PBBJ Q>KDBKQFR QL VLR

JFDEQ

>|PL CFKA VLR E>SB QL Q>HB LSBO RKC>

OBPMLKPF?FIFQFBP ?B@>RPB PLJBLKB BIPB dAOLMMB/
$BCFKFKD OLIBP EBIMP BPQ>?IFPE >@@LRKQ>?FIFQV F
>KA J>HBP FQ @IB>0O TEL FMBRICAE>Q

EQQMP TPBI?FK @LJ >?LRQ ?BI?FK QB>J OLIBP


https://www.belbin.com/about/belbin-team-roles/
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&17<;:?5.585@517? -:0 $8-::5:3

/K@B VLR E>SB >OQF@RI>QBA QEB NR>IFCF@>QFLK
JBJ?BO >KA BPQ>?IFPEBA QEB OLIBP FQ FP QFJB QL
OBPMLKPF?FIFQFBP >KA MI>K QEB MOLGB@Q 4EFP FK@
QEB TLOH @OB>QFKD > P@EBARIB >KA >KQF@FM>QF
L?PQ>@IBP >KA @LKQIR@EGPRIA >IPL >DOBB LK QEB
J>FK >SBKRB LC @LJIRKF@>QFLK >KA @OB>QB >K
AL@RJIBKQ >KA LO CLIABO QE>Q TFIl ?B PE>OBA ?V >l|
JBJ?BOP

#>MQROB VLRORQBHBP OBPMLKPF?FIFQFBP >KA AB@!
FK > PFIMIB QB>J MI>K AL@RJIBKQ )Q @>K @LKQ>FK
A>QBP FK QEB QB>J P@EBARIB > QBKQ>QFSB LRQII
AL@RJIBKQ QL ?B QB>J MOLAR@BA CLOJ>QQFKD >DC
FKAFSFAR>l TOFQBO >PPFDKJBKQP TLOA @ELF@B M
>KA PL LK 4EB MI>KKFKD PQ>DBP TFIl LCQBK FK@IRAI
JLPQ LC QEB CLIILTFKD >@QFLKP

IK>IVWB QEB TOFQFKD >PPFDKJBKQ
OF@H > QLMF@

$BCFKB QEB OEBQLOF@>| PFQR>QFLK
"O>FKPQLOJ >KA K>OOLT QEB QLMF@

#OB>QB >K LRQIFKB

0I>K QEB OBPB>0@E MOFJ>OV >KA PB@LKA>O\
0I>K > PVPQBJ CLO Q>HFKD KLQBP COLJ PLRO@

0I>K >KV DO>MEF@P VLR TLRIA IFHB QL PBB FK\
TOFQFKD MOLGB@Q

] 'DOBB LK PQVIB >KA CLOJ>Q NRBPQFLKP

] $BSBILM > TLOH P@EBARIB CLO QEB MOLGB@Q
AFSFAB QEB OBPMLKPF?FIFQFBP

]
]
]
]
]
]
]
]
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] $BSBILM > PVPQBJ CLO OBPLISFKD AFPMRQBP

-R@E LC QEB TLOH FK > QB>J TOFQFKD MOLGB@Q JRP!
2V FKAFSFAR>| QB>J JBJ?BOP LK QEBFO LTK 7EBK AFSF
QEB TLOH >FJ CLO QEBPB JFKFJRJ DRFABIFKBP

] (>SB B>@E QB>J JBJ?BO OBPMLKPF?IB CLO QEB
TOFQFKD >K BNR>I >JLRKQ LC QEB >PPFDKJBKQ

] (>SB B>@E QB>J JBJ?BO OBPMLKPF?IB CLO
IL@>QFKD OB>AFKD >KA Q>HFKD KLQBP LK >K
>JLRKQ LC PLRO@BP

3LJB LC QEB TLOH CLO QEB MOLGB@Q QE>Q @LRIA ?B
QB>J VLR J>V T>KQ QL AL CFOPQ FKARIDENASKOB/
20>FKPQLOJFKD K>OOLTFKD >KA BPMB@F>IIV LRQIFKI
2B @LJMIBQBA ?V B>@E QB>J JBJ?BO LK QEBFO LTK
DBQ QLDBQEBO >KA @LIJM>0OB KLQBP +BBM FK JFKA EL
AVK>JF@P @>K RKHKLTFKDIV PRMMOBPP @BOQ>FK FAI
IBPP >PPBOQFSB QB>J JBJ?BOP JFDEQ ?B OBIR@C
@LKQOF?RQB QEBFO S>IR>?IB FAB>P FK QEB DOLRM @
KLQF@FKD QEFP E>MMBKFKD ?B MOL>@QFSB >K/
BSBOVLREPELRDEQP LO LMFKFLKP b BPMB@F>IIV QELP
JBJ?BOP TEL J>V ?B EBPFQ>KQ QL Q>IH LSBO LQEBOP b
DLLA FAB>P AL KLQ OBJ>FK RKEB>0A

ICQBO VLR AFSFAB QEB TLOH CLO QEB MOLGB@Q TO
@E>0Q LO @>IBKA>0 >KA AFPQOF?RQB FQ QL >Il QEB JE

'/410A85:3

%>0IV FK VLRO TOFQFKD MOLGB@Q PBQ RM > P@EE
A>QBP >KA AB>AIFKBP 4EFP P@EBARIB TFIl BK>?IB VL
VLRO QB>J JBJ?BOP QL J>HB PQBKAWBA MOLDOBPP >KA
@LIMIBQB QEB MOLGB@Q LK QFJB )Q FP > DLLA FAB>
> A>V >KA QFJB AROFKD QEB TBBH TEBK >l DOLRM JBJ
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>OB COBB >KA @>K JBBQ FK MBOPLK LO DKJHEKR) "IL@H
ELRO BSBOV TBBH "BCLOB VLR JBBQ TOFQB LRQ >K :
QE>Q FK@IRABP >l QEB J>FK QLMF@P LC AFP@RPPFL
LIA ?RPFKBPP LKDLFKD ?RPFKBPP >KA KBT ?RPFKBP
>DBKA> PELRIA FK@IRAB > QFJB P@EBARIB CLO QEB JE
J>HB PROB BSBOVQEFKD FP @LSBOBA FK QEB QFJB >IIL
JBBQFKD )C VLR CFKA LKB TBBH QE>Q QEBOB FP KL OF
QL JBBQ VLR @>K @>K@BI FQ

IP PELTK FK QEB BU>JMIB P@EBARIB ?BILT &FDROB
VLRO MOLGB@Q P@EBARIB PELRIA FK@IRAB KLQ LKIV
A>QBP CLO HBV ME>PBP LC QEB MOLGB@Q ?RQ >IPL JI
>KA QEB PR?GB@Q >KA MROMLPB LC QELPB JBBQFKDP .
ABQ>FIP >?LRQ QE>Q P@EBARIB

] 3BSBO>| JBBQFKDP >0OB P@EBARIBA FK TEF@E
JBJ?BOP AFP@RPP QEB FKCLOJ>QFLK QEBYV >OE
CFKAFKD LO >0OB KLQ CFKAFKD /KB QB>J JBJ?BC
J>V E>SB FKCLOJ>QFLK >KLQEBO JBJ?BO FP
ILLHFKD BSBOVTEBOB CLO

] 3BSBO>I JBBQFKDP >OB P@EBARIBA QL OBSFBT
MOLGB@Q ABQ>FIP PIQE@ECHEE@IVRAFBK@B
MROMLPB PFQR>QFLK >KA LRQIFKB P VLR IB>(
JLOB >?LRQ QEB QLMF@ >KA ?B@LJB JLOB PBQ(
QEB MOLGB@Q VLRO QB>J J>V T>KQ QL @E>KD
LC QEBPB ABQ>FIP LO J>HB QEBJ JLOB PMB@FC

] 3BSBO>I OLRDE AO>CQP >OB B&JEBARIBA 4
JBJ?BOP MBBBSFBT B>@E@QEBECQP LC
FKAFSFAR>| PB@QFLKP >Q IB>PQ QTF@B QEB P
QFJB QL PBB FC QEB OB@LJJBKABA @E>KDBP E:
TLOHBA /K@B QEB @LIMIBQB AO>CQ FP MRQ Ql
FQ QLL FP OBSFBTBA QTF@B
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<27D72C/: >@=BG>3A 2C3 #1B=03@

4B>J JBBQFKD CFK>IFWB QEB MOLQLQVMEQL?BO
2LRDE AO>CQ PQVIB DRFAB ARB /@QL?BO
4B>J JBBQFKD CFK>IFWB PQVIB DRFAB /@QL?BO

4TF@B TBBHIV QB>J JBBQFKDP MOLDOBPRQL?BO
MOL?IBJP

'O>MEF@P PHBQ@EBP ARB QL *FJ /@QL?BO

2LRDE AO>CQP LC FKAFSFAR>| PB@QFLKF/’@QE?BO

2BSFBT LC OLRDE AO>CQP ARB /@QL?BO

?
4B>J JBBQFKD AFP@RPP OLRDE AO>CQP /@%Fgﬁ’

?
5MA>QB LC PQVIB DRFAB ARB COLJ 3QBOI£@QL' BO

?
2BSFPFLKP LC OLRDE AO>CQP ARB QL OBSFETEGP

?
&FK>I DO>MEF@P ARB COLJ *FJ LSBJ?BO

#LIMIBOBA AO>CQP QL 30BOIFK CEK>I BARG MQELE

4B>J JBBQFKD OBSFBT @LJMIBQBA AO>CQ$BQEBOFK>|
DO>MEF@P >KA BAFQFKD

#LIMIBQBA AO>COP ARB QL *RIFB CLO CFK5PROTHR@OFLK
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<27D72C/: >@=BG>3A 2C3 #1B=03@

4B>J JBBQFKD FKPMB@QFLK LC @LIMIBQBAMAEEB@0Q

?
0OLGB@Q RMIL>A ARB QL -@-ROOBY ~ '-SBJ?BO

2
0>0QV >Q *RIFB P .LSBJ?BO

&FDROB ! MOLGB@Q P@EBARIB FK QEB CLOJ LC >
Q>?1B

:@5/5<-@5:3 $>;.819? -:0 ;:M5/@7?

4EFKH >?LRQ ELT QL OBPLISB QVMF@>| MOL?IBJP QE>Q
FK > QB>J MOLGB@Q >KA AL@RJBKQ>DCEBIFKB
>?LRQ QEBPB J>QQBOP FK > ?V [>TP AL@RJIBKQ

] 7 LOHIL>A FJ?>I>K@B 7EBK VLR TLOH >P > QB>J
QEBOB FP >IT>VP QEB @E>K@B QE>Q LKB LC QE
JBJ?BOP CLO TE>QBSBO OB>PLK J>V E>SB JLOF
LO IBPP QE>K > C>FO PE>OB LC QEB TLOHIL>A
4EBOBCLOB FQ FP FIMLOQ>KQ QL CFKA > T>V Q
QO>@H LC TE>Q B>@E QB>J JBJ?BO FP ALFKD
0BOFLAF@ DOLRM BS>IR>QFLKP >KA PBIC >PPBF
FK@IRAFKD ILDDFKD ELROP PMBKQ LK QEB MOL
@>K EBIM >@@LJIMIFPE > DLLA ?>I>K@B LC TLOF

"LQE AROFKD >KA >Q QEB BKA LC QEB MOLGB@Q FC Q
MOL?IBJP QEB BS>IR>QFLKP >KA >PPBPPJBKQP PELRI
QE>Q C>@Q @IB>0 >KA BK>?IB > JLOB BNRFQ>?IB ?>I:
QEB TLOHIL>A "BCLOB QEB BKA LC QEB MOLGB@Q QB>.
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@>K >AA RM QEBFO ELROP PMBKQ LK QEB MOLGB@Q |
PMBKQ > IFQQIB JLOB QE>K QEBFO PE>OB LC QFJB TL
LQEBO JBJ?BOP @>K J>HB RM CLO FOP3FIRIBY
ALTK QLT>OA QEB BKA LC QEB MOLGB@Q FC FQ FP @I
BS>IR>QFLKP >KA >PPBPPJBKQP QE>Q LK QEX JBJ?BO
OBPMLKPF?FIFQFBP QROKBA LRQ QEOLRDE KL C>RIQ
QL ?B PJ>IIBO QE>K QELPB LC QEB LQEBOP QEBV @>k
CLO FQ ?V ALFKD JLOB LC QEB CFKFPE RM TLOH PR@E
MOLLCFKD LO @LMVFKD

] 4B>JJBJ?BOP TFQELRQ OBIBS>KQ PHFIIP
3LJBQFJBP > JBJ?BO J>V @I>FJ QL E>SB KL
OBIBS>KQ PHFIIP 4E>Q @LRIA GRPQ ?B >K FKAF
LC QE>Q MBOFIKEBQV LO I>@H LC FKQBOBPQ FI
BKD>DFKD FK > DOLRM MOLGB@Q %>@E QB>J .
FK > TOFQFKD @LROPB PELRIA @LKQOF?RQB > |
LC QEB TOFQFKD CLO > MOLGR@&BO® FBEBO
MIBKQV LC Q>PHP QE>Q AL KLQ OBNRFOB QB@E
HKLTIBADB CLOJ>QQFKD PHFIIP LO > PE>OM BA
BVB CLO BU>JMIB QVMFKD >KA AFPQOF?RQFKE
QB>J MI>K QEB ?V I>TP >KA QEB JFKRQBP LC QE
JBBQFKDP LO OBJFKAFKD QB>J JBJ?BOP LC ARE
A>QBP >KA P@EBARIBA JBBQFKDP )K C>@Q BU
QEB >KUFBQV LO I>@H LC FKQBOBPQ QEB PBIC
RKPHFIIBA QB>J JBJ?BO JFDEQ J>HB QEB ?BPQ
QB>J IB>ABO

] $FP>MMB>OFKD QB>J JBJ?BOP )C VLRO QB>J FP
RKCLOQRK>QB BKLRDE QL E>SB >K FOOBPMLKP
JBJ?BO TEL PFIMIV S>KFPEBP E>SB > MI>K CLO
TE>Q QL AL >?LRQ QE>Q >KA AL@RJIBKQ FQ FK \
QB>J ?V I>TP /KB L?SFLRP PLIRQFLK FP QL HF@}F
QEB QB>J JBJ?BO QEB QB>J >KA FKCLOJ QEB
FKPQOR@QLO FC FQ FP > TOFQFKD @LROPB L(
IBSBI LC J>K>DBJBKQ FC FQ FP > KLK>@>ABJF@



Technical and Professional Writing Genres 57

LO>KFW>QFLK /C @LROPB VLR T>KQ QL QOV Q
>SLFA ILPFKD > QB>J JBBRE@LKPQ>KQ
@LJIRKF@>QFLK FP > HBV FKDOBAFBKQ QL TBI
CRK@QFLKFKD DOLRMP 4EB P>JMIB BJ>FI ?BILT
&FDROB ABJLKPQO>QBP QE>Q QEB QB>J IB>Al
>|l QEBV @LRIA QL DBQ QEB AFP>MMB>OFKD JB.
2>@H FK QEB CLIA >KA FP >?LRQ QL DFSB QEBJ
ILPQ

Figure 2: A sample email sent to a disapgehteam member

] 3BBJFKDIV BKQOBK@EBA QB>J JBJ?BO
AFP>DOBBJBKQP )Q FP >J>WFKD ELT SBEBJBKQ
QB>J JBJ?BOP @>K AFP>DOBB LK >PMB@QP LC :
QB>J TOFQFKD MOLGB@Q (>SB > MI>K TOFQQB|
VLRO QB>J ?V I>TP ELT QL OBPLISB QEBPB
J>QQBOP 3ELRIA QEBV ?B MRQ QL > SLQB &IFM
@LFK 3ELRIA VLR dBP@>I>QBe QEB J>QQBO QL |
KBRQO>| LO EESEB®>0QV $L VLR E>SB >
DOLRM JBAF>QLO TEL @>K ?B FIM>0QF>| >KA J>
GRADBJBKQ @>IIP


https://open.library.okstate.edu/app/uploads/sites/26/2019/07/Copy-of-teamwork.2.png
https://open.library.okstate.edu/app/uploads/sites/26/2019/07/Copy-of-teamwork.2.png
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] 2>AF@>1IV FK@LKPFPQBKQ TOFQFKD PQVIBP >K
"B@>RPB QEB FKAFSFAR>| PB@QFLKP TFIl ?B TC
2V ARBOBKQ TOFQBOP TEL >OB >IZ8URKE>SB AF
TOFQFKD PQVIBP PBQ RM > PQVIB DRFAB FK TEI
QB>J JBJ?BOP IFPQ QEBFO >DOBBJBKQP LK ELT
QEFKDP >OB QL ?B E>KAIBA FK QEB M>MBO >P >
4EBPB >DOBBJBKQP @>K O>KDB COLJ QEB EFDE
PR@E >P TEBQEBO QL E>SB > ?>@HDOLRKA PB(
>l QEB T>V ALTK QL MF@HV ABQ>FIP PR@E >P T
QL RPB FQ>IF@P LO ?LIA >KA TEBQEBO QEB MEC
DOLRM T>KQP QL RPB FP d@IF@He LO d@IF@H L

"BCLOB VLR >KA VLRO QB>J JBJ?BOP TOFQB QEB CFOF
AO>CQP VLR @>KKLQ BUMB@Q QL >KQF@FM>QB B:
AFCBOBK@B FK PQVIB >KA CLOJ>Q 4EBOBCLOB MI>K
QEFP PQVIB PEBBQ TEBK VLR OBSFBT QEB OLRDE AO:
FKAFSFAR>l PB@QFLKP >KA BEBB@BSKBT QEB
@LIMIBQB AO>CQ

/KB LC QEB ?BPQ T>VP QL PJLLQE CBQE}IR RFBEQFKD
PQVIBP FP QL E>SB BSBOVLKB @LKPFPQBKQIV TLOH Lk
AL@RJIBKQ QLDBEEBGP OB>A >l QEB PB@QFLKP >KA J
@LJIBKQP >KA BAFQP QEOLRDELRQ QEB TOFQFKD MOL
>Q QEB SBOV BKA E>SB LKB MBOPLK BAFQ QEB BKQFC
CLO @LKPFPQBK@V >KA ABPFDK

‘99A:5/-@5;:

'LLA @LJIRKF@>QFLK FP QEB HBV QL PR@@BPPCF
MOLGB@QR FELRIA AB@FAB B>OIV LK ELT VLR TFI
@LJIRKF@>QB DOLRM QBUQ BJ>FI >K >MM BQ@ >KA
TFIl PE>OB AL@RJBKQP

/IK@B QEB QB>J FP CLOJBA >KA TLOH ?BDFKP F
FIMBO>QFSB QE>Q >KV FPPRBP QE>Q >OFPB >OB >AA
-LPQ DOLRM @LKCIF@QP PQ>0Q >P JFP@LJIRKF@>Q
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JFPRKABOPQ>KAFKD %SBOVLKB FK QEB DOLRM PELRIA
> M>0Q LC >KV FKCLOJ>QFLK QE>Q FP PBKQ ?BQTBBK
)K@IRAB >I1 JBJ?BOP FK >l @LIJIRKF@>QFLK BSBK FC F
KLQ PBBJ >Il QE>Q FIMLOQ>KQ 4E>Q FP TE>Q QEB @@
FK BJ>FIP

4B>J MOLGB@QP >OB DBKBO>IIV BS>IR>QBA LK QE
JBOFQP OBD>OAIBPP LC DOLRM AVK>JF@P >KA M>OQF
LQEBO TLOAP VLR @>KKLQ QBIl > @IFBKQ QE>Q LKB LC
JBJ?BOP T>P PI>@HFKD >KA QE>Q FP TEV QEB DO>ME
ABPFDK ALBP KLQ ILLH PL KF@B )K > MOLCBPPFLK>| PBC
AFA ELT JR@E TLOH ALBP KLQ J>QQBO QL QEB @IFBK
LKIV @>0B >?LRQ TE>Q QEB QB>J ABIFSBOP

IIQELRDE PLJB JBJ?BOP FK QEB DOLRM J>V CRIC
AFCBOBKQ OLIBP >KA AL JLOB LO IBPP TOFQFKD FK > M
> TOFQFKD @I>PP B>@E JBJ?BO LC > DOLRM PELRIA @!
>@QR>| TOFQFKD >KA OBPB>0@E QL QEB MOLGB@Q

'OLRM TLOH KBBAP QL ?B > @LII>?ICREQFSE BC
PLIBLKB FK QEB DOLRM FP KLQ MRIIFKD QEBFO TBFDE!
QL ?B >AAOBPPBA OFDEQBQBIBP FQ FP ARB QL PFIMIB
JFPRKABOPQ>KAFKD $FP@RPP MOL?IBJP TFQE QEB BK
>P PLLK >P MLPPF?IB ?RQ FC QE>Q ALBP KLQ TLOH @L}
FKPQOR@QLO LO PRMBOSFPLO FK > MOLCBPPFLK>| P
@>K PLOQ QEFKDP LRQ ?BCLOB FQ FP QLL I>QB 4EBOB
KRJ?BO LC LMMLOQRKFQFBP QL BS>IR>QB >KA >PPBPP (
QEB MOLGB@Q RKCLIAPFQ FBSBA) MLPPF?IB QL NRFQ (
DOLRM LO HF@H PLIBLKB LRQ TFQELRQ PBOFLRP OBM
)K QEB TLOHMI>@B QEBOB FP KL IB>SFKD > DOLRM MOL
VLR NRFQ VLR GL?

9<81@5:3 @41 $>:61/@

40V QL P@EBARIB >P J>KV OBSFBTP LE WORQQEB>Jg
TLOH >P MLPPF?IB #LJJRKF@>QB >KA JBBQ OBDRI>Ol
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OB>A B>@E {QEBTUH >P LCQBK >P MLPRR2HEK 9BBQ
QL AFP@RPP B>@EQIPEBRDAO>CQP LC FKAFSFAR>| PB@
>P TBII >P OLRDE AO>CQP LC QEB @LJIMIBQB M>MBO

| @OFQF@>| PQ>DB FK QB>J TOFQFKD > M>MBO @LJBF
MRQ QLDBQEBO QELPB FKAFSFAR>| PB@QBOBKTOFQQ
QB>J JBJ?BOP FKQL LKB @LJMIBQB AO>CQ )Q FP QEBK
TFIl MOL?>?IV PBB EICBEBKQ FK QLKB QOB>QJBKQ >KA|
B>@E PB@QFLR BRPI) >P > DOLRM CFKA > T>V QL OBS|
>KA BAFQ QEB @LJMIBQB OLRDE AO>CQ QE>Q TFII J>t
@LKPFPQBKQIV PL QE>Q FQ TFIl KLQ ?B PL L?SFLRPIV -
QEOBB LO CIGEDARQ MBLMIB

7EBK VLR @LJMIBQB OBSFBTFKD >KA OBSFPFKD FQ FF
QEB CFKFPE RM TLOH QL DBQ QEB AO>CQ OB>AV QL E:
TLOH FP QEB P>JB >P FQ TLRIA ?B FC VLR TBOB TOFQ
M>MBO LK VLRO LTK LKIV FK QEFP @>PB QEB TLOHIL>A
AFSFABA >JLKD QEB DOLRM

5:-8 (4;A34@7

"RPFKBPP IB>ABOP @LJILKIV @LIMI>FK QE>Q @L
DO>AR>QBP AL KLQ HKLT ELT QL TLOH MOLAR@QF
DOLRMP )K JBOF@>K @I>PPOLLJIP TB QBKA QL I
FKAFSFAR>| >@@LJMIFPEJBKQ VBQ FK MOLCBPPFLK>|
KBBA QL TLOH TBIl TFQE LQEBOP S5KQER)RIBSIBIV
dDOLRM TLOH e dQB>J TLOHe LO d@LJJFQQBB TLOHe
>MMB>0 QL ?B LUVJLOLKP b IFHB QEB QBOJP dELKBPQ M
LO d@OFJFK>I GRPQF@B e ->KV DOLRMP QB>JP >KA @L
PFIMIV AL KLQ TLOH ABPMFQB QEB MLQBKQF>| LC FKAI
QEB DOLRM

)Q FP @BOQ>FKIV QORB QE>Q J>KV MBLMIB T>PQB QF
PFQR>QFLKP MLIFQF@HFKD >P LMMLPBA QL ABCFKFI
PLISFKD MOL?IBJP )K TOFQFKD @I>PPOLLIJP PLJB PQ
T>KQ QL PIFAEDB) QEB DO>AB TFQELRQ ALFKD QEB T
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LQEBOP >OB TFIIFKD QL AL QEB TLOH ?RQ >OB KLQ F
QL MOL@BBA 7EFIB TLOHFKD FK DOLRMP MOBPBKQ
@E>IIBKDBP VLRO PR@ @BPPBPABIOROREDBO FP
PLIBTE>Q ABMBKABKQ LK VLRO >?FIFQV QL EBIM LQEB
@LIIRKF@>QB >KA @LII>?LO>QB

(5<? 2;> 221/@5bB>;A<?

&LIILT QEBPB QFMP CLO KROQROFKD QB>JTLOH FI
PFQR>QFIBPBUMBOFJBKQFKD TFQE QEB CLIILTFKD PQ(
QL EBIM BKPROB QEB PR@@BPP LC DOLRM TLOH

] 7EBK QEB DOLRM CFOPQ JBBQP PBIB@Q > MOL(
J>K>DB@EFP MBOPLK MOLSFABP IB>ABOPEFM >|
EBIMP OBO@LKPBKPRP >KA > @LEBOBKQ MI>K
"BFKD > IB>ABO EB@ABEQ COLJ ?BFKD >K
>RQL@0>Q LO > AFFBEFILULR >OB PBIB@QBA >
QEB MOLGB@Q JFRFFEIMLOQ>KQ QL OBJIBJI?BC
QE>Q VLR >OB >K BNR>I QB>J JBJ?BO >KA
@LII>?LO>QLO TEL E>P PFIMIV ?BBK >PPFDKBA (
Q>PH LC @LLOAFK>QFKD QEB MOLGB@Q >KA Bk
QE>Q MOLDOBPP ALBP KLQ C>Il ?BEFKA P@EBAF
ALBP KLQ RBEEDQ J>HB VLR QEB d?LPPe LC >l
QEB LQEBO QB>J JBJ?BOP PL OBJBJ?BO QL >@C
> M>0QKBO O>QEBO QE>K >K LSBOILOA 'P QB>J
@LLOAFKAMQRD >QQFQRAB >KA ?BE>SFLO J>V El
PBQ QEB QLKB CLO QEB OBPQ LC QEB DOLRM

)C VLR >OB QEB IPBABROB QL J>HB C>FO >PPFDKJBK!
>KA IBQ LQEBOP LTK FAB>P >KA M>OQP LC QEB MOLGB(
PI>@HQ @>IH QL QEBJ AFPERSBBQIQEBJ C>FO T>OKFKD
?BCLOB PMB>HFKD TFQE LQEBO JBJ?BOP LBVLRO QB:
@LK@OBQB >KA PMB@FCF@ >?LRQ ?RFIAFKD @LKPBK
PE>OBA DL>IP ARB A>QBP >KA MOL@BPPBP
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] 1l QB>J JBJ?BOP KBBA QL TLOH QL ?B MLPFQFSB
"B DBKBOLRP "B OBPMB@QCRI OBD>OAFKD JBJ"
CBBIFKDP >KA KBBAP &L@RP LK QEB PQOBKDQ!
JBJ?BOP FK VLRO DOLRM 'FSB JLOB QE>K VLR
Q>HB )AB>@LII>?LO>QFSB MOLGB@QP PELRIA K
2B >?LRQ LKB MBOPLK ?BFKD FK @LKQOLI $B@F
PELRIA ?B J>AB ?V QEB DOLRM KLQ ?V LKB
FKAFSFAR>|

] 2BPMB@QRBBBKQ FAB>P >KA >MMOL>@EBP ,FP(
?BCLOB Q>IHFKD ?B >OQF@RI>QB >?LRQ VLRO |
?RQ CIBUF?IB TEBK LQEBOP T>KQ QL DL >KLQEB

] #I>0OFCV BS>IR>QFLK @OFQBOF> RM COLKQ 5K/
TE>Q VLRO FKPQOR@QLO T>KQP ELT QEB AL@F
TFIl ?B BS>IR>QBA >KA TE>Q QEB ARB A>QBP >0

] "BVLKA LRQIFKFKD QEB MOLGB@Q @LJB RM TF(
MOLGB@Q J>K>DBJIBKQ MI>K LRQIFKFKD

] 2BPMLKPF?FIFQFBP CLO B>@E DOLRM
JBJ?BO

i $BP@OFMQFLKP LC QEB PQBMP LO Q>P!
FKSLISBA FK FIMIBIBKQ>QFLK

] 4FJBIFKBP CLO @LJMIBQFLK

j 3RJJ>OFBP LC MOL?IBJP LMMLOQRKFQF
VLR >KQF@FM>QB >KA > IFPQ LC MLPPF
PLIRQFLKP OB@LJJIBKA>QFLKP

] $0>CQ > AL@RJIBKQ MI>KKBO CLO QEB DOLRM N
7 OFQB > OBPB>0O@E MOLMLP>| >KA PR?JFQ FQ |
FKPQOR@QLO PRMBOSWOLEILP>ICTEF@E FP
CLOJ>I OBNRBPQ QE>Q TFIl ?B AFP@RPPBA >Q If
QEB 00LMLP>| @E>MQBOCPELRIA FABKQFCV TE:
T>KQ QL AL ELT VLR T>KQ QL AL FQ >KA TEBK
VLR @>K E>SB FQ ALKB



Technical and Professional Writing Genres 63

] 9LRO FKPQOR@QLO LO PRMBOSFPLO J>V OBNIJ
VLR J>FKQ>FK FKAFSFAR>| GLROK>IP LO MOLDO
OBMLOQP LO HBBM > ILD LC VLRO @LKQOF?RQF
MOLGB@Q !'lQBOKA@BIK ILD >?LRQ VLRO
@LII>?LO>QRIERP FK > TFHF MBOE>MP
TOFQFKDTHAMREB >AS>KQ>DB LC RPFKD QEB
TFHF PM>@B FP QE>Q FQ BK>?IBP DOLRM JBJ?B
BKQBO QEBFO @LKQOF?RQFLKP LK QEB P>JB M:
4B>@EBOP >MMOB@F>QB QEB TFHF CLOJ>Q 7B
B>@E BAFQ QL > M>DB FP OB@LOABA ?V QEB TF
PLCQT>0B BK>?IFKD QEB FKPQOR@QLO QL PBE
M>OQF@RI>0 @LKQOF?RQFLKP TBOB J>AB >KA
TELJ 4B>@EBOP @>K >@@LRKQ CLO FKAFSFAF
BCLOQP TEBK VLR HBBM OB@LOAP >KA MBOE>N
FK@IRAB > LKB M>DB PRJJ>OV >?LRQ TE>Q VLR
IB>OKBA >P > OBPRIQ LC QEB @LII>?LO>QFSB
BUMBOFBK@B #0OBSQB.OQCLIFL CLO QEB
MOLGB@Q TFQE >K FKABU LO ABC>RIQ M>DB QE
QL J>GLO PB@QFLKP LC QEB DOLRM MOLGB@Q
OBIBS>KQ >MMBKAFUBP 2BMLOQ >MMBKAFUBP
FK@IRAB IFKHP QL QEB AL@RJIBEB MI>KKBO
AL@RJIBKQ MOLMLP>I FKAFSFAR>| PQRABKQPg
GLROK>IP >KA OBI>QBA OBPLRO@BP

] %S>IR>QB VLRO MBBOPg @LKQOF?RQFLKP ?BF
@LMV VLRO MBBOP LK VLRO BS>IR>QFLK

'OLRM TLOH @>K ?BF@RIQ >KA QEB >JLRKQ LC QFJ
OBNRFOBA QL @LJMIBQB > DOLRM MOLGB@Q J>V SBO
ILKDBO QE>K FC VLR TBOB Q>@HIFKD QEB MOLGB@Q L
?RQ DOLRM TLOH @>K >IPL ?B > OF@EIV OBT>OAFKD B
TFQE PVEBPQF@ OBPRIQP QE>Q >OB FIJMLPPF?IB QL
LQEBOTFPE-QE > @IB>0 RKABOPQ>KAFKD LC B>@E
JBJ?B@P PQOBKDQEP >KA NR>IFCF@>QFLKP TFQE
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>OQF@RI>QBA OLIBP >KA OBPMLKPF?FIFQFBP >KA T
ABCFKBA MI>K >KV DOLRM MOLGB@Q @>K ?B > PR@Q@E

/@5B5@E

9LR JFDEQ @LKPFABO E>SFKD BSBOVLKB FK QEB DO
QEB -BVBOPb"OFDDP MBOPLK>IFQV QBPQ
EQQM TTHRJI>KIBQOF@P @LJ @DF TFK GQVMBP >PM (
> DLLA PBKPB LC TEBOB BSBOVLKB FP @LJFKD COLJ >KA
QEBV PQ>KA 4EBOB >0OB > KRJ?BO LC COBB SBOPFLKP
LKIFKB 4EBAF@F>I SBOPFLK GBMBQEB-KA "OFDDP
&LRKA>QFER C>0 JLOB QELOLRDE >KA @LPQP JLKBV

4EB QBPQ JB>PROBP MOBCBOBK@BP >KA DBKBO>| >(
@>K EBIM VLR RKABOPQ>KA @LJIJRKF@>QFLK >KA |
PQVIBP )K @LKGRK@QFLK TFQE QEB LQEBO PHFIIP HKL
>?FIFQFBP FQ @>K EBIM ABQBOJFKB TEF@E OLIBP >K
JLPQ PRFQ>?IB CLO B>@E QB>J JBJ?BO

ICQBO Q>HFKD QEB QBPQ OB@LOA VLRO MBOPLK>I
PLJB LC FQ FP J>GLO >QQOF?RQBP 4EBK JBBQ TFQE V!
PL VLR @>K >Il PE>OB VLRO OBPRIQP >KA AFP@RPP EL
@>MFQ>IFWB LK QEB HKLTIBADB

< EQQMP OBTLOH TFQEDLLDIB @LJ DRFABP RKABOP!
QB>J BIB@QFSBKBPP PQBMP FABKQFCUBWRFHHEDOP LC B
QB>JP 4EFP FP > DOB>Q OBPLRO@B QL IB>OK JLOB
BCB@QFSB DOLRM AVK>JF@P

Media Attributions

] 4B>JTLOH ?V -F@E>BI "BFICRBP9
IQQOF?RQFLK

EQQMP TIVBOP?OFDDHELGB EQJ ?E@M
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4-<@1> @45/?

Ethics
15/4-18 1582A7?7?

4-<@1> 'E:;;<?5?

)K QEFP @EWA®BTFII IB>OK >?LRQ PLJB LC QEB BQEF(
@E>IIBKDBP QE>Q VLR J>V BK@LRKQBO FK VLRO MOl
>KA >@>ABJF@ IFCB BPMB@F>IIV TEBK FQ @LJBP QL
TOFQFKD 4EB @E>MQBO BUMI>FKP QEB FIMLOQ>K@B L
VLRO LTK BQEF@>| @LAB PL VLR @>K ?B MOBM>OBA T
CFKA VLROPBIC FK RK@LJCLOQ>?IB >KA LO RKBQEF@>
4EB @E>MQBO @LSBOP BQEF@>I MOFK@FMIBP ELT
>CB@Q QEB MOBPBKQ>QFLK LC FKCLOJ>QFLK >KA PL.
BQEF@>| MOL?IBJP BK@LRKQBOBA ?V QB@EKF@>| TOFC
QEFP @E>MQBO FP @LK@BOKBA TFQE QEB >MMOLMOI
RPB >KA AL@RJIBKQ>QFLK LC PLRO@BP 4EB @E>MQB
PLIB MO>@QF@>| FKCLOJ>QFLK LK ELT QL J>HB PRC
TOFQFKD FP BQEF@>| >KA ELT QL E>KAIB BQEF@>I AFIBJ
TFQE MLPPF?IB IBD>I FPPRBP FK QEB TLOHMI>@B

@45/? 5: (1/4:5/-8 +>5@5:3

9LR MOL?>?IV QEFKH >?LRQ QB@EKF@>I TOFQFKD FK
@LJIRKF@>QFKD QB@EKF@>I FKCLOJ>QFLK @IB>0
>@@BPPF?IB CLOJ>Q QE>Q JBBQP QEB KBBAP LC FQ
4EBPB >OB FIJMLOQ>KQ >PMB@QP LC QB@EKF@>I TC
PROB ?RQ QEBV LKIV OBMOBPBKQ QEB PROC>@B LC T

65



66 Michael Beilfuss, Staci Bettes, and Katrina Peterson

QL HKLBEFP @E>MQBO TFIl FKQOLAR@B PLJB LC QEB
FPPRBP QE>Q J>V >OFPB >P QB@EKF@>| TOFQBOP OB
OBSFPB >KA MOLAR@B > QB@EKF@>| AL@RJIBKQ

FHB LQEBO MOLCBPPFLK>IP QB@EKF@>I TOFQBO
>D>FKPQ BQEF@>| FPPRBP OBDRI>OIV >KA JRPQ J>HB
>?LRQ ELT QL JLSB CLOT>OA TFQE > MOLGB@Q FK G
LC BQEF@>| AFIBJISPQBOP J>V BK@LRKQBO PFQR>QF
TEF@E QEBV JRPQ >PH QEB CLIILTFKD HFKAP LC NRI
7E>Q HFKAP LC PRMMLOQ J>QBOF>| >KA PLRO@BP >
QL RPB 0B LMBK TB? PLRO@BP GRPQ >P S>IFA >P >(
PLRO@BP CLO @BOQ>FK QLMF@P #>K BJ>FI @LJIRKF
RPBA TFQELRQ MBOJFPPFLK 7E>Q FC QEB TOFQBO AFF
> @LIM>KV C>IPFCFBA A>Q> >TIROQEEBKBEP LC FQF
MOLAR@Q 3ELRIA QEBV OBSB>I QEFP FK QEBFO OBML
QEBV Q>HB LQEBO @LROPBP LC >@QFLK (LT JR@E F
TOFQBO >A>MQ QL >K >RAFBK@B TFQELRQ P>@OFCF
SFBTP

%QEF@P MOFK@FMIBP MOLSFAB QEB ?>PFP CLO ABG
dUe FP BQEF@>l ?RQ FK BQBFIBQV FPPRBP >OB
@LIMIF@>QBACCLO BU>JMIB FJ>DFKB TLOHFKD CLO :
@LIM>KV QE>Q BIMILVP PR?PQ>KQF>| KRJ?BOP LC ME
VLRO QLTK TEBOB OBI>QFSBIV CBT LQEBO BJMIL\
LMMLOQRKFQFBP BUFPQ )J>DFKB QE>Q QEB @LIJM>KV
FQP @EBJF@>| T>POB FK > T>V QE>Q @LRIA BKA>KDB(
EB>IQE 7EFIB QEB @LJIM>KV J>V ?B CLILTFRR GEB [>T
@IB>0 QEBV @LRIA AFPMLPB LC QEBFO T>PQB JLOB P>
JLOB OBPMLKPF?IB PQBT>OAP LC QEB KBFDE?LOELLA (
QE>Q TLRIA @LPQ QEB @LIM>KV JERB IbKBYB@Q
MOLCFCDEX® OBPRIQ FK PILTBO DOLTQE >KA MOLSFAE
GL?P CLO QEB IL@>IP 7E>Q AL VLR AL )P NR>OQBOIV
>KA BUM>KAFKD GL?P JLOB PBOFLRP QE>K QEB OFPH
EB>IQE MOL?IBJP >KA > ABDO>ABA BKSFOLKJBKQ 7
@ELF@B FP OB>IIV JLOB BQEF@>!

->KV BQEF@>| I>MPBP QE>Q L@@RO FK QEB TLOHMI>
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PL L?SFLRP >KA QEBV LCQBK ?BDFK TFQE DLLA FKQBKGC
BU>JMIB > J>K>DBO LO LTKBO LC > ?RPFKBPP J>V @LJ
CFK>K@F>l CO>RA QL >SLFAC IBJMKDVREP 4EB
FKQBKQFLK J>V ?B DLLA ?RQ ?0B>@EFKD BQEF@P O
PIFMMBOV PILMB b LKB QE>Q LCQBK IB>AP QB@ROQEB
BQEF@> ?0B>@EBP &>IPFCVFKD LKB OBMLOQ TFII J>
JR@E JLOB IFHBIV QEB PR?PBNRBKQ OBMLOQP TFIl 7B
GRPQ >P KBDIB@QFKD QL MOLMBOIV @FQB LKB PLRO@
> OBMLOQ LKIV J>HBP FQ JLOB QBJMQFKD QL KBDIB@Q
OBJ>FKABO LC QEB PLRO@BP

I@QFKD BQEF@>IIV FP O>0BIV OBT>OABA COLJ QEB
VLR >0B KLQ IFHBIV QL ?B @LKDO>QRI>QBA ?V VLRO
@L TLOHBOP CLO M>PPFKD LK >K LMMLOQRKFQV QL
QEB @LJMBQFQFLK FK >K RKBQBE®HOBKKBAPe LC
>@QFKD BQEF@>IIV >0OB LCQBK PFIMIV FKQBOK>| )Q FF
QEFKH >?LRQ BQEF@P >KA >OQF@RI>QB hiB® BQEF@:>
VLR CFKA VLROPBIC FK > PFQR>QFLK TEBOB BQEF@P TF
VLRO AB@FPFLK J>HFBD >7PQOLKD PBQ LC BQEF@>| S>
VLR TFIl ?B ?BQQBO MOBM>OBA QL J>HB QEB OFDEQ
>KA PQF@H QL VLRO MOFK@FMIBP TEBK C>@BA TFQI
AFIBJJ>

4EBOB FP > DLLA @E>K@B QE>Q >Q PLJB MLFKQ FK VL
VLR TFIl CFKA VLROPBIC FK > PFQR>QFLK QE>Q FKSLISB
?BE>SFLO >Q VLRO TLOHRIB@BPBC>@BA TFQE E>SFKD
QL AB@FAB QL DL >ILKD TFQE RKBQEF@>| >@QFLKP L
FDKLOB QEB ?BERSFOBMLOQ RKBQEF@>I @LKAR@Q
>MMOLMOF>QB MBOPLK FKQBOK>IIV LO BUQBOK>IIV
PLIBQEFKD >P PFIMIB >I?BFQ MBOKF@FLRP >P E>O>F
FQ @LRIA ?B PLIBQEFKB > I365L0 CO>RA )Q J>V 7B
B>PFBO QL JFKA LRO LTK ?RPFKBPPBP >KA HBBM NR
OB>IIV QEB LKIV OFDEQ QEFKD QL AL FP QL PQ>KA RM
RM CLO TE>Q FP OFDEQ

7 B >OB Q>RDEQ COLJ > VLRKD >DB QE>Q VLR PELRI/
dO>Qe LK >KVLKB >KA PQ>VFKD PFIBKQ FP LCQBK B:
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JRPQBOFKD QEB @LRO>DB QL OBSB>I BQEF@>l ¢
(LTBSBO PLJBQFJBP PMB>HFKD RM >KALO KLQFC\
>RQELOFQFBP FP QEB LKIV OFDEQ QEFRARIQL>-RLQEP @F
J>V ?B 4EB .>QFLK>| 7EFPQIB "IL@BKQBO FP > KLK
MOLCFQ KLK DLSBOKJBK®EWEQFLK QE>Q E>P J>KV
OBPLRO@BP >S>FI>?IB CLO FKAFSFAR>IP TEL J>V ?B C>
QEB AF®RIQ PFQR>QFLK LC ALFKD QEB OFDE
EQQMP_TTEFPQIB?ILTBOFEK@ABU MEM

9LR PELRIA PMBKA PLJB QFJB BU>JFKFKD VLRO BQEF
QEFKHFKD >?LRQ ELT >KA TEBOB QEBV J>V ?B @E>III
FK VLRO @>@BBO TFIl VLR AL TEBK VLR >OB >PHBA
FIMIF@FQIV LO BURQIF@EQWOLJIFPB VLRO BQEF@P 7E>
TFIl VLR AL TEBK VLR TFQKBPP ABKB>REKD >KA
RKBQEF@>| ?BE>SFLO )K >IJLPQ BSBOV CFBIA QEBOB
>KA MOLCBPPFLK>I @LKPBNRBK@BP CLO @LJJIFQQFKI
?BE>SFLOGKA LCQBK OBJ>FKFKD PFIBKQ >?LRQ @L
@LKAR@QCTEBQEBO QEB >@QFLK >0B VLROP
@LIIB>DR8@>K FIMIF@>QB VLR >P TBII

1:1> -8 $>5:/5<817?

)K A>V QL A>V IFCB JLPQ MBLMIB E>SB > PLOQ LC PIFAF
LK TE>Q @LKPQFQRQBP BQEFE&LO EREISHBOVLR
JFDEQ QBII VLRO ?BPQ COFBKA QEBFO KBT E>FO@RQ ILL
TEBK FK C>@Q VLR ?BIFBSB QE>Q FQ ALBP KLQ 4EFP I
JFKLO MOBPBOSBP VLROP CCBBIKKHP >KA ALBP KL
>MM>0BKQ E>0J QL QEBJ LO >KVLKB BIPB 3LJB JF
@LKPFABO QEB @LKQBUQ ?BCLOB ABQBOJFKFKD ELT
BU>JMIB VLR JFDEQ KLQ QBIl > PQO>KDBO QE>Q QE
QO>FIFKD QLFIBQ M>MBO ?RQ VLR TLRIA KIEl > COFBI
PQO>KDR®O @>I@RI>QFLKP J>V FK@IRAB ELT QEB PQ
JFDEQ OBPMLKA QL QEB FKQBOORMQFLK >KA ?LQE LC \
PLJB BJ?>00>PPJBKQ FK QEB BU@E>KDB 3R@E @>I@
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J>V J>HB FQ B>PFBO CLO VLR QL ILLH >T>V >KA IBQ PLJ
BIPB AB>I TFQE FQ ?RQ TFQE > COFBKA VLR TLRIA ?B TF
OFPH PLJB PELOQ QBOJ >THT>0OAKBPP QL AL QEB OFDE(

)K > C>0 JLOB PBOFLRP PFQR>QFLK > MBOPLK JFDE(
QEBFO IFSBP QL EBIM > BFRIDSMEROJFDEQ OFPH QEBF
IFSBP QL EBIM > @ILPB COFBKA LO OBI>QFSB &LO BU>J
TFQKBPPBA > PQO>KDBO >QQ>@HFKD PLJBLKB VLR AL
LK > @OLTABA PQOBBQ VLR J>V ?B >CO>FA QL FKQBOCE
VLR @LRIA ?B FKGROBA FK QEB BSBKQ )KPQB>A VLR J
?>@H >KA @>11 QEB MLIF@B "RQ FC > @ILPB COFBKA L(
T>P FK QEB P>JB A>KDBQ>V ?B JLOB IFHBIV QL MRQ
VLROPBIC FK B5BJ3gQL MOLQB@Q VLRO COFBKA )K QEF
VLRO @LJJIFQJIBKQ QL ILV>IQV JFDEQ LRQTBFDE VLRO F
PBIC MOBPBOS>QFLK )K QEB CLOJBO @>PB FC VLR S>IR
@LRO>DB >?LSB >II BIPB VLR JFDEQ ?B TFIIFKD QL PQBI
CFDEQ QL MOLQB@Q > SF@QFJ )K BFQEBO @>PB TBFD
>KA E>SFKD > PQOLKD S>IRB PVPQBJ TLRIA EBIM VLR CE
VLR AFA QEB OFDEQ QEFKD BPMB@F>1IV RMLK OBCIB@
BSBKQ

%QEF@>I 7?7BE>SFK@IRAFKD BQEF@>I QB@EKF
@LJIRKF@>QFLK FKSLISBP KLQ GRPQ QBIIFKD QEB
MOLSFAFKD >@@R0O>QB FKCLOJ>QFLK ?RQ QBIIFKD Q
MOLSFAFKD FKCLOJ>QFLK PL QE>Q > OB>PLK>?IB >R
J>AB >T>0B LC QEB ?BERSSHERD JB>KP QE>Q VLR >@Q Ql
MOBSBKQ >@QR>| E>0J TFQE PBQ @OFQBOF> CLO TE
ABDOBBP LC E>0J >0B JLOB PBOFLRP QE>K LQEBOP &L(
P>SFKD PLJBEKBEB PELRIA >IT>VP LRQTBFDE QEB MOLP
LC CFK>K@F>I A>J>DB QL VLROQRILBNEGHRBP >KA
ERJ>K IFCB >OB C>0 JLOB FIMLOQ>KQ QE>K JLKBQ>O
>KA CFK>K@F>I D>FK P > DRFABIFKB >PH VLROPBIC TE:
E>MMBK FC VLRO >@QFLK LO KLK>@QFLK ?B@>JB
MR?IF@ >KA PQ>0QBA QOBKAFKD LK PL@F>I JBAF> D
E>PEQ>D >KA ?B@>JB > JBJB MF@HBA RM ?V QEB K>
JBAF> )C VLR TLRIA DL QL MOFPLK ILPB VLRO COFBKA
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VLRO GL? LO BSBK GRPQ CBBI BJ?>00>PPBA QEB :
MOL?>?IV RKBQEF@>! )C VLRO >@QFLKP @>KKLQ PQ>k
P@ORQWFKR JFDEQ OB@LKPFABO QEBJ (>SFKD > PQ
BQEF@>| CLRKA>QFLK >IT>VP EBIME QEFBSBEP BSBO
B>PV TEBK FQ @LJBP QL BQEF@>I AFIBJJ>P 3LJBQFJB
OFDEQ QEFKD QL AL FP QEB RKMLMRI>O QEFKD QL AL *
PLJB >@QFLK BKGLVP QEB >ARI>QFLK LC QEB J>PPBP
KB@BPP>OFIV JB>KP FQ FP BQEF@>| 4E>Q FP >KLQEBC
FQ FP FIMLOQ>KQ QL DFSB PLJB PBOFLRP QELRDEQ Q
S>IRB PVPQBJ >KA ELT FQ J>V CFQ FKQL QEB S>IRB P
LC QEB BUBJMI>OP VLRO >AJFOB >KA OBPMWR@Q 4E>Q
TFIl ?B ?BQQBO MOBM>OBA QL AL QEB OFDEQ QEFKL
>OB @LKCOLKQBA TFQE >K BQEF@>| AFIBJJ> )KQBOK>I]
BQEF@P FK PR@E > J>KKBO TFIl @BOQ>FKIV J>HB VLF
BQEF@>| TOFQBO

$>:21775::-8 @45/?

>KV LO>KFW>QFLKP >KA BIMILVBOP E>SB > @LOMLO>
LC BQEF@P )C VLR >OB > QB@EKF@>| TOFQBO >KA
MOLCBPPFLK>| >PPL@F>QFLKP PR@E >B@ERR@EIFBQ\
#LIJRKF@>QLOP VLR TFIl KBBA QL ?B >T>0B QEBFO @I
BQEF@P MR?IFPEBA LKERKBMVB DTHQ@EDLEPLRQ PQ@
BQEF@>| MOFK)@RNMBFOB > QB@EKF@> TOFQBO OBPB:
>KA TOFQFKD > OBMLOQ TFQEFK > PMB@FCF@ MOLC
VLR TFIl >IPL KBBA QL ?B >T>0B QL PE2QABPALSY
BQEF@P &LO BU>JMIB FC VLR >OB TOFQFKD > OBMLOQ
LC MEVPF@>l QEBO>MFPQP LK QEB I[>QBPQ QB@
OBE>?FIFQ>QFKD BIEEB FRQFBKQP VLR PELRIA ?B >T>
LC QEB @LAB LC BQEF@P CLO MEVPF@>I QEBO>MFP(
TLOH TFQEFK QELPB MOFK@FMIBP >P VLR OBPB>0O@E >|
OBMLOQ

LLH CLO QEB @LABP LC BQEF@P FK VLRO LTK AFP@}
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?BDFK QL OB>A >KA RKABOPQ>KA TE>Q TFIl 7B BUMB@C
>P > MOLCBPPFLK>| FK VLRO CFBIA

$>1?1:@-@5;: ;2 :2;>9-@5::

(LT > TOFQBO MOBPBKQP FKCLOJ>QFLK FK >CR@®RJIBKQ
> OB>ABORKABOPQ>KAFKD LC QEB OBI>QFSB TBFI
PBOFLRPKBPP LC QE>Q FKCLOJ>QFLK &LO BU>JMIB EF
@OR@F>| ?FQ LC FKCLOJ>QFLK FK QEB JFAAIB LC > ILKD
ABBM FK > ILKD AL@RJBKQ PBOFLRPIV AB BIJME>PFV
FKCLOJ>QFLK /K QEB LQEBO E>KA MRQQFKD > JFKLO
> MOLJFKBKQ PMLQ P>V QEB CFOPQ FQBJ FK > ?RIIB(
> OBMIDBYB@RQFSB PRJJ>OV JFDEQ ?B > J>KFMRI>!
PQO>QBDV QL BJME>PFWB FKCLOJ>QFLK QE>Q FP |
FIMLOQ>KQ "LQE LC QEBPB BU>JMIBP @LRIA ?B @LK
RKBQEF@>| >P QEB AFPMI>V LC FKCLOJ>QFLK FP @OF
OB>ABOP BK@LRKQBO >KA FKQBOMOBQ FQ

| @>PPF@ BU>JMIB LC RKBQEF@>| QB@EKF@>| TOF
JBJL OBMLOQ .!3! BKDFKBBOP TOLQB >?LRQ QEB MOL'
TEQE /OFKD PB>IP LK QEB PM>@B PERQ@EB#E>IIBKD
RKBQEF@>| CB>QROB T>P QE>Q QEB @OR@F>| FKCL(
QEB /OFKDP T>P ?ROFBA FK > JFAAIB M>0O>DO>ME
FKCLOJ>QFLK >MMOLSFKD QEB I>RK@E T>P FK MC
?BDFKKFKD >KA BKAFKD PMLQP (QEPRRKDRKBBOP
TBOB QOVFKD QL MOBPBKQ > CRIl OBMLOQ FK@I
@LIMLKBKQP FK QEB #E>IBRQBQ@EB JBBLg
>RAFBK@BCcKLK QB@EKF@>! J>K>DBOPCIJFPQ>HBKIV ?E
QEB /OFKD MOL?IBJ QL ?B FK@LKPBNRBKQF>| BSBI
E>MMBKBA 4EB MLPFQFLK LC FKCLOJ>QFLK FK QEFP AL(
KLQ EBIM QEBJ RKABOPQ>KA QE>Q QEB MOL?IBJ @LRIA

%QEF@>I TOFQFKD QEBK FKSLISBP ?BFKD BQEF@>l
?RQ >IPL MOBPBKQFKD FKCLOJ>QFLKOBQRRAFBKRIBQ>(
TFIl RKABOPQ>KA QEB OBI>QFSB FIMLOQ>K@B LC FKCL
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RKABOPQ>KA TEBQEBO PLJB QB@EKF@>| C>@Q FP > D
> ?2>A QEFKD

@45/-8 ??A17? 5: (/4:5/-8 +>5@5:3

4EBOB >0B > CBT FPPRBP QE>Q J>V @LJB RM TEBK OBP!
> QLMF@ CLO QEB ?RPFKBPP LO QB@EKF@>| TLOIA G
JRPQ @LKPFBO®P ILLH >Q > CBT

&1?1->/4 @4-@ ;1?";@ 'A<<;>@ $>,61/@ O01-

)K > QB@EKF@>| OBMLOQ QE>Q @LKQ>FKP OBPB>0O@E
AFP@LSBO @LKCIF@QFKD A>Q> QE>Q ALBP KEQ PRMML
DL>I &LO BU>JMIB VLRO PJ>Il @LIM>KV @LKQFKRBP Ql
MOL?IBJP TFQE BJMILVBB JLO>IB 2BPB>O@E PELTP ?0F
FK >K LRQPFAB BUMBOQ PLJBLKB TEL FP RKC>JFIF>0
@LIM>KV >KA QEB PQ>HBELIABOP E>P QEB MLQBKQF>
QEB DOB>QBPQ @R-KBPB@LSRDBSBQE>Q QL ?0FKD

FK PR@E >K BUMBOQ FP @LPQ LROPEEFMINSBTRQE
TEBQEBO QL IB>SB QEFP FKCLOJ>QFLK LRQ LC VLR
QEBOB?V BK@LRO>DFKD VLRO BIJMILVBO QL MROPRB >K
FP KLQ QEB JLPQ MOLAR@QFSB )K QEFP PFQR>QFLK
VLR AL >KA TEV

'A<<>177?5:3 &18R-:@ :2;>9-@5;:

)J>DFKB VLR >0B OBPB>0@EFKD > OBMLOQ CLO > M>0
QE>Q T>KQP QL @E>KDB QEB MLIF@V FK QEB IL@>| P@
OBNRFOFKD >II PQRABKQP QL ?B I @@FBATBA 9
E>KACRI LC PLRO@BP QE>Q PRMWRLDICQIQERDOERKIg
VLR AFP@LSBO @LKSFK@FKD JBAF@>| BSFABK@B QE
S>@@FKBP AL JLOB DLLA QE>K MLQBKQF>I E>0J FK
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3FK@B VLR >OB BIMILVBA ?V QEFP M>OBKQPg DOLRI
VLR IB>SB LRQ QEB JBAF@>| BSFABK@B LO AL VLR |
OBPMLKPF?FIFQV QL FK@IRAB >l OBPB>O@E BSBK PLJI
P>?LQ>DB QEB P@IRMIP FQ VLRO OBPMLKPF?FIFQV Ql
QEB QORQE >KA MLQBKQF>IIV P358E®BFIAQB@EBOOV
MF@H FKCLOJ>QFLK QE>Q PRMMLOQP R)ERAQFOBKQ I
FKQBKQFLKP

595@10 ;A>/1 :2;>9-@5;: 5: &1?1->/4

4ELOLRDE OBPB>O@E OBNRFOBP > TOFQBO QL

FKCLOJ>QFLK COLJ > S>0OFBQV LC OBIF>?IB PLRO@E
PLRO@BP PELRIA ABJLKPQO>0QB QE>Q QEB TOFQBO E:
QEB QLMF@ COLJ >P J>KV >KDIBP >P MLPPF?IB 4EFP F
P@ELI>OIV >KA MOLCBPPFLK>| OBPB>O@E KLQ GRPQ (
A>Q>?>PB LO GLROK>| CLO FKPQ>K@B ?RREDLJ > S>C
> S>0OFBQV LC PLRO@BP EBIMP QEB TOFQBO >SLFA M
QE>Q @>K L@@RO COLJ OBIVFKD LK LKIV > CBT BUMB(
TBOB TOFQFKD > OBMLOQ LK QEB OB>I BPQ>QB J>OHBQ
/HI>ELJ> VLR TLRIA KLQ @LIIB@Q A>Q> COLJ LKIV LI
?0LHBOLCF@B 7EFIB QEFR®BCIFDEQ E>SB >@@BPP (
?0L>ABO A>Q> LK QEB OB>| BPQ>QB J>0OHBQ >P > T(
ORK QEB OFPH LC ILLHFKD ?F>PBA FC VLR LKIV @ELPB
COLJ QEFP LKB PLRO@B #LIIB@QFKD FKCLOJ>QFLK COl
?0LHBOP TLRIA ABJLKPQO>QB QELOLRDE >KA RK
OBPB>O@E @3BBQBOLO JLOB LK OBPB>O@E

$>171:@5:3 *5?A-8 :2:>9-@5;: @45/-88E

6FPR>IP @>K ?B RPBCRI CLO @LJIJRKF@>QFKD A>
FKCLOJ>QFCFE@®EBKQIV CLO 4BEB#ABILSFAB A>Q> FK

> @LK@BKQO>QBA CLOJ LCQBK FIIRPQO>QFKD HBV C:
LO FKCLOJ>QFLK COLJ QEB QBUQ LC QEB OBMLOQ 7E
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MOBPBKQ FKCLOJ>QFLKESFBRBIREBV E>SB QL ?B
@>0OBCRI KLQ QL JFPOBMOBPBKQ LO JFPOBMLOQ Q
MF@QROB

4EB DO>MEF@ 7?BILT PELTP QTL MBOPMB@QFS
FKCLOJ>QFLK FK > MFB @E>0Q 4EB A>Q> FK B>@E F
?RQ QEB MFB @E>0Q LK QEB IBCQ MOBPBKQP FKCL
JFPIB>AFKD T>V PBB &FDROB 7E>Q AL VLR KLQF
ELTBSBO?LRQ ELT QE>Q FKCLOJ>QFLK FP @LKSBVBA
OB>ABO

Figure 1: Misleading andegular pie charts

)JJ>DFKB QE>Q QEBPB MFB @E>OQP OBMOBPBKQB!
OB@BFSBA ?V CLRO @>KAFA>QBP CLO @FQV @LRK@F
OBMOBPBKQBA ?V QEB DOBBK PIF@B I>?BIBA d)QBJ #
QEFKH QE>Q PEB E>A OB@BFSBA JLOB ALK>QFLKP
@>KAFA>QB OBMOBPBKQBA FK QEB ?IRB d)QBJ le PIF@
FC TB ILLH >Q QEB P>JB A>QSB@BKARCLOFBKQBA @E>C
TB @>K PBB QE>Q )QBJ # OBMOBPBKQP IBPP QE>K E:
ALK>QFLKP QE>K QELPB CLO )QBJ ! 4ERP > PFIMIB @E:
MBOPMB@QFSB @>K @E>KDB QEB FIM>@Q LC >K FJ>DE
3FJFI>OIg>HB > ILLH >Q QEB ?>0 DO>MEP FK &FDROB
7E>Q AL VLR KLQF@B >?LRQ QEBFO MOBPBKQ>QFLK


https://open.library.okstate.edu/app/uploads/sites/26/2019/07/Copy-of-ethics.1.png
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Figure 2: Misleading andegular bar graphs

)C QEB ?>0 DO>ME >?LSB TBOB QL OBMOBPBKQ P>IBP
> @LIM>KYEB OBMOBPBKQ>QFLK LK QEB IBCQ TLRIA IL
DLLA KBTP AO>J>QF@>IIV FK@OB>PBA P>IBP LSBO > (
MBOFLA (LTBSB@ILPBO ILLH >Q QEB KRJ?BOP PELTP Q
QEB DO>ME PELTP LKIV > K>OOLT O>KDB LC KRJ?BOI
IFJFQBA MBOPMB@QFSB QL  4EB ?>0 DO>ME LK
OFDEQ LK QEB LQEBO E>KA PELTP QEB @LJMIBQB M
MOBPBKQFKD KRJ?BOP COLJ WBOL QL LK QEB SBOQF
>KA TB PBB QE>Q QEB P>IBP CFDROBP E>SB FK C>@Q 7B
PQ>?IB CLO QEB M>PQ CFSB VB>OP

0OBPBKQFKD A>Q> FK DO>MEF@>l CLOJ @>K ?B B
@E>IIBKDFKD +BBM FK JFKA QEB FIMLOQ>K@B LC M
>MMOLMOF>QB @LKQBUQ >KA MBOPMB@QFSB >P VLR
DO>MEF@R KBBA QL ?B BUQO> SFDFI>KQ QL >SLFA JFPIE
VLRO OB>ABOP TFQE DO>MEF@P 'O>MEF@P TFIl RPR:
CFOPQ QEFKD > OB>ABO KLQF@BP >?LRQ VLRO AL@RJB
CFKAP VLRO DO>MEF@P JFPIB>AFKD VLRO BKQFOB AL
7B @>1IBA FKQL NRBPQFLK

005@5;:-8 ;:/1>:?

9LR JFDEQ KLQF@B QE>Q JLPQ LC QEBPB BQEF@P SFLI:
E>MMBK >@@FABKDB®QIV IVFKD FP RKIFHBIV QL
>@@FABKQ> ?RQ BSBK FK QE>Q @>PB QEB TOF
O>QFLK>IFWB >KA LO MBOPR>AB QEBJPBISBP QE>Q QEE


https://open.library.okstate.edu/app/uploads/sites/26/2019/07/Copy-of-ethics.2.png
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PLJB dDOB>QBO DLLAe >KA T>P QEBOBCLEEPHER@BPP>0
PIFMMBOV PILMB

IK BSBK JLOB @LJJLK BQEF@P SFLI>QFLK OBPRIQP CC
MBOPLK TEL ABPFDKP QEB FKCLOJ>QFLK JFPQ>HBKIV °
QE>Q QEBV >0OB MOBPBKQFKD BSFABREFELRGB@QF
OB@LDKFWFKD QEBFO LTK ?F>P FK ELT QEBV MOBP
FKCLOJ>QFLK

-LPQ BQEF@P SFLI>QFLKP FK QB@EKF@>| TOFQFKD >(
RKFKQBKQFLK>I ?RQ QEBV >OB PQFIl BQEF@P SFLI:
JB>KP > QB@EKF@>| TOFQBO JRPQ @LKP@FLRPIV FA
?F>PBP >KA @EB@H QL PBB FC > ?F>P E>P FKCIRBI
MOBPBKQ>QFLK TEBQEBO FK @E>OQP >KA DO>M
AFP@RPPFLKP LC QEB BSFABK@B LO EKRDRR@BRPB
FK MRQQFKD QEB @OR@F>I / OFKD FKCLOJ>QFLK TEBO
AB@FPFLK J>HBOP TLRIA OB>IFWB FQ T>P FIMLOQ>KQ

&LO BU>IMIB P@ELI>OIV OBPB>O@E FP FKQBKABA
BSFABK@B QE>Q QEB KBT@PBRB>P@BEBOS>IFA >KA
FIMLOQ>KQ LO BSFABK@B QE>Q QELPB FAB>P >0B M>
LO PFIMIV TOLKD )K MO>@QF@B QELRDE JLPQ CL
MOFJ>OFIV ILLHFKD CLO PRMMESEB G(BFP DOB>Q KBT
FAB> QE>Q TFIl PLISB TLOIA@RRBBO>KQBO>HB
J>P@>0> OB>IIV T>QBOMOLLC .LT ) GRPQ KBBA PLJB BS
QL MOLSB ) >J OFDEQ e 4EFP FP LKB@BBOFELKQELK
?2F>PEQQMP_BK TFHFENIBIRSH 1 KCFOJ>QFLKH?F>P
TEBOB MBLMIB QBKA QL C>SLO BSFABK@B QE>Q PRN
MOB@LK@BFSBA KLQFLKP >KA OBGB@Q BSFABK@B Q
QEBFO FAB>P LO ?BIRBEPMEEELO JLOB FKCLOJ>QFLK
LK BQEF@>| OBPB>0O@E MOFK@FMIBP

/K QEB LQEBO E>KA FC VLR @>K B>PFIV CFKA EFDE |
PLRO@BP QE>Q @LKCFOJ VLR >0B @LOOB@Q VLR JF
@LKPFABO TEBQEBO VLRO FAB> FP TLOQE ABSBILMFKI
QB@EKF@>| TOFQFKD QEB RKABOIVFKD MOFK@FMIB F
AL@RJIBKQBA J>V?B BSBK @LJILK HKLTIBADB CLO VL
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>RAFBK@B >KA QEBhWLERB QL RPB QE>Q RKABOIVFKE
MOFK@FMIB QL MOLMLPB > PMB@FCF@ >MMIF@>QFLK
5PFKD > BBPB@QFLK LC VLRO OBMLOQ QL MOLSB >K
BPQ>?IFPEBA MOFK@FMIB FIMIFBP QE>Q VLR >0B P>VF}
KBT >?LRQ QEB MOFK@FMIBCTEF@E FP KLQ QORB IR
QB@EKF@>| AL@RJIBKQP QVMF@>1IV AL KLQ E>SB QEB G
QL ?BI>?LO TBIIHKLTK MLFKQP LO @LJJLK PBKPB A
?B@>RPB OB>ABOP AL KLQ KBBA QL OB>A M>DB RML}
PLIBQEFKD QEBV >IOB>AV HKLT LO PLIBQEFKD QE>Q
MOLSBA FK > PBKQBK@B LC QTL 7EBK VLR RPB @LK@BN\
LO CFKAFKDP QE>Q E>SB ?BBK BPQ>?IFPEBA ?V LQEBO
KBBA QL ?0FBCIV PRJJ>OFWB VLRO PLRO@B >KA
>@@RO>QB OBCBOBK@BP 4EBK VLR @>K >MMIV QEB
COLJ VLRO PLRO@B P QL VLRO PMB@FCF@ Q>PH LO M(

@45/? -:0 :/A91:@5:3 ;A>/1?

4EB JLPQ FJIBAF>QB @LK@BOK OBD>OAFKD BQEF@!
QB@EKF@>l TOFQFKD @LROPB FP AL@RJBKQFKD VL
7E>QBSBO @LKQBKQ VLR ?LOOLT JRPQ ?B @IB>0IV AL@
?LQE FK QEB ?LAV LC VLRO QBUQ >KA FK > TLOHP (
OBCBOBK@BP M>DBCEIEEK@FQBOJP OBCBEBRQAFC
AL@RJIBKQ>QFLK PVPQBJP KLQ GRPQ O>KALJ MOBCBO
BKA 3BBE>MQBOLO JLOB FKCLOJ>QFLK LK >MMOLMOF:
AL@RJIBKQFKD VLRO OBPB>0O@E

)K@IRAFKD >K FQBJ LKIV FK QEB PLRO@B IFPQ >Q
PRDDBPQP VLR E>SB RPBA QEB PLRO@B FK QEB OBMLC
E>SB KLQ @FQBA QEFP PLRO@B FK QEB QBUQ >P TBII \
PBBK >P JFPIB>AFKD QEBtEBEBBOVLR >0OB P>VFKD FQ FI
PLRO@B TEBK FK C>@Q VLR AFA KLQ OB>IIV RPB >KVQ
FQ LO VLR E>SB PFIMIV C>FIBA QL @I>OFCV FK QEB QB
VLRO FAB>P >KA TE>Q @LJBP COLJ LQEBO PLRO@BP

$L@RJIBKQFKD PLRO@B RPB FK PR@E > T>V >P QL
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JFPIB>A VLRO OB>ABO >?LRQ QEB PLRO@B LO J>HB FA
QEB PLRO@B @RI FP >IPL RKBQEF@>IcQE>Q TLRIA FK
RPFKD GRPQ > 52, LO RPFKD >K >OQF@IB QFQIB
FABKQFCVFKD QEB GLROK>| FK TEF@E FQ >MMB>OP |
@FQBA OBCBOBK@BP VLR TLRIA KLQ IFHBIV FABKQFC\
K>JB FK QEB OBMRIOM )Q TLRIA >IPL ?B RKBQEF@>I
QL C>IPFCV QEB K>QROB LC QEB PLRO@B PR@E >P
KRJ?BO LC M>DBP FK QEB TLOHP @FQBA BKQOV QL J>|
KLQB PBBJ QL ?B > CRI >OQF@IB

5KBQEF@>| PLRO@B RPB FK@IRABP PRMMOBPPFKD
>?LRQ ELT VLR E>SB RPBA > PLRO@B PR@E >P KLQ .
@IB>0 QE>Q DO>MEF@>| FKCLOJ>QFLK FK VLRO OBMLC
> DO>ME FK VLRO PLRO@B >P LMMLPBA QL > DO>ME VI
LK QEB ?>PFP LC FKCLOJ>QFLK FK QEB PLRO@B

7 FQE QEB B>PB LC >@NRFOFKD DO>MEF@P LK QEE
E>P ?B@LJB BSBO JLOB QBIJMQFKD QL PFIMIV @LMV >k
FJ>DBP COLJ > PB>O@E BRQEKBQ7MOLSFAFKD >@@RO
@FQ>QFLK FKCLOJ>QFLK QEB MO>@QF@B LC @RQQ
FJ>DBP FP KLQEFKD IBPP QE>K MI>DF>OFPJ LO QEB
RKBQEF@>| >KA J>V ?B FIIBD>l FC FQ SFLI>QBP @LMV/
&ROQEBOJLOB FQ FP ALTKCGHESBQMDMA E>?FQP
KLT >KA J>FKQ>FK QEBJ QEOLRDE MO>@QF@B 0OLMN
VLRO FJ>DBP ?V MOLSFAFKD @OBAFQ QL QEB LOFDFK:
QEB FJ>DB TFQE CRIl @F(R@KRLO GRPQ PI>M > 52,
RKABO > MF@QROB ?RQ O>QEBO VLR KBBA QL DFSB CF
>K >SMMOLMOF>QB @FQ>QFLK 'KV >PPFDKJBKQ QROKB!
J>QBOF>| COLJ >K LRQPFAB PLRO@B FK@IRAFKD DO:
FJ>DBP KBBAP QL FK@IRAB FK QBUQ @FQ>QFLKP >P TB
OBCBOBK@BP

+4-@ -, A@ #<1:"A>/1 9-317?

)C VLR KBBA QL RPB DO>MEF@P COLJ QEB FKQBOKBQ >
FP QL ILLH CLO DO>MEF@P QE>Q >OB LMBK PLRO@B /
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OBCBOP QL J>QBOF>I QE>Q FP COBBIV >S>FI>?IB CLO >k
#0OB>QFSB #LJJLKP FPD¥KEW/>QFLK QE>Q E>P ABSBILM
DRFABIFKBP QL >IILT MBLMIB QL dPE>OB QEBFO HKLTIE
@OB>QESEBEBV MOLSFAB dCOBB B>PV QL RPB @LM\
IF@BKPBP QL J>HB > PFIMIB >KA PQ>KA>0OAFWBA T>V QI
MR?IF@ MBOJFPPFLK QL PE>OB >KA RPBe {@8B>QFSB T
TB $Le EQQMP @OB>QFSB@LIILRBLAMAEBOB >0B >
KRJ?BO LCMQFLKEQQMP @OB>QFSB@D PHKPE O
VLROLOH IF@BKPFKD QVMBP BRE3IRIBROOB>QLO E>P FK
OBD>OAP QL ELT QEBV T>KQ QL PBQ RM MBOJFPPFLKP *
FP QE>Q QEBPB TLOHP >0OB COBB CLO >KVLKB QL RPB Q
PLRO@B

'O>MEF@P @OB>QBA ?V QEB CBABO>| DLSBOKJBKQ
QEB .>QFLK>| 0>0OH 3BOSF@B LO QEB &$+QBIQEB %0
RKABO @LMVOFDEQ >KA QEBOBCLOB @>K ?B RPBA TH(
QL DL QEOLRDE QEB PLJBQFJBP LKBOLRP MOL@BPP L(
MBOJFPPFLKP 4EFP FP M>OQF@RI>OIV EBIMCRI Cl
J>QBOF>IP QE>Q TFIl ?B MOLCBPPFLK>IIV MR?IFPEBA

,FHBTFPB VLR @>K @RPQLJFWB > 'LLDIB FJ>DB PB>0O
QE>Q LKIV FJ>DBP QE>Q >0OB LMBK PLRO@B TFIl @LJB F
@IF@H LK QEBRM?RQQLK VLR E>SB QEB LMQFLK LC CFIC
OBPRIQP ?V ELT QEBV >0OB IF@BKPBA 3BB &FDROB 7?BIL
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Figure 3: A sceen shot fim a Google seah whee the images
are filtered by their license.

2BD>OAIBPP LC QEB @LMVOFDEQ VLR PELRIA >IT>\
QO>@H LC TEBOB VLR CLRKA QEB DO>MEF@P >KA CLO !
CLO VLRO @I>PP VLR KBBA QL OB@LOA QEB PLRO@B PL
FQ )C VLR RPB DO>MEF@P LO >KVQEFKD >Q >l FK >K >
QE>Q VLR AFA KLQ @OB>QB VLR KBBA QL FKAF@>QB >
?B@>RPB > DO>MEF@ FP LMBK PLRO@B ALBP KLQ JB>
@>K M>PPEQRELRO LTK TLOH >KA FC QL®RQRFQ
QE>Q FP BU>@QIV TE>Q VLR >OB ALFKD TEBQEBO LO K|
VLRO FKQBKQFLK

->KV MOL?IBJP FK AL@RJBKQFKD PLRO@BP L@@RO
QEB TOFQBO FP JFPPFKD QEB MLFKQ LC PLRO@B RPB
VLR JRPQ @IB>OIV AFPQFKDRFPE ?BQTBBK VLRO F/
2LOOLTBA J>QBOF>I >KA VLR JRPQ RPB ?LOOLTBA J>(
MOFJ>OFIV >P BSFABK@B CLO VLRO LTK AFOB@QIV PQ:

:@1881/@A-8 $>:<1>@E

0>QBKQP >KA QO>AREBHPIM>KYV K>JBA->0Q
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ILDLP QEB>®BQ ?RIIPBVB MOL@BPPBP LO PILD:
-@$LK>IAB d)gJ ILSFKg FQe QE>Q ?BILKD QL > MBOPLI
@LIM>K\V.KB LC QEBPB QEFKDP @>K ?B RPBA TFQELRQ
OB@LDKFQFLK LC LO >MMOLS>| COLJ QEB >MMOLMOF:
LO FKAFSFAR>| FKSLISBA ! @LIM>KV QPHFELT
PLIBQEFKD FP QO>ABJ>OHBA LO >K ~ CLO PLIJBQEFKD O
TFQE QEB 5 3 0>QBKQ@>KBXOHCE@BK BU>JMIB
TLRIA ?B .FHB >KA QEBFO C>JLRP PTLLPE PVJ?LI

4EFP I>T BUQBKAP ?BVLKA QEB J>GLO @LJM>KFBP
TOFQQBK AL@RJIBKQ FK VLRO LTK @LIM>KV FP @LMVO
I>T LK@B MOLAR@BA 4E>Q JB>KP FC VLR >OB ?LOOL
DLLA FAB> COLJ > COFBKA >Q >KLQBER® GRBYENQB
QEBJ >P > PLRO@B !IPL >IQELRDE KLQ OBNRFEBA ?V I3
> DLLA FAB> QL @FQB PLRO@BP COLJ FKPFAB VLRO LTk
>P TBII @R TLRIA KLQ T>KQ PLIBLKB BIPB Q>HFKD @OBAI
VLRO FAB>P 7EV PELRIA VLR QOB>Q LCEEBBHRQIKV AFC

4EB IBD>I @LKPBNRBK@BP >OB JLPQ KLQ>?IB TEB}
@LKPFABOP TOFQFKD FK QEB MOLCBPPFLK>I TLO
MI>DF>OFWFKD J>V DFSB VLR > C>FIFKD DO>AB FK
MI>DF>OFWFKD FK QEB TLOHMI>@B @>K DBQ VLR CFOI
OBPRIQ FK > @LPQIV [>TPRFQ LO MLPPF?IV BSBK G>FlI
KLQ LKIV BQEF@>| QL CLIILT QEBPB ORIBP FQ FP >K BKC
->HB PROB VLR MOLMBOIV AL@RJIBKQ >I| PLRO@BP PL :
JFPIB>A > OB>ABO

#LMVOFDEQ I>T FK@IRABP FQBJP TELPB AFPQOF?
MOLQB@QBA ?V I>T ?LLHP JLSFBP LO4EB.CQT>OB
@LMVOFDEQ PVJ?LI FP PELTK TFQE > _ #LKIBOBREQ FP /
COLJ MI>DF>OFPJ FK QE>Q FQ FP > IBD>l FPPRB /I
@LMVOFDEQ EDEB®BOPDEKEW>QFLK TEL LTKP QEB
MOLQB@QBA FQBJ @:3MBKMY EB8T JFKRQBP @EB@HFK
LRQ4EB 5KFQBA 3Q>QBP_0>QBKABKAOM CE@B
EQQMP TRPMQL DLS QO>ABJ>OHP DBQQFKD PQ>0QB/
QO>ABJ>OH ?>PF@P QO>ABJ>@HLM¥QBREQO  CLO
@I>OFCF@>QFLK LK QO>ABJ>OHP M>QBKQP >KA @LM\



https://www.uspto.gov/trademarks-getting-started/trademark-basics/trademark-patent-or-copyright
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3LJB @LKPFABO>QFLKP J>AB ?V QEB @LROQ
ABQBOJFKFKD FC > @LMVOFDEQ [>T E>P ?BBK SFLI>QBA

] 4EB @E>O>@®RBBILPB LC RPB >KA >JLRKQ LC
FKCLOJ>QFLK ?BFKD RPBA ¥ MEO>PB
PBKQBK@B @ESMEBHQFOB MFB@B LC TLOH
7 >P QEB FKCLOJ>QFLK PFIMIV @LMFBA >KA M>
>P > TELIB LO @E>KDEAFD Q>HBK COLJ
PLIBQEFKD MR?IFPEBA LO RKMR?IFPEBA 7E>Q°
FQ RPBA CLO

] )C QEB MBOPLK RPFKIPIQBEBS| AFA PL QL
MOLCFQ COIKI¥QEB @LMVOFDEQ ELIABOP
PELRIA MOLCFQ COLJ J>QBOF>| QEBV LTK &LO
BU>JMIB QEFP FP TEV > C>@RIQV JBJ?BO @>KK
RPB QEBFO MBOPLK>| $6$ CLO > JLSFB P@OBBK|
LK @>IMRP >KAGBEEQRABKQP QL >QQBKA QEB
SFBTFKD

] )C RPFKD PLJBLKEPBVREJVBAIB@QBA QEB

J>OHBQ CLO QEB @LMVOFZEQEBURIDHB
FC VLR Q>HB >K FQBJ QE>Q TLRIA @LPQ JLKBV

?RV >KA @LMV FQ CLO LQEBO MBLMIB VLR >OB
>CB@QFKD QEB J>OHBQ CLO QE>Q MOLAR@Q F
MBLMIB VLR DFSB FQ QL TFII KLT KLQ E>SB QL
MRO@E>PB FQ QEBJPBISBP 4EBOBCLOB QEB L(
LTKBO LC QEB J>QBOF>| FP ABKFBA > MOLCFQ A
VLRO >@QFLKP

7EBK AB>IFKD TFQE @LMVOFDEQ NRBPQFLKP @LKF
CLILTFKD QFMP &FOPQ CFKA LRQ FC QEB FQBJ @>
3LJBQFJBP QEB @LMVOFDEQ ELIABO >IILTP FQ FC @OB/
3B@LKA AL KLQ RPB BIRKQP LC >KLQEBOPMBOPLK
FKCLOJ>QFLK 4EFOA FC MLPPF?IB >PH MBOJFPPFLI
>KLQEBO MBOPL&YH )K >AAFQFLK >KA JLPQ FIMLOQ>K(
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@FQB PLRO@BP >@@RO>QBIV PL >P QL DFSB @OB!/
MBOPPKEAB>P FC VLR >OB >?IB QL RPB QEBJ

@45/? $8-35->579 -:0 &185-.81 "A>/1?

5KIFHB MBOPLK>l LO >@>ABJF@ TOFQFKD QB@EK
MOLCBPPFLK> TOFQFKD @>K ?B RPBA QL BS>IR>QB
MBOCLOJ>K@B >KA @>K E>SB FIMIF@>QFLKP QE>Q >
LO J>V KLQ E>SB @LKPFABOBA 7EBQEBO VLR >OB TOF
@LIIB>DRBP TFQEFK VLRO TLOHMI>@B LO LRQPFAB S
@RPQLJBOP VLR TFIl T>KQ QL ?RFIA > PLIFA TBII B>(
C>SLO>?IB OBMRQ>QFLK CLO VLROPBIC TFQEO/LRO TC
DL>I FP QL J>FKQ>FK >KA BKE>K@B VLRRAGIESAA2EIFQV
VLRO DOKFW>QFLK >Q >Il QFJBP

#OBAF?FIFQV @>K ?B BPQ>?IFPEBA QEOLRDE J>KV
RPFKD >MMOLMOF>QB MOLCBPPFLK>| |>KDR>DB @F
OBPMB@QBA PLRO@BP MOLSFAFKD OBIF>?IB BSFABK
PLRKA ILDF@ ->HB PROB >P VLR PQ>0Q VLRO OBPB>0¢
>IT>VP NRBPQFLK QEB @OBAF?FIFQV LC QEB FKCLOJ>Q
9LR PELRIA >PH VLROPBIC QEB CLIILTFKD NRBPQFLKP

] 'OB QEB PLRO@BP MLMRI>O LO P@ELI>OIV

] 'OB QEBV MBBO OBSFBTBA ?V BUMBOQP FK QEB

] #>K QEB FKCLOJ>QFLK ?B SBOFCFBA ?V LQEBO
PLRO@BP

] 'OB QEB JBQELAP B®IBRQP ?>PBA LK PLIFA
OB>PLKFKD >KA PLRKA BSFABK@B

] )P QEB >RQELO FABKQFCF>?IB >KA AL QEBV E>S
>MMOLMOF>QB @OBABKQF>IP

"B @>RQFLRP >?LRQ RPFKD PLRO@BP QE>Q >OB KLQ (
MBBOP LO BAFDE® TEF@E QEB FKCLOJ>QFLK @>KKL
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SBOFCFBA LO PBBJP JFPIB>AFKD ?F>PBA LO BSBK C
> TFPB FKCLOJ>QFLK @LKPRJBO FK VLRO LTK OB>AF
OBPB>O@E FK LOABO QL ?RFIA VLRO OBMRQ>QFLK >|
BQEF@>1 TABBEROE>MQBLO JLOB FKCLOJ>QFLK LK
@OBAF?FIFQV >KA BS>IR>QFKD PB@LKA>0V PLRO@BP

1RLQFKD QEB TLOH LC LQEBOP FK VLRO TOFQFKD
MOLSFABA QE>Q VLR @OBAFQ QEB PLRO@B CRIIV BKLF
OB>ABOP @>K CFKA FQ LK QEBFO LTK )C VLR C>FI QL C
KLQBP LO QEB PBKQBK@B FP MOBPBKQ FK VLRO TOF(
C>FIP QL DBQ >@@R0O>0QB >QQOF?RQFLK FQ @>K E:
FIM>@Q LK VLR >KA \RG\WMOQFLK 4E>Q FP TEV FQ F
FIMLOQ>KQ QE>Q TEBK VLR CFKA >K BIBJBKQ VLR TLRIA
FK@LOMLO>QB FK VLRO AL@RJBKQ FK QEB P>JB JLJBK
@LMV >KA M>PQB LO J>HB > KLOQB LC FQ FK VLRO OBP
VLR KBBA QL KLQB QEB PLRO@B FK > @LJMIBQB BKLRD
CFKA FQ >D>FK

'FSFKD @OBAFQ TEBOB @OBAFQ FP ARB TFIl ?RF
@OBAF?FIFQV >KA BKE>K@B VLRO AL@QRJIBB® -LOBLS
VLRO TOFQFKD FP >RQEBKQF@>1IV VLROP VLRO >RA
@>Q@E VLRO BKQERPF>PJ >KA VLR TFIl CBBI JLOB @LK
QEB J>QBOF>I VLR MOLAR@B *RPQ >P VLR E>SB > OBPN\
FK ?RPFKBPP QL ?B ELKBPQ FK PBIIFKD VLRO MOLAR@X(
>KA >SLFA @EB>QFKD VLRO @RPQLJBOP PL VLR
OBPMLKPF?FIFQV FK ?RPFKBPP TOFQFKD QL ?B ELKBPQ
VLRO FAB> >KA QEB FAB>P LC LQEBOP >KA QL >SLFA
VLRO OB>ABOP TFQE MI>DF>0OFWBA J>QBOF>|

@45/-8 +>5@5:3

4EOLRDELRQ VLRO ®@RBEDO ?B OBNRFOBA QL @OB>(
J>KV AL@RJIBKQP 3LJB J>V ?B PFIMIB >KA
PQO>FDEQCLOT>0A PLJB J-OF@RIQFSKA FKSLISB
NRBPQFLK>?IB L?GB@QFSBP /SBO>Il QEBOB >OB > (
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MLFKQP QL >AEBOB QL TEBKBSBO VLR >0B TOFQFKD > M
AL@RJIBKQ > AL KLQ JFPIB>A ? AL KLQ J>KFMRI>QB >k
AL KLQ PQBOBLQVMB

;@ 15781-0

4EFP E>P JLOB QE>K LKB JB>KFKD QL QEB MOLCBPPFLK
4EB J>FK MLFKQ FP @B OFQFKD MBOPRAPFSBIV
KLQ TOFQB PLIBQEFKD QE>Q @>K @>RPB QEB OB>AB
PLIBQEFKD QE>Q FP KLQ QORB 4EFP @>K ?B ALKB -
JFPOBMOBPBKQFKD C>@QP LO GRPQ dQTFPQFKDe KR
VLRO LMFKFLK >KA L?GB@QFSBP /K@B VLR >0B LK
VLR @>KKLQ IB>SB LRQ KRJ?BOP QE>Q PELT VLR >OB
LO LSBRADBQ LK > MOLGB@Q KL J>QQBO ELT TBII FC
TLOH LK@B FQ FP @LJMIBQBA "B @>RQFLRP TEBK RPFK
@E>0QP >KA Q>?IBP J>HFKD PROB QEBV SFPR>IIV (
NR>KQFQFBP TFQE >@ @RO>@EFRAIHHMBP\PBB]
B>PV QL OB>A >?LRQ TEBK QEB MOBPPROB FP LK >KA
AB>AIFKBP QL JBBQ Q>HFKD PELOQ@RQP >KA PQOBQG
?B@LJB BSBO JLOB QBJMQFKD

@ 1-:5<A8-@1

$L KLQ MBOPR>AB MBLMIB QL AL TE>Q FP KLQ FK QE
FKQBOBPQ ! DLLA TOFQBO TFQE ?>A JLQFSBP @>K QT
QL J>HB PLIBQEFKD PLRKA IFHB FQ FP ?BKBCF@F>I QL :
4EB >RAFBK@B J>V CFKA LRQ QLL 1>QB QE>Q TE>Q VL
LKIV ?BKBCFQBA VLR >KA >@QR>IIV EROQ QEBJ ->HB F
PQ>HBELIABOP >0OB @LKPFABOBA >KA @>OBA CLO TER
MBOPR>PFSB AL@RJBKQ )Q FP B>PV QL DBQ @>RDE!
C>@QP >KBBGLOIl QEB MBLMIB FKSLISBA 4EBFO CBBI
>KA IFSBIFELLA JRPQ ?B @LKPFABOBA TFQE BSBOV >M
AL@RJIBKQ VLR @OB>QB
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;@ '@1>1;@E<1

-LPQ PQBOBLQVMFKD Q>HBP MI>@B PR?@LKP@FLRPI\
TLOHMI>@BP >0B @>0BCRI QL KLQ LMBKIV AFP@OFJ
PLIBQEFKD TB J>V KLQ BSBK ?B >T>OB TB >0B ALFKD |
FP >IT>VP > DLLA FAB> QL E>SB > MBBO LO @LTLOHBO M
VLRO AL@RJBKQP QL J>HB PROB VLR E>SB KLQ FK
>KVQEFKD QE>Q J>V MLFKQ QL AFP@OFJFK>QLOV >PPR
4EB  KLQ QUOLCFQD>KBW>QRMELGB@Q )IMIF@FQ
EQOMP TMOLGB@QFJIMIF@&FP KEBBK OBPB>O@EFKD
PR?@LKP@FLRP ?F>PBP CLO VB>OP >KA E>P ABSBILME
COBRKIFKB QBPE@PQMP_FIJMIF@FQ E>0S>0A BAR FIM
0Q>HB>QBPQ BEBI QBPQP @>K EBIM VLR RKABOPQ>KA
MOL@IFSFQFBP >KA PR?@LKP@FLRP ?F>PBP +KLTFKD
J>V EBIM VLR ?BDFK QL LSBO@LJB QEBJ

00>1775:3 ):1@45/-8 $> -/@5/17?

)Q FP BF@RIQ QL AB>l TFQE RKBQEF@>I MO>@QF@BF
PROC>@B FK QEB TLOHMI>@B 4EB E>OABPQ M>0Q J>\
O>FPFKD QEB FPPRB TFQE VLRO @L TLOHBOP >KA LO
)K EFP ?LOdchnical Communication: A Read€enteed
Approach 0>RI IKABOPLK OBSFBTHRQHOBB>Q VLR @>K
?0FKD VLRO @LIMMOAER QF@BP QL QEB PROC>@B )Q F
QL CFOPQ PQ>0Q >PHFKD NRBPQFLKP 3FJMIV >PHFKD |
?B >K BB@QFSB T>V LC ?0FKDFKD >QQBKQFLK C
@LIM>K¥gMOL?IBJP 'PH NRBPQFLKP >?LRQ TEL QEI
AB@FPFLKP SBBIQEKD >KA TEV QEBV >0B J>HFKD Qf
AB@FPFLKP 4EFP TFIl >IILT VLR QL SLF@B VLRO QE
TFQELRQ MRQQFKD VLR LK QEB PMLQ CLO ?BFKD QEB ?
4EB PB@LKA FAB> |KABOPLK ABP@OF?BP FP QL RPB
OB>PLK FKPQB>A LC >@@RP>QFLK "BCLOB VLR O>FP
>?LRQ VLRO @LINMRKABRQEF@>1 MO>@QF@BP J>HB PRC



https://www.projectimplicit.net/
https://www.projectimplicit.net/
https://implicit.harvard.edu/implicit/takeatest.html
https://implicit.harvard.edu/implicit/takeatest.html
https://implicit.harvard.edu/implicit/takeatest.html
https://okla-am.hosted.exlibrisgroup.com/permalink/f/i1vgi9/OKSTAT_ALMA21204702100002681
https://okla-am.hosted.exlibrisgroup.com/permalink/f/i1vgi9/OKSTAT_ALMA21204702100002681
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RPB BSFABK@B FKPQB>A LC >@@RP>QFLKP /CQBK >@
J>AB >?LRQ PFQR>QFLKP TEBK MBLMIB AL KLQ QORIV }
OB>PLK QELPB AB@FPFLKP TBOB ?BFKD J>AB )C VLR ?:
@LK@BOKP LK BSFABK@B VLRO @LJM>KV TFIl >PPR
ILLHBA FKQL QEB PFQR>QFLK >KA TFIl Q>HB VLRO QELR
PBOFLRPIV
4EB QEFOA EBIMCRI T>V QL ?0FKD VERRX@QEMEK\ g

MO>@QF@BP QL QEB PROC>@B FP QL GBFABSPMBK Ql
7E>Q QEFP >IILTP VLR QL AL FP ?>PB > PLIRQFLK >OLRK/
AFCBOBKQ PFABP FKPQB>A LC GRPQ VLRO LTK 3FK(
RPR>IIV E>SECBBBKQ BOEF@>I S>IRBP VLRO LTK PQ>K(
KLQ @LFK@FAB TFQE BSHOV:KB BRRBE VLR FABKQFCV
MLPPF?IB S>IRBP LC LQEBOP TEBK @LKPFABOFKD
PLIRQFLKP

@45/? 1/575;: 41/785?@

] 7E>Q FP QEB K>QROB LC QEB BQEF@>| AFIBJJ>

] 7E>Q >OB QEB PMB@FCF@ >PMB@QP LC QEFP £
QE>Q J>HB VLR RK@LJCLOQ>?IB

] 7E>Q >0OB VLRO @LIJMBQFKD L?IFD>QFLKP FK QE
AFIBJJ>

] 7E>Q >ASF@B ALBP > QORPQBA PRMBOSFPLO L(
LCBO

] $LBP VLRO @LINVPIQIGAB LC @LKAR@Q >AAOBPP
QEFP FPPRB

] $LBP VLRO MOLCBPPFLK>| >PR2E@*EQELKg
@LKAR@Q >AAOBPP QEFP FPPRB

] 7E>Q >0B VLR RKTFIIFKD QL AL 7E>Q >OB VLR
TFIIFKD QL AL

] (LT TFll VLR BUMI>FK LO GRPQFCV VLRO AB@FPI
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13-8 ??A17?7-:0 ;99A5/-@5;:

)K ?RPFKBPP FJ>DB FP BSBOVQEFKD OR?IF@ LMFKF
@LIM>KVCEAQP > @LKPREEIP LK QE>Q @IPM>KVy
MOLAR@QP 4EFP FRE@®QR QEB @PIMRRWFE® MOLCFQ
>KA BPPBKQF>IIV FQP PQ>KAFKD 7EBK > @LJM>KV FP |
FK > I>TPRFQ LO > OB@>ll QEB @LIJM>KV E>P QL @LKI
@LKPBNRBK@BP QE>Q QEBPB FPPRBP TFIl E>SB LK QE
>KA KBBAP QL @LKPFABO QEB @LPQP LC OBM>FOFKD (
OBMRQ>QFLK 4EBPB >OB >JLKD QEB OB>PLKP @BOQ>FI
>OB @>OBCRIIV OBSFBTBA ?BCLOB ?BFKD PBKQ QL QE
OB>ABOPTOFQB BQER@RINRPQ >IPL FABKQFCV >KLQEE
DOLRM LC MBLMIB QEB FKAFSFAR>IP TEL TFIl D>FK L
?B@>RPB LC VLRO JBPP>DB #LI(B#ZBOBSEBLMIB >OB
@>1IB#takeholder¥B@>RPB QEBV E>SB > PQ>HB FK TE>Q
>OB TOFQFKD /KIV ?V IB>OKFKD TEL QEBPB PQ>HBELI/
@>K VLR >PPROB QE>Q VLR >0OB QOB>QFKD QEBJ FK
TEQE VLRO LTK BQEF@>I S>IRBP 7EBK @O>CQFKI
@LJIRKF@>QFLK QEFKH >?LRQ TELB@®DBR ¢ TE>Q
VLR P>V >KA ELT VLR P>V FQ

5KABO QEB I3IPQ AL@RJBKQP TOFQQBK ?V BIMILVB
OBMOBPBKQ QEB MLPFQFLK >KA @LJJBOSBNORECKOEB |
FQPBIC 4EBOB >OB >IT>VP IBD> FPPRBP QL @LKPF/
TOFQFKD > MOLCBPPFLK>| AL@RJIBKQ >KA QEBV OBCIB(
PQVIB OOLCBPPFLK>l AL@RJIBKQP @>K PBOSB >P BS
AFPMRQBP LSBO @LKQO>@QP >KA FK MOLAR@Q IF>?
"BFKD @>RDEQ FK > I>TPRFQ E>P J>KV @LKPBNRBK@
@LIM>KWEB JLKBV PMBKQ LK I>TVBOP >KA QEB QFJB P\
FK @LROQ Q>HBP >T>V OBPLRO@BP > @LIM>KV @LR
FIMOLSFKD ?RPFKBPP >KA MOLAR@QP ,>TPRFQP >|
O>JFCF@>QFLKP CLO >P@BMRRM@QFLK 00LAR@Q OBG@
@>K ?B >KLQEBO IBD>| MOL?IBJ CLO @LIM>KFBP

4EBOB >OB > KRJ?BO LC OB>PLKP TEV > @LIM>KV J>V
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> I>TPRFQ LO > OB@>Il /KB LC QEB J>FK OB>PLKP > @L
DBQP FKSLISBA FK > I>TPRFQ FP ?B@>RPB QEB AFOBG@
@LIM>KVMOLAR@Q TBOB KLQ @IB>0 QL @EB® @LKPR
QEFP OB>PLK QEB DBKBO>| DRFABIFKB FP QE>Q FKPQO
2B RKABOPQ>KA>?IB @IB>0 >KA @LK@FPB >Q QEB CLF
DO>AB OB>AFKD IBSBI !IPL TEBK FK > I>TPRFQ > @LJ!
E>P QL OBJBJ?BO QE>Q >l AL@RJIBKQP J>V ?B PR?MLE
4EFP JB>KP QE>Q >KV AL@RJIBKQ COLJ JBJLP >KA BJ>FI
MOLMLP>IP >KA PQRAFBP @>K ?B PR?GB@Q QL OBSFPF
LC I>TIKLQEBO OB>PLK > @LIM>KV DBQP FKQL > I>TPRF
2B LSBO > OB@>Il ->KV MOLAR@QP >0OB OB@>IIBA CLC
P>CBQV @LK@BOKP BSBK FC KL LKB T>R @21V ERC
P>CBQV OB@>IIP @LIJM>KFBP KBBA QL J>HB PROB QEB
BSBOV MLPPF?IB A>KDBO FKSLISBA TFQE > MOLAR@
A>KDBOP J>V PBBJ QL ?B @LJILK HKLTIBADB 2R
@LIM>KFBP PELRIA ?B >T>0B LC QELPB >KA I>?Bl QEB \
>@@LOAFKIBD>0AIBPP LC >PPRIMQFLKP >?LRQ @LJ
HKLTIBADB

13-8 &1=A5>191:@? $>;@1/@5:3 ;:?A91>?

$L@RJIBKQ>QFLK PELRIA MOBM>OB OB>ABOP QL P>CE
MOLAR@Q 53 I>T PQFMRI>QBP QE>Q > J>KR>| JRPQ |
E>W>0AP QE>Q J>\UCOI@RIEB FKQBKABA LO RKFKQBK/
?RQ__OB>PLK>?IV_CLOBPBB>?IB__RPB_LC _FQP MOI
EQOMP TDLLDIB @LJ

ROIN EQOM TWMDLAR@QIF>?FIFQVMOBSBKQFLK @LJ FJ

.BD>IIVIABNR>QBDKFKD,>?BIPI#LKRKAORJCLO%SBOV

->KRC>@QRGEP> $ RPQ 9LR

E>SB > IBD>I ARQV QL T>OK @LKPRJBOP TEBK

] 4EB MOLAR@Q PRMMIFBA FP A>KDBOLRP
] 4EB A>KDBO FP LO PELRIA ?B HKLTK ?V QEB


https://www.google.com/url?q=http://www.productliabilityprevention.com/images/6-LegallyAdequateWarningLabelsAConundrumforEveryManufacturer.pdf&sa=D&ust=1553803200010000
https://www.google.com/url?q=http://www.productliabilityprevention.com/images/6-LegallyAdequateWarningLabelsAConundrumforEveryManufacturer.pdf&sa=D&ust=1553803200010000
https://www.google.com/url?q=http://www.productliabilityprevention.com/images/6-LegallyAdequateWarningLabelsAConundrumforEveryManufacturer.pdf&sa=D&ust=1553803200010000
https://www.google.com/url?q=http://www.productliabilityprevention.com/images/6-LegallyAdequateWarningLabelsAConundrumforEveryManufacturer.pdf&sa=D&ust=1553803200010000
https://www.google.com/url?q=http://www.productliabilityprevention.com/images/6-LegallyAdequateWarningLabelsAConundrumforEveryManufacturer.pdf&sa=D&ust=1553803200010000
https://www.google.com/url?q=http://www.productliabilityprevention.com/images/6-LegallyAdequateWarningLabelsAConundrumforEveryManufacturer.pdf&sa=D&ust=1553803200010000
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J>KRC>@QROBO

] 4EB A>KDBO FP MOBPBKQ TEBK QEB MOLAR@Q
FK QEB RPR>| >KA BUMB@QBA J>KKBO

] 4EB A>KDBO FP KLQ L?SFLRP LO TBII HKLTK QL Q
RPBO

&>FIROB QL d>ABNR>QBIVe T>OK @LKPRJBOP LMBK
@LIM>KV RM QL I>TPRFQP 7E>Q BU>@QIV J>HBP > T>
d>ABNR>QBe 'LLA NRBPQFLK !ABNR>@V FP >IJL
FIMLPPF?IB QL ABCFKB )Q FP JR@E B>PFBO QL ABCFKB
>ABNR>QB (BOB >OB > CBT @LJJLK T>VP QE>Q J>KR>I
FKPQOR@@HHLIRELOQ

] &>FIROB QL T>OK RPBOP >?LRQ ELT QL MOLMBO
> MOLAR@Q

] &>FIROB QL T>OK >D>FKPQ OFPHP COLJ MOLMB!
> MOLAR@Q

] &FIROB QL T>OK >D>FKPQ >KV OB>PLK>?IV
CLOBPBB>?IB JFPRPBP LC > MOLAR@Q

4EB HBV @LJILK>IFQV FP QE>Q BSBOVQEFKD IFPQBA @
FK ?LAFIV E>0J LO AB>QE

3>CBQV FKCLOJ>QFLK JRPQ >IPL ?B >@@BPPF?IB
OB>ABOP 4EBOBCLOB T>OKFKDP PELRIA PQ>KA LRQ
OBPQ LC QEB AL@RJBKQP MLPPF?IV TFQE F@LKP @LI
LO ?LIAFKD 4EBV PELRIA >IPL ?B B>PV QL RKABOPQ>
@LKCRPFKD T>OKFKD FP GRPQ >P ?>A >P KLQ T>OKFKD

;1@>-/@ -:0 5-.585@E G?

#LKQO>@QFPT>K >DOBBJBKQ ?BQTBBK QT)(BESRQFBP
2B TOFQQBK LO LO>I 4EBOB >0B RPR>IIV QTL HFKAP
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T>00>KQV >KA FIMIFBA THOBSKQBPP T>00>KQV FP >
@IB>0IV TOFQQBK LO LO>I PQ>QBJBKQ QE>Q QEB MOL
> MOLAR@Q FP @>M>?IB LC K FIMIFBA T>00>KQV
OB>PLK>?IV FKCBOOBA ?V QERLVIRQGEFRPEB
M>@H>DFKD FP ALKB >KA TE>Q FP LK QEB >@@LJIM>KV
LO J>QBOF>I @>K ?B M>0Q LC QEFP

F>?FIFQV ,>T EBIMP @LIM>KFBE>KRW+QFLKP >@Q
OBPMLKPF2EBOBCLOB QEB @LJM>BYKEQ/SQFLK FP
OBPMLKPF?IB CLO DFSFKD >ABNR>QB FKPQOR@QFLKF
RPBOP >?LRQ QEB OFPHP >PPL@F>QBAJERYE@HE MOLA
>IPL ?B EBIA IF>?IB FC > @LKPRJBO FP FKGROBA LO £
L@@RO

F>?FIFQV >KA @LEDP>@SK S>0V 2V @LRKQOV
%ROLMB>K OBDRI>QFLKP >OB AB@FABAIV PQOF@Q >k
>OB PQ>0QFKD QL CLIILT PRFQ )C VLR MI>K LK PBIIFI
FKQBOK>QF#@@LRKQ CLO S>OFLRP OBDFLK>| OBNRF(
B>OK >?LRE>?FIFQV @LKEEBIMP TDLLDIB @LJ
ROIN EQQM TWIDLAR@QIF>?FIFQVMOBSBKQFLK @LJ FJ

,BD>IIVIABNR>QBDKFKD,>?BIPI#LKRKAORJICLO%SBOV

>KRC>@QRBEP> $ RPQ >KA
OBIBS>KQ FKQBOK>QFLK> MOLAR@
IF>?FIFQEB®MP _@LOMLO>QRICARABD>QFLK
AFPMRQBP FKQBOK>QFLK> MOLAR@Q IFSBEAEQB [>TP E
VLR MR?IFPE VLRO J>KR>| IP >IT>VP @LKPRIQ > I>TVBC
PMB@FCF@ FKCLOJ>QFLK LK ELT QL @LKPQOR@Q T>Ol

Media Attributions

] -FPIB>AFKD OFB #P¥@0@BK /OBDLK##
"9 1QQOF?RQFLK

] -EPIB>AFKD ">0 'O>ME



https://www.google.com/url?q=http://www.productliabilityprevention.com/images/6-LegallyAdequateWarningLabelsAConundrumforEveryManufacturer.pdf&sa=D&ust=1553803200017000
https://corporate.findlaw.com/litigation-disputes/international-product-liability-laws.html
https://corporate.findlaw.com/litigation-disputes/international-product-liability-laws.html
https://corporate.findlaw.com/litigation-disputes/international-product-liability-laws.html
https://corporate.findlaw.com/litigation-disputes/international-product-liability-laws.html
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] #LMV LC BQEF@P

©@®

Chapter 4: Ethics by Michael Beilfuss is licensed undéreative
Commons Attribution 4.0 International Licens&cept wher otherwise
noted.



https://creativecommons.org/licenses/by/4.0/
https://creativecommons.org/licenses/by/4.0/

4-<@1> :/A91:@ 17?53:
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AEFP @E>MQBO ?0FBCIV PRJJ>OFWBP CRKA>JBKQ>I @
@LKPFABO >P VLR @0>CQ MOFKQ >KA BIB@QOLKF@
@E>MQBO VLR TFIl OB>A >?LRQ ?>PF@ MOFK@FMIBP L
ABPFDK QE>Q >IILT TOFQBOP QL @LJ?FKB DO>MEF@ BIE
QBUQ QL @LKSBV > JBPP>DB QL >RAFBK@BP "BDFKK
> AFP@RPPFLK LC PQ>KA>OA @LKSBKQFLKP LC Cl
I>KDR>DB >KA PQVIB QEB @E>MQBO QEBK PE>OBP F
DRFABIFKBP CLO AL@RJBKQ ABPFDK JLSFKD CLOT>OA
LK FKQBDO>QFLK LC DO>MEF@P @>IILRQP >KA @>M
QLMF@P FK@IRAB Q>?IBP LC @LKQBKQP CFDROBP
EB>AFKDP >KA QEB TBII HKLTK #2!0 QBPQ RPBA ?V DO>
ABPFDKBOP &LO >AAFQFLK>I OBPLRO@BP PBB QEI

FK@IRABA >Q QEBJ@ESMQBO
:@>:0A/@5::

| QBUBESFPR>I >MMB>| J>QQBOP QL REBQOBSARBIA

>IPL J>QQBO QL QEB,BQE8BE OBMLOQP >KA ?ILDP >
JLOB QE>K GRPQ TLOAP LK > M>DB LO P@OBBK (LT
>OB >00>KDBA >KA ABIFSBOBA TEBQEBO BIB@QOLKF
M>MB@>K J>HB OB>AFKD PBBJ FKQFJFA>QFKD @LKCR
ALTKOFDEQ RKCOBSEBKIFNC QEB @LKQBKQ FQPBIC FP M
#LKSBOPBNAL@RJIBRQ@BPFDK @>K AO>T FK OB>ABOP >
BKD>DB QEBJ TFQE VLRO FAB>P 4EFKH LC QEB QBUQ :
CLO VLRO QELRDEQP 3LJBQFJBP VLR T>KQ OB>ABOP |

93
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>KA DBQ LRQ NRFRTHICQBK VLR T>KQ QEBJ QL PFQ AL
>KA J>HB QEBJPBISBP @LJCLOQ>?IB MRQ QEBFO CBB
PQ>V > TEFIB 2BD>OAIBPP LC VLRO PMB@FCF@ DL
FIMLOQ>KQ QL J>HB ABIF?BO>QB AB@FPFLKP >?LRQ ¢
BIBJBKQP QESB@Q >RAFBK@B BUMBOFBK@B

IP OB>ABOP TB J>V PBBJ > ?FQ IFHB 46 SFBTBOP TF
OBJLQB @LKQOLIP )K > JLIBKQ >QQBKQFLK J>V ?B AF
QL >KLQEBO @E>KKBI FC PLIBQEFKD >?LRQ QEB @LKQE
RP &LO QEFP OB>PLK > TOFQBO JRPQ @LKPFABO @>
OL @>MQROB OB>ABOPg >QQBKQFLK >KA ELIA FQ 'LLA
> HBV M>0Q LC QEFP LC @LROPB ?RQ QEB SFPR>| MO
QEB @LKQBKQ J>QQBOP QLL 2BSREHDFRELBREQFSBIV
ABJ>KAFKD Q>PH PL FC VLRO ABPFDK EBIMP J>HB O
GLROKBV QEOLRDE QEB QER OFBHAFBQEBFO >QQBKQFL
ILKDB®SB VLRO >RAFBK@B OB>PLKPKALQERNEITH|

9LR >IOB>AV BKD>DB FK AL@RJIBKQ ABPFDK MO>@Q
FKPQ>K@B TEBK CLOJ>QQFKD >K >@AABIPBXEBP>V
VLRO QFQIB >KA PBM>0>QB QEB @LKQBKQ FKQL M>0O>
PFDK>IP QL QEB OB>ABO QE>Q FQ FP QFIBEBLO > 2
@LKQBKQ FP PEFCQFKD RIFREQR FKQOLAR@FKD > KB
QLMF@ROFIIRPQO>QB ?IBBAMSDBP >KA OLTBOOLFKQ
PIFABP TFQE MELQLP >KA DO>MEF@P >KFJ>QFLKP L
%SBK PJ>Il BIBJBKQP LC VLRO TOFQFKD EBIM DRFAB (
FKABKQ>QFLK @E>KDBP FHQIMBIRQRIBABOIFKB
LO MRK@QR>QFLK >Q QEB BKA LC > PBKQBK@B OC
TOFQBOP BPMB@F>IIV QELPB TEL TLOH CLO TBII CRK;
PFQBP >KA J>PP J>OHBQ MOFKQ MR?IF@>QFLKP >OF
BKLRDE QL E>SB QEB PBOSF@BP LC >0QFPQP DO>ME
PHFIIBA MELQLDO>MEBOP >KA I>VLRQ BUMBOQP "RQ .
GRPQ T>KQ QL E>SB >ILBHKBO?ILD > JLOB
MOLCBPPFLK>I ILLHFKD OBMLOQ LO >K B">V IFPQF
OBFKCLO@BP LRO @OBAF?FIFQV

)K J>KV OBPMB@QP AL@RJBKQ ABPFDK FP ?LQE >
>KA >K >0Q 4EB I>VLRQ LC AL@RJIBKQPCQEBFO @LKQE
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P@EBJB >IFDKJBKQ BQ@ cFP QEB OBPRIQ LC FK/
@ELF@BP )Q Q>HBP > ILKD QFJB QL J>PQBO QEB CFKE
ABPFDK P > PQ>0OQFKD MLFKQ QEFPGBE>RIQBO TFII

PQO>QBDFBP CLO J>HFKD VLRO AL@RJBKQP FKQFR
>RAFBK@B COFBKAIV B>PV QL P@>K PB>O@E >KA OB:
LC QEFP @E>MQBO FP QL C>JFIF>OFWB VLR TFQE > CB
LC QEFKHFKD QE>Q ABPFDKBOP HKLT TBII 7EBQEBO

QVMFKD RM > JBJL LK P>CBQV MLIF@FBP >Q TLOH MC
> KBTPIBQQBO CLO VLRO @LOJRKEFKD QLDBQEBO

?LLHIBQ ABP@OF?FKD > KBT >MM QEB CLIILTFKD BIBJI
AL@RJIBKQ ABPFDK >OB JB>KQ CLO VLR

'@-:0->0 :: BL:@5;:?

IMMOLMOF>QB CLOJ>Q I>KDR>DB >KA PQVIB >OB Q
ABPFDK BIBJBKQP LC >Il QB@EKF@>| AL@RJIBKQP ! CLC
> PQOR@QROB QE>Q IB>AP OB>ABOP QELOLRDE QEB (
QEB EFBO>0@EF@>| OBI>QFLKPEFMP >JLKD FAB>PcC
FIMLOQ>KQ QL IB>PQ FIMLOQ>KQCFP @OR@F>I 2B>A
2B >?IB QL FABKQFON>®EB/:QFLK>I M>QQBOK SBOV NRI
TEBK P@>KKFKD > QB@EKF@>I AL@RJBKQ 4EB AL
PELRIA ?B OB>ABO CQEBRBMABBKQBOBA O>QEBO QE>
TOFQBBKQBBGBAKD >MMOLMOF>QB I>KDR>DB MOLS
OB>ABOP TFQE > QELOLRDE RKABOPQ>KAFKP LC QEB
MROMLPB ELT FQ OBI>QBP QL QEB FKAFSFAR>| KBBAI
>@QFLKP OB>ABOP TFIl KBBA QL Q>HB !lQELRDE FQ |
QL BU>JFKB B>@E BIBJBKQ LC > AL@RJIBKQFEKAFSFAI
FP >IPL TFPB QL PQBM ?>@H >KA @LKPFABO QEB FK
LC BIBJBKQP LO ELT >l @LIMLKBKQP TLOH QLDBQE
@LJIRKF@>QB > JBPP>DB QL > PMB@FCF@ >RAFBKE
PBKPB BSBOVQEFKD COLJ I>KDR>DB >K/PMFPIR-QL > QB
>PMB@QP J>V BFQEBO @LKQOF?RQB QL LO ABQO>@Q
ABPFDK
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IP AFP@RPPBA MOBSFLRPIV FK QEB @E>MRBBO LK >R/
#E>MQBO > AL@RJIBKQ BXSB LKB MOFJ>OV OB>ABO
PBSBO>I PB@LKA>OV OB>ABOP LO > @LJ?FK>QFLK L(
MOFJ>OV OB>ABO FP QEB MBOPLK TEL LOABOBA QEE
?B TOFQQBK LO QEB MBOPLK CLO TELJ > OBMLOQ FP
AEFP OB>ABO TFII RPR>IIV OB>A QEB BKQFOB OBMLOQ
OB>ABOP >0OB QELPB TEL TFIl OB>A LKIV QEB PB@QFL
OBMLOQ QE>Q OBI>QB QL QEBJ QEBFO GL?P QEBFO
OBPMLKPF?FIFQFBP BQ@ &LO BU>JMIB FK QEB @>PB
QE>Q ABQ>FIP CRKAFKOCBOBBQARBM>0QJBKQP >
PRMBOFKQBKABKQ J>V LKIV T>KQ QL OB>A QEB PBG@
OBI>QBP QL MFMFKD 4EFP FP TEBOB CLOJ>Q > Q>?IB L
M>DB KRJ?BOP QEB RPB LC EB>AFKDP BQ@ FP PFDk
>IILTFKD B>PV >@@BPP QL FKCLOJ>QFLK )Q®EBBP QFJF
MFMFKD PRMBOFKQBKABKQ @>K P@>K QEOLRDE QEB
@IB>0IV CFKA QEB EB>AFKD QE>Q FABKQFCFBP EFP AB

3FJFI>0 QL CLOJ>QQFKD >KA [>KDR>DB QEBOB >
PMB@FCF@ PQVIB @LKSBKQFLKP LO BUMB@Q>QFLKP
AFCBOBKQ DBKOBP LC TOFQFKD !@>ABJF@ M>MBOP @
O\PRJ\P ?RPFKBPP MI>KP >KA LQEBO AL@RJBKQP C
CLILT QEBPB @LKSBKQFLKPcPLJB BUMIF@FQ PQ>QBA
>KA PLIJB FIMIF@FQ RKPQ>QBA LO FKAFOB@QIV P(
BU>JMIB -LABOK ,>KDR>DB !PPL@F2QFLK-KA
IJBOF@>K OPV@ELILDF@>| |PPIG@F>RFYIBP AF@Q>QB
BU>@QIV TE>Q >@>ABJF@ M>MBOP PELRIA ILLH IFHB P
0OBPR)_ PQVIB PE>MBP QEB ILLH LC KBTPM>MBO QBU
)KPQFQRQB CLO %IB@QOF@> >KA %IBQDAUUKF@P %K
PQVIB DLSBOKP BKDFKBBOFKD AL@RJIBKQP

&LO BSBOV @LKQBUQ FK TEF@E VLR TOFQB VLR TFII
QE>Q CFBIA PMB@FCF@ PQVIB DRFABP FKCIRBK@B QE
> QBUQ QEB T>V I>KDR>DB FP RPBA QEB MOBCBOOBA (
>KA SL@>?RI>@¥ QEB T>V PLRO@BP >0B @FQBA "RPF
>KA @LJIBO@B BPQ>?IFPEBA CFOJP IFHB 0>K>PLKF@
B">V 3B>OP >K@X4ABO RBE3SB > PQVIB QMOBPBOSB


https://owl.purdue.edu/owl/research_and_citation/mla_style/mla_formatting_and_style_guide/mla_formatting_and_style_guide.html
https://owl.purdue.edu/owl/research_and_citation/apa_style/apa_formatting_and_style_guide/general_format.html
https://owl.purdue.edu/owl/subject_specific_writing/journalism_and_journalistic_writing/ap_style.html
https://journals.ieeeauthorcenter.ieee.org/create-your-ieee-article/
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QEBFO ?0>KA FABIGIPQ@OB>QB OB@LDKFW>?IB JBJLO
ILDLP >KA J>HB PROB QEBFO AL@RJBKQP CLIILT > @
>DOBBA RMLK PQVIB 'LSBOKJBKQ >H%KBRSKEBLKO
>IPL E>SB ILDLP >KA IBQQBOEB>A BSBK DLSBOKJBK
JFIFQ>0V AL@RJBKQP >OB FKCIRBK@BA ?V PMBQ@!
@LKSBKQFLKP

4EBPB PQVIB @LKSBKQFLKRLO>BOBE AL@RJIBKQ
ABPFDK VLR TFIl KBBA QL HKLT TEF@E PBQ LC @LKSE
>MMIFBP QL FQ &LO BU>JMIB > @LSBO IBQQBO PELRIA
CLILT QO>AFQFLK>l ?RPFKBPP IBQQBO CLOJ>Q -BJ
BJ>FIP TFIl ILLH PIFDE@BOB® TB AL KLQ BUMB@Q C(
PBB >K >AAOBPP ?IL@H CLO QEB IBQQBO OB@FMFBKC
?B@>RPB > PQOBBQ >AAOBPP FP KL7KEBREA\RIROBMIV
MOLDO>J LC PQRAV >KA FKAFSFAR>| @I>PPBP QEB M
QEB MOLCBPPLO TFIl ABQBOJFKB PQVIB @FQ>QFLK >K
@LKSBKQFLKP IFHB -,! LG@VIB >KA CLOJ>QQFKD DRFABF
OB@LJIBKABA ?V QEBA FAB B? #LKPLOQFRJ 7 #
PQFII EBIM VLR TEBK AB>IFKD TFQE LKIFKB MR?IF@>QFL
MOLCBPPFLK>| TLOIA VLR TFIl KBBA QL CFKA LRQ CFBIA
LO @LIM>KV PMB@FCF@ PQVIB >KA @FQ>QFLK @LKSB}

->KV ?BIL>K QEB I>@H LC > @LKPFPQBKQ PQVIB Lk
M>DBP FK@LKPFPQBK@V PLIBQFJBP ABQO>@QP COL.
@>K KBD>QFSBB@SCQEB AL@RFBERMBQELP >KA
J>V @OB>QB @LKCRPFLK QE>Q OBAR@BP K@QOFQV
HKLT TEL TOLQB QEB QBUQ TEBOB FQ @LJBP COLJ L(
FQ T>P MOLAR@BA 2B>ABOP J>V EBPFQ>QB QL >PF
@OBAF?FIFQV QL >K RKA>QBA RKPLRO@BA ?ILD TOF
PQO>KDBOCc>KA OFDEQIV PL 4EFP FP TERHPMBBP3FHB
ABJ>KA PLRO@BP >KA CLOJ>Q >Il BKQOFBP BU>@QIV
4EB ILLH >KA CBBI EEIFMBAF> FP KLT C>JFIF>0 QL MBLN
>OLRKA QEB TLOIA >KA FQ FP RPBA >P > PLRO@B FK PLJ
@LKQBUQP CLO DLLA LO CLO FIl MOB@FPBIV ?B@>RP
E>P MOBAF@Q>?IB OBDRI>OFQV >KA FQP B>PV QL K>S
>OB MLMRI>O TFQE OB>ABOP MOIBS®DFKD DLLA
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MR?IF@>QFLKP FKSLISBP JR@E JLOB QE>K CLIILTFKI
@LKSBKQFLKP 4EBOB >0OB > S>0OFBQV LC @LK@BMQP
>KA J>KV FIMLOQ>KQ @ELF@BP QL J>HB TEBK MI>KKF
?BPQ JBQELA LC @LJIRKF@>QFKD VLRO JBPP>DB

-?5/ A50185:17?

4EB CFOPQ PQBM FK AL@RJBKQ ABPFDK FKSLISBP FABI
DBKOB >KA FQP @LKSBKQFLKP >P AFP@RPPBA >?LSB
S>0V TFABIV ?>PBA LK @LKQBUQ >RAFBK@B >KA MRON
>0OB PLJB ?>PF@ DRFABIFKBP QL HBBM FK JFKA TEBK .
TFQE ?RPFKBPP TOFQFKD

]

22 /<2 D/@G 5@/>671&L0 KLK PMB@F>IFPQ
>RAFBK@BP VLR J>V T>KQ QL RPB JLOB
DO>MEF@Pc>KA PFIMIBO LKBP >Q QE>Q $L@RJ
DB>OBA QLT>0A QEB KLK PMB@F>IFPQ QBKA QL
JLOB AB@LO>QFSB QB@EKF@>l >KA ABQ>FIBA
DO>MEF@P

@3/9 C>B3FB =@ 1=<A=:72/B3 7B 7<B=

;3/<7<54C: CA/0:3 16C<9&L0O KLK PMB@F>IFPQ
OB>ABOP VLR TFIl IFHBIV @LKPQOR@Q PELOQB
M>0O>DO>MEP LC >OLRKA PFU QL BFDEQ IFKBP
AB@EKF@>I AL@RJIBKQP TOFQQBK CLO PMB@F:
FK@IRAB JR@E ILKDBO M>0>DO>MEP

)A3 63/27<5A /<2 :TARB>ABOP @>K ?B
FKQFJFA>QBA ?V ABKPB M>0>DO>MEP LC TOFQI
4B@EKF@>| TOFQBOP J>V OBCBO QL > ILKD M>(
QE>Q FERBRIQ QL P@>K >P d> T>Il LC MOLPB e
)K@LOMLO>QB EB>AFKDP TEBKBSBO MLPPF?IBc
BU>JMIB TEBK > QLMF@ LO PR?QLMF@ FP FKQC
IIPL PB>O@E VLRO AL@RJBKQ CLO TOFQQBK IFF
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@>K ?B J>AB FKQL SBOQF@>| IFPQP ,LLHCLO M
IFPQFKDP PR@E >P QBOJP >KA QEBFO ABCFKFQ
@>K ?B@LJIB QTL @LIRIK IFPQP

)A3 A>317/: BG>=5@/>BBVF@>R¥KP PBOFC
CLKQPR@E >P IOFBI >OB RPBCRI CLO LKIFKB
OB>ABGBOFC CLRR®E >PIB .BT 2LJ>K

>OB RPBCRI CLO MOFKQ QBUQP

+ =@9 E7B6 ;/@57<A :7<3 :3<5B6 :7<3 A>/17<5
BG>3 A7H3 /<2 BG>3 BRG:ELK PMB@F>IFPQ
OB>ABOP VLR @>K FK@OB>PB OB>A>?FIFQV ?V
QEB IFKBP PELOQBO >AGRMPFRIRDG®EB J>0
RPFKD DED QVMB PFWBP

<1:C23 0C::3B >=7<RKD IFPQP @>K LCQBK ?B

20LHBK ALTK FKQL PJ>IIBO ?RIIBQBA @ERKHP L(
FKCLOJ>QFLK CLO B>PB LC OB>AFKD 3LJB DBKC
IFHB QEB O\PRJ\ MI>@B QEB BJME>PFP LK ?RIIB!
MEO>PBP O>QEBO QE>K @LIMIBQB PBKQBK@BF
RPFKD ?RIIBQ MLFKQP HBBM FK JFKA QEB CLIIL1

j 5PB>IB>A FK QL FKQOLAR@B QEB IFPQ
FQBJP >KA QL FKAF@>QB QEB JB>KFKD
MROMLPB LC QEB IFPQ >KA MRK@QR>Q
TFQE > @LILK

j #EB@H PM>@FKD FKABKQ>QFLK
MRK@QR>QFLK >KA @>MP QL BKPROB
@LKPFPQBK@V

] ->HB IFPQ FQBJP M>0O>IIBI FK MEO>PFKD

j #LKCFOJ QE>Q B>@E FQBJ FK QEB IFPQ
M>0>11Bl >KA DO>JJ>QF@>IIV @LOOB@C


https://en.wikipedia.org/wiki/Sans-serif
https://en.wikipedia.org/wiki/Sans-serif
https://en.wikipedia.org/wiki/Serif
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j | SLFA LSBORPFKD IFPQP RPFKD QLL J>|
IFPQP ABPQOLVCBEREFSBRBPP

j 5PB PFJFI>0 QVMBP LC IFPQP @LKPFPQ!
TFQEFK QEB P>JB AL@RJBKQ

] 'B@7D3 4=@ 0/:/<13 /<2 >/@/::3:7A; ;=<5
3:3;3<BA+BBM FK JFKA QE>Q FQBJP >Q QEB QLM
> AL@RJBKQ TBFDE JLOB QE>K QELPB >Q QEB
?LQQLJ TEFIB FQBJP LK QEB OFDEQ PFAB LC QE
TBFDE JLOB QE>K QELPB LK BER IBKR 4
DO>MEF@P PELRIA TLOH QLDBQEBO QL @0B>Ql
LC ?>I>K@B >KA RKFQV

)K ARJII>OV TEFIB QEBPB ?>PF@ DRFABIFKBP J>V ?B >M|
QL J>KV AFROBKQ AL@RJIBKQP QEB FKAFSFAR>| AB@FF
J>HB TFIl ABMBKA LK VLRO >RAFBK@B LO TEL TFIl OB>A
OBMLOQ &OLJ @LKQBKQ >KA I>KDR>DB QL I>VLRQ BSE
LC VLRO @LJIRKF@>QFLK JRPQ HBBM VLRO OB>ABOPC
JFKA

)K QEB PIFAB ?BIEF@E LC QEB MOFK@FMIBP p?LSB
E>SB ?BBK >MMIFBA TBIl )Q RQFIFWBP ?LQE EB>AFKDP
>KA PR?EB>AFKDP QL ?0B>H J>QBOF>IP FKQL RPB>?IB
PBDJBKQP )Q >IPL FK@IRABP ?RIIBQ MLFKQP OBIVFKD Lk
CO>DJBKQP >KA MEO>PBP O>QEBO QE>K CRIl PBKQBK@E
TEF@E BK@LRO>DBP > PMB>HBO QL BI>?LO>QB LK J>GLC
MLFKQP O>QEBO Q@EBINESBQK OB>AFKD COLJ QEB
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PIFAB 4EB PFIMIF@FQV LC QEB QOF>KDRI>0O OO>MEF@ >
@LILO P@EBJB @LRIA ?B P>FA QL BKE>K@B O3QEBO QE>
ABQO>@Q COLJ QEB J>FK JBPP>DBLJBTBSBO
JFDEQDBRB QE>Q QEB TBFDEQ LC QEB DO>MEF@ LK QEB
OFDEQ PFAB QEDQEB ISEPR>IGK@B PFK@B
FQBJP LK QEB OFDEQ TBFDE JLOB QE>K QELPH LK QEB
IBCQ ! PFIMIB >AGRPQJBKQ QL GHEFIB-MEF@g
MI>@BJBKQ TLRIA >SAGRPQ QEB FJ?>I>K@B

Figure 1: Simple PowerPoint slide with minor imbalance.

>1-@5:3-:0 :@13>-@5:3 ><45/7?

AB@EKF@>I TOFQBOP LCQBK FKQBDO>QB DO>MEF@F
@LIMIBJBKQ QBUQ FK > OBMLOQ 'O>MEF@P @>K Q
CLOJPcQ>?IBP @E>OQP MELQLDO>MEP AO>TFKDP Q
CBTc?RQ QEBFO MROMLPB O>OBIV S>OFBP QEBV PELF


https://open.library.okstate.edu/app/uploads/sites/26/2019/07/SimplePowerPointSlide-e1564678664234.jpg
https://open.library.okstate.edu/app/uploads/sites/26/2019/07/SimplePowerPointSlide-e1564678664234.jpg
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@I>OFCV FKCLOJ>QFLK MOBPBKQBA FK QEB OBMLOQ
TLOH QLDBQEBO TFQE QEB QBUQ QL @LJIRKF@>QB
OBMI>@FKD QEB QBUQ @MINBEGBBOMOLSFAB >K
>AAFQFLK>I ?BKBCFQ 4EBV EBIM QL ?0B>H RM > QB
OBMLOQ J>HFKD QEB OBMLOQ JLOB SFPR>IIV >MMB>IFk

IP VLR ?BDFK QEFKHFKD >?LRQ MLPPF?IB SFPR>IP QL
FK VLRO AL@RJBKQ QEB CFOPQ PQBM FP QL @LKF
DO>MEF@P >0B JLPQ >MMOLMOF>QB CLO QEB JBPP>DE
@LKSBAEB Q>?IB ?BILT MOLSFABP PLJB DBKBO>| DRFABI
LK QEB DO>MEF@P JLPQ PRFQ>?IB QL @LKSBV PMB@F
FKCLOJ>QFLK

<4=@:;/B7=< B= =<D3G *7AC/: G>3
.RJI?BOP MBO@BKQ>DBP @*#SBBPOBEROQP
0OL@BPPBP &ILT @E>0QP
'BLDO>MEF@ A>Q> ->MP
#EOLKLILDF@>1 LO MOFLOFQRWBDBRFPQP
LK @EOLKLILDF@>! IFPQP "RIIBQBA IFPQP

$>1<->5:3 &1-01>7? 2;> ><45/?

7EBK ABSBILMFKD DO>MEF@P VLR TFIl T>KQ QL @L
TEBOB QEBV PELRIA ?B MI>@BA >KA TE>Q FKCLOJ>QFLI
PROOLRKA QEBJ ->HB PROB VLRO SFPR>IP >0B >MM
QL VLRO >RAFBK@B PR?GBIGQMRQIBERI@BM>0B
OB>ABOP CLO QEB FKCLOJ>QFLK > DO>MEF@ @LK
@LKPFABO QEBPB QFMP

] %UMI>FK LO FKQOLAR@B QEB FKCLOJ>QFLK QLI
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DO>MEF@ FK QEB MOB@BAFKD M>0>DO>ME
&LO B>PV OBCBOBK@B DFSB B>@E SFPR>| > K>

->HB PROB QEB FKCLOJ>QFLK TFQEFK QEB DO>|
@IB>0 >KA B>PV QL RKABOPQ>KA

7EBQEBO >?LSB QEB SFPR>| LO PLIJBTEBOB BIPE
QEB AL@RJBKQ MOLSFAB PLRO@B FKCLOJ>QFL
OBCBOBK@BP LO @FQ>QFLKP FC QEB SFPR>I >
FP KLQ VLRO LOFDFK>| TLOH >KA @LJBP COLJ >
PB@LKA>OV PLRO@B

)K@IRAB > @>MQFLK LO CLIILT RM QBUQ >CQBO
DO>MEF@ PR@E >P >K FKQBOMOBQ>QFLK LO >
@LJIIBKQ >?LRQ QEB FIMIF@>QFLKP LC QEB SFF
QEB DO>MEF@ @LKQ>FKP BUQBKPFSB A>Q> VL
KBBA QL QBIl VLRO >RAFBK@B TE>Q FKCLOJ>QF
CL@RP LK

)KQBOPMBOPB DO>MEF@P >KA QBUQ LK QEB P>
| SLFA MI>@FKD DO>MEF@P LK M>DBP ?V QEBJF
FAB>II¥L SFPR>| PELRIA Q>HB RM JLOB QE>K LKE
QEFOA LC > M>DB RKIBPP >?PLIRQBIV KB@BPP>(

JK@IRAB FABKQFCVFKD ABQ>FIP TFQEFK QEB D
PR@E >P FIIRPQO>QFLK I>?BIP >UFP I>?BIP HBV
PL LK

,B>SB >Q IB>PQ LKB ?I>KH IFKB >?LSB >KA ?BILT
DO>MEF@P

0I>@B DO>MEF@P KB>0 QEB QBUQ QE>Q QEBV :
FIIRPQO>QFKD )C > DO>MEF@ ALBP KLQ CFQ LK
M>DB FKAF@>QB QE>Q FQ >MMB>OP LK QEB KB

#FQB >l FJ>DBP QE>Q VLR Q>HB COLJ BIPBTEBO
7EFIB FQ FP MBOCB@QIV IBD>I QL ?LOOLT
DO>MEF@PcQL QO>@B WAL @QNBYQO>@Q
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PR?PBQP LC A>Q> COLJ QEBJCVLR >0OB L?IFD>QE
>@@RO>QBIV @FQB VLRO PLRO@BP CLO DO>M
?B >T>0OB QE>Q PLJB DO>MEF@P J>V OBNRFOB |
MBOJFPPFLKP COLJ QEB @OB>QLO ?>PBA LK QE
LC @LMVOFDEQ

%U>JMIBP

4EB DO>MEF@ 7MBQISFABA FHFIBAF> #LJJLKP
CLIILTP >Q IB>PQ PLJB LC QEB ABPFDK MOFK@FMI|BP DFSBK
7E>Q FP ALKB TBIl >KA TE>Q JFDEQ ?B ALKER?ERIQBO 9
KLQF@B CLO BU>JMIB QE>Q QEB DO>MEF@ FK@LOMLO>QE
>?LSB >KA ?BILILKD TFQE > ABP@OFMQFSBRESMQFLK 7
OB>ABOP ?BKBCFQ COLJ >IPL PBBFKD I>?BIP QE>Q FABKQFC
FKCLOJ>QFLK LO TLRIA >AAFQFLK>I ABP@OFMQFLKP PBBJ
PRMBOCIRLRP
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An image of the Ofairytale castleO of Neuschwanstein,
commissioned by Ludwig II.

-88:A@7? -0 -<@5::?

#>1ILRQP >KA @>MQFLKP @LKQ>FK FKCLOJ>QFLK QE>Q
QL FKQBOMOBQ DO>MEF@P QEBV FABKQFCV PMB@F
CB>QROBP 7EBOB>P @>MQFLKP >0B PELOQ MEO>PBP
QE>Q ABP@OF?B QEB DO>MEF@ @>IILRQP LO I>?BIP >(
M>OQP LC QEB FJ>DB KBBA QL ?B I>?BIBA LO B>@E M>0C
ILKDBO BUMI>K>QFLK #>MQFLKP CLO DO>MEF@P PELRI
FJJBAF>QBIV RKABO QEB DO>MEF@ QEBV FK@IRAB QI
>KV BUMI>K>QLOV J>QBOF>I (BOB >0B > CBT PQ
DRFABIFKBP TEBK @OB>QFKD @>MQFLKP MI>@B TLO
&FDROB )IIRPQO>QRNBHANAIA QVMB FQ>IF@FWB @>M
QFQIBP >KA QOB>Q Q>?IBP >KA CFDROBP GRPQ QERB
@>MQFLKP DRFAB OB>ABOP KLQ LKIV QL PBB ?RC
RKABOPQ>KA


https://open.library.okstate.edu/app/uploads/sites/26/2019/07/Neuschwanstein.jpg
https://open.library.okstate.edu/app/uploads/sites/26/2019/07/Neuschwanstein.jpg
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Writing Style for Captions

4EB CLIILTFKD M>0>DO>MEP PE>0OB CFSB OB@LJJBK
CLO PQVIB ?>PBA LRratdin Covey Style Guide for
Business and €eChnical Communication &FOP@A3
7<B3@38@D3 1/>B7=¥EBKBSBO MLPPF?IB )KQBOMOBQ
@>MQFLKP MOLSFAB ?LQE > QFQIB >KA BUMI>K>QLOV |
RPR>IIV BUMOBPPBA FK > @LJMIBQB PBKQBK@B QL EE
RKABOPQ>KA QEB @BKQO>I MLFKQ P QE>Q QEB TOF
@LKSBVDO>MEF@ >KA FQP @>MQFLK PELRIA ?B @IB
RKABOPQ>KA>?IB TFQELRQ OBNRFOFKD OB>ABOP QL
@I1>0OFCVFKD FKCLOJ>QFLK FBCZ®B GEBQId-65B
4EB OFPH LC ?>A >FO BKQBOFKD QEB @E>KDBO FP
?B@>RPB QEB @EB@H S>ISB MBOJFQP >FO CILT FK LK
LKIVe 4EFP FKQBOMOBQFSB @>MQFLK DFSBP QEB QFQ!I|
>KA BJME>PFWBP QE>Q QEB @>?FK E>P > @!
QBJMBO>QROBc> ?BKBCFQ MOLSFABA ?V QEB CB>QRO
FK QEB CFDROB 4EB @>MQFLK PQ>QBP @IB>OIV TE>
T>KQP QEB OB>ABO QL IB>OK COLJ QEB AO>TFKD

3B@LKAIND=72 CA7<5 A6=@B =@ /;,075C=CAQB7B:3A
OBMI>@B FKQBOMOBQFSB @>MQFLKP )K QEB M>P:
QB@EKF@>I >KA P@FBKQFCF@ AL@RJBKQP RPBA LKI\
@>MQFLKP CLO SFPR>IP (LT TLROUB@®EBLBCQEB
BRP@ET>KPQBFK SFPR>I @E>KDB FC QEB @>MQFLK F
d#>PQIBe 3R@E > QFQIB J>HBP QEB @>MQFLK RKKE
MOLSFAFKD KL OB>| FKCLOJ>QFLK LQEBO QE>K QEB |
QEB OB>ABQIBP QE>Q >OB PL PELOQ >KA LO @OVMQF
PLRKA QBIBDO>MEF@ >0OB KLQ RPBCRI

4EFOAIV <C;03@ 4756@® /<2 B/0:3A
A3?C3<B7/@EOLRDELRQ QEB AL@RJBKQ >KA MI>@E
KRJ?BO ?BCLOB QEB @>MQFLK )C >K FIMLOQ>KQ CFDR(
MOBPBKQBA QTF@B QOB>Q FQ >P QTL PBM>0>QB SFPR
B>@E

&LROQERNA3 >3@7€2AILTFKD FKQBOMOBQFSB @>MC
?RQ LIFQ MRK@QR>QFLK CLIILTFKD PELOQ @>MQFLKP
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@LIMIBQB PBKQBK@BP )KQBOMOBQFSB @>MQFLKP
@LJIMIBQB PBKQBK@BP >KA PELRIA QEBOBCLOB BKA TF
3ELOQ @>MQFLKP IFHB QFQIBP >KA EB>AFKDP >OB |
@LIMIBQB PBKQBK@BP PL QEBV OBNRFOB KL MR
#>MQFLKP J>V >MMB>0 ?BILT LO >?LSB > SFPR>|
@LKPFPQBK@V QEOLRDELRQ > AL@RJEHRIBHOBR OFQF
PRMMLOQ ?LQE LMQFLKP @ELLPB LKB HKLT QEB 0>Q
VLRO @ELF@B >KA ?B @LKPFPQBKQ

>PQIV>CB B63 1/>B7=< /0=D3 B63 DIIXG/?BQQBO
SFPF?FIFQV TEBK @>MQFLKP >OB RPBA TFQE PIFABP
MOLGB@Q SFPR>| >FAP #>MQFLKP MI>@BA >Q QEB ?L(
?IL@HBA ?V QEB EB>AP LC QELPB PB>QBA FK COLKQ LC
LC QEB MOLGB@QLO P@OBBK 3>CBQV FKCLOJ>QFLK
>@@BPPF?IB QL VLRO OBKAROP FELRIA PQ>KA LRQ COL
QEB OBPQ LC QEB AL@RJBKQP MLPPF?IV TFQE F@LF
CLKQP LO ?LIAFKD 4EBV PELRIA >IPL ?B B>PV QL RKAB
| @LKCRPFKD P>CBQV [>?BI FP GRPQ >P ?>A >P KL T>OKF

4L DFSB > T>OKFKD MOLJFKBK@B VLR J>V AB@FAB Q
>Q QEB ?BDFKKFKD LC QEB J>KR>| ?B PROB QL >IPL IFP
TEBOB QEB OB>ABO JFDEQ BK@LRKQBO QEBJ F
FKPQOR@QFLKP )K QEB @>PB LC QB@EKF@>| FKPQ(
>@QFLK FP OBNRFOBA IFPQ QEB P>CBQV I>?Bl ?BCLO
BKPROB QE>Q QEB OB>ABO PBBP QEB FKCLOJ>QFLK
MOBSBKQ JFPE>M P > MOBBJMQFSB PQOFHB >D>FKP
VLR J>V ?B QBJMQBA QL IFPQ BSBOV MLPPF?IB E>W:
@LJBP QL JFKA 3LJB @LIM>KFBP AL QEFP QL >K BUQB
QEB T>OKFKDP ?B@LJB OFAF@RILRPCFB d$L KLQ RF
OLQ>0V AOFII >P > ELJB ABKQFPQOV HFQe LO d$L KLQ
E>FOAOVBO TEFIB PIBBMFKD e +BBM FK JFKA QE>Q Q
T>OKFKDPcBPMB@F>IIV OFAF@RILRP LKBPcJ>HB QEB
P>CBQV PB@QFLK PREBRFKY LKB Q>HBP QEB E>W>0/
PBOFLRRMQ BSBK QEB OB>| LKBP 2BJBB?BRIVO
E>SB QL FKCLOJ RPBOP TEBK > E>W>0OA FP dOB>f



108 Michael Beilfuss, Staci Bettes, and Katrina Peterson

CLOBPBB>?IBe )K LQEBO TLOAP CFKA QEB JFAAIB I
?BQTBBK KLQ BKLRDE T>OKFKDP >KA T>V QLL J>KV

A50185:1? 2;> -88;,A@?

(BOB >0OB > CBT >AAFQFLK>I DRFABIFKBP CLO @>IILRQP

] $BOBOJFREBRJI?BQCFQBJIBLFABKQFCV
FKQEBJ>DB

] #OB>QB@LKPFPGBRAFIQVIB
] 5PBQEPR>JBQBOJEK QER>IILRPFKQEB
QBUQ

] 0I>@®>IILREBUQLQEBIBIBKQRKQEB
DO>MEGEBWABKQFRRFKDIFKE)L
@LKKB@ERTL FG&KB@BPP>0V

] 5PB> PQ>KA>OKSOKAPFWEL@B>A>?FIFQV

] '"IFDKQEB>?BIP KA@>IILRQEG KB>QBO
>MMB>0>K@B

4EB CLIILTFKD DO>MEF@ >ALMQP > @LKPFPQBKQ SF
FK QEB T>V QE>Q FQ FABKQFCFBP QEB M>0QP LC > IL
QBOJP >0OB MI>@BA AFOB@QIV KBUQ QL QEB DO>MEF@
IFKBP )QP QFQIB FP MI>@BA >?LSB O>QEBO QE>K ?BILT
CLO B>P\CBEBKQF>QFLK COLJ QEB @>IILRQP
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Figure 3: Locomotive graphic with a label and additional callouts.

'O>MEF@ >?LSB COLJ ">V QBUQ
(E<1? -:0 $8-/191:@ ;2 -88;A@"?

#>IILRQP QVMF@>IIV Q>HB LKB CBUHABELARD

4EBV J>V ?B MI>@BA AFOB@QIV LK QEB DO>MEF@ TEB(
?2B@LJB M>0Q LC QEB SFPR>I  4EBV J>V ?B MI>@BA >(
QEB DO>MEF@ KB>0 IFKBP QE>Q MLFKQ QL QEB OBIBS:
QEB DO>MEF@ LO 4EBV J>V FK@IRAB IFKHP LO ELQPMI
JLOB FKCLOJ>QFLK >?LRQ QEB BIBJBKQ FP AFPMI>VBA L
OLIILSBO LO LK >KLQEBO M>DB 4EB SFPR>IP ?BILT CB>C
LC QEB QEOBB J>GLO I>?Bl QVMBP


https://open.library.okstate.edu/app/uploads/sites/26/2019/07/locomotive.jpg
https://open.library.okstate.edu/app/uploads/sites/26/2019/07/locomotive.jpg
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Figure 4 (first type): Map that incorporates
labels diectly into the graphic, making them
part of the visual.


https://open.library.okstate.edu/app/uploads/sites/26/2019/07/map.jpg
https://open.library.okstate.edu/app/uploads/sites/26/2019/07/map.jpg
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Figure 5 (second type): lllustration that places labels near lines,
connected to the graphic.

+41: @;)?1 -88;A@7?
Callouts are best used when man parts of the image
need to be labeled and each part requires a longer
explanation. In fact, the label sequence mabe in
alphabetical or numerical order, as shown in the
example below. Ensure that the planation is near
the graphic.


https://open.library.okstate.edu/app/uploads/sites/26/2019/07/flower.jpg
https://open.library.okstate.edu/app/uploads/sites/26/2019/07/flower.jpg
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Figure 6: Example with numbed callouts.


https://open.library.okstate.edu/app/uploads/sites/26/2019/07/nutrition.jpg
https://open.library.okstate.edu/app/uploads/sites/26/2019/07/nutrition.jpg
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( -.81?7;2 ;@1.@7

-LPQ MBLMIB >0B C>JFIF>0 TFQE Q>?IBP/£CIRLKQBKQP
E>SB VLR BSBO PQLMMBA QL ILLH >Q QEBH® ABPFDK .
PELTP OB>ABOP TE>Q QLMF@P >0OB @LSBOBA FK QEB
QELPB QLMF@P >OB AFP@RPPBA PR?QLMF@P >KA LK
KRJ?BOP PB@QFLKP >KA PR?PB@QFLKP PQ#0Q )K @OF
VLR TFIl E>SB QL J>HB ABPFDK AB@FPFLKP E>SFKD QL
IBSBIP LC EB>AFKDP FKABKQ>QFLK PM>@FKD >KA @>N
3R@E AB@FPFLKP HBBMCQEB?2B@LJIFKD ILKD >KA
RKTFBIAV FQ PELRIA MOLSFAB >K >Q > DI>K@B T>V LC
FKCLOJ>QFLK FK QEB OBMLOQ NRF@HIV

)K QEB FIIRPQO>QF LKQEIPFK B>@E LC QEB QEOBB IBS
LC EB>AFKDP >OB >IFDKBA ->FK @E>MQBOP LO PB@
TOFQQBK FK >Il @>MFQ>| IBQQBOP CFOPQ IBSBI EB>AF
@>MFQ>IP LK B>@E J>FK TLOA IBSBIIPER®@QFLKP RPB
FKFQF>I @>MFQ>IP LK QEB CFOREBTCOAPKIESBI
PB@QFLKP >IPL E>SB BUQO> PM>@B >?IEB@EA ?BILT
FK@OB>PBP OB>APPRBQEB >ROLIFKEOR>QLO FK
VLRO TLOA MOL@BPPLO @>K EBIM VLR MOLAR@B
MOLCBPPFLK>l AL@RJBKQ )C VLR MOBCBO QL J>HB V
RPB ALQ IB>ABO Q>?P QL IFKB RM QEB M>DB KRJ?BOP
3BB QEB CLIILTFKD BU>JMIB LC > Q>?IB LC @LKQBKQP



114 Michael Beilfuss, Staci Bettes, and Katrina Peterson

Figure 7: Detailed &ble of Contents with leader lines and
indented subsections.

53A>1? -0 ( -.817?

)C VLRO AL@RJBKQ E>P JLOB QE>K QTL CFDROBP >K/
@OB>QB > PBM>0>QB IFPQ LC CFDROBP 4EB IFPQ LC CF
LC QEB P>JB ABPFDK @LKPFABO>QFLKP >P QEB Q>?IB L
2B>ABOP RPB FQ QL NRF@HIV CFKA QEB FIIRPQO>QFLI
Q>?IBP >KA @E>0QP FK VLRO OBMLOQ #LIMIF@>QFLKF
VLR E>SB ?LQE Q>?IBP >KA CFDROBP 3QOF@QIV PMB>F
>OB FIIRPQO>QFLKP AO>TFKDP MELQLDO>MEP DO>ME|


https://open.library.okstate.edu/app/uploads/sites/26/2019/07/toc.jpg
https://open.library.okstate.edu/app/uploads/sites/26/2019/07/toc.jpg
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4>?1BP >0B OLTP >KA @LIRJKP LC TLOAP >KA KRJ?BOP
>0B KLQ @LKPFABOBA CFDROBP

&LO ILKDBO OBMLOQP QE>Q @LKQ>FK ALWBKP LC ¢
Q>7?IBP B>@E @OB>QB PBM>0>QB IFPQP LC CFDROBP
QEBJ QLDBQEBO LK QEB P>JB M>DB FC QEBV CFQ >P PE
FIIRPQO>QFLK 9BR®>K @LJ?FKB QEB QTL IFPQP RKABO
EB>AFHKIt of Figues and @bles>KA FABKQFCV QEB FQBJP
>P CFDROB LO Q>7?IB >P FP ALKB FK QEB FIIRPQO>QFLK °

Figure 8: \isual illustration of separate lists of figes and tables
placed on the same page.


https://open.library.okstate.edu/app/uploads/sites/26/2019/07/figureslist.jpg
https://open.library.okstate.edu/app/uploads/sites/26/2019/07/figureslist.jpg
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1-05:3?

)K >Il ?2RQ QEB PELOQBPQ OBMLOQP QTL M>DBP LO
EB>AFKDPCQFQIBP >KA PR?QFQIBREQEB-GBOBEQ
QLMF@P @LSBOBA (B>AFKDP >0B >K FIJMLOQ>KQ C
MOLCBPPFLK> QB@EKF@>I TOFQFKD QEBV >IBOQ
RM@LJFKD QLMF@P >KA PR?QLMF@P EBIM QEBJ CFK/
>OLRKA FK ILKD OBMLOQP >KA ?0B>H RM ILKD PQOE
PQO>FDEQ QBUQ 4EBV >OB >IPL RPBCRI CLO HBBMI
LO>KFWBA >KA CL@RPBA LK QEB QLMF@ 7EBK PLJB
?BDFK RPFKD EB>AFKDP QEBV >0OB QBJMQBA QL FKPBC
TOFQFKD QEB OLRDE AO>CQ )KPQB>A Q>HB QFJB QL ¢
EB>AFKDP ?BCLOB PQ>0QFKD QEB OLRDE AO>CQ >KA
>P VLR TOFQB (BOB >0OB EBIMCRI QFMP CLO EB>ABOP

]

1/93 >6@/A7<5 A3:4 3F>:/</B=@&PQB>A LC
BackgoundLOTechnical Information?B JLOB
PMB@FCF®hyisiB of Fiber Optics

<271/B3 B63 @/<53 =4 B=>71827B3FH®3

A31B7=RC QEB PB@QFLK @LSBOP QEB ABPFDK >
LMBO>QFLK LC > MOBPPROFWBAJER)BO OB>@C
EB>AFHKIessurized \Ater Reactor Desigd>V

PBBJ FK@LJMIBQB >KA JFPIB>AFKD

= <=B CA3 AB/1932 63/27<EM.KPB@RQFSB
EB>AFKDP TFQELRQ FKQBOSBKFKD QBUQ

D=72 >x@=C<AFA3@ @ 7<5 B= 63/2FEMLR
E>SB > EB>AFKDItriER: AL KLQ ?BDFK QEB
PBKQBK@B CLIILTFKD FQ TFQE d4EFP FP > MEVF
MOFK@FMIB e

#:7B /|@B71:3A48563 0357<<7<5 =4 63/27<5A
The Pessurized \Ater Reactoi@>K B>PFIV ?B
@E>KDBAIssurized \Ater Reactor
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] D=72vidowed63/27<5ATFALTFKD L@ @ROP
TEBK > EB>AFKD FP MI>@BA >Q QEB ?LQQLJ LC L
M>DB >KA QEB QBUQ PQ>0QP >Q QEB QLM LC QF
M>DB +BBM >Q IB>PQ QTL IFKBP LC ?LAV QBUQ T
QEB EB>AFKD LO MI>@B >Il QEB FKCLOJ>QFLK L}
KBT M>DB

>KR>IIV CLOJ>QQFKD B>@E EB>AFKD RPFKD QEB DR
MOBPBKQBA >?LSB TFIl IB>A RKKB@BPP>OFIV OBMBQF
4EB PQVIBP MOLSFABA ?V -FQOUPLOBKICFQ@B

7 OFQBRA LQEBO PLCQT>0OB P>SB VLR QEF®SHOH 9
PFIMIV PBIB@Q (B>AFKD (B>AFKD (B>AFKD >KA PL LI

41 &$( 17?@

$BPMFQB QEB RKCLOQRK>QB >@O0LKVJ QEB J>GLO CLR
LC #2!0 >OB C>JFIF>0 QL >KV DO>MEF@ ABPFDKBO >}
PELRIA ?B C>JFIF>0 QL TOFQBOP >P TBIl 4EFP DRF
LOFDFK>QBA TFQE QEB FKCIRBKQF>I ABPFDKBO >KA T
7 FIIF>JP PEB KLT OBDOBQP QEB >@OLKVJ ?RQ KLQ Q
?BEFKA FQ
# FP CLO #LKQO>PQ GBBRBIK@B QL AO>T OB>ABOPg B

QL >KA QEOLRDE VLRO QBUQ LO MR?IF@>QFLK

9LR @>K PBB BSFABK@B LC QEB JLPQ ?>PF@ >P\
@LKQO>PQ FK >KV TB? M>DB LO J>D>WFKB 4EB EB>AI
FP >IT>VP BBOBKQ COLJ QEB ?LAV QBUQ )Q FP LCQBK
>KA ?LIABO FQ @>K >IPL 2BBBBKAFQVMBC>@B (B>AIFKE
J>HB FQ B>PV QL PHFM COLJ LKB PQLOV QL QEB KBUQ
@ROPLOV RKABOPQ>KAFKD LC QEB KBTP

IMMIVFKD PQOLKD @LKQO>PQFKD BIBJBKQP QL VLF
FIMLOQ>KQ ?B@>RPB QEB ERJ>K BVB REBEBK@BQL AF
KLQ KB@BPP>OFIV PFWB 7EBK BSBOVQEFKD ILLHP QEE
AFCF@RIQ QL CL@RP LK >KVQEFKD 7EBICBEBKQP >OB
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QEBV >0OB JLOB KLQF@B>?IB 7EBK > AL@RJBKQ E>P CB
@LKQO>PQFKD BIBJBKQP KLQEFKD PQ>KAP LRQ 4EB A
KLQ B>PV QL P@>K >KA FQ ALBP KLQ FKSFQB QEB OB>Al
>KA OB>A )Q FP >IH@MQ CLO OB>ABOP QL DIB>K FKCLO
COLJ QEB QBUQ B>PFIV >KA NRF@HIV

Figure 9: What stands out he? Use contrast to make
data-gathering easy foeaders.


https://open.library.okstate.edu/app/uploads/sites/26/2019/07/CRAPcontrastimage.jpg
https://open.library.okstate.edu/app/uploads/sites/26/2019/07/CRAPcontrastimage.jpg
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Figure 10: The contrast in this image quickly draws the eye to a
central focus.

3LJB AL@RJIBKQP IFHB ?RPFKBPP IBQQBOP LO >@
M>MBOP E>SB CBTBO @LKQO>PQFKD BIBJBKQP ?RQ
PM>@FKD >KA M>0>DO>ME ?0B>HP EBIM FKAF@>QB TE
@ERKH LC FKCLOJ>QFLK ?BDFKP >KA BKAP #LKQO>PQE
QEB OB¥RBYBP QL PMB@FCF@ BIBJBKQP FK VLRO QB!
>IPL EBIMP QEB OB>ABO CLIILT QEB CILT LC QEB FKCL
TEFIB >PPBPPFKD TEF@E FQBJP >0OB JLPQ FIMLOQ>KQ >
FJIJBAF>QB >QQBKQFLK )Q @OB>QHB QRHAFFRIBQV
BIBJBKQP LC > QBUQ @>K EBIM VLR @OCB#QB=tRKDFBKAI
PBKPB LC @LKQO>PQ

#LKQO>PQ FK RR®EBYB JLSBP QLT>0A QEFKDP ?B@>F
QEBV >OBCBEBKQ KLQ ?B@>RPB (EB\LGTBHO
9LRO BVB FP FIMOBPPBA ?V KLSBIQV JLOB QE>K PEBB(
@LILO LO >KV LQEBO SFPR>l @E>0>@QBOFPQF@ 4EB(
LC P@FBKQFCF@ QEBLOFBP >?LRQ TEV QEFP FP PL
FQ FP KLQ PL JR@E QE>Q J>HFKD PLIBQEFKD ?FDDBO
JLOB KLQF@B>?IB ! MBEBEREQ CLO BU>JMIB FP KLQ P


https://open.library.okstate.edu/app/uploads/sites/26/2019/07/CRAPcontrast2.jpg
https://open.library.okstate.edu/app/uploads/sites/26/2019/07/CRAPcontrast2.jpg
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KLQF@B>?IB RKQFI QEB MOFK@FMIB LC @|GE@OPQ @L
4EBOB FP PR@E > QEFKD >P QLL JR@E PFWB @LKQO>
QELPB TB? PFQBP TFQE ERDB QVMB LO >K LSBOIV BK(
RPB LC QEB #!03 ,/#+ HB\BPP FP JLOB ?RQ PLJB PFWB
@LKQO>PQ FP BPPBKQF>| QL APBVREB OB>ABO

=<B@/AB 7< 4=<B A7H3 ABG:3 E3QhGBBC>@B FP >
@LIIB@QFLK LC CLKQP 4EB AFPQFK@QFLK ?BQTBBK
QVMBC>@B >KA CLKQ PQOBQ@EBP ?>@H QL QEB A>VP
E>KA MI>@FKD FKAFSFAR>I IBQQBOP J>AB LC TLLA LC
FKHFKD QEBJ >KA OLIIFKD M>MBO LSBO QEBJ )K QEE
>DB JLPQ MBLMIB RPB QEB TLOAP QVMBC>@B >K
FKQBO@E>KDBEARDE QEB AFPQFK@QFLK PQFIl J>QC
BUMBOQP IFHB ABPFDKBOP >KA QVMLDO>MEBOP

7E>Q FP FIMLOQ>KQ QL JLPQ MBLMIB FP QE>Q TB >
> ERDB S>OFBQV LC Q\4viEgk@Bilies, to choose
COLJ BJBP .BT 2LJ>K !OF>| "LLHJ>K 'BLUOF> >KA
'>O>JLKA >0OB C>JFIF>0 QL J>KV LC RP )Q FP FIMLOQ:
@ELLPB > CLKQ > M>0OQF@RI>O PFWB PQVIB >KA TBF
> QVMBC>@B QE>Q CFQP LRO MROMLPB 3LJB IFHB
E>KATOFQFKD QVMBC>@BP >0B QLL E>OA QL OB>A
FK>MMOLMOF>QB CLO ?LAV QBUQ CLO BU>JMIB 3LJB !
TLOH TBIl >P EB>AIFKBP &O>KHIFK 'LQEF@ #LKABKPB/
#>PILK >0B QTL QVMBC>@BP LCQBK RPBA CLO KB
EB>AIFKBP 4EB dCLKQe @ELPBK PFWB TBFDEQ PQVI
?LIA BQ@ TFIl ?B QEB APREEKBQ@B

)Q FP >IPL FIMLOQ>KQ QL AFPQFKDRFPE ?BQTBBK PBC
PBOFC CLKQP 3>KP PBOFC CLKQP IFHB (BISBQF@> LC
PFIMIB >KA PJLLQE QEB IBQQBOP AL KLQ AFPMI>V QEE
LOK>JBKQ>QFLK PBOFCP QE>Q PBOFC CLKQP AL 3>KI
>0B LCQBK RPBA CLO EB>AIFKBP ?RQ PBOFC CLKQP >0
QL ?B RPBA CLO ?LAV QBUQ ->KV QVMLDO>MEBOP QE
CLKQP >IPL @>IIBA 2LJ>K CLKQPDB>MB@HP LC ?LAV
QBUQ B>PFBO QL OB>A 3LJB LC QEB MOBCBOBK@B F
>?LRQ QO>AFQFLK
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Figure 11: Three common sans serif typefaces/font families

#LKQO>PQ FK $FOB@QFLK SBOQF@>I ELBE@LKQ>!
LO MLPFQFLK QLM ?LQQLJ PFAB #E>KDFKD QEB AFO
LOFBKQ>QFLK LC QBUQ DO>MEF@ BIBJBKQP IFHB IFKBI
P@OBBKP


https://open.library.okstate.edu/app/uploads/sites/26/2019/07/font.jpg
https://open.library.okstate.edu/app/uploads/sites/26/2019/07/font.jpg
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Figure 12: The spoos@ngle adds visual appeal thugh contrast
and avoids monotony

=<B@/AB 7< /:75<:3<B 13<B34B @756B S8CABT4732
@E>KDB FK >IFDKJBKQ @>K @OB>QB SFPR>l FKQE
BU>JMIB EB>AIFKBP >OB LCQBK @BKQBOBA QL J>H
KLQF@B>?IB )J>DBP J>V ?B MI>@BA FK > IL@>QFLK LK
LO PIFAB QL AO>T OB>ABOPg >QQBKQFLK FK LKB AF
>KLQEB® KPFPQBKQ >IFDKJBKQ TFQE PIFDEQ S>OF>(
MOLSFAB FKQBOBPQ FP M>OQF@RI>OIV FIMLOQ>KQ |
MOBPBKQ>QHALKPTFE ?B CIFMMFKD COLJ LKB PIFAB C
>KLQEB®A FC QEB QBUQ ?IL@HP >KA EB>AIFKBP >0OB KL
FABKQF@¥LRO QBUQ >KA EB>AIFKBP TFIl >SMMB>0 QL
>OLRKA QEB P@OBBK FK > AFPQO>@QFKD T>V
#LKQO>PQ FK DO>MEF@ BIBJBKQP IFHB MELQLP ?>KK
MRII NRLQBP LO ILDLP "OB>HFKD RM ERDB ?IL@HP LC G
> S>OFBQV LC DO>MEF@ BIBJBKQP @>K OB>IIV >AA SF¥
>KA FKQBOBPQ !'P TFQE QEB BU>JMBP PBIULOB
4EFKH LC >Il QEB MR?IF@>QFLKP >KA TB? PFQBP VLR E
TELPB ABPFDKBOP QELRDEQ FQ T>P >TBPLJB QL J>HB Q


https://open.library.okstate.edu/app/uploads/sites/26/2019/07/witchspoon.jpg
https://open.library.okstate.edu/app/uploads/sites/26/2019/07/witchspoon.jpg
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1.3 RKABOIFKBA 1.$ JRIQF@LILOBA |.$ CI>PEARDE %
?0FDEQ VBIILT ?>@HDOLRKA KA QLL J>KV >KFJ>QBA )
)Q OBMBIP OB>ABOP O>QEBO QE>K >QQO>@QFKD QEBJ
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Figure 13: This poster uses contrasting alignment, contrast in text,
and simple color contrast toeate a dramatic effect. Lessatly
can be mae.


https://open.library.okstate.edu/app/uploads/sites/26/2019/07/federaltheaters.jpg
https://open.library.okstate.edu/app/uploads/sites/26/2019/07/federaltheaters.jpg
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#LKQO>PQ FK @LILO LC ?>@HDOLRKA QBUQ DO>MEF
BQ@ 5PB @LILO QL J>HB @BOQ>FK BIBJBKQP PQ>KA L
> PBKPB LC AO>J> TEBK VLR @LKQO>PQ LKB @LILO TFQE
->HB PROB VLR AL KLQ RPB QLL J>KV @LILOP >KA VLRO
@LJ?FK>QFLKP >0B B>PV QL OB>A

#LKQO>PQ FK KBD>QFSB LO TEFQB PM>@B 3LJBQFJBF
T>V QL >QQ0>@Q¢ SBEBQFLK QL > @LKQO>PQ FP ?V
KBD>QFSB PM>@B .BD>QFSB PM>@B LO TEFQB PM>@
QEB PM>@B >OLRKA QBUQ FJ>DBP >KA LQEBO BIBJE
AL@RJIBKQ 4EB >?PBK@B LC @LKQBKQ AO>TP >QQBK(
@LKQBKQ FQPBIC )Q J>HBP AL@RJIBKQP LC >Il HFKAP /
MOFKQ JLOB OB>A>?IB JLOB OBPQCRI ILLHFKD JLOB F
QL QEB OB:BOIIBOKA JLOB BIBD>KQ )Q FP >PPL@F>Q
TFQE QE>Q EFDE BKA OBPQ>RO>KQ LO P>ILK JBKR ILLH
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Figure 14: Case in point. High-end.


https://open.library.okstate.edu/app/uploads/sites/26/2019/07/menu1.jpg
https://open.library.okstate.edu/app/uploads/sites/26/2019/07/menu1.jpg
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Figure 15: Not so high-end visuallgut pobably still delicious.

2 FP CLO 2BMBQFQFLK 2BMB>Q ABPFDK PQO>Q!
QEOLRDELRQ VLRO AL@RJIBKQ QL MOLSFAB > P|
@LKKB@QFLK 4EB ?>PF@ ORIB LC OBMBQFQFLK
QE>Q FK >KV QBUQ SFPR>| LO QBUQR>I BIBJBKC
E>SB PFJFI>O CRK@QFLKP PELRIA ?B CLOJ>QQE
PFJFI>0IV QL @OB>QB @LKQFKRFQV >KA PELT ¢
OBI>QFLKPEFMP ?BQTBBK QEB BIBJBKQP &LO
BU>JMIB KBTPM>MBOP E>SB @LKPFPQBKQ T>VI
1>?BIFKD BBOBKQ PB@QFLKP IFHB 3MLOQP QE:
KLQ @E>KDB LK > A>FIV ?>PFP ?RQ QEBOB FP >|
ABPFDK @LKPFPQBK@V QEOLRDELRQ PL QE>Q
FABKQFCV QEB KBERIZBIBOMIB FK >


https://open.library.okstate.edu/app/uploads/sites/26/2019/07/FastfoodMenu.jpg
https://open.library.okstate.edu/app/uploads/sites/26/2019/07/FastfoodMenu.jpg
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PQ>KA>0A KBTPM>MBO >Il QEB @LIRIK TFAQEP

@LKPFPQBKQ PM>@FKD TEF@E FK@OB>PBP SI
>MMB>I QEOLRDE RKFCLOJFQV >KA OBMBQFQFL
4LA>V FK M>OQF@RI>0O FP KLQLOFLRP CLO FQP
OBMB>QBA @LAEKD >KA ABPFDK

Figure 16: Blue-and-white USAodiay color coding.

/K > PJ>IIBO P@>IB FK > O\PRJ\ JLPQ >MMIF@>KQP
?RIIBQ MLFKQBA PB@QFLKP QL IFPQ QEBFO GL? ARQF
FK QEFP @LKQBUQ JB>KP QE>Q >Il QEBPB ?RIIBQ MLF
2B CLOJ>QQBA FABKQF@>IIV QEB P>JB CLKQ PFWB IF|
>KA FKABKQ>QFLK %>@E DOLRM LC ?RIIBQ MLFKQBA F(
2B QEB P>JB AFPQ>K@B COLJ QEB QBUQ >2E8B >KA ?B
?RIIBQ MLFKQP QEBJPBISBP PELRIA ?B BU>@QIV QEB P:
>KA PFWB 2BMBQFQFLK >IPL >MMIFBP QL PQVIBP IFH
10 ! !l QFQIBP >OB @BKQBOBA !ll M>DB KRJ?BOP >OB F
RMMBO OFDEQ E>KAE@RRHKBORO I>PQ K>JB >KA > PFKD


https://open.library.okstate.edu/app/uploads/sites/26/2019/07/USAToday.jpg
https://open.library.okstate.edu/app/uploads/sites/26/2019/07/USAToday.jpg
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2>KH @E>0>@QBO PM>@B 4EB P>JB QVMBC>@B
QEOLRDELRQ QEB!IMM¥BODO>MEP E>SB BU>@QIV LKI
BIJMQV IFKB PM>@B ?BQTBBK QEBJ KA PL LK

2BMBQFQFLK JB>KP QE>Q BSBOV IFKB @I>PPFCFBA >|
PELRIA ILLH IFHB > EB>AIFKB >KA EB>AIFKBP CLOJ>Q
ILLH >IFHB @>K ?B FABKQFCFBA >P E>SFKD > PFJFI>O
FK QEB QBUQ 4EB P>JB MOFK@FMIB >MMIFBP QL ?LAV
PELRIA KLQ @E>KDB TFQELRQ > OB>PLK ,FKBP ILDLP >}
DO>MEF@ SFPR>| BIBJBKQP PELRIA ?B CLOJ>QQBA @L
4EFP OBMBQFQFLK MOLSFABP > PBKPB LC LOABO >K/
QE>Q J>HBP QEB AL@RJBKQ JLOB OB>A>?IB >KA MOLC
ILLHFKD

3FK@B J>K>DFKD QEB CLOJ>QQFKD LC JRIQFMIB BIBJ
E>KA @>K ?BCARERIQ J>KV PLCQT>OB MOLDO>JP MOL
QBJIMI>QBPCOB>AV J>AB I>VLRQP FKQL TEF@E VLR @>
VLRO QBUQ >KA MELQLP >KA QEBOB?V MOLAR@B >
AL@RJIBKQP TFQE > @LKPFPQBKQ ILLH >KA CBBI -F
7 LOA CLO BU>JMIB >IPL >IILTP VLR QL PBQ 3QVIBP QE:
HBBM CLOJ>QQFKD @ELF@BP IFHB PFWB CLKQ >KA
FQ>IF@ BQ@ QEB P>JB CLO ?IL@HP LC QBUQ TFQE
CRK@QFLKP ?LAV QBUQ EB>AIFKBP ?RIIBQ |
PR?EB>AFKDBJMI>QBP CLO KBTPIBQQBOP O\PRJIP >
OLTBOOLFKQ MOBPBKQ>QFLKP BKPROB QE>Q ?>PF@ AB
IFHB CLKQ PFWB PQV>BRIPEWB >KA >IFDKJBKQ >OB
@LKPFPQBKQ COLJ M>DBBJMIMOBB MOLSFAB > NRF@H
B>PV T>V QL PLISB OBMBQFQFLK FPPRBIEBQBK@BQEB |
OBMBQFQFLK J>HBP FK BSBK QEB JLPQ ?>PF@ LC O\F
BU>JMIB

| FP CLO IFDKJBKQ 4EBOB PELRIA ?B > @IB>0
ABIF?BO>QB >00>KDBJBKQ LC FQBJP LK > M>DB

IIFDKJBKQ @>K OBCBO QL QBUQ >P FK QEB IBCQ >IFI
QBUQ OBNRFOBA FK -,! PQVIB "RQ FK AL@RJIBKQ ABP
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JB>KP JR@E JLOB FQ OBCBOP QL ELT QEB BKQFOB A
FP >00>KDBA -LPQ ABPFDKBOP >IFDK >l QEBFO @LKQ!
PLOQ LC > DOFA LO M>QQBOK @OB>QFKD > AFPQFK
>00>KDBJBKQ LC FQBJP LK > M>DB LO P@OBBK 4EBV R
LC TEFQB PM>@B QL @RPEFLK QEB FQBJP TEF@E J>H
@LKQO>PQ FQBJP MLM

Figure 17: Simple visual illustration of the alignment principle.

)K QEB CLIILTFKD P>3\IB 4C #LKQBKQP KLQ LKIV >0OB
QEB KRJ?BOP JFP>IFDKBA ?7RCGIQEB>®@HP IB>ABO
IFKBP TEF@QE ABQO>@QP COLJ QEBAI@BRPBKRYgIFPJ
MLPPF?IV RKABOJFKFKD QBB @OBABOFIFQV TFQE
OB>ABOP


https://open.library.okstate.edu/app/uploads/sites/26/2019/07/alignment.jpg
https://open.library.okstate.edu/app/uploads/sites/26/2019/07/alignment.jpg
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Figure 18: Bble of Contents with misaligned numbers.

0 FP CLO 00OLUFJFQV )QBJP QE>Q E>SB PFJFI>O
CRK@QFLKP LO MROMLPBP PELRIA ?B DOLRMBA
QLDBQEBO

7EBK TB TLOH TFQE MF@QROBP >KA ?IL@HP LC QBUQ
QEFP MI>@FKD ABPFDK LO QBUQ BIBJBKQP KBUQ QL B
@BOQ>FK T>VP EBIMP OB>ABOP QL PBB QEB OBI>QFL!
BIBJBKQP &LO BU>IMIB MELQLP >KA CFDROBP E>SB (
QE>Q BUMI>FK QEBFO @LKQBKQP .B>0?V FJ>DBP LCQ
QEB @LKQBKQ CLRKA FK ?LAV QBUQ (B>AIFKBP >OB MI>
2LAV QBUQ TELPB @LKQBKQ >KA CL@RP QEBV ABP@OF
CLOJ
0OLUFJFQV @>K ?B BPMB@F>IIV @OFQF@>l FK

KBTPIBQQBOP >KA ?0L@EROBP FK TEF@E @BOQ>F
M>KBIP JFDEQ ?B DOLRMBA QLDBQEBO RKABO > PR
)KAFSFAR>I M>DBP @>K ?B ABPFDKBA QDEIBCIB@Q
OBI>QFLKPEFM TFQE QEB LSBO>Il QEBJB LEIRR?GB@Q
BU>JMIB QEB QEBJBP MOLSFABA ?V ?ILDDFKD MI>QCL(
7 LOAOOBPP Q>HB @>0B LC QEFP CLO VLRcBSBOV M>D¥
> OB@LDKFW>?IB I>VLRQ >KA QELRDE FKAFSFAR>| M>DE
PIFDEQI\CEBRBKQ QEBV TFIl ?B OB@LDKFW>?IV OBI>QB


https://open.library.okstate.edu/app/uploads/sites/26/2019/07/MisalignedTOC.jpg
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2ILDB J>FK M>DEB?7 PFQBP TLOH QEB P=BALYLLH
@E>MQBOP

Figure 19: Example of confusinggimity.

4EB MOFK@FMIB LC MOLUFTE® GSBESQB PM>@B BNR:
>JLRKQP LC TEFQB PM>@B >KA BNR>| IFKB PM>@FKD
QE>Q FQBJP >0B OBI>QBA LO PELRIA ?B @LKPFABOBA >
TELIB

4EB OLTBOOLFKQ PIFAB >?LSB FP SBOV @LKCRPFKD 7
QEBOB QEQCBBOBKCO DOLRMFKDP RKABO LKB EB>AIFKI
TEV FP B>@E @LIRJK DOLRMBA RIGHEEKS PEKCMEF@
.LQB QEB QTL TE>IBP
IFPQBA FK QEB C>0 ?LQQLJ OFDEQ 4EBV >0OB >@QR>|
ALIMEFKP ?RQ QEBFO OBI>QFSBIV AFPQ>KQ MLPFQFL
COLJ QEB LQEBOP FK QEBFO DOLRM J>HBP FQ ILLH >P
KLQ 4EBOB >0B KL EB>AIFKBP LO I>?BIP EBOB QL EBIM |
QEBPB IFPQP >KA QEB ABPFDK PQO>QBDV FP KLQ ALFK
C>SLOP

OI>KKFKD >KA >AGRPQFKD ELT FQBJP >OB DOLRMBA L
EBIMP VLR ABPFDK VLRO QBUQ DO>MEF@P >KA FJ>D|
OB>ABOP @>K PBB OBI>QFLKPEFMP TEESQ B QLDBC


https://open.library.okstate.edu/app/uploads/sites/26/2019/07/dolphinstypes.jpg
https://open.library.okstate.edu/app/uploads/sites/26/2019/07/dolphinstypes.jpg
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AFCBOBKQ >KA TE>Q FP2BRIBEIEPEFMP ?BQTBBK FQBJF
PELRIA ?B @IB>0O

Figure 20: A colo® message or emotional connotation can vary
across cultues.

>?7? AB@A>-8 A051:/1 ;:?501> -@5:;:?

7EBK @OB>QFKD DO>MEF@P FQ FP SBOV FIMLOQ>KQ
>RAFBK@B FK JFKA 4EFP OBI>QBP KLQ GRPQ QL QEB ¢
PE>OB ?RQ >IPL ELT QE>Q @LKQBKQ >MMB>0OP LK QEE
VLR >T>OB CLO FKPQ>K@B QE>Q QEB PEHBOBKDO E>I
JB>KFKDP >@OLPP S>OFLRP @MBQRORM 4#Q QEB
DO>MEF@ ?BILT >KA KLQF@B ELT QEB @LILO OBA
PLIBQEFKD SBOB®@BKQ >@O0LPP @RIQROB

3FJFI>0 ABODBK@BP BUFPQ >@OLPP @RIQROBP TI
@LILOP >P TBIl PL ?B >T>OB QE>Q QEB @ELF@BP VLR


https://open.library.okstate.edu/app/uploads/sites/26/2019/07/cultureconsiderations.jpg
https://open.library.okstate.edu/app/uploads/sites/26/2019/07/cultureconsiderations.jpg
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@LILOP CLO VLRO DO>MEF@P J>V @LJIRKF@>QB FAB:
KLQ >@QR>IIV FKQBKA

AB@EKF@>I TOFQBOP KBBA QL ?B >T>0B LC C(
AFRCBOBK@BP FK ?BE>SFLOP KLOJP ?BIFBCP >KA
I@@LOAFKD QL %ATEOAKA -FIAOBA 2BBA (>l FK
Understanding Cultural DiffeancesB>@E @RIQROB LMBO>QB
>@@LOAFKD QL FQP LTK ORIBP (MM-KA (>N
>AA QE>Q MOL?IBJP L@Q@RO TEBK JBJ?BOP LC LKB @
>MMIV QEB ORIBP QL >KLQEBO @RIQROB L MM
@LJIRKF@>Q@B@EQFSBIV TFQE LQEBO @RIQROBP QEB
TOFQBO KBBAP QL KLQ LKIV ?B >T>0B LC BUMIF@FQ
ORIBP DLSBOKFKD ?BE>SFLOP QE>Q @>K ?B L?PBOSBA
QEB KLQ PL L?SFLRP Q>@FQ LO RKPQ>QBA ORIBP A4E|
ORIBP LC > @RIQROB AO>J>QF@>IIV FIM>@Q QEB >@
FAB>P MI>KP >KA PQO>QBDFBP 4EB #RIEERO>| )@B?B
FIIRPQO>QBP M>QQBOKP LC TLOIA @LJIRKF@>QFLK
FKAF@>QLOP LC )KPQFQRQFLK>| #RIQROB QEB L?SFL
LC > @RIQROB TEF@E @>K ?B @IB>0OIlV PBBK >P QEB
F@BEBOKA OBLMIB #RIQROB QEB KLOJP 7?BIFBCP >KA S
LC > @RIQROB TEF@E @>KKLQ ?B PBBK >KA TEF@E J>\
?>00FBOP QL PR@Q@BPPCRI @LJIRKF@>QFLK 3BB #E
>RAFBK@B CLO JLOB FKCLOJ>QFLK LK ELT QL OBSF
AFRCBOFKD @RIQRO>I BUMB@Q>QFLKP FK JFKA
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Figure 21: The Cultural Icebgrand patterns of world
communication.

005@5;:-8 :/A91:@ 1753: &17:A>/17

5@5:3 9-317

] OROARB /7, EQQMP LTI MROARB BAR LTI
OBPB>0O@E=>KA=@FQ>QFLK JI>=PQVIB
JI>=CLOJ>QQFKD=>KA=PQVIB=DRFAB



https://open.library.okstate.edu/app/uploads/sites/26/2019/07/iceberg.jpg
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JI>=TLOHP=@FQBA=LOEBO=@LJIJLK=PLRO@BP E

] %>PV'FEQQM TTHE>PV?F? @LJ JI> CLOJ>Q
AFDFQ>| FJ>DB @FQ>QFLK

'+ >0

] EQOMP TWM@TLOIA @LJ >OQF@IB
TLOA P PB@OBQ ABPFDK PFWWIB IB>OK QEB ?RI
QLLIP CPBOQABCHFKD AL@RJIBKQP EQJI
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4EFP @E>MQBO FKQOLAR@BP QEB ?>PF@P LC BJ>FI
BQFNRBQQB >IPL MOLSFAFKD FKCLOJ>QFLK LK JB.
QBUQFKDOBORPRDDBPQFLKP >?LRQ TEBK >KA TEBK KL
RPB BJ>FI FK ?RPFKBPP @LJJRKF@>QFLK )Q ABQ>FIP
@LKSBKQFLKP LC PQOR@QROB QEB EB>ABO >AAOBPI
DOBBQFKD JBPP>DBKAARLPFKD )Q DFSBP >K LSBOSFI
LC .BQFNRBQQB QEB BUMB@Q>QFLKP LC LKIFKB BQF!
E>P >MMIF@>QFLK CLO LQEBO DBKOBP LC LKIFKB @LJ
>P TBIl 4EB @E>MQBO @LK@IRABP TFQE > ?RIIBQBA
Q>HB>T>VP >KA QFMP CLIILTBA ?V >AAFQFLK>I QB>@}
IB>OKFKD OBPLRO@BP

6.1 Emaill Introduction

%IB@QOLKF@ J>FI LO BJ>FI FP >JLKD QEB JLPQ SB
DBKOBP LC ?RPFKBPP JOMPFRPBA QL @LJIJRKF@>QB
FPPRBP O>KDFKD COLJ PBOFLRP QL QOFSF>I >KA FC
IBSBI S>OFBP DOB>QIV ?>PBA LK @LKQBUQ >KA O
PFQR>QFLK )Q J>V ?B RPBA IFHB QBUQ LO PVK@EOL
>KA OB@FMFBKQP LCQBK @ELLPB QL >@@BPP BJ>FI .
> @BIl MELKB 7EBK @LJMLPFKD >K BJ>FI > PBKABO J
>@@LRKQ CLO QEB QFJB @LKPQO>FKQP OB>ABOP J>\
EFDE BJ>FI SLIRJB 2B@FMFBKQP LK QEB LQEBO E>KA
MI>K QL >KPTBO > ?RPFKBPP BJ>FI TFQEFK ELROP |
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DBKBO>I QFJB CO>JB QE>Q QEBV TLRIA OBPMLKA QL
3QOLKD PR?GB@Q IFKBP @IB>0 CLOJ>QQFKD >KA @LI
>OB >l @E>0>@QBOFPQF@P LC > TBIl TOFQQBK BJ>FI
>IPL MOBPBKQ BQEF@> @E>IIBKDBP >P QEB CLOT>
@>07?LK @LMV CRK@QFLKP BK>?IB @LJIRKF@>QFLKP C
TFQE >AAFQFLK>| OB@FMFBKQP

%J>FI QBUQFKD >KA JF@OL?ILDP >OB >Il TLOHMI>@
QE>Q >0OB RPBA ?LQE FKQBOK>IIV 0%BO QRE>FV
DBKOBP LC ?RPFKBPP TOFQFKD TBOB CBOBIG)B>QRAAF(
?2>PBA LK CRK@QFLK E>OA @LMV IBQQBOP TBOB PBKG
@LIM>KW¥KA JBILP TBOB AFOB@QBA QL QELPB FKPFA
@LIM>KMEFP AFPQFK@QFLK PQFII BUFPQP FK PLJB -
@LKQBUQP ?RQ BJ>MHEYFOBEI>@BA E>0A @LMV IBQQ
FK BUQBOK>| >KA FKQBOK>| @LOOBPMLKABK@B %J>FI
RPBCRI CLO JBPP>DBP QE>Q E>SB JLOB @LKQBKQ Q!
JBPP>DB ?RQ @LK@FPBKBPP OBJ>FKP LKB LC FQP J>GL
| @IB>0O PQOR@QROB TFQE > DOBBQFKD>KIBPP>DB
@ILPFKD FP >IPL BUMB@QBA LC QEFP DBKOB

->KV ?RPFKBPPBP RPB >RQLJ>QBA BJ>FIP QL >@HKLT
@LIIRKF@>QFLKP COLJ QEB MR?IF@ LO QL OBJFKA >
QE>Q MBOFLAF@ OBMLOQP LO M>VJIBKQP >OB ARB 4EI
FP >IPL @LJILK FK QEFP @>PB > OB@FMFBKQ @ELL
> JBKR LC PBKQBK@BP QL J>HB QEB TLOAFKD PRFQ>’
PMB@FCF@ QO>KP>@QFLK %J>FI J>V ?B FKCLOJ>| F¥
@LKQBUQP ?RQ ?RPFKBPP @LJIRKF@>QFLK OBNRFOB
ABQ>FI >T>0BKBPP QE>Q >K BJ>FI OBCIB@QP ?LQE VLF
@LIM>KW¥KA > MOLCBPPFLK>I QLKB !lQELRDE BJ>FI J:
E>SB >K FKCLOJ>I CBBI OBJBJ?BO QE>Q FQ KBBAP QL
MOLCBPPFLK>IFPJ >KA OBPMB@Q .BSBO TOFQB LO PBk
QE>Q VLR TLRIA KLQ T>KQ QL PE>QB MRUCEKO LC
VLRO @LIM>KV MOBPFABKQ
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%J>FI FP > DLLA T>V QL @LJIJRKF@>QB TEBK

]

9LR KBBA QL @LKQ>@Q > MBORLR@RLFOIAFC
OB>@E SF> QBIBMELKB ALBP KLQ @LJB QL @>JI
OBDRI>QW FP IL@>QBA FK >KLQEBO M>0Q LC Qt
@LRKQOV LO TLOIA CLO FKPQ>K@B PLJBLKB Tl
IFSBP FK >CBRABKQ QFJB WLKB

4EB FKCLOJ>QFLK VLR T>KQ QL PE>0OB FP KLQ Q
PBKPFQFSB %J>FI FP FKPQ>KQ>KBLRP ?RQ FQ
DR>0>KQBB >K FKPQ>KQ>KBLRP OBPMLKPB &L(
MBLMIB HBBMFKD RM TFQE QEBFO BJ>FI
@LOOBPMLKABK@B FP > M>0Q LC QEBFO GL? >
LKIV AL FQ AROFKD OBDRI>0 ?RPFKBPP ELROP !
OB>ABOP E>SB MOLJFPBA LQEBOTFPB >PPRJB ¢
J>V Q>HB > CBT A>VP CLO QEBJ QL OBPMLKA

9LR KBBA QL PBKA PLJBLKB >K BIB@QOLKF@ CF
PR@E >P > AL@QRJBKQ CLO > @LROPB > PMOB>/
CRII LC A>Q> LO > OLRDE AO>CQ LC VLRO M>MB

9LR KBBA QL AFPQOF?RQB FKCLOJ>QFLK NRF@!
J>KV MBLMIB CLO BU>JMIB > JBJL QE>Q KBBAP (

2B PBKQ QL QEB BEREBRQSC

9LR KBBA > OB@LOA LC QEB @LJIRKF@>QFLK
3>SFKD FIMLOQ>KQ BJ>FIP @>K ?B EBIMCRI FC \
KBBA QL OB@>Il TE>Q PLIBLKB P>FA FK >K B>OIF
JBPP>DB MOLSFAB MOLLC CLO BU>JMIB >P OB
CLO > PBOSF@B LO MOLAR@Q LO OBSFBT QEB
LC >K FIMLOQ>KQ JBBQFKD LO AB>AIFKB

9LR >OB RK>?IB QL >PH > AFOB@Q NRBPQFLK LC
> OBNRBPQ FK MBOPLK )K QEFP @>PB CO>JB VI
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NRBPQFLK OBNRBPBEKEDBIYOBCRI QL >SLFA
> ABJ>KAFKD QLKB LO QEB RKABOIVFKD >PPRJIM
QE>Q VLRO OBNRBPQ TFIl 2B DO>KQBA

%J>F| FP KLQ &8BFSB JB>KP LC @LJIRKF@>QFLK TEB

] 9LRO JBPP>DB FP ILKD FB @LRIA KLQ ?B OB>A |
JFKRQBP LO IBPP @LJIJMIF@>QBA LO OBNRFOI
>AAFQFLK>I C>@B QL C>@B AFP@RPPFLK &LOE
FC VLR T>KQ CBBA?>@H COLJ VLRQOGRMBOSFPL
VLR >0OB >PHFKD VLRO MOLCBPPLO > NRBPQFLK
OBNRFOBP JLOB QE>K > VBP ¥LRRELRM&
P@EBARIB > JBBQFKD FKPQB>A

] )KCLOJ>QFLK FP EFDEIV @LKCFABKQF>I %J>FIF
9%6%2 MOFS>QB +BBM FK JFKA QE>Q VLRO
JBPP>DB @LRIA ?B CLOT>OABA QL LQEBO MBLM
TFQELRQ VLRO HKLTIBADB ! 2>@HRM @LMV LC
BJ>FI FP >IT>VP PQLOBA LK > PBOSBO TEBOB FQ
2B OBQOFBSBA BSBK TEBK VLR E>SB ABIBQBA C
JBPP>DB >KA QEFKH FQ FP DLKB CLOBSBO

] 4EB QLKB LC QEB JBPP>DB @LRIA ?B JFP@LKPQ!
)C VLR TLRIA EBPFQ>QB QL P>V PLIBQEFKD QL
PLIBLKBYC>@B AL KLQ TOFQB FQ FK >K BJ>FI

] 4EB FKCLOJ>QFLK FQPBIC FP BILRBEK>IIV @E>0
&LO BU>JMIB FC VLR JRPQ @LJIRKF@>QB ?>A
KBTP QL PLIJBLKB FQ FP ?BQQBO QL ABIFSBO FC
MBOPLK

9-58 '@>A/@A>1

0OLCBPPFLK>l @LJJRKF@>QFLK OBNRFOBP @>OBCRI
QEB PMB@FCF@ TOFQFKD @LKQBUQ )K >AAFQFLK Q
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>KA @LKQBKQ QEB PQOR@QROB LC > BJ>FI PELRIA >
> TOF@BAKABOPQ>KAFKD LC >RAFBK@B >KA MROMLPE
@O>CQBA BJ>FI EBIMP QL BPQ>?IFPE @OBAF?FIFQV TFQ
?V PELTFKD >T>OBKBPP LC QEFDREBBQFLKP LO FQP
PQ>KA>OA JLSBP >KA BUMB@Q>QFLKP 4EB MOFK@FMIE
EBOB >MMIV QL QEB BAR@>QFLK>l @LKQBUQ >P TBII >
TOFQFKD PL ?B PROB QL RPB QEBJ TEBK @LJJRKF@>Q
VLRO FKPQOR@QLOP >KA @I>PPOLLJ MBBOP &LRO E
PQOR@QROB PELRIA ?B @LKPFABOBA TEBK @LJMLPFK
QEB EB>ABO >AAOBPP FKCLOJ>QFLK DOBBQFKD JBPF
>KA @ILPFKD

1-01> 00>17?7? :2;>9-@5;:

IP RPBA EBO®Rader/addess informationOBCBOP QL QEB
PR?GB@Q IFKB >KA QEB OB@IEMEBKBRAFKBE@® 4>HB
PROB VLR FK@IRAB 2PB>0C-KA PMB@FCF@ PR?GB@(
4EFP EBIMP OB@FMFBKQP QL NRF@HIV DO>PM QEB I
JBPP>DB %J>FI PR?GB@Q IFKBP >0OB IFHB KBTPM>MBO |
4EBV PELRIA @LKSBV QEB J>FK MLFKQ LC VLRO BJ>FI
FAB> QE>Q VLR T>KQ OB>ABOP QL Q>HB >T>V COLJ FQ
>|PL HBBM QEB BJ>FI COLJ ?BFKD AFSBOQBA QL > GR
CLIAB®L ?B >P PMB@FCF@ >P MLPPF?IB /KB TLOA PR
PR@E HPR Question,LOFYI >0OB KLQ FKCLOJ>QFSB >KA J>V
RKABO@RQ QEB IBPPMIBgQ>K@B /SBOIV ILKD LO
0>J?IFKD PR?GB@QP J>V OBPRIQ FK > PFJFI>O MOL?IBJ
@LKPFABO RPFKD > PR?GB@QoneKidFRiposal
AttachedLOYour English 10 Question)C QEB JBPP>DB FP
QFJB PBKPFQFSB FQ J>V ?B EBIMCRI QL FK@IRAB > A>Q
LK 4EROP $B@ !'IPL HBBM FK JFKA GRPQ #P >K BJ>l
PR?GB@Q IFKB @>K @LJIRKF@>QB BFQEBO MOLCBPP
I>@H LC FQ PL >IPL ALBP VLRO LTK BJ>FI >AAOBPP #L}
QTL ?0FBC BU>JMBR2HGLEKPLK V>ELL @A
?EDA>AAV  DJ>FI @LJ4EB CLOJBO >AAOBPP FP @IB>Ol
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JLOB MOLCBPPFLK> FK@IRAFKP GEBEPBKAER>PV
OB@>Il )K @LKQO>PQ QEB I>QQBO I>@HP MOLCBPPFLE
>@OLPP >P LSBOIV @>PR>| >KA FKCLOJ>|

4EB BJ>FRy OB@FMFBKQ IFKBP PELRIA ?B DFSBK @
QELRDEQ >P TBIl )K DBKBO>I @LMVFKD FKAFSFAR>I]
BJ>FI FP > DLLA T>V QL ABIFSBO VLRO JBPP>
PFJRIQ>KBLRPIV QL PBSBO>| MBLMIB )K MOLCBPPFLK>|
@LMVFKD PLJBLKB BIPB LK >K BJ>FI @>K EBIM DBQ (
ALKB BPMB@F>IIV FC QEB MBOPLK OB@BFSFKD QEB
PRMBOSFPLOV OLIB &LO BU>JMIB @LMVFKD VLRO ?LI
BJ>FI QL > KLKOBPMLKPFSB @L TLOHBO JFDEQ MOLJMC
TLOHBO QL OBPMLKA "B >T>OB GEFBSBEBK VLR
PBKA > JBPP>DB QL JLOB QE>K LKB >AAOBPP RPFKD (
LO @>0?LK @LMV CFBIA ?LQE QEB LOFDFK>| OB@FM
QEB OB@FMFBKQP LC QEB @>07?LK @LMV @>K PBB :
>AAOBPPBP FH.QER\#@ CFBIAP %>@E MBOPLK OB@BF
QEB JBPP>DB TFIl ?B >?IB QL PBB QEB >AAOBPPBP LC B
BIPB !IPL TEFIB @>0?LK @LMVFKD PRMBOSFPLOP LK >
J>V MOLIMQ FJJBAF>QB >@QFLK COLJ QEB LOFDFK>| O
QEFP LMQFLK J>V O>FPB FIMLOQ>KQ BQEF@>| >KA LC
@LKPFABO>QFLKP )C FKGRAF@FLRPIV RPBA FQ J>\
>MMB>0>K@B LC J>KFMRI>QFKD OB@FMFBKQ P

"IFKA @>0?LK @LMVFKD "@@ FKD BJ>FIP QL > DOL
MBLMIB @>K ?B RPBCRI TEBK VLR AL KLQ T>KQ BSBOVLK
IFPQ QL PBB B>@F BOEBOAAOBPPBP 4EB LKIV >AAOBP
QE>Q TFIl ?B SFPF?IB QL >Il OB@FMFBKQP AP QEB LKB
CFBIA )C VLR MOBCBO KLQ QL PELT >KV LC QEB IFPC
>AAOBPPBP VLR @>K MRQ VLRO LTK >AAGBBPAFK QER
>KARPB"@@ CLO OB@FMFBKQPg >AAOBPPBP

">PBA LK MOBSFLRP AFP@RPPFLK VLR J>V ?B TLKAE
d)K TE>Q PFQR>QFLKP TLRIA QEB #@ >KA "@@ CRK@
EBIMCRI >KA >MMOLMOF>QB QL RPBe P > PQRABKI
MOLCBPPFLK>l VLR TFIl TLOH @LII>?LO>QFSBIV >Q



Technical and Professional Writing Genres 153

MLFKQcCLO BU>JMIB LK > @I>PP MOLGB@Qc>KA KBBA ¢
NRBPQFLK LC > PRMBOSFPLOMBMAMIBPOLQEB OBNRBP
LC DOLRM JBJ?B@R BLRIA LC @LROPB E>SB QEB LMQFLK
BJ>FI QEB FKNRFOV AFQB@®BKAFKD QEB OBPMLKPB \
OB@BFSB QL VLRO DOLRWI(IRT#SBEY >IPL @ELLPB QL
FK@IRAB @I>PPJ>QBP FK QEB #@ IFKB LC QEB LOFDF

QL HBBM QEBJ FK QEB ILLM >KA @LKCFOJ QE>Q VLI
CLILTBA QEOLRDE LK QEBFO OBNRBPQ QL MOLS
MOLCBPPLO TFQE QEB LMQFLK LC EFQQFKD 2BMIV !l F
FKCLOJ QEB DOLRM AR@GB@QIMOB@IRAB QEB KBBA CLO
PBM>0>QB BJ>FI FC TEBK QEB MOLCBPPLO OBPMLKAP C
>P > TELIB )C VLR AL FK@IRAB LQEBOP FK QEB #@ EL
VLR TFIl J>V T>KQ QL AO>T >QQBKQFLK QL QE>Q C>@!
BJ>FI PL QE>Q QEB OBPMLKABKQ ALBP KLQ LSBOILLH Q
@LMFBA FKAFSFAR>IP ARB QL EFDE BJ>FI SLIRJB

4EB MOBSFLRP FKCLOJ>QFLK DFSBP > PBKPB LC G
RPBCRI @>07LK @LMVFKD @>K 2BBEQ>J3B>Ke LC
@RQQFKD LRQ >K BUQO> PQBM FK QEB @LJIRKF@>C
TEFIB HBBMFKD LQEBOP FKCLOJBRE@ TB%EBA>V ?B
QOF@HFBO QL ABQBOJFKB TEBK QL RPB ARB QL QEB"
LC FQP @LJIRKF@>QFLK 'P KLQBA FQ J>V ?B > DLLA L
FC VLR TFPE QL ABIFSBO FKCLOJ>QFLK QL >AAFQFLK>I
TEFIB L?P@ROFKD QEBFO BJ>FI >AAOBPPBP O0BOE>MP \
L?Q>FK MBOJFPPFLK QL PE>OB QEBFO BJ>FI FKCLOJ>
LQEBOP ?RQ VLREBABACQL PBKA QEBJ QEB FKCLOJ>Q
>P TBIl )K PR@E >K FKPQ>K@B QEB "@@ TFII BK>?IB
?B OBPMB@QCRI LC QEBFEFMOFEHANKD PBKAFKD >
PBM>0O>QB BJ>FI

)K LQEBO FKPQ>K@BP VLR J>V ?B @>IIBA RMLK QL .
JLOB AEE@RIQ AB@FPFLK CLO BU>JMIB TEBK TLOHFK
> @E>IIBKDFKD @L TOBEB&eMP QEFP @L TLOHBO E>P
EFPQLOV LC RKTFPB AB@FPFLK J>HFKD IFHB SFLI>QFKI
MLIF@V LO KLQ CLIILTFKD QEOLRDE LK OBNRFOBA MOL
VLRO PRMBOSFPLOP >0B >T>0B LC QEB PFQR>QFLK Q
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QE>Q VLR HBBM QEBJ RMA>QBA LK ABSBILMJBKQP >P
LC AL@RJIBKQ>QFLK P M>0Q LC VLRO GL? VLR JFDE
QL OBJFKA QEB FKAFSFAR>! LC > @LIM>KV MOL@BARC
KLQ ?BBK CLILTBAR® PRMBOSFPLO J>V T>KQ QL HKL'
QE>Q QEB FKAFSFAR>| E>P ?BBK FKCLOJBAKAC QEB M
VLR J>V PFJRIQ>KBLRPIV TFPE QL >SLFA C>IILRQ TFQE
TLOHBO TEL @LRIA JFPRKABOPQ>KA QEB PRMBOSFPLC
CLO FKCLOJ>QFLK )K@IRAFKD VLRO PRMBOSFPLOP F
TLRIA ?B LKB T>V QL J>HB QEBJ >T>OB LC QEB PQBMP
E>SB Q>HBK QL >AAOBPP > PFQR>QFLK LO CRICFII QEB A
GL? MLPFQFLK

7EBK AO>CQFKD > JBPP>DB TFQE PBKPFQFSB @LKC
JFDEQ @LKPFABO T>FQFKD QL BKQBO OB@FMFBKQPg E
QL BKPROB QE>Q QEB BJ>FI FP KLQ PBKQ RKQFI >CQl
BAFQBA QEB AL@RJBKQ >CQBO >Il PBKA FP LKIV LKB @
4EB P>JB ELIAP QORB CLO QEB #@ >KA"@@ IFKBP TEF(
>KLQEBO FIMLOQ>KQ @LKPFABO>QFLK 4EB FKPQ>KQ>
LC BJ>FI @LIJRKF@>QFLK @>K ?B ?LQE ?IBPPFKD >KA
L TOFQBO T>KQP QL PBKA >K BJ>FI FK>KB8BIEIBKQIV
J>KV PBKABOP J>HB QEB JFPQ>HB LC BJ>FIFKD > NRF@
TEBK PQOLKD BJLQFLKP E>SB QEB RMMBO E>KA %P
TEBK >K FKAFSFAR>| FP LK QEB OB@BFSFKD BKA LC -
BJ>FI >KDBO J>V PBBJ IFHB QEB >MMOLMOF>QB OB
(LTBSBOPR@E > PQBM FP RKMOLCBPPFLK>| >KA J>V
PBOFLRP O>JFCF@S(JFA KP-JB T>OP 7EBK QBJMQBA QL
PBKA >K BJLQFLK>I OBPMLKPB >IT>VP T>FQ FKPQB>A ¢
ELIAFKD C®RKQFI QEB JBPP>DB @>K ?B MEO>PBA FK >
L?GB@QFSB MOLCBPPFLK>| J>KKBO

>11@5:3

7EBK CFOPQ FKFQF>QFKD @LKQ>@Q ?V BJ>FI LMBI
>MMOLMOF>QB DOBBQFKD LG HEARRFRINFKPO>0QFKD
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TFQE QEB JBPP>DB ?LAV >KA ?B PROB QL FK@IRAB >
PFDK>QROB 0OLMBO DOBBQFKDP >KA @ILPFKDP A
OBPMB@Q >IPL EBIMFKD QL >SLFA JFU RMP FK @>PB :
FP PBKQ QL QEB TOLKD OB@FMFBKQ &LO BU>JMIB \
@LKPFABO RPFKD > DOBBE&FKEISIFKELOJ>l CLO
PLIBLKB BUQBOK>I QL QEB @LENBéfy [EBCLOJ>|
CLO PLJBLKB VLR HKLT TBIl 5KIBPP PLJBLKB E>P
BUMOBPPBA >K FKAFSFAR>I MOBCBOBK@B KBSBO RPB
>P VLR @>KKLQ >PPRJB > TLJ>K FP J>OOFBA

)C QEB DBKABO LC > MBOPLK FP KLQ BSFABKQ RPB
K>JB IFHB QEFP $B>O 3>J *LKBP )C VLR AL KLQ HKLT ¢
MBOPLK TBIl FQ J>V ?B @LKCRPFKD QL FABKQFCV >K >|
DOBBQFKD 7E>Q AL ) @3IMODL@BPPLO LO @ILPFKD
&OLJ 3FK@BOBIV 7EBK FK ALR?Q >AAOBPP OB@FI
JLOB CLOJ>IIV QL >SLEBKBEKD QEBJ 3LJB @LJILK
T>VP QL >AAOBPP OB>ABOP >OB $B>0 00LCBPPLO 3JF
P -@->ELK LO (F ->OV *>KB )C > MBPRCKIB FP
KLQ >S>FI>?IB LO FC QEB BJ>FI >AAOBPPBP > AFSBOF
QOV PLIBQEFKD ?LQE DBKBOF@ L>KELWIHEQE\4
@LK@BOK $B>0 JBJ?BOP LC QEB PBIB@QFLK @LJJF
(BIIL BSBOVLKB

1177-31 ;0E

7EBK TOFQFKD >K BJ>FI EBOB >0OB PLJB QFMP QL BKPI
QEB JBPP>DB FP @IB>0 >KA >@@BPPF?IB )K DBKBO>| >
>l @>MP PFK@B FQ J>V E>SB QEB >MMB>0>K@B LC
%JLGFP QELRDE EBIMCRI FK FKCLOJ>I @LJIJRKF@>QF
QBUQFKD TFQE COFBKAP J>V >IPL ?B MBO@BF
RKMOLCBPPFLK>l FK ?RPFKBPP @LKQBUQP 5PB

RKABOIFKFKD >KA FQ>IF@P >P KBBABA QL?RQ@OB>PB
?B @>OBCRI KLQ QL LSBOIL>A OB>ABOP TFQE QLL JR@
"RIIBQ MLFKQP J>V 7B EBIMCRI CLO PE>OFKD IFPQBA FK(
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TEFIB FK@IRABA IFKHP J>V MBOJFQ OB@FMFBKQP ¢
FKCLOJ>QFLK NRB@R?PNB @EB@H QEBPB IFKHP 7?BCL(
PBKAFKD ELTBSBBKPROB QE>Q QEBV TLOH

3Q>0QB VLRO MROMLPB CLO TOFQFKD AFOB@QIV >(
?BDFKKFKD QL MOLSFAB > @LKQBUQ CLO VLRO
2BCBOBK@B >KV FK@IRABA >QQ>@EJBKQP RM COLKC
QE>Q OB>ABOP >0B >T>0OB LC QEB >AAFQFLK>l @LKC
MROMLPB FK VLRO BJ>FI PQ>QB QEB K>JB LC QEB CF
TFQE QEB QVMB LC AL@RJBKQ >KA MOLDO>J KBBABA Q
CLO BU>JMIB d0IB>PB PBB QEB *Q@>AEHRIBKQ LC
JV BPP>The Many Facets of Richéill.e )K QEB @>PB LC
>K FK@IRABA NRBPQFLK @RQ >KA M>PQB >KV OBIBS>
BU>JMIB @LJMRQBO BOOLO JBPP>DBP >PPFDKJBKQ I
PBDJBKQP LC > MOBSFLRP JBPP>DB BQ@ FKQL QEB
QE>Q QEB OB>ABO E>P > CO>JB LC OBCBOBK@B COL
>KPTB@EBK OBMIVFKD QL PLIJBLREBBHFBG-Q J>V 7B
EBIMCRI QL BFQEBO FK@IRAB LO OBPQEPPXIHB PBKAI
#LKSBOPBRC VLR >0OB BJ>FIFKD ?>@H >KA CLOQE TFQ
P>JB MBOPLK VLR JFDEQ ABIBQB QEB MOBSFLRP JBPI
>SLFA @IRQQBO >KA J>HB @LJIRKF@>QFLK JLOB AFOB(

5PB M>0O>DO>MEP QL PBM>0>QB QELRDEQP LO @LKP
PBM>0>QB BJ>FIP FC VLR E>SB J>KV RKOBI>QBA ML
NRBPQFLKP >KA PQ>QB QEB ABPFOBA LRQ@LJB >Q QEI
JBPP>DB 7EBK OBNRBPQFKD > OBPMLKPB IBQ QEB OB:>
TE>Q QVMB LC OBPMLKPB VLR OBNRFOB CLO BU>JMIB
OBMIWILPPF?IB JBBQFKD QFJBP > OB@LJJIBKA>QFLK I
BQ@ )C VLR OBNRBPQ PLIBQEFKD QE>Q E>P > ARB A>
QL MI>@B QEB ARB A>QB FK > MOLJFKBKQ MLPFQFLK FK
%KAFKD VLRO BJ>FI TFQE QEB KBUQ PQBM J>V ?B EBI
TLOH PBQQFKDP CLO BU>JMIB VLR JFDEQ TOFQB d) TFI
QEFP BJ>FI RM TFQE > MELKB @>11 QEFPFF BBP@RPH,BQg
QEFP CROQEBOBAXBER>N JBBQFKDe
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8:75:3

IK BJ>FI®P @ILPFKD FP BUQOBJBIV FIMLOQ>KQ ?B@:>
FABKQFCFBP QEB PBKABO >KA MOLSFABP @LKQ>@Q
HT>VP FK@IRAB VLRO CRII K>JB >Q QEB BKA LC VLRO |
)K >K BAR@>QFLK>l @LKQBUQ HBBM FK JFKA QE>Q VLR
J>V ?B QB>@EFKD JRIQFMIB PQRABKQP TFQE QEB P>JB
JRIQFMIB PB@QFLKP LC J>KV PQRABKQP PL FK@IRAFKD
PB@QFLK KRJ?BO >ILKD TFQE CFOPQ >KA I>PQ K>JB F
FAB> 7EBK @ILPFKD BKA TFQE PLJBQEFKD ?0OFBC ?RQ !
4E>KH VLR "BPQ TFPEBP 3BB VLR QLOLZEDRIOAP
&LO > SBOV CLOJ>I JBPP>DB PR@E >P > GL? >MMIF@>(
QEB HFKA LC @ILPFKD QE>Q VLR JFDEQ PBB FK > ?RPFl
3FK@BOB 2BPMB@QCRIIV VLROP )C VLR AL KLQ HKLT
OB>ABO TBIl VLR JFDEQ >IPL @LKPFABO FK@IRAFKD \
>KA QEBBFW>QFLK VLR ?BILKD QL CLO BU>JMIB

->QV 7>QHFKP
3BKFLO 2BPB>O@E PPL@F>QB
LO
">FK >KA #LIM>KV
LO
*LPBME 3JFQE
5##( #1>PP LC

"1@5=Al@@1

.BQFNRBQQB OBCBOP QL BQFNRBQQB LK QEB KBQ LO
KLOJP CLO LKIFKB @LJJRKF@>QFLK 4EBPB DBKBO>I DR
SMMIV QL JLPQ CLOJP LC BIB@QOLKF@ @LJIRKF
FK@IRAFKD BJ>BIJ?V PBKA LO MLPQ JBPP>DBP @OB>
MBOPLK>I M>DBP >KA FKQBO>@Q SF> LKIFKB QB@EKI
KLOJ>I M>0Q LC LRO @>0BBOP ?RQ ELT TB @LKAR@Q
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TFIl IB>SB > I>PQFKD FJ>DB 4EB MELQLDO>ME VLR N
LK VLRO &>@B?LLH M>DBQ@B® CBBA J>V ?B PBBK ?V
> MLQBKQF>I BIMILWOBOK>PQV OBJ>OH FK > MLPQ J>\
@LJB ?>@H QL E>RKQ VIIFK@BMEB A>VP TEBK QEB
)KQBOKBQ T>P > KBT MEBKLEBIRKE63EB> >KA LQEBOP
E>SB PLRDEQ QL BPQ>?IFPE DOLRKA ORIBP IFHB QEB CL
LKIFKB @LKQBUQP

]
]
]
]
]
]
]
]

2BJBJ?BO QEB ERJ>K LK QEB LQEBO PFAB

->HB >K BTLOQ QDESB JFPQ>HBP

| SLFA >PPRIMQFLKP >?LRQ VLRO OB>ABOP

IPH CLO @I>OFCF@>QFLK >KA ABI>V GRADJBKQ
#LKPFABO MLPPF?IB @ RIBEBXGET

#EB@H VLRO QLKB ?BCLOB VLR MR?IFPE

4EFKH LC QEB QBUQ >P MBOJ>KBKQ

"B >T>0B QE>Q GLHBP >KA P>0@>PJ J>V 7B
JFPRKABOPQLLA

%PQ>?IFPE DOLRKA ORIBP TEBK TLOHFKD
@LII>?LO>QFSBIV

2BPMB@Q LOFDFK>| FAB>P ?V NRLQFKD @LOOB
>PHFKD MBOJFPPFLK

2BPB>0O@E VUIRKXEW>PRI@@BMQ>?IB 5PB
OLIF@QV

2BPMB@Q MBLWIIBG>@V

$L KLQ >?RPB VLRO MLTBO

+BBM CI>JB T>OP RKABO @LKQOLI

+KLT TEBOB VLR >0B FK @V?BOPM>@B
2BPMB@Q LQEBOPg QFJB >KA ?>KATFAQE
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] #OB>QB > MLPFQFSB LKIFKB FJ>DB
] 3E>0B BUMBOQ HKLTIBADB

">SPF@>INMLR PELRIA >AEBOB QL QEB P>JB MLIFQB PQ>k
LC ?BE>SFLO LKIFKB QE>Q VLR CLIILT FK OB>l IFCB 3R(
OBJFKA RP QE>Q QEB DLIABK ORIB QOB>Q LQEBOP >P
IFHB QL ?B QOB>QBA FP OBIBS>KQ FK >KV ERJ>K FK(
"B@>RPB ?>PF@ PL@F> @LKSBKQFLKP CLO TOF
OBPMLKAFKD QL BJ>FI >0B @LKQFKR>IIV FK
JFP@LJJRKF@>QFLK @>K B>PFIV L@@RO TEBK MBLNA
AFCBOBKQ BUMB@Q>QFLKP >?LRQ QEB @LJJRKF@>QFI
PBKA >KA OB@BFSB

( -71-C-E?-:0 (5<?

] %IB@QOLKF@ J>FI LO BJ>FI FP >JLKD QEB JLPC
SBOP>QFIB DBKOBP LC ?RPFKBPP TOFQFKD

] %J>FI E>P DRIV OBMI>@BA E>OA @LMV IBQQBOF
BUQBOK>| >KA FKQBOK>| @LOOBPMLKABK@B

] #LKQBUQ >KA QEB @LKSBKQFLKP LC DBKOB EBI
ABQBOJFKB TEBK TEBK KLQ QL RPB BJ>FI

] '@IB>0 PQOR@QROB EB>ABO >AAOBPP FKCLO.
DOBBQFKD 2KAN@ILPFKD FP BUMB@QBA

] .BQFNRBQQB J>QQBOPcOBJBJ?BO QEB DLIABK C
FK >l @LJJIRKF@>QFLKP

] UT>VP MOLLCOB>A CLO QLKB PMBIIFKD DO>JJ>!
>KA @LKQBKQ ?BCLOB EFQQFKD PBKA

] 7EBK MLPPF?IB OBPMLKA QL >K BJ>FI TFQEFK
ELROP ?RQ >@@LRKQ CLO MLPPF?IB ABI>VP FK
OBPMLKPB COLJ LQEBOP
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] "B>T>OB LC QEB RPBP >KA BQEF@P >PPL@F>QE
2BMIV !l >KA #>0?LK #LMV CRK@QFLKP

] ! SLFA RPFKD >Il @>MP RPB CLOJ>QQFKD IFHB
RKABOIFKFKD >KA ?LIAFKD QL J>HB OB>AFKD B>

] 4BPQ IFKHP ?BCLOB PBKAFKD QL BKPROB QEBV
MOLMBOIV

] &LIILT RM MLIFQBIV TEBK KB@BPP>0V QL BKPRC
QE>Q QEB FKCLOJ>QFLK T>P OB@BFSBA

] IT>VP OBJBJ?BO QE>Q BIB@QOLKF@
@LJIRKF@>QFLKP >OB KLQ MOFS>QB
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'-9<81 /@5B5@517?

5PB TE>Q VLR E>SB GRPQ IB>OKBA QL BUMI>FR TEV 3QR
BJ>FI QL 0OLCBPPLO *LKBP REBRQBIBCQE>K QEB BJ>FI
TOFQQBK ?V 3QRABKQ (LT ALBP QEB QLKB LC QEB JB
AFCBO 7E>Q J>HBP 3QRAREKIDFYILLH >KA PLRKA JLOB
>MMOLMOF>QB 7E>Q >OB QEB BIBJBKQP QE>Q @LK
@I>OFQV )C VLR TBOB 00OLCBPPLO *LKBP >KA VLR OB@}
BJ>FIP ELT TLRIA VLR OBPMLKA QL B>@E LKB

EBV
F KBBA EBIM LK JV M>MBO @>K F @LJBRE&B/(ROLIGDLT
QEU

17 4@ =;'BC23<B

(F $O *LKBP

)>JFK VLRO %.,, @I>PP LK 4EROPA>VP >KA)E>SB >
NRBPQFLK >?LRQ QEB M>MBO QERBFRARBKBURROB
QE>Q ) RKABOPQ>KA TE>Q FP JB>KQ ?V QEB CLIILTFKD PBKQE
QEB MOLIM@E®B > M>DB M-DRFKBGLO LO >D>FKPQ
OBNRFOFKD %., CLO >II 5.# COBPEJBK >KA MOLSFAB
>ABNR>QB PRMMLOQ CLO VLRO&)LFRKQQPTET TE>Q
VLR TLRIA @LKP&EARDatPRMMLOCRIA RPFKD PLRO@BP
?BLH #>K)@LJIB?V VLREF@B QLILOOLT >Q MJ QL
Q>IH QL VLR >?LRQ JV NRBPQFLK 0IB>PB IBQ JB HKLT FC QE>(
VLRO P@EBARIB )C KLQ ) @LRIA >IPL @LJB ?V LK &OFA>V >C(

4E>KH VLR
4FJ 3JFQE
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J7: 4@ =; 'BC23<B

3R?GB@Q QLJLOOLT
IP VLR HKLTQLJLOOLT >CQBOKLLK TBgll ?B JBBQFKD QL AFP@
QEB PQ>QRP LC >/l LC LRO @ROOBKQ MOLGB@QP $LKRQP TF
MOLSFABA "B PROB QL >OOFSB LK QFJB >KA ?0FKD >ILKD QEI
J>QBOF>IP VLR E>SB ?BBK TLOHFKD LK QEFP TBBHc?OFKD BK
@LMFBP CLO BSBOVLKB 3LJB LC QEBPB J>QBOF>| JFDEQ FK(
VLRO @>IBKA>OP OBMLOQP >KA >KV FIMLOQ>KQ BJ>FIP VLF
PBKQ !IPL ) T>KQBA QL OBJFKA VLR QE>Q VLRO M>OHFKD MB
OBNRBPQP >0B ARB I>QBO QEFP TBBH VLR PELRIA QROK QEL
-P *LKBP >KA FC PEB FP KLQ >Q EBO ABPH TERKRLR PQLM ?V
@>K BJ>FI QEBJ QL EBO

(BOB >OB QTL SBOPFLKP LC >K BJ>FI COLJ *»RBMBOSFP
$LB QL > DOLRM LC EBO BIMILVBBP 7EF@E SBOPFLK £
QEFKH FP JLEB@QFSB 7EV

*3@AT7=< =4 /<3 =3P;/T:

*3@A7=< =4 /<3 =3P;/T:
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3R?GB@Q ->QBOF>BACRQSEBBQFKD
(F BSBOVLKBC
&LO QLILOMR.TY J PQSUBBQFKD FK QEB @LKCBOBK@B OLLJ
MIB>PB ?0FKD @LMFBP LC QEB CLIILTFKD J>QBOF>IP
h 9LRO MOLGB@Q @>IBKA>O
h 1LKB M>DB OBMLOQ ABP@OF?FKD VLRO MOLDOBPP PL
h 1IFPQ LC DL>IP CLO QEB KBUQ JLKQE
h #LMFBP LC >KV MOLDOBPP OBMLOQ JBPP>DBP VLR E>S
QL @IFBKQP QEFP M>PQ JLKQE
*>KB

'-0<81 '85017?
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119; :@>;0A/@5;:

| JBJLcLO JBILO>KARJ JB>KFKDemindecFP RPBA
CLO @LJIRKF@>QFKD MLIF@FBP MOL@BATEEIP>ILO OB
?RPFKBPP )Q FP IBPP SBOP>QFIB QE>K QEB QVMF@
>RAFBK@B >KA CLOJ>IFQV IBSBI FQP OB@FMFBKQP RF
LC FKAFSFARtHR O>QEBO QE>K LRQPFRBHIBAEKIRDK
>KA FQ O>0BIV >ALMQP >K FKCLOJ>l QLKB )Q QBKAP QL
COLJ > LKB QL >Il MBOPMB@QFSB IFHB J>PP @LJJRKF
20L>A@>PQFKD > JBPP>DB QL JRIQFMIB OB@FMFBKQP
PFKDIB FKAFSFAR>| ! JBJL JRPQ ?B @LK@SRBWBHA LO
CLIILTFKD QEB DRFABIFKBP DFSBK FK QEB KBUQ PB@
>AAOBPPBA QL PMB@FCF@ >RAFBK@BP TFQE PQ>KA>O
-BJLP >0OB > MI>@B CLO GRPQ QEB C>@QP >KA PELRI
L?GB@QFSB QLKB TFQELRQ MBOPLK>| ?F>P MOBCBOBK
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LK AFPMI4ZB PR@@BPPCRI LMBO>QFLK LC > @LIM>K
ABMBKA LK JBJLPCMLPPF?IV BSBK JBJLP QE>Q >OB P
SF> BJ>FIcCLO @LJIRKF@>QFLK ?BQTBBK QEB BJMILVE
QEB @LIM>KNW/MBP LC JBILP FK@IRAB FKNRFOFB
OB@LJIBKA>QFLKP MOL?IBJ PLIRQFLK BQ@ 4EB JB
JBPP>DB FP AFOB@Q >KA CLIILTP > MOBPBQ CLOJ>Q
>@@BPP QL FKCLOJ>QFLK 7EFIB FQ J>V @LKQ>FK > O
CBBA?>@H QEB JBJL FPAPKBIEBDERFW>QFLK QL QEB
BJMILVBBP LO COLJ LKB BIMILVBB QLQKEYERD
RPBA QL RMA>QB > QB>J LK >@QFSFQFBP CLO > DFSBF
QL FKCLOJ > PMB@FCF@ DOLRM TFQEFK > @LIM>KV Lt
>@QFLK LO L?PBOS>K@B 4EB JBJL >P > DBKOB J>V
IBD>I PQ>KAFKD >P FQ LCQBK OBCIB@QP MLIF@FBP LO
J>V OBCBOBK@B >K BUFPQFKD LO KBT MLIF@V FK QEE
J>KR>| CLO BU>JMIB

Il LOD>KFW>QFLKP E>SB ?LQE FKCLOJ>I >KA CL
@LIIRKF@>QFLK KBQTLOHEB@BMSEB T>V QL >AAOBPF
FKCLOJ>I RERE@F>I PMB@RI>QFLK FKSLISBP PBKAFKD >
QE>Q @IB>0IV PQ>QBP TE>Q QEB PQ>QRP LC > PMB(
?RADBQ @RQP >OB > @LK@BOK QEBK FQ J>V ?B TFPE
JBJL BUMI>FKFKD FJJFKBKQ @E>KDBFP IMBBlIgOV
MROMLPB FP FKCLOJ>QFLK>I FK K>QROB ?RQ FQ L¢
FK@IRABP >K BIBJBKQ LC MBOPR>PFLK LO > @>Il QL >@
@>11 QL >@QFLK ALBP KLQ LCQBK OBNRFOB MBOPLK>I F
FQ ALBP OBMOBPHKSXDEBEEKQBOBPQP -BJLP J>V
>IPL FK@IRAB PQ>QBJBKQP QE>Q >IFDK ?RPFKBPP >KA
FKQBOBPQ QEBOB?V RKABOP@LOFKD @LJJLK DOLRKA
&LO BU>JMIB LK &B?0R>OV RMMBO J>K>DBJBKQ
>Q QEB 0>K>PLKF@ #LOMLO>QFLK FPPRBA > AB@I>0>(
BJMILVBBP PELRIA ?RV >Q IB>PQ  TLOQE LC 0>K>PLK
MOLAR@QP 4EB @LJM>KV MOBPFABKQ KLQBA QE>Q |
PRMMLOQBA QEB @LJM>KV TFQE MRO@E>PBP FQ TLRIA
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119:  >9-@

I JBJL FK@IRABP > EB>ABO LO EB>AFKD ?IL@H
FKQOLAR@QFLK >>RRAY @LK@IRPFLK 4EB EB>ABO
FABKQFCFBP QEB OB@RMBBREKABO &OLJ QEB A>QB
$>0QB >KA QEB PR?GB@Q LC QEB JBPP>DB 2B LO 3R
3FJFI>0IV QL QEB BJ>FI QEB BBRAGB@Q FP AB@I>OBA |
QEB PR?GB@Q IFKB >KA PELRIA ?B @IB>0 >KA @LK@F

)C QEB JBJL >KKLRK@BP QEB L?PBOS>K@B LC > ELI
CLO BU>JMIB QEB ELIFA>V PELRIA ?B K>JBA FK QEB PI
IFKBcCLO BU>JMIB TRi&Bksgiving \&ekend Schedule
O>QEBO gahkdéay ObservanceD>FK >P TFQE QEB BJ>FI
M>V M>0QF@RI>0 >QQBKQFLK QL QEB QFQIB LC QEB |
QEFP PB@QFLK QL BKPROB >@@RO>@V >KA @LJJRKFG@

4EB LOABO LC QEB M>0QP LC QEB JBJL EB>AFKD ?IL
IL@>QFLK LC PMB@FCF@ M>0Q LC QEB ?IL@H S>OFBF
AFRCBOBKQ @LJM>KFBPg BUMB@Q>QBERRIEEPEBBO
?LAV FQPBIC E>P QEOBB M>0QP >P KLQBA 4EB FKC
OBCBOBK@BP ?>@HDOLRKA FKCLOJ>QFLK >KA FK(
MROMLPB LC QEB JBPP>DB @HBPERQFKD LC LKB PFIMIB
M>0>DO>ME LO JRIQFMIB M>O>DO>MEP @LJIJRKF@
JBPP>DB 4EB @LK@IRPFLK BUMOBPPBP QEB >@QFLK
LC QEB OB@FMFBKQ 4EB @LK@IRPFLK @LRIA @LKF
M>0>DO>ME LO PBSBO>I LO FQ @LRIA ?B PFIMIB PBK
>PHP CLO QEB OB@FMFBKQ QL @LKQ>@Q QEB PBKA
NRBPQFLKP

'-9<81 119;

4EB CLILTFKD JBJL FIIRPQO>QBP QEB CLOJ>Q BUM
>?7L.SB
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A?5:12? ( 1D@5:3

7E>QBSBO AFDFQ>| ABSF@B VLR RPB TOFQQBK @LJJI
FK QEB CLOJ LC ?0FBC JBPP>DBP LO QBUQP FP ?B
@LJILK T>V QL @LKKB@Q FK QEB ?RPFKBPP TLOIA )Q F
CLO PELOQ BU@E>KDBP TEBK Q>IHFKD LK QEB MELKB
@RJ?BOPLIBUQFKD FP KLQ RPBCRI CLO ILKD LO @LJMII
JBPP>DBP >KA @>OBCRI @LKPFABO>QFLK PELRIA ?B DF
>RAFBK@B )Q @>K ?B > DOB>Q QLLI CLO @LKKB@QFKD
DL ?RQ @LKPFABO VLRO @MANBEN PB TLOAP QBOJP

LO >??0BSF>QFLKP QE>Q TFIl ABIFSBO VLRO JBPP>DI
(BOB >OB PLJB RPBCRI QFMP CLO QBUQFKD TFQEFK

@LKQBUQ

] +KLT VLRO OB@FMFBKQ d AP@Qe J>V 7B > @IE
T>V QL >PH > @ILPB >PPL@F>QB TE>Q AFP@LRK
LCBO > @BOQ>FK @RPMHARMDR >0OB TOFQFKD >
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QBUQ QL VLRO ?LPP FQ JFDEQ ?B TFPBO QL TOF
d7E>Q AFP@LRKQ ALBP -ROO>V DBQ LK +
LOABO e

IKQF@FM>QB RKFKQBKQFLK>l JFPFKQBOMOBQ:
4BUQFKD LCQBK RPBP PVJ?LIP >KA @LABP QL
OBMOBPBKQ QELRDEQP FAB>P >KA BJLQFLKP
QEB @LIMIBUFQV LC @LJJIRKF@>QFLK >KA QEB
RPBCRI ?RQ IFJFQBA QLLI LC QBUQFKD HBBM Fk
FQP IFJFQ>QFLKP !IPL ?B T>0OV LC RPFKD QBUQ
IFHBI >KAfyi QE>Q JFDEQ ?B @LKPFABOBA LSBOI
FKCLOJ>|

"B >T>0B QE>Q @LKQ>@QFKD PLIBLKB QLL
COBNRBKQIV @>K ?LOABO LK EBOSPRIBKR) 4
> QLLI 5PB FQ TEBK >MMOLMOF>QB

5KMIRD VLROPBIC L@ @$FUKRICBBI ILPQ

LO LRQ LC FQ FC VLR AL KLQ E>SB VLRO @BII ME
>KA @>KKLQ @LKKB@Q QL MBLMIB BSBK CLO C
JFKRQBP 3LJBQFJBP ?BFKD RK>S>FI>?IB CLO >
QFJB @>K ?B EB>IQEVcBSBOVQEFKD FK JLABO>
FK@IRAFKD QBUQFKD

.BSBO QBUQ >KA AOFSB 2BPB>O@E PELTP QE>(
IFHBIFELLA LC >K >@ @FABKQ FK@OB>PBP AO>J
FC QEB AOFSBO FP QBUQFKD ?BEFKA QEB TEBB
FK >K >@@FABKQ TEFIB @LKAR@QFKD @LIM>K
?RPFKBPP TLRIA KLQ LKIV BKA>KDBO VLRO LTK
EB>IQE FQ TLRIA OBCIB@Q MLLOIV LK VLRO BJIV
>KA LK VLRO LTK GRADJBKQ
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Media Attributions

] #LMV LC

] #LMV LC

] #LMV LC 004
] #LMV LC 004
] #LMV LC 004
] #LMV LC 004
] #LMV LC 004
] #LMV LC 004
]

3>JMIB -BJL ?VIKKBJ>OFB (>JIFK #EOFP
2R?FL >KA -F@EBIB $B3FIBA"9

IQQOF?RQFLK
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4-<@1> 'E:;;<?5?

,LLHFKD CLO >KA I>KAFKD QEB MBOCB@Q GL? J>V PBB
A>RKQFKD Q>PH )C VLR >0OB RK@BOQ>FK TEBOB QL PQ>
JLPQ PR@@BPPCRI GL? >MMIF@>KQP CBBI QEB P>JB
>Q PLJB MLFKQ 4EFP @E>MQBO TFIl T>IH VLR QEOLF
MOL@BPP LC >MMIVFKD CLO GL?P COLJ PQ>0Q QL CFl
JLPQ FIMLOQ>RQTIWII MOLSFAB VLR TFQE QTL AFPQFK@!¢
QE>Q @>K EBIM VLR QL @LKPQOR@Q QEB J>QBOF>IP
BCB@QFSB >KA PR@@BPPCRI GL? >MMIF@>QFLK
>KA QEB GL? >MMIF@>QRARRBRQEA >MMIF@>QFLK
IBQQBOP >0OB >JLKD QEB JLPQ FIMLOQ>KQ AL@RJBKI
BIMILVIBKQ MOL@BPP "BDFKKFKD TFQE >K LSBOSFBT
?FD MF@QROB MOL@BPP QEFP @E>MQBO JLSBP Cl
PRDDBPQBA JBQELAP CLO CFKAFKD GL? >AP >KA @LKPC
DBKOB AL@RJBKQP CLO > GL? M>@HBQ )K QEB O\PRJ\ F
AFP@RPPBP QEB CLIILTFROx02iskels-@id Goalsypes

of RZsumZs, Sample RZsumZs, Drafting and Desigre Wher

to Start, What to Include/Exclude, Optional Sections, and
Drafting Activities and Resoces. 4EB KBUQ PB@QFLK LK
>MMIF@>QFLK IBQQBOP TFIl PE>OB FKCLOJ>QFLK >?LRC
QEB GL? ABP@OFMQFLK >P TBIl >P IBQQBO CL0OJ>Q PC
@LKQBKQ 4EB @E>MQBO @LK@IRABP TFQE FKCLC
FKQBOSFBTP CLIILTBA ?V PMB@FCF@ DRFABIFKBP C
M>@HBQ

173
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:@>:0A/@5::

*L? PBBHFKD FP > MOL@BPP QE>Q FKSLISBP JRIQFMII
LOABO QL L?Q>FK QEB ABPFOBA MLPFQFLK "BPFABP QE
QEB GL? IBGQOBOBP@OFMQFLKP FKQBOSFBT NRBPQFLK
P>JMIBP EFOFKD J>QBOF>IP >KA QEB QE>KH VLR KLQB |
FKQBOSFBT >0OB LQEBO J>QBOF>IP VLR JFDEQ CFKA
OB>AFKD >KA TOFQFKD >P VLRO EFOFKD MOL@BPP JLS
)C QEB ?FD MF@QROB GL? PBBHFKD MOL@BPP TBOI
QEOLRDE > CILT @E>0Q FQ JFDEQ ILLH PLIBQEFKD
CLILTFKD
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Figure 1: Flow chart that illustrates the job-seekinggess.

-LPQ GL? @>KAFA>QBP ?BDFK TFQE OBPB>O@E QL D>
MF@QROB LC QBEF®PER-GQBM >?LSB LO FAB>| GL?
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>ILKD TFQE QEB @LJM>KV TEBOB QEBV TLRIA IFHB (
BJMILVBA &OLJ QEBOB QEBV J>V QEFKH FK QBOJP LC ¢
> @LIMBIIFKD J>OHBQFKD @>JM>FDK 3QBM  QEOLI
RKFCFBA GL? M>@HBQ 2BPB>0@E 3QBM LC @LR
L@@RO QEOLRDELRQ QEFP MOL@BPP >l QEB T>V R
FKQBOSFBT 3QBM  >KA QEOLRDE QEB CFK>l PQ:
KBDLQF>QFKD >KA @ILPERD GEEBMC 7EFIB QEFP
DO>MEF@ EBIMP QL SFPR>IFWB ?LQE QEB ?FD MF@QF
LC QEB FKAFSFAR>| PQBMP FKSLISBA FQ FP LKIV LKB
S>OF>QFLKP LC QEB GL? >MMIF@>QFLK MOL@BPP 4EF
MOLSFAB > CO>JBTLOH CLO VLR QL @LKPQOR@Q VLRO |
@FQ>QFLK @I>OFCF@>QFLK M>0>DOPMELBPBA LK
DO>MEF@ >KA QBOJBELRDE TOFQQBK ?V JB P VLR
OBPB>O@E >KA MROPRB GL? @ELF@BP HBBM FK JF
GL? PB>O@E MOL@BPP OBNRFOBP > EFDE ABDOB
>T>OBKBPPcKLQ LKIV LC PQOBKDQEP ?RQ >IPL LC TB>F
)K DBKBO>| JLPQ MBLMIB CFKA FQ B>PFBO QL FABKQFC\
QEBFO PQOBKDQEP HKIBSRD VLRO TB>HKBPPBP FP GRI
>P FIMLOQ>KQ QL VLRO GL? PB>O@E >P HKLTFKD VLRO
(BOB >OB > CBT OB>PLKP QL ?B >?IB QL PMB>H CIRF/
@LKCFABKQIV >?LRQ TB>HKBPPBP

] %JMILVBOP T>KQ QL EFOB FKAFSFAR>IP TEL >Of
>T>0B TEF@E OBNRFOBP >K >T>OBKBPP LC ?L(
PQOBKDQEP >KA TB>HKBPPBP "BFKD PBIC >T>0
QEB LKIV T>V QL FJIMOLSB

] $ROFKD >K FKQBOBFRPMB@QFSB BIJMILVBO
J>V >PH >?LRQ PQOBKDQEP >KA TB>HKBPPBP
%JMILVBOP HKLT FQ Q>HBP > @BOQ>FK IBSBI LC
J>QROFQV QL Q>IH >?LRQ VLRO TB>HKBPPBP 4f
T>KQ QL BKPROB VLR E>SB >@EFBSBA QE>Q IBS
J>QROFQV ?BCLOB BUQBEBEKD >K LC
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2BJBJ?BO QE>Q BSBOVLKB E>P PQOBKDQEP >KA B¢
E>P TB>HKBPPBP FK@IRAFKD BSBOV #%/ BSBOV MO
BSBOV J>K>DEOA BSBOV LKB LC VLRO @LTLRHBOP 9
TFIl ?B FK DLLA @LIM>KV TEBK @LKPFABOFKD >KA AFP(
VLRO TB>HKBPPBP 4EB QOF@H FC QEBOB FP > QOF
TB>HKBPPBP IFBP FK VLRO MI>K QL PQOBKDQEBK QEBJ
MI>K QL PQOBKDQEBK > TB>HKBPP FP FIMOBPPFSB BF
VLR E>SB >I0B>AV Q>HBK PQBMP QL AL PL

5:05:3 ;. #<1:5:37?

)KSBPQFKD QEB MOBM>0>QFLK QFJB QL TOFQB VLRO
J>QBOF>IP FK@IRAFKD OBPB>O@EFKD >S>FI>?IB MLP
P>SB VLR J>KV EB>A>@EBP FK QEB GL? MOL@BPP &
PRFQ>?IB LMBKFKD FQPBIC @>K ?B QFJB @LKPRJFKD |
PBOFLRP >?LRQ CFKAFKD BJMILVJBKQ VLR E>SB QL A
QEB QFJB >KABKBO J>HB VLRO J>QBOF>IP @LIJMBQFQ
(BOB >OB PLJB OBPLRO@BP QL DBQ VLR PQ>0QBA

] =00=/@2A"OLTPB PFQBP KAHBA
#>0OBBO"RFIABRPPALLOKALKPQBQL PB>O@E
CLO GL?P FK VLRO CFBIA

] >317/:BG 8=0 :7ABAH CLO IFPQP LC GL?P FK
PMB@FCF@ FKARPQOFBP PR@E >P CLLA PBOSF
OL>@EBKLKMOLCHE>IFPCD JBAF>

-BAF>"FPQOL

] =>/<G =@5/<TH/B7=< /<2 5=D3@<;3<B E30
A7B3BFPFQ QEB BIJMILVJIBKQ PB@QFLK LK TB?PF
LC @LIM>KFBP VLR >AJFOB PB>O@E CBABO>| F
@LRKOKA @FQV TB?PFQBP CLO DLSBOKJBKQ G|
MLPQFKDP
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https://portland.poachedjobs.com/
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] - =C@ =E< <3BE=@9H QL COFBKAP M>PQ
BJMILVBOP >KA MOLCBPPLERHBARPFQ
PB>O@E CLO LMBKFKDP >Q @LJM>KFBP FK VLR(
KBQTLOH )C VLR >OB > JBJ?BO LC >KV PL@F>I
JBAF> DOLRMP QE>Q >0BRBXQBBO@EB@H CLO
JBKQFLK LC >S>FI>?IB GL?P QEBOB

] -=C@ 1=::35%8FPFQ VLRO @LIIBDB LO RKFSBOPFC
MI>@BJBKQA@B @>0BBO @BKQBO >KA >QQBKA
C>FOP ELPQBA >Q VLRO @LIIBDB

] @I75A:7TABKV GL? PBBHBOP >IPL RPB #O>FDPIFF
QL ILLH CLO TLOH GRPQ ?B >T>0OB QE>Q #O>FDF
MLPQFKDP LCQBK I>@H ABQ>FI >KA J>V @LJB C(
EB>AERKQBOP LO MI>@BJBKQ >DBK@FBP O>QE
COLJ QEB AFOB@Q B3@HIMBB>SB >IPL ?BBK
OBMLOQBA LK #O>FDPIFPQ GL? ?L>0AP PL SBOJ
IBDFQFJ>@V LC >KV MLPQFKD ?BCLOB MOLSFAF
MBOPLK>I ABQ>FIP

JK@B VLR E>SB CLRKA > GL? ?B PROB QL MOFKQ >KA
> @LMV LC QEB GL? MLPQFKD LO GL2RBFE®QPHQFLK |
QEFP AL@RJBKQ QL EBIM VLR Q>FILO VLRO >MMIF@>QF!I
#LIM>KFBP LCQBK ABIBQB QEB GL? MLPQFKD LK@B (
OB@BFSBBHARBKQ >MMIF@>KQP PL FQ FP FIMLOQ>K
P>SB VLRO LTK @LMV LC QEB AL@RJBKQ >ILKD TFQE C
>KA IL@>QFLK VLR CLRKA FQ QEFP FKCLOJ>QFLK

OBCBOBK@BA FK QEB GL? IBQQBO VLR JFDEQ >IPL @L}
QEB QBUQ FKQL > KBT AL@RJIBKQ LO ?LLHJ>OH QEB TB"

?2@>A/@5:3 ;,0A8-> -@1>5-8?

)Q MOL?>?IV PLRKAP IFHB > ILQ LC TLOH QL @OB>QE
PBQ LC BIMILVJIBKQ J>QBOF>IP CLO BSBOV GL? LMBK
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TFII FABKQFEWMB FQ FP QORB QE>Q FQ Q>HEFOQFJB >K
QL @RPQLIJFWB >MMIF@>QFLK J>QBOF>IP CLO B>@
>MMIF@>QFLK VLR AL KLQ E>SB QL @OB>QB > KBT O\l
@LSBO IBQQBO CLO BSBOV GL? LMBKFKD )KPQB>A VLI
JLARI>O J>QBOF>IP TFQE JLSFKD M>0QP QE>Q @>K ?B
>KA OBXKFWBA CLO B>@E GL?

&LO BU>JMIB FC VLR >0OB > KROPFKD PQRABKQ T>k
TLOH FK > GBOBKQ LO FKAFOB@QIV OBI>QBA CFBIA
P@ELLI VLR JFDEQ @LKPFABO >MMIVFKD QL ?
>AJFKFPQO>QFSB >PPFPQ>KQ > JBAFKE>POIOBRVI>QLO
QRQBBSBO>IBBOBKQ O\PRJ\ CLOJ>QP >0OB >S>FI>?IB QL
(LTBSBOVLR J>V @QELLPB QEB CRK@QFLK>I PHFIIP O\F
CLOJ>Q QL MI>@B JLOB BIJME>PFP LK > PMB@FCF@ PBC(
NR>IFCF@>QFLKP >KA PIFDEQIV IBPP BJIME>PFP LK VLRC
LO TLOH BUMBOFBK@B VLR JFDEQ @@BIHK@QEOBE
QBJIMI>QBP LC VLRO O\PRJ\ QE>Q BIJIME>PFWB >KA BUM:
ARCBOBKQ PHFII @>QBDLOFBP >AJFKFPQO>QFSB @LJ
>KA BAR@>QFLK>I

4EB P>JB ELIAP QORB TFQE QEB >MMIFE&EBFLK IBQ(
VLR E>SB > IBQQBO AO>CQ VLR @>K TLOH TFQE FQ >P
CLO KRJIBOLRP LQEBO GL?P HBBMFKD QEB LSBO=>II CI
OBSFPFKD PLJB HBV PBKQBK@BP )Q FP NRFQB IFHBIV Q
M>0O>DO>ME LC VLRO @LSBO IBQQBOP TFIl @E>KDB SBC
>0B >MMIVFKD QL JRIQFMIB GL?P TFQEFK QEB P>JB @=
LO FKARPEEBU@BKQO>I M>0O>DO>MEP LK QEB LQEBO E>
RKABQ PR?PQ>KQF>I OBSFPFLK ABMBKAEBODBKCELT Al
LKB MLQBKQF>I GL? FP COERPRLIEBPROB QL @E>KDB
QEB K>JB LC QEB MLQBKQF>I BIMILVBO >KA @LJM>KYV C
>MMIF@>QFLK >AAOBPPFKD > MLQBKQF>I BJMILVBO ?V
K>JB FP QEB PROBPQ T>V QL OBJLSB VLRO J>QBOF>
@LKPFABO>QFLK
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> -2@5:3 &G?A9G?

4EB MROMLPB LC > O\PRJ\ FP QTLCLIA CFOPQ QL PBO
LSBOSFBT LO NRF@H PRJJ>OV LC VLRO PHFIIP BUMBOF
BAR@>QFLK >P QEBV OBI>QB QL VLRO @>0BBO L?GB@
QL CRK@QFLK >P > J>OHBQFKD QLLI QE>Q @LKSBVP VL
20>KA Il LC RP T>KQ LRO O\PRJ\P QL PQ>KA LRQ COL
PQ>@H 4EB ?BPQ T>V QL @OB>QB >K BVB @>Q@EFKD C
QEOLRDE DFJJF@HP LO CI>PE ?RQ O>QEBO QEOLRDE
>KA @RPQLIFW>QFLK P > J>OHBQFKD AL@RJBKQ O
VLRO @>KAFA%:@Y O\PRJ\ PELRIA E>SB > CLOJ>Q QE>Q
MIB>PFKD QL OBF@BEKQ FK FQP RPB LC QEB %KDIFPE I>
>KA SBOV @LK@FPB /K@B VLR E>SB PBSBO>| VB:
BUMBOFBK@B FQ FP >@@BMQ>?IB QL E>SB > QTL M3
QEB >SBO>DB O\PRJ\ FP KLT QTL M>DBP FK IBKDQE >IC
O\PRJ\P J>V O>KDB COLJ LKB QL QEORR REDBR 9
>FJ CLO > CRIl M>DB >P VLR >OB ?RFIAFKD BUMBOFB
DBKBO>QFKD @LKQBKQ

2BD>OAIBPP LC VLRO PQ>0OQFKD MLFKQCTEBQEBO
RKPROB VLR @>K CFIl > QTL M>DB O\PRJ\ LO TEBQEB
QEFKH FQ TFIl GB@RM QL CFIl > PFKDIB M>DBcQEFP @f
TFIl EBIM VLR >@@LJMIFPE VLRO DL>l ABPFDKFK|
BU@BMQFLK>l O\PRJ\ 2BJBIPBQEB JLPQ @OFQF@>|
@LIMLKBKQ LC > J>OHBQFKD @>JM>FDK FK TEF@
>ASBOQFPB VLRO MOLCBPPFLK>| PBIC VLRO O\PRJ\ JRP
@LK@FPB >KA BOOLO COBB -LPQ PB>PLKBA OB@ORI
O\PRJ\ FK >?LRQ PBSBK QL QTBKQV PB@LKAP ?B@>R
E>SB J>KV AL@RJIBKQP QL QBB¥BILH CLO OB>PLKP QL
OBAR@B QEB KRJ?BO LC O\PRJ\P QE>Q ABJ>KA > PB@LI
4EFP JB>KP QE>Q > PFKDIB BOOLO @>K ?B >Il QE>Q F
QL AFP@>0A VLRO O\PRJ\ >KA VLRO(I@BEBEA>@V
OB@ORFQBOP >IPL E>SB >K BVB CLO HBV ABQ>FIP P
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NRF@HIV OB@LDKFWB > TBIl @QLKPQOR@QBA O\PRJ\ >
LKB QE>Q FP MLLOIV ABPFDKBA

7EFIB TOFQFKD VLRO O\PRJ\ FQ FP FIMLOQ>KQ QE>Q
FK JFKA KLQ LKIV FQP MROMLPB ?RQ >IPL FQP DBKBXC
TEF@E FK@IRAB QEB CLIILTFKD

] (=:/93 /< 3F13>B7=</: 47@AB BAG=9LRO
O\PRJ\ TFII IFHBIV ?B QEB CFOPQ FIMOBPPFLK >
MLQBKQF>I BIMILVBO E>P LC VLR >KA VLRO
NR>IFCF@>QFLKP PL FQ JRPQ ELIA >QQBKQFLK
BKLRDE QL MOLMBI VLRO GL? PB>O@E CLOT>0OA

] (=?C/<B74G BEEB6A3B>=<A707:7B73A
J07:7B73A /<2 /11=;>:7A6:3<BBKQFLKFKD
C>@QR>| KRIBOF@>| BU>JMIBP LC MO>FPBTLOX
>QQOF?RQBP >KA PHFIIP TFII >IILT VLR QL ?L>PQ
TFQELRQ PLRKAFKD ?L>PQCRI

] &LO BU>JMIB FC VLR OBAR@BA BOOLOF
>KA FK@OB>PBA MOLCFQP ?V

i )C VLR E>SB ?BBK > PQRABKQ QB>@EBC
TFQE PQRABKQP >KA PQRABKQ DO>AB
FIMOLSBA 2V

j )C VLR >0B M>0Q LC > J>OHBQFKD QB>J
QE>Q E>P FK@OB>PBA KBT M>QFBKQ
>@@LRKQP ?V  I>PQ

] )JCVLR TLOHBA FK QEB P@ELLI IF?0>0V
>KA QEB KRJ?BO LC ILPQ ?LLHP E>P
AB@IFKBA ?V

] (=/@5C3 7</</@B71C:/B3 /<2 >=:7BBHEHE>
G=C /@E3:: AC7B32 4=@ B636®A LK QEB
@LKQBKQ LC QEB GL? >A VLR TFIl T>KQ QL >AAC



182 Michael Beilfuss, Staci Bettes, and Katrina Peterson

ELT VLRO BAR@>QFLK >KA LO TLOH BUMBOFBK(
FK@IRAFKD FKQBOKPEFMP >KA SLIRKQBBO TLC
Q>RDEQ VLR ?LQE QB@EKF@>| >KA dPLCQe PHF
TFIl EBIM VLR MBOCLOJ QEB IFPQBA GL? ARQFBF

] (= @>@®A3<B GEB3< G=C /@<=B B63@
9LRO O\PRJ\ @>K ?B RMIL>ABA QL LKIFKBDIL?>|
GL? ?L>OAP IFHB -LKPQBO >KA #>ORBO"RFIABO
@>K ?B PBKQ QL > @PIMHRKE A>Q>?>PB TFQE
> MRPE LC > ?RQQLK TEBOB FQ TFIl ?B PE>OBA
ALWBKP LC OB@ORFQBOP >KA EFOFKD J>K>DB(

] (==0B/7< /< 7<B3@D73E /S2B3d/:97<5
>=7<BAPQFKD VLRO >@@LJIJMIFPEJBKQP >KA
NR>KQFCVFKD QEBJ @>K @OB>QB Q>IHFKD MLF
CRQROB FKQBOSFBTP &LO BU>JMIB MBOE>MP
?RIIBQ MLFKQ QEB CLIILTFKD 2BPMLKPF?IB CLO
FKQ>HB >KA LRQQ>HB LC >MMOLUFJ>QBIV
?LLHP A>SFOBPRIQFKD FK  CBTBO ILPQ ?LLHP
QEFP VBROFKD >K FKQBUSPBDQEFP BU>JMIB
FK JFKA VLR @>K B>PFIV Q>IH >?LRQ RPFKD
QB@EKLILDV QL FIMOLSB MOQR@BH#PBP 9
AFP@RPP QEB QB>J BKSFOLKJBKQ LOXRQEB IF?0:
>KA ELT VLR TLOHBA QLT>0A AB@OB>PFKD QEB
KRJ?BO LC ILPQ ?LLHP

] (=A6=E G=C@ 1=;;/<2 =4 B63 E@7BB3< E=@2
9LR AL KLQ E>SB QL ?B >K %KDIFPE J>GLO QL J>
PROB QE>Q VLRO O\PRJ\ FP TBILRTFQQBK 9
MOLCBPPLOP QB>@EBOP MBBOP >KA C>JFIV J
J>V ?B TFIIFKD QL EBIM ?V >KPTBOFKD NRBPQFL
?>PBA LK QEBFO BUMBOQFPB LO BSBK OBSFBTI
O\PRJ\ AO>CQ

/SBO>II EFDEIFDEQFKD PMB@FCF@ OBPRIQP FK B>
@>QBDLOV TFIl FK@OB>PB VLRO @E>K@BP LC DBQQFK
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KLQF@BA 5KIFHB CFK>K@F>I FKSBPQJBKQP M>PQ MBC(
>K FKAF@>QLO LC CRQROB PR@@BPP FK@IRAB ABQ>
M>PQ MBOCLOJ>K@B >KA NR>KQFCV VLRO >@@LJN
TEBKBSBO MLPPF?IB >KA CRQROB BIJMILVBOP TFII ?B F
QL ?BIFBSB VLR @>K AL QEB P>JB CLO QEBJ 7E>Q BU>(
VLR AL LO TE>Q E>SB VLR ALKB FK QEEMXPRJO
PELRIA >KPTBO QEFP NRBPQFLK SHEB/IJNEB@HR/
NR>KQFCV VLRO >@@LIMIFPEJBKQP RPFKD PMB@FCF
JLOB VLRO >?FIFQFBP TFIl 7B RKABOPQLLA

&LO BU>JMIB PQ>QFKD QE>Q VLR dTLOHBA FK P>IBPe
O\PRJ\ ALBP KLQ MOLSFAB PMB@FCF@ MOLLC LC VLRO
QEBOBCLOB FP KLQ IFHBIV QL ?B >P FIMOBPPFSBc>P >
QE>Q NR>KQFCFBP VLRO BUMBOFBK@BP >KA MOLS
ABQ>FIP 3QOLKDBO BU>JMIBP LC O\PRJ\ PQ>QBJBKQ
FK@IRAB d@LJMIBQBA >K >SBO>DB LC @RPC
QO>KP>@QFLKP MBEQBERD > @LIM>KV OB@LOA CLO

CFP@>| VB>0e LO dJ>K>DBA K>QFLK>l >KA FKQBOK>
PRMMIFBO >@@LRKQP TFQE MRO@E>PB O>KDBP COl

53%e

(E<1? ;2 &G?A9G?

*RPQ >P TLOH EFPQLOFBP @LJB FK > S>OFBQV LC CLO.
AL O\PRJ\P !IQELRDE @>0OBBO BUMBOQP AB?>QB TEF@
QEB ?BPQ VLR JRPQ AB@FAB TEF@E CFQP VLRO @ROC
4EBOB >0B J>KV OB>PLKP QL @ELLPB LKB CLOJ>Q LSBO
4EB chronological rZsumZFP QEB JLPQ @LJJLK O\PRJ\
CLOJ>Q )Q FP ?BPQ CLO @>KAFA>QBP TFQE > ILKD RKI|
TLOH EFPQER\CFBIAP TEBOB QEB @LJM>KV TLOHBA ClI
LC M>0>JLRKQ FIMLOQ>K@B )Q FP >IPL TBIl PRFQBA (
>MMIF@>KQP TEL T>KQ QL EFDEIFDEQ QEBFO BAR@>Q
GL?P TFIl >PH CLO > ABDOBB BD "l *$ -"l -I -$

OE$ BQ@ FK > @BOQ>FK CFBIA >P > JFKFJRJ OBNRFOE
@LKQO>P@notEmal (or skills) rZsumZBOSBP @>KAFA>QBP
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TEL >OB QO>KPFQFLKFKD ?BQTBBK CFBIAP TEL >OB PEF
> JFIFQ>0V QL > @FSFIF:0 @SOBBSB D>FKBA PHFIIP
FK > S>OFBQV CBOSKD PBQQFKDP TLOHMI>@B >@>/
SLIRKQBBO 4EB CLIILTFKD FKCLOBSPF:K LEBOSFBT
LC QEBPB QTL ?BPQ HKLTK CEGR>QBUSIJMIBP >OB
DFSBK FK QEB PB@QFLK >CQBOT>OAP CLIILTBA ?V PF
LK TEBOB QL ?BDFK > O\PRJ\ AO>CQ LO ELT QL ABSBILN
@ROOBKQ AO>CQ CROQEBO

AEBL6@<=:=571/: @IJACEP > QO>AFQFLK>
CLOJ>Q TELPB MOFK@FM>I PB@QFLK FP QEB
Employment Experiend@B@QRKIQEFP PB@QFLK
GL?P >0OB IFPQBA FK OBSBOPB @EOLKLILDF@>I
PQ>0QFKD TFQE QEB JLPQ OB@BKQ MLPFQFLK
>KA TLOHFKD ?>@HT>0A >KA >@EFBSBJBKQP |
>0B ABQ>FIBA RKABOKB>QE B>@E MLPFQFLK 4
@EOLKLILDF@>I O\PRJ\ MOBPBKQP BUMBOFBK(
EB>AFKDP ?V GL? QFQIB @EMQHK >KA

A>0QBP LC BIJMILVIBK®QationFP >KLQEBO

@LJILK @>QBDLOV QE>Q IFHB >/l PB@QFLKP LK
O\PRJ\ FP >IPL FK OBSBOPB @EOLKLILDF@>I LO.
7EFIB QEB @EOLKLILDF@>I O\PRJ\ ABAF@>QBP (
J>GLOFQV LC FQP PM>@B QL MOLSFAFKD OBIBS
ABQ>FIP COLJ MOBSFLRP TLOH BUMBOFBK@B (
BAR@>QFLK PB@QFLK FP LCQBK MI>@BA >?LSB
PB@QFLK

K @LKQO>PECQETR =</: A97::A @JAC;J
@BKQBOP >OLRKA TBIlI ABsB$L&IBA
AchievementBB@QFLK FK TEF@E PHFIIP >0OB
LO>KFWBA FKQL @>QBDLOFBP 4EB CRK@QFLK
PQFII FK@IRABRptdyment Experiend@B@QFLK

>KA IFHBIVEd#ucationPB@QFLK ?RQ QEBPB
PB@QFLKP >0OB PQOB>JIFKBA QL FK@IRAB LKIV
?>PF@ FKCLOJ>QFLK >?LRQ B>@E MLPFQFLK EE
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B>@E P@ELLI >QQBKABA 4EB CRK@QFLK>| O\PF
CL@RPBP LK PHFIIP >KA BUMBOFBK@B O>QEBC
@EOLKLILDF@>| TLOH)EFRERR@DF?BP
OBPMLKPF?FIFQFBP >@@LJMIFPEJBKQP >KA
NR>KQFCF>?IB >@EFBSBJBKQP RKABO @>QBDL
QEB PHFIIP PB@QFLK 4EB CRK@QFLK>| O\PRJ\
QVMF@>1IV LMBKP TFQRXSOWBIOLCFIB
ABQ>FIFKD PQOBKDQEP LKB QL QEOBB PBKQBK
ABJLKPQO>QBP ELT VLR J>Q@E QEB OBNRFOBJ
LC VLRO MLQBKQF>I GL? ?V FK@IRAFKD OBIBS>}
>@EFBSBJBKQP >KA >@@LIMIFPEJBKQP

)Q FP TLOQE KLQFKD QE>Q BPMB@F>IIV FK QEB @>PB
MLPFQFLKP J>KV OB@ORFQBOP BUMB@Q QL PBB > ¢
O\PRJ\ TFQE QO>AFQFLK>I PB@QFLKP IFHB BJMILVJE
BAR@>QFLK )K JLPQ @>PBP FQ FP ?BPQ QL DFSB OB
O\PRJ\ QEBV BUMB@Q (LAIESBQEB @LIIBDB PQRABKQ >K
QEB JLOB BUMBOFBK@BA @>KAFA>QB J>V @ELLPB > (
O\PRJ\ CLO QEBPB OB>PLKP

]

4L EFDEIFDEQ PHFIIP >KA >@EFBSBJBKQP O>QE
M>PQ BJMILVIBKQ @LIJM>KFBP

4L JFKFJFWB > IBPP QE>K BUQBKPFSB TLOH
BUMBOFBK@B EFPQLOV

4L BJIME>PFWB LQEBO >@EFBSBJBKQP ELKLOP
>?FIFQFBP

4L AB BJME>PFWB D>MP FK BIMILVJBKQ LO @>0
JL?FIFQV

4L FK@IRAB @>QBDLOFBP IFHB @LJJRKF@>QFL
QB>JTLOH >KA IB>ABOPEFM PHFIIP >P TBII >P
SLIRKQBBO BUMBOFBK@B LO >QEIBQF@ >@EFB
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Project Engineer!
"“)V(& 'L #" L
CH CA #

7 OLQB J>QBOF>
OBNRFPFQFLKP >KA A>Q>
PEBBQP CLO SBKALOP

0BOCLOJBA MOLMBOQV
>0B> >KA @LPQ >K>IVPFP LK
OBCO>@QLOV J>QBOF>IP

6 FPFQBA OBCFKBOV FK
MinnesotaQL EBIM OBPLISB
FPPRBP OBI>QBA QL MFILQP >KA
AR@Q ?ROKBO MFMFKD

2BSFBTBA >KA
OBSFPBA 0)$ 'l >KA
C>?0F@>QFLK AO>TFKDP

#OB>QBA PEFMMFKD
IFPQP RPFKD "/- QL 7B
PBKQ QL @RPQLJBO

'BKBO>QBA NRLQB
RPFKD 3>IBPCLO@B >KA PBKQ
QL @RPQLJBO

#OB>QBA @LPQ
BPQFJ>QB QLLI RPFKD 6"!

Engineering Business
Development Intern
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#LIMIBQBA
L?GB@QFSBP DFSBK ?V
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"RFIQ SLIRIBQOF@ >KA
@LJIBO@F>I JLABIP QL
>K>IVWB FIM>@Q LC
ALTKPQOB>J P>IBP

IPPFPQBA "RPFKBPP
$BSBILMJIBKQ ->K>DBOP
TFQE MOBM>0>QFLK LC :02
2)# >KA @RPQLJIBO
MOLGB@QP

00>@QF@BA @OB>QFSB
QEFKHFKD >KA MBOCLOJBA
PQO>QBDV PQRAVFKD CLO

PROJECTS

Design Heating and
Cooling System for an
Office

4EB MOLGB@Q
FKSLISBA @>I@RI>QFKD QEB
EB>QFKD >KA @LLIFKD IL>AP
PBIB@QFKD OBIBS>KQ EB>QFKD
@LLIFKD BNRFMJBKQ >KA
AFCRPBOP >KA CFK>IIV
ABPFDKFKD QEB AR@QTLOH
CLO >KaF@B >Q > DFSBK
IL@>QFLK

Designing an Airline Pod
Handling System
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4EB MOLGB@Q OBNRFOBA
QEB ABPFDK QB>J QL
ABSBILM > @LCREEOFSB
OL?RPQ >KA P>CB PVPQBJ QL
OBQOFBSB >KA ABIFSBO
M>PPBKDBO MLAP CLO >
O>KDB LC >FO@0>CQP COLJ
I QL! PFWBA

Designing a Trbine

">PBA LK DFSBK
PMB@FCF@>QFLKP LC > MLTBO
MI>KQ QEB Q>PH T>P QL
BPQFJ>QB QEB KRJ?BO >KA
ABQ>FIBA ABPFDK LC QRO?FKBP
>KA MBKPQL@HP OBNRFOBA QL
BUQO>@Q >Il QEB MLTBO
MLPPF?IB COLJ QEB T>QBO
OBPBOSLFO
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&FDROB $BQ>FIBA @EOLKLILDF@>1 O\PRJ\ TFQE LOFDFK>| @
>KA ABPFDK @QELF@BP @OB>QBA RPFKD %U@BI

'-9<81 A:/@5;:-8 &G?A9G

Figure 3: Basic functionalesume that emphasizesdéarskill sets.
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>-2@5:3-:0 1?53: +41>1 @; '@->@

#LK@BOKBA >?LRQ TEBOB QL ?BDFK TEBK AO>CQF¥
O\PRJ\ (BOB >0OB > CBT DBKBO>| DRFABIFKBP >KA QFMP
LK VLRO NR>IFCF@>QFLKP DL>IP >KA GL? >A CFOP
FKCLOJ>QFLK COLJ QEB MOBSFLRP PB@QFLK QL @ELL
QTL J>GLO O\PRJ\ QVMBPJBDEQ @LKPFABO RPFKD >
QBJMI>QB >P > EBIMCRI PQ>0OQFKD MEEKQLRLABSBO
RPB > @LJILK QBIMI>QB QL EBIM TFQE I>VLRQ >KA PE
CLOJ>Q ?B PROB QL JLAFCV FQ FK PLJB T>V PL FQ ALBP |
FABKQF@>| QL >KLQEBOP@»RRBAIPBY.R JLAFCV
VLRO @ELPBK O\PRJ\ QVMB >KA QBIMI>QB HBBM FK JI
CLILTFKD FKCLOJ>QFLK LK ?>PF@ ABPFDK CB>QR!
@LKSBKQFLKP

1?53: ;: BL:@5;:?

] 5PB Q>?IBP QL >IFDK PB@QFLKP QEBK EFAB QE
?LOABOP QL @OB>QB > KB>Q MOBPBKQ>QFLK

] #ELLPB > PQ>KA>0A QBK QL QTBISB MLFKQ CLK(
>P £JBP .BT 2LJ>K

] 5PB QEB P>JB CLKQ FK VLRO O\PRJ\ >KA VLRO
@LSBO IBQQBO QL @OB>QB @LEBOBK@B

] #ELLPB > CLKQ QE>Q ILLHP PBOFLRP >KA
MOLCBPPFLK>I1 >KA FP B>PV QL OB>A

] 7EBK ABP@OF?FKD TLOH BUMBOFBK@B >KA ML
BAR@>QFLK FK@IRAB ?RIIBQ MLFKQP 3Q>0Q \
?RIIBQ TFQE >K >@QFLK SBO? ABP@OF?FKD > P
>@EFBSBJBKQ &LIILT FQ TFQE QEB ABQ>FIP LC !
PHFII LO >@EFBSBJBKQ >KA QEBK ABP@OF?B Q
MLPFQFSB FIM>@Q LC VLRO >@EFBSBJBKQ &L(
BU>JMIB $BSBILMBA 6%2" KBT M>MBO CILT
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MOL@BAROR) $%6OBPRIQFKD FK OBAR@BA PQ>C
BOOLOP >KA @RPQLJBO T>FQ QFJBP 2%35,
OOLSFABA 6%2" COFBKAIV @BP@RFRA
PBOSF@B !$304B>AFKD QL >

FIMOLSBJBKQ FK @RPQLJIBO P>QFPC>@QFLK >|
ILV>IQV 2%38,

] ! SLFA OBIVFKD LK DO>MEF@P LO LOK>QB ABPF
CB>QRQB 3KV ABPFDK CB>QROBP J>V J>HB QE|
O\PRJ\ ILLH ?RPV

] "B PQO>QBDF@ >KA @LKPFPQBKQ FK VLRO RPB
@>MFQ>IFW>QFLK ?LIA FQ>IF@P MRK@QR>QF
RKABOIFKFKD

] 0I>@B JLOB PM>@B ?BQTBBK PB@QFLKP QE>K T
PB@QFLK QL @OB>QB SFPR>I DOLRMFKDP LC
FKCLOJ>QFLK 4EFP T>V VLRO OB>ABO TFII ?B >%
QL B>PFIV AFPQFKDRFPE ?BQTBBK QEB HBV PB(
VLRO O\PRJ\ >KA ?BQTBBK QEB FQBJP FK B>@E
PB@QFLK

] 7 OFQB FK PBKQBK@B CO>DJBKQP QE>Q ?BDFK
>@QFSB SBO?P >KA IB>SB LRQ PBKQBK@BPg PR
%U>JMIB d) BIFJFK>QBA QEB ARMIF@>QFLK LC
M>MBOTLOH FK JV ABM>0QJBKQ ?V PQOB>JIFKF
MOL@BAROBPe TLRIA ?B@LJB d%IFIJFK>QBA
M>MBOTLOH ARMIF@>QFLK FK > PQORDDIFKD
ABM>0QJBKQ ?V PQOB>JIFKFKD MOL@BAROBP ¢

] 0I>@B VLRO K>JB >Q QEB QLM LC QEB O\PRJ\ QL

J>HB FQ L?SFLRP QL OB>pBOPBBER
PR?GB@Q LC B>@E SBO?

] ,B>OK>?LRQ CFBIA PMB@FCF@ @LKSBKQFLKP
@LKSBKQFLKP FK VLRO CFBIA LO FBB®EQOV TFI
VLRO @ELF@BP FK TOFQFKD \BKIE\PRJ\
CLOJ>IF@BPFDK ABIFSBOV JBQELA >KA HBV
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QBOJP >0OB GRPQ PLJB LC QEB C>@QLOP QE>Q.
>@OLPP AFP@FNHRIKERRIQV LO MOLCBPPFLK>|
@LKQ>@QP FK VLRO CFBIA >?LRQ BIMILVBOPg
BUMB@Q>QFLKP SFPFQNIGREDBBEI@BKQBO
@LKAR@Q TB? OBPB>O@E QL J>HB FKCLOJBA C
PMB@FCF@ @ELF@BP

1R>KQFCV VLRO PHFIIP >KA >@EFBSBJBKQP >P
BUMI>FKBA MOBSHFERPDB>KP FK@IRAFKD
OBCBOBK@BP QL QB@EKLILDFBP >KA BNRFMJB|
E>SB RPBA QVMBP LC AL@RJIBKQP VLR E>SB
MOLAR@BA MOL@BAROBP VLR E>SB CLIILTBA
I>KDR>DBP VLR PMB>H QB@EKF@>| I>KDR>DBP
HKLT QVMBP LC @IFBKQP VLR E>SB TLOHBA TF(
ABJLDO>MEF@ FKCLOJ>QFLK QE>Q JFDEQ ?B O
FK VLRO KBT TLOHMI>@B >KA PL LK

| SLFA CFIIBO TLOAPQ.QEMR@LBP KLQ PELT
JB>KFKDCRI PHFIIP &FIIBO TLOAP FK@IRAB QB>
MI>VBOBPRIQP LOFBKQBA C>PQ M>@BA >KA PE
JLQFS>QBA )C VLR -534 RPB QEBPB MEO>PBP C
@LK@OBQB BU>JMIBP QL ?>@H QEBJ RM &LO
BU>JMIB FKPQB>A LGRRFNEYerFK@IRAB >

QFJB VLR d@LII>?LO>QBA TFQE MBBOP QL P>SB
@LIM>KV LSBO  JLKQE LK ABIFSBOV
JBQELAPe LO d@L J>K>DBA > QB>J LC PFU QL
FKQBOSFBT EFOB SBKALOP CLO >KKR>| @LIM>K
MF@KF@ e

5PB HBV QBOJP D>QEBOBA FK VLRO MOB TOFQF
MOBM>0>QFLK ME>PB COLJ QEB GL? ABP@OFM
OBPB>O@E FKQL VLRO CFBIA )C VLRO MLQBKQ
BJMILVBO FP RPFKD > O\PRJ\ P@>KKFKD MOLDO
QEBPB HBV QBOJP J>V J>HB RIHEKAPE

2BQTBBK DBQQFKD >K FKQBOSFBT LO > OBGB@
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] ->HB PROB VLRO O\PRJ\ FP @LJIMIBQBIV BOOLO ¢
0OLLCOB>A VLRO O\PRJ\ PBSBO>| QFJBP RPB P\
@EB@H >KA >PH >K BU@BMQFLK>| MOLLCOB>A
OBSFBT FQ !IT>VP >PPRJB QE>Q >K BOOLO IROK
PLJBTEBOB FK VLRO O\PRJ\ >KA OBSFBT FQ RKQ
VLR CFKA QE>Q BOOLO

+4-@ @; :/8A01-:0 D/8A01

$BPMFQB S>OF>QFLKP FK O\PRJ\ QVMB CLOJ>QQFKD >
QEBOB >0B RKABOPQLLA ORIBP LC QERJ? LK TE>Q Ql
>KA BU@IRAB (BOB >OB > CBT DBKBO>| DRFABIFKBP L
QL BU@IRERO BU>JMIB EFDE P@ELLIP KL J>QQBO El
MOBPQFDFLRP PELRIA KLQ ?B FK@IRABA FK > O\PRJ\ !IF
FK@IRAFKD PB@QFLKP TFQokI#e3BBOIREB TFQE
FKQBOBPQP QE>Q J>V PBBJ FOOBIBS>KQ QL QEB MLPF
CLO ?RPFKBPP GL?P SFABL D>JB MI>V CLO PLCQT>Ol
GL?P >KA ?ILDDFKD CLO 02 GL?P E>SB IFQQIB AFOB@Q
VLRO MOLCBPPFLK>I QO>FKFKD

)K > .LOQE 1JBOF@>K @LKQBUQ KBSBO FK@IRAB FKC
IFHB EBFDEQ TBFDEQ LO J>OFQ>I PQ>QRP >P QEFP |
FP RKOBI>QBA QL VLRO NR>IFCF@>QFLKP >KA JFDEQ
PLRO@B LC AFP@OFJFK>QFIQBERDENR J>V E>SB
PBBK O\PRJ\ P>JMIBP QE>Q FK@IRAB > MF@QROB QEI
@LJILK FK PLIB @RIQRO>I @LKQBUQP FQ FP KLK PQ>k
PQOLKDIV AFP@LRO>DBA FK QEB 5KFQBA 3Q>QBP QL FK
TFQE QEB GL? M>@HBQ )Q J>V >IPL ?B > DLLA FAB>
>MMO>FPBA LC VLRO IBD>I OFDEQP TEBK TLOHFKD QE
GL? MOL@BPP COLJ>MMIF@>QFIH QBEKQBASHFBT
>T>OB LC MOLQB@QFLKP DR>0O>KQBBA/RR TBABO>| |>T
T>KQ QL OBSFBT > OBPLRO@B IFHB QEB CLIILTFKD M
2V QEB 53 %NR>| %JMILVIBKQ /MMLOQRKFQV 0BOJFP
EQQOMP TBBL@ DLS C>@QP N>KA> EQJI

LT QE>Q VLR HKLT TE>Q QL BU@IRAB TE>Q FKCLOJ>
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PELRIA VLR FK@IRAB FK > O\PRJ\ !P QEBFO CLRKA>QFL}
O\PRJ\P FKQBDO>QB QEOBB PB@QFLKP LO QVMBP LC
QEB O\PRJ\ EB>ABO TFQE @LKQ>@Q FKCLOJ>QFLK |
PB@QFLK >KA TLOH BUMBOFBK@B

&G?A9G 1-01>7

&FOPQ LC >Il VLRO 2\PRJ\ (B>ABO PELRIA FK@IRAB CLRO
CRIl K>JB >AAOBPP BJ>FI >AAOBPP MELKRAKRJI?BO
MLPPF?IV VLRO MOLCBPPFLK>I TB?PFQB LO ,FKHBAFK
VLRO CFOPQ K>JBF@RIEGQL MOLKLRK@B VLR @LRIA FK
VLRO KF@HK>JB FK NRLQ>QFLK J>OHP LO M>OBKQEE
8FL>KD d!KDFBe +FJ LO ->PPFJL d->PPe 2>MFKF .>JBP
>0B QVMF@>1V ?LIABA >KA @BKQBOBA LK QEB M>DB 7!
VLRO K>JB QL QEB OFDEQ LO IBCQ FP >IPL >MMOLMOF>(
LK QEB QBJIMI>QB LO PQVIB VLR E>ISIB 1&¥ FRERIRAB
VLRO P@ELLI >AAOBPP LO VLRO MBOJ>KBKQ ELJB >AA
2LQE -LPQ OB@ORFQBOP MOBCBO ?LQE ?B@>RPB >(
J>V KBBA QL PBKA FKCLOJ>QFLK QL ?LQE 2BQUIBRPBP >(
QFJBP LC QEB VB>0

IP KLQBA FK QEB @E>MQBO LK BJ>FI BQFNRBQQB FQ F
QL @ELLPB > MOLCBPPFLK>| B J>FI >AAOBPP ?B@>RPB E
COLTK RMLK >AAOBPPBP PR@E >P DOBBKBVBP DJ>FI
ORKKFKDDRV SBOFWLK KBQ

)KPQB>A @LKPFABO RPFKD VLRO CFOPQ K>JB >KA
K>JB FK > PFIJMIB BJ>FI CLOJ>Q )C VLR @LKQFKRB VLF
PB>0O@E >CQBO DO>AR>QFLK VLR JFDEQ KLQ ?B MB
RPB VLRO P@ELLI BJ>FI >SAAOBPP KLO PELRIA VLR LK(
E>SB DO>AR>QBA )K@IRAB LKIV LKB MELKB KRJ?BO Lk
O\PRJ\ >KA OB@LOA > MOLCBPPFLK>| SLF@BJ>FI FK ¢
BIJMILVBO @>IIP $L KLQ MI>V JRPF@ LK VLRO SLF@BJ:
FK > ILRA >OB> AL KLQ >KPTBO VLRO @BIl MELKB BPM
TEBK VLR AL KLQ OB@LDKFWB QEBTKBEBR®>II QL
DL QL SLF@BJ>FI IFPQBK QL FQ FK > NRFBQ MI>@B >K/
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@>Il >P PLLK >P MLPPF?IB ! MOLCBPPFLK>I SLF@BJ>FI
PLRKA IFHB QEB CLIILTERBSHOB>@EBA *LEK 3JFQE >Q

0IB>PB IB>SB > JBPP>DB >KA ) TFIl @>Il VLR
?>@H >P PLLK >P MLPPF?IB e "B PROB QL @EB@H VLRO ¢
LK > OBDRI>O ?>PFP

Figure 4: Resume header with contact information, both a school
address and a permanent aggs.

OA/-@5;: '1/@5;:

3B@LKAIYEB %AR@>QFLK 3B@QFLK TFII IFHBIV >MMB>(
VLRO BUMBOFBK@B PB@QFLK /K@B VLR >OB >
MOLCBPPFLK>| VLR J>V @ELLPB QL CIFM QEBPB QTL PB
LOABO QL BIJME>PFWB QEB FKCLOJ>QFLK QE>Q FP JLOI
QL > M>OQF@RI>O BUGIQUBCLIILT QEB @LKSBKQFLKP F
VLRO CFBI&AQEFK QEB BAR@>QFLK PB@QFLK FQ FP Pt
FK@IRAB VLRAQUMF@>IIV FC FQ FP  LOLNEDTIEIE

VLRO BUMB@QBA DO>AR>QFLK A>QB J>GLOIER >KA JFKI
J>V FK@IRAB VLRO LSBORO ULR J>V AB@FAB QL IFPQ
QEB '0 LC VLRO J>GL#BOQ>FK FKARPQOFBP >OB JL(
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@LK@BOKBA TERQEE$K LQEBOP FK@IRAFKD @LKPRIQ
FKSBPQJBKQ ?>KHFKD >KA QO>AFKD TEF@E @>K OBNF

>KA >?LSB

"B PROB QL OBPB>0O@E B>@E FKARPQOV QL C>JFIF>C
TFQE PR@E OBNRFOBJBKQP )C VLR >QQBKABA LKIV LK
LKIV QE>Q @LIIBDB PELRIA ?B IFPQBA FK QEFP PB@Q!
QO>KPCBOOBA COLJ >KLQEBO @LIIBDB VLR PELRIA
P@ELLIP FK QEFP PB@QFLK 4EB CFOPQ P@ELLI VLR
@ROOBKQ P@ELLI VLR >QQBKA CLIILTBA ?V QEB MOBSF
)C VLR >QQBKA DO>AR>QB P@ELLI I>T P@ELLI >KA PI
VLRO MLPQDO>AR>QB FKPQFQRQFLK TLRIARB IFPQB;
>IPL E>SB QEB LMQFLK LC FK@IRAFKD OBIBS>KQ @L
MOBM>OBA VLR CLO QEB GL? VLR >0OB PBBHFKD >KA >
>@@LIMIFPEJBKQP OBI>QBA QL P@ELLICIR-EDBOLGB@
EBIA PBOSF@B >KA >T>OAP LO P@ELI>OPEFMP )C VLRI
LC QEB I>QQBAFDEQ >IQBOK>QFSBIV @LKPFABO MI>@F
FK QEBFO LTK PB@QFLK J>OHBA (LKLOP

Figure 5: Education information showing two universities
attended.
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Figure 6: Resume header followed by contact information, an
objective statement, and education.

9<8; E91:@ '1/@5::

4EFOAIQEB %JMILVJIBKQ 3B@QFLK PELRIA EFDEIFDEQ
QEB JLPQ OBIBS>KQ GL?P VLR E>SB EBIA >KA ALTKMI>
PFDKFCF@>KQ BUMBOFBK@B 4HEF®>PIB@EEKLPP >0
FIMLOQ>KQ LC VLRO O\PRJ\ ?B@>RPB OB@ORFQBOP
CLO M>PQ TLOH BUMBOFBK@B >P > MOBAF@QLO LC
BUMBOFBK@B 4EB @LKSBKQFLK>I JBQELA LC IFPQFKD
BUMBOFBK@B FP FK OBSBOPB @EOLKLILDF@>| LOABO
BAR@>QFLK PB@QFLK ,FPQ VLRO JLPQ OB@BKQ GL?
CFOPQ >KA FK@IRAB QEB CLIILTFKD FKCLOJ>QFLK

] 4EB K>JB LC QEB @LJIJM>KV

] 4EB @FQV >KA PQ>QB >KA TEBK LRQPFAB QEB -
3Q>QBP QEB @LRKQOV

] 4EB VB>OP LC BIJMILVJBKQ )C VLR E>SB E>A
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PBSBO>| GL?P >Q LKB @K@HKAB QEB LSBO> |l
VB>OP LC BUMBOFBK@B CLO PBM>0>QB GL?P |
PMB@FCF@ VB>OP LC BUMBOFBK@B

] 4EOBB QL PBSBK ?RIIBQ MLFKQP ABP@OF?FKD \
OBPMLKPF?FIFQFBP >KA QEB OBPRIQP LC VLRO
ABMBKAFKD LK VB>OP LC BUMBOFBK@B

'P KLQBA FK QEB PB@QFLK LK ABPFDK VLR PELRIA RF
MLFKQP >P > JB>KP LC @IB>0OIV >KA PR@@FK@QIV IF
OBPMLKPF?FIFQFBP >KA >@EFBSBJBKQP

#<@5;:-8 '1/@5;:?

)K >AAFQFLK QL @LKQ>@Q FKCLOJ>QFLK BAR@>QFLI
BUMBOFBK@B VLR J>V ?B TLKABOFKD TE>Q LQEBO PB
FK@IRAB TEFIB ABSBILMFKD KRPRIMQFLKP >OB J>KV
?RQ EBOB >OB > CBT >AAFQFLK>| FAB>P

] #0831B7D3 'B/B3;3<EEFP PQ>QBJBKQ FP
FK@OB>PFKDIV @LKQOLSBOPF>IcPLJB PLRO@B
OB@LJJBKA QE>Q VLR FK@IRAB >K L?GB@QFSB
PQ>QBJBKQ TEFIB LQEBOP TFII T>OK PQOLKDIV
>D>FKPQ FQ 0OLMLKBKQP TFIl QBIl VLR QE>Q Ol
>MMOB@F>QB-@&OKQYGB@QFSB @>K EBIM >
OB@ORFQBO RKABOPQ>KA BU>@EDM TE>Q VLR
TE>Q ?RPFKBPP TLRIA ?BPQ PRFQ VLRO ?>@HD(
>VP>VBOMRB QE>Q QEB O\PRJ\ FP JB>KQ QL 7B
P@>KKBA FK > J>QQBO LC JFKRQBP >KA QEB L?(
PQ>QBJBKQ LKIV PILTP QEFP MOL@BPP ALTK TF
ABQ>FIP QE>Q TFII IFHBIV ?B BUMILOBA FK QEB (
IBQQEDFK@IRABA L?GB@QFSB PQ>QBJBKQP PE
2B SBOVIBQBA >KA JBKQFLK > PMB@FCF@ MLP
7E>QBSBO L?GB@QFSB VLR @ELLPB FQ PELRIA
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EFDEIV PMB@FCF@ FK PQ>QFKD TE>Q VLR >0OB

CLO >KA TE>Q VLR E>SB QL @LKQOF?RQB )Q PE
>IPL ?B VLR @BKQBOBA PELTFKD TE>Q VLR @>k
CLO QEB @LIM>KV FK KL JLOB QE>K QTL PBKQB]

Figure 6: Resume header with contact information followed by an
objective statement.

)C VLR >OB RKPROB >?LRQ FK@IRAFKD >K L?GB@QFSE
LO FC FQ TLRIA ?B QLL S>DRB >KA DBKBO>| FQ FP ?BPQ
>IQLDBQEBO

(BOB >OB > CBT BU>JMIBP LC MLPPF?IB L?GB@
PQ>QBJBKQP

j 'K BKQOV IBSBI >@@LRKQFKD MLPFQFL!
>RAFQFKD >IILTFKD JB QL RPB JV
>K>IVQF@>| >KA ABQ>FI LOFBKQ>QFLK (
BKPROB >@@RO>@V FK >Il OBMLOQP >k
OBSFBTP

i ! @LJIRKF@>QFLKP FKQBOKPEFM >Q > (
JBAF> @LIM>KV QE>Q TFII >IILT JB QL
RPB JV HKLTIBADB >KA BUMBOFBK@B Q!
MOLAR@B >KA BAFQ @EB@OR3EBC
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@LJIRKF@>QFLKP

j 'K BKQOV IBSBI MLPFQFLK FK QEB
EB>IQE@>0B FKRIRPIFERD JB QL
RPB JV ?RPFKBPP >KA @LJIRKF@>QFLK

PHFIIP QL BKE>K@B > @LIMQEMY
IFKB

#LKPFABO QEB >?LSB BU>JMIBP QL ?B > DBKBO>| PQ>0Q
)K TOFQFKD VLRO L?GB@QFSB PQ>QBJBKQ VLR TLRI/
RPB QEB PMB@FCF@ GL? QFQIB >P FQ FP DFSBK FK
LK QEB @LIM>KV TB?PFQB TFQE MOLMBO @>MFQ>IFW
VLR TLRIA IFHBIV T>KQ QL PQ>QB QEB @LJM>KV K>JB >i
4EFP PELTP VLRO CL@RPBA FKQBKQFLK QL >MMIV CLC
GL? MLPFQFLK >Q > PMB@FCE@EBOIREKK MOLAR@FKD
LKB PFWB CFQP >l O\PRJ\ QE>Q I>@HP CL@RP

] '97:A /<2 227B7=</: <4=@:/B7=4EFP
PB@QFLK LC VLRO O\PRJ\ FK@IRABP ?RQ FP KL(
IFJFQBA QL QEB CLIILTFKD FKCLOJ>QFLK

] #LJMRQBO 3HFIIP -LPQ BJMILVBOP
BUMB@Q -F@OLRAERU@BI >KA
OLTBOOLFKQ ?RQ FK@IRAB >AAFQFLK>
PLCQT>0OB HKLTIBADB B D
$OB>JTB>SBO

] »>KDR>DB 3HFIIP )K@IRAB VLRO ELKBPC
IBSBI LC CIRBK@V B D 3M>KFPE CIRBK:
&OBK@E ?BDFKKBO

i 3QRAV I?0L>A )K@IRAB QEB K>JB LC
QEB RKFSBQEBI®FQV >KA @LRKQOV
>KA QEB @LROPBTLOH

] #LJIRKFQV 3BOSF@B )K@IRAB >KV
SLIRKQBBO TLOH PR@E >P M>0OH @IB>K
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j

T>IH > QELKP CLO S>OFLRP @>RPBP LO
CRKAO>FPFKD BSBKQP LC >KV HFKA "B
PMB@FCF@ >?LRQ VLRO OBPMLKPF?FIF
>KA VLRO OBPRIQP FK@IRAFKD ALII>OP
O>FPBA ELROP PMBKQ IB>ABOPEFM
MLPFQFLK BKA RPBO BUMBOFBK@B B[
CRKA O>FPRKIDBE OB>@EBA LSBO

+ MOLSFAFKD CLO CFSB
ABSBILMJIBKQ>IIV AFP>?IBA PQRABKQP >
QEBFO M>OBKQP QL QO>SBI QL &ILOFA>
PTFJ TFQE QEB ALIMEFKP

[F@BKPBP >KA #BOQFCF@>QFLKP
)KAFSFAR>IP @>K >@EFBSB IFQBO>IIV
ERKAOBAP LC MOLCBPPFLK>| IF@BKPBF
QEB >OB>P LC EB>IQE @>0B CFK>K@B
BPQ>QB FKPRO>K@B >KA PL CLOQE
%U>IJMIBP FK@IRAB #E>OQBOBA &FK>K(
IK>IVPQ #8,BSBI) LO ,F@BKPBA

2B>1 %PQ>QB IDBKQ

)K @LKPQOR@QFKD QEFP PB@QFLK ?B PROB QL HBBM
LMQFLKP )C VLR T>KQ QL EFDEIFDEQ @BOQ>FK FKCLO
VLR KBBA QL >AA > ILQ LC ABQ>FI VLR JFDEQ @LKPFAB(
> PBM>0>QB PB@QFLK CLO >K FQBJ LO VLR JFDEQ .
@LJ?FKB PFJFI>0 FQBJP TFQEFK QEB P>JB PB@QFLK
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Figure 8: A skills section that gups together additional
qualifications fom computer skills to language.

] &343813AKB LC QEB C>JLRP I>PQ IFKBP LC >
O\PRJ\ FP 2BCBOBK@BP CROKFPEBA RMLK OBNF
4EFP FP KLQ KB@BPP>0OV ?B@>RPB BIJMILVBOP
PFIMIV >PH CLO OBCBOBK@BP TEBK QEBV T>KG
)K C>@Q FC VLR PFIMIV FK@IRAB > OBCBOBK@|
TFQE VLRO O\PRJ\ FQ J>V P>SB >K FKQBOBPQB/
BJMILVBO QEB QOLR?IB LC E>SFKD QL >PH FK QF
MI>@B > MOL>@QFSB FIMOBPPFSB PQO>QBDV
QL @OB>QB > PFKDIB M>DB AL@RJBKQ QE>Q FK
QEB CLIILTFKD FKCLOJ>QFLK

j (B>ABO QE>Q J>Q@EBP QEB O\PRJ\
EB>ABO QL FK@IRAB VLRO K>JB >AAOB
>KA @LKQ>@Q FKCLOJ>QFLK

j 2BCBOBK&BJB

j 2BCBOBK@mBQIM>KV >KA QFQIB

] 2BCBOBKA@H)>QFLKPEFM QL VLR B D
J>K>DBM™BBOBKALSKA PL CLOQE

j 2BCBOBK@BIKQ>@Q FKCLOJ>QFLK
FK@IRAFKD B J>FI >AAOBPP >KA MELKB


https://open.library.okstate.edu/app/uploads/sites/26/2019/08/Copy-of-7.jpg
https://open.library.okstate.edu/app/uploads/sites/26/2019/08/Copy-of-7.jpg
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KRJ?BO
"B PROB QL KLQFCV QELPB TEL E>SB >DOBBA QL PI

OBCBOBK@BP QE>Q QEBV J>V ?B OB@BFSFKD > @>I1 L(
> MLQBKQF>I BIMILVBO

Figure 9: I:ist of thee efeences (a standdrmumber), with
applicant®contact informationapeated at the top.


https://open.library.okstate.edu/app/uploads/sites/26/2019/08/Copy-of-8.jpg
https://open.library.okstate.edu/app/uploads/sites/26/2019/08/Copy-of-8.jpg
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+>5@5:3 ;. 1@@1>7?

)K QEB BO> LC PL@F>| JBAF> QEB FAB> LC TOFQFKD >K >
IBQQBO QL FKQOLAR@B VLRO O\PRJ\ J>V PBBJ LR(
(LTBSBOQEB >MMIF@>QFLK IBQQBO PQFII PBOSBP PBS|
CRK@QPOKPEB O\PRJ\ FP @E>0>@QBOFWBA ?V 20B>AQ
> ?0L>A LSBOSFBT LC VLRO NR>IFCF@>QFLKP QEB >I
IBQQBO FP @E>0>@QBOFWBA ?V ABMQE @ELLPFKD
PFDKFCF@>KQ NR>IFCF@>QFLKP QL @ISBOBRKFKBQ>
M>0>DO>MEP O>QEBO QE>K ?RIIBQ MLFKQP QEFP IBQ
TOFQFKD P>JMIB VLRO BJMILVBO TFIl PBB GTROR/LR )Q
>K LMMLOQRKFQV QL J>OHBQ VLRO RKFNRB NR>IFCF@:
PELT ELT VLR TFIl CFQ TFQE QEB @RIQROB L& QEB @LJ!
BCB@QFSB >MMIF@>QFLK IBQQBO TFIl @OB>QB > MF(
> MLQBKQF>| BJMILVBB >KA FKPMFOB > MLQBKQF>| BJ
IB>OK JLOB >?LRQ VLR +BBM QEB CLIILTFKD QFMP FK J
VLR TOFQB VLRO @LSBO IBQQBO

] 9LRO IBQQBO FP BPPBKRQRHBNGICLO TEV
VLR PELRIA ?B DO>KQBA >K FQBOSET
QL PRMMLOQ QEB @I>FJ QE>Q VLR >OB NR>IFCF
QEB MLPFQFLK TFQE BSFABK@B

] $BILKPQO>QB VLRO >RQELOFQV ?V PMB>HFKD |
ABQ>FI >?LRQ VLRO NR>IFCF@>QFLKP

] 3(/7 QEB OB>ABO QE>Q VLR E>SB QEB PHFIIP >K/
>?FIFQFBP KB@BPP>0V QL AL QEB GL? >Q E>KA
JLOB ABQ>FI VIOBOC-KA QEB JLOB MOB@FPB VLF
I>KDR>DB FP QEB JLOB QEB OB>ABO TFII 7B >?IE
MF@QROB VLR ALFKD QEB GL?

] #LKPFABO VLRO >RAFBK@B @>OBCRIIV >P VLR (
VLRO IBQQBO

] #LKAR@Q >AAFQFLK>I OBPB>O@E QL EBIM VLR
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TFQE QEB @LIM>KV >KA QL @ELLPB QEB >MMOL
QLKB IBSBI LC CLOKEQBSBI LC QB@EKF@>IFQ\

IQ PLIJB MLFKQ VLR J>V CFKA VLROPBIC >PHFKD d)P FC
TOFQFKD >K >MMIF@>QFLK IBQQBO HKLTFKD FQ JFDE
OB>A e 4EB PELOQ >KPTBO FP VBP 3LJB OB@ORFQBORP |
QL QEB O\PRJ\ >KA J>HB >K FKFQF>| AB@FPFLK TEFIE
OB@ORFQBOP @>OBCRIIV TBFDE QEB FKCLOJ>QFLK
4EBOB FP KL T>V LC HKLTFKD TEF@E TFII ?B QEB @>PB
>0B ?BQQBO®RQQFKD VLRO ?BPQ CLLQ CLOT>0OA BSBO\
TBIl TOFQQBK >MMIF@>QFLK IBQQBO FP >K LMMLOQRK
VLROPBIC TBIl >KA FKCIRBK@B PIOHB>VRRDBM® CRII
>AS>KQ>DB LC QE>Q LMML@QIRKHAV?B SFBTBA >P VLRO
CFOPQ @LKSBOP>QFLK TFQE > CRR)REBPBNRHIFBY
PELRIA ?B BU@BMQFLK>|

7EBK TOFQFKD >K >MMIF@>@RJBIBRQEIE>Q VLR
E>SB @LIMBQFQR® XRAFBK@B FP > MOLCBPPFLK>I °
P@OBBKP >KA EFOBP GL? >MMIF@>KQPcPLJBLKB TEL J:
QEOLRDE ALWBKP LO BSBK ERKAOBAP LC LQEBO >MMiII
QEB A>V VLROP FP OB@BFSBA 4EB FJJBAF>QB L?GB@Q
>MMIF@>QFLK IBQQBO >KA >@@LJIJM>KVFKD O\PRJ\ FP
QEFP MBOPXBQ@BKQFLK 4EB RIQFJ>QB DL>| FP QL L?Q:
FKQBOSFBTVLR TOFQB VLRO >MMIF@>@REBFERHQBO
@LIMIBQB QEOBB Q>PHP @>QQ@F XIEBBIKBFIABO
C>SLO>?IV@LKSFK@B QEB OB>ABO QE>Q VLR >0OB > NF
@>KAFA>QB CLO QEB GL? >KA IB>SB > I>PQFKD FIMOBRB

->KV MBLMIB RPB QEB &pp{i:ition letter>KAcover
letter FKQBO@E>KDB>FPDLLA QL HBBM FK JFKA ELTBSBC
QE>Q QEBV J>V OBCBBUBKAFTRPFKBPP TOFQFKD DBK
4EB IBQQBO LC >MMIF@>QFLK FP JR@E IFHB > P>IBP IBQ
VLR J>OHBQ VLRO PHFIIP >?FIFQFBP >KA HKLTIBADB 4t
cover letterJ>V OBCBO QL > AL@RJBKQ LC QO>KPJFQQ:>
TFQE C>UBP LO BJ>FIP )Q FABKQFCFBP >K FQBJ ?BFKI
MBOPLK QL TELJ FQ FP ?BFKD PBKQ >KA QEB OB>PLK CL
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PBKQ MOLSFAFKD > MBOJ>KBKQ OB@LOA LC QEB QO:
?LQE QEB TOFQBO >KA QEB OB>ABO

1/5<41>5:3 @41 ;. 1?/>5<@5;:

-LPQ GL? ABP@OFMQFLKP @>K ?B @LMFBA @®LJ QEB |
TB?PFQB 4EB MOBSFLRP PB@QFLK &FKAFKD *L? /MI
PE>OBP >AAFQFLK>| FAB>P LK ELT QL PB>O@E CLO GL?
VLR E>SB FABKQFCFBA > MLPFQFLK QE>Q FKQBOBPQP
GL? ABP@OFMQFLKLEKQAL@RJIBKQ )C VLR LKIV E>SB
> E>OA @LMV LC QEB >A FQ JFDEQ ?B TLOQETEFIB QI
FKQL > KBLOA AL@RJIBKQ PL QE>Q VLR @>K @LMV MBC
MEO>PBP COLJ QEB GL? ABP@OFMQFLKHRQ®Y¥KRO IBQ
@LIMIBQB QTL MOBTOFQFKD PQBMP ?BCLOB TOFQFKL
QEB GL? ABP@OFMQFLK ,FPQ B>@E PHFII >KA NR>IFCF
PBM>0>QB IFKB >KA 'OLRM IFHB TFQE IFHB )C @LJJRKF
PHFIIP >OB IFPQBA >P FIJMLOQ>KQ FK >AAFQFLK (
MOBPBKQ>QFLKP IFPQ LKB >CRBUQEBA QEBGL?
ABP@OFMQFLK >KA QEB AB@FMEBOFKD MOL@BPP FP L

'-9<81 ;. 1?/>5<@5::

%KQOV ,BSBIBP

4EB #-, #LIM>KV > IB>AFKD MOLSFABO LC OB@ORFQF}
PQSEKD PBOSF@BP FP @ROOBKQIV PBBHFKD JLQFS:
LOFBKQBA FKAFSFAR>IP QL GLFK LRO OB@ORFQFKI
OB@ORFQBOP TLOH TFQE LRO @IFBKQP >KA FKPFAE
FABKQFCVFKD P@OBBKFKD FKQBOSFBTFKD >KA
NR>IFCFBA @>KAFA>QBP CLO @LKQO>@Q >KA MBOJ>K
#-, MOLJLQBP COLJ TFQEFK %KQOV IBSE! PIBPPERC
OB@ORFQBOP /K@B QEBV J>PQBO QE>Q OLIB >KA E>
QL ?B@LJB > JBJ?BO LC LRO P>IBP QB>J QEBV @>t
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@LKPFABOBA CLO MOLJLQFLK 1R>IFCFBA @>KAFA>Q
OB@ORFQBO MLPFQFLK TFII

]

$BSBILM OB@ORFQFKD PQO>QBDFBP ABPFDKB/
FABKQFCV NR>IFCFBA @>KAFA>QBP QEOLRDE S
OB@ORFQFKD QLLIP

%S>IR>QB @>KAFA>QBPg PQOBKDQEP @LJM>O]
@IFBKQPg OBNRFOBJBKQP ?V BS>IR>QFKD P@(
>KA FKQBOSFBTFKD QEB @>KAFA>QB

.BDLQF>QB T>DB 0>QBP >KA LQEBO QBOJP >KA
@LKAFQFLKP LC BIMILVJIBKQ TFQE @>KAFA>QB
D>FK @LJIFQIBKQ COLJ @>KAFA>QBP CLO @RC
>KA CRQROB GL? OBNRFOBJBKQP

#LIMIBQB KB@BPP>0V MOB BJIMILVJBKQ MOL@E
FK@IRAFKD OBCBOBK@B >KA ?>@HDOLRKA @E
AORD QBPQP

7 LOH TFQE >@@LRKQ BUB@RQFSBP QL FABKQ
>@@LRKQP @IFBKQ PHFII PBQP >KA HBV J>OHE
PBDJBKQP >KA QL >PPBPP @FRRQPg PQ>C
OBNRFOBJBKQP

)KQBO>@B@QFSBIV TFQE LQEBOP QL @OB>QB
MOLAR@QFSB QB>J BKSFOLKJBKQ

#LIJIRKF@>QB TFQE MBBOP ?V PE>OFKD OB@OF
?2BPQ MO>@QF@BP >KA MOLSFAFKD >@@R0O>Q
AL@RJIBKQ>QFLK LK @LKQO>@Q BIMILVBBP FK
SMMIF@>KQ QO>@HFKD PVPQBJ

->FKQ>FK OBI>QFLKPEFMP TFQE FKARPQOV @L!
MOLSFAB @RPQLJBO PBOSF@B D>FK FKARPQO
HKLTIBADB >KA DBQ OBCBOO>IP >KA P>IBP IB>A
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1R>IFCFBA @>KAFA>QBP CLO QEB OB@ORFQBO MLPF

]

(>SB > ?>@ERRABDOBB LO OBI>QBA P>IBP LO
OB@ORFQFKD BUMBOFBK@B

"B >S>FI>?IB QL TLOH ?BCLOB >KA >CQBO QVMF(
LCF@B ELROP >P TLOH J>V ABJ>KA

OLPPBPP PQOLKD TOFQQBK >KA LO>| %KDIFPE
@LIIRKF@>QFLK PHFIIP

"B C>JFIF>0 TFQE -F@OLPIACKKA -3
/RQILLH LO PFJFI>O B J>FI >MMIF@>QFLKP

(>SB TLOH BUMBOFBK@B FK > PBOSF@B LOFBK(
?RPFKBPP

2BCIB@Q > ABPFOB QL IB>OK >KA >AS>K@B FK >
M>@BA P>IBP BKSFOLKJBKQ >KA ?B @>M>?IB LC
OBDRI>OIV RPFKD DLLA GRADJBKQ >KA AFP@OE
>@@LJIMIFPE DL>IP

"B @ROOBKQIV >RQELOFWBA QL TLOH FK QEB 5
3Q>QBP CLO >KV BJMILVBO

'-0<81 1/5<41>5:3 $>;/1??

P VLR @LKPFABO QEB MOB@BAFKD P>JMIB PQRA
@LIMLKBKQ LC QEB GL? ABP@OFMQFLK >KA ELT FQ OBI
PHFIIP PL QE>Q VLR @>K >MMIV CLO >KA D>FK >K FKQE
QEB MLPFQFLK !IPL PFIMIFCV QEB GL? >A ABP@OFMQFL
>KA DOLRMR®D PQOB>JIFKBA PB@LKA IFPQ LC OBNRFC
JFDEQ ILLH PLIBQEFKD IFHB QEFP

2BNRFOBJBKQP

] ">@EBIG®ABDOBB
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] '?IB QL TLOH CIBUF?IB ILKD ELROP
3QOLKD TOFQQBK >KA SBO?>| @LJIRKF@>QFLK
#LIMRQBO IFQBO>QB
$BPFOB QL IB>OK FK > C>PQ M>@BA P>IBP BKSF
'LLA GRADJBKQ
$SFP@OBQFLK
IRQELOFWBA QL TLOH FK QEB 5 3

IP VLR @LJM>0B VLRO >?FIFQFBP >KA @OBABKQF>IF
IFPQ P >PH VLROPBIC ELT @ILPBIV VLRO NR>IFCF@>QF
QEB FQBJP >0OB IFPQBA $L VLRO PHFIIP J>Q@E >II L
OBNRFOBJBKQP LO QEB S>PQ J>GLOFQV LC QEBJ (FDI
PHFIIP QE>Q AL J>Q@E >KA @LKPFABO TEBOB VLR
OBCBOBK@B QEBJ AFOB@QIV FK YLRO ERU(BRQBK
JFDEQ FKSLISB FABKQFCVFKD >KA TOFQFKD ALT
OBNRFOBJBKQP QE>Q >0B ./4 PQ>QEARNFOREOEB
GL? >APBBJP QL FIMIV  FKAFSFAR>IP JRPQ ?B JLQFS>C
QEBV JRPQ E>SB QEB >?FIFQV QL J>PQBO QEB TLOH >k
JRPQ E>SB > ABPFOB QL ?B > M>0Q LC QEB P>IBP QB>JF
?B MOLJLQBA

$L KLQ ORIB VLROPBIC LRQ FC BSBOV OBNRFOBJBKC
J>Q@E )KPQB>A QEFKH LC PLIJBQEFKD QE>Q FP P
OBI>QBA &LO BU>JMIB FC VLR E>SB KBSBO TLOHBA FK
M>@BA P>IBP BKSFOLKJBKQ CL@RP LK VLRO ABPFOE
(FDEIFDEQ QEB C>@Q QE>Q VLR E>SB L?PBOSBA C>PQ
BKSFOLKJBKQP >KA QELPB PFQR>QFLKP >MMB>| QL V
SBOV IB>PQ VLR @LRIA RPB QEB C>@Q QE>Q VLR E>
?BBK SBOV MOL>@QFSB FK @LJMIBQEK® FBKRHY >P BC(
MLPPF?IB /O J>V?B VLR E>SB Q>HBK > @LROPB LO Q
B@LKLIF@P LO J>OHBQFKD QE>Q JFDEQ E>SB M
Q>KDBKQF>IIV OBIBS>KQ HKLTIBADB )K @LKQO>PQ F
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> PQOLKD J>Q@E CLO JLPQ LC QEB OBNRFOBJBKQP
PMB@FCF@ OBPRIQP LOFBKQBA BU>JMIBP QL ABJLKF
PHFIIP

JCOBKQFJBP VLR TFIl KLQ E>SB > @IB>0 FKAF@>QF
TEF@E PHFIIP >OB JLOB FIMLOQ>KQ QE>K LQEBOP F
>A PL RPB VLRO ?BPQ GRADJBRO@BH@E PHFIl >P FC
FQ FP QEB JLPQ FIMLOQ>KQ &LO FKPQ>K@B TEBK @
@LJJRKF@>QFLK PHFIIP E>SB > PMB@FCF@ OBPRI
BU>JMIB LC VLRO SBO?>l PHFIIP >KA VLRO TOFQQBK P
PLJB MLFKQ ELTB&BOTFII T>KQ QL PBIB@Q QEB QEOBB P
VLR QEFKH >0B JLPQ FIMLOQ>KQ J>Q@E QEBJ QL VLRO
PHFIIP >KA QEBK TOFQB VLRO @ESEOQBEQBBEHFIIP FC
MLPFQFLKBA MOLRIEISNB QEB @>PB CLO TEV VLR PELRI/
2B EFOBA

>9-@ -:0 '@>A/@A>1

&LOJ>QQFKD LC >Il ?RPFKBPP IBQQBOPc?RQ BPMBG@
>MMIF@>QFLK IBQQBOCJRPQ ?B KB>Q >KA MOLCBPPF
OB@LJJBKABA QE>Q VLR RPB IBCQ >IFDKJBKQ CLO >II QI
S>OFLRP PLCQT>OB MOLDO>JP @>K TOB>H E>SL(
FKABKQ>QFLKP >KA Q>?P #LJILK ?RPFKBPP IBQQBO
FK@IRAB QEB ?IL@H QEBQBBJF ?IL@H IBQEBO
>IQBOK>QFSB #BAQER PFIMIFCFBAILBRMBOOI>Q
>JLKD QEB JLPQ TFABIV RPBA ?RPFKBPP IBQQBO CLO
OB@LJIBKABA CLO >MMIF@>QFLK IBQQBOP 4EB >MMIF(
FK@IRABP CFSB J>FK PB@QFLKP  EB>AFKD >KA D
P>IRQ>QFLK FKQOLAR@QLOV M>0>DO>ME
M>O>DO>MEP  @ILPFKD M>0O>DO>ME >KA @LJMIFJ
@ILPB

(63 63/27<5 @LKQ>FKP QERPTORQBEPP >KA QEB A>QB
LC QEB IB@EBOOF@BIO>JB FP KLQ FK@IRABA LKIV > A>Q
FP KBBABA FK EB>AFKDP LK IBQQBOEB:URDIFR KBOV
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QEB FKPFAB >AAOBPP TEF@E PELTP QEB K>JB >KA >A
QEB OB@FMFBKQ LEBEEBBEQQBIM-QFLK @>K EBIM MOBS
@LKCRPFLK >Q QEB PR@F®BBKQBL FC QEB OB@FMFE
E>P JLSBA QEB FKPFAB >AAOBPP EBIMP QL ABQBOJF
QL AL TFQE QEB IBQQBB FKPFAB >AAOBPP FK@IRAB
>MMOLMOF>QB QFQIB LC OBPMB@Q LC QEB OB@FMFE
K>JB LC QEB @LJIM>KV BU>@QIV >P QE>Q @LIM>KV T¢
7EBK VLR AL E>SB QEB K>JBP LC FKAFSFAR>IP OBJBJ
QL >AAOBPP QEBJ >MMOLMOF>QBIV -8 BE@-QC
VLR >0OB KLQ PROB TE>Q FP @LOOB@Q CLO >K FKAFSF/
BUQO> LKIFKB OBPB>O@E >KA LO @LKPFABO RPFKD QE
FKAFSFAR>| MOBCBOP 'KLQEBO PQ>KA>0A ORIB LC QEF
-P FC RKPROB LC > TRI¥KQFQ>| PQ>QRP

4EB 5@3B7<5 =@ A/:CB/BXEQB@QIV >AAOBPPBP QE
OB@FMFBKQ LC QEB IBQQBO >KA FP CLIILTBA ?V > @LIL
KLQ HKLT QEB OB @MBRRS@R J>V RPB QEB CRII K>JB
ID>FK QEB ?BPQ PLIRQFLK FP QL AL > IFQQIB BUQO> O
J>HB > NRF@H >KLKVJLRP MELKB @>I>@E\WEGHALE
>KA >PH CLO > K>JB )K PLJB @>PBP VLR J>V >AAOBPF
P>IRQ>QFLK QL > ABM>0QJBKQ K>JB @LJJFQQBB K:
MLPFQFLK K>JB $B>0 OBOPLKKBI $BM>0QJBKQ
2B@ORFQJBKQ #LJJFQQBB LO $B>0 (FOFKD #LJJFQQBB

)K QEB<B@C1B=@G >/@/5@/+& FKQOLAR@B VLROPBIC
QL QEB EFOFKD J>K>DBO LOHEB@SRFANBEME PELRIA
FK@IRAB QEBPB DBKBO>| FQBJP

] 7EV VLR >0B @LKQ>@QFKD QEBJ QL >MMIV CLC
MLPFQFLKcDFSB FQP PMB@FCF@ K>JB

] (LT VLR EB>OA >?LRQ QEB MLPFQFLK CLO BU>J\
DFSB QEB K>JB LC QEB TB?PFQB TEBOB VLR CLF
QEB >A

] 4EB A>QB LC QEB >A FC >MMIF@>7?1B
] 7E>Q QEB JFKFJRJ OBNRFOBJBKQP CLO QEB GL"
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>KA ELT VLR JBBQ QEBJ CLO BU>JMIB FC QEB G
OBNRFOBP > ABDOBB >KA QEOBB VB>OP LC BUNM
VLR TFIl T>KQ QL JBKQFLK OFDEQ >T>V QE>Q VL
JBBQ QEBPB OBNRFOBJBKQP

] /IMQFLK>| 3LIBQEFKD PMB@FCF@ >?LRQ QEB
@LIM>KV LO QEB GL? FQPBIC QE>Q E>P J>AB VL
FKQBOBPQBA FK QEB MLPFQFLK CLO BU>IMIB /
@LIM>KV E>SB > DLLA BKSFOLKJBKQ>| QO>@H
OB@LOA $L QEBV JBKQFLK LK QEBFO TB?PFQB
QEBV IFHB QL MOLJLQB COLJ TFQEFK (>SB QEB\
TLK >T>OAP !0B QEBV TLOHFKD LK >KV MOLGBG
QE>Q MFNRB VLRO FKQBOBPQP>ARFBBIH Ky

7EBK QEB
GL? >A 9LR JFDEQ TOFQB
OBNRFOBP

d$ROFKD QEB PRJJBOLC ) FKQBOKBA CLO
sl EKPLK *LEKPLK TEBOB)>@QBA >P QEB
LK,)QOLAR@@%@Q:I;Q>KQ 1>?LO>QLOV PRAFBQSTHRO
b MBOEEK GEQE MBOCLOJFKD DO>J PQ>FK QBPQFKD >PPBP
P @OBOF> >KQF?FLQF@ OBPFPQ>K@B >KA @LJ
OLRQFKB P>CBQV @EB@HP e

d$ROFKD C>IILC ) QLB@EKF@OFDFKD
3Q0LKD  >Q/35 TEBOB) @OB>QBA AL@RJBKQP FK QEB
TOFQFKD CLIILTFKD MOLCBPPFLK>I TOFQFKD DBKOBP BJ>F
PHFIIP ?RPFKBPP IBQQBOP QB@EKF@>I FKPQOR@QFLK
MOLMLP>IP >KA BUQBOK>I >K>IVQF@>I OBMLOQF

4EB;722:3 >/@/5@/>6AC QEB @LSBO IBQQBO PELRIA J>|
QEB @>PB CLO TEV VLR TLRIA ?B >K BU@BMQFLK>I EFC
QTL QL CLRO PQOBKDQEP KB@BPP>0OV QL BU@BI >KA
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PQOBKDQE QL > ?RIIBQBA PB@QFLK LO ?0FBC M>0>D
FKAF@>QB VLRO PQOBKDQEP >KA FK@IRAB VLRO ?BPC
ELT VLR BU@BI >Q B>@E PQOBKDQE &LO > LKB M>DB >\
IBQQBOIB @>KAFA>QBP E>SB QTL M>0>DO>MEP TEFIB
E>SB QEOBB /CQBKQFJBP LKB LC QEBPB M>0>DO>MEP
LK BAR@>QFLK >KA QEB T>VP FQ E>P MOBM>OBA QEE
CLO QEB MLPFQFLK TEFIB >KLQEBO AFP@RPPBP TLOH
>KA >MMIFBP PHFIIP IB>OKBA QL QEB MLPFQFLK 'KVQE
>P > PQOBKDQE FK QEB O\PRJ\ KBBAP QL FK@IRAB SFF
LC QE>Q PQOBKDQE &LO BU>IMIB FC VLR JBKQFLK E>S|
FKQBOMBOPLK>| PHFIIP ?B PROB QL DFSB > @LK@OBQB
TOFQFKD >?LRQ > @LROPB QE>Q OBNRFOBA DOLRM T
> |>DB MOLGB@Q !D>FK ?B PMB@FCF@ 3ELT BU>@QI
BSBKQ ?RFIQ LO PELT@>PBA QEB PHFII VLR OBCBOBK@

4EB 1:=A7<5 >/@/5@/3®ELRIA OBFQBO>QB >KV J>GL(
MLFKQP LO Q>HB>T>VP QE>Q VLR T>KQ OB>AROP QL Ol
TFII IFHBIV AL QEB CLIILTFKD
] 2B PQ>QB VLRO FKQBOBPQ

] (FDEIFDEQ ELT VLRO PQOBKDQEP JBPE TBIl TFQ
QEB OBNRFOBA PHFIIP

] )C>MMIF@>?IB FKCLOJ QEBJ TEBK VLR TFII
@LKQ>@Q QEBJ TFQEFK > @BOQ>FK QFJB MBO}

] )KSFQB QEBJ QL @LKQ>@Q VLR >KA FK@IRAB @
FKCLOJ>QFLK QVMF@>IIV VLRO MOLCBPPFLK>I
>AAOBPP

] 2BCBO QEBJ QL VLRO BK@ILPBA O\PRJ\
] 4E>KH QEBJ CLO QEBFO QFJB >KA @LKPFABO>Q

4EB 3FK@BOBIV BIBJBKQ LC QEB ?RPFKBPP IBQQBO FI
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1=;>.7;3<B/@G 1:=ABQEBO @LJJLK LKBP Siutgely

yours Respectfully LOThank you .LQF@B QE>Q LKIV QEB
CFOPQ IBQQBO FP @>MFQ>IFWBA >KA FQ FP >IT>VP (
@LJJ> 5PR>IIWLR QVMB VLRO K>JB CLRO IFKBP ?BIL
QEB @LJMIFJBKQ>0V @ILPB >KACFC QEB IBQQBO FP >
@LMVCcPFDK VLRO CRII K>JB FK ?BQTBBK

;:/8A05:3 (4;,A34@7

00BM>0>QFLK >KA MO>@QF@B >OB @OFQF@>! QL BS
GL? PB>O@E MOL@BPP >KA QEB @LSBEOBRQBFSB KL /
>@QFLKP @>K EBIM J>HB VLRO @LSBO IBQQBO @LJIMBII

>HB > IFPQ LC VLRO QLM QBK PQOBKDQEP

->HB > IFPQ LC VLRO QLM CFSB TB>HKBPPBP >0
VLR TLRIA IFHB QL PQOBKDQEBK

$B@FMEBO QEB GL? ABP@OFMQFLK QL FABKQF
PBM>0>QB PHFII >KA NR>IFCF@>QFLK

#L.IM>OB QEB QTL IFPQP QL PBB FC QEBV >OB F¥
>IFDKJBKQ !IPL FABKQFCV QEB D>MPcALBP QEB
ABP@OFMQFLK IFPQ PLIBQEFKD QE>Q VLR E>SI
ALKB

(FDEIFDEQ VLRO QLM PHFIIP QE>Q >IFDK TFQE G
ABP@OFMQFLK >P VLR TFIl RPB QEBJ FK /QEBO
PQOBKDQEP >KA PHFIIP @LRIA FK@IRAB FK
>IME>?BQF@> LOABO
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220 Michael Beilfuss, Staci Bettes, and Katrina Peterson

Figure 10: Job letter addissed to a general hiring manager (as
specified in the job ad) that incorporates bullet points.
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Figure 11: Job letter oganized aound thee body paragraphs that


https://open.library.okstate.edu/app/uploads/sites/26/2019/08/Copy-of-10.jpg
https://open.library.okstate.edu/app/uploads/sites/26/2019/08/Copy-of-10.jpg
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highlight previouis experience, ability toganize/analyze data,
and teamwork/leadership.

'-9<81 '@A0L:@ ;.$ -/7 1@ ?11<><1>
?@0A01:@ -@@>5.A@5::



Technical and Professional Writing Genres 223

'BC23<B"/:3
7 I SB 3QFIT>QBO X X
PQRABKQ K>JB LHPQ>QB BAR
2C1/B7=<
#9:/6=;/ 'B/B3 )<7D3@A7BB7:.E/B3@
# F>31B32 @/2C/B7=< [::
h ">S@EBILO LC 3@FBK@B FK 'KFJ>I
3@FBK@B 0!
h ->GLO 'KFJ>| 3@FBK@B b 0OLAR@QFLK
-FKLO %NRFKB %KQBOMOFPB ->K>DBJBKQ
+=@9 F>3@73<13
':3A AA=17/B3| = << /0@71 /<2 @/4B 'B=3&
#1B=03@ B=1CE&®
Q #@5/<7H3 ABH@IB67< 1=;;C<71/B32 5C723:7<3A
Q I/7<B/7< 4/0@71 AB/B7=< 0G 1CBB7<5 4/0@71 /<2
57D7<5 4/0@71 /2D713 4=@<EF 44B@1BA
Q )>6=:2 /< 3<3@53B71 /<2 [>=@6/0:3 /BB7BC23
B6@C56=CB A674BA

'BC23<B 3D3:=>;3<B #44713@ | #) =C<2/B7=<
'3>B3;03@ B=#1B=03@
Q =,;,C<71/B32 E7B6 27D3@A3F8&@=4 :C;<7
/<2 @73<2A =4 #9:/6=;/ 'B/IB3 )<7D3@A7BG
Q C<2@/7A32 =D3@ 4=@ 27D3@A3 4C<2A B6/B
63:> B63 C<7D3@A7BG
Q @3/B32 >=A7B7D3 1=<D3@A/B7=<

FB@®@;3 '3@D3 =C<A3:=@!I /;>
IIG B= CG

Q #0B/7<32 '3/A=</: AATAB/<B 3@B747HB3 4@
3@B74732 =@A3;/<A67> AA=17/B7=<

Q (/C56B /53A A3D3< B= A3D3<B33< 6=@A30/19 @727<5
7< ESAB3@< A3/B

Q /:/<132 2CB73A 03BE33< B3/167<5 /<2 ;=<7B=@7<5
>3@A=</: 5@ =4 972A

Q 1/7<B/7<32 / AB/0:3 =4 BE3<BG A7F 6=@A3A E7B6
D/@G7<5 /53 @/<53

(3/;13;,03@! =D3P A (@/D3:'B=>
C<3 B= C5CAB



224 Michael Beilfuss, Staci Bettes, and Katrina Peterson

Q  >@=D32B7;3;/</53;3<B A97::A 2C@Q735Q/@
A674BA

Q  Y7<B/7<320/:/<13 =4 ;=<3G 2@/E3@ 4=@ /<
3FB3<A7D3 >3@7=2

Q  >6/ATH32 A/:3 >=7<BA =4 ;3@<27A3 E63< =<
>@;=B7=<

Q  3:7D3@ 4@73<2:G 5C3AB A3@D713 /<2 63/@B43:B
6=A>7B/:7BG B= 1CAB=;3@A /<2 1= E=@93@A

3/23@A67> F>3@73<13
Q 3:2:3;03@A67> 7< 3@;/< =<=@ '=173BG

Q 3;:=<AB@/B32 :3/23@A67> ?C/:7B73A 0G :3/27<5
D/@7=CA=8@1BA 2C@7<5 :3;03@A67>
E7B6 7@: '1=CBA 3F &31=<AB@CI1B3#41643%@
70@/@G

Q (/C56B G=C<53@ 57@:A 3?C7<3 A/43BG E67:3
>3@4=@;7<52@7::A >/BB3@<A

1B7D7B73A /<2€<B33@ F>3@73<13
C;/<3'=173BG #<
B63 =19
3:B/ 3:B/ 3:B/
(=E< /AB [I::=EIG <7;. :7<71
"
@BAG;/< <( @/<ATB7=<

'16=:/AB71 =<=@A
Q #CB =4 'B/B3 1673D3;3<B

'16=:/@A67>
Co@xB

Q 7B7H3< =4 $=B/E/B=;7 C:: B7;3'BC23<B
'16=:/@A67> C@@xB

Q @/D3::3'16=:/@A67>
Q #) + @756B3@ #@/<53
'"16=:/@A67>

Q :3;7<513;=@7/: @ 3A6;/<
"16=:/@A67>



Technical and Professional Writing Genres 225

'BC23<B"/:3
7 I SB 3QFIT>QBO X X
PQRABKQ K>JB LHPQ>QB BAR
&343@13A
1/23;71
3/<"7B6
$@43AA=@ ?C7<3 3<B3@ 3@2!/</53@
#9:/6=;/ 'B/IB3 )<7D3@A7BG
+11:@ =G
'B7::E/B3@

A;7B6 =9AB/B3 32C
$@43AAT=</:
7: =<3A
$3@;/<3<B 'B/44 /@< !/</53@
[;> -

[> ==>
&=53@A "

8=<3A 1/;:> =@5

$3@A=</:

=6< "5CG3<

#E<3@

/IG1/@3 3<B3@
C>'B@ 33B

@33<D7::3 {,

<5CG3< 5:=0/: <3B



226 Michael Beilfuss, Staci Bettes, and Katrina Peterson

7 1SB
3QFIIT>QBD-ELJ>

&B?0R>0V

(FOFKD ->K>DBO

*/9 2>K@E #LIM>KV
*/9 2>K@E 2A

7 >VKB /HI>ELJ>

$B>0 (FOFKD ->K>DBO

) TLRIAIFHB QL >MMIV CLO QEB (LOPB "OBBAFKD ->K>DBO
MLPFQFLK >ASBOQFPBA QEOLRIHPEH@HEBIPQL?BO

-V BUMBOFBK@B TFQE ELOPB ?OBBAFKD FK NR>0QBO ELOI
TBIl >P JV JFKLO FK BNRFKB BKQBOMOFPB J>K>DBJBKQ TEF(C
FK@IRABP CFK>K@BP TLRIA >IILT JB QL J>HB > PFDKFCF@>K(
@LKQOF?RQFLK QL VLRO @LJM>KV

-V BAR@>QFLK >KA OBPB>0@E >P >K >KFJ>| P@FBKQFPQ @
DOB>QIV FIM>@Q VLRO @EIMKRY>| 3@FBK@B
0OLAR@QFLK J>GLO >Q /HI>ELJ> 3Q>QB ) E>SB ?BBK PQRAVF
OBPB>0@EFKD >KFJ>l MEVPFLILDV >KA ?BE>SFLO MPV@ELILI
3MB@FCF@GLUBPPLO 3>I>H *LEKPLK JV IFSBPQL@H ?BE>SFL
E>KAIFKD MOLCBRRUD @I>PP E>SB PQRAFBA S>OFLRP PMB@
K>QRO>| ?BE>SFLOP >KA PL@F>| @RBP ) E>SB >IPL PQRAFB2
QO>FKBA CL>IP QEOLRDE E>IQBO ?0B>HFKD P>AAIB ?0B>HF!
PL@F>IFW>QFLK PHFIIP

) >IPL TLOHBA >P >K FKQBOK CLO (RIMEOBV 1R>0QBO (LOP!|
QEB M>PQ QTL PRJJBOP > NR>0OQBO ELOPB ?0BBAFKD O>K@
>K LMBO>QFLK FK 7EFQBP?LOL 48 &OLJ VLRO TB?PFQB ) PBE
VLRO LMBO>QFLK LC ELOPBP @LKPFPQP LC JLPQIV MBOCLOJ
ELOPBP !Q (RIMEOBV 1R>0QBO (LOPBP QEB PQ>IIFLKP QEBV
ELIA 2>@HDOLRKAP FK QEB .>QFLK>| 2BFKFKD (LOPB |PPL@F:
>KA PL AL QEBFO MOLAEDN >I0B>AV FK QEB ?0BBAFKD LC
MBOCLOJ>K@B ELOPBP TLRIA ?B EBIMCRI LK QEB O>K@E QL
PR@@BPPCRIIV ?0FKD >ILKD DOB>Q CL>IP TFQE FIMB@@>I
MBAFDOBBP



Technical and Professional Writing Genres 227

&FK>INV [>PQ @LIMIFIBKQ>OV PHFII ) TLRIA ?0FKD QL QEB
O>K@E TEF@E FP FIMLOQ>KQ FK QEB ELOPB FKARPQOV FP >
@LIM>PPFLK CLO KLQ LKIV QEB TLOH TB AL ?RQ QEB ELOPBF
EBIM RP AL f&BJILQFLK>I FKSBPQJBKQ TFQE ELOPBP DLBP >P
C>0 ?2>@H >P JV MOBQBBKP TEBK ) T>P KLQ LKIV FKGROBA >K
OB@LSBOFKD ?RQ T>P DFSBK > ELOPB TEL >IPL T>P OB@LSB!
COLJ PBBOV K>JBA -ROME¥Q ?0L>A OBFKFKD PQO>T?BOOV
OL>K ELIAP > PMB@F>I MI>@B FK JV EB>0Q >P TB ?LQE TLOHI
QLDBQEBO QL J>HB > CRIl OB@LSBOV >KA DL LK QL AL DOB>C
7 FQE JV M>PPFLK CLO ELOPBP ?>@HDOLRKA >KA @LJIRKFE@
PHFIIP ) TLRIA @LKQOF?RQB DOB>QIV QL VLRO LMBO>QFLK

4E>KH VLR PL JR@E CLO QEFP LMMLOQRKFQV QL >MMIV CL
LMBKFKD ) ILLH CLOT>0A QL @LJIRKF@>QFKD TFQE VLR CRC

QEFP DOB>Q LMM) @RRKBI®LKQ>@QBA LK JV @Bl
LO QEOLRDE B J>FI PQRABKQ K>JB DJ>FI @LJ
3FK@BOBIV

3QRABKQ .>JB

'-9<81 57@ >1-@102>;9 ;. 0

*/9 2>K@E #LIM>KV
2L1B >KA 2BPMLKPF?FIFQFBP

$RQFBP LC QEB
(LOPB "OBBAFKD ->K>SIEROFII PBB QL ELOPBPg ?0BBAFKE
CL>IFKD J>K>DBJBKQ BQ@

] &BBA ELOPBP
] #>0OB CLO PF@H >KFJ>IP
] 'AJFKFPQBO OLRQFKB QOB>QJBKQP



228 Michael Beilfuss, Staci Bettes, and Katrina Peterson

] 'AAOBPP BIEEK@V PFQR>QFLKP
IPPFPQ JBAF@>| MBOPLKKBI >P KBBABA
$OFSB ELOPBP QL PMB@FCFBA IL@>QFLKP
3@EBARIB S>OFLRP >MMLFKQJBKQP
/OABO KB@BPP>0OV PRMMIFBA
#>Q>I1LD PRMMIFBP

$B>l TFQE BNRFMJIBKQ J>FKQBK>K@B >KA LMBO
J>@EFKBP

] 'AAOBPP J>FKQBK>K@B KBBAP

e bd d bd bd b

:@1>B51C5:3

)KQBOSFBTFKD CLO > GL? MLPFQFLK @LJBP TFQE FQ
LC @E>IIBKDBP (LTESEBBKD J>AB FQ QL QEFP JLIBKQ
FK QEB EFOFKD MOL@BPP JB>KP QE>Q VLR E>SB >IOF
>KA ?B>Q J>KV L?PQ>@IBP "B BK@LRO>DBA %SBK FC
KLQ OB@BFSB LO >@@BGED >GRBQGEKQBOSFBTFKD
FKQBOSFBT FQPBIC MOLSFABP S>IR>?IB MOBM>0>QFL
>AS>K@BJBKQ 3LJB RKFSBOREDABRH.EKQBOSFBTP QL
EBIM PQRABKQP MOBM>OB PL VLR J>V T>KQ QL @EF
VLRO >ASFRBM>0QJBKQ >KA @>0BBO PBOSF@BP QL °
LC QEBPB LMMLOQRKFQFBP 4EBOB >OB T>VP LC MO
MLPPF?IB FKQBOSFBT P@BK>OFLPcCLO BU>IMIB AO>C
LC MLQBKQF>I NRBPQFLKP QE>Q VLR J>V ?B >PHBA >K
LRQ LO PMB>HFKD MLPPF?IB OBPMLKPBP FK >AS>K@B
PRMMLOQ PVPQBJ FKSLISBA *RPQ >P VLR J>V E>SB
C>JFIV LO COFBKAP QL ILLH LSBO GL? J>QBOF>IP PL >IF
VLR >PH > COFBKA LO C>JFIV JBJ?BO QL EBIM VLR MO



Technical and Professional Writing Genres 229

OBPMLKAFKD QL FKQBOSFBT NRBPQFLKP 4EB C
FKCLOJ>QFLK FP KLQ JB>KQ QL ?B > @LJMOBEBKPFSB
FKQBOSFBTFKD ELTBSBOFII MOLSFAB VLR TFQE
FKCLOJ>QFLK LK QEB QVMBP LC FKQBOSFBTP QE>Q
BK@LRKQBO

#. -9<A? &1/>A5@5:3

)C VLR >OB M>0QF@FM>QFKD FK LK @>JMRP OB@ORF
@LIM>KV @LJBP LKQL VLRO @>JMRP QL OB@ORFC
FKQBOSFBT P@BK>OFLP >0OB MLPPF?IB LMBK @ILPBA
P@EBARIB 4EB P@ELLI AF@Q>QBP QEB QVMB LC P@EB
FIMLOQ>KQ QL HKLT FK TEF@E QVMB VLR >0OB M>0QF@

] IK =>3< A1632C:ILTP >KV PQRABKQ QL DL QL
QEB @>0BBO PBOBE@ER._IRR?JFQ QEBFO O\PRJ
CLO QEB PMB@FCF@ MLPFQFLK FK TEF@E QEB!
FKQBOBPQBA 'K LMBK P@EBARIB FP LMBK QL >k
@>KAFA>QB TEL TFPEBP QL ?B @LKPFABOBA CL
FKQBOSEBB @LJM>KV OB@ORFQBO TFIl QEBK
OBSFBT >II LC QEB O\PRJ\P >KA PBIB@Q QEB QLN
LO QTBISB @>KAFA>QBP QEBV TFIl FKQBOSFBT |
@>JMRP &LO BU>JMIB QEFOQV JFKRQB FKQBO
P@EBARIBP TLRIA >IILT CLO QTBISB PQRABKQP ¢
FKQBOSFBTBA TEFIB CLOQV CFSB JFKRQB FKQE
P@EBARIBP TLRIA >IILT CLO KFKB PQRABKQP QL
FKQBOSFBTBA 4EB @LIM>KV TFIl PBIB@Q QEB
IBKDQE LC FKQBOSFBTP TEBK QEBV FKFQF>IIV ?
P@EBARIB TFQE @>0OBBO PBOSF@BP

] | 1:=A32 A1632CE3MMBKP TEBK QEB OB@ORFQB
PBIB@QP >II LC QEB QBK LO QTBISB FKAFSFAR>|
TFIl FKQBOSFBT COLJ QEB O\PRJ\ ?LLH COLJ
FKQBO>@QFLKP QEBV E>SB E>A LK @>JMRP LO



230 Michael Beilfuss, Staci Bettes, and Katrina Peterson

@LIIB>DREB@LIIBKA>QFLK 0BOE>MP QEBV JB(
PQRABKQ TEL FIMOBPPBA QEBJ >Q > J>OHBQFK
BSBKQ 4EB OB@ORFQBO @LRIA @ELLPB QL FK(
PQRABKQ FK > @ILPBA P@EBARIB

] | 6/:4=>3<6/:4 1:=A32 A1632ER > EV?0FA LC
QEB QTL MOB@BAFKD P@EBARIBP (>IC QEB PQF
TFIl 7B PBIB@QBA COLJ PQRABKQP TEL E>SB
PR?JFQQBA QEBFO O\PRJ\P >KA QEB OB@ORFQ
PBIB@Q QEB LQEBO E>IC COLJ QEB O\PRJ\ ?LLH
OB@LJIBKA>QFLK LO > AFOB@Q FKQBO>@QFL}
PQRABKQP TEFIB QEBV TBOB LK @>JMRP

7EBQEBO VLR PR?JFQ VLRO O\PRJ\ CLO >K LMBK P@E
LO VLR >0B PBIB@QBA QL M>0QF@FM>QB FK > @ILPBA
OB@ORFQFKD @V@IB FP C>PQ M>@BA >KA O\PRI\P @
JFPPBA ARB QL KL C>RIQ LC QEB GL? PBBHBO >KA O\PR.
3LJBQFJBP OB@ORFQBOP OBSFBT ERKAOBAP LC O\PR.
QEB QBK LO QTBISB QEBV TFIl MROPRB >KA PLIBQFJBP
@>K ?B JFPPBA ?B@>RPB LC PLIBQEFKD >P PFIMIB >Ff
PQF@HFKD QL LKB SRILRIEBQARO O\PRJ\ ?B LKB LC QEB

J>KV QE>Q FP KLQ PBIB@QBA VLR @>K TOFQB QL QE
RPFKD VLRO @LSBO IBQQBO QL J>HB > PQOLKD @>PB (
PELRIA ?B @LKPFABOBA )K PLJB @>PBP QEFP J>V TLO}
VLR >K FKQBOSEBTOB@ORFQFKD MOL@BPP FP KLQ MB
FQ FP OB@LJJBKABA QE>Q VLR >MMIV CLO >P J>KV M
>P MLPPF?IB .BSBO OBIV PLIBIV LK QEB PR?JFPPFLK L
O\PRJ\ )KPQB>A TEBK LK @>JMRP OB@ORFQFKD Q>HE
>MMIV CLO >Il MLPFQFLKP QE>Q CFQ VLRO PQOBKDQEP

#22 -9<A? &1/>A5@5:3

$L KLQ IFJFQ VLRO PB>O@E QL LKIV LK @>JMRP LMMLC
?B@>RPEC [@>JMRP LMMLOQRKFQFBP @>K >IPL ?B C
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#LKAR@QFKD ?LQE >K LK @>JMR®=HMRFECGL? PB>O@E
FK@OB>PBP QEB KRJ?BO LC LMMLOQRKFQFBP VLR @
9LR J>V MROPRE @SJMRP LMMLOQRKFQFBP CLO (
OB>PLKP

9LRO P@ELLI ALBP KLQ E>SB > OL?RPQ @>0BBC
PBOSF@BP ABM>0QJBKQ QE>Q >QQO0>@QP > S
BJMILVBOP

9LR >OB FKQBOBPQBA FK > @LIJM>KV QE>Q ALBI
OB@ORFQ LK @>JMRP

9LR T>KQ QL EBADB VLRO ?BQP QL E>SB >P J>K\
LMMLOQRKFQFBP >P MLPPF?IB OBMOBPBKQFKI
LK @>IJMRP >K@ @>JMRP MLPPF?FIFQFBP

4EB J>FK ABBOBK@B ?BQTBBK LK @>IMR®HIREC
OB@ORFQFKD FP QE@SIMRALOB@ORFQFKD VLR J>K>
QEB BKQFOB MOLRBPB OBPMLKPF?IB CLO DBQQFKD
O\PRJ\ FKQL QEB E>KAP LC QEB @LJM>KV OB@ORFQBC
J>K>DBOP >ILKD TFQE P@EBARIFKD QEB FKQBOSF
CLILTFKD RM LK VLRO LTK GK@GMRP GL? PB>O@E
ABJ>KAP QE>Q VLR DEKFWBA >KA MOL>@QFSB BKLRDE
HBBM QEFKDP JLSFKD /KB CFK>I QELRDEQ !CQBO @LJ
> GL? FKQBOSFBNVP PBKA > CLIILT RM IBQQBO QE>KHF
FKQBOSFBTBOP CLO QEBFO QFJB QEFP >AAFQI
ABJLKPQO>QBP VLRO MOLCBPPFLK>IFPJ >KA >QQBKQFL

/@5B5@517 -:0 &17;A>/17?

IP VLR TLOH LK VLRO O\PRJ\ VLR J>V TLOOV QE>Q VL
E>SB KLQEFKD S>IR>?IB QL FK@IRAB LO VLR J>V CBBI G
PLRKA IFHB VLR >0B ?0>DDFKD /KB T>V QL DBQ LSBC
EROAIBP FP QL >IIL@>QB MOB TOFQFKD QFJB QL > PBI(
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"O>FKPQLOJ VLRO PHFIIP >@@LIMIFPEJBKQP >KA HKL
7E>Q AFA VLR >@@LJIMIFPE >Q TLOH P@ELLI LO > SLII
MLPFQFEE>Q PHFIIP E>SB VLR IB>OKBA 7E>Q TLRIA VLF
QBIl > COFBKA LO C>JFIV JBJ?BO VLR TBOB MOLRA LC ¢
>@EFBSBA QEBOB 7E>Q PLOQ LC QB@EKF@>| >ASF@
>KA C>JFIV JBJ?BOP PBBH COLJ VLR 3Q>0Q TOFQFKD
HBV QBOJP >KA >@QFLK SBO?P QE>Q ABP@OF?B VLRO
>KA >@@LIMIFPEIBKQP ?RQ AL ./4 TLOOV VBQ >?LRQ Mi
QEBJ FKQL > O\PRJ\ CLOJ>Q

1B7=<*3@0 1B7D7BG
(BOB >OB PLJB >@QFLK SBO?P QE>Q J>V ?B EBIMCRI
VLRO O\PRJ\ PB@QFLKP
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$L@RJIBKQBA

h %AFQB

%Irl]:JFK>QBA
%BM>KABA
%BMBAFQBA
&>h@FIFQ>QBA
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'rIISKBO>QBA N
h 3ELTBA
)KﬁIRBK@BA "
)KQOLAR@BA 3Qh>KA>OAFWBA
)KgBPQFD>QBA 3QOR@QROBA
E TEKKBABRhMMIFBA
,L&>QBA 3RhMMLOQBA
'>2KQ>FKBA 3RhOSBVBA
->Ir<]>DBA 4>rl1:€DEQ
->gHBQBA 4Oh>FKBA
.BBLQF>QBA 5|\/r|1A>QBA
/Orl])>KFWBA 5F’hBA
RO:LDO>JJBA 5QhFIFWBA
OC?]LSFABA fﬁBEOFCFBA7 Py
ZBhPLISBA . IF]OHBA
ZBhPMLKABA 7 0LOB
2BSFBTBA
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Media Attributions

] 4EB 3FU 3QBM *L? 3B>O@E 00L@BRP b 3QBM
3>VILOA>MQBALPRBO +FKLKBK ## "9
IQQOF?RQFLK

] 3>JMIB &RK@QFLK>| 2BPRIB>VILO >A>MQBA
V">V #LIIBDB ##"9 IQQOF?RQFLK

] 2BPRJB (B>ABY 3>VILO >A>MQBA/?V
#LIIBDB ##"9 1QQOF?RQFLK

] #LMV LC?V 3>VILO >A>MQBA/LIIBDB
##"9 1QQOF?RQFLK

] 3>JMIB 2BPRJB ¢ (B>ABOGB@QFSB >KA
%AR@>CN 8>VILO >A>MQBA/ALIIBDB.
##"9 IQQOF?RQFLK

] 3>JMIB 2BPRJB ¢ (B>ABO >KA /?GB@QFSB
3>VILO >A>MQBAWYLIIBDB ## "9
IQQOF?RQFLK

] %U>JMIB 3HFIIP FPE>VILO >A>MQBARV
#LIIBDB ##"9 IQQOF?RQFLK

] 2BPRJB TFQE 2BCBOBKZ>BMR.O >A>MQBA ?V
">V #LIIBDB ##"9 IQQOF?RQFLK

] MMIF@>QFLK .BOQQOBO 3%IMNB#LIIBDB _
##"9 1QQOF?RQFLK

] MMIF@>QFLK .BOQQOBO 3%IMNB#LIIBDB _
##"9 1QQOF?RQFLK
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4-<@1> 'E:;;<?5?

4EB CL@RP LC QEFP @E>MQBO FP LKB LC QEB JLPQ F.
>Il RPBP LC QB@EKF@>| TOFQFKDdF#RQDRBQELKP
PQBM ?V PQBM BUMI>K>QFLKP LC ELT QL AL PLJBQEFI
QL ?RFIA LMBO>QB LOBMFH@>FK QEFKDP &LO > NRF(
LSBOSFBT LC TOFQFKD FKPQOR@QFLKP @EB@H LF
d)KPQOR@QELKBL 7 OFQB 'RFABP CLO'CRR®EV
OBLMIBe  EQQMP GBOW PBQLKEFII BAR TOFQFKD QF
TOFQFKD FKPQOR@QFLKP EL PRRVIDEOR@ED
MBLMIB

4EB @E>MQBO ?BDFKP TFQE > ?0FBC LSBOSFBT
FIMLOQ>K@B LC HKLTFKD ELT QL TOFQB FKPQOR@QFL
2V PLJB ?>PF@ DRFABIFKBP 4EB @E>MQBO DLBP FK
ABMQE FK OBD>OAP QL >K>IVWFKD QEB OEBQLOF@>|
TOFQFKD FKPQOR@QFLKP 4EB OEBQLOF@>I PFQR>QF
MROMLPB >RAFBK@B >KA @LKQBUQ CLO >KV M>OQF
FKPQOR@QFLKP .BUQ TB @LSBO ELTORKMME ORB LO
TOFQFKD MOL@BPP CLIILTBA ?V FKCLOJ>QFLK >?LRQ Q
QE>Q FP QVMF@>IIV FK@IRABA FK FKPQOR@QFLKP 4E
TFQE PLJB KFQQV DOFQQV QFMP LK TOFQFKD QEB FKPC

:@>;:0A/@5::

/KB LC QEB JLPQ @LJJILK >KA FIMLOQ>KQ RPBP LC QBE
TOFQFKD FP FKPQOR@QFLKPCcPQBM ?V PQBM BUMI>K>
QL AL QEFKDP >PPBJ?IB LMBO>Q8 ABId:RQFKB

235


https://jerz.setonhill.edu/writing/technical-writing/instructions-how-to-write-for-busy-grouchy-people/
https://jerz.setonhill.edu/writing/technical-writing/instructions-how-to-write-for-busy-grouchy-people/
https://jerz.setonhill.edu/writing/technical-writing/instructions-how-to-write-for-busy-grouchy-people/
https://jerz.setonhill.edu/writing/technical-writing/instructions-how-to-write-for-busy-grouchy-people/
https://jerz.setonhill.edu/writing/technical-writing/instructions-how-to-write-for-busy-grouchy-people/

236 Michael Beilfuss, Staci Bettes, and Katrina Peterson

J>FKQBK>K@B LK PLIBQEFKD ->KV MBLMIB >PPLG
FKPQOR@QFLKP TFQE >MMIF>K@BP @LIJMRQBO
MOLAR@QP QE>Q OBNRFOB >PPBJ?IV BD CROKFQRC
MOLGB@QP "B@>RPB TB AL KLQ CFKA LROPBISBP RF
OBDRI>OIV LO TB @LJB QL BUMB@Q QEBJ LKIV FK (
@LKQBUQP FQ FP E3BY BLTOEIMLOQ>KQ QEBV >OB 4E
NR>IFQV LC > TBII ABPFDKBA FKPQOR@QFLK J>KR>|
RKKLQF@B® TEBK TB BK@LRKQBO CORPQO>QFLK TFQ!
QLDBQEBO > ?LLHPEBICQOFRE QOVFKD QL CFDROB L
ELT QL @E>KDB LO >@QFS>QB > M>OQF@RI>0 >MMIF:
QEB PFDKFCF@>K@B LC TBIl TOFQQBK >KA ABPFDKBA
?B@LJIBP @IB>0O

IIQELRDE FQ J>V PBBJ FKQRFQFSB >KA PFJMIB QL
FKPQOR@QFLKP FQ FP KLQ >IT?¥PQRELIL BRAK
QEFP @E>MQBO J>V KLQ ?B > CLLIMOLLC DRFAB QL
FKPQOR@QFLKP ?RQ FQ TFIl PELT VLR TE>Q MOLC
@LKPFABO QEB ?BPQ QB@EKFNRBP

5IQFJ>QBDLLA FKPQOR@QFLK TOFQFKD OBNRFOBP

h  #B>0 PFIMIB TOFQFKD QE>Q RQFIFWBP P
ABP@OFMQFSB SBO?P QL OBSB-AES OENEERRELKP

h | QELOLRDE RKABOPQ>KAFKD LC QEB MOL@BARO
QB@EKF@>| ABQ>FI

h  4EB >?FIFQV QL MRQ VLROPBIC FK QEB MI>@B
>RAFBK@B >KA EBIM QEBJ >SLFA @LJJLK BOOLOP

h 4EB >?FIFQV QL DL QEOLRDE QEB MOL@BARC
@LK@BKQO>QBA >QQBKQFLK >KA QL @>MQROB QE>(
M>MBO

h 4EB TFIIFKDKBPP QL DL QE>Q BUQO> AFPQ>K@B
VLRO FKPQOR@QFLKP LK QEB >RAFBK@B CLO TELJ
TOFQQBK

4EFP @E>MQBO BUMILOBP PLJB LC QEB CB>QF
FKPQOR@QFLKP QE>Q @>K J>HB QEBJ JLOB @LJIMIBU QI
B>PFBO CLO QEB OB>ABO QL RPB )Q >IPL BUMI>FKP Q
BIBJBKQP LC FKPQOR@QFLKP >KA ELT QL TOFQB QEBJ
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(41 &41@;>5/-8 '5@A-@5;:

)KPQOR@QFLKP IFHB LQEBO QVMBP LC QBUQP >OB
OEBQLOF@>| PFQR>QFLK 4EB @ELF@BP QB@EKF@>I
FK OBD>OAP QL @LKQBKQ >KA CLOJ ABMBKA LK QEB |
QEB FKPQOR@QFLKP QEB FKQBKABA >RAFBK@B >KA
TEF@E QEB FKPQOR@QFLKP >OB RPBB *RAFBQEBO
MROMLPB >KA @LKQBUQ LC QEB FKPQOR@QFLKP J>I
OEBQLOF@>| PFQR>QFLK P VLR ?BDFK QL MI>K VLRO
FP @OR@F>| QL ABCFKB QEB >RAFBK@B MROMLPB >K
VLRO FKPQOR@QFLKP 2BJBJ?BO QE>Q ABCFKFKD VLR
JB>KP ABCFKFKD FQP IBSBI LC C>JFIF>0OFQV TFQE QEB Q
>P LQEBO PR@E ABQBE>MEBBLO QEB AFP@RPPFLK LC
>RAFBK@BP

-LPQ FIMLOQ>K@IWLR >0B FK > TOFQFKD @LROPB
TFIl KBBA QL @OB>QB > MI>KKFKD AL@RJBKQ QE>Q FAE
OEBQLOF@>| PFQR>QFLK >KA ELT FQ TFIl FKCLOJ QEB ¢
LC VLRO FKPQOR@QFLKP 4EFP TFIl BK>?IB VLRO FKP
>PPBPP ELT TBIl VLRO FKPQOR@QFLKP >0B @RPQLJF\
FKQBKABA >RAFBK@B

7EBK TOFQFKD VLRO LTK FKPQOR@QFLKP @LKPI
CLILTEKD FAB>P >KA NRBPQFLKP OBD>OAFKD QEB (
PFQR>QFLK

$A><;?1

)K DBKBO>I QEB MROMLPB LC > PBQ LC FKPQOR@QFLK
QEB RPBO QEOLRDE > PBOFBP LC PQBMP QE>Q IB>A QL ¢
LC > Q>PH (LTBEB@E PBQ LC FKPQOR@QFLKP TFII >IPL
> JLOB PMB@FCF@ LRQ@LJB )ABKQFCVFKD TE>Q QE
LRQ@LJB FP TFIl EBIM VLR J>HBCR@BESB OEBQLOF@:
AB@FPFLKP >?LRQ @LKQBKQ >KA ABPFDK 'PH VLROPBI

h 7E>Q >OB QEB PMB@FCF@ FKQBKABA LRQ@LJB
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FKPQOR@QFLKP BD ?RFIAFKD > ALDELRPB FKPQ>lI|
@LKAFQFEKR®

h 10B QEBOB LQEBO MROMLPBP QE>Q QEB FKPQOR
BD LCBOFKD QOLR?IBPELLQFKD >ASF@B QB>@EFKD R
>@@LIMIFPE >AAFQFLK>I PFIMIB Q>PHP KB@BPP>0V C
QEB J>FK L?GB@QFSB ABCFKFKD RKC>JFIF>0 QBOJP B

A051:/1

#OB>QFKD > MOLCFIB LC VLRO >RAFBK@B FB QEE
FKQBKABA RPBO LC QEB AL@RJBKQ FP FKQBDO>| C
QELRDEQCRI @ELF@BP >?LRQ P@LMB @LKQBKQ >KA
PLJB MOLGB@QP FQ FP QBJMQFKD QL P>V VLRO >|
dBSBOVLKB LO >KVLKB e ?RQ VLR XD8:5BOQB®MLL RO
FKPQOR@QFLKP CLO > PMB@FCF@ >RAFBK@B #EB@H
P>CBQV SEARL] IFO .BT :B>I>KA

An interactive or media element has been
excluded fom this version of the texoilycan
view it online hes:

https://open.libraryokstate.edu/
technicalandpofessionalwriting/?p=32

EQQOMP TYIRQR?B @LJ T>Q@E S N/T 6&.H 9
/PQBKPF?QEB >RAFBK@B CLO QEB SFABL FP BSBOVL
>KVLKB ?B@>RPB GRPQ >?LRQ >KVLKB @LRIA ?B LK >
?RQ IFO .BT :B>I>KA Q>FILO QEBFO FKPQOR@QFLKP QL :
SBOV PMB@FCF@ >RAFBK @BerHR MBHKFERTB >IPL
J>HFKD FQ >@@BPPF?IB QL >KVLKB LK QEB CIFDEQ #R
QEBFO FKPQOR@QFLKP PL PMB@FCF@>IIV >IILTP QEBJ



https://www.youtube.com/watch?v=qOw44VFNk8Y
https://open.library.okstate.edu/technicalandprofessionalwriting/?p=32#pb-interactive-content
https://open.library.okstate.edu/technicalandprofessionalwriting/?p=32#pb-interactive-content
https://www.youtube.com/watch?v=qOw44VFNk8Y

Technical and Professional Writing Genres 239

QEBFO >RAFBK@MKQFLK BSBK FC QEB @RPQLJIFW>QF
DOLRKABA LK > RKFSBOP>| >MMB>|

)K LOABO QL AO>CQ VLRO FKPQOR@QFLKP QL PBOSB
@LKPFABO QEBPB NRBPQFLKP ?BCLOB TOFQFKD

] 7EL FP QEB MOFJ>0V >RAFBK@B 7EL FP QEB
PB@LKA>0OV >RAFBK@B

] 7E>Q FP QEB MOFJ>OV SREFBK@EFQV LO
BUMBOQFPB OBD>0AFKD QEB QLMF@ LC QEB FI

] 7E>Q FP QEB >RAPEIBEBO>l @LJICLOQ IBSBI
TFEQE IB>OKFKD KBT PHFIIP OBI>QBA QL QEB PLC
>MMP @0>CQ BQ@

] 7E>Q FP VLRO >RAPRIQ@RE@>le >MMOL>@E QL
IB>OKFKD (LT TFIl VLRO FKPQOR@QFLKP >AAOE
>RAFBK@IBgOKFKD PQVIB DL>IP >KA Q>PH OBI>
KBBAP

@1 D@

AEFKH LC @LKQBUQ >P QEB QBJMLO>I PL@F> QB@EKL
@RIQRO>I PFQR>QFLK PROOLRKAFKD QEB @OB>QFLK
FKPQOR@QFLKP 4EB CLIILTFKD NRBPQFLKP TFIl EBIM VI

QEB @LKQBUQ

] (LT JR@E QFJB THBUE>SB QL @LIMIBQB QEFP
PBQ LC FKPQOR@QFLKP

] '0B QEBOB QFJB @LKPQO>FKQP QEB RPBO JFDE
BK@LRKQBO TEBK OB>AFKD QEB FKPQOR@QFL|
MBOCLOJFKD QEB MOL@BPP

] )P QEBOB > ABDOBBK@RQL QEB OEBQLOF@>|

PFQR>QFLK QE>Q JFDEQ AF@ Q> BNPEB BKPQOI
LO CILT (LT TFIl QEB ABPFDK LC QEB AL@RJIBKQ
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@LKQOF?RQB QL QEB M>@B LO CILT &LO BU>JM
DRFAB LK ELT QL MOLMBOIV >AJFKFPQBO #02 JF
KBBA QL >KQF@FM>QB > OB>ABO TEL FP RKABO
>KA KBBAP FKCLOJ>QFLK NRF@HIV PL QE>Q QE!
P>SB PLJBLRBECB TEBOB>P FKPQOR@QFLKP LK
ELT QL MI>V d->0OV (>A > ,FQQIB ,>J?e LK QEB

SFLIFK TFIl ?B OB>A ?V > OB@OB>QFLK>| >RAFBk
QE>Q J>V KLQ CBBI QEB P>JB MOBPPROB LO BUF

] 7E>Q QB@EKLILDF@>| @LKPQO>FKQP JRPQ VLR
@LKPFABO FK TOFQFKD QEB FKPQOR@QFLKP #
VLRO PHFIIP TFQE QB@EKLILDV >KA IBSBI LC >@

] (LT TFIl VLRO >RAFBK@B D>FK >@@BPP QL QEB
FKPQOR@QFLKP &LO BU>JMIB VLRO >RAFBK@E
>@@BPP FQ LKIFKB SF> > @LJM>KV TB?PFQB LK
ABPHQLM @LIJMRQBO LO QEBFO PFHOQ MELKBP
QEBV KBBA QL MOFKQ FQ

] 7E>Q >AAFQFLK>I QLLIP LO J>QBOF>IP >OB VLR
>PPRJFKD QEB >RAFBK@B >IOBHAYEBP 7
E>SB >@@BPP QL QEB QB@EKLILDV LO J>QBOF:
KBBABA QL CLIILT QEB FKPQOR@QFLKP &LO BU:
QL PR@@BPPCRIIV ?RFIA > ?LLHPEBIC QEB RPB
KBBA > E>JJBP@OBTAOFREBQMBK TLOH
>0OB>

] &OLJ TE>Q @RIQRO>I MBOPMB@QFSB >OB VLR
QEB FKPQOR@GHIQEB »RAFBK@B PE>0OB QEFP
P>JB @RIQRO>l @LKQBUQ &LO BU>JMIB >'BOJ>
OB@FMB QE>Q @>1IP CLO SKFKDORBSBKQ
KLQ OB>AFIV >S>FI>?IB FK QEB 5KFQBA 3Q>QBP
KBBA QL ?B JLAFCFBA CLO IJBOF@>K RPBOP
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/K@B VLR E>SB ABP@OF?BA QEB OEBQLOF@>| PFQR>Q
?BDFK AO>CQFKD VLRO PBQ LC FKPQOR@QFLKP ! @L
PBQ LC FKPQOR@QFLKP @LKQ>FKP J>KV @LIMLKBKQI
IFPQBA FK QEB KBUQ PB@QFLK 4EFP PB@QFLK N
CLRKA>QFLK CLO VLRO AO>CQ

"A9.1>;2 ( -?77?

(LT J>KV Q>PHP >0B QEBOB FK QEB MOL@BAROB VLR >(
>?LRQ 4EB QR®dcedue OBCBOP QL QEB TELIB PBQ L
>@QFSFQFBP VLRO FKPQOR@QFLKP >OB RESBKABA Ql
FP > PBJF FKABMBKABKQ DOLRM LC >@QFLKP TFC
MOL@BAROB CLO BU>JMIB J>HFKD PM>DEBQQF >KA .
FP > MOL@BAROB QE>QCTEFIB @LKQ>FKFKD ALWBK LC
PQBMPc@>K ?B ?0LHBK ALTK FKQL QEOBB AFPQFK@(
MOBM>OFKD QEB JB>Q?>IIP PQBTFKD QEB P>R@B
2LFIFKD QEB M>PQ>

| PFJMIB MOL@BAROB IFHB @E>KDFKD QEB LFI FK
@LKQ>FKP LKIV LKB Q>PH QEBOB >OB KL PBJF FKAE
DOLRMFKDP LC >@QFSFQFBP ! JLOB @LJMIBU MOL@E
>P J>HFKD PM>DEBQQF >KA JB>Q?>IIP LO @LKPQOF
ALDELRPB @LKQ>FKP J>KV PBJF FKABMBKABKQ Q>P
BU>JMIB @LKPQOR@QFKD > ALDELRPB TLRIA FK@IRAB
LC IBSBIFKD QEB DOLRKA PBQQFKD QEB CLRKA>QFL
QEB CILI@LKPQOR@QFKD QEB T>IIP >AAFKD QEB OL
FKPQOR@ QFLKP-CALOCHB K DOFJJIBGOB DOKFWBA
2V Q>PHP b IPPBJ?IV )KPQOR@QFLKP >KA /MBO:
)KPQOR@QFLKP 4EB IPPBJ?IV )KPQOR@QFLKP FK@IR
AFSFPFLKP OBI>QBA QL M>OQF@RI>O M>0QP PR@E >F
QEB COLKQ E>KAIB

)K &FDROB  @B8edue FP QEB QLQ>I PRJ LC QEB >@QFl
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KBBABA QL ?RFIA > ALDELRPB 4EB FKQOLAR@QFLK >k
QLLIP >KA PRMMIFBP FP KLQ M>0Q LC QEB MOL@BAI
P@EBJ>QF@ QELPB PB@QFLKP >OB OBMOBPBKQBA FK |

4EB PBM>0>QB Q>PHP QE>Q @LJMOFPB QEB MOL
OBMOBPBKQBA ?V QEB ?IRB ?LUBP ,BSBI QEB 'OLRKA >
QEB &LRKA>QFLK 4EB PQBMP >0B QEB FKAFSFAR>| >@
FK PBNRBKQF>I LOABO >KA >OB KBPQBA TFQEFK QEB Q:
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Figure 1: The pocedue encompasses all of the actions in your
instructions. ¥u might think of it as the title of thegmess.

3LJB FKPQOR@QFLKP E>SB LKIV > PFKDIB Q>PH ?F
J>KV PQBMP TFQEFK QE>Q PFKDIB Q>PH &LO BU>IMIB |
PBQ LC FKPQOR@QFLKP CLO >PPBJ?IFKD > PTFKD PBQ


https://open.library.okstate.edu/app/uploads/sites/26/2019/08/Copy-of-instructions.1.png
https://open.library.okstate.edu/app/uploads/sites/26/2019/08/Copy-of-instructions.1.png
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?BLSBO > PQBMP 4E>Q @>K ?B A>RKQFKD )C QEBOI
K>QRO>| PBJF FKABMBKABKQ Q>PHP LO FC QEBOB >C
PBJF FKABMBKABKQ Q>PHP CLO @IB>OIV ABKLQBA Q>
VLR @>K PFIMIV DOLRM PFJFI>0 >KA OBI>QBA PQBMP Fi
>KA PQ>0Q OBKRJ?BOFKD QEB PQBMP >Q B>@E KBT ME
QEBK FP > DOLRM LC PFJFI>O PQBMP TFQEFK > PF
MOL@BAROB )K QEB PTFKD PBQ BU>JMIB PBQQFKD RN
TLRIA ?B > ME>PB >K@ELOFKD QEB QEFKD FK QEB DOLF
?B >KLQEBO >PPBJ?IFKD QEB ?LU PTFKD TLRIA ?B
>KLQEBO

2BQROKFKD QL QEB PM>DEBQQF >KA JB>Q?>IIP BU>
Q>PHPc MOBM>OFKD QEB JB>Q?>IIP PQBTFKD QEB
>KA ?LFIFKD QEB M>PQ>c@>K ?B ?0LHBK ALTK CROQE
ME>PBP 4EB Q>PH LC MOBM>OFKD QEB JB>Q?>IIP @>K
FKQL PBSBO>I ME>PBPcPB>PLKFKD QEB JB>Q CLOJF
JB>Q?>IIP PB>OFKD QEB JB>Q?>IIPc>KA B>@E LC QEBPE
TFIl FK@IRAB JRIQFMIB >@QFLK PQBMP OE>PBP CLO P
P>R@B JFDEQ FK@IRAB AF@FKD LKFLKP AF@FKD D>OlII
QEB SBDBQ>?IBP FK QEB M>K >AAFKD EBO?P >KA PF
QEB P>R@B "RQ PFK@B QEBOB >OB > IFJFQBA KRJ?B!
TFQEFK QEBPB ME>PBP >KA QEB MOL@BAROB >I0OB>/
K>QRO>| PBJF FKABMBKABKQ Q>PHP QEBOB FP KL KE
BUQO> ME>PBP QL MOBM>OFKD PM>DEBQQF >KA JB>Q?

&LO CROQEBO AFP@RPPFLK PBB QEPPIORPNET@B Lk
EQQOMP TWMOFPJKBQ @LJ YE@BUOBP QBUQ?LLH
Q>PH=>K>IVPFP EQJI

>A<5:3? ;2 ( -?77?

FPQFKD Q>PHP J>V KLQ ?B >Il QE>Q VLR KBBA QL AL
J>V ?B PL J>KV Q>PHP QE>Q VLR JRPQ DOLRM QEBJ P
OB>ABOP @>K CFKA FKAFSFAR>| LKBPOLELE> BV

QEB CLIILTFKD >0OB @LJJILK Q>PH DOLRMFKDP FK FKPQC


https://www.prismnet.com/~hcexres/textbook/task_analysis.html
https://www.prismnet.com/~hcexres/textbook/task_analysis.html
https://www.prismnet.com/~hcexres/textbook/task_analysis.html
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] SKM>@HFKD >KA PBQRM Q>PHP
] )KPQ>IIFKD >KA @RPQLJIJFWFKD Q>PHP
] ">PF@ LMBO>QFKD Q>PHP
] 2LRQFKB J>FKQBK>K@B Q>PHP
] 40LR?IBPELLQFKD Q>PHP

@1:@

4EB PQ>KA>0OA PB@QFLKP LC FKPQOR@QFLKP FK@IRA
>K FKQOLAR@QFLK QEB MOL@BAROB > PBOFBP LC KR
AFSFABA FKQL Q>PHP LO ME>PBP > @LK@IRPFLK
J>QQBIJB PBQP LC FKPQOR@QFLKP J>V KLQ RPB >II L
PB@QFLKP LO 1>?Bl QEBJ FK QEEBKPRSB COLKQ >KA
2>@H J>QQ@RO BU>JMIB >OB LCQBK CLRKAIFBBLKDBO
@LIMIBU J>KR>IP

-LPQ PBQP LC FKPQOR@QFLKP@IHJBSBO>K
FKQOLAR@QFLK QE>Q MOLSFABP FKCLOJ>QFLK KB
@LIMIBQFKD QEB PQBMP P>CBNMQEBHR@EEC
FKQOLAR@QFLK J>V FK@IRAB >K BUMI>K>QFLK LC TE
@>00V LRQ QEB Q>PH J>V?B QEB RPBO KBBAP |
MOLCF@FBK@V FK > @BOQ>FK PHFIl QEB J>QBOF>IP
MOB@>RQFLKP QE>Q QEB RPBO PELRIA Q>HB P>CBQV
T>OKFKDP >KA >K BPQFJ>QB CLO ELT ILKD QEB MOL@
Q>HB >JLKD LQEBO BIBJBKQP )Q FP LCQBK KB@BPP>0\
>K BUMI>K>QFLK LC TEV QEB RPBO PELRIA CLILT
FKPQOR@QFLKP &LO BU>JMIB FKPQOR@QFLKP CLO @
FK > @>0 J>V BUMI>FK TEV QEB Q>PH FP KB@BPP>0O
MOLMBO CRK@QFLKFKD LC QEB SBEF@IB

&LIILTFKD QEFP FKQOLAR@QLOV J>QBOF>| FP QEB P
PQBM ?V PQBM FKPQOR@QFLKP AFSFABA FKQL PBM>C
QEB PB@QFLK ?BILT CLO ELT QL AO>CRGIBSE PRBEE
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>PQIVFKPQOR@QFLKP QVMF@>IIV FK@IRAB PLJB
PB@QFLKP LO >MMBKAF @BROPR@EPER QKD 'RFABe
LO > PB@QFLK FM@ed®L EBIM RPBOP >AAOBPP @LJJ
MOL?IBJP QE>Q QEBV J>V BK@LRKQBO TEFIB CLIILTF
FKPQOR@QFLKP LO >CQBO @LJMIBQFKD QEB MOL@BPF

4EB CLIILTFKD FP > OBSFBT LCGREBMDARSOQP VLR
TEIl @LIILKIV CFKA FK FKPQOR@QFLKP -LPQ LC QEBJ
7B FK@IRABA FK >ll FKPQOR@QFLKP ?RQ AL KLQ >P
>[l LC QEBJ >IT>VP KBBA QL ?B MOBPBKQ LO QE>Q QE
CLILT QEFP BU>@QEBABCO-OB LQEBO MLPPF?IB PB@Q
QE>Q @LRIA ?B FK@IRABA FK FKPQOR@SIFLKP (LT
FKPQOR@QFLKP PELRIA E>SB >Q JEKRIRS >K
<B@R2C1B7=x =2G TFQE KRJ?BOBA PQBMP QE>Q >OB AFS
FKQL PBM>0>QB Q>PHP LO ME>ABPAZHAKA LO
'=A7<5PB@QFLKP

IP VLR OB>A QEB CLIILTFKD LK @LJILK PB@QFLKF
FKPQOR@QFLKP @EB@H LRQ QEB P>JMIB FKPQOR@QF
BKA LC QEFP @RFADPQBB MOLSFABP > PFIMIB P@EBJ>(
LC QEB CLRKA>QFLK>| BIBJBKQP CLO > PBQ LC FKPQOR(
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Figure 2: Schematic view of instructions. Remember that this is a
typical or common model for the contents angboization N
many others a possible.

:@>;0A/@5;:#<1:5:3

"BCLOB VLR BSBK DBQ QL QEB FKQOLAR@QFLK VLR KE
> @IB>0 QFQIB QE>Q FP B>PV QLLRKABQPQLKB 9
ABQ>FIBA >KA PMB@FCF@ ?RQ >IPL PR@@FK@Q &LO
DLLA QFQIBP TLRIA FK@IRAB d(LT QL #IB>K > &OBPET
INR>OFRJ e d(LT QL )KPQ>Il ,LRPBAB>ABOP LK >
40>KP 1Je d#IB>KFKD > ">QEOLLJ )KPQOR@QFLKP
#LIIBDB 3QRABKQP ,FSFKD LK 4EBFO /TK CLEIREB &FOPC
0I>K QEB FKQOLAR@QFLK QL VLRO FKPQERRDQFLKP |
>P QEB QFQIB PELRIA MOLSFAB VLRO OB>ABO TFQE > D


https://open.library.okstate.edu/app/uploads/sites/26/2019/08/Copy-of-instructions.2.png
https://open.library.okstate.edu/app/uploads/sites/26/2019/08/Copy-of-instructions.2.png
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TE>Q QEB FKPQOR@QFLKP FKSLISB QEB DL>I LC VLROF
FP QL DFSB VLRO OB>ABO DBKBO>l FKCLOJ>QFLK >
MOL@BPP 7E>Q FP FQ 7EV PELRIA FQ ?B ALKB
FKQOLAR@QFLK PELRIA @LKQ>FK >K LSBOSFBT LC QEB
TEV FQ FP FIMLOQ>KQ /CQBK QEB TOFQBO IFPQP QEF
@LIMIBQFKD QEB MOL@BPP PL QE>Q QEB OB>ABO CBB
QEB Q>PH QEBV >0OB >?LRQ QL @LIJMIBQB

4EB FKQOLAR@QFLK LMBKFKD PELRIA AL QEB CLIILTFI

] JK@IRAB > QFQIB

] $BP@OF?B QEB DL>I >KA LO MROMLPB LC QEB
FKPQOR@QFLKP 2F@E>0A *LEKRLK 3EBBE>K
MOLSFABP QEB CLIILTFKD SBO?P >P MLPPF?IB
LMQFLKP

QL FKPQOR@Q
QL PELT
QL FIIRPQO>QB

QL BUMI>FK
QL DRFAB
QL IB>A

QL AFOB@Q
QL QO>FK

QL QRQLO

] )ABKQFCV QEB FKQBKABA OB>ABOP >KA TE>Q

*LEKPLK 3EBBE>K 2F@ B&@EKE@>| #LJIRKF@>QFLK 3QOEABDFBP CLO 4
3B@LKA %AFQFLK 0B>OPLK



Technical and Professional Writing Genres 249

HKLTIBADB >KA ?>@HDOLRKA FKCLOJ>QFLK LO |
QEBV TFIl KBBA QL RKABOPQ>KA QEB FKPQOR®@
@LIMIBQB QEB MOL@BAROB

] )KAF@>QB QEB @LKAFQFLKP TEBK QEBPB FKPQ
PELRIA LO PELRIA KLQ ?B RPBA

] 'FSB >K LSBOSFBT LC QEB @LKQBKQP LC QEB
FKPQOR@QFLKP

] 0OLSFAB JLQFS>QFLK >KA PQOBPP QEB FIMLOQ
QEB Q>PH FB TE>Q ALBP QEB >RAFBK@B PQ>k
D>FK COLJ IB>OKFKD QEFP FKCLOJ>QFLK (LT TF
MOLSB RPBCRI 7EV PELRIA QEB OB>ABO CLIILT
QEBPB FKPQOR@QFLKP 7E>Q TFIl E>SMMBK FC G
KLQ

] )KAF@>QB QEB QFJB CLO @LIMIBQFLK CLO MBL
S>OVFKD PHFII IBSBIP

4EB CLIILTFKD PB@QFLKP PELRIA ?B FK@IRABA >P M>
LMBKFKD LC QEB FKPQOR@QFLKP ?BCLOB QEB Q>PHP ?
2B CLIABA FK >P PR?EB>AFKDP LC QEB FKQOLAR@QFLK
PQ>KA LK QEBFO LTK ABMBKAFKD LK QEB OEBQLOF@>
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$>1/-A@5;:->E'@-@191:@7?->:5:3?

)KPQOR@QFLKP JRPQ >IBOQ OB>ABOP QL QEB ML
A>J>DFKD QEB BNRFMJBKQ ?LQ@EFKD QEB MOL@B;
FKGROFKD QEBJPBISBP LO LQEBOP &LO QEBPB PFQI
PMB@F> KLQF@BEQQMP BK TFHFMBRFHEO
00B@>RQFLK>0V=PQ>QBJBKQ cKLQF@B @>RQFLK T>
A>KDBO KLQFCF@>QFLKP

] 4EB d.LQF@Be MOB@>RQFLK FP QEB ILTBPQ IBS
PQ>QBJBKQ 4EB PQ>KA>OA @LILO CLO KLQF@E
5PB FQ QL FKAF@>QB TEBK QEBOB FP > OFPH Q!
MOLMBOQV LO BNRERIBKR ¥PL RPB FQ QL
AO>T >QQBKQFLK QL FIMLOQ>KQ LMBO>QFLK>|
@LKPFABO>QFLKP 4EBOB FP KL QEOB>Q QL ?LA
LO P>CBQV TFQE > KLQF@B

] ! d#>RQFLKe PQ>QBJBKQ PELRIA FK@IRAB QEB F
PVJ?LI LC >K BU@I>J>QFLK J>OH TFQEFK >
QOF>KDIB 4EB PQ>KA>0OA @LILO CLO @>RQFLK
PQ>QBJBKQP >KA PVJ?LIP FI QBB IQEBO
EFDEBO T>OKFKD PELRIA FK@IRAB QEFP PVJ?LI
TBIl FK QEB >MMOLMOF>QB @LILO @LAB )Q FK/
QEBOB FP > dKLK FJJBAF>QB LO MLQBKQF>| E>W
CLO JFKLO FKGROV QL > RPBO LO DBKBO>I MR?!

] 1d7 >OKFKDe PQ>QBJBKQ >MMB>OP FK LO>KDB
FKAF@>QBP QE>Q AB>QE >KA LO PBOFLRP FKGF
OBPRIQ QL RPBOP >KA QEB MR?IF@ 4EBPB PFD!
KLQ RPBA QL FKAF@>QB MOLMBOQV LO J>QBOF
A>J>DB ?RQ O>QEBO QEB MLQBKQF>| CLO MBOI
2LAFIV FKGROV LO AB>QE

] ! d$>KDBOe PQ>QBJBKQ FP QEB EFDEBPQ IBSBI
MOB@>RQFLK>0V PQ>QBJBKQ >KA PELRIA >MMI
OBA )Q FKAF@>QBP > PFQR>QFLK TFQE >K FJJB


https://en.wikipedia.org/wiki/Precautionary_statement
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E>W>0A QE>Q TFIl OBPRIQ FK AB>QE LO PBOFLF
)Q FP KLQ RPBA CLO MOLMBOQV A>J>DB

)C >KV M>0Q LC QEB MOL@BAROB JBOFQP > MOB
PQ>QBJBKQ LO T>OKFKD VLR JRPQ FK@IRAB > PQ>C
QEB ?BDFKKFKD LC VLRO FKPQOR@QFLKP BFQEBO >
)KQOLAR@QFLK /MBKFKD LO >P > PBM>0>QB PB@QFL}
Q>PHP ?BDFK %>@E LC QEBPB T>OKFKDP JRPQ >IT>VI
QEB @LOOBPMLKAFKD @LILOP >KA F@LKP QL EBIM QEE
LK QEB M>DB 3BB QEB IFKH >?LSB CLO JLOB FKCLO.
3BB ?BILT CLO JLOB FKCLOJ>QFLK >?LRQ MOB@>R(
PQ>QBJBKQP

(1/4:5/-8 -/73>;A:0 ;> (41;,>E

&LO PLIB FKPQOR@QFLKP VLR TFIl KBBA QL MOLSFAE
QELOLRDE AFP@RPPFLK LC ?>@HDOLRKA OBI>QB:/
MOL@BAROB &LO @BOQ>FK FKPQOR@QFLKP QEFP
@OFQF@>IcLQEBOTFPB QEB PQBMP FK QEB MOL@BA
PBKPB &LO BU>JMIB VLR J>V E>SB E>A PLJB BUMBOFI
TFQE QELPB PLCQT>0OB >MMIBQP FK TEF@E VLR ABCFK
@LILOP ?V KRADFKD OBA DOBBK >KA ?IRB PIFABO ?>0
4L OB>1IV RKABOPQ>KA TE>Q VLR >0OB ALFKD VLR KBBA
PLJIB ?>@HDOLRKA LK3B2IFLEDIVLR @>K FJ>DFKB QE>Q
CLO @BOQ>FK FKPQOR@QFLKP RPFKD @>JBO>P PLJB
?B KBBABA >P TBII

57@ ;2-$@7?;(8? -@1>5-8? =A5<91:@ -:0 ;>
'A<<8517?

-LPQ FKPQOR@QFLKP FK@IRAB > IFPQ LC QEFKDP VLR K
?BCLOB VLR PQ>0Q QEB MOL@BAROBqUERENEK@IRABI
QEB QLLIP VLR RPB FK QEB MOL@BAROB PR@E >P JFU
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PMLLKP ?0B>A M>KP E>JIJBOP AOFIIP >KA P>TP

supplies QEB QEFKDP QE>Q >0B @LKPRJBA FK QEB M(
PR@E >P TLLA M>FKQ LEKBIKRBIP )K FKPQOR@QFLKF
QEBPB >0B QVMF@>IIV IFPQBA FK > PFIMIB SBOQF@>! IF
@LIRIK IFPQ )Q J>V EBIM QL KLQFCV VLRO OB>ABO TE
@>K >@NRFOB QEB BNRFMJBKQ LO PRMMIFBP 4EB >RA
QL HKLT >KA D>QEBO >Il QEB J>QBOF>IP KB@BPP>0V Q!
QEB MOL@BAROB ?BCLOB QEBV ?BDFK >KV LC QEB Q>P|

'@1< .E'@1< ?@>A/@5;:?

7EBK VLR DBQ QL QEB >@QR>| TOFQFKD LC QEB PQBM
PBSBO>| QEFKDP QL HBBM FK JFKA QEB PQOR@QROE
LC QELPB PQBMP  PRMMIBJBKQ>0V FKCLOJ>QFLK QE>
KBBABA >KA QEB MLFKQ LC SFBT >KA DBKBO>| TOFQF

'@>A/@A>1 -:0>9-@

LOJ>IIV TB FJ>DFKB > PBQ LC FKPQOR@QFLKP >P
CLOJ>QQBA >P SBOQF@>| KRJ?BOBA IFPQP >KA JLPQ >
4EBOB >0OB PLJB S>OF>QFLKP>ETEBSBOPLIB LQEBO
@LKPFABO>QFLKP

] 7F32=@23@ AB3RRQ ?B MBOCLOJBA FK QEB
LOABO MOBPBKQBA &LO BU>JMIB FC VLR >OB
@E>KDFKD QEB LFI RO>FBF®D QEB LFI FP >
PQBM QEz@LJIB ?BCLOB MRQQFKD FK QEB KBT
LFI 4EBPB >OB KRJ?BOBA IFPQSBRERAY|
KRJ?BOBA IFPQP

] *I@7/0:3 =@23@ ABZRBMP QE>Q @>K ?B
MBOCLOJBA FK MO>@QF@>ILV AKV LOABO
BU>JMIBP >OB QELPB QOLR?IBPELLQFKD DRFAB
QBII VLR QL @EB@H QEFP QEBK @EB@H QE>Q
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>OB QOVFKD QL CFU PLUR@EFKBLIQEBPB
PQBMP FK MO>@QF@>II¥ B®E QERBQ@VMB QEB
2RIIBQBA IFPQ FP QEB >MMOLMOF>QB CLOJ>Q

] :B3@</B3 AB3SELPB FK TEF@E QTL LO JLOB
T>VP QL >@@LIMIFPE QEB P>JB QEFKD >0OB
MOBPBKQBA !IQBOK>QB PQBMP >OB >IPL RPBA "
S>OFLRP @LKAFQFLKP JFDEQ BUFPQ 5PB ?RIIB(
TFQE QEFP QVMB TFQE /2 FKPBOQBA ?BQTBBK (
>IQBOK>QFSBP LO QEB IB>A FK FKAF@>QFKD Q|
>IQBOK>QFSBP >0OB >?LRQ QL ?B MOBPBKQBA

] "3AB32 AB33K PLIJB @>PBP FKAFSFAR>| PQBMP
TFQEFK > MOL@BAROB @>K ?B O>QEBO @LJIMIB
QEBFO LTK OFDEQ >KA KBBA QL ?B ?0LHBK ALTK
PR?PQBMP )K QEFP @>PB VLR FKABKQ CROQEE
PBNRBK@B QEB PR?PQBMP >P > ? @ >KA PL LK

] N'B3>:3AA0 7<AB@CIBIBEXKPQOR@QFLKP
OB>IIV @>KKLQ RPB KRJ?BOBA SBOQF@>I IFPQ
AL IFQQIB FC >KV PQO>FDEQCLOT>0A FKPQORCE
AFOB@QFKD LC QBRIBEIPRBR>QFLKP JRPQ 7B
PL DBKBO>IFWBA LO PL S>OF>?IB QE>Q PQBMP
7B PQ>QBA 'BKBQEBPB >0OB KLQ >MMOLMOF>QE
CLO > @I>PPOLLJ >PPFDKJBKQ )K VLRO @I>PPB|
TFIl KBBA QL ABJLKPQO>QB VLRO J>PQBOV LC Q
CLOJ TFQE JLOB QO>AFQFLK>l PQO>FDEQ CLOT
PBNRBKQF>IIV KRJ?BOBA PQBMP LQEBOTFPB F(
?BDFK QL OBPBJ?IB > @LIIB@QFLK LC QFMP LO >

)K >KV @>PB OBJBJ?BO QL AFSFAB VLRO MOL@BAF
PBM>0>QB Q>PHP LO ME>PBP )Q FP B>PFBO CLO VL
QL @LIMIBQB QEB MOL@BAROB FC QEBV @>K TLOH Q
PJ>IBO @ERKHP
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'A<<8191:@->E 5?/A?7?5;:

/CQBK FQ FP KLQ BKLRDE PFJMIV QL QBII OB>ABOP QL
QL AL QE>Q 4EBV KBBA >AAFQFLK>I BUMI>K>QLOV FK(
PR@E >P ELT QEB QEFKD PELRIA ILLH ?BCLOB >KA >(
PQBM TEV QEBV PELRIA @>0OB >?LRQ ALFKD QEFP P(
JB@E>KF@> MOFK@FMIB FP ?BEFKA TE>Q QEBV >OB £
JLOB JF@OL IBSBI BUMI>K>QFLK LC QEB PQBMCcAFP@R
QEB PMB@FCF@ >@QFLKP QE>Q J>HB RM QEB PQBM 71
PRMMIBJBKQ>0V FKCLOJ>QFLK FQ PELRIA ?B CLOJ>C
d.LQBe LO BMe PFJFI>OIV QL ELT VLR TLRIA CLOJ>Q :
d.LQF@B e 4EFP QVMB LC PRMMIBJBKQ>0V FKCLOJ>QFI
COL) d@0>CQ HKLTIBADBe )K @BOQ>FK @FO@R
BPMB@F>IIV IBPP CLOJ>I FKPQOR@QFLKP FQ FP BSBk
QL FK@IRAB MBOPLK>l K>00>QFSB QL EBIM @LKSBV
HKLTIBADE

4EB MOL?IBJ TFQE PRMMIBJBKQ>0V AFP@RPPFLK El
FP QE>Q FQ @>K EFAB QEB S@QRKPQER 9@QR>|
PQBMcQEB PMB@FCF@ >@QFLKP QEB OB>ABO FP QL
LRQ IR AL KLQ T>KQ FQ ?ROFBA FK > T>II LC TLOAP 4
>0B >Q IB>PQ QTL QB@EKFNRBP QL >SLFA QEFP MOL?Il
PMIFQ QEB FKPQOR@QFLK COLJ QEB PRMMIBJBKQ>O\
FKQL PBM>0>QB M>0>DO>MEP LO VLR @>K ?LIA QEB FK
CFDROB VLR @>K PBB ELT QEB PRMMIBJBKQ>0V AFP(
AFPQFKDRFPEBA COLJ QEB J>FK >@QFLK LC QEB PQBM
RPB LC ?LIA C>@B QVMB



Technical and Professional Writing Genres 255

Figure 3: The main action of the steps above is bolded, while
supplementary discussion is iegular font. Note also that the
precautionary labeleally stands out in this sample.

-:3A-31-:0 +>5@5:3 '@E81

4EB NRBPQFLKP >?LRQ d!'RAFBK@Be >KA d#LKQBUQe
FK QEFP @E>MQBO @>K EBIM DRFAB VCR@RFRBEBIFKD
I>KDR>DB @ELF@BP 4EB CLIILTFKD PR?PB@QFLKP
BUMI>K>QFLKP LC @LJJILK IFKDRFPQF@ CB>QROBP LC
J>KR>IP >ILKD TFQE QFMP CLO TOFQFKD @IB>0OIV >KA @
QEFP DBKOB

9<1>-@5B!;;0

)KPQOR@QFLKP IFHB @LJJ>KAP LCQBK RPB QEB F.
JLLA 4L TOFQB FK QEFPABROBPP QEB >RAFBK@B AFOB
RPFKD >@QFSB SLF@B >KA PMB@FCF@ SBO?P )JMB(
QVMF@>IIV IB>SBP LRQ QEB PR?GB@Q dVLRe >KA MLI
SBO? CFOPQ

4EB T>V VLR >@QR>IIV TOFQB QEB PQBMP PBKQF


https://open.library.okstate.edu/app/uploads/sites/26/2019/08/Copy-of-instructions.3-1.png
https://open.library.okstate.edu/app/uploads/sites/26/2019/08/Copy-of-instructions.3-1.png
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PBKQBK@B J>V PBBJ @LKQO>AF@QLOV QL TE>Q MOBS
@I>PPBP E>SB Q>RDEQ VLRK(IJBEBELT MOLCBPPFLK>|
FKPQOR@QFLKP >OB TOFQQBKcQEBV RPB QEB
@LJJ>KA LO AFOB@Q >AAOBPP >KA > ILQ LC QEB |
MBOPLK 4E>Q FP BKQFOBIV >MRIO:NQRIQBBE VLRO
OB>ABO P CRIl >QQBKQFLK &LO QE>Q OB>PLK FKPQ
PBKQBK@BP PLRKA IFHB QEBPB d0OBPP QEB 0>RPB
QEB COLKQ M>KBI QL PQLM QEB AFPMI>V QBEMLO>OFI
PELRIA ?B @>0BCRI KLQ QL

7EF@E LC QEB CLILTFKD MOLSFABP QEB @!Ii
FKPQOR@QFLK>| PQBM

] 0OBPP QEB OBA ?RQQLK QL ?BDFK MI>VFKD QEE

] 7EBK QEB OBA ?RQQLK FP MOBPPBA QEB D>JB T
?BDFK

] 4EB LMBO>QLO PELRIA MOBPP QEB ?RQQLK

AELRDE > RPBO @LRIA MOL?>?IV J>HB PBKPB LC >KV LC
PBKQBK@BP QEB CFOPQ LKB MOLSFABP QEB @IB>0BP(
TE>Q >@QFLK QEB RPBO PELRIA MBOCLOJBA ?B@>RPB (
QEB CFOPQ QEFKD JBKQFLKBA 4EB PB@LKA M>PPFSB (
ALBP KLQ PMB@FCV TEL PELRIA MOBPP QEB ?RQQLK
BU>JMIB OBCBOP QL > S>DRB PR?GB@®© TEERE.MBO>
J>V @LKCRPB QEB RPBO

+ >0 4;5/1

7EBK TOFQFKD FKPQOR@QFLKP > @>OBCRI @LKPFABC
@ELF@B FP FIMLOQ>KQ ?B@>RPB FK PLJBR®EBBN QEB
FP >Q OFPH !IT>VP PQOFSB CLO @I>OFQV JKAB@QLK@FP
BCB@QFSB AB@FPFLKP >?LRQ TLOA @ELF@B @LK
MOFJ>0V >RARBKI@&8 LC BUMBOQFPB >KA @RIQF
?>@HDOLRKR &V CFKA FQ KB@BPP>0OV QL
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$BCFKB @LJMIBU QBOJP

3MBII LRQ >@OLKVJP QEB CFOPQ QFJB QEBV >0
FKQOLAR@BA B D AFDFQ>I PFKDIB IBKP OBCIBI
@>JBO> $3,2

| SLFA RPFKD PFJFIBP JBQ>MELOPLRI>KD G>O
RKIBPP FQ FP ABCFKBA FK > DILPP>0OV LO
PR?PQFQRQFLKP QE>Q J>V @LKCRPB RPBOP +E
QBOJFKLILDV @LKPFPQBKQ

5PB MI>FK I>KDR>DB )K PLJB @>PBP PBOFLRP Ii
@LKPBNRBK@BP @>K >OFPB TEBK > PBQ LC
FKPQOR@QFLKP FRLRKIQMR-CK MI>FK

I>KDR>DB PBB QEB TB?PFQB MI>FKI>KDR>DB DL
EQQMP TWMI>FKI>KDR>DB DLS FKABU @CJ

)K@IRAB QO>KPI>QFLKP LC QEB FKPQOR@QFLK
JRIQFMIB I>KDR>DBP

S5PB ?0OFBC >KA FKCLOJ>QFSB EB>AFKDP >KA
PR?EB>AFKDP

?57?@1:/E-0$ ->-8818579

0>0>11BI POOR@QROB LO M>O>IIBIFPJ JB>KP RPFKD
DO>JJ>QF@>I PQOR@QROB QL MOBPBKQ FKCLOJ>QF
0>0>IIBIFPJ LCQBK FJMOLSBP OB>A>?FIFQV  >KA
@LKPFPQBK@V

4EFP KRJBOF@>! IFPQ LC FKPQOR@QFLKP @LKQ>FK
20B>HP M>0>IIBIl PQOR@QROB 7EF@E LC QEBPB P(
AFCBOBKQ COLJ QEB LQEBOP

2BJLSB QEB P@OBT QL LMBK QEB ?>QQBOV
@LIM>0QJIBKQ

)KPBOQ ?>QQBOFBP ?V CLIILTFKD QEB FJ>DB LK


https://www.plainlanguage.gov/index.cfm
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?2>QQBOV @LIM>0QJBKQ

LT VLR J>V @ILPB QEB @LIM>0QJBKQ >KA P@C
FQ @ILPBA

30BM QEOBB ?0B>HP QEB M>0>I1BI PQOR@QROB LC QE!
ALBP KLQ PQ>0Q TFQE > AFOB@QFSB SBO?

$L QEB CLIILTFKD EB>AFKDP RPB M>0O>IIBI PQOR@QR
LO TEV KLQ

] )KPQ>IIFKD ?>QQBOFBP
] 4ROKFKD ABSE@R LC
] (LT QL @EBB VLRO ABSF@B

+BBM VLRO TLOA @ELF@BP >P >@@RO>QB >KA @LK
MLPPF?IB 4EBOB FP KL OB>PLK QL J>HB VLRO >RAFBK@
FC dQROK e dQTFPQ e dR®OBADEQBKe JB>K QEB P>JB
QEFKD )C QEBV AL JB>K QEB P>JB QEFKD AL KLQ FK(
QEB PVKLKVJ PFIMIV QL S>0V TLOA @QELF@B )C QEBV
AFPQFK@Q >@QFLKP JLSBJBKQP FQ J>V ?B EBIMCRI C
QE>Q BFQEBO FK > KLQB LO > DILPP>0V

I8A?5;:? 8;?5:3'1/@5;:? <<1:05/1?

ICQBO >l QEB PQBMP >0OB @LJMIBQBA VLR JRPQ PF
@LIMIBQFLK LC QEB Q>PH %KA QEB FKPQOR@QFLKP -
@LJIBKQP >?LRQ QEB MOLAR@Q >KA LO QEB MOL@BF
GRPQ @LIMIBQBA #LKDO>QRI>QB QEB OB>ABO LK > GL
3LJBQFJBP QEBOB FP > MELKB KRJ?BO CLO > (BIM ,Fk
CROQEBO >PPFPQ>K@B IR KERABAIFL ABP@OF?B QEE
CFKFPEBA MOLAR@Q LO FKAF@>QB LQEBO Q>PHP QEB
@LIMIBQB TFQE QEB P>JB PBQ LC PHFIIP QEBV RPBA Ql
QEB MOL@BAROB

4EB ?BKBCFQP @>K >IPL ?B OBPQ>QBA ?RQ J>HB F
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QL RPB QEB BU>@Q TLOAP COLJ QEB FKQOLAR@QFLK
KLQ IFHB QL OB>A QEB P>JB BU>@Q TLOAP MEO>PBP Pt
QEB @LK@IRPFLK >P QEBV AFA FK QEB FKQOLAR@QF
CBBIP IFHB QEB TOFQBO T>P QLL I>WV QL >@QR>IIV TL
AL@RJIBKQ

$BMBKAFKD LK QEB Q>PH @LJMIBQBA FK QEB FKPC
VLR PELRIA FK@IRAB >AAFQFLK>l @ILPFKD PB@QFL
>MMBKAF@BP &LO BU>JMIB QEB FKPQOR@QFLKP JFI
QOLR?IB PELLQFKD >ASF@B COBNRBKQIV >PHBA NRBP
RM >KA LO J>FKQBK>K@B FKCLOJ>QFLK MOLAR@Q PME
LO PLRO@BP LC >AAFQFLK>| FKCLOJ>QFLK 2BCBOBK@!
IFPQBA >Q QEB BKA >P TBI

> -<45/?

00L?>?IV JLOB PL QE>K FK >KV LQEBO CLOJ LC TOFQFKE
J>V?B @LIJF@ ?LLHP DO>MEF@P >0B @OR@F>| QL FK
3LIBQFJBP TLOAP PFIMIV @>KKLQ @IB>OIV BUMISFK G
TFQELRQ QEB >PPFPQ>K@B LC FJ>DBP )IIRPQO>QFLKP :
OB>ABOP >?FIFQV QL SFPR>IFWB TE>Q QEBV >0B PRM
9LRO OB>ABO TFIl KBBA DO>MEF@P QL OBCBO QL >KA >(
QEOLRDE QEB MOL@BPP 2BJBJ?BO QL 1>?Bl QEB DO>
&FDROB &FDROB >KA PL LK >KA QEBK QFQIB B>@E D¢
OB>ABOP HKLT TE>Q QEBV >0OB ILLHFKD >Q 'O>MEF@P (
CRIIV OBMI>@B QBUQ >KA QEBV -534 7B OBCBOOBA QL T
PQBM ?V PQBM M>0Q LC QEB FKPQPBERBRLEEBE?DIQd4
IL@>QBA QL QEB IBCQ LC QEE BARPEBBLEFD 7V
QROKFKD QEB PL@HBQ TOBK@E @IL@HTFPB e

)K > QB@EKF@>| TOFQFKD @LROPB FKPQOR@QFLKP
VLR QL FK@IRAB FIIRPQO>QFLKP LO LQEBO HI
DO>MEF@PcTE>QBSBO TLRIA KLOJ>IIV ?B RPBA FK
FKPQOR@QFLKP 4EB MOL?IBJ LC @LROPB J>V ?B QE>
KLQ E>SB >@@BPP QL DO>MEF@P QE>Q TLRIA ?B PF
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VLRO M>0OQF@RI>0 FKPQOR@QFLKP >KA QE>Q VLR AL |
@LKCFABKQ FK VLRO >OQFPQF@ >?FIFQFBP 4EBOB
LSBO@LJB QEBPB MOLSHEIP IULH >Q QEBPB PRDDBPQFLI
>?LRQ DO>MEF@PQQMP TWIOFPJKBQ @LJ YE@BUOBP
QBUQ?LLH DO>MEF@ERETHI PBB KLQ LKIV PRDDBPQFLKI
CLO @OB>QFKD DO>MEF@P ?RQ >IPL OBNRFOBJBKQP L
3BB @E>MQBOLO JLOB FKCLOJ>QFLK LK DO>MEF@P
ABPFDK

'FSBK QEB R?FNRFQV LC PJ>0Q MELKBP >KA QEB FK
NR>IFQV LC QEB @>JBO>P QEBV FK@IRAB FQ PELR
MOL?IBJ QL MOLAR@B EFDE NR>IFQV DO>MEF@P
FKPQOR@QFLKP CLO > @I>PP MOLGB@Q )C VLR :
FKPQOR@QFLKP >P M>0Q LC VLRO GL? VLR J>V KBE
> MOLCBPPFLK>I MELQLDO>MEBO +KARIGRPBOA QKO
AO>TFKDP ?V BKDFKBBOP )K >KV @>PB FQ FP @OR@
AL KLQ PFIMIV @LMV >KA M>PQB FJ>DBP COLJ FKQBOKI
3BB@E>MQBERA  CLO QEB BQEF@>| MO>@QF@BP OB
QEB RPB LC DO>MEF@P

1?53:

$L@RJBKQ ABPFDK OBCBOP QL QEB T>V FKCLOJ>
LO>KFWBA >KA MOBPBKQBA "B@>RPB SFPR>| BIBJBKQ
IBPP QFJB QL MOL@BPP RPBOP TFIl QVMF@>IIV KLt
OBPMLKA QLCNR>IFQV LC ABPFDK ?BCLOB NR>IFQV LC
-FKFJ>IIV ABPFDK FK@IRABP J>HFKD @ELF@BP >?LRQ
LOABO LC FKCLOJ>QFLK CLKQ PFWB QVMBC>@B EB>.
>KA TEFQB PM>@B $BPFDK BIBJBKQP PELRIA DRFAB (
QEOLRDE QEB FKPQOR@ QFLEPPPIRERIENSHFKD QEB

AL@RJIBKQ P@>KK>?IB > P@>KK>?IB AL@RJIBKQ >IILTP R
K>SFD>QB QEOLRDE QEB @LKQBKQ QL IL@>QB PMB@FC
IP TEQE >KV AL@RJBKQ AB@FPFLKP OBD>OAFKD ABPF


https://www.prismnet.com/~hcexres/textbook/graphics.html
https://www.prismnet.com/~hcexres/textbook/graphics.html
https://www.prismnet.com/~hcexres/textbook/graphics.html
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@LKPFABO QEB >RAFBK@B MROMLPB >KA LSBO>Il B>
3BB@E>MQBQO JLOB FKCLOJ>QFLK LK AL@RJBKQ ABPF

?5?7@1:/E &1<1@5@5;:

5PFKD ABPFDK BIBJBKQP FK > RKFCLOJ T>V QEOLRDE
BKQFOB AL@RJBKQ DRFABP RPBOP ?V DFSFKD QEBJ :
TE>Q QL BUMB@Q BD QEB P>JB QVMBC>@B >KA PF
EB>AFKDP QEB P>JB I>VLRQ COLJ M>DB QL M>DB

@>-?@

5PB ABPFDK BIBJBKQP QL EFDEIFDEQ PMB@FCF@ FKC
CB>QROBP LC QEB FKPQOR@QFLKP BD @>MFQ>IFW
BJME>PFP MI>@FKD > ?LU LO ?LOABO >OLRKA >K
@E>KDFKD @LILOP CLO BJME>PFP #LKQO>PQ FP |
BCB@QFSB TEBK > AL@RJBKQ RPBP @LKPFPQBK@V
QEBOB FP > I>@H LC @LR@FFQBKOEFERIQ QL @OB>QB
@LKQO>PQ

853:91:@

JOD>KFWFKD FQBJP LK > M>DB TFQE ELOFWLKQ>I >KA L
>IFDKJBKQ @OB>QBP EFBO>0@EV >KA PQOR@QROB
>@EFBSB ?>I>K@B @LKQO>PQ LO @LKPFPQBK@V

-8-:/1

$FPQOF?RQB FQBJP BSBKIV >@OLPP 3 DFBBRBSH>@B

QEFP B>@ERFQBBPEQ QE>Q FP QEB QBKABK@V LC Q
QL DO>SFQ>QB QLT>0A >K FQBJ PELRIA ?B @LKPFAE
BU>JMIB PFK@B >K FJ>DB TBFDEP JLOB QE>K QBUQ AE
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>?LRQ FJ>DB MI>@BJBKQ PELRIA @LKPFABO ELT QL 7
FQP TBFDEQ >D>FKPQ LQEBO FQBJP FK LOABO QL MC
@LKCRPFLK

+45@1 '<-/1

5PB TEFQB PM>@B QL @OB>QB > MOLCBPPFLK>I
AL@RJIBKQ 2>QEBO QE>K FKAF@>QFKD QEB @LILO LC
QEFP ABPFDK BIBJBKQ OBCBOP QL >K >?PBK@B LC FJ>D
7EFQB PM>@B EBIMP AFPQFKDRFPE ?BQTBBK FKAFSF
>KA DOLRMP LC FQBJP FB PB@QFLKP LC QEB J>KF
J>HBP P@>KKFKD AL@RJBKQP B>PFBO

>'A<5:3$>; D595@E

0I>@B OBI>QBA FJ>DBP LO @LKQBKQ @ILPRI@ LKB >K
BU>JMIB DOLRMFKD QLDBQEBO FJ>DBP LC >Il QEB J:
KBBABA QL @LIMIBQB QEB DFSBK Q>PH

;8>

3BIB@Q @LILOP QL @OB>QB @LKQO>PQ >KA BIME>P
OB>ABOP >@OLPP PM>@B >KA QL ABPFDK > SFPR>Il
AL@RJIBKQROPELRIA @LKPFABO QEB AL@RJBKQ LSBO
LOABO QL @OB>QB > @LKPFPQBKQ @LILO P@EBJB &L
VLR T>KQ QL RPB ?IRB FK VLRO AL@RJBKQ VLR TFIl T>
BKPROB QE>Q FQ FP RPBA @LKPFPQBKQIV >KA @LIMIE
AL@RJIBKQ @LIBEPP FP M>OQF@RI>OIV FIMLOQ>KQ
FKQBDO>QFKD @LILO DO>MEF@P >KA LO FJ>DBP



Technical and Professional Writing Genres 263

1-05:37?

)K VLRO FKPQOR@QFLKP J>HB DLLA RPB LC EB>AFKDP
VLR T>KQ EB>AFKDP CLO >KV ?>@HDOLRKA PB@QFLK \
E>SB QEB BNRFMJBKQ >KA PRMMIFBP PB@QFLK >
EB>AFKD CLO QEB >@QR>| FKPQOR@QFLKP PB@QFLK >
CLO QEB FKAFSFAR>| Q>PHP LO ME>PBP TFQHBK QE>Q |
> ILLH >Q QEB BU>JMIBP >Q QEB ?BDFKKFKD3BBQEFP @!
EB>AFKDFEQQMP TWOFPJKBQ @LJ YE@BUOBP QBUQ?L
EB>AFKDP EQUD @LJJLK OBNRFOBJBKQP

5?7@7

3FJFI>0I¥KPQOR@QFLKP QVMF@>IIV J>HB EB>SV RPB
M>OQF@RI>0OIV KRJ?BOBA SBOQF@>! IFPQP CLO QEB >
PQBM BUMI>K>QFLKP 3FJMIB SBOQF@>! IFPQP LO QTL ¢
>OB RPR>IIV DLLA CLO QEB BNRFMJBKQ >KA PRMMIFBI
)K PBKQBK@B IFPQP >0B DLLA TEBKBSBO VLR DFSB >K
LC QEFKDP QL @LIB 3BBPQP
EQOMP TMOFPJKBQ @LJ YE@BUOBP QBUQ?LLH IFPQP
CLO @LJILK OBNRFOBJBKQP

"A9.1> .>1 B5-@5;:? -:0'E9.;8?

)KPQOR@QFLKP >IPL RPB MIBKQV LC KRJ?BOP >??0BSF
PVJ?LIP &LIILT QEB IFKH CDBFABIFKBP
EQQMP TMOFPJKBQ @LJ YE@BUOBP QBUQ?LLH

DO>J EQJI KRJ?BQAK QEBPB >OB>P

$>1/-A@5;:->E '@-@191:@7? +:5:3?

9LR JRPQ >IBOQ OB>ABOP QL MLPPF?FIFQFBP FK TEF@
A>J>DB QEBFO BNRFMJBKQ T>PQB PRMMIFBP @>


https://www.prismnet.com/~hcexres/textbook/headings.html
https://www.prismnet.com/~hcexres/textbook/headings.html
https://www.prismnet.com/~hcexres/textbook/headings.html
https://www.prismnet.com/~hcexres/textbook/lists.html
https://www.prismnet.com/~hcexres/textbook/lists.html
https://www.prismnet.com/~hcexres/textbook/gram2.html#numbers
https://www.prismnet.com/~hcexres/textbook/gram2.html#numbers
https://www.prismnet.com/~hcexres/textbook/gram2.html#numbers
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MOL@BAROB QL C>FI FKGROB QEBJPBISBP LO LQE
PBOFLRPIV LO GAQMPKFBP E>SB ?BBK PRBA CLO JFPPFK
MLLOIV TOFQQBK >KA LRQLC MI>@B T>OKFKDP &f
MOLSFABP >K BU>JMIB LC > @I1B>0 MOB@>RQFLK>0QV P(

Figure 4: The pecautionary statement stands out and comes
before any steps artaken. The warning is placed at the beginning,
before any of the steps, because missing the warning cesildt r

in material damage or bodily harm.

Il MOL@BAROBP QE>Q OBNRFOB T>OKFKDP JRPQ >
MOB@>RQFLK>0V PQ>QBJBKQP >Q QEB ?BDFKKFKD >
FKQOLAR@QLOV J>0BRFKDHA JRPQ >IPL ?B AFPMBOPE
QEOLRDELRQ QEB MOL@BAROB )Q FP BPMB@F>IIV F
FK@IRAB T>OK#{&¥P> PQBM TEBOB A>J>DB LO FKGRO
@LRIA L@@RA.Q @OB>QB FKPQOR@QFLKP TEBOB QEE
>|OB>AV @LIMIBQBA QEB MOL@BPP >KA FKGROBA (
?BCLOB QEB T>OKFKD @LJBP )C PLJBLKB FP FKGROB
OBPRIQ LC JFPMI>@BA EFAABK LO LJFQQBA T>OKF
QB@EKF@>| TOFQBO @>K ?B EBIA >@@LRKQ>?IB .LQF
LQEBO E>KA FK@IRAFKD RPBO FKCLOJ>QFLK >KA
QVMF@>IIV MI>@BA >CQBO > PQBM PBB CFDROB ?BILT


https://open.library.okstate.edu/app/uploads/sites/26/2019/08/Copy-of-instructions.4-1.png
https://open.library.okstate.edu/app/uploads/sites/26/2019/08/Copy-of-instructions.4-1.png
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Figure 5: In this example, the notice is indented and follows the
step because the information in the notice does not concern
material or bodily harm.

IIPL OBJBJ?BO IBD>| >KA BQEF@>! L?IFD>QFLKP )Q F
TOFQBGBL? QL MOLQB@Q QEB OB>ABO COLJ E>0J LO
4E>Q ?BFKD P>FA >KV PBQ LC FKPQOR@QFLKP KBBA
?2>>K@B LC T>OKFKDP PQO>QBDF@>IIV MI>@BA QEOI
AL@RJIBKQ )C QEB TOFQBO LSBORPBP QEBJ QEBOB F
P@>OFKD QEBQBWC-QFSBDB>ABO J>V ?B@LJIB KRJ?

QL QEB T>OKFKDP FC QEBOB >0OB QLL J>KV LC QEBJ >KA
FDKLOFKD QEB T>OKFKDP

)C QEB TOFQBORRRRBD>OKFKDP QEBOB FP > OFPH
PLJBLKB DBQQFKD FKGROBA 3QOFHB > ?>I>K@B

4EBOB >0B PQ>KA>0A MOB@>RQFLK>0V PQ>QBJBK
@LILOLABA >KA RPBA CLO A>BRBKDP @>RQFLKP >KA
KLQBP LO KLQF@BP PBB >?LSB LO VLR J>V OBSFBT QE
00B@>RQFLK>0V 3Q>GRI{EVPPBK TFHFMBAFHEO
00B@>RQFLK>0V=PQ>QRJBKIFIl 7?8 BUMB@QBA QL
FK@LOMLO>QB FKCLOJ>QFLK COLJ QEFP IFKH FKQL QE|
VLR @OB>QB CLO QEB @LROPB



https://open.library.okstate.edu/app/uploads/sites/26/2019/08/Copy-of-instructions.5-1.png
https://open.library.okstate.edu/app/uploads/sites/26/2019/08/Copy-of-instructions.5-1.png
https://en.wikipedia.org/wiki/Precautionary_statement
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&1 B57?75;: 41/785?@

'P VLR OBOB>A >KA OBSFPB VLRO FKPQOR@QFLKP T>(
MOL?IBJP PR@E >P QEB CLIILTFKD

]

->HB PROB VLR MOLSFAB OB>|
FKPQOR@QFLKPcBUMI>K>QFLKP LC ELT QL ?RFI
LMBO>QB LO OBM>FO PLIJBQEFKD

7 OFQB > DLLA FKQOLAR@QFLKCFK FQ FKAF@>(
BU>@Q MOL@BAROB QL ?B BUMI>FKBA FKAF@>
>RAFBK@B OBNRFOBJBKQP >KA MOLSFAB >K LS
LC @LKQBKQP

->HB PROB QE>Q VLR RPB QEB S>OFLRP QVMBP
TEBOBSBO >MMOLMSBEEA C:/@A3
<C;03@82 D3@B71/: :7ABA 4=@ A3?C3<B7/: AB3>A

5PB EB>AFKDP QL JSOH QEB J>FK PB@QFLKP
>KA PR?EB>AFKDP CLO PR?PB@QFLKP 2BJBJ?B:
QE>Q KL EB>AFKD )KQOLAR@QFLK FP KBBABA
?BQTBBK QEB QFQIB >KA QEB CFOPQ M>0>DO>\

5PB MOB@>RQFLK>0V PQ>QBJBKQP >P >MMOLN

5PB DO>MEF@P QL FIIRPQO>QB >KV HBV >@QFL
L?GB@QP

0OLSFAB >AAFQFLK>I PRMMIBJBKQ>0V BUMI>K>
QEB PQBMP >P KB@BPP>0OV

2BJBJ?BO QL @OB>QB > PB@QFLK IFPQFKD BNR
>KA PRMMIFBP FC KB@BPP>0OV

'@AO0Ll:@ '-9<817?

"BILT >OB IFKHP QL > KRJ?BO LC P>JMIB PBQP LC FKPQC
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TOFQQBK ?V PQRABKQP >Q /HI>ELJ> 3Q>QRPBBSBOPFC
IFKH P QL BU>JMIBP )gJ KLQ PROB ELT ?BPQ QL J>K>DB
?RQ JV QELRDEQ FP QL E>SB B>@E LC QEB CLIILTFK
EVMBOIFKHBA QL > 0$& LC B>@E P>JMIB 4EB LOFDFK>| F
@>K ?B CLRKA >Q QEEQQR&H AOFSB DLLDIB @LJ AOFS|
CLIABOP (:1=+45IV'>VB P

A2A?& /A $*?2 RPM PE>OFK®

] "OB>A?L>0A >KA 3LIABOFKD ">PF@P ->HFKD >K
%IB@QOLK (>0OJLKFU ,"4

] $OFSFKD -LQLO TFQE >K 5IQO0>PLKF@ 3BKPLO !}
IOARFKL 0OLGB@Q

] (LT QL #0B>QB > 0)$ $# -LQLO OLPFQFLK
#LKQOLIIBO

] "B@QLJIFKD >ORB ">?V LC QEB #LKDO>QRI>QFLKP
OLA@>PQ ! #LIMIBQB 'RFAB QL %IABOPEFM

] (LT QL 2B@LOA@>IP FK I?IBQLK ,FSB
] (LT QL 3LISB>2R?FH P #R?B

/@5B5@E H '-9<811/4:5/-8 :?@>A/@5;:?
:-8E?5?

&FKA > PBQ LC P>JMIB FKPQOR@QFLKP ,LLH FK VLRO G
RKABO QEB OBCOEDBIEERESBO QELPB FKPQOR@QFLK
RM >CQBO VLR E>SB CFKFPEBA PBQQFKD RM QEB MOLA
OBPLOQ VLR @>K ILLH LKIFKB

4EB P>JMIB VLR CFKA PELRIA ?B > PBQ LC FKPQOR@Q
PMB@FCF@>QFLKP LO > MOL@BAGBBBAEBR SBRQABBK
FKPQOR@QFLKP >KA PMB@FCF@>QFLKP FP QE>Q PN
TOFQQBK CLO BUMBOQP FK > M>OQF@RI>O CFBIA )K
QVMF@>IIV CLO KLSF@BP 5PBO J>KR>IP >OB > PBM>0>(


https://drive.google.com/drive/folders/1HZQ_KTUlyGaye5s-dbdbF42ZOd26DJbR?usp=sharing
https://drive.google.com/drive/folders/1HZQ_KTUlyGaye5s-dbdbF42ZOd26DJbR?usp=sharing
https://drive.google.com/drive/folders/1HZQ_KTUlyGaye5s-dbdbF42ZOd26DJbR?usp=sharing
https://open.library.okstate.edu/app/uploads/sites/26/2019/07/Breadboard-and.pdf
https://open.library.okstate.edu/app/uploads/sites/26/2019/07/Breadboard-and.pdf
https://open.library.okstate.edu/app/uploads/sites/26/2019/07/drivingmotorultrasonicsensor.peterson.ti_.F18.docx
https://open.library.okstate.edu/app/uploads/sites/26/2019/07/drivingmotorultrasonicsensor.peterson.ti_.F18.docx
https://open.library.okstate.edu/app/uploads/sites/26/2019/07/How-to-create-a-PID-motor-position-controller.docx
https://open.library.okstate.edu/app/uploads/sites/26/2019/07/How-to-create-a-PID-motor-position-controller.docx
https://open.library.okstate.edu/app/uploads/sites/26/2019/07/HowToBecomeATrueBaby.pdf
https://open.library.okstate.edu/app/uploads/sites/26/2019/07/HowToBecomeATrueBaby.pdf
https://open.library.okstate.edu/app/uploads/sites/26/2019/07/recordvocals.beilfuss.ti_.f18.docx
https://open.library.okstate.edu/app/uploads/sites/26/2019/07/rubikscube.beilfuss.ti_.f18.pdf

268 Michael Beilfuss, Staci Bettes, and Katrina Peterson

QE>Q LCQBK @LKQ>FK FKPQOR@QFLKP TFQEFK QEBJ
J>KR>| CLO QEFP >PPFDKJBKQ ?B PROB QL @LK@BKQ
FKPQOR@QFLKP M>0Q

5PB QEB NRBPQFLKP ?BILT QL >K>IVWB QEB P>
FKPQOR@QFLKP VLR CFKA .LQB QE>Q MOLCBPPFLK>|
AL KLQ >IT>VP RPB QEB P>JB EB>AFKDP >P &) PB ?BIL
BU>JMIB QEBV >lJLPQ KBSBO RPB > EB>AFKD
d)KQOLAR@QFLK e ?RQ O>QEBO FK@IRAB FKQOLAR@Q!
RKABO LQEBO EB>AFKDP

:@>;0A/@;>E '1/@5;:?

IK>IVWB QEB @LKQBKQ LC QEB FKQOLAR@QLOV PB@C
>KA BUMI>FK B>@E LC QEB BIBJBKQP LC QEB FKQOLAR
>?LSB !0B QEBOB >KV IBCQ LRQ 7EV )P QEBOB >KVi
FK QEB FKQOLAR@QFLK QE>Q ALBP KLQ PBBJ QL 7B (
QEB BIBJBKQP ABP@OF?BA >?LSB 7E>Q FP QEBFO MRC
QEBOB >KV LQEBO CB>QROBP QE>Q >OB BPMB@F>IIV
7EL FP QEB >RAFBK@B CLO QEBPB FKPQOR@QFLK
>K>IVPFP LC >KV MOB@>RQFLK>0V PQ>QBJBKQP EBOB

‘OE '1/@5;:?

IK>IVWB QEB ?LAV PB@QFLKP )ABKQFCV >KA BUMI>FK
FKPQOR@QFLKP JBBQ LO C>FI QL JBBQ QEB OBNRFOB
?2LAV PB@QFLK FABKQFCFBA FK QEFP ?LLH $L QEB F¥
@LKQ>FK >KVQEFKD KLQ JBKQFLKBA FK QEFP @E>MQER
TEV 0B QEBOB >KV LQEBO CB>QROBP QE>Q >OB E
KLQBTLOQEV

I8A?5;: '1/@5;:?

IK>IVWB QEB @LK@IRPFLK PB@QFLKP (LT AL QEB F



Technical and Professional Writing Genres 269

FKPQOR@QFLKP JB>PROB RM QL TE>Q FP ABP@OF?BA
QVMBP LC FKCLOJ>QFLK FP @LKQ>FKBA FK QEB @LK
QEBOB >KVQEFKD KLQ JBKQFLKBA EBOB KV LQEBO KL
CB>QROBP

> -<45/? -:0 1?53:

IK>IVWB QEB ABPFDK >KA DO>M&E&NQBHEBE-BCIV
BUMI>FK ELT QEB FKPQOR@QFLKP JB>PROB RM QL
IB>OKBA FK QEB ABPFDKL@EEN)EBY >AEBOB LO ELT

AL QEBV JFPP QEB J>OH %UMI>FK $L QEBV RPB > S>
LC DO>MEF@P !'0OB QEBOBIBKLRDE !KVQEFKD BIPB
KLQBTLOQEV >?LRQ DO>MEF@P LO ABPFDK

;< *LEKPLK 3EBBE>K 2F@EeRAcal Communication
Strategies for dday 3B@LKA %AFQFLK 0B>OPLK

;< 3BB &K ) QQBOPRJ $BOBH d#0O>CQ >KA .>O0>QFSB F
)JKPQOR@QHEKIRhé&cal Communication QuarterhySLI
MM

Media Attributions

] "RFIAFKD > $LDELRPB

] 3@EBJ>QF@PBLC )KPQOR@QFLKP
] #LMV LC FKPQOR@QFLKP

] #LMV LC FKPQOR@QFLKP

] #LMV LC FKPQOR@QFLKP






4-<@1> $>:<;?-8?

4-<@1> 'E:;;<?5?

AEFP @E>MQBO ABCFKBP TEBK TEBOB >KA ELT VLR PEL
> MOLMLP>| "BCLOB AO>CQFKD VLR ABCFKB PLJB MOE
NR>IFQFBP FK@IRAFKD FC QEB MOLMLP>I FP TOFQQBK
BUQBOK>| >RAFBK@BP FP PLIF@FQBA LO RKPLIF@FQI
>OB MOLMLPFKD > HKLTK LO RKHKLTK PLIRQFLK .BUI
@E>MQBO AFP@RPPBP CROQEBO @LKPFABO>QFLKP Cl
CLIILTBA ?V > 20B>HALTK LC @LJJLK PB@QFLKP MOBP|
JLPQ MOLMLP>IP P MOLMLP>l @LKQBKQ @>K S>0V Al
LK QEB QVMB >KA MROMLPB >KA >RAFBK@B > PB@QFLK
TFQE >AAFQFLK>l MOLGB@Q PMB@FCF@ PB@QFLKP -
FK@IRABA FK VLRO MOLMLP>I PR@E >P @IFBKQ >K:
FIMIBJBKQ>QFLK 4EB PQ>KA>OA ABPFDK >KA CLOJ>
MOLMLP>| FP AFP@RPPBA TFQE BIJME>PFP LK >A>MQ>?I
OB>ARBEB BKA LC QEFP @E>MQBO @LKQ>FKP > OBSFPFL
CLO MOLMLP>IP

:@>;:0A/@5::

AEFP @E>MQBO CL@RPBPOSEISEB/MB LC AL@RIBKQ

QE>Q DBQP VLR LODAKEWEQFLK >MMOLSBA LO EFOB/
@LIMIBQB > MOLGB@Q LO OBNRBPQP QFJB >KA OBPLR
AFCF@RIQ MOLZEBPVIOLMLP>I FP VLRO LMMLOQRKFQ
MFQ@E VLRO FAB> CLO @E>KDB LCQBKQFJBP >K FJN
TFQEFK >KD:KFW>QFLK LO QL AO>CQ > OBPB>O@E
FKSBPQFD>QB >K FPPRB QE>Q FP LC @LK@BOK QL VL

271
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OOLMLP>IP LCQBK ABJLKPQO>QB QE>Q > MOL?IBJ LO LN
BUFPQP QE>Q KBBAP >QQBKQFLK >KA >AAOBPPBP > ¢
>RAFBK@B LKB TFQE QEB >RQELOFQV QL JLSB VLRO P¥
CLOT>0A

I proposalFP >K €80 LO ?FA QL @LJMIBQB > MOLGB@
PLIJBLKB 4EBV J>V @LKQ>FK LQEBO BIBJBKQPcQB@E
?>@HDOLRKA OB@LJIBKA>QFLKP OBPRIQP LC P
FKCLOJ>QFLK >?LRQ CB>RETALAGY "RQ TE>Q J>HBP
> MOLMLP>| d> MOLMLP>le FP FQ >PHP QEB >RAFBK@B
CRKA LO DO>KQ MBOJFPPFLK QL AL QEB MOLMLPBA |
PELRIA @LKQ>FK FKCLOJ>QFLK QE>Q TLRIA BK>?IB QEB
AB@FAB TEBQEBO QL >MMOLSB > MOLGB@Q QL >MMOL
QL AL QEB TLOH LO RIT@IF@B > PR@@BPPCRI MOLMLP>|
VLROPBIC FK QEB MI>@B LC VLRO >RAFBK@BCcQEB OB@
MOLMLP>Ic>KA QEFKH >?LRQ TE>Q PLOQP LC FKCLOJ>!
MBOPLK P TLRIA KBBA FK LOABO QL CBBI @LKCFABKQ E
@LIMIBQB QEB MOLGB@Q

)Q FP B>PV QL @MKTCRPBBHOE LQEBO HFKAP LC
AL@RJBKQP FK QB@EKF@>| TOFQFKD )J>DFKB QE>Q
QBOOFCF@ FAB> CLO FKPQ>IIFKD PLJB KBT QB@EKLILD
TLOH >KA VLR TOFQB RM > AL@RJBKQ BUMI>FKFKD
TLOHP PELTFKD QEB ?BKBCFQPDFDQERKIFBEIBKQ
QL FKPQ>Il FQ !ll ?V FQPBIC Q®BERBIERBLIMIBQB
MOLMLP>| 4EFP FP > CB>PF?FIFEFNO@EBRQRAFBP QEB
JBOFQP LC > MOLGB@Q >KA QEBK OB@LJIBKAP CLO
FQ (LTBSBSI FQ TLRIA Q>HB QL J>HB QEFP AL@RJBK!
MOLMLP>| TLRIA ?B QL >AA BIBJBKQP QE>Q >PH J>K>DI
CLO >MMOLS>| CLO VLR QL DL >EB>A TFQE QEB MOLGB:
ARCBOBK@B ?BQTBBK > MOLMLP>| >KA LQEBO AL@RJBK
> MOLMLP>| TFII PBArifEBR.O QEB TAPQBOKFW>QFLK
>P QEB LKB QL @LJMIBQB > CRQROB MOLGB@Q

)K > QB@EKF@>I TOFQFKD @LROPB QEB MOLMLP>|
FP >K LMMLOQRKFQV CLO VLR QL MOBPBKQ >K FAB:
QL FIMOLSB > @BOQ>FK >PMB@Q LOM>K@NHPFKK
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@BKQBDLQEBO ?RPFKBPP )Q FP TOFQQBK QL > PMB@F
OB>ABEL E>P QEB MLTBO QL >MMOLSB LO ABKV VLRO M
| DLLA MOLMLP>| LCQBK IB>AP QL @LKAR@QFKD OBPE
@OB>QFKD > OBMLOQ QEBOBCLOB TE>QBSBO QLMF:
VLR JRPQ ?B >?IB QL @LKAR@Q OBPB>O@E LK FQ TI
7B FKQBDO>QBA FKQL QE>Q CFK>I OBMLOQ )K >AAFQF
OBPB>0O@E PR@E >P FKQBOSFBTP >KAFRDEE®>FC V
TOFQFKD @LROPB OBNRFOBRKQBBESOQBLP@ELI>0IV
OBPB>O@E FKQL VLRO CFK>l OBMLOQ @ELLPB > QLM
VLR @>K OB>AFIV CFKA PR@E J>QBOF>|

LQ >Il OBPB>0@E QLMF@P >OB >MMOLMOF>QB CL
TOFQFKOME@P QE>Q >OB ?>PBA LK S>IRBP >KA ?BIFBCF
C>ll FKQL QEB @>QBhoial(FPQLOF@>! >KA IFQBO>0\
QLMF@P AL KLQ NRSIBDAJIMIB > MOLMLP>| LK QEB QLM
dGone with the Wid FP QEB ?BPQ ?LLH BSBO TOFQQBKe TL
KLQ ?B >MMOLMOF>QB >P VLR @>KKLQ MOLSB >KA
LMFKFLKCBSBOVLKB E>P QEBFO LTK Q>PBR (LTBSBC
@LRIA TOFQB > MOLMLP>l QL OBPB>O@E QEB CB>
AB@I>OFK@e with the WWd QEB dCE@F>l KLSBle LC
IQI>KQ> 'BDF>

( E<1? ;2 $>,<;,?-8?

#LKPFABO QEB PFQR>QFLKP FK TEF@E MOLMLP>IP
@LIM>KV J>V PBKA LRQ > MR?IF@ >KKLRK@BJBKQ OBN
MOLMLP>IP CLO > PMB@FCF@ MOLGB@Q 4EF
>KKLRK@BJBKQc@>IBA > OBNRBPQ CLO MOLI
2&0 C@LRIA ?B FPPRBA QEOLRDE TB?PFQBP BJ>FIP P
JBAF> KBTPM>MBOP LO QO>AB GLROK>IP &FOJP LO Fk
FKQBOBPQBA FK QEB MOLGB@Q TLRIA QEBK TOFQB
TEF@E QEBV PRJJ>OFWB QEBFO NR>IFCF@>QFLK
P@EBARIBP >KA @LPQP >KA AFP@RPP QEBFO >MMC
MOLGB@Q 4EB OB@FMFBKQ LC >Il QEBPB MOLMLP>IF
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BS>IR>QB QEBJ PBIB@Q QEB ?BPQ @>KAFA>QB ?>PBA
TEF@E ?BPQ PRFQP QEP ®BBWMPKMYA QEBK TLOH RM >
@LKQO>@Q

"RQ MOLMLP>IP @>K >IPL ?B IBPP CLOJ>I )J>DFKB QE:
>0B FKQBOBPQBA FK ALFKD > MOLGB@Q >Q TLOH C
FKSBPQFD>QFKD QEB JBOFQP LC ?0FKDFKD FK KBT QEF
FK@OB>PB MOLAR@RREKDVFQE VLRO PRMBOSFPLO >}
QOFBA QL @LKSFK@B EBO LC QEFP 3EB JFDEQ OBPMLE
d7 OFQB JB > MOLMLP>l >KA )gll MOBPBKQ FQ QL
J>K>DBJBKQ e 4EFP FP JLOB IFHB QEB HFKA LC MOLMLI
TFIl TOFQB FK > QB@QEKF@>1 TOFQFKD @LROPB

4EBOB >0B PBSBO>| >PMB@QP LC QEB MOLMLP>| QE:
QL ABQBOJFKB ?BCLOB AO>CQFKD )ABKQFCVFKD QEBF
SFQ> QL @OB>QFKD > MOLMLP>I TEF@E TF
>@@BMQBACTEBQEBO QEB MOLMLP>InfEDFQQBK CL(¢
external eaders QEB MOLMLPsdliEied LOunsolicited
>KA FC QEB PLIRQtWNERUNnknown.

Figure 1: Types of Poposals


https://open.library.okstate.edu/app/uploads/sites/26/2019/07/Types-of-proposals.png
https://open.library.okstate.edu/app/uploads/sites/26/2019/07/Types-of-proposals.png
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@1>:-8 ;> D@1>:-8

] <B3@</! MOLMLP>| TOFQQBK QL PLJBLKB TFQEF
VLRO DSKFW>QFLK > ?RPFKBPP > DLSBOKJBKQ
>DBK@0@ FQE FKQBOK>I MOLMLP>IP VLR J>V
KLQ E>SB QL FK@IRAB @BOQ>FK PB@QFLKP PR
NR>IFCF@>QFLKP LO >P JR@E FKCLOJ>QFLK FK
&LO BU>JMIB FC VLRO J>K>DBO >PHP CLO FAB>|
FIJMOLSB QEB >SBO>DB QFJB FQ Q>HBP QL OBQ!
@RPQLJBO FKNRFOFBP VLR TLRIA @OB>QB >K |
MOLMLP>I

] FB3@</:! MOLMLP>| TOFQQBK COLJ LKB PBM>0>
FKABMBKABBSKEW>QFLK LO FKAFSFAR>I QL
>KLQEBO PR@EBRQEQY BUQBOK>| MOLMLP>
VLR TFIl KBBA QL KLQ LKIV MBOPR>AB QEB OB>A
QE>Q VLR E>SB > PLIFA MI>K ?RQ BPQ>?IFPE VLI
@OBAF?FIFQV TFQE QIEB QRAB®>| BU>IMIB
FP >K FKABMBKABKQ @LKPRIQ>KQ MOLMLPFKD
MOLGB@Q CLO >KLQEBO CFOJ

“85/5@10 ;>):?;85/5@10

] '=:717B324EB OB@FMFBKQ E>P OBNRBPQBA QEB
MOLMLP>| )C VLR E>SB ?BBK >PHBA QL PR?JFQ :
MOLMLP>I FQ FP @LKPFABOBA PLIF@FQBA 4EB
PLIF@FQ>QFLK J>V @LJB FK QEB CLOJ LC > AFO|
SBO?>| LO TOFQQBK OBNRBPQ ?RQ KLOJ>IIV
PLIF@FQ>QFLKP >OB FKAFOB@Q LMBK ?FA QL ¢
>KA CLOJ>IIV MR?IFPEBA CLO BSBOVLKB QL PBB
OBNRBPQ CLO MOLMLP>| 2&0 OBNRBPQ CLO NF
2&1 >KA FKSFQ>QFLK CLO ?FA )&" >0B @LJJILK
T>VP QL PLIF@FQ ?RPFKBPP MOLMLP>IP CLO ?R
FKARPQ®¥ QEB DLSBOKJIBKQ
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OOLMLP>IP @>K >IPL ?B PLIF@FQBA LK > IL@>| IBSE
BU>JMIB VLR @LRIA ?B BUMI>FKFKD QL VLRO ?LPP >?LR
PLCQT>OB VLR QEFKH PELRIA ?B FKP@HI®R8 FKLREB LC
2LPP JFDEQ DBQ FKQBOBPQBA >KA >PH VLR QL TOFQB R
QE>QUOBDBA QL AL > CLOJ>I PQRAV LC QEB FAB>

] )<A=:717B32EB OB@FMFBKQ E>P KLQ OBNRBPQE
VLRO MOLMLASQE RKPLIF@FQBA MOLMLP>IP VL
PLIBQFJBP JRPQ @LKSFK@B QEB OB@FMFBKQ !
MOL?IBJ LO KBBA BUFPQP ?BCLOB VLR @>K ?BD|
J>FK M>0Q LC QEB MOLMLP>| 5KPLIF@FQBA MO
>OB QEB d@LIA @>IIPe LC ?RPFKBPP TOFQFKD 4
OBNRFOB > QELOLRDE RKABOPQ>KAFKD LC QEE
MOLAR@Q >KA LO PBOSF@B >KA QEBFO MOBPE
QVMF@>IIV DBKBO>| O>QEBO GEAK@HFRIF@.IBO
4EBV @>K ELTBSBQ>FILOBA QL PMB@FCF@
?RPFKBPPBP TFQE QFCRORAB® QEB
ABJLKPQO>QBA HKLTIBADB LC PMB@FCF@ KBB!
OBNRFOBJBKQ @>K QO>KPCLOJ >K LQEBOTFPB
20L@EROB IFHB MOLMLP>CB@NFIBEBC|BP
JBPP>DB

'BQQFKD VLRO Q>FILOBA JBPP>DBBD YRREBREB FP
LCQBK > PFDKFCF@>KQ @E>IIBKDB FC FQ FP RKPLIF@F(
MOLMLP>IP >OB LCQBK OBD>OABA >P J>OHBQFKD .
FKQBKABA JLOB QL PQFJRI>QB FKQBOBPQ CLO > CLILT
QE>K J>HB AFOB@Q P>EFQBAMDLMLP>I FP VLRO JLPC
BCB@QFSB >MMOL>@E ?RQ VLR PELRIA OB@LD}
FIMLOQ>K@B LC D>FKFKD @®BOSFI@AB LO ?0>KA
>T>OBKBPP >P TBIl >P FQP IFJFQ>QFLKP

5 C:8A@5;: ;> ):7:;C: ;8A@5;:

] )<9<=E<'=:CB7=<9LR @>K FABKQFCV >
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MOL?IBJ ?RQ >OB RKPROB TE>Q QEB PLIRQFLK |
TFQELRQ CROQEBQ®O ERORFMWILP>| TFIl CL@RP
LK ABP@OF?FKD QEB MOL?IBJ PELTFKD KBBA C|
FIMOLSBJBKQ >KA MI>KKFKD OBPB>O@E QL AF!|
QEB JLP@B@QFSB PLIRBBEK-K RKHKLTK
PLIRQFLK VLR J>V Ehgothesis>K FAB>

QE>Q VLR QEFKH TFIl PLISB QEB MOL?IBJ (LTBSE
QEFP dBAR@>QBA DRBPPe KBBAP QL ?B MOLSB}
AFPMOLSBK QEOLRDE OBPB>0O@E 4EB CFKAFKI
OB@LJIBKA>QFLKP TFIl ?B FK@IRABA FK > CRQF
OBMLOQ B D OB@LJIBKA>QFLK OBMLOQ &LO
BU>JMIB VLR KLQF@B QEF@BEBLLIMRQBOP
>0B I>DDFKD >KA @O>PEFKD LCQBK ?RQ >0B R
TEV 9LR TLRIA MOLMLPB OBPB>0@E LK J>HFKD

@LIMRQBOP JICFREBBKQ

] <=E<'=:CB7=< )KPQB>A LC CL@RPFKD LK >
MOL?IBJ QE>Q KBBAP OBPB>0O@E VLRO MOLMLF
CL@RPBP LK CB>PF?FIFQVCF B @>K > PMB@FCF
PLIRQFLK OBPLISB QEB MOL?IBJ >KA TE>Q FP QI
?BPQ T>V QL FIMIBJBKQ QEB PMB@FCF@ >@QF
LO FAB>LR MOLMLPB OBPB>0O@E LK >0OB>P PR@
@LPQCB@QFBRNQFLK >KA LQEBO C>@QLOP
@LKKB@QBA QL VLRO PLIRQFLK 'K BU>JMIB LC
HKLTK PLIRQFLK FP MOLMLPFKD VLRO ABM>0QJ
OBMI>@B > ALWBK  $BIl @LJMRQBOP TFQE QE|
KBTBPQ ->@"LLH 00L JLABI FICERB@L
FIMOLSB @LIJMRQBO PMBBA AB@OB>PB RPBO
CORPQO>QFLK >KA FK@OB>PB BJMILVBB MOLA

$>;<;?-8 $A><;?1 -:0 AO051:/1

2BJBJ?BO QE>Q FK > QB@EKF@>| TOFQFKD @LROPB Q
>PPFDKJBKQ PBOSBP PBSBO>I MROMLPBP
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] )Q DFSBP VLR PLJB BUMBOFBK@B FK TOFQFKD (
OBNRBPQP

] )Q DBQP VLR PQ>0QBA MI>KKFKD VLRO J>GLO
>PPFDKJBKQ

] )Q DFSBP VLRO FKPQOR@QLO > @E>K@B QL TL(
VLR LK VLRO MOLGB@Q QL J>HB PROB VLR E>S|
SF>?IB QLMF@

&LO QEB PB@LKA >KA QEFOA OB>PLKP VLR KBBA QI
PMB@FCF@ BIBJBKQP FK VLRO MOLMLP>l >P KLQB/
>PPFDKJBKQ PEBBQ PLJB LC TEF@E J>V KLQ P
>MMOLMOF>QB FK > OB>| TLOIA MOLMLP>I

4EB MOLMLP>| FP LCQBK QEB ?BDFKKFKD LC > TBB
OBPB>0@E >KA TOFQFKD MOL@BPP QE>Q DLBP QEOLRI
RKQFI FQ DBQP QL QEB BKA MLFKQ QEB OB@LJJIBKA>(
)K QEFP @>PB VLR LKIV PR?JFQ QEB MOLMLP>| LK@B Al
MOL@BPP FK > OB>| TLOIA PBQQFKD VLR J>V E>SB Ql
> MOLMLP>| JRIQFMIB QFJBPcJ>HFKD @LOOB@QFLKP
ABQ>FIP QL VLRO OBPB>0O@E MI>Kc?BCLOB VLR OB@BF
QL JLSB CLOT>OA TFQE QEB MOLGB@Q !KA BSBK
PR?JFQQFKD QEB MOLMLP>| >KA OB@BFSFKD MBOJF
J>V KBBA QL TOFQB >KA PR?JFQ >AAFQFLK>| AL@RJIBKC
QEB T>V PR@E >P > MOLDOBPP OBMLOQ >K LRQIFKB >|
?2F?IFLDO>MEDO>MEF@P AO>CQ > OB@LJIBKA>QFLK
AO>CQ >KA > CFK>| OB@LJIBKA>QFLK OBMLOQ "B @>0
QEB QB®dposalLKIV FC VLR >0OB PMB@FCF@>IIV OBCBO
QEB MOLMRE>DB LC VLRO MOLGB@Q

IKLQEBO MLFKQ QL HBBM FK JFKA OBI>QBP QL QEB >R.
AFCBOBKQ HFKAP LC AL@RJIBKQP QE>Q J>V ?B MOLARG
P>JB MOLGB@Q #LKPFABO QEB BU>JMIB LC > MOLMLP:
QL > PRMBOSFPLO >Q > PLI>0O MLTBO @LJM>KV PRDDE
@OB>QFLK LC > MLIF@V J>KR>| CLO OBPFABKQF>I FKP
MOLMLIP>IgpRAFBK@B J>V ?B >K BUB@RQFSB TEL
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HKLTIBADB LC QEB QB@EKF@>IFQFBP FP SBOV ?0L:
FJ>DFKB QEB BUB@RAQBISEBP QEB MOLMLP>| >KA OBNR
@LIMIBQFLK LC QEB J>KR>l TEF@E TFIl ?B MOLAI
TBII>CQBO QEB MOLMLP>| 4EB JRARBIS@B FP QEB
QB@EKF@F>KP TEL J>V E>SB JLOB PMB@F>IFWBA HK
QE>K QEB BUB@RQFSB 4EB @LKQBKQ >KA I>KDR>DB RF
QTL AEBOBKQ >RAFBK@BP TFII KBBA QL ?B >AGRPQBA
TOFQFKD PFQR>QFLK 3BB @E>MQBO

4L TOFQB CLO QEB PMB@FCP@RARBRIBEQEQ FP >
DLLA FAB> QL ABCFKB VLRO OB>ABO >KA PHBQ@E |
NR>IFQFBP >?LRQ QEBJ ?BCLOB VLR ?BDFK AO>CQF
FKCLOJ>QFLK TFIl EBIMCBIEGRESBIV MBOPR>AB QEB OB:
QL >MMOLSB VLRO MOLMLPBA MOLGB@Q >KA EBIM V
Q>PH TOFQFKD CLO QESQ@8CABR. EBIM VLR PE>MB
VLRO MOLMLPBA OBPB>0@E PQO>QBDV >KA DRFAB
FKCLOJ>QFLK VLR FK@IRAB FK VLRO MOLMLP>

IPH VLROPBIC

+6= 7A G=C@/ZB@ 9LRO OB>ABO PELRIA 7B
PLJBLKB TFQE AB@FPFLK J>HFKD >RQELOFQV L
VLRO MOL?IBJ 4EBLOBQEB¥I@LRIA

FIMIBIJBKQ >KV @E>KDBP VLR RIQFJ>QBIV PRDD
4EBV >0B >K >@QFLK Q>HBO FK > @LOMLO>QFL
LO>KFW>QFLK ?RPFKBPP LO >DBK@V

+6/B BG>3 =43@3@ /@B63G%UMBOQ
QB@EKF@F>K BUB@RQFSBKBI@BKIEBMBO
PMB@F>IFPQ

+6/B 7A B637@ 0/188@2 /<2 9<=E:3253

:3D3: =< B63 B=>7E>Q >OB QEBFO KBBAP >KA
FKQBOBPQP 7E>Q TFII IFHBIV MBOPR>AB QEBJ C
>MMOLSB VLRO MOLMLPBAERBERBP

&LO BU>JMIB FC VLR T>KQ QL OBNRBPQ QFJB >}
OBPLRO@BP QL FKSBPQFD>QB TEBQEBO @E>KI
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@LIM>KVFLOHTBBH P@EBARIB COLJ > PQ>KA>C
CFSB A>VP QL CLRO BUQBKABA TLOH A>VP VLR
TLRIA T>KQ QL CO>JB QEB FAB> FK QBOJP QE>Q
J>K>DBJBKQ TLRIA ?B FKQBOBPQBA FKCFK@OB:>
FK MOLAR@@SSFRDP FK ?RFIAFKD RMHBBM >KA
RQFIFQFBP >KA PL LK

'99:: $>:<:?2-8 '1/@5;:?

4EB CLIILTFKD MOLSFABP > OBSFBT LC QEB PB@QFLKF
@LJILKIV CFKA FK MOLMLP>IP $L KLQ >PPRJB QE>Q

PB@QFLKP JRPQ ?B FK BSBOV MOLMLP>I VLR TOFQB
QEBV E>SB QL ?B FK QEB LOABO QEBV >OB IFPQBA 2F
>PPFDKJBKQ PEBBQ MOLSFABA ?V VLRO FKPQOR@QLO
GL? OBSFBT >ll @LKQBKQ >KA PR?JFPPFLK OBNRFOBJI
@LKPFABO LQEBO HFKAP LC FKCLOJ>QFLK RKFNRB QL
QE>Q PELRIA ?B FK@IRABA FK VLRO M>0QF@RI>0O MOLN

-LPQ MOLMLP>IP FK@IRAB QEB CLILTFKD PB@
)KQOLAR@QFLK $BP@OFMQFLK LC QEB MOL@BJ LMM
PFQR>QFLK ">@HDOLRKA LC QEB MOL?IBJ -BQELA
MOL@BAROB > 3@EBARIB #LPQ >KA OBNRFOBA Ol
"BKBCFQP >KA CB>PF?FIFQV #LK@IRPFLK >KA 2BCBOB
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:@>;0A/@5;:
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Figure 2: Common Riposal Sections

0I>K QEB FKQOLAR@QFLK QL VLRO MOMIBPER@BOBCRII
FQ ALBP >Il LC QEB CLIILTFKD QEFKDP ?RQ KLQ KB@B
QEFP LOABO QE>Q >MMIV QL VLRO M>0Qpé@iré>0O MOLM
the subject->HB FQ @IB>0 QL QEB OB>ABO TE>Q QEB QLI
?B ? State the purpose and main poil€@ QEB AL@RJIBKQ

"B @IB>0 >KA @LK@FPB >?LRQ TEV VLR TOLQB QEB M
>KA TE>Q >@QFLK VLR T>KQ QEB OB>/ABEsQLth®>HB @
importanceLC PQRAVFKD QEFP MOL?IBJ LO FIMIBJBKQFKL
PLIRQFLK A $BSBILM >gnhiBbiiRE) motivating statement

QE>Q TFIl BK@LRO>DB QEB OB@FMFBKQ QL OB>A LK >K
>MMOLSFKD QEB MOLGB@Q BPMB@F>IIV FC FQ FP >K
@LIMBQFQFSB MOBMbRselast the aganizationLC QEB
MOLMLP>l 'FSB >K LSBOSFBT LC QEB @LKQBKQP
AL@RJBKQ

1?2/>5<@5;: ;2 @41 $>;.819 #<<>@A:5@E
5@QA-@5::

/COBK L@Q@ROOFKD GRPQ >CQBO QEB FKQOLAR@QF
AFP@RPPBP TE>Q E>P ?0OLRDEQ >?LRQ QEB KBBA CLO Q
FQ FKQOLAR@BP QEBK PQ>QBP >KA AFP@RPPBP QEB |
MOL?IBJ TE>Q LMMLOQRKFQV BUFPQP CLO FIJMOLSFI
TE>Q QEB ?>PF@ PFQR>QFLK FP )Q FP EBIMCRI QL @LS
LC QEB MOL?do, what, whar, when >KAwhy &LO

BU>JMIB J>K>DBJBKQ LC > @E>FK LC A>V @>0B @BKQ
KBBA QL BKPROB QE>Q >Il BJMILVBBP HKLT #02 ?B@>F
KBT PQ>0QB J>KA*QH IRIA BUMI>FK QEB J>KA>0QB QE>Q >
BJMILVBBP >0OB KLQ VBQ MOLMBOIV QO>FKBA >KA ELT
>CB@Q @EFIA P>CBQV >KA PQ>QB IF@BKPFKD
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-[73>;A:0 ;2 @41 $>;.819

9LR J>V >IPL T>KQ QL FK@IRAB ?>@HDOLRKA LK QEB M(
7EFIB > HKLTK >RAFBK@B CLO QEB MOLMLP>| J>V RKAB
QEB MOL?IBJ SBOV TBIl TOFQFKD QEB ?>@HDOLRKA P
RPBCRI FK ABJLKPQO>QFKD VLRO M>OQF@RI>O SF
MOL?IBJ )K QEBPB @>PBP VLR @>K DFSB ?>@HI
FKCLOJ>QFLK >P M>0Q LC QEB ABP@OFMQFLK LC QEB
@>RPBP LC QEB MOL?IBJ MOBSFLRP PLIRQFLKP QL QE
>KA QEB @LKPBNRBK@BPc?LQE PELOQ >KA ILKD QF
IB>SFKD QEB PFQR>QFLK RK>AAOBPPBA /K QEB LQEB
QEB MOLMLP>| FP RKPLIF@FQBA > PBM>0>QB ?>@HDC
FP >IJLPQ > OBNRFOBJBKQCVLR TFIl KBBA QL @LKSFK
>RAFBK@B QE>Q QEB MOL?IBJ LO LMMLOQRKFQV E
ROBK@KA PELRIA ?B >AAOBPPBA FK > QFJBIV J>KKBO

11@4:0 -:0 $>;/10A>1

)K JLPQ MOLMLP>IP VLR TFIl KBBA QL BUMI>FK ELT VLR
DL >?LRQ @LJIMIBQFKD QEB MOLMLPBA TLOH 4EFP >@
>AAFQFLK>I MBOPR>PFSB BIBJBKQ FQ PELTP QEB >RA
E>SB > PLRKA QELRDEQCRI >MMOL>@E QL QEB MOLC
FQ PBOSBP QL ABJLKPQO>QB QE>Q VLR E>SB QEB HK
QEB CFBIA QL @LIMIBQB FQ /CQBK QEB JBQELA >KA M
PB@QFLK ?BDFKP TFQE PBSBO>I Q>KDF?IV PQ>QBA OE
?BCLOB ?BFKD AFSFABA FKQL QEOBB LOpHa88sFKAFSFA
&LO BU>JMIB VLR JFDEQ PQ>QB QE>Q VLR T>KQ QL d¢
/35g P AFKFKD LMQFLKP QL QELPB LC LQEBO RKFSBO
dFKQBOSFBT >Q IB>PQ QTL MOLCBPPFLK>I BUMBOQP F
4EB FKAFSFAR>| ME>PBP QEBK LRQIFKB ELT OBPB>0G@
MBOCLOJBA >P > T>V LC @OB>QFKD > @LIJMOBEBKPFSE
QL QEB QLMF@ 3BB @E>MQBOBKQ@WMEBP LC OBPB>O(
&LO B>@E ME>PB VLR TFIl FABKQFCV QEB QVMB LC OB
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TFEIl MBOCLOJ >KA >KV @OFQF@>| ABQ>FIP >PPL@F>QB
7EV FP > @BOQ>FK A>Q>?>PB LO TB?PFQB OBIF>?II
>DDOBD>QBP QEB FKCLOJ>QFLK ELT ILKD E>SB QEBV 7E
PL $L QEBV E>SB >K >DBKA> /O TEV T>P > @BOQ>FK ME
@ELPBK QL ?B FKQBOSFBTBA 7E>Q @>K VLR AFP@ILI
QEBFO MOLCBPPFLK>| 2>@HDOLRKA QE>Q TFIl @LKSFK:
LC VLRO MOLMLP>I QE>Q QEFP FP >K >MMOLMOF>Q
FKQBOSFBT >KA > DLLA RPB LC VLRO QFJB )K >AAFC
QEBPB J>GLO >KA JFKLO ABQ>FIP VLR TFII >IPL T>KQ QL
QEB ABIFSBO>?IBP LO LRQ@LJBP BUMB@QBA >KA GF
OBPB>0O@E AB@FPFLKP

'1410A81

LPQ MOLMLP>IP @LKQ>FK > PB@QFLK QE>Q PELTP KL
MOLGB@QBA @LJIMIBQFLK A>QB ?RQ >IPL HBV JFIBPQL
MOLGB@Q )C VLR >OB AMBKIOGE®Q PMOB>AFKD LS
J>KV JLKQEP QEB QFJBIFKB TLRIA >IPL PELT A>QBP LK TE
VLR TLRIA ABIFSBO MOLDOBPP OBMLOQP GIBB @E>M(
0OLDOBPP 2BMLOQ @LKQBKQ >KA PQVIB )Q FP LCQBI
back planVLRO P@EBARIBCTLOH ?>@HT>0AP COLJ VLRO
A>QB QL PBQ FIMLOQ>KQ AB>AIFKBP )C VLR @>KKLQ €
A>QBP @FQB >JLRKQP LC QFJB CLO B>@E ME>PB LC QE

;7@7 -:0 &1=A5>10 &17;A>/1?

-LPQ MOLMLP>IP >IPL @LKQ>FK > PB@QFLK ABQ>FIFKL
LC QEB MOLGB@EBUQBOK>| MOLGB@QP VLR J>V KBBA
VLRO ELROIV O>QBP MOLGB@QBA ELROP @LPQP LC B
PRMMIFBP >KA PL CLOQE >KA QEBK @>I@RI>QB QEB (
QEB @LJMIBQB MOLGB@Q )KQBOK>| MOLGB@QP LC €
COBB PL VLR PELRIA PQFII IFPQ QEB MOLGB@Q @LPQ
TFIl KBBA QL @LIMIBQB QEB MOLGB@Q BNRFMJBKQ >k
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VLR TFIl ?B RPFKD >PPFPQ>K@B COLJ LQEBO MBLMI
LO>KFW>QFLK >KA PL LK 4EBPB @LPQP >KA OBPLR
?2>PBA LK VLRO KBBAP QL @LJMIBQB QEB OBPB>O@E
FIMIBIBKQFKD VLRO PLIRQFLKcQE>Q FKCLOJ>QFLK TFI
FK QEB OBMLOQ

L1L@7? -0 1-?5.585@E ;2 @41 $>;<;710 $>,61/@

-LPQ MOLMLP>IP ?0FBCIV AFP@RPP QEB >AS>KQ>DBP
LC @LIJMIBQFKD QEB MOLMLPBA MOLGB@Q 4EFP >@
LC SWRJIBKQ FK C>SLO LC >MMOLSFKD QEB MOLGB@Q
IFQQIB OB>PLK TEV VLRO MOLMLP>| PELRIA 7B >@@BMC
>OB KL JB>KFKDCRI ?BKBCFQP 4ERP ?B PROB QL PE
VLRO PLIRQFLK TFIl OBPRIQ FK PR?PQ>KQF>| ?BKBCF
LO>KFW>QFLK 3LJB MOLMLP>IP AFP@RPP QEB IFHBIFE
MOLGB@R® @BPP )K >K RKPLIF@FQBA MOLMLP>| QEFF
BPMB@F>IIV FIMLOQ>KQcVLR >OB QOVFKD QL PBIl QEI
LK QEB MOLGB@Q PL VLRO PQ>QBA ?BKBCFQP PELRIA
OB>ABO>KQP KBBAP >KA S>IRBP

I8A?5::

4EB CFK>| M>0>DO>ME LO PB@QFLK LC QEB MOLMLP>| F
OB>ABOP ?>@H QL CL@RP LK QEB MLPFQFSB >PMB@QF
)K QEB CFK>l PB@QFLK DR @EX R @LKQ>@Q VLR
QL TLOH LRQ QEB ABQ>FIP LC QEB MOLGB@Q MOLS
FKCLOJ>QFLK BSBK FC IFPQBA >Q QEB ?BDFKKFKI
AL@RJBKQ OBJFKA QEBJ LC QEB ?BKBCFQP LC ALF
MOLGB@Q >KA J>V?B J>HB LBBJIBRQ €00 VLR LO VLRO

LO>KFW>QFLK >P QEB OFDEQ @ELF@B CLO QEB MOLGE
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&121>1:/1?

4EB OBCBOBK@B M>DB FP > PBM>0>QB M>DB TEBOB
>KA >Il PLRO@B FKCLOJ>QFLK RPBA FK VLRO MOLMLP>I
CLOJ>QQBA RPFKD > PQ>KA>OA CLOJ>Q FK VLRO C
FKCLOJ>QFLK PLRO@BPc @FQ>QFLKP CLO PMB@FCF@
OBCBOBK@B TLOHP >KA LQEBO HFKAP LC PLRO@BP R
OBMLOQ

$>:61/@ '<1/5L/'1/@5:;:?

4AEB MOB@BAFKD PB@QFLKP >0B QVMF@>| LO @LJJLK
MOLMLP>IP KLQ >?PLIRQB OBNRFOBJBKQP !IT>VP >PH
TE>Q BIPB JFDEQ VLRO >RAFBK@B KBBA QL RKABOP
MOLGB@Q QEB KBBA CLO FQ LO QEB ?BKBCFQP >OFPF
OLIB FK FQ >KA VLRO NR>IFCF@>QFLKP QL AL FQ 7E>Q
KBBA QL PBB FK LOABO QL >MMOLSB QEB MOLGB@Q >k
VLR QL AL FQ 3LJB PMB@F>l MOLGB@Q PMB@FCF@ |
IFPQBA FK QEB KBUQ PB@QFLK

$>;61/@ '<1/5L/'1/@5;:?

$BMBKAFKD LK QEB TOFQFKD PFQR>QFLK VLRO MOL
KBBA QL FK@IRAB LQEBO PMB@F>|ERGRRBEUSHEKEO9
JFDEQ >PH VLR QL FK@IRAB >KV LC QEB CLIILTFKD P¥
IRAFBK@B LO @IFBKQ >K>IVPFP 3LIRQFLK -BQELA LC LM
$BP@OFMQFLK LC MOLMLPBA TLOH 0OLGB@Q OBPRIC
)IMIBJBKQ>QFLB># J>K>DBJBKQ 2FPH J>K>DBJBKQ
,BD>| @I>RPBP >KA LO MMBKAF@BP
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Figure 3: Poject-Specific Sections Which May AppearaaorY
Proposal

Audience/Client Analysis

$BP@OF?B QEB >RAFBK@B LC QEB CFK>| OB@LJIBKA>(
TEF@E J>V ?B@BOBKQ QE>K QEB >RAFBK@B CLO QEB M
BPMB@F>IIV FC QEB MOLMLP#ériaP decument
:OBNRBPQFKD QFJB >KA MBOJFPPFLK COLJ PLIBLKB TF
LO>KFW>QFLK< ?RQ QEB CFK>kgBMaD@ ekt

:QEB OB@LJIBKA>QFLK @>K LKIV ?B MRQ FKQL >@:
PLJBLKB LRQPFAB QEBPARIYREW/>QFLIKR J8V KBBA

QL AFP@RPP CLO TELJ QEB OBMLOQ FP ABPFDKBA ¢
>KA GL?P QEBFO QB@EKF@>l ?>@HDOLRKA >KA QEB
RKABOPQ>KA QEB OBMLOQ

"8A@5;:
)C VLR >0OB TOFQFKD > HKLTK PLIRQFLK MOLMLP>I VL

T>KQ QL FK@IRAB > PB@QFLK TEF@E CL@RPBP LK VLR
4L @OB>QB QEFP PB@QFLK VLR TFII KBBA QL AL PLJB


https://open.library.okstate.edu/app/uploads/sites/26/2019/07/Project-Specific2.png
https://open.library.okstate.edu/app/uploads/sites/26/2019/07/Project-Specific2.png
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LK QLMF@ >KA RPB MR?IFPEBA PLRO@B FKCLOJ>QFLK 4
TFIl KL@resentQEB PLIRQFLK QL VLRO MOL?IBJ (LTBSB!
FQ TFIl AFP@RPP PFJFI>0O MOL?IBJP >KA PLIRQFLKP G
?BBK >QQBJMQBA FK QEB M>PQ 4EFP OBPB>O@E TF
FKCLOJ>QFLK QE>Q J>V ?B RPBA QL CLOJRI>QB > P
OBI>QFSB QL VLRO PMB@FCF@ MOL?IBJ

11@4;0? ;2 #<1>-@5;:

)K HKLTK PLIRQFLK MOLMLP>IP QEFP PB@QFLK TFIl QB
PLIRQFLK TFIl CFQ FKQL >KA ?B RPBA >P > CRK@QFLK>I
A>V QL A>V LMBO>QFLK LC QEB @LJM>KV ?RPFKBPP $
A>QB VLR BUMB@Q QL I>RK@E QEB PLIRQFLK FKQL QEB

@LIM>KQEB MI>@B COLJ TEBOB QEB PLIRQFLK TFII LM
ELT FQ TFIl LMBO>QB >KA TEL TFIl ?B FKSLISBA FABK
QEBFO OBPMLKPF?FIFQFBP ARQFBP >KA >KV QFQIBP

ABDOBBP BQ@ KBBABA

1?2/>5<@5;: ;2 @41 $>;<;?10 +>7 &1?A8@7 ;2 @41
$>:61/@

->KV MOLMLP>IP ABP@OF?B QEB CFKFPEBA MOLARG
MOLMLPBA MOLGB@Q )K > QB@EKF@>| TOFQFKD @LRC
ABP@OF?FKD QEB TOFQQBK AL@RJBKQ VLR MOLMLF
>H > OB@LJIBKA>QFLK OBMLOQ >P TBIl >P FQP >RAFE
MROMLPB MOLSFAFKD >K LRQIFKB >KA AFP@RPPFKD
>P IBKDQE RPB LC DO>MEF@P ?FKAFKD >KA PL CLO(
P@BK>OFL QEBOB J>V ?B LQEBO TLOH PR@E >P @L
QO>FKFKD PBJFK>OP LO MOLSFAFKD >K LKDLFKD PBOS
B>OIV PQ>DB VLR JFDEQ KLQ HKLT >Il QE>Q FQ TFII (
@LJIMIBQB VLRO MOLGB@Q ?RQ VLR PELRIA >Q IB>PQ E
LC PLJB LC QEB PQBMP OBNRFOBA
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&1?1->/4

0OLSFAB OBPB>0O@E LK VLRERADPMR@@8P PELRIA 7B
@ROOBKQ TFQEFK QEB I>PQ QTL LO QEOBB VB>OPF
)Q J>V ?B EBIMCRI QL CL@RP LK OBPB>0O@E GLRC
KBTPM>MBOP CLO MR?IFPEBA >OQF@IBP MR?IFPEBA
MR?IFPEBA PMBB@EBP BQ@ CLO QLMF@P TEF@E KBB
PQ>QFPQF@P >KA FKALRIFJAHBBA >Q IB>PQ QEOBB L(
CLRO AL@RJIBKQP QE>Q >AAOBPP > MOL?IBJ PFJFI>O G
VLR E>SB @ELPBK !IQELRDE VLR TFIl KLQ CFKA VLRO
PFQR>QFLK MOL?IBJ VLR TFIl CFKA AL@RJBKQP >?LRQ
MOL?IBJP 4EBPB AL@RJBKQP PELRIA E>SB PFJI
MLMRI>QFLKP BKSFOLKJBKQP TLOHCLO@BP BQ@ &L
FC VLR MOLMLPB QL FIMIBJBKQ > PERQQIB ?RP PBOS
QEB M>OHFKD ILQ QL VLRO TLOK M@¥%BRGROBC

CFKA AL@RJBKQP COLJ LQEBO TLOHMI>@BP TFQE
@FO@RJIPQ>K@BP TEF@E BUMBOFBK@BA PFJFI>O M
PLISBA QEBJ ?V MOLSFAFKD PERQQIB ?RP PBOSF(
OBPB>O@E TFIl MOLSFAB VLR TFQE FKCLOJ>QFLK QE>
VLRO QLMF@ >P > MOL?IBJ >KA VLRO PLIRQFLK >P -
S>IFA>QFKD VLRO MOLMLPBA FIMIBJBKQ>QFLK JBQE
LMBO>QFLK @LPQP >KA ?BKBCFQP >P @OBAF?IB

9<8191:@-@5::

)K HKLTK PLIRQFLK MOLMLP>IP VLR J>V ABP@OF?B TEBk
>KA ELT QEB PLIRQFLK TFIl ?B RPBA CLO QEB CFOPQ G
FP PFJFI>O QL QEB -BQELAP LC LMBO>QFLK PE@®QFLK |
CL@RPBP LK > QOF>| MBOFLA QL PBB FC QEB PLIRQFLK
MI>KKBA 4ERP VLR TFIl MF@H > QFJB QE>Q ALBP KLQ
QEB KLOJ>l LMBO>QFLK LC BUFPQFKD MOLDO>JP M>
LMBO>QFLK BQ@ )K >AAFQFLK ABP@OF?B QEB ILDF@P
TEL TFIl ?B FKSLISBA @LPQP TE>Q FP BUMB@QBA QL
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QEB A>QB >KA QFJB QEB ARO>QFLK >KA PL LK %UMI>Fk
@ELPB QEFP QFJB CLO FIMIBJBKQFKD QEB PLIRQFLK )A
VLR TFII L?PBOSB >KA OB@LOA QEB MOLDOBPP AROFKE

(1-91-:-3191:@

)C TLOHFKD FK QB>JP QEFP PB@QFLK >AAOBPPBP ¢
MLFKQPWhen, whex >KAow frequentlyTFII VLRO DOLRM
JBBQ QL AFP@RPP QEB LKDLFKD MOLDOBPP LC QEB
7EBK KLQ JBBQFKD FK MBOPLK TE>Q JBQELAP
QB@EKLILDFBP TFIl QEB DOLRM RPB QL @LJIRKF@>QE
>KLQEBO @ (LT TFIl @LKCIF@QP ?BQTBBK DOLRM JBJ?
OBPLISBA A 7E>Q OLIBP TFIl VLRO DOLRM JBJ?BOP PI
FK QEB DOLRM PQOR@QROB IBRE@EEMQBQFLK LK
QB>J OLIBP >KA J>K>DBJBKQ

&577 1-:-3191:@

4EFP PB@QFLK IFPQP MLPPF?IB FPPRBP QE>Q @LRIA |
QEB FIMIBIJBKQ>QFLK LC VLRO MOLMLP>|I MI>K TFQE J
LSBO@LJB QEBPB FPPRBP )KCLOJ>QFLK TFIl FK@IRAB
OL>A?IL@HP >KA TE>Q VLR TFII AL QL LSBO@LJB Q
PBQ?>@HP 4EBPB @>K ?B QB@EKF@>I EROAIBP OBP
FPPRBP P@EBARIFKD L?PQ>@IBP ?RADBQ>0OV IFJFQ
MOL?IBJP FIMIBIBKQFKD VLRO PLIRQFLK

13-8 8-A?17?

3LJB MOLMLP>IP FK@IRAB IBD>I @I>RPBP TEF@E LRQI
IBD>I LO @LKQO>@QR>| >DOBBJBKQP J>AB CLO QEB N
QEB TLOHCLO@B >DOBBJBKQP >OB LCQBK J>AB 7?5
MBOCLOJ>K@B JBBQFKD AB>AIFKBP >KA LO NR>IFQV
TEF@E @:¢8@Q M>VJIBKQ LO FK@RO CBBPVLRAFQFLK>|
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@LIM>KV J>V E>SB ?LFIBOMI>QB IBD>| @I>RPBP QL >@¢
>l TOFQQBK AL@RJIBKQP 4EBPB >0B @LJILK FK J>KV M
FKARPQOFBP >KA DLSBOKJBKQ>I ABM>0QJBKQP

<<1:05/1?

IMMBKAF@BP @LKQ>FK >KV FKCLOJ>QFLK QE>Q
FKQBOBPQFKD QL QPRM@BEREIE >OB KLQ @LJIMIBQBI
KB@BPP>0OV QL QEB MOLMLP>I @LKQBKQ 4EBV J>V Fk
PRJJ>OFBP >KA OBPMLKPBP > MOL?IBJ >K>IVPFP >K
FKCLOJ>QFLK QE>Q FP JB>KFKDCRI QL QEB MOLMI
BU>JMIB > IFPQ LC MLQBKQF>l PROSBV LO FKQBOSFB"
QL ?B >PHBA @LJILK PQ>QFPQF@>I A>Q> LK QEB QLMF
JLOB FK ABMQE FKCLOJ>QFLK QE>Q EBIMBA PE>MBA Q|
IMMBKAF@BP >OB DBKBO>IIV RPR>IIV 1>?BIBA TFQE
IMMBKAFU ! IMMBKAFU " BQ@ >KA >OB QEB I>
@LIMLKBKQP LC QEB AL@RJBKDMGERTLO JLOB
ABQ>FI LK >SMMBKAF@BP @LKQBKQ

$>:<;7-8 1?53: -:0 '@ES81

9LRO MOLMLP>I PELRIA ?B SFPF?IV >QQO>@QFSB ?RQ
OB>A >KA CLIILT PQ>KA>0A CLOJ>Q CLO QEB QVMB LC .
RPBA 4EB JLPQ FIMLOQ>KQ M>0Q LC >KV MOLMLP>| F
OB>ABO QL B>PFIV CFKA QEB FKCLOJ>QFLK QEBV KBBA
VLRO MOLGB@Q

LPQ MOLMLP>IP CLIILT > PQ>KA>OA ?IL@H CLOJ>Q«
FK@E DEKP PFKDIB PM>@BA QBUQ PHFM LKB PM>@E
M>0>DO>MEP TFQE KL M>0>DO>MELRKABKGEBALK 9
EB>AFKDP >KA PR?EB>AFKDP QL FABKQFCV >KA DOLR
@LKQBKQ >KA PMB@FCF@ PB@QFLKP 4EB EB>AFKDP
@LKQO>PQ TFQE LKB PREBEBBJ>FKFKD @LKPFPQBK
QEOLRDELRQ QEB AL@RIBRQ>IPL E>SB DO>MEF@P FK
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VLRO OBMLOQ TEF@E PELRIA ?B ABPFDKBA QL @
@LKPFPQBKQ PQVIB TFQE QEB QBUQ ,>PQ BSBK QELI
VLRO MOLMLP>| FP CLOJ>QQBA FK ?IL@H M>O>DO>ME
KBBA QL @LKPFABO QEB J>GLO BIBJBKQP LC ABPFDKc
OBMBQFQFLK >IFDKJBKQ >KA MOLUFJFQIVE4RIDBGEBB
_ CLO JLOB FKCLOJ>QFLK LK AL@RJBKQ ABPFDK

OOLMLP>IP >OB TOFQQBK FK > MOLCBPPFLK>| °
?ROB>R@O0>QF@ PQVIB 4EFKH LC QEFP >P > MI>FK K
PQVIB ?RQ TFQE PLJB >MMB>| QL BJLQFLK M>QELP ->H
VLR RPB QBOJP QE>Q >OB B>PFIV RKABOPQLLA ?V QEI
>KA ABCFKB QBOJP TEBOB KB@BRFBOU >KA @LK@FPB
>P MLPPF?IB

| MOLCBPPFLK>| >MMB>0>K@B FP > ?>PF@ OBNRFOBJI
AL@RJIBKQ FP IBPP QE>K MOLCBPPFLK> VLR @>K @L
MOLJIMQ AFPJFPP>| 4EBOB PELRIA ?B KL BOOLOP FK PN
DO>JJ>O-KA >l FKCLOJ>QFLK PELRIA ?B @LK@FPB >@(
>KA @IB>0IV OBCBOBK@BA TEBK >MMOLMOF>QB )KCL!
MBOQ>FKP QL @OBAF?FIFQV PELRIA ?B B>PV QL CFKA :
FK@IRAFKD @LKQ>@Q FKCLOJ>QFLK )C QEB AL@RJBK
E>OA @LMV CLOJ FQ PELRIA ?B MOFKQBA LK > IBQQBOI
AL@RJIBKQ FP PR?JFQQBA FK >K BIB@QOLKF@ CLOJ FQ
> CFIB CLOJ>Q QE>Q MOBPBKQP VLRO AL@RJIBKQ >P VL
7 LOA MOL@BPPFKD CFIBP J>V E>SB QEBFO CLOJ>QQF
LO >AGRPQBA ?>PBA LK C>@QLOP VLR @>KKLQ @LI
P@OBBK PFWBC>KA FKCLOJ>QFLK @>K PEFCQ LRQ
J>HFKD FQCARIRIQ QL RKABOPQ>KA )K QEFP @>PB 0$&
J>V ?B RPBA QL MOBPBOSB @LKQBKQ IL@>QFLK >KA :
FK>ASBOQBKQ CLOJ>Q @E>KDBP TEBK FQ FP AFPMI>VB

&1 B57?75;:/41/7857@ 2;> <>;<;?-87

'P VLR AO>CQ >KA OBSFPB VLRO MOLMLP>I @EB@F
CLIILTFKD
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R /93 >@3>:/<<7<5 2317A7=3ABKQFCV TE>Q HFKA LC
MOLMLP>| VLR TFIl ?B TOFQFKD FKQBOK>| BUQBOK>! |
RKPLIF@FQBA HKLTK LO RKHKLTK PLIRQFLK >KA FABK
>RAFBK@B QVMB PHFII IBSBI KBBAP >KA FKQBOBPQP

R)A3 B63 @756B 4=@Y8BK MOLMLP>IP CLIILT > ?IL@H
CLOJ>Q ?RQ @EB@H TFQE VLRO FKPQOR@QLO LO ¢
PR?JFPPFLK DRFABIFKBP QL FKPROB VLR >0B RPFKD (
OBNRBPQBA )C QEBOB >OB P>JMIBP MOLSFABA RPB
SFPR>| @LIM>OFPLK

R 6319 ACO;7AA7=< 5C723:7<@A PELRIA QEB
MOLMLP>I ?B PR?JFQQBA 7E>Q QVMBP LC CLIIL
AL@RJIBKQP LO >@QFLKP >0B @LKKB@QBA QL VLRO
>@@BMQBA 7EL TFIl QEBPB AL@RJBKQ >AAOBPP >KA T
QEBV OBNRFOBA

R @/4B G=C@>@\/: ->HB AB@FPFLKP >?LRQ QEB QVN
LC @LKQBKQ PB@QFLKP QL FK@IRAB FK VLRO MOLMLP
PR?JFPPFLK OBNRFOBJBKQ QEB OBNRFOBJBKQP CLO
MOLMLP>| >KA QEB OBR@@SB T>V QL MOBPBKQ VLRO |
QL QEB OB>ABO

R 'BG:3 /<2 3A75<%KPROB QE>Q QEB PB@QFLKP LC
MOLMLP>| >OB FK > ILDF@>l K>QRO>I LOABO >KA QE>
PR? EB>ABOP >KA ?RIIBQP >KA >KV LQEBO CLOJ>QQFk
@LOOB@QIV

R &3D7A3 3@IA3 3@A3 IBPP QE>K MOLCBPPFLK>|
DO>JJ>QF@>IIV FK@LOOB@Q MOLMLP>I @>K ?B OBGB;
VLR E>SB FK@IRABA >|| @LKQBKSKABTBESFPEOAKA BAFQ
QL BKPROB @I>0FQV >KA @LOOB@Q PQVIB LC QEB >RA
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6 F@QLOF> ">SRBD>K $RKHBO
IIBU 7TEFQK>E ->OF> (BOK>KABW

JB>0Q0QLVLR DJ>FI @LJ

$>0QB ->0@E

4L -OP 3JFQE OOLCBPPLO

&OLJ F@QLOF> "HBBUEFQK>E -lM>K $RKHB®A
->OF> (BOK>KABW

3R?GB@Q ) K@OB>RB{BPP >KA 3>IBP LC 5K@LKSBKQFLK>I
#RQP LC -B>Q >Q %IFQB -B>QP

3,=@/<2C;

)K QEFP MOLMLP>I TB TFIl BUMI>FK > MOL?IBJ QE>Q IL@>! ?F
PELMP >OB C>@FKD FK JLABOK PJ>Il QLTK IJBOF@> QEB I>@!
P>IBP JB>QP QE>Q >OB fRK@LKSBKQFLK>Ig FK QEB [JBOF@>K
PR@E >P DFWWSEIARKACUQ>BI>TPL TFPE QL OBPB>O@E
T>VP QL OBAR@B T>PQB >KA J>UFJFWB MOLCFQP CLO QEB IL
?RQ@EBO PELM %IFQB -B>QP QEOLRDE KBT J>OHBQFKD PQ
QE>Q TFIl >MMB>I| QL QEB @RORKEQMLPB FP QL ABP@OF?B
LRO MI>K QL OBPB>O@E QL FIRESBKERS B BIFJFK>QB
T>PQB FK ?RQ@EBO PELMP >KA @LKSFK@B VLR QEFP MOLGE
>K FKSBPQJBKQ FK QFJB >KA OBRiGEO@BPHLK>QB >?LRQ
QEB FAB> QE>Q BSBOV M>0Q LC QEB >KFJ>| PELRIA ?B RPBA |
ERJ>K @LKPRIMQFLK >KA QE>Q IL@>IIV LTKBA ?RPFKBPPBP F
LMBO>QB FK QEBJE@FBKD >KABI@QMEE T>V MLPPF?IB
/KB T>V QL AL PL FP QL ABSBILM FAB>P QE>Q TLRIA J>HB
>IQBOK>QFSB @RQP LC JB>Q JLOB >MMB>IFKD QL @LKPRJBO

00L?IBJ $BP@OFMQFLK

%IFQB -B>QP FP > IL@>| ?RPFKBPP QE>Q J>OHBQP > S>OFB(
LC ?BBC MLOH >KA I>J? IQELRDE QEB JLPQ MLMRI>O @RQP
FK@IRAB DOLRKA ?BBC Q ?LKB >KA PFOILFK %IFQB -B>QP >l
MOLSFABP @RQP PR@E >P QLKDRB >KAQEBPBIJBBSBO
>OB KLQ J>OHBQBA >KA HBMQ FK QEB ?>@H LC QEB PELM 4E
LCQBK QEOLTK >T>V LO DOLRKA FKQL ALD CLLA >P KLQ J>KV
@RPQLJBOP MRO@E>PB QEBPB @RQP 4EFP FP >K FPPRB CL
OB>PLKP FK@IRAFKD


mailto:meattoyou@gmail.com
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i 4EFP DLBP >D>FKPQ QEB FAB>IP LC TEFEA@LIM>KV
FK@IRAB dEBIMFKD FQP KBFDE?LOP >KA OBAR@FKD T>PQBe
-B>QP

* Business/client name and URLs have been edtdor
privacy in this poposal
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i S5K@LKSBKQFLK>I @RQP AL KLQ RPR>IIV E>SB > MI>@B FK
-FATBPQBOK IJBOF@>K AFBQ ?RQ >OB PQFII BAF?IB >KA RPB/
S>OFBQV LC @RIQRO>| AFPEBP

i 4EB T>POBA JB>Q FP > AO>FK LK YRRIEPIRQBEP
>KA Q>HBP >T>V COLJ QEB OBSBKRB LC QEB ?RPFKBPP

7 B MI>K QL @LKAR@Q OBPB>0O@E QL PBB TEV QEBPB JB>Q
RPR>IIV ?LRDEQ >KA TE>Q JBQELERRIB SR\RPBA QL

J>OHBQ QEBPB RK@LKSBKQEB@QEREIRB) >|| BAF?IB

>KA RP>?IB M>OQP LC QEB >KFJ>I >0B KLQ T>PQBA )C QEFP F
KLQ OBJBAFBA PLLK QEBPB M>OQP LC QEB >KFJ>I TFIl @LKQF
DL QL T>PQB TEBK QEBV @LRIA ?B RPBA FKPQB>A CLO ERJ>K
@LKPRIMQFLK >Q > OB>PLK>?IB MOF@B ,LPFKD QEBPB P>IBF
@LKQFKRB QL ?B >K FOOB@LK@FI>?IB @LPQ CLO %IFQB -B>

73<B </:GATA

/RO MOLMLPBA MOLTHBEPAIEOB -B>QP ?RQ JLOB
PMB@FCF@>IIV QEB LTKBO |A>J &0BBJ>K !A>] &OBBJ>K FP >
IL@>! QL QEB @LJIJRE@BY DO>AR>QFKD COLJ /HI>ELJ> 3Q>QB
5KFSBOPFQV TFQE > ">@EBILO LC 3@FBK@B FK %IB@QOF@>
%KDFKBBOFKROBBJ>K GLFKBA QEB >0JV CLO QTL VB>OP
5MLK OBQROKFKD QL QEB 3Q>QBP EB PMBKQ PLJB QFJB QEF
>?LRQ TE>Q EB T>KQBA QL AL CLO > @>0OBBOCEB AB@FABA Q
IL@>1 ?RQ@EBO PELM TFQEBRPECHEERIBA BUMLPROB QL
>DOF@RIQROBe +OB?P &OBBJ>K E>P LSBO@LJIB J>KV
PQORDDIBP TFQE LTKFKD >KA LMBO>QFKD > ?RQ@EBO PELM
PQFII IB>OKFKD >?LRCGBOBEAFPMB@QP LC >DOF@RIQROB C
QEB C>0JP QL QEB PELM QL QEB @RPQLJBOPg ELJBP 4EB @L
>KA EFP ?RPFKBPP >0B @LKPQ>KQIV PEFCQFKD >KA EB FP R
@E>IIBKDB QL >A>MQ >KA CFKA KBT T>VP QL MOLSFAB EFP @
TFQE TELIBPLJB >KA EB>IQEV JB>Q MOLAR@QP

&3A3/@6 $:/<
)K LOABO QL IB>OK >?LRQ ELT ?BPQ QL J>OHBQ >KA BK@LR

QEB MRO@E>PFEH KA 6>OFBQV JB>QP TB MOLMLPB OBPB>
FKQL QEBPB >OB>P
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&3A3/@6 =/A

i 4L PROSBV @ROOBKQ >KA MLPPF?IB @RPQLJBOP QL IB:
MRO@E>PB MO>@QF@BP >KA MBO@BMQFLKP LC >IQBOK>QF

i $BCFKB >KA >K>IVWB @ROOBKQ >ASBOQFPFKD
PQO>QBDFBP >KA FABKQFCV MLPPF?IB @E>KDBP QEB @ROO

i 4L OBPB>O@E ELT LQEBO ?RQ@EBO PELMP OB>@E QEE
@RPQLJIBOP >KA PBIl RK@LKSBKQFLK>l @RQP LC JB>Q
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&3A3/@6 $6/A3A

Phase I-How can local butcher shops beteaah their
customerseagaiding alternative cuts of meat?

7 B TFIl PROSBV @RPQLJBOP LC %IFQB -B>QP QL PBB TE>Q -
MBO@BMQFLK LC QEBPB >IQBOK>QFSB @RQP FP >KA QEBFO
2RV RPB QEBB TFIl >PH TE>Q C>@QLOP >OB @LKPFABOBA FK
MRO@E>PFKD @ELF@BP >P TBII >P FC QEBV >OB >T>0B QE>(
-B>QP I@BOP LQEBO @RQP LC JB>Q QE>Q >OB KLQ >P MLMRI>
@RPQLJBOP !ILKD TFQE QEFP TB TFIl @LIIB@Q CBBA?>@H Ct
DBKBO>| @LJJRKHQRBB FC QEBOB >0B @BOQ>FK C>@QLOP (
FKAFSFAR>IP JLOB IFHBIV QL MRO@E>PB QEBPB JB>QP "B FQ
B@LKLIF@>! LO @RIQRO>I MOBCBOBK@B QEFP HKLTIBADB ?
SIILT RP QL CLOJ > PQOLKD @LIIB@QFLK LC A>Q> >KA COLJ Q
PROSBVP TB TFIl ?B >?IB QL ABQBOJFKB ELT QL ?BPQ >MMB>|
@RPQLJBO OBD>0OAFKD RK@LKSBKQFLKE TROPLC JB>Q 7
OBPB>0O@E LKIFKB QL CFKA OB@FMBP CLO QEBPB JB>QP >P
>|PL MOLSFABP OB@FMBP CLO FQP MOLAR@QP >Q QEB PELN

Phase II-What a the curent methods used for advertising
these unconventional cuts, and what can be changed to
increase awaness?

7 B TFIl FKQBOSFBT > @ROOBKQ BIMILVBB LC %IFQB -B>QP
LOABO QL >P@BOQ>FK QEB @ROOBKQ J>OHBQFKD PQO>QBL
RK@LKSBKQFLK>l @RQP LC ?BBC MLOH @EF@HBK [>J? >KA
7 B TFII >IPL CL@RP LK TE>Q HFKAP LC @RPQLJBOP FC >KV
@ROOBKQIV MRO@E>PB QEBPB MOLAR@QP >KA FC QEBOB >
RPBP CLO QEBPB @RQP LC JB>Q TFQEFE GEB-PRPFKBPP 7
TE>Q QEB BJMILVBB ?BIFBSBP TFIl FK@OB>PB P>IBP LC QEBPI
TEFIB AB@OB>PFKD T>PQB >KA J>UFJFWFKD MOLCFQ 4EFP
FKCLOJ>QFLK TFIl DFSB RP >K FKPFAB MBOPMB@QFSB LC %lF
@ROOBKQ MO>@QF @BP >KA SKEFIMIL@BRDLIBOP >KA
J>OHBQFKD PQO>QBDFBP

Phase llI-What a other successful local butcher shops
doing to incease awagness about these unconventional cuts
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of meat and how arthey successfully able to maximize
profits?

7 B TFIl FKQBOSFBT IL@> RQ@EBO PELMP FK QEB /HI>ELJ:
>KA RIP>>0B> QL PBB ELT QEBV DL >?LRQ PBIIFKD QEBPB
RK@LKSBKQFLK>l @RQP B BB>(PI7FKQBOSFBT ?2RQ@EBO
PELMP LRQPFAB LC /HI>ELJ> QL PBB FOOBEIRNEEFPEKAFC
@RPQLJBO MOBCBOBK @BSRXKDABA®BT FAB>P LK ELT QL
2BQQBO RQFIFWB QEBPBI@RQPFH ELT QEBPB ?RQ@EBO
PELMP AB>| TFQE QEB P>IBP >KA RP>DB LC RK@LKSBKQFLK>
JB>Q 4EFP FKCLOJ>QFLK TFII DFSB RP > DLLA FKPFDEQ FKQL
%IFQB -B>QP @LRIA @LKPFABO @E>KDFKD QEBFO J>OHBQFK
QL ?BQQBO PBIl QL QEFP @LJJRKFQV
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&3A3/@6 '1632C:3

/B3 (/A9 =;>:3B32 $3@A=<7< 6/@53
%JMILVBB )KQBOSFBT ->0F>
6 F@QLOF> >KA
#LIMFIB 3ROSBVP -LOD>K
#LLOAFK>QB "BK@EJ>OHFKD
#LKQ>@Q /QEBO IBU
"RQ@EBO 3ELMP

)KQBOSFBTP 3ROSBVP #LIJMIB@B3BOVLKB

#LIMIBQB /KIFKB 2BPB>O@E -LOD>K

0OLLCOB>AFKD %AFQFKD LC &&SBOVLKB J>FKIV
2BMLOQ >OF>

3R?JFQ 25T $>Q> )KQBOSFBT

)
40>KP@OFMQP #SBOVLKB

3R?JFQ &FK>1 2BMLOQ 6 F@QLOF>
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(3/; %C/l:7471/B7=<A /<2 &3A>=<A707:7B73A



";3
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%C/:7471/B7=< &3A>=<A707:7BG

i #LKAR@QFKD
i %IB@QOF@>| %KDFKBBOBKA -@GIMFIFKD

6F@QLOF> i 'OBT RM FK 'BOJ>KV PROSBVP

">RBO

-LOD>K

$RKHBO

IBU

7EFQK>E

i %UMBOFBK@BATFQE i 4ROKFKD FK
>IQBOK>QFSB @RQP LC JB>QIl KB@BPP>0OV

i #%! 4 ->OHBQFKD M>MBOTLOH
#LIJIFQQBB >KA )%%% OR?IF@RQVF TBBHIV
$FOB@QLO I@QFSFQV 2BMLOQP

i IKFJ>l 3@FBK@B ->GDB

i JOD>KFW>QFLK
6BQ FJB
i 0OBPFABKQ LC &)4 &osﬁﬁg&
J>K5DBJBKQ
FK ©>KPFQFLK " HLKARGOFKD
i (>P J>KV @LKQ>@QP

i )KBUMBOFBK@BA TFQE ~KA @L\»/IE)/IFIFKD
RK@LKSBKQFLK>I JB>Q DOBSQ G0
MLIIFKD NRBPQFLKP NREPORLK D>l

i #LKQ>@QFKD
i 7 LOHP FK ?RQ@EBO PELMQEBRO-R.@>| ?RQ@EBO
> @LLH PELMP
i IKFJ>I 3@FBK@B ->GLO i
00B BQ "BK@EJ>OHFKD
i %UMBOFBK@BOBRQ i 'LQLJIB>Q
@RIQROBP QEOLRDE QO>SBPRQ@EBO PELM DRV
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i IDOF?RPFKBPP ->GLO i  #LKAR@QFKD
->0F> i 3QF@HIBO CLO DO>JJ>CG-KA @LIMFIFKD
i ! SFA @>OKFSLOB FKQBOSFBT P
(BOK>KABW i OR?IF@ PMB>HFKD >KA i %AFQFKD >KA

FKQBOSFBT BUMBOFBK@B DO>JJ>O EBIM
i 3MB>HP CLO QEB @>QQIBi 'L QL ?BBC
D>
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&7A9 1/</53;3<B $:/<

)KAFSFAR>IP J>V ?B EBPFQ>KQ QL AFP@RPP QEBFO MRO@
E>?FQP BPMB@F>IIV CLO TE>Q @LRIA 7B MBO@BFSBA >P > J:
>KA >ASBOQFPBJIBKJTPBRAYKKLQ DBQ BKLRDE CBBA?>@H SI
LRO PROSBVP > CL@RP DOLRM LE @RQBBESU®BKQP J>V
2B JLOB IFHBIV QL >KPTBO MRO@E>PFKD NRBPQFLKP QE>K G
Q>HFKD >K >KLKVJLRP PROSBV LKIFKB

4FJB >KA OBPLRO@B >IIL@>QFLK @LRIA ?B >K FPPRB TFQE
MOLGB@Q )C LKB MBOPLK FP KLQ >?IB QL JBBQ EFP EBO AB>
QL S>OFLRP OB>PLKP QEB PLIRQFLK @LRIA ?B B>@E MBOPL}
M>0QKBO QL MOLLCOB>A TE>Q E>P >I0OB>AV ?BBK ALKB >KA (
RM TEBOB QEB MBOPLK E>P IBCQ LC

>PQ FKQBOSFBTP TFQE IL@>| ?RQ@EBO PELMP @LRIA ELI
QE>K EBIMCRI OBPRIQP 4EB PELMP J>V KLQ T>KQ QL OBIB>PE
LTK J>OHBQFKD FAB>P LO ELT QEBV RPB QEBPB MOLAR@QP
QL FKQBOSFBT IL@>| @LIMBQFQLOP TB TFIl @LKQFKRB QL @
LQEBR OB AFPQ>KQ ?RQ@EBO PELMP QL DBQ FKCLOJ>QFLK
@LKAR@Q LK IFKB OBPB>0@E QL PRMMIBJBKQ QEB A>Q>

&3A3/@6 "332A /<2 $@831B =ABA

4EB OBPLRO@BP OBNRFOBA QL P>QFPCV QEB OBPRIQP TB
OBSLISBP >OLRKA MLIIP >KA FKSBBQFDSBFLK 7
OBPB>O@EFKD ELT QL FK@OB>PB >T>0OBKBPP >KA P>IBP LC
RK@LKSBKQFLK>I @RQP LC JB>Q >Q %IFQB -B>QP 4EB MELKB
S>OFLRP ?RQ@EBO PELMP TFIl ?BEQEB ML FREOTFI|
2B Q>HBK COLJ @RPQLJBOP LC %IFQB -B>QP >P TBII >P C>JFIF
PQRABKQP >KA QEB DBKBO>I @LJIJRKFQV RPFKD COBB LO B>
>@@BPPF?IB PRMMIFBP CLRKA LK @>JMRP 4EB DOLRM
@LJIRKF@>QBB@QFSBIV QEOLRDE 'OLRM-B >KA 'LLDIB $L@P
PL KL @LPQ TFIl 7B KB@BPP>0V LK >KV AB@FABA JBBQFKDP

3<347BA /<2 3/A707:7BG =4 &BA3/@

4EB ?BKBCFQP LC QEFP OBPB>0O@E >0B C>0 OB>@EFKD /C
OBPB>O@E LRQ@LJIBP TFII FJIBAF>QBIV ?BKBCFQ QEB %IFQE
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TFQE FK@OB>PBA P>IBP >KA LO KBT FKKLS>QFLKP QL RPB QF
RKABOPBIIFKD MOLAR @CRIJEBRKBAAFQFLK QEB IL@>
B@LKLJV >KA @LJIRKFQV TRIBBOBA ?V QEB ?RPFKBPPg
FK@OB>PBA P>IBP >KA OBSBKRB IB>AFKD QL > JLOB PQ>?IB
>PQ FKAFSFAR>IP FK QEB 3QFIIT>QBO >0B> J>V E>SB FIMOL
NR>IFQV LC IFCB FC TB @>K RK@LSBO Q>@QF@P QL MBOPR:
@LJJRKFQV JBJ?BOP QL RPB QEBPB @RQP LC JB>Q QE>Q >OF
>KA LCQBK JLOB KRQOFQFLRP QE>K QEB JLOB MLMRI>0 @RG
FKAFSFAR>IP MRO@E>PB
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IP TB >OB CL@RPFKD LRO OBPB>0O@E LK IL@>| DOLRMP >KA
?RPFKBPPBP LRO OBPB>O@E FP CB>PF?IB !P PBBK FK QEB 2
.BBAP >KA 00LGB@Q #LPQP PB@QFLK >?LSB LRO @ROOBKQ
MI>K ALBP KLQ OBNRFOB >KV LRQI>KAFPE @LPQP LO PMB@F:
BNRFMJBKQ QEBOBCLOB QEBOB FP > ILTBO @E>K@B LC FPF
ARB QL LRO MI>K 'AAFQMILIRAR?IB FPPRBP FK I>@H LC
OBPB>0O@E E>SB ?BBK >AAOBPPBA FK QEB 2FPH ->K>DBJBKQ

#LK@IRPFLK

7 B QE>KH VLR CLO VLRO QFJB >KA BKQERPF>PJ FK >IILTFK]
QL FKSBPQFD>QB MOLAR@Q MOBCBOBK@BP >KA >PMFOFKD
@LJIJRKFQV PBB QEB JLOB dLAAe QVMBP LC JB>Q GRPQ >P >N
>KA >@@BPPF?IB >P MLMRI>® @ERFEBBOBPQBA QL EB>0
>KV CROQEBO FAB>P VLR E>SB QL EBIM QEB @LJJRKFQV LC 3
>KA %IFQB -B>QP 4EOLRDE BKIFDEQBKFKD  >KA @RPQLJBO
TFQE LRO CFKAFKDP TB ELMB QL @OB>QB > ?FDDBO J>0OHBC
RK@LKSBKQFLK>I @RQP LC JB>Q >KA QL J>HB QEBFO FJ>DB .
>@@BMQSBEPB @LKQ>@Q RP >Q JB>QQLVLR DJ>FI @LJ FC \
E>SB NRBPQFLKP LO KBBA CROQEBO FKCLOJ>QFLK
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&3438%x13A

I?LRQ RP Elite Meats 2BQOFBSBA COLJ
EQQMAT %IFQBJBEIR

+OB?P # 3QFIIT>QBO JB>Q PEBOP@O>CQ ?RQ@EBOFK
Farm Talk 2BQOFBSBA EQQM TTI>0JQ>IHKBTPN®MBO

KBTP PQFIIT388Q PELMIBOP @0>CQ

?RO@EBOERF@IB=? A @AB AC >B@ EQJI



http://www.1907meat.co/
http://www.farmtalknewspaper.com/news/stillwater-meat-shop-offers-craft-butchering
http://www.farmtalknewspaper.com/news/stillwater-meat-shop-offers-craft-butchering
http://www.farmtalknewspaper.com/news/stillwater-meat-shop-offers-craft-butchering
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(41 81 B-@:>$5@/4

/K QEB GL? VLR J>V ?B >PHBA QL @OB>DB®J>IIBO
@LK@FPB MOLMLP>IP LCQBK IFJFQBA QLTEBRKDIB M>L
PMLHBK > CBT JFKRQBP "RPV AB@FPFLK J>HBOP J>\
E>SB QFJB QL OB>A > IBKDQEV OBMLOQ >KA T>KQ VLRC
M>0OO0BA ALTK QL QEB HBV MLFKQP 4EBPB OBMLOQP .
LK @>MQROFKD QEB PRAFRBK@BY K >KA ABIFSBOFKD (
FKCLOJ>QFLK >P @LK@FPBIV >P MLPPF?IB 'KV BUQ
FKCLOJ>QFLK FP > T>PQB LC MOB@FLRP QFJB #IB>0O >k
MOLMLP>IP PBOSB QEB >RAFBK@B TBIl >KA IFJFQ QEB
FKCLOJ>QFLK QL MOBSBKQ @LKCRPFLK

/KB QVMB LC ?0OFBC OBMLOQ VLR J>V KBBA QL @OB:
elevator pitch!K BIBS>QLO MFQ@E FP > @LK@FPB LO>I MC
RPBA QL MBOPR>AB QEB >RAFBK@B FK > PELOQ >
QFJBcLCQBK IBPP QE>K LKB JFKRQB K BIBS>QLO MFQ(C
?B RPBA ?V > P>IBPMBOPLK QL @LKSFK@B > IL@>I ~
LTKBO QL PQL@H EBO MOLAR@Q LO ?V > P@OBBKTOF
@LKSFK@B > JLSFB BUB@RQFSB QL CRKA EFP CFIJ

4EB BIBS>QLO MFQ@E RPR>IIV @LKQ>FKP QEB C
FKCLOJ>QFLK

<B@2C13 G=C@A3:4 /<DD7@8 G=C@
2C/:7471/B7=0BLMIB T>KQ QL TLOH TFQE QEB
MBOPLK KLQ QEB FAB> ->HFKD > DLLA FIMOBPF
FP HBV

4 G=C /@>7B167<5 B=/ 53<3@/: /C273<13
23A1@703 G=C@ 723/; #ZBREP KLQ

KB@BPP>0V FC VLR >0B PMB>HFKD QL > PFKDIE
?RQ VLR @>K IBQ QEBJ HKLT TEV VLR >0B MFQG@
QEB FAB> QL QEBJ PMB@FCF@>IIV
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@/0 B63 @23@A /BB3<B73<@IRAB > DLLA
PQLAMBIBS>KQ NRLQBP LO BMFDO>JP PQ>OQIF
PQ>QFPQF@P MBOPLK>I >KB@ALQBP >KA OEB(
NRBPQFLKP QE>Q BKD>DB QEB >RAFBK@Bg
M>OQF@FM>QFLK LO FJ>DFK>QFLK 4EBPB DO>?
OB>ABCO-QQBKQFLK ?RQ >IPL MBLMIB QBKA QL T
>T>V COLJ > MOBPBKQ>QFLK OBJBJ?BOFKD > P(
JLOB QE>K PQO>FDEQ C>@QP 3QLOFBP >IPL J>|
>RAFBK@B JLOB BJLQFLK>IIV @LKKB@QBA QL Q
PMB>HBO

'C;;,/@7H3 /<2 23A1@703 G=C@ 723/ 7</ A7<5:3
A3<B3<13LJBQFJBP QEFP PRJJ>OV JFDEQ
FK@IRAB > JBJLO>?IB PILD>K LO JLQQL

<1:C23 B&6® 1=;>3::7<5 @A=<A E6G B63
/C273<13 ;756B 03 7<B32g32BJBJ?BO QL
QEFKH >?LRQ VLRO >RABBLA®BIFKQP >KA
S>IRBP

13<B7=<6=E G=C@ 723/ 7TA A>317/: =@ C<7?C3
7EV FP VLRO FAB> PRMEIEKB@BPRESOV
KBBABA KIAP LMMLPBA QL LQEBOLRA®>K 9
>|PL FK@IRAB ?BKBCFQP LC QEB FAB> LK@B
FIMIBJBKQBA

<2 E7B6/;3;=@/0:3 AB/B3;3<B /0=CB

G=C@ASHHB FK 3QBM @OB>QFKD > MBOPLK>I |
PL QEB >RAFBK@B TFII T>KQ QL TLOH TFQE VLR
QEB CRQROB )C MLPPF?IB IB>SB QEBJ TFQE @L
FKCLOJ>QFLK PR@E >P > ?RPFKBPP @>0A LO >

E>KALRQ LC VLRCPMEFDEIEPEQP

3BB@E>MQBTLO QFMP LK MR?IF@ PMB>HFKD QL EBI|
MFQ@E VLRO EBBXIFSBIV
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Media Attributions

] 4VMBP LC MOLMLP>IP
] 0>0QP LC MOLMLP>IP
] 0OLGB@Q 3MB@FCF@



4-<@1> &1?1->/4

4-<@1> 'E:;;<?5?

)K QEFP @EWL@BIFII IB>OK ELT QL MI>K CLO @LKAR@Q
AFCBOBKQ QVMBP LC OBPB>O@E ABMBKAFKD LK VLF
DL>IP 4EB @E>MQBO PQ>0QP ?V DFSFKD FKCLOJ>QFLK
> EVMLQEBPFP >KA OBPB>O@E NRBPQFLKP QL DRFAB V
ICQBO@LR TFII IB>OK >?LRQ @LKAR@QFKD ?LQE MOFJ>
PB@LKA>OV OBPB>0O@E >KA TEBK QL @ELLPB LKB LO

$FCBOBKQ HFKAP LC MOFJ>OV >KA PB@LKA>OV OBF
AFP@RPPBA QL EBIM VLR AB@FAB TEF@E FP ?BPQ
PMB@FCF@ MOLGB@Q >KA KBBAP )KCLOJ>QFLK CLO

LTK PROSBV >KA FKQBOSFBT NRBPQFLKP FP FK@IRABA
QFMP CLO BS>IR>QFKD PB@LKA>OV PLRO@BP

:@>;0A/@5::

7 FQE QEB >?RKA>K@B LC OBPB>O@E bSSHKNFEBLA>V
E>OABPQ M>0Q LC OBPB>O@E FP AB@FAFKD LK QEB
OBPB>0O@E CLO > PMB@FCF@ MOLGB@Q >KA BS>IR>(
>KA BIB@QFSBKBPP 7E>Q ALBP FQ JB>K QL ?B FKCLC
IFQBO>QB 3FJMIV PQ>QBA FKCLOJ>QFLK IFQBO>@V FP
IL@>QB BS>IR>QB >KA FIMIBIJBKQ FICH@BBRELK BC

)K @LIBDB VLR QVMF@>IIV CFKA BS>IR>QB >K
FKCLOJ>QFLK QL P>QFPCV QEB OBNRFOBJBKQP LC >K
IPPFDKJBKQP LCQBK PMB@FCV TE>Q HFKA LC FKCLOJ
KBBA >KA TE>Q QLLIP VLR PELRIA RPB LO >SLFA FK
OBPB>O@E &LO BU>JMIB VLRO MOLCBPPLO J>V PMB@F

315
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KBBA QEOBBOESEBTBA >@>ABJF@ >OQF@IBP >KA QE:
PELRIA KLQ @FBIBMBAF> FK VLRO CFKETBSBIBO
FK IFCB ?BVLKA @LIIBDBcBPMB@F>IIV QEB TLOH TLOIA
J>V KLQ E>SB QE>Q HFKA LC PMB@FCEHRJDRFA>K@B
>IPL ?B >PHBA QL @OB>QB VLRO LTK A>Q> RPFKD QB
PR@E >P FKQBOSFBTP PROSBVP >KA >K>IVPFP FKPQE
MR?IFPEBA PLRO@BP 5PFKD OBPB>O@E FK QEB MLOG
AL@RJBKQ QE>Q OBNRFOB BSFABK@B @>K PQOBK
>ORJBKQ >KA EBIM >KPTBO VLRO OBPB>O@E NRBPQ
LQEBO QFJBP BSBK FC OBPB>0@E FP KLQ B@@RKIIV KB
2B MBOPR>PFSB >KA PE>OMBK QEB MLFKQP VLR T>KQ G
Reseath FP JR@E JLOB QE>K ALFKD > PFJMIB PB>C
BKDFKB NRBOV >KA OBSFBTFKD QEB CFOPQ QBK
OBQROKPCcVLR KBBA QL ?B FKCLOJ>QFLK IFQBO>QB F
MI>K >KA MBOCLOJ VLRO LTK OBPBFBBERG QFSBIV
>KA TFQE QEB KBBAP LC VLRO >RAFBKI@BIRRQFKA 9
>IPL ?B >?IB QL FK@LOMLO>QB RK?F>PBA OBIF>?IB A>C
MOLGB@QP

E<.@41757? -:0 &1?71->/4 %A1?@5;:?

)K QEB QB@EKF@>| CFBIA VLR J>V ?B >PHBA QL @
OBPB>0O@E CLO PBSBO>l OB>PLKP 2BPB>O@E @>K
@LKCFOJ QEBLOFBP EVMLQEBPBP D>QEBO FKCLOJ>!
QLMF@ >KA KB@BPP>0OV PBOSF@BP ABP@OF?B > ML
> PLIRQFLK QL > MOL?IBJ >KALO QL MOLSFAB ?>@H
FKCLOJ>QFLR BFIl IFHBIV MBOCLOJ OBPB>O@E CLO JLF
KLQ >l QEB AL@RJIBKQP VLR @OB>QB FK @I>PP LO QEB
&LO BU>JMIB VLR J>V AL ?>@HDOLRKA OBPB>O@E LK >
LC MBLMIB QL OBSFPB > AL@RJBKQ CLO QE>Q >RAFBK
QL Q>FILO VLRO O\PRJ\ CLO > MLPFQFLK >Q > PMB@FC
/O VLR J>V OBPB>O@E > MOL?IBJ FK LOABO QL MOL:
PLIRQFLK >KA MOBPBKQ QE>Q OBPB>O@E FK > OBMLC
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LK QEB DBKOB VLR J>V KBBA > PMB@FCF@ QVMB LC Ol
> @LJ?FK>QFLK LC PBSBO>1 QVMBP 4EB QVMB P LC OBF
@ELLPB PELRIA ?B ?>PBA LK VLRO MROMLPB >RAFBK(
LCQBK TEBK @LJMIBQFKD > OBPB>0@iypMHe3B@Q VLR
>KAeseach questions

E<;,@41757?

)Q @>K ?BCAFIRIQ QL AB@FAB TEBOB QL PQ>0Q OBI
CLO VLRO Q>PH BPMB@F>IIV FC VLR >0OB KLQ DFSB
DRFABIFKBP -LPQ P@FBKQFCF@ LO JBAF@>| OBPB>0@
> hypothesis! hypothesid=P QBKQ>QFSB QBPQ>7?IB >KPTB
> NRBPQFLK )Q FP ?>PBA LK VLRO @ROOBKQ HKLTIBA
PFQR>QFLK LO QLMF@ QEBOBCLOB FQ FP > dDRBPP
LRQ@LJIBP TFII ?B &LO BU>JMIB > ME>0J>@BRQF@>1 @
@OB>QBP > KBT MOBP@OFMQFLK PQOBKDQE PRKP@!
TFQE >K BIBS>QBA OFPH LC JBI>KLJ> 4EBV QEBLOFWB Q
RPB LC QEB PRKP@OBBK >MMIFBA BSBOV QEOBB ELROI
PRK BUMLPROB TFIlI ILTBO QEB OFPH LC PHFK @>K@B
4EFP FP > @I>PPF@ BU>JMIB LC > ENAVI-QHEPFFV 9
KLQ ?B >PHBA QL @OB>QB > EVMLQEBPFP CLO > OBPB:
ABMBKAP LK QEB MROMLPB >KA QLMF@ LO QEB QVMB P
VLR KBBA QL MOLAR@B

7EBK VLR @OB>QB > EVMLQEBPFP CLO VLRO MOL?IBJ
FQ FP >IT>VP TOFQQBK >P > PQ>QBJBKQ )Q FP MOBAF@
>KA QVMF@>IIV RPBA TEBK PLJB HKLTIBADB >I0B>AV BU
QEB QLMF@ )K QEB PRKP@OBBK BU>JMIB >?LSB P@FB
ME>0J>@BRQF@>I FKARPQOV PELRIA E>SB HKLTIBADE
QEB MOLAR@Q >KA FKAFSFAR>| @LIMLRKAP TLOH ?BCL
QL @IFKF@>1 QOF>IP ">PBA LK VLRO EVMLQEBPFP VLR
A>Q> >K>IVWB FQ RPB FQ QL PRMMLOQ LO KBD>QB QE
>KA BSBKQR>IIV >00FSB >Q > @LK@IRPFLK >Q QEB E
OBPB>O@E

(VMLQEBPBP TLOH QL IFJFQ QEB P@LMB LC VLRO O
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I @LIMIBQB EVMLQEBPFP PELRIhde-KailRhB the

population, >KAthe pedicted elationship between the

variableP &LO BU>JMIB PLJB IFJFQP LK QEB PRKP@O
BU>JMIB >0OB QEB KRJ?BO LC >MMIF@>QFLKP MBO A:>
dKLOJ>le >JLRKQ LC BUMLPROB >P LMMLPBA QL TLC
LRQPFAB >Il A>V TFQELRQ MOLQB@QFSB @ILQEFKD !
>|PL >MMIFBP QL > PMB@FCF@ MLMRI>QFLKcFK QEFP (
TFQE BIBS>QBA JBI>KLJ> OFPH /K@B BPQ>?IFPEB
EVMLQEBPFP TFIl DRFAB VLRO OBPB>O@E CLO @OBAF*?

&1?1->/4 %A1?@5;:?

7EBQEBO LO KLQ VLR @OB>QB > EVMLQEBPFP VLR T
@OB>@Beach questionsQL EBIM AFOB@Q VLRO OBPB>C
4EBPB NRBPQFLKP KBBA QL ?B >KPTBOBA QEOLRDE VLR
CLO VLR QL QELOLRDEIV FKSBPQFD>QB >KA >K>IVWB > (
>0B QEB J>GLO NRBPQFLKP QE>Q KBBA QL ?B >KPTBO
QL @OB>QB > PLIFA @LK@IRPFLK >?LRQ VLRO QLMF@ &
FJ>DFKB VLR >0OB >PHBA QL OBREB@Q@ EQEBKTBU>IP
LK PQRABKQ >@>ABJF@ PR@@BPP 4EBOB >0OB J>KV
@LRIA @ELLPB QL CL@RP LKcPQRABKQ JBKQ>l LO N
EB>IQE HKLTIBADB >QQ>FKJBKQ >KACLRUB®BKBRE
LC QFJBA BU>JP @RJRI>QFSB BU>JP SBOPRP >MMIF@
J>QBOF>IP >KA PL LK P QEBOB >0B PL J>KV >PMB@QF
QLMF@ VLR TFIl JLPQ IFHBIV KLQ E>SB QFJB QL >ABI
OBPB>O@E >Il LC QEBJ %PQ>?IFPEFKD OBPB>O@E NR
EBIM VLR CL@RP VLRO OBPB>0O@E LK PMB@FCF@ >0OB>
(LT AL VLR AB@FAB TEF@E >0B>P >0OB QEB OFDEQ :
OBPB>O@E ">PB VLRO AB@FPFLK LK C>@QLOP PR@E >
7E>Q FP VLRO >0OB> P LC FKQBOBPQ
7E>Q TFII ?B JLPQ IFHBIV QL MBOPR>AB QEB OB:
$FA QEBV >PH CLO > PMB@FCF@ QVMB LO >0B> LC OBF
FP QEBFO J>FK DL>I CLO QEB OBPB>O@E 7E>Q AL QEE
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>|QBRIMOLSB LO AFPMOLSB 7EF@E LC GHERBEMFBK @B
T>KQP LO S>IRBP JFDEQ EBIM DRFAB VLRO OBPB>0O@E
7E>Q >0OB>P @>K VLR CB>PF?IV OBPB>0O@E TFC
QFJB CO>JB LO >KV LQEBO IFJFQ>QFLKP VLR E>SB
I0OB QEBOB >KV >0OB>P TEBOB OBPB>O@E PBBJI
JFPPFKD LO RKABOABSBILMBA LK QEB QLMF@

/IK@B VLR AB@FAB LK > CBT >OB>P LC CL@RP VLI
@LKPQOR@Q OBPB>O@E NRBPQFLKP QL EBIM DRFAB \
QEOBB LO JLOB NRBPQFLKP >0B PQ>KA>0OA CLO > Q
PELRIA ?B TOFQQBK FK QEB CLOJ LC > NRBPQFLK >KA
FKNRFPFQFSB FK K>QROB ! MOLMBOIV TOFQQBK NRBEF
@IB>0 >KA @LK@FPB >K#hetokip>b&ing studied
(purpose), the variable(s¥KAhe population)C VLR TBOB
ALFKD OBPB>O@E LK QEB CFK>| BU>J BU>JMIB >?LSE
RKFSBOPRDRABKQIEORE@B VLRO OBPB>0O@E NRBPQ
JFDEQ ?B

]  7E>Q FP QEB @ROOBKQ PVPQBJ CLO CFK>I B
>KA TE>Q >OB QEB OB>PLK P CLO FQP PQOR@G
P@EBARIB

] (LT ALBP QEB @ROOBKQ PVPQBJ @LIJM>0OB Q
LQEBO PFJFI>0 RKFSBOPFQFBP FK@IRAFKD P@
BU>J DO>ABP! '8KA LSBO>Il DO>AR>QFLK O>QBP

]  (>SB>KV @LKKB@QFLKP ?BBK MOLSBK ?BQT
QEB CFK>I BU>J PVPQBJ >KA PQRABKQ >@>ABJF
PR@@BPP LO C>FIROB

4EB QVMB LC NRBPQFLK VLR @ELLPB ABMBKAP LK QEB
VLR @>K PQRAV VLRO QLMF@ >KA VLRO EVMLQEB
CLIILTFKD IFPQ FK@IRABP QEB PFU J>FK QVMBP LC
NRBPQFLKP

] =>/@/B7D3 ?C3AB7=4ALH CLO QEB
PFJFI>OFQFBP GROBIK@BP ?BQTBBK JRIQFMIB
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S>0F>?IBP

] /CA/: ?2C3AB7=<HA.LH CLO OBI>QFLKPEFMP
?BQTBBK QTL LO JLOB L@ @ROOBK@BP

] 3A1@7>B7TCBAB7=9BBH LRQ > ABP@OFMQFLK
>KA BUMI>K>QFLK CLO > PMB@FCF@ PFQR>QFL

] F>=@/B=@G ?C3ABEB{# QOV QL ?BQQBO
RKABOPQ>KA PLIBQEFKD QEOLRDE L?PBOS>QF

] $@271B7D3 ?C3ABABOBOJFKB TE>Q TFII
E>MMBK FK QEB CRQROB LO FC > @E>KDB E>MM

] <B3@3@VDA3AB7={»QEBO CBBA?>@H LK >
QLMF@ LO MBO@BMQFLK TFQELRQ >IQBOFKD G
LRQ@LJIB

ICQBO @OB>QFKD VLRO NRBPQFLKP VLR TFIl KBBA QL
?BPQ QVMB P LC OBPB>O@E QL EBIM VLR >KPTBO QEBJ

&FDROB VMIBP LC 2BPB>O@E 1RBPQFLKP | @QFSFQV


https://open.library.okstate.edu/app/uploads/sites/26/2019/07/Types-of-Research-Questions.png
https://open.library.okstate.edu/app/uploads/sites/26/2019/07/Types-of-Research-Questions.png
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4;:?5:3 &1?1->/4 ( E<1?

4EBOB >OB KRJBOLRP QVMBP LC OBPB>O@E >KA PLR
>S>FI>?I1B QL @LIMIBQB VLRO OBPB>0O@E 4EB QVMB L(
VLR @ELLPB PELRIA ?B ?>PBA LK QEB OEBQLOF@>| PF«
QEB AL@RJBKQ >P TBII >P QEB >PPRIMQFLKP VLR J>HE
QEB J>FK >RAFBK@B &LO BU>JMIB (DRUBREPEESED
BPP>VVLR DBKBO>IlV RPB PB@LKA>0OV OBPB>O@E
MR?IFPEBA @BBEBTBA PLRO@BP (TFREBOB@EKF@>|
AL@RJBKQP QEB QVMB LC OBPB>O@E T&LOLCQBK
FKPQ>K@B FC VLR >0OB @OB>QFKD > MOLMLP>| LK >
FPPRB VLR J>V FK@LOMLO>QB IL@>I KBTP PLRO@BP PC
QEB QLMF@ >KA @LJIRKFQV ABJLDO>MEF@P FK >A/
@OB>QFKD > @LJIRKFQV PROSBV

L PLRO@B QVMB FP ?BQQBO LO TLOPB QE>K LQEE
J>QQBOP FP QE>Q FQ >AAOBPPBP QEB CLIILTFKD >OF
PMB@FCF@ QLMF@ DBKOB >KA >RAFBK@B $LBP FQ

] (BIM VLR IB>OK JLOB ?>@HDOLRKA FKCLOJ>QFL
] 'KPTBO VLRO OBPB>O@E NRBPQFLK

] #LKSFK@B VLRO >RAFBK@B QE>Q VLRO >KPTBC
@LOOB@Q

] $BP@OF?B QEB PFQR>QFLK PROOLRKAFKD VLRI
NRBPQFLK

] 2BMLOQ TE>Q LQEBOP E>SB P>FA >?LRQ VLRO
OBPB>O@E NRBPQFLK P

3LRO@B QVMBP >0B DBKBO=>IlV AFSFABA FKQL Q
@>QBDLOpiRary reseach >KA secondary eseach

Primary Reseath FP OBPB>O@E QE>Q VLR @LIIB@Q >KA
VLROPBIC 4EFP @>K FK@IRAB >@QFSFQFBP PR@E >P L
BKSFOLKJIBKQ @LKAR@QFKD PROSBVP LO FKQBOSFE
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OB@LOAFKD JB>PROBJBKQP FK > [>? LO FK QEB CFBIA
OB@BFSFKD BIB@QOLKF@ A>Q> OB@LOABA ?V @LIMR(
Secondary Resear FP OBPB>O@E QE>Q RPBP A>Q> >KA
QE>Q E>SB ?BBK @LIIB@QBA >KA >K>IVWBA ?V LQEBO F
>KA MR?IFPEBA CLO LQEBOPg RPB

-@- ( >5-:3A8-@5;:

&LO VLRO OBPB>O@E QL ?B @LKPFABOBA S>IFA F(
OB@LJIJBKABA QE>Q tridngulate VLRO A>Q> "V
triangulate TB JB>K QE>Q VLR FK@IRAB FKCLOJ>QFLK C
QEOBBOEBKQ HFKAP LC PLRO@BP &LO BU>JMIB FC V
OBPB>0O@EFKD QEB MLPPF?IB BKSBAGBBRKD>! BET
@EBJF@>| MI>KQ ?RFIQ KB>0 > WL@=I>UF8EDLPB
QL FKQBOSFBT BKSFOLKJBKQ>| ?FLILDFPQP >?LRQ QE|
OFPHP LC QEBPMIEXERFLK OBPB>O@E K>QFLK>| FK@FAE
MI>KQ @LKPQOR@QREPIKESEPIL0 T>RB@LIM>0B
LCF@F>l T>QBO NR>IFQV >K>IVQF@P COLJ ?BCLOB >K
@EBJF@>| MI>KQ >MMB>OBA 5PFKD QEOBB QVMBP |
PQ>KA>0A FK >@>ABJF@ MR?IFPEFKD >KA P@FBKQFC
S>OFBA QVMBP LC FKCLOJ>QFLK TLOH QLDBQEBO Q
@LIMIBU DEDDRJIBKQ 4EFP >IPL J>HBP VLR QEB >RQEL
>MMB>0 JLOB @OBAF?IB >KA VLRO OBPB>0O@E JLOB QE
IP VLR ?BDFK VLRO OBPB>0@E MOL@BPP HBBM > CB’

JFKA

#ELLPB VLRO OBPB>0O@E QVMB ?>PBA LK TE>Q TFI
A>Q> CLO VLRO OBPB>0@E NRBPQFLK P

%KPROB VLR E>SB BKLRDE QFJB QL CB>PF?IV A
VLRO OBPB>0O@E FK QEB QFJB VLR E>SB QL @LJMIBQB >

#ELLPB OBPB>O@E >KA A>Q> QE>Q FP BQEFG
@E>MQBQOO JLOB FKCLOJ>QFLK LK BQEF@P >KA OBPB>(
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10.4 Types of Primary Research

3LJBQFJBP QEB FKCLOJ>QFLK VLR KBBA FP KLQ VBQ
LO MR?IFPEBA &LO BU>JMIB FC VLR >0B @OB>QFKD
LSBO QEB CB>PF?FIFQV LC FIMIBJBKQFKD > CLLA M>KQ
@LIIBDB @>JMRP VLR TFIl KLQ IFHBIV CFKA MR?IFPEBA
ELT J>KV BKOLIIBA PQRABKQP TLRIA >@QFSBIV @LKQC
QEB M>KJPOYEBPB PFQR>QFLKP VLR KBBA QL @OB>QB \
A>Q> QL ?>@H RM BERBKEDLO >KPTBO VLRO OBPB>O(
NRBPQFLK 4EBPB PLRO@BPCTEBOB VLR @OB>QB VI
A>Q>c>0B HKLTKEmary souces

"BILT >OB ABQ>FIP LK PBSBO>I @LJJLK QVMBP LC MO

OBPB>O@E FKQBOSFBTP PROSBVP MLIIP L?PBOS>QFL
LO J>M >K>IVPFP

Figure 2: Types of Primary Resezt


https://open.library.okstate.edu/app/uploads/sites/26/2019/08/Prim-Res.png
https://open.library.okstate.edu/app/uploads/sites/26/2019/08/Prim-Res.png
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:@1>B51C

)KQBOSFBTP >OB LKB LK LKB @LKSBOP>QFLKP ?BQT
FKQBOSFBTBO >KA > MBOPLK TEL E>P RKFNRB FKPFDE
QLMF@ -LPQ LC RP RPB MBLMIB >P PLRO@BP FK LRO M
PR@E TEBK TB >PH > COFBKA CLO > OBPQ>RO>KQ OB@L
LO TEBQEBO > JLSHEDRFE T>Q@EFKD 7EFIB TB J>V >PH
MBLMIB CLO QEBFO FKRKRBASFRTP >OB > CLOJ>| T>V LC
D>QEBOFKD FKPFABO FKCLOJ>QFLK LK > QLMF@ TB J>\
I>@H 4EBOB >OB PBSBO>l C>@QLOP VLR JRPQ @LKP
ALFKD >K FKQBOSFBT CLO OBPB>0@E MROMLPBP

7EBK @ELLPFKD >K FKQBOSFBTBB QEFKH >?LRQ TE
LC FKCLOJ>QFLK VLR7EBE®>K DFSB VLR QEFP FKPFDEC
7EL E>P QEB ABQ>FIP #>K LKB MBOPLIO {PVER
KBBA JRIQFMIB FKQBOSFBTP d%UMBOQPe >OB K
OBPB>O@EBOP TFQE 0E$P ALFKD >@>ABJF@ TLOH OB
PMB>H TFQE >RQELORCBOBKQ AFSPLKP 4EBV @>K E>S
PR?GB@Q BUMBOQFPB E>SFKD ALKB P@ELI>OPEFM F
PL@FBQ>I MLPFQFLK > OBIBS>KQ TLOH QFQIB L(
BUMBOFBK@B IFSFKD LO TLOHFKD FK > M>0OQF@RI>O F
RM @ILPB CFOPQE>KA SFBT LC QEB PFQR>QFLK DFSI
>RQELOFQV QL PMB>H >P >K BUMBOQ LK QEB QLMF@

4EBOB >0OB PBSBO>l QVMBP LC FKQBOSFBTP QL @E
#ELLPB QEB QVMB ?>PBA LK QEB QLMF@ QEB QVMB L(
VLR TFPE QL FKQBOKRBIE>Q FP @LKSBKFBKQ CLO Q
FKQBOSFBTBB 3LJB FKQBOSFBT QVMBP FK@IRAB

] <27D72C/: 4/13 B= 4/4EB PQ>KA>0A
FKQBOSREBA CLO KLK PEV M>OQF@FM>KQP TFI
QL PE>OB QEBFO QELRDEQP LK QEB QLMF@

] (3:3>6=<3! DLLA LMQFLK TEBK QO>SBI FP KLQ
MLPPF?IB ?RQ FQ @SR@RBIGFGL CRIIV AL@RJIBKC
QEB @LKSBOP>QFLK
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] /7: !DLLALMQFLK TEBK P@EBARIBP >OB
@LKCIF@QFKD FQ >IILTP CLO FKQBOSFBTBB QL
>Q QEBFO @LKSBKFBK@B

] =1CA @C>5PBCRI TEBK > PLIL M>OQF@FM>KQ
EBPFQ>KQ LO TEBK VLR T>KQ QL >PH QEB P>JB
NRBPQFLK P QL JRIQFMIB MBLMIB

)K >K FKQBOSHBR T>KQ QL >PH NRBPQFLKP QL DBQ FK
ABQ>FIP RKFNRB L?PBOS>QFLKP >KA BUMBOFBK@BP T
LO @ROOBKQ PFQR>QFLK %K@LRO>DB QEB QBIIFKD |
>KB@ALQBP 4EB ?BPQ T>V QL DBQ FKPFABO FKCLOJ
ABQ>FIBA >KPTBOP QL dpensePded questiond.O
NRBPQFLKP QE>Q >PH CLO BUQBKPFSB ABQ>FIP >P
PFKDIB TLOA >KPTBOP 3BB PB@QBLBFMP LK TOFQFKD
LMBK BKABA NRBPQFLKP 4EBPB ABQ>FIP @>K >AA AE
FKPFDEQ QL VLRO QLMF@ >KA PLJBQFJBP BSBK AFOI
LQEBO >OB>P VLR E>A KLQ QELRDEQ QL OBPB>O@E
PROMOFPBA FC >K FKQBOSFBT kHBPIMIBRQEIV KBT
AFOB@QFLKP LKB QE>Q QROKP LRQ QL ?B JR@E JLOB
QE>K QEB AFOB@QFLK VLR TBOB CLIILTFKD ?BCLOB

/C @LROPB FKQBOSFBT @LKQBKQ JRPQ ?B BS>IR>QE
>KV LQEB®IB >KV LQEBO PLRO@B J>QBOF>| QEB >KPTB
A>Q> VLR D>QEBO @LRIA ?B ?F>PBA +BBM QE>Q MLPPF
JFKA TEBK RPFKD QEB FKCLOJ>QFLK 4E>Q FP M>0OQ LCE
QEB @OFQF@>| QEFKHFKD QE>Q OBPB>O@E >PPFDKJE
CLO MOLAR@FKD OLQBKQF>IIV ?F>PBA LO KLQ PLJE
PLRO®B§FOPQE>KA BUMBOFBK@B FP ?BPQ >KA OB@LD
QEBV CBO @>K EBIM VLR LMBK RM QL AFSBOPB FAB
TLOIASFBTP QE>Q VLR TLRIA LQEBOTFPB JFPP 5PB
FKQBOSFBT QB@EKFNRBP PR@E >P MRQQFKD QEB F
B>PB RPFKD >@QFSB IFPQBKFKD QB@EKFNRBP QL BK
QL Q>IH >PHFKD CLIILT RM NRBPQFLKP >KA QE>KHFKL
QEB BKA LC QEB FKQBOSFBT
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'‘A>B1E

0>MBO LO BIB@QOLKF@ PROSBVP MOLSFAB >KPTBOP
OBI>QBA QL QEB QLMF@ "RQ ?B >T>0B QE>Q >KPTBOI
IFJFQBA ?V QEB PROSBVBREGEDOQEB A>Q> D>QEBOBA F
LKIV >P DLLA >P QEB NRBPQFLKP >PHBA 3ROSBVP >OE
IB>OK JLOB >?LRQ > PMB@FCF@ DOLRM LC MBLMIB >l
>P >sample >KA FK@IRAB IL@>IFWBA FKCLOJ>QFLK PR
>QQFQRABP E>?FQP LO KBBA CLO @E>KDB

9LR JRPQ CFOPQ AB@FAB TE>Q QVMB LC FKCLOJ>QFL
QL HKLTE>Q FP QEB MROMLPB LC QEB PROSBV 7EL >KA
AL VLR T>KQ QL HKLT JLOB >?LRQ 3ROSBMBQT¥II Q>0
@BOQ>FK DOLRM LC MBLMIB TFQE PMB@FCF@ @E>O:
BU>JMIB FC VLR TFPE QL OBPBSB@ERIBEBEP LC > KBT
MLIF@V FK QEB TLOHMI>@B VLR TLRIA T>KQ QL DBQ O
COLJ >l ABM>0OQJBKQP QEB@SBB ¢ QEB MLIF@VCcKLC
GRPQ COLJ LKB ABM>0QJBKQ 4EFP DOLRM LC MBLMIE
> sample 9LRO P>JMIB J>V E>SB ?0L>A LO IFJFQBA
@E>0>@QBOFPQF@P ?RQ FQ BBRIYERB-KEl @>8B0
QEB @E>0O>@QBOFPQF@P VLR ABPFOB

4EB J>FK @>QBDLOFBP LC PROSBVP >0B E>O0A@LM
>KA BIB@QOLKR@ @ELF@B TFIl ABMBKA LK QEB QLMF(
QEB P>JMIBCTEBOB >KA ELT >0OB QEB ?BPQDBQ@BP QL
VLRO FKQBKABA P>JMIB LC MBLMIB )K QEB >?LSB BU:
FC VLR CL@RP LK BJMILVBBP LC QEB ?RPFKBPP VLR .
JLOB OBPMLKPBP ?V E>KAFKD LRQ M>MBO PROSBVP FK
OLLJ LO ?V DLFKD ABPH QL ABPH FC VLR E>SB > C>FOIV
LO @LII>?LO>QFSB TLOHMI>@B-QLOEBBLL.OHMI>@B FP
JLOB OBPBOSBA LO TLOH FP FKAFSFAR>| >K BJ>FIBA Bl
PROSBV J>V ?B JLAB@QFSB -LOB LCQBK MBLMIB @EL
BIB@QOLKF@ PROSBVP CLO @LKSBKFBK@B >KA AFPQC
IFPQPBOSP @LJM>KV BJ>FI IFPQP >KA PL@F>I JBAF>
GL? VLRO @LJM>KV J>V MOLSFAB >@@BPP QL M>FA F
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?RQ QEBOB >0B J>KV COBB LMQFLKP >S>FI>?IB PR@E
&LOJP 3ROSBV-LKHBWA 3ROSBV'FWJL

5KIFHB >K FKQBOBFBHE PROSBVP VLR T>KQ QL J>FKI\
>PHlosed questiontNRBPQFLKP TEBOB WBR EGFIJFQBA
>JLRKQ LC OBPMLKPBP QL @ELLRB@L.RFB PLJB
LMBK NRBPQFLKP ?RQ JLPQ LCQBK VLR TFIl MOLSFAB Q
LMQFLKP BD d$L VLR @LKPFABO QEB CLIILTFKD PQ:
QORB LO C>IPB e LO d(LT J>KV QFJBP > TBBH AL VLR TL
LRQ > QFJBP ? QFJBP @ QFJBP A LOJLOB
QFJBP e B .BSBO

&LO > PR@@BPPCRVPROBBRPR>IIV KBBA QTL QVMBP
LC NRBPQFL#&mographic questions>KA content
guestions. Demographic questionsPH CLO DBKBO>|
@E>0>@QBOFPQF@P LC QEB OBPMLKABKQ PR@E >P :
DBKABEB QVMB LC ABJLDO>MEF@ NRBPQFLKP VLR >F
ABMBKA LK QEB P>JMIB CLO QE&hRROGEEtionsOB
NRBPQFLKP >?LRQ QEB QLMF@ VLR >OB PBERE EFKL
_ CLOQFMP LK TOFQFKD @ILPBA BKABA NRBPQFLKP -
FKPFDEQ FKQL QEB OBRMBAEN)YKA HKLTIBADB LC QEF
QLMF@ VLR >0OB OBPB>O@EFKD

$:88

3FJFI>0 QL > PROSRUII FP > PFKDIB @ILPBA NRBPQF
>PHBA LC QHBBQ>P>JMIB 4EB DL>| LC > MLII NRBPQFL
FP QL D>RDBJREBBIFKDP QLT>0OA >K FAB> RPR>IIV FK |
PFIMIB NRBPQFLKCcTEL FP FKQBOBPQBA 7EL E>P EB>0OA
QLMF@LRIA QEB >RAFBK@B ?B FKQBOBPQBA FK FIMIB.
> @BOQ>FK @E>KDB &LO BU>JMIB MBOE>MP VLR TFPE
ELT J>KV MBLMIB FK VLRO TLOHMI>@B TLRIA MOBCBO CI
MBO TBBH TLOH P@EBARIB VLR @LRIA B>PFIV @OB>(
NRBPQFLK QL DBQ QEFP FKROFHQIHAL® OB@BFSB FK

ABMQE FKCLOJ>QFLK TFQE > PFKDIB MLII NRBPQFLK ¢
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MLII NRBPQFLKP PELRIA ?B RPBA FK @LKGRK@QFLK T
CLOJP LC OBPB>O@E TEBK RPBA CLO MOLCBPPFLK>I OE

#.21>B-@5;:

/?PBOS>QFLK FP T>Q@EFKD >KA ABP@OF?FKD >K FPPRI
QL @OB>QB @LILOCRI ABP@OFMQFLKP >KA ABQ>FI /7
> DLLA @ELF@B TEBK VLR T>KQ QL IB>OK JLOB >?LR
PFQR>QFLK >P FQ K>QRO>IIV L@@ROP /?PBOSB QEB F
FP E>SMMBKFKD ?>PBA LK MOFLO MRLTFEADE(® QL
L?PBOSB QEB FPPRB JLOB QE>K LK@B MOBCBO>?IV ¢
>KA QFJBP QL PBB FC >KV M>QQBOKP ABSBILM FC QEB
LC QEB MOL?IBIBGRCOLJ VLRO LOFDFK>| >PPBPPJBKQ
QEB MOL?IBJ FP @LKKB@QBA QL LQEBO >OB>P VLR J>\
@LKPFABOBA

/?PBOS>QFLK PELRIA CL@RP LK OB@LOAFKD ABQ
@OB>QFKD ABQ>FIBA ABP@OFMQFLKP LC QEB BSBK(
L?PBOS>QFLK FP ?BPQ QELRDESUhRREPRIIBYCOLJ
OB@LOABA FJ>DBP 4EB AO>T?>@H LC MOBOB@LOABA
QE>Q VLR LKIV DBQ FKCLOJ>QFLK COLJ LKB MBOPMB(
J>V JFPP LRQ LK LQEBO L?PB0OS>?IB PBKPLOV FKMRQ Q
FQ FP ?BQQBO QL L?PBOSB >KA J>HB KLQBP CFOPQ E>K

4EB A>Q> KBBAP QL ?B SBOFCF>?IBcKLQ GRPQ [
FIMOBPPFLKP &L@RP LK PMB@FCF@ FK@FAB
@LKSBOP>QFLKP ABP@OF?B QEB PBQQFKD >KA M(
@LK@OBQB ABQ>FIP QE>Q @>K ?B SBOFCFBA LO L
FKPQORJBKQ>QFLK 2B@LOA >KA ABP@OF?B VLRO FJN
QEB JLIBKQ AL KLQ OBIV PLIBIV LK JBJLOFBP &LO BU>J!
> @LJILK FPPRB >@OLPP QEB RKFSBOPFQV @>JMRP F¥
FK QEB 3QRABKQ S5KFLK AROFKD IRK@E /?PBOSFk
OB@LOAFKD ABQ>FIP AROFKD IRK@E TLRIA >IILT VLR QL
QEB FPPRB FABKCBORKAFEPMB@QP LC QEB MOL?IBJ
I>QBO MOLSFAB PLIRQFLKP ?>PBA LK VLRO L?PBC
(LTBSBOVLR JRPQ J>HB L?PBOS>QFLKP FK > OBIF>?IB ]
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)C VLR T>KQBA QL ABQBOJFKB TEBQEBOCBEBBEJ>P F
PB>QFKD FK QEB 3QRABKQ 5KFLK AROFKD EEB IRK@
TLRIA KLQ ?B BKLRDE QL PFIMIV ABP@OF?B QEB AFKF
>P d?RPVe LO d@OLTABAe >OLRKA IRK@EQFJB )K
P@FBKQFCF@>IIV ABQBOJFKB ELT ?RPV >KA @OLTABA
>OB> FP MBOE>MP ?V @LRKQFKD ELT J>KV PB>QP LM
TFQEFK > DFSBK QFJB MBOFLA LO ?V @LRKQ ELT J>KV
>QB QEBFO JB>| PQ>KAFKD LO PFQQFKD LK QEB CILLO

-@- ;> 1-< :-8E?5?

)C VLRO DOLRM E>P > QLMF@ QE>Q FKSLISBP M>MBC
PEBBQP J>MP LO LQEBO AL@RJBKQ QVMBP VLF
FK@LOMLO>QB QEBFO >K>IVPF FKQL VLRO MOFJ>OV OF
>OB ALFKD OBPB>O@E LK PMB@FCF@ FPPRBP FK >
2RPFKBPP KRJ?BO LC >S>FI>?IB LRQIBQP OBKLS>C
BUM>KPFLK MI>KP I>@A@B P®>@B CLO KBT BJMILVBB
BQ@ VLR @LRIA >K>IVWB ?IRBMOFKQP J>MP LC
PMOB>APEBBQP )J>DFKB VLR >OB OBPB>O@EFKI
>S>FI>?FIFQV FK QEB @>IMRRIEPRIB\@LKPRIQ J>MP
LC QEB IF?0>0V QL PBB QEB @ROOBKQ LRQIBQ IL@>QF
>@@BPPF?§IFQBGLRIA @LIM>0B QEBPB J>MP QL LIA
SBOPFLKP LC QEB IF?0>0V PBQRM LO @LJM>OB QL J>M
IF?0>0FBP QL PBB ELT QEBV MOLSFAB BKLRDE LRC
PQRABKQP )C MLPPF?IB RPB >Q IB>PQ QEOBB PFJFI>C
CLO >K>IVPFP QL PELT > QOBKA

>1-@5:3 :@1>B51C -:0 'A>H
%A1?@5;:?

4. MOBM>0OB CLO PBSBO>I QVMBP LC MOFJ>0OV OBPB>
FKQBOSFBTP MLIIP >KA PROSBVP VLR TFIl KBBA QL
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NRBPQFLKP 4EB @LKQBKQ LC QEB NRBPQFLKP PELRIA
VLRO OBPB>O@E DL>IP 4EBPB NRBPQFLKP @>K ?B AF
QTL QVMBRen-ended questionssKA closed-ended
guestions

"BCLOB VLR ?BDFK AO>CQFKD VLRO PROSBVP FKQB
MLIIP VLR PELRIA IB>OK >P JR@E >?LRQ QEB QLMF@c>K
P>JMIBc>P MLPPF?IB #LKAR@QFKD PB@LKA>0OV OBPB
QEB QLMF@ >KA P>JMIB @>K EBIM VLR DBQ > PLIFA CL
CLO VLRO MOFJ>0OV OBPB>O@E 4EFP TFIl EBIM VLR ¢
NRBPQFLKP QE>Q DIB>K PLIFA A>Q> >KA EBIM VLR Q
OBPB>O@E QL QEB OBPMLKABKQP 4EBK @LKPQ!
FKQBOSHROSBYMA MLII NRBPQFLKP QL EBIM dCFIl FK ¢
D>Me @OB>QBA ?V JFPPFKD LO FK@LJMIBQB OBPB>C

QLMF@

+>5@5:3 #<1: :010 %A1?@5;:?

Open-ended questior©B PQOR@QROBA QL BK@LRO>DB A
OBPMLKPBP TEF@E CL@RP LK QEBBLBMBOKNSRBE LO
CBBIFKDP 4EB MLFKQ FP QL BK@LRO>DB > IBKDQEFE
QEBPB NRBPQFLKP PELRIA ?B >PHBA FK > T>V QE>Q
JLOB QE>K > dVBP KLe OBPMLKPB /MBK BKABA NRBPQF
BPMB@F>IIV FIMLOQ>KQ CLO FKQBOSFBTP &LO BU>JMI
>PH PLIBLKB d7E>Q AL VLR QEFKH >?LRQ QEB @>KAl
ORKKFKD CLO J>VLO e 4EFP FP >K LMBK BKABA NRBPQ
BK@LRO>DBP > ABQ>FIBA QBRMLEBFBB 4.MBK BKABA
NRBPQFLKP FQ FP EBIMCRI QL ?BDFK QEB NRBPQFLK TF
MEO>PBP PRe@jaiR, describe, tell me abouOvalk me

through your experience withE

+>5@5:3 8;?10 :010 %A1?@5:;:

Closed-ended questior®B PQOR@QROBA QL IFJFQ QEB >S
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OBPMLKPBP RPR>IIV QL > PFKDIB TLOA WRIBBG
LMQFLK )K QEB @>PB LC PROSBV >KA MLII NRBPQFLKF
IFJFQ QEB OBPMLKPB BSBK CROQEBO ?V MOLSFAFI
@ELF@BP ! @ILPBA NRBPQFLK SBOPFLK LC QEB J>VLO
>?LSB FP d7EF@E @>KAFA>QB CLO J>VLO AL VLR IF}
JLPQe TFQE QEB @>KAFA>QBPg K>JBP IFPQBA >P
LMQFLKP /O d$L VLR ?BIFBSB QEB @ROOBKQ @>JMRI
LMQFLKP MOLSFAB BKLRDE S>OFBQV CLO SBDBQ>OF>K

%A1?@5;:E<1?

7EBK VLR @OB>QB @ILPBA NRBPQFLKP CLO > PROSBV L
TFIl >IPL J>HB AB@FPFLKP >?LRQ QEB QVMB LC NRBPQ
RPB 4EBOB >0OB PBSBO>| QVMBP LC @LJJLK NRBPQFLKI
@ELLPB COLJ FK@IRAFKD ?RQ KLQ IFJFQBA QL 2>KHFK
'DOBBJBKQ 3@>IBP .2 1RBPQFLKP -RIQFMIB #ELF@B
>KA#EB@H !ll 4E>Q MMIV
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Figure 3: Commonly Used Closed Question Examples; Multiple
choice question &m Example Analytical Report (see section
10.7).

4EB QVMB LC NRBPQFLK VLR @ELLPB TFIl ABMBKA LK (
LC FKCLOJ>QFLK VLR T>KQ CRIHK:DB QTL PFJFI>O
NRBPQFLKP >KA >KPTBO LMQFLKPEELJBEBA.C A>Q>
D>QEBOBA TFIl TEBABEQ )J>DFKB VLR >0OB OBPB>0@
AFCBOBKQ QVMBP LC @>JMRP FJMOLSBJBKQP )C \
PQRABKQP QL d#EB@H >Il @ZbR EMMIRBB TEF@E FAB>P
>0B DBKBO>IIV MLMRI>O LO REMLRIRPHDQEB PQRABKQP
QL d2>KHe QEB FAB>P VLR @>K RPB QEB A>Q> QL FKCE
QEB JLPQ MLMRB@®LKA JLPQ MLMRABL CLOQE )Q FP
> PIFDEQ AFPQFK@QFLK ?RQ @BRBK@EBARBEKD A>Q>
>K>IVPFP

Figure 4: Comparing Question for Diffent Data Results.

>1-@5:3 :?C1>?

9LR JRPQ DFSB >MMOLMOF>QB OBPMLKPB @ELF@BP C
NRBPQFI4EB QVMB LC OBPMLKPBP TFIl S>0V >@@LO/
TE>Q QVMB LC FKCL VLR KBBAQL VR T@>K DBQ >P


https://open.library.okstate.edu/app/uploads/sites/26/2019/08/Diff-data-Q.png
https://open.library.okstate.edu/app/uploads/sites/26/2019/08/Diff-data-Q.png
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JR@E S>OF>QFLK DLLA A>Q> >P MLPPF?IB >KA >IPL Q
LC NRBPQFLK VLRLAPHERQRIA FK@IRAB >Q IBuPQ LKB
>KPTBO LMQFLK CLO JLPQ NRBPQFLKmM&as®er>IMIB
prefer not to answer LO other 4EFP LMQFLK >IILTP
OBPMLKABKQP QL >KPTBO NRBPQFLKP TEBK QEBFO LN
MOLSFABA >KA LO @LKQFKRB QEB PROSBV FC > NRBP
QEBJ RK@LJCLOQ>?IB

:99:: ??7A17?

2BD>0OAIBPP LC TEBQEBO VLR @OB>QB >K LMBK LC
NRBPQFLK VLR PELRIAegitivaly waded questions
double-bareledquestions>KAbiased questions

] "35/B7D3:G E=@232 ?C3ABYRHACLO KBD>QFSB
A>Q> &LO BU>JMIB FC VLR >PHBA d(LT J>KV
QFJBP MBO TBBH >0OB VLR RK>?IB QL >@@BPP Q
ALLO IL@H >CQBO ELROP e VLR >0OB >PHFKD CLC
J>KV QFJBP PLIBQEFKDGALEBRDREFP QVMB
LC MEO>PFKD @>K @LKCRPB PLJB OBPMLKABKC
TEF@E @LRIA IB>A QL ?>A A>Q> )Q FP ?BPQ QL (
QEBPB NRBPQFLKP QL >PH CLO > MLPFQFSB >JL
PR@E >P d(LT J>KV QFJBP MBO TBBHB*B VLR
QL>@@BPP QEB ALLO IL@H >CQBO ELROP e

] =C0:30/@@: 32 ?C3AB7=xRH >?LRQ QTL LO

JLOB FAB>P PR@E >P d(LT J>KV QFJBP MBO TBE
AL VLR PMB>H TFEESR@=AJFKFPQO>QFLK TEBK
VLR E>SB > MOL?IBJ e 4EFP NRBPQFLK >PHP >?L|
QTL AEBOBKQ FAB>PcPMB>HFKO FKQE PQ>C

PMB>HFKD TFQE >AJFKFPQO>QFLK 4EB >JLRKQ
@LKQ>@Q MBO TBBH @LRIA S>0V DOB>QIV ?BQ
QEBPB QTL DOLRMP )K @>PBP PR@E >P QEBPB
QEB NRBPQFLK QL >AAOBPP LKIV LKB QLMF@ LC
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FKQL JRIQFMIB NRBPQFLKP

] 7/A32 2C3AB7=JAHB >PPRIMQFLKP >?LRQ QEB
OBPMLKABKQ LO IB>A QEB OB>ABG&QD >K >KPTB
BU>JMIB d(LT J>KV QFJBP > TBBH AL VLR
BK@LRKQBO QEB QBOOF?IB PB>QFKD PFQR>QF
3QRABKQ 5KFLK e TFIl BK@LRO>DB VLRO >RAFBI
QL SFBT QEB PB>QFKD PFQR>QFLK >P dQBOOF?
QEBV E>A KLQ MOBSFLRPIV @LKPFABOBA QEB F
QL ?B MOL?IBJ>QF@ )Q @F@RBABC KLQ
FIMI>KQ FAB>P @LKCRPB QEB M>0QF@FM>KQ
@LJIMFIB JFPIB>AFKD FKCLOJ>QFLK &LO BU>JMI
FJ>DFKB VLR TLOH CLO >K F@B @OB>J @LIM>K
>KA KBBA QL MOLSB QE>Q @EL@LI>QB F@B @0
JLPQ MLMRI>O CB{SR6PH FK VLRO PROSBV
d$L VLR IFHB @EL@LI>QB F@B @OB>J e
2BPMLKABKQP TFI MOL?>?IV P>V dVBP e (LTBSB
QEFP FP KLQ > @LIMIBORPROB@#RPB >
MBOPLK IFHBP @EL@LI>QB F@B @OB>J ALBP KL
FQ FP QEB JLPQ MLMRI}KPQBSAO/LR PELRIA
>PH PBSBO>| NRBPQFLKP LKB LC TEF@E JFDEQ
PMB@FCF@>1IV >PH OBPMLKABKQP QL OBSB>I
C>SLOFQB F@B @OB>J CI>SLO

IQ LQEBO QFJBP VLR J>V IB>A QEB OBPMLKABKQ TFQE |
LO J>HB >PPRIMQFLKP LC ELT QEB OBPMLKABKQ >K
B>OIFBO NRBPQFLKP &LO BU>JMIB FC VLR >OB ALFKD
LSBO BUQBKAFKD IF?0>0V ELROP VLR @LRIA >PH

] $L VLR QEFKH QEB IF?0>0V PELRIA BUQBKA QEE
ELROP

9BP .L ->Vv?B .

] 7EBK PELRIA QEBV BUQBKA QEBV BUQBKA QEBF
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ELROP

>] >J /MBK EOP

] 7E>Q QB@EKLILDV AL VLR T>KQ QL FIMOLSB >Q
IF?0>0V

MOFKQBOP JLOB @LJMRQBOP JLOB LRQIBQP

)K QEB >?LSB BU>JMIB QEB PB@LKA NRBPQFLK FP TC
QELRDE QEB >KPTBO QL QEB CFOPQ WRERQFQEBII 7B
J>V KLQ ?B QEB @>PB 7E>Q FC QEB MBQOWRLKO-KPTBOE
Maybe QL QEB CFOPQ NRBPQFLK 4EB PB@LKA NRBPQF
LMQFLK QL >IILT CLO AFPPBKQ LO AFP>DOBBJBKQ !IPL |
QEOBB >PPRJBP QE>Q QEB OBPMLKABKQP T>KQ Ql
PLIBQEFKD QB@EKLILDV OBI>QBA TFQELRQ QEBJ P>\
>KA QEB OBPMLKPBP IFJFQ QEB >KPTBOP QL LKIV QEO!
QB@EKLILDF@>| FIMOLSBJBKQ

/K@B VLR E>SB AB@FABA LK QEB QVMB LC FKCLOJ>C
KBBA COLJ VLRO PROSBVP LO FKQBOSFBTP J>HB PRO
?2>@H >KA OBSFPB VLRO NRBPQFLK PQOR@QROB >KA
>SLFA ?>A A>Q> QEOLRDE KBD>QFSBIV TLOABA NRE
ALR?IB ?>00BIBA NRBPQFLKP >KA ?F>PBA MEO>PFKD

$1>2;>95:3 '1/;:0->E &1?1->/4

7EBK @LKAR@QFKD MOFJ>0OV OBPB>O@E VLR D>QEBC
KBT A>Q> FQE PB@LKA>OV OBPB>0O@E VLR RQFIFWB BF
MR?IFPEBA A>Q> @OB>QBA ?V >KLQEBO >RQELO P 7EI
PBBJ > ?FQ dPFJMIBOe QL RPB PB@LKA>OV OBPB>O@E
J>KV >PMB@QP QL @LKPFABO TEBK @ELLPFKD >KA FK@
QEBPB PLRO@®BPREQ J>HB @ELF@BP >?LRQ PEB PLRC
S>IFAFQ¥>PBP >RQELO >KA MR?IF@>QFLKK&OBAF?F
FKCLOJ>QFLK NR>IFQV
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)K QLAS/@@LIMIBU FKCLOJ>QFLK I>KAP@>MB GRPQ
>KVQEFKD QE>Q @LKQ>FKP FKCLOJ>QFLK @>K ?B @
MLQBKQF>| PB@LKA>0OV PLRO@B &LO BU>JMIB JLPQ H¥
?LLHP TB?PFQBP GLROK>IP >KA KBTPM>MEEBQLTBSB(
MLPPF?IB PLRO@BP FK@IRAB OBPB>O@E OBMLOQP
M>MBOP CFBIA KLQBP MELQLDO>MEP TB?PFQBP >KA
MOLDO>JPFQE PL J>KV PLRO@BP >S>FI>?IB QEB NRBI
RPR>IIV FP KLQ TEBQEBO PLRO@BP BUFPQ CLO VLRO
TEF@E LKBP TFIl ?BPQ JBBQ VLRO FKCLOJ>QFLK F
#>QBDLOFWFKD > PLRO@B EBIMP VLR RKABOPQ>KA (
FKCLOJ>QFLK FQ @LKQ>FKP TEF@E FP > @IRB QL TEBC
JBBQ VLRO FKCLOJ>QFLK KBBAP >KA TEBOB QL ILLH CL
PFJFI>0 PLRO@BP

| PLRO@B @>K ?B @>QBDLOFWBA ?V TEBQEBO FQ
NR>KQFQ>QFSB KRJBOF@>l LO NR>IFQ>QFSB AEF
FKCLOJ>QFLK LO ?LQE TEBQEBO QEB PLRO@B FP
C>@QR>l LO MBOPR>PFSB LMFKFLK TEBQEBO QEB
> P@ELI>OMDLCBPPFLK>l LO MLMRI>O MR?IF@>QFLK >
PLRO@B#0J>Q P VLR J>V >I0B>AV ?B >?IB QL QBIl PLRC
@>K ?B FK JLOB QE>K LKB @>QBDLOV >Q QEB P>JB QFJi
QEB @>QBDLOFBP >0B KLQ JRQR>IIV BU@IRPFSB

Figure 5: Secondary Reseadr Categories.


https://open.library.okstate.edu/app/uploads/sites/26/2019/08/Sec-Res-Cat.png
https://open.library.okstate.edu/app/uploads/sites/26/2019/08/Sec-Res-Cat.png
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%A-@5@-@5B%A-85@-@5B

JKCLOJ>QFLK COLJ > PB@QLKA>0OV PLRO@B @>K ?B NR
LO NR>IFQ>QFSB TEF@E FP > HBV T>V QL @>QBDLOF'
3LJB PLRO@BP @LKQ>FK BFQEBO NR>KQFQ>QFSB FK
NR>IFQ>QFSB FKCLOJ>QFLK ?RQ PLRO@BP LCQBK @
Quantitative information FKSLISBP > JB>PRO>?IB
NR>KQFQVcKRJ?BOP >0OB RPBA 3LJB BU>JMIBP >OB IB
J>PP QBIJMBO>QROB >KA QFJB 1R>KQFQ>QFSB FKCL(
LCQOBK @=>tiida ?RQ @>K ?B QEFKDP LQEBO QE>K KRJ?
Qualitative informationFKSLISBP > ABP@OFMQFSB GRADJ
RPFKD @LK@BMQ TLOAP FKPQB>A LC KRJ?BOP F
ABP@OFMQFLKP LC > PFQR>QFLK >KA FKQBOSFBT A>Q>
FC VLR TBOB OBPB>O@EFKD ELT QL FIMOLSB VLRO IL@
NR>KQFQ>QFSB FKCLOJ>QFLK @LRIA FK@IRAB Dl
AL@RIBKQP TFQE PQ>QFPQF@P LK @ROOBKQ |
>ASBOQFPBJBKQP CLO IF?0>0V >@QFSFQFBP >Q PFJ
1R>IFQ>QFSB FKCLOJ>QFLK @LRIA ?B MR?IFPEBA @>PB
IF?0>0V RPB LO > IL@>I KBTPM>MBO PQLOV TFQE FKQ
IF?0>0V M>QOLKP

-l@ ;> #<5:5::

IK >RQEPMROMLPB @>K FKCIRBK@B QEB HFKA LC FKC
QEBV @ELLPB QL FK@IRAB FK > PLRO@B 4EFKH >?LR(
>RQELO MOLAR@BA > PLRO@B ?B@>RPB QE>Q OB>PL}
HFKA LC FKCLOJ>QFLK QEBV FK@IRAB $BMBKAFKD
MROMLPB QEB >RQELO J>V E>SB @ELPBK QL FK@IRA
>K>IVQF@>l >KA L?GB@QFSB FKCEQJJOVLE>3B
PRFQBA QEBFO MROMLPB QL FK@IRAB PR?GB@QFSB
IBPP C>@QR>l >KA >K>IVQF@>I FKCLOJ>QFLK 4EB
OB>PLK CLO MOLAR@FKD QEB PLRO@B >IPL ABQBOJF
QEBV FK@IRABA JRIQFMIB MBOPMB@QFSBP LO GRPQ (
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BU>JMIB > ?ILDDBO J>V OBSFBT > JLSFB ?>PBA LK MBOF
LMFKFLK BD QEBV IFHBA QEB >@QFLK P@BKBP LO C
J>FK >@QLO T>P AOB>JV TEFIB > MOLCBPPFLK>| JLSFB
TLRIA >MMOL>@E QEBFO QHSHBRQAMCBD P@BKB
@LIMLPFQFLK JRPF@>1 P@LOB >KA LQEBO NR>}
BIBJBKQP

$:<A8-> $>:21?7?5;:-8 -:0 ;> '/4;8->8E

7 B @>K >IPL @>QBDLOFWB FKCLOJ>QFLK ?V QEB BUMI
LC FQP FKQBKABA >RAFBK@B #LKPFABOFKD ELT dBUME
QL ?B QL RKABOPQ>KA QEB FKCLOJ>QFLK @>K FKAF@
QEB PLRO@B ESP@MBEQ @OBAF?FIFQV >KA QELOLR
4EBOB >0B S>0VFKD ABDOBBP LC BUMBOQFPB

] $=>C:/@0LMRI>O KBTPM>MBO >KA J>D>WFKB
>OQF@IB® Vshington PosfTheWall Street
Journal>KARolling Stone>0B JB>KQ CLMBI>0
DBKBO>| >RAFBK@B >OB DEKBOAIB >BA
>0B B>PV QL MRO@E>PB LO COBB 4EBV >0OB TO
PQE OFQBOP LO OBMLOQBOP >KA >0OB LCQBK
KBTP LMFKFLKP ?>@HDOLRKA FKCLOJ>QFLK >
BKQBOQ>FKJBKQ 4EBV >0OB SFPR>IIV >QQ0>@C
@>Q@EV QFQIBP >0OQTLOH >KA >ASBOQFPBJBI
KL CLLQKLQBP LO OBCBOBK@BP 4EBV >0OB MR?
?V @LJIBO@F>I MR?IFPEBOP >KA @LKQBKQ FP
>MMOLSBA ?V >K BAFQLO

] $@43AA7=<0OLCBPPFLK>| J>D>WFKB >0OQF@IBP
Plastic Sugical Nursing>KAViusic eacher
>0B JB>KQ CLO MBLMIB FK > M>0OQF@RI>0 MOLC
3QXCTOFQBOP LO LQEBO MOLCBPPFLK>IP TOFQ
IBSBI >KA TFQE I>KDR>DB RKABOPQLLA ?V QELP
QEB MOLCBPPFLK 4EBV >0B >?LRQ QOBKAP >K/
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COLJ QERDBEIBA CFBIA ?LLH OBSFBTP >KA @>P
PQRAFBP !0QF@IBP >0B LCQBK IBPP QE>K M>
J>V @LKQ>FK CLLQKLQBP >KA OBCBOBK@BP 4E
RPR>IIV MR?IFPEBA ?V MOLCBPPFLK>| >PPL@F>!
>KA @LIJIBO@F>| MR?IFPEBOP >KA IFHB MLMRI>
MR?IF@>QFLKP >0B MR?IFPEBA >CQBO >MMOLS
>K BAFQLO

] '16=/@:G3@ELI>0OIV GLROK>| >RQF@IBP
Science>KAEducation and Child Psychology)
>0B JB>KQ CLO P@ELI>OP PQRABKQP >KA QEB
MR?IF@ TEL T>KQ > ABBMBO RKABOPQ>KAFKD L
QLMF@ 2BPB>O@EBOP >KA P@ELI>OP TOFQB Q
>OQF@IBP QL MOBPBKQ KBT HKLTIBADB >KA CR!
RKABOPQ>KAFKD LC QEBFO CFBIA 4EBV @LKQ>
CFKAFKDP LC OBPB>O@E MOLGB@QP A>Q> >K/
>KA @>PB PQRAFBP 4EBV >0OB LCQBK ILKD LSB(
M>DBP >KA FK@IRAB CLLQKLQBP >KA OBCBOBK
>0B RPR>IIV MR?IFPEBA ?V RKFSBOPFQFBP
MOLCBPPFLK>I >PPL@F>QFLKP >KA @LJIJIBO@F:
MR?IFPEBOP #LKQBKQ FP >MMOLSBA ?V MBBO (
LO QEB GLROB&HLO

:9.5:10 $A><;?1?

3LIBQFJBP >RQELOP E>SB @LJ?FKBA MROMLPBP >P ]
J>OHBQBO AB@FABP EB @>K PBIl JLOB PJ>0Q MELKBF
FKCLOJ>QFSB P>IBP SFABL QE>Q >IPL BKQBOQ>FKFK
LCQBK E>SB JRIQFMIB MROMLPBP FK JLPQ P@ELI>OIV
&LO BU>JMIB P@ELI>OIV >RQELOP T>KQ QL FKCLOJ >KA
QEBFO >RAFBK@BP ?RQ QEBV >IPL T>KQ QL MBOPR>A
QE>Q TE>Q QEBV OBMLOQ >KA LO MLPQRI>QB FP > QOF
LC > PFQR>QFLK BSBKQ LO MEBKLJBKLRRIBKGEG>IFA >
QE>Q QEBFO >RAFBK@B JRPQ Q>HB > M>OQF@RI>O >
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?IBKA LC MROMLPBP QEB FKQBKQ QL BAR@>QB >KA
@LKPFABOBA QL QORJM QEB FKQBKQ QL MBOPR>AB

@1.@'-0o@1>7

IRQELO FKQBKQ J>QQBOP FK ELT RPBCRI QEBFO FKCL(
2B QL VLRO OBPB>O@E ABMBKAFKD LK TEF@E FKCLOJ:
VLR >OB QOVFKD QL JBBQ &LO FKPQ>K@B TEBK VLR
PLRO@BP QE>Q TFIl EBIM VLR >KPTBO > OBPB>O@E N
BSFABK@B CLO VLRO/ARPTBOT>KQ QEB RQEER
MROMLPB QL ?B QL FKCLOJ LOFE}R@ESBFKQBKQ QEB
>OB IFHBIV QL RPB C>@QP TEBOB MLPPF?IB J
MBOPMB@QFSBP IFQQIB PR?GB@QFSB FKCLOJ>QFLK
RK?F>PBA L?GB@QFSB I>KDR>DB QE>Q @FQBP TEBOB
FKCLOJ>QFLK 4EFP HFKA LC PLRO@B TFIl IBKA @OBA
VLROBRJIBKQ

:99;:'1/;:0->E &17?1->/4 ( E<1?

] ==9A RPR>IIV > PR?PQ>KQF>LEILRKQ
FKCLOJ>QFLK MR?IFPEBA >Q LKB QFJB >KA OBN
DOB>@BOQ LK QEB M>O®RQEIGEBKA >
MR?IFPEBO

] /5/H7<3A =C@</:AMR?IFPEBA COBNRBKQIV
@LKQ>FKFKD >0QF@IBP OBI>QBA QL PLJB DBKE
PMB@FCF@ MOLCBPPFLK>| OBPB>0O@E FKQBOE

] "3EA>/>3@AA>FIV LO TBBHIV MR?IF@>QFLK LC
BSBKQP LC PL@F>I MLIFQF@>I >KA IFCBPQVIB F

] + 30A7B3AFDFQ>| FQBJP B>@E @LKPFPQFKD LC
JRIQFMIB M>DBP MOLAR@BA ?V PLIBLKB TFQE
QB@EKF@>I PHFIIP /O E>SB QEB >?FIFQV QL M>'
PLIBLKB TFQB@EKF@>! PHFIIP
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]

@B71:3AFPQFK@Q PELOQ TOFQQBK MFB@BP (
JFDEQ @LKQ>FK MELQLP >KA >OB DBKBO>IIV QF
Timeliness=P TEBK PLIBQEFKD FP LC FKQBOBPQ
OB>ABOP >Q QEB MLFKQ LC MR?IF@>QFLK LO P!I
QEB TOFQBO FP QEFKHFKD >?LRQ LO OBPB>0@

DFSBK MLFKQ LC QFJB

=<43@<13 >/>3@AOFQQBK CLOJ LC M>MBOP
ABIFSBOBA >Q > MOLCBPPFLK>| LO OBPB>0@E (
@LKCBOBK@B 'RQELOP >0OB DBKBO>IIV
MO>@QR@RKIBPPFLK>IP LO P@ELI>OP FK QEB C

:=5A COBNRBKQIV RMA>QBA TB?PFQBP QE>Q A
KB@BPP>OFIV OBNRFOB BUQBKPFSB QB@EKF@
@>K ?B MR?IFPESACRYR>IIV >KVLKB CLO KL @LP(
QL QEBJPBISBP LQEBO QE>K QEB QFJB QEBV AB

@LKQBKQ @OB>QFLK 5PR>II\MLROHBOPV
QE>Q FKAF@>QB QEB A>QB QEBV TBOB TOFQQE

=1C;3<B/@73ASFPR>| TLOHP PR@E >P > CFIJ LO
QBIBSFPFLK MOLDO>J MOBPBKQFKD MLIFQF@>
LO EFPQLOF@>| PR?GB@Q J>QQBO FK > C>@QR
>KAFKCLOJ>QFSB J>KKBO /CQBK @LKPFPQP LC
>@QR>| KBTP CFIJP LO FKQBOSFBTP >@@LJIM>K
K>00>QFLK

#<:7<3 D723=RELOQ SFABLP MOLAR@BA ?V
>KV?LAVFQE > ILQ LC JLKBV LO > IFQQIB JLKBV
>?LRQ >KVQEFKD CLO QEB TLOIA QL PBB
#LJILK PFQBP CLO QERHBRUBXKA

6FJBL

$=21/ABAAFDFQ>| >RAFL CFIBP MOLAR@BA ?V
>KVLKB >KA >?LRQ >KVQEFKD >KA >0OB >S>FI>?||
ALTKIL>AFKD /CQBK ?V PR?P@OFMQFLK
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B-8A-@5:3 '1/;:0->E “A>/1?

%S>IR>QFKD PLRO@BP CLO OBIBS>K@B >KA @OB
FIMLOQ>KQ QL BPQ>?IFPE QEB S>IFAFQV LC QEB A>Q
TFQEFK 4EBOB FP KBSBO > MBOCB@R PERO@B 9
KBBA QL J>HB BAR@>QBA DRBPPBP >?LRQ TEBQE
FKCLOJ>QFLK FP DLLA BKLRDE CLO VLRO MROMLPB
QEFKHFKD FP > KB@BPP>0V PHFII VLRO MOLCBPPLOP >
TFIl BUMB@Q ,B>OKFKD QL BS>IR>QB PLRO@BP @>K >IF
COLJ ?BFKD ARMBA ?V C>HB KBTP >KA Q>HBK >AS>KQ>L
MLPQP QE>Q >OB FDKLO>KQ LO PFIMIV P@>JP

4L EBIM BS>IR>QB QEB NR>IFQV LC > PLRO@B >PH VLF
CLIILTFKD NRBPQFLKP >?LRQ B>@E PLRO@B

] CB6=@7BG

%C3AB7=3P QEB MBOPLB>KEW/>QFLK LO FKPQFQRQ
OBPMLKPF?IB CLO QEB FKQBIIB@QR> @LKQBKQ LC QE
HKLTIBADB>?IB FK QE>Q PR?GB@Q

<271/B=@A&LOJ>l >@>ABJF@ ABDOBBP VB>OP |
MOLCBPPFLK>l BUMBOFBK@B >@QFSB >KA PI
FKSLISBJIBKQ FK > M>OQF@RI>0O >0OB> >T>0AP >KA OB@

] 11C@/1G

%C3AB7=<LT COBB COLJ BOOLO FP QEFP MFB@E
FKCLOJ>QFLK

<271/B=@#.00B@Q >KA SBOFCF>?IB @FQ>QFLKP FK(
FP SBOFCF>?IB FK LQEBO PLROGBEEMBKIDIXRAECOP
LO>KFW>QFLKP >RQELO FP >RQELOFQV LK PR?GB@Q
E>P ?BBK MOLMBOIV BAFQBA QL AFPMI>V MOLCBPPFLK>

] #0831B7D7BG
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%C3AB7=¢LT L?GB@QFSB RK?F>PBA FP QEFP MFBC
FKCLOJ>QFLK

<271/B=@/RIQFMIB MLFKQP LC SFBT >0B >@HKLTIBA
>KA AFP@RPPBA ILDF@>IIV >KA @IB>0OIV PQ>QBJE
PRMMLOQBA TFQE AL@RJBKQ>QFLK COLJ > S>OFBQV
PLRO@BP MROMLPB FP @IB>0OIV BEKBBAGRAER LO
dI?LRQe PQ>QBJBKQ OBSB>IP > @LJIFQJBKQ QL QOFR
LO>KFW>@FORPABOPEFM @>KKLQ ?B B>PFIV AFSFAB/
@LJILK ABJLDO>MEF@ IFKBP BD IDBRGBE®@>|
>CFIF>QFLK >DB BQ@

] C@@x1G

3G %C3AB7=<JEBK T>P QEB FQBJ LC FKCLOJ>QFLK
MR?IFPEBA LO MOLAR@BA

<271/B=@MR?IF@>QFLK A>QB >PPFDKJBKQ OBPQO
BD VLR @>K LKIV RPB >OQF@IBP COLJ QEB I>PQ CF¢
VLRO QLMF@ >KA ELT NRF@HIV FKCLOJ>QFLK @E>KDE
CFBIA BD QB@EKLILDV LO EB>IQE QLMF@P TFII OBNI
OB@BKQ FKCLOJ>QFLK QL OBCIB@Q O>MFAIV @E>KL
BUMBOQFPB

] C273<13

%C3AB7=7EL FP QEFP FKCLOJ>QFLK TOFQQBK CLO L
MOLAR@Q ABSBILMBA CLO
<271/B=@&KDR>DB PQVIB QLKB ?F?IFLDO>MEFBP

]  5@5:3"A>/1?

)C VLR @OB>QB VLRO LTK OBPB>O@E A>Q> RPFKD
OBPB>0@E FKQBESEBBQ@ VLR AL KLQ KBBA QL
MOLSFAB > CLOJ>I @FQ>QFLK CLO QE>Q A>Q>c?B@
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@OB>QBA FQ VLR LTK FQLRBSBQ MOLMBOIV @FQB >K
FKCLOJ>QFLK VLR RPB COLJ >ll PB@LKA>OV PLRO@BP

5>1/@ %A;@1

2BPB>O@EBOP AL@RJIBKQ >KVQEFKD QE>Q FP AFOB
AEFP @>K ?B > MEO>PB PBKQBK@B M>0>DO>ME LO ILK
Q>HBK COLJ > PLRO@B ->HB PROB QL MI>@B NRLQ>QF
d e >OLRKA QEB ?LOOLTBA J>QBOF>| QL PELT QE>(
BU>@Q MEO>PFKD RPBA FK QRBIRPRO@R MIOLSFAB
> @LOOB@Q @FQ>QFLK >Q QEB BKA LC QEB PBKQBK@
?LOOLTBA FKCLOJ>QFLK >KA @OB>QB > CRI| OBCBOBK
LC QEB AL@RJIBKQ LK > OBCBOBK@B M>DB

$->-<4>-?21 -:.0 'A99->E

0>0>MEO>PBA LO PRJJ>OFWBA FKCLOJ>QFLK >IPL KBB
AL@RJIBKQBA RPFKD > @FQ>QFLK 0>0>MEO>PFKD F
FAB>P Q>HBK COLJ PLIBLKB BIPB >KA MRQQFKD QELPB |
VLRO LTK TLOAP 4EB I>KDR>DB RPBA KBBAP QL ?B LO|
>KA COBPER9@>KKLQ PFIMIV PTFQ@E > PBKQBK@B >
LO RPB > QEBP>RORP QL PT>M LRQ >IGBIRRM@AP 9
@LIMIBQBIV MRQ QEB FABS@BKQL QERPTIORQBO
TLOA QEFP FP RPR>IIV ALKB ?V QROKFKD >T>V COLJ QE
J>QBOF>l >KA OBMEO>PFKD (@EBQ>REBHRKQP COLJ
JBJLOV 1RLQ>QFLK J>OHP >OB KLQ RPBA ?RQ VLR JRF
> @FQ>QFLK QL DFSB @OBAFQ QL QEB LOFDFK>| PLR
EBIMCRI QL >AA >QQOF?RQFSB Q>DP QL QEB M>0O>MEO:

)C VLR E>SBOR@RIQV AB@FAFKD FC VLR PELRIA @EI
AFOB@Q NRLQB >M>0>MEO>PB LO > PRJJ>OV FK VLRO
QEFKH >?LRQ QEB CLIILTFKD ORIBP

] )A3/27@1B ?C=B/B7#C QEB TLOAFKD FP SBOV
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BILNRBKQ LO @BFO @E>KDFKD QEB TLOAFKD
TLRIA J>HB QEB NRLQB ILPB FQP FIMOBPPFLK 9
@>K >IPL AFOB@QIV NRLQB >K >RQELOFQV LK >
>AA @OBAF?FIFQV

] )A3/>/@/>6@/A3FC QEB FAB> FP JLOB FIMLOQ>K
QE>K QEB TLOAFKD !IPL RPB > M>0>MEO>PB QL
@E>KDB QEB BIJME>PFP LC >K FAB> @E>KDB QE
LC TLOAFKD PELT VLRO RKABOPQ>KAFKD LC
@LJIMIBU FAB>P @LKABKPB IBKDQEV FAB>P FK(
JLOB @LK@FPB BUMI>K>QFLKP LO IFKH QLDBQE
FAB>P QE>Q JFDEQ LQEBOTFPB ?B PBM>0>QBA
IBKDQEV M>0>DO>MEP LO M>DBP LC PRMMLOQ!
AL@RJIBKQ>QFLK

] JA3/AC;;/@G TEBK VLR KBBA QL PFIMIFCV LO
@LKABKPB BB&DTLOH FKQL QEB ?>PF@ MLFKQP

*57A-87?

IKV SFPR>IP DO>MEF@P >KA MF@QROBP TEF@E VLI
@OB>QB VLROPBIC KBBA QL ?B @FQBA /CQBK FKAFSI
QEBV @>K PK>D >K FJ>DB COLJ 'LLDIB >KA @LMV >KA |
FQ FKQL > M>MBO LO MOBPBKQ>QFLK TFQELRQ @FQ
MI>DF>OFPJ IKVQEFKD QE>Q T>P KLQ @OB>QBA FK TEL
TOFQBO KBBAP QL ?B.REQBAPL TFPE QL IFJFQ FJ>DB

PB>O@E OBPRIQP QL LMBK PLRO@B FJ>DBP LKIV ?BCL(
> DO>MEF@ QL RPB QL >SLFA @LMVORDESMFPERRBP 3l
CLO FKPQOR@QFLKP QL IFJFQ VLRO LKIFKB DO>MEF@P

#B1>88

IIT>VP DFSB @OBAFQ QL >KLQEBSBWBQPLKOH KBSBO
M>PP QEBL LR VLRO LTK 4EBOB >OB KRJBOLRP CLO.
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PQVIBP >S>FI>?IB PR@E >P!- #3% >KA I-1 )C
VLR >OB KLQ DFSBK > PMB@FCF@ CLOJ>Q QL RPE
AL@RJIBKQ @ELLPB > PQVIB RPBA FK VLRO CFBIA >Ki/
VLR >OB RPFKD FQ @REOBEDB >S>FI>?IB LKIFKB CLO
BSBOV PQVIB >P TBII >P ABQ>FIBA MR?IFPEBA J>KR>IP C
VLR KBBA QL DBQ JLOB FK ABMQE ! CBT TB?PFQBP QE
EBIM VLR TFQE @FQ>QFLKP FK@IRAB 2BCBOBK@B_FQ
EQQMP_TEFQB >R@HI>KA >@ KW &R /Tl
EQQMP LTI MROARB BAR LTI MROARB=HFAEQKFLK
>S@EFKBTT @FQ>QFLKJ>@EFKRAERDB 4EFP CLO -B
EQQOM TT®FQBQEFPCLOJB @LJ

IKA LC @LROPB VLRO RKFSBOPFQV IF?0>0V E>P J>K
>KA PQVIB DRFABP ?LQE BIB@QOLKF@ >KA MOFKQ CL(
VLR TFQE ?>PF@ @FQ>QFLKP >KA JLOB PMB@FCF@ PQ
LC CLOJ>Q 3BB>MQBTLO FKCLOJ>QFLK LK BQEF@P >
@FQ>QFLK

Media Attributions

] 4VMBP LC 2BPB>O@E 1RBPQFLKP
] OOFJ2BP

] 1RBPQFLK %U>JMIBP

] $FC A>Q>1

] 3B@ 2BP #>Q


https://www.cite.auckland.ac.nz/2.html
https://owl.purdue.edu/owl/purdue_owl.html
http://www.citationmachine.net/
http://www.citethisforme.com/




4-<@1> :-8E@5/-8 &l<>@7?

4-<@1> 'E:;;<?5?

4EB PQ>KA>0A @LJIJMLKBKQP LC QEB QVMF@>| >K>IVQ
>0B AFP@RPPBA FK QEFFK@HERAMBEBO MOBIFJFK>0V
@ELF@BP >RAFBK@B >KA MROMLPB @LKPFABO>QFL
PB@QFLKP LC OBMLOQP >KA CLOJ>Q !P VLR OB>A >KA
DRFABIFKBP 0OBJBJ?BO QE>Q QEBPB >0OB dDRFABIF}
@LJJ>KAIBKQP GBOBKQ @LJIJM>KFBP MOLCBPPFLKP
LO>KFW>QFLKP E>SB QEBFO LTK S>OFBA DRFABIF
OBMLOQPCcVLR TFIl KBBA QL >A>MQ VLRO MO>@QF@B
TBIl QEB LKBP MOBPBKQBA EBOB )K >AAFQFLK QL QEB ¢
PQVIB LC > PQ>KA>0A OBMLOQ QEB BKA LC QEB @E>N
ABQ>FIP LK QTL PMB@FCF@ PR?DBKOBP LC OBMLOQP
KBBA QL TOFQB AROFKD VLRO BAR@>QIPrisgrdsA ?BVLKAC
Reports>KAnternship and Co-op Reports

:@>;0A/@5::

IK>IVQF@>| OBMLOQP E>SB PMB@FCF@>QFLKP >P AL >|
LC MOLGB@Q 3MB@FCF@>QFLKP CLO OBMLOQP F
LO>KFW>QFLK >KA @LKQBKQ CLOJ>Q LC EB>AFKDP

ABPFDK LC QEB DO>MEF@P >KA PL LK 4EB >AS>KQ>
OBNRFOBA PQOR@QROB >KA CLOJ>Q CLO OBMLOQP

>KVLKB BIPB @>K BUMB@Q QEBJ QL ?B ABPFDKBA FK >
T>VCVLR HKLT TE>Q QL ILLH CLO >KA TEBOB QL ILLH C
FQ 2BMLOQP >OB RPR>IIV OB>ABKHEERGQVQL DBQ

349
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QL QEB FKCLOJ>QFLK QEBV KBBACHBV C>@QP @LK@IF
LQEBO BPPBKQF>IPc>P NRF@HIV >P MLPPF?IB

&LO BU>JMIB VLR JFDEQ CFKA GE:REGKS >OQF@IBP
KLKB QLL PQFJRI>QFKD .BSBOQEBIBPP GLROK>| >0Q
OBMLOQP >0B FIMLOQ>KQ >KA @>OBCRIIV @O>CQB
CLOJ>Q >KA L?GB@QFSB PQVIB IBKA QEBJ > RKFSBOJ
PL OB>ABOP COLJ S>OFLRP AFP@FMIFKBP @>K OB>AFI
RPB QEB @LJMIBU FKCLORQMIRLEBPPLOP TFIl @LKCFC
QE>Q ?RPV >@>ABJF@P O>OBIV OB>A OBMLOQP >
IFKB>OIVcJ>KV OB>ABOP @RQ OFDEQ QL 2BPRIQP >KA $
LO ILLH LSBO QEB Q>?IBP >KA CFDROBP ?BCLOB OB>AFK
QEBK GRJM >OLRKA QL QELPB ?FQP LC QEB OBMLOQ Q
OBIBS>KQ QL QEBFO KBBAP /CQBK QEBFO DL>| FP
BU@IRAB FKCLOJ>QFLK QEBV AL KLQ T>KQ LO KBBA

4EB P>JB @>K ?B P>FA CLO >KV QVMB LC OBMLOC
BPMB@F>IIV FIMLOQ>KQ CLO VLR QL TOFQB OBMLOQF
>@@BMQ>?IB CLO VLRO >RAFBK@B >KA QLMF@ TEB(
B>PFIV IL@>QB QEB ABPFOBA FKCLOJ>QFLK P VLR
QB@EKF@> OBMLOQP CLO VLRO @I>PPBP VLR E>
QBJIMI>QB FK TEF@E QL MRQ VLRO FKCLOJ>QFLK >KA
MIRD FK QL > QOFBA >KA MOLSBK QBJMI>QB QE>Q E>
LSBO J>KV VB>OP 5KABOPQ>KAFKD >KA @LKCLOJFKD
QBJIMI>QB TFIl EBIM VLIR-REWB @LIMIBU FKCLOJ>QFLK >
TBII >P JBBQ VLRO QB-PABERFCF@ KBBAP

7EBK VLR TOFQB QB@EKF@>| OBMLOQP KLQF@B ELT
PLJB PB@QFLKP >OB 4EFP ARMIF@>QFLK E>P QL AL
MBLMIB OB>A OBMLOQP 4EBV J>V PQ>0Q TFQE QEB
PRJJ>OWHFM >OLRKA >KA MOL?>?IV KLQ OB>A BSBOV
9LRO @E>IIBKDB FP QL ABPFDK OBMLOQP PL QE>Q (
BK@LRKQBO VLRO HBV C>@QP >KA @LK@IRPFLKP KL
JR@E LC QEB OBMLOQ QEBV OB>A LO FK TE>Q LOABO Q



Technical and Professional Writing Genres 351

( E<1?;2&1<>@7

2BMLOQP >0B > @LJILK >KA FIJMLOQ>KQ M>O(
@LJIRKF@>QFLK FK QEB TLOHFKD TLOIA 4EBV @>K |
OB>ABOP >?LRQ MOLDOBPP LK > MOLGB@Q FKCLO
>@QFFFEN OBPB>0O@E LK >K FQBJ J>HB OB@LJIBKA>Q
QL QEB OBXMEDRJIBKQ > MOL?IBJ OBNRBPQ CRKAFKED
PR?JFQ > @>1l QL >@QFLK 4EBPB >OB LKIV PLJB BU>JM
TE>Q > OBMLOQ @>K AL 4EBOB >OB PBSBO>| QVMBP
VLR J>V BK@LRKQBO FK VLRO @I>PPBP LO FK QEB Tl
FK@IRAFKD

] '173<B7473>@@BBB@LOA >KA BUMI>FK
FKCLOJ>QFLK CLRKA QEOLRDE P@FBKQFCF@ F
MOLMLPBP > EVMLQEBPFP QE>Q FP LCQBK MOL!
LO TOLKD

] <4=@;/B7=</: ®=@B@®>00V FKCLOJ>QFLK COLJ
LKB M>0Q LC QEB @LIJM>KV QL >KLQEBO PR@E
CFK>K@BP BJMILVBB PQ>QFPQF@P BQ@

] $@831B 1=;>:3B7=3-@@BBBPLISB >K FPPRB
>KA LCQBK RPBA QL BS>IR>QB QEB PR@@BPP L
MOLGB@Q @OB>QBA >Q QEB BKA LC > MOLGB@

] &3A3/@ @>=-@B&LKABKPB >KA EFDEIFDEQ
OBPB>0O@E @LJMIBQBA LK > QLMF@

] &31=;;3<2/B7=< @>=@BMOBPBKQ OBPB>0@E QL
OB@LJJBKA > PMB@FCF@ >@QFLK P QL OBPLIS
MOL?IBJ

] 3/A707:7BCGx2@BAPPBPP >KA AFP@RPP QEB
SF>?FIFQV LC > PMB@QFCF@ >@QFLK LO @E>KDI

4EB MROMLPB LC >Il OBMLOQ QVMBP FP QEB P>JBcQl
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>KA >@@RO>QBIV ABP@OF?B PLIBQEFKD QE>Q E>P E>
E>MMBKFKD

&1<;>@ $A><;?1 -:0 A051:/1

)K > QB@EKF@>I TOFQFKD @LROPB QEB OBMLOQ >PPF
PBSBO>l MROMLPBP > FQ DFSBP VLR PLJB BUMBOI
TOFQFKD > OBMLOQ ? AFPMI>VP VLRO OBPB>O@E LK :
@ PELTP ELT VLR @>JB QL VLRO @LK@IRPFLKP LK QE>
4EB OBMLOQ FP LCQBK QEB @LK@IRPFLK LC > TBBHP IL
>KA TOFQFKD MOL@BPP QE>Q DLBP QEOLRDE J>KV PQ
DBQP QL QEB BKA MLFKQ

IKLQEBO MLFKQ QL HBBM FK JFKA OBI>QBP QL QEB
CLO ABDBKQ HFKAP LC OBMLOQP #LKPFABO QEB BU>
OBMLOQ TOFQQBK QL > PRMBOSFPLO >Q > PLI>O MLT
LSBO QEBER@QFSBKBPP LC QEB PLI>O M>KBIP @ROOE
>Q > IL@>QFLK 4EB POBIMIEOSDV >RAFBK@B J>V ?B >K
BUB@RQFSB TELPB HKLTIBADB LC QEB QB@EKF@>IFC
20L>A 4EB BUB@REIFSB>A QEB OBMLOQ >KA RKABOP(
QEB MOLCFQP >KA ILPPBP ?RQ TFIl KBBA QL @LKPRIQ >
QL RKABOPQ>KA QEB QB@EKF@>I >PMB@QP LC M>KE
@LKQBKQ >KA I>KDR>DB RPBA CLO QEBPBK@TL A
>RAFBK@BP TFIl KBBA QL ?B >AGRPQBA QL CFQ QE
PFQR>QFLK @BBMQBOCLO ABQ>FIP LK OBSFPFKD Cl
JRIQFMIB >RAFBK@BP

4L EBIM TOFQB CLO QEB PMB@FEFRE@ AMHBE RIS K
FP > DLLA FAB> QL ABCFKB VLRO OB>ABO >KA PHBQ@E
NR>IFQFBP >?LRQ QEBJ ?BCLOB VLR ?BDFK AO>CQF
FKCLOJ>QFLK TFIl EBIM VLR MBOPR>AB QEB OB>ABO ¢
VLRO OBPB>O@E >KA @LK@IRPFLKP >P TBIl >P EBIM +
LTK TOFQFKD LK Q>PH )Q @>K >IPL EBIM VLR AB@F/
OBPB>0O@E QL FK@IRAB LO BIFJFK>QB COLJ QEB OBML
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QL SFPR>IIV AFPMI>V VLRO A>Q> >KA LQEBO @LKPFAE
DBQ VLRO @QLK@IRPFLK >KA LO OB@LJIBKA>QFLKP >@(
'PH VLROPBIC

+6= 7A G=C@/ZB@ 9LRO OB>ABO PELRIA 7B
PLJBLKB TFQE AB@FPFLK J>HFKD >RQELOFQV L
VLRO QLMF@ 4EBV @LRIA FIMIBIJBKQ OB@LJJBI
@E>KDBP LO GRPQ KBBA QEB FKCLOJ>QFLK VLF
MOLSFABEBVY >0B >@QFLK Q>HBOP FK >
@LOMLO>QBHKM@>QFLK ?RPFKBPP LO >DBK@!
)K PLIB PFQR>QFLKP QEB OB>ABO LC > OBMLOC
>IPL 28 clientN> MBOPLK TEL EFOBA VLR QL
@LJIMFIB QEB OBPB>0O@E >KA TOFQB QEB OBML

+6/B BG>3 =43@3@ /@B63G!K BUMBOQ
QB@EKF@F>K BUB@RQFSBPBHBBMBO
PMB@F>IFPQ

+6/B 7A B637@ 0/188@2 /<2 9<=E:3253

:3D3: =< B63 B=>7E>Q >OB QEBFO KBBAP
FKQBOBPQP >KA @RIQROB >KA S>IRBP 7E>Q TF
IFHBIV MBOPR>AB QEBJ QL FIMIBJBKQ VLRO FAE
&LO BU>JMIB FJ>DFKB VLR OBPB>0O@EBA QEB JI
LC CLROV SBOPRP CFSB A>V TLOHTBBHP CLO
J>UFJRJ MOLAR@QFSRQDBPB>0@E IBA QL QEB
@LK@IRPFLK QE&SVAILRBITBBHP TLRIA
FK@OB>PB @LJM>KV OBSBKRB >KA BIJMILVBB
P>QFPC>@QFLK FK PBSBRSIFHOBKD DL

CO>JB VLRO FAB>P CLO FIMOLSBJBKQ FK QBOJF
J>K>DBJBKQ TFIl ?B FKQBOBPQBA FK PR@E >P
MOLAR@QPSSEXDP FK ?RFIAFKD RMHBBM >KA
RQFIFQFBP >KA MBOCLOJ>K@B /QEBOTFPB QE
7B RK@LKSFK@BA QE>Q VLRO PLIRQFLK TFII >IIF
QEB ?ROABK LC QEB MOL?IBJ

4EB QVMB LC OBMLOQ VLR @OB>QB TFIl ABMBKA LK QE
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LC QEB AL@RJBKQ >KA TEL TFIl OB>A FQ &LO BU>JMIE
J>V TFPE QL @OB>QB > OBMLOQ QL MBOPR>AB QEB.
OB@LJIBKABA @E>KDBP LO MBOE>MP VLR TBOB >P
@LJMFIB > OBMLOQ LSBO @ROOBKQ BSBKQP LO PC
@LIM>KYEB IBSBI LC CLOJ>IFQV TFIl >IPL ?B > C>@QLC
VLRO AB@FPFLKP LSBO @LKQBKQ >KA CLOJ>Q

4EBOB FP PBSBO>| >PMB@QP LC QEB OBMLOQ QE>Q
ABQBOJFKB ?BCLOB AO>CQFKD )ABKQFCVFKD QEBPB C
QL @OB>QFKD > OBMLOQ QE>Q TFIl ?B >@@BMQ
OB>ABOCTEBQEBO QEB OBMLOQ FRntE®BQOBK CLO
external eaders >KA FC QEB OBMLOIZit&d® LO
unsolicited 3BB@QE>MQBQO > JLOB ABQ>FIP LK FKQBOS>| !
BUQBOK>| >KA PLIF@FQBA SP RKPLIF@FQBA AL@RJIBKQ
?0FBC PVKLMPFP

@1>:-8 ;> D@1>:-8

] <B3@</! OBMLOQ QL PLIBLKB TFQEFK VLRO
LO>KFW>QFLK > ?RPFKBPP > DLSBOKJBKQ >DB
BQ@ &LO BU>JMIB FC VLR PR?JFQ > OBMLOQ
PRMBOSFPLO QE>Q OB@LJIBKAP FIMOLSBJBKG
JLOB BIB@QFSBIV OBMIV QL @RPQLJIBO FKNRFC
VLR TLRIA @OB>QB >K FKQBOK>| OBMLOQ

] FB3@</:! OBMLOQ QE>Q FP TOFQQBK COLJ LKB
PBM>0>QB FKABMEKABNQQBLK LO FKAFSFAR>|
QL >KLQEBO PR@E BREFG\BUQBOK>| OBMLOQ
VLR TFIl KBBA QL KLQ LKIV MBOPR>AB QEB OB>A
>@@BMQ VLRO @LK@IRPFLKP LK QEB QLMF@ -
BPQ>?IFPE @OBAEBRIRQWF@>| BU>IMIB FP >K
FKABMBKABKQ @LKPRIQ>KQ TOFQFKD > OBMLO
@LIM>KV MOLAR@QFSFQV CLO >KLQEBO CFOJ]
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“85/5@10 ;>):?;85/5@10

] '=:717B324EB OB@FMFBKQ E>P OBNRBPQBA QER
OBMLOQ 4EB PLIF@FQ>QFLK J>V @LJB FK QEB (
> AFOB@Q SBO?>I LO TOFQQBK OBNRBPQ ?RQ
RK@LJJILK CLO PLIF@FQ>QFLKP QL ?B >K FKAFO
LMBK ?FA QL QEB MR?IF@ >KA CLOJ>IIV MR?IFPE
CLO BSBOVLKB QL PBB &LO BU>JMIB > @FQV
DLSBOKJBKQ TFIl >ASBOQFPB CLO >K FKABMBK
@LKQO>@QLO QL OBFKCLO@B QEB PQOR@QRC
PBSBO>! IL@>| 20FADBP 4EB @FQV J>V >KKLRK(
MOLGB@RADBQ >KA PLIF@FQ @LKQO>@QLOP G
> OBMLOQ LRQIFKFKD TE>Q OBM>FOP QEBV @L}
FK BU®E>KDB CLO QEB >ASBOQFPBA ?RADBQ

] )<A=:717B32EB OB@FMFBKQ E>P KLQ OBNRBPQE
VLRO OBMLOQERKPLIF@FQBA OBMLOQP VLR JF
@LKSFK@B QEB OB@FMFBKQ QE>Q > MOL?IBJ L
BUFPQP FK >AAFQFLK @LKSFK@FKD QEBJ QL >
VLRO @LK@IRPFLKP >KA LO FIMIBJBKQ @E>KDE

99:: &1<;>@ '1/@5;:?

4EBOB >0B PBSBO>| @LJILK PB@QFLKP FK > OBMLOQ F
PR?JFQQ>I IBQUERD M>DB >?PQO>@Q LO BUB@RQFSB F
Q>?IB LC @LKQBKQP FKQOLAR@QFLK IFQBO>QR
BUMBOFJBKQ JBQELA MOL@BAROB  OBPRIQP  AF
OB@LJIBKASQFLKP  @LK@IRPFLK  >@HKLTIBADJ
OBCBOBK@BP >KA >MMBKAF@BP !Q CFOPQ DI>K@B G
J>V PBBJ > ?FQ LSBOTEBIJFKD (LWMRSBB>SB IFHBIV

E>A PLIB @LKQ>@Q TFQE ?>PF@ OBMLOQP PQOR@QR
>OQF@IBP >KA LQEBO >PPFDKBA @I>PP OB>AFKDP 2B|
QEB P>JB ?>PF@ PQOR@QROB OBCBOOBA QL >P )-2
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-BQELA 2BPRIQP >KA $FP@RPPFLK /C @LROPB QEB
>KA IL@>QFLKP LC QEBPB PB@ QFKKPIHE BB@QFLKP
J>V ?B BKQFOBIV BIFJFK>QBA 7?>PBA LK QEB MROML
>RAFBK@B LC QEB OBMLOQ )K PLJB FKARPQOFBP OBM
%U@BI CFIBP >KA LQEBO QVMBP LC RKQO>AFQFLK>| C
PB@QFLKP LC > OBMLOQ @>K ?B B>PFIV @>QBDLOFW
J>GLO DOLRMPcCOLKQ QESQERIALAQY/>KA ?2>@H
J>QQBO

&FDROB #LJJLK 2BMLOQ 3B@QFLKP

> @ l-0@1>

4EB COLKQ J>QQBO FP J>AB RM LC PB@QFLKP QE>Q
MOLSFAB @LKQBUQ >KA DRFAB RP>DB LC > OBMLOQ )K


https://open.library.okstate.edu/app/uploads/sites/26/2019/08/Parts-of-report.png
https://open.library.okstate.edu/app/uploads/sites/26/2019/08/Parts-of-report.png
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FQ TFIl FK@IRAB > PR?JFQQ>I IBQQBEKG?PEB BOARD
BUB@RQFSB PR3JOOMB LC @LKQBKQP >KA > IFPQ LC CF
>KA Q>?IBP FC VLRO OBMLOQ @LKQ>FKP DO>MEF@P

'‘A95@@-8l@@1>

4EB PR?JFQQ>I IBQQBO FP BFQEBO >QQ>@EBA QL QEB
OBMLOQ TFQE > M>MBO @IFM LO FP ?LRKA TFQEFK Q!
FP > QO>KPJFQQ>| AL@RJIBKQCRPBA QL BUMI>FK QEB @
@LKQBUQ LC QEB OBMLOQ JQLEMPB-GHIFBO CRK@QFLK
QL QEB @LSBO IBQQBO FK VLRO GL? M>@HBQCQEBV 7
QEB BK@ILPBA @LKQBKQ )Q FP > @LJIRKF@>QFLK COL
OBMLOQ TOFQBOCQL QEB OB@FMFBKQCQEB MBOPLK C
@OB>QBA QEB OBMLOQCTEL J>V BSBK ?B M>VFKD VLR (
BUMBOQ @LKPRIQ>QFLK

%PPBKQFFIVP>VP d(BOB FP QEB OBMLOQ QE>Q TB
)9A @LIMIBQB ?V PR@E >KA PR@E > ASQBEIREBEKRP
QEFP >KA QE>Q ?RQ ALBP KLQ @LSBO QEFP LO QE>(
JB HKLT FC FQ JBBQP VLRO KBBAP e 4EB PR?JFQQ>I
BUMI>FKP QEBxtQEB BSBKQP QE>Q ?0LRDEQ QEB OF
>?LRQ )Q @LKQ>FKP FKCLOJ>QFLK >?LRQ QEB OBMLOQ
?BILKD FK QEB OBMLOQ FQPBIC >KA @LRIA ?B SFBTBA
LC JBQ>AFP@LROPBc> PBIC OBCBOBKQF>I AL@RJIBKQ
2>@H QL QEB J>FK AL@RJBKQ QL MOLSFAB @LKQBUQ
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&FDROB  3R?JFQQ>I ,BQOBO %U>IMIB

3R?JFQQ>! IBQQBOP LCQBK CLIILT PQ>KA>OA ?RPFKI
CLOJ>Q )C VLR TOFQB >K FKQBOK>I OBMLOQ F
JBILO>KARJ CLOJ>Q FKPQB>A )K BFQEBO @>PB QEB
>KA LI>KFW>QFLK >OB QEB P>JB


https://open.library.okstate.edu/app/uploads/sites/26/2019/08/Sub-Letter.png
https://open.library.okstate.edu/app/uploads/sites/26/2019/08/Sub-Letter.png
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] 7@AB >/@/5@/@BFQBP QEB K>JB LC QEB OBMLO(
MRQQFKD FQ FK FQ>IF@P )Q >IPL JBKQFLKP QE|
QEB >DOBBJBKQ QL TOFQB QEB OBMLOQ

] 1722:3 >/@/5@/>6 CL@RPBP LK QEB MROMLPB LC
QEB OBMLOQ >KA DFSBP > ?0FBC LSBOSFBT LC
OBML®@J4.KQBKQP

] 7</:>/@/5@/>6 BK@LRO>DBP QEB OB>ABO QL DI
FK QLR@E FC QEBOB >0B NRBPQFLKP @LJJBKQ
@LK@BOKP )Q @ILPBP TFQE > DBPQROB LC DLL
BUMOBPPFKD ELMB QE>Q QEB OB>ABO CFKAP G
P>QFPC>@QLOV

IP TFQE >KV LQEBO BIBJBKQ FK > OBMLOQ VLR J>V E:
JLAFCV QEB @LKQBKQP LC QEFP IBQQBO LO JBJL CL
PFQR>QFLKP &LO BU>JMIB VLR JFDEQ T>KQ QL >AA :
M>O0>DO>ME IFPQFKD NRBPQFLKP VLR TLRIA IFHB O
@LKPFABO >P QEBV OBSFBT QEB OBMLOQ

; B1>$31

"B PROB QL @OB>QB > @LSBO M>DB CLO VLRO OBM
PQBM QE>Q PLJB TOPBBORQELRQ > [>?Bl > OBMLOQ
FP >KLKVJLRP >KA DBQP FDKLOBA 4EB ?BPQ T>V QL
> @LSBO M>DB FP QL RPB VLRO TLOA MOL@BPPFKD F
ABPFDK LKB LK > PQ>KA>0OA M>DB TFQE > DO>MEF@ 7L
QEB I>?Bl FKCLOJ>QFLK .LQ JR@E DLBP LK QEB I>?BI
OBMLOQ QFQIB VLRO K>DBKARSPERKIS > OBMLOQ
QO>@HFKD KRJ?BO FC>KV >KA>A>QB 4EBOB >OB KL
OBNRFOBJBKQP CLO QEB @LSBO M>DB >IQELRDE VLRO
L@>KFW>QFLK J>V E>SB FQP LTK OBNRFOBJBKQP

] 3A75<4EB @LSBO M>DB PELRIA ?B @IB>0 >KA
B>PV QL OB>A ?RQ @>K E>SB PLJB DO>MEF@P |
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ABPFDK FKQBOBPQ QL >QQ0>@TBSBQEB OB>AF
AL KLQ DL LSBO?L>0A LK QEB dCOFIIP e IFHB
O>FK?LT @LILOBA IBQQBOP LO BUQO>KBLRP @I
AFPDOKFWBA LO LSBOIV AB@LO>QBA @LSBO M:
@LRIA IBPPBK VLRO @OBAF?FIFQV >P > OBPMB(
TOFQBO

] (7B:3Q FP KB@BPP>0V QL E>SB > EFDEIV @LK@
QFQIB @LKPFPQFKD LKIV LC TLOAP QE>Q @LKQ!
AFOB@QIV QL QEB OBMLOQ PR?GB@Q "B PROB
QFQIB @LKQ>FKP KL CFIIBO >KA FK@IRABP CBT
>??0BSF>QFLKP LO >@OLKVJIP VBQ FK@IRABP ¢
ABQ>FI PL QEB OB>ABO CRIIV RKABOPQ>KAP QE
@LKQBKQ d3LI'Bl -BQELAe FP @IB>0IV FK@LJIMI
@LIM>OBA QL d4EB 3VKQEBPFP LC .:0 ?V QEB 3L
'Bl -BQELA e /C @LROPB FQ FP MLPPF?IB QL LSB(
PMB@FCF@FQV >P TBIl d4EB 2LIB LC 3LIFA /UFAI
&RBI #BIIP FK QEB )JJMLOQ>KQ 3@FBKQFCF@ 3B:
%KY IQBOK>QFSBP >P .B@BPPFQ>QBA ?V QEE
2B@BKQ -FAAIB %>PQ #OFPFP >IRA IJBOF@>g
%KBIY #LKPRIMQFLKe FP M>FKCRIIV BU@BPPFS
PELRIA ?B OBAR@BA QL FQP BPPBKQF>I BIBJBKC
(LTBSBOU4EB )JJMLOQ>K@B LC 3LIFA /UFAB &RBI
#BIIP 2BPB>0O@E CLO !(QBOKBEBBB BFKBO
JR@E JLOB >MMOLMOF>QB
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&FDROB 'LLA #IB>O #LSBO 0>DB
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&FDROB #IRQQBOBA .LQ 3L 'OB>Q #LSBO 0>DB
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2@>/@ ;> D1I/A@3BA99->E

LPQ QB@EKF@>I OBMLOQP @LKQ>FK >Q IB>
>?PQO>@QcPLIBQFJBP QTL FK TEF@E @>PB QEB >?PQ
AFCBOBKQ OLIBP 1?PQO>@QP PRJJ>OFWB QEB @LKQBK
?RQ QEECABBKQ QVMBP ALGBABKAFT>VP

]

]
]
]

3A1@7>B7D3 /0ABGHEB QVMB MOLSFABP >K
LSBOSFBT LC QEB MROMLPB >KA @LKQBKQ LC C
OBMLOQ )K PLJB OBMLOQ ABPFDKP QEB ABP@(
>?PQO>@Q FP MI>@BA >Q QEB ?LQQLJ LC QEB C
)JK LQEBOP FQ >MMB>OP LK FQP LTK M>DB $BP(
>?PQO>@QP >0OB > @LK@FPB PMB@FCF@ >KA
LSBOSFBT LC QEB BKQFOB OBMLOQ 4EBV EFDE
FIMLOQ>KQ @LKQBKQ PL QE>Q VLRO PRMBOSF
LQEBO OBPB>O@EBOP @>K ABQBOJFKB TEBQEI
OBMLOQ FP OBIBS>KQ QL QEBFO FKQBOBPQP >}
4EB CLOJ>Q >KA IBKDQE LC >K >?PQO>@Q @>K
ABMBKAFKD LK QEB ?RPFKBPP LO CFBIA QELRD
LCQBK >OLRKA TLOAP ABMBKAFKD LK
OBMLOQ IBKDQE )K DBKBO>I >?PQO>@QP PELR
QEB P>JB @EOLKLILDF@>| LOABO >P QEB OBML(
@LKQ>FK ?0FBC ?RQ PMB@FCF@ FKCLOJ>QFLK
PB@QFLK >KA RPB MEO>PBP >KA PBKQBK@BP |
AFOB@QIV COLJ QEB OBMLOQ TFQELRQ @E>KD
I>KDR>DBLRO >?PQO>@Q J>V S>0V PLIBTE>Q
COLJ QEB IFPQ ?BILT ABMBKAFKD LK QEB PB@QI
VLRO OBMLOQ 'K >?PQO>@Q TFIl DBKBO>IIV @L
QEB CLIILTFKD FKCLOJ>QFLK

ALMF@ LO MOL?IBJ
)KCLOJ>QFLK LK QEB M>OQF@FM>KQP FC >KV
"OFBC OBSFBT LC JBQELALILDV TE>Q VLR AFA
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] 3Q>QFPQF@>I >K>IVPBP
] 2BPRIQP LC QEB PQRAV
] JIMIF@>QFLKP LC QEB PQRAV QEB @LK@IRPFLI

%UB@RQFSB 3RJJ>OV KLQEBO @LJILK QVMB FP
BUB@RQFSB PRIBE®E >IPL PRJJ>OFWBP QEB HBV C>(
>KA @LK@IRPFLKP @LKQ>FKBA FK QEB OBMLOQ 4EFKF
VLR RPBA > VBIILT EFDEIFDEQBO QL J>OH QEB HBV PBK(
QEB OBMLOQ >KA QEBK PFMELKBA QEBJ >Il LRQ LKQL :
M>DB >KA BAFQBA QEBJ CLO @BME@SBOR@RQFSB
PRJJ>OFBP >OB LKB QBKQE QL LKB QTBKQFBQE QEB
OBMLOQP QL M>DBP ILKD &LO ILKDBO OBMLOQP LK

M>DBP QEB BUB@RQFSB PRJJ>OV PELRIA KLQ DL LSE
M>DBP 4EB MLFKQ LC QEB BUB@RQFSB PRJJ>OV FP Q
> PRJJ>OV LC QEB OBMLOQCPLIJBQEFKD QE>Q @>K -
NRF@HIV

&FDROB ?PQO>@Q >KA %UB@RQFSB 3RJJ>0V %U>JMIBP

1?PQO>@Q COLJ %IFQB -B>QP 'K>IVQF@>I 2BMLOQ 3B@
%UB@RQFSB 3RJJ>0V COLJ ">lILKKRA>EFBQ
7 BPQBOJ>KHK History and Its Publications in the Elegtric
Age.2F@B 5KFSBOPF@b2 #LJILKP
EQQOM TTBO@LJILKFOL@LROPBP BUB@RQFSB PRJJ>0OV
SFBT@@BPPBA &B?  ##"9

)C QEB PR?JFQQ>IBBOQRDFSB PRJI>OV LO >?PQO>(
>KA FKQOLAR@QFLK PQOFHB VLR >P OBMBQFQFSB C
OB>ABOP AL KLQ KB@BPP>OFIV PQ>0Q >Q QEB ?BDFKKI
>KA OB>A M>DB ?V M>DB QL QEB BKA 4EBV PHFM >OLRF
J>V P@>K QEB Q>?IB LC @LKQBKQP >KA QEBK PHFJ QEE
PRJJ>OV CLO HBV C>@QP >KA @LK@IRPFLKP 4EB
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@>OBCRIIV OB>A LKIV > PB@QFLK LO QTL COLJ QEB 7L
OBMLOQ >KA QEBK PHFM QEB OBPQ &LO QEBPB OB>PL
ABPFDKBA TFQE PLJB ARMIF@>QFLK PL QE>Q OB>ABOP
QL PBB QEB FIMLOQ>KQ FKCLOJ>QFLK KL J>QQBO TEBC
FKQL QEB OBMLOQ

(-81;2 ;@1.@7

9LR >OB C>JFIF>0 TFQE Q>?IBP LCH@PRQBKQYP 4
KBSBO E>SB PQLMMBA QL ILLH >Q QEBREPERPPDK 4EB 4
OB>ABOP TE>Q QLMF@P >OB @LSBOBA FK QEB OBML(
QLMF@P >OB AFP@RPPBA QEB PR?QLMF@P >KA LK
KRJ?BOP QELPB PB@QFLKP >KA PR?PB@QFLKP PQ>0Q

)K @OB>QFKI¥ >VAR E>SB > KRJ?BO LC ABPFDK
AB@FPFLKP

] 3D3:A=463/27<5)K ILKDBO OBMLOQP @LKPFABC
FK@IRAFKD LKIV QEB QLM QTL IBSBIP LC EB>AFK
4EFP HBBMP @EBOLJ ?B@LJIFKD ILKD >KA
RKTFBIAV

] <23<B/B7=< A>/17<5 /<2 1/>7B/:7TH/B7=<
)QBJP FK B>@E LC QEB QEOBB IBSBIP LC EB>AFK
PELRIA ?B >IFDKBA TFQE B>@bBEEB@BOP
>0B OFDEQ >IFDKBA TFQE BsH& KA EIRBIBOP
LO PB@QFLKP >0OB >Il @>MP CFOPQ IBSBI EB>AF
FKFQF>I @>MP LK B>@E J>FK TBOBI ILTBO
PB@QFLKP RPB FKFQF>I @>MP LK QEB CFOPQ T

] *3@B71/: A>/17&50PQ IBSBI PB@QFLKP E>SB BU(
PM>@B >?LSB >KA THE®E FK@OB>PBP
OB>A>?FIFQV

] 3/23@ 2=BAB>ABO ALQP ELOFWLKQ>IIV @LKKBG@
QEB ABP@OFMQFSB EB>AFKDP LK QEB IBCQ QL
KRJ?BOP LK QEB OFDEQ
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->HB PROB QEB TLOAP RKQEBQEB P>JB >P QEBV >0B FK
QEB QBUQ !P VLR TOFQB >KA OBSFPB VLR JFDEQ @E>
LC QEB PB@QFLK EB>AFKDP PRQ QK@K QEB 4
>@@LOAFKDIV

5?@ ;2 53A>1? -:0-(817

)C VLRO AL@RJIBKQ E>P JLOB QE>K QTL CFDROBP LC
@OB>QB > PBM>0>QB IFPQ LC CFDROBP 4EB IFPQ E>F
P>JB ABPFDK @LKPFABO>QFLKP >P QEB Q>?IB LC .
2B>ABOP RPB QEB IFPQ LC CFDROBP QL NRF@HIV
FIIRPQO>QFLKP AF>DO>JP Q>?IBP >KA @E>OQP FK V
#LIMIF@>QFLKP >OFPB TEBK VLR E>SB ?LQE Q>?IBP >KA
3Q0F@QIV PMBiigiFED >0B FIIRPQO>QFLKP AO>TFKD
MELQLDO>MEP DO>MEP >KAb@E>OBFOLTP >KA
@LIRJKP LC TLOAP >KA KRJ?BOP QEBV >0OB KLQ @LKF
CFDROBP

&LO ILKDBO OBMLOQP QE>Q @LKQ>FK ALWBKP LC (
Q>?IBP B>@E @OB>QB PBM>0>QB IFPQP 0RQ QEBJ QL
P>JB M>DB FC QEBV CFQ >P PELTK FK QEB FIIRPQO>Q
9LR @>K @LJ?FKB QEB QTL IFPQP RKABO QEB EB>AFKE
&FDROBP >K2BP e

&FDROB >2IB LC #LKQBKQP >KA ,FPQ LC &FERBBP >KA 4
%U>JMIB
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&1<;>@ ;0E

4EB OBMPOR4\V @LKQ>FKP QEB @RKQBRQ )K QEBPB
PB@QFLKP VLR TFIl FKQOLAR@B VLRO QLMF@ QBI
OBPB>O@E VLR CLRKA >KA ELT VLR L?Q>FKBA QEB FKCI
AFP@RPP QEB PFDKFCF@>K@B LC VLRO CFKAFKDP
TFQE VLRO LSBO>Il >PPBPPJBKQ LC QEB QLMF@ MO
FKCLOJ>QFLK D>QEBOBA )Q CLIILTP QEB )-2>$ CLOJ>(
PELRIA IB>SB QEB OB>ABO TFQE > CRIl RKABOPQ>KAF
FPPRB

:@>:0A/@5::

'K BPPBKQF>I BIBJBKQ LC >KV OBMLOQ FP FQP FKQOLAR
PROB VLR >0OB @IB>0O LK FQP OB>I MROMLPB >KA @LI
QB@EKF@>I OBMLOQ QEB FKQOLAR@QFLK MOBM>OE
OB>A QEB J>FK ?LAV LC QEB OBMLOQ 4EB FKQOLAR@XC
LCBO FJIBAF>QB @LKQBUQ CLO QEB OB>ABO ?V BPQ>
FIMLOQ>K@B LC QEB QLMF@ >KA ?V ABP@OF?FKD FC
P@LMB.R PELRIA ABP@OF?B VLRO PMB@FCF@ >MMOL
MOL?IBJ >KA BPQ>?IFPE ELT VLRO FKSBPQFD>QFSB TLO
TFQE QEB KBBAP LC QEB CFBIA LO TFQE LQEBO TLOF
?BBK ALKB 4EB dCRKKBI PVPQBIKRWXQFLKcILSFKD
COLJ > ?0L>A >MMOL>@E QL > DO>AR>IIV K>OOLTBA P
OB@LJIBKABA 00OBPBKQ QBKPB FP MOBBBQEBBEB K
FKQOLAR@QFLK TFIl RPR>IIV FK@IRAB >Il LO PLJB
CLILTFKD FKCLOJ>QFLK FK >KV LOABO

] $BCFKB QEB PR?GB@Q LC QEB OBMLOQ

] 3Q>QB QEB MROMLPB LC QEB OBMLOQ MOBCBC
PBKQBK@B
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] 3Q>QB QEB GBIMEBQY_FKQ

] 3QOBPP QEB FIMLOQ>K@B LC QEB PR?GB@Q B
QL QEB ABCFKBA >RAFBK@B P

] /CCBO ?>@HDOLRKA FKCLOJ>QFLK LK QEB QLME
] &LOB@>PQ RERAVP>QFLK LC QEB OBMLOQ

)KQOLAR@QFLKP O>KDB COLJ LKB QL PBSBO>I M>DBP
>KA JRPQ >IT>VP FK@IRAB > @IB>0IV TLOABA >@@LRK
OBML®QIGB@QFSB RPR>IIV >Q QEB BKA LC QEB FKQ!
3LJB TOFQBOP BSBK FK@IRAB > PELOQ PBM>0O>QB P
I>?BIBA d/?GB@QFSBe (LTESB@LKQBKQ >KA FKQBKQ
QEB L?GB@QFSB >KA MROMLPB PQ>QBJBKQ QBKA Ql
FP >IT>VP FIMLOQ>KQ QL PQ>QB VLRO CFK>l @LI
OB@LJIBKASQFLK P LO >@QFLK VLR T>KQ QEB OB>AB
FK QEB FKQOLAR@QFLK >P FQ FP QEB dJ>FK MLFKQe LC

4EB @LKQBKQ LC >FOBMQOIGR@QFLK FP PFJFI>0O QL
FKQOLAR@QFLKP LC MOLMLP>IP >KA LQEBO MO
@LOOBPMLKABK@B 4EB BUQBKQ LC TEF@E VLR FK@L
@LKQBKQ ABMBKAP LK QEB MROMLPB >KA QEB >RAF
BU>JMIB FC VLRO OBMLOQ FP FKQBOK>I TOFQQBK CL
PRMBOSFPLOP VLR J>V PMBKA IBPP PM>@B LK 7>@
FKCLOJ>QFLK QEBV IFHBIV HKLT >?LRQ QEB PFQR:>
MOL?IBJ LO FC QEB OBMLOQ FP PLIF@FQBA VLR TE
CLO QEB OBMLOQ VLR J>V KLQ KBBA >P JR@E BJME:
QEB FIMLOQ>K@B #LKSBORRVTOFQB >K RKPLIF@FQF
OBMLOQ >ASL@>QFKD CLO > PMB@FCF@ @E>KDB VLI
BJME>PFWB ?LQE QEB ?>@HDOLRKA FKCLOJ>QFLK QL E
MOL?IBJ >P TBIl >P QEB FIMLOQ>K@B QL PELT > KBB
@E>KDB 4EBPB >OB >Il @LKPFABO>QFLKP QL J>HB ?>P
QVMB LC OBMLOQ >KA QEB >RAFBK@B

9LRO FKQOLAR@QFLK J>V ?BKBCFQ COLJ QEB >AAFQF
A>Q> LO OBPBXR@EVI>KQ QL MOLSFAB PQ>QFPQF@P
QEB @ROOBKQ PFQR>QFLK QL PELT FIMLOQ>K@B LO
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VLRO @OBAFJEINQR @ELLPB QL FK@IRAB OBPB>O@E |
FKQOLAR@QFLK CL@RP LK M>O>MEO>PBP LO

PQ>QFPQF@PCcVLR AL KLQ T>KQ QL ?LD ALTK VLRO FKQ
TFQE EB>SV NRLQ>QFLKP LO dCFIIBOe [FKCEDJ>QFLK

FK@IRAB JLOB BUQBKPFSB OBPB>0O@E FK QEB ?LAV LC
PL FQ FP KLQ KBBABA EBOB 4EB FKQOLAR@QFLK PELRI
MLFKQ >KA OBSFPBA QL E>SB CRE®IRUKBQEB >RAFBK@B

5@1@A>1 &51C

| IFQBO>QROB OBSFBT FP JLPQ LCQBK CLRKA FK N
>@>ABJF@ GLROK>| >OQF@IBP >KA P@FBKQFCF@ Ol
AFP@RPPFLK LC MOBSFLRPIV MR?IFPEBA OBPB>O@E |
)Q @>K @LKQ>FK @EROBKQ LC PFJFI>O PQRAFBP >K.
PQRAFBP QE>Q IBA QL VLRO @ROOBKQ OBPB>O@E
OBMLOQP >K BKQFOB PB@QFLK LC VLRO M>MBO J>V ?B
IFQBO>QROB JEEBIQROB OBSFBTP O>KDB COLJ BUE>|
PB>O@EBP QL JBOB PRJJ>OFBP LC >OQF@IBP -
CRKA>JBKQ>I L?GB@QFSB FP >IT>VP QEB P>JBcQL BPQ>
EFPQLOV LC QEB MOL?IBJ FKSBPQFD>QBA ?V PRJJ>O
what how >KAwhy LC QEB TLOH QE>Q E>P >IOB>AV ?BI
ALKB TOFQFKD > IFQBO>QROB OBSFBT OBNRFOBP VLR
OBI>QFLKPEFMP >JLKD CFKAFKDP COLJ LQEBO OBPB>
QL @LKABKPB J>KV M>DBP LC MR?IFPEBA J>QBOF>| FK(
PBDJBKQRRID >?FIFQV QL >PPFJFI>QB J>QBOF>| FP @OF

3QVIFPQF@QBO>QROB OBSFBTP >0B LCQBK TOFQQ
M>PQ QBKPB ?RQ J>KV >RQELOP C>SLO QEB MOBPBKC
OBPB>O@E FP OB@BKQ 0>PPFSB SLF@B J>V PBBJ QBJM
?RQ >@QFSB SLF@B FP MOBCBOOBA ?B@>RPB VLR ¢
MI>@B QEB K>JBP LC >RQELOP FKQL QEB PR?GB@Q
PBKQBK@BIAP >KA ,ILVA  MOLMLPB > @EBJF@>I
MLIVJBOFW>QFLK QB@EKFNRB CLO QEB MOBM>0>QFLK
DBIP e
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Literature Review

Genre scholars state that “there are too few studies on written business communication in particular
business discourse communities” (Flowerdew & Wan, 2006, p.134). Scholars such as Flowerdew &
Wan (2006), Rutherford (2005), and Killoran (2006) have attempted to fill this void by studying genre
and its effects in documents found exclusively in the corporate world. Flowerdew and Wan’s
ethnographic study proved that classic genre analysis is applicable to newer genres such as tax
computation letters. Rutherford’s (2005) study of British OFR’s yielded evidence of subgenres and the
“Pollyanna effect” occurrences in these documents to assure struggling companies’ stakeholders, while
Killoran (2006) discovered a genre’s ability to thrive in a new medium, in this case electronic, is based
on adaptation and the capability to take on new genre applications.

Genres found in the medical community have been analyzed as well to contribute to the corporate
business communication subset. While some would disagree that the medical community is
“corporate,” it is a high money making entity and is ran much like any other corporation. Dunmire
(2000) studied the temporal nature of genre activity by analyzing medical and patient interactions,
while Varpio et al (2007) visually analyzed optometric forms.

While these efforts have certainly contributed to defining and understanding the underlying constructs
for some business communications, these studies have only focused on texts which appear in corporate,
white-collar occupations, limiting the scope of analysis to a marginal group within certain, often
inclusive, types of genre. If scholars are to answer the call of Flowerdew and Wan (2006), analysis on
business communication documents found outside the corporate world must be addressed to more fully
understand genre conventions.

&FDROB ,FQBO>QROB 2BSFBT %U>JMIB %U@BOMQ

D1>591:@ !'1@4;0 $>;/10A>1

IKV LC QEB >?LSB QFQIBP >0B @LJJLK K>JBP CLO QEFP |
4EB DL>| FP QL PRJJ>OFWRBMQEBy >KAvhy ?BEFKA

VLRO PMB@FCF@ BUMBOFJBKQ LO OBPB>O@E ABPFDK
BJME>PFP LKWQEB>KAowPL QE>Q LQEBO OBPB>0O@EBOF
OBMB>Q VLRO MOL@BAROBP FC QEBV ABPFOB 4EFP PE
> ABP@OFMQFLK LC QEB OBIBS>KQ >MM>0>QRP >KA J>
OELQLDO>MEP >KA AF>DO>JP @>K ?B RPRBIA EBWAOFKDI\
@I>OFCV QEB MOL@BAROBP 4EFP PB@QFLK LCQBK
CLIILTFKD FKCLOJ>QFLK

] 'PELOQ LSBOSFBT LC VLRO OBPB>O@E DL>I| >K/
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O>QFLK>IB CLO TEV VLR @ELPB QEB OBPB>O@E

] 2BPB>O@E DL>IP 7E>Q VLR MI>K QL >@EFBSB
QEOLRDE VLRO OBPB>O@E

] 4VMBP LO ME>PBP LC OBPB>O@E @LJMIBQBA 3
PB@LKA>0V OBPB>O@E MLIl BQ@

] OROMLPB LC QEB OBPB>O@E 7E>Q AFA VLR T>K
CFKA LRQ

] JKCLOJ>QFLK LK QEB M>OQF@FM>KQP PR?GB@
>KA TEV VLR @ELPBK "FLDO>MEF@>| PHBQ@ERB
J>GLO ABJLDO>MEF@P KRJ?BOP >DOBBJBKQP
M>VJIBKQP >KA LO PQ>QBJBKQP LC BQEF@>I
MOFK@FMIBP

] ->QBOF>IP >MM>0>QRP LO JB>PROBP RPBA OE
>PMB@QP

] OOL@BAROBP CLIILTBA 4EB MOL@BPP

3QVIFPQF@MHRPFSB SLF@B >KA M>PQ QBKPB SBO?
PLJIBQFJBP RPBA FK QEFP PB@QFLK ?RQ ?B PROB
PBKQBK@BP >0OB TOREMBK@BC >KA @LKQ>FK PFJN
PR?GB@QP >KA SBO?P TEBK MLPPF?IB 4EB ?>PF@
AFOB@QIV PQ>QFKD dTE>Q T>P ALKB TEV FQ T>P ALKB (
PELRIA ?B RPBA OBMB>QBAIV FK QEFP PB@QFLK

&1?A8@7?

4EB 2BPRIQP >KA $FP@RPPFLK TLOH QLDBQEBO QL M(
CFKAFKDP LC VLRO OBPB>O@E 4EB 2BPRIQP TFIl 7B
OBI>QBA QL VLRO -BQELA ((FBSEB@>0B KLQ QL FK@IRA
VLRO BUMBOFJBKQ>I JBQELAP EBOBcQE>Q FP QEB Gl
MOBSFLRP PB@QFLK Wh@RERLELRKA Kb@ VLR

CLRKA FQ
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4EB J>FK AFBOBK@B ?BQTBBK QEB 2BPRIQP >KA $FP@
FP QE>Q QEB 2BPRIQP @LKQ>FKP O>T A>Q> >P FQ T:
LO AFP@LSBOBA )Q JRPQ ?B L?GB@QFSB RK?F>PBA B,
>KA COBB COLJ GRADJBKQ 4EB $FP@RPPFLK FKQBO
BUMI>FKP QEB PFDKFCF@>K@B LC QEB BRQBKGLOJFKD
2V AB@I>OFKD TE>Q VLR QEFKH @BOQ>FK A>Q> JB>KP
CFQP QLDBIREBEB VLRO OBMLOQ FP > MRWWIB "V QEB |
QEB OBMLOQ VLR T>KQ QEB OB>ABO QL PBB QEB @LJM
)K QEFP P@BK>OFL QEB 2BPRIQP >OB VLRO MRWWIB
$FP@RPPFLK FP TEBOB VLR >PPBJ?IB QEB MFB@BP CLO

&LO JLPQ OB>ABOP QEB 2BPRIQP FP >K FIMLOQ>KQ |
QEB OBMLOQCcVLRO OB>ABOP JRPQ B>PFIV CFKA VLRO A
QL FKQBOMOBR FQO$FDEQCLOT>0OAIV MOBPBKQ QEB
LC VLRO BUMBOFJBKQ RPR>IIV TFQE JFKFJ>I AFP@
>QRO>INQEB RPB LC Q>?IBP DO>MEP >KA CFDRO
BPMB@F>IIV FIMLOQ>KQ EBOB >P >0B BUMI>K>QFLKP |
TBOB ABOFSBZROO 2BPRIQP TFIl IFHBIV @LKQ>FK Q
CLIILTFKD @LKQBKQ

] "OFBC FKQOLAR@QLOV PRJJ>OV LC VLR J>GLO (

j 1Q IB>PQ LKB ABQ>FIBA M>0>DO>ME CLC
eachLC QEB J>GLO CFKAFKDP LO FAB>P

j $>0Q> AFPMI>VBA RPFKD @E>0QP DO>M
>KA Q>?I1BP CLO OBCBOBK@B

j "OFBC @LK@IRAFKD PQ>QBJBKQ LC J>G
CFKAFKDP

j 40>KPFQFLK QL QEB $FP@RPPFLK

4EB 2BPRIQP PELRIA FK@IRAB PLIFA A>Q> VLR CLRKA (
OBPB>O@E )C VLR >OB TOFQFKD >K FKCLOJ>QFLK>|
A>Q> FP @OR@F>I CLOPQER@MENIB2QY DFSB PQ>QFPQ
>KA LQEBO A>Q> QL QEBFIE>ABEBO QVMBP LC OBMLC
PR@E >P OB@LJIBKA>QFLK LO ®BRPFZSIEOVTFII
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FKCLOJ QEB OBRBC-IPL 1>V QEB DOLRKATLOH CLO 3
BSBKQR>l @LK@IRPFLK LO OB@LJIBKA>QAKD 9
KB@BPP>OFIV RI@BBB>Q> VLR CLRKA LK QEB QLMF@
VLR JRPQ FK@IRABevHNA>Q> )K@IRAB QEB FKCLOJ>QFL
LO >OB>P LC FKCLOJ>QFLK QE>Q TFIl ?B LC FKQBC
>MMIF@>?IB QL QEB SIRAMEEK@B >KA MROMLPB 7E>Q ALI
QEB OB>ABO KBBA QL HKLT QL QORPQ VLRO FKQBOWM
OB@LJIBKA>QFLKP I>QBO FK QEB OBMLOQ 7E>Q T>P FK
PROMOFPFKD LO PFDKFCF@>KQ FK PE>MFKD VLRO
LMFKFLKP

7EBK AO>CQFKD >KA OBSFPFKD QEFP PB@QFLK \
PELRIA CL@RP LK PELTFKD QE>Q VLR >0B OBMLOXC
FKCLOJ>QFLK KLQ FKQBOMOBSEFKOGROVBOR@E >P

h

PBBJP h

FKAF@>QBP

h

>MMB>
h

JB>KP

h $BP@OFMQLO TLOAP QE>Q FKAF@>QB ML
RDDBPQ@P KBD>QFSB O8rRIBR, worse,
h TB better great BQ@
h ?BIFBSB

h TB
ILLHP
sprc QEFKH

5?/A??5::

)K QEB $FP@RPPFLK ILDF@>I ABAR@QFLKP >OB J>AB
LO >J?FDRFQFBP FK QEB A>Q> PELRIA ?B AFP@RPPBA
OBI>QFLKPEFMP JRPQ ?B @LKCFOJBA )Q FP FIMLOQ>K(
LK > Q>?IB LO CFDROB QL AL QEB TLOH CLO VLRcVLR
@LK@FPBIV FKQBOMOBQ >KA BUMI>FK QEB JB>KFKD LC
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2BJBJ?BOQEFP FP TEBOB VLR MRQ VLRO MRWWIB QLDE
QEB OB>ABI>OB LC J>HFKD PTBBMFKD DBKBO>IFW>QFL
RKCLRKABA PQ>QBJBKQP $L KLQ ?B >CO>FA QL AFP@!
>KA A>Q> COLCRBBBKQ PB@QFLKP QLDBQEBO FC ALFKD
VLR ABSBILM > PQOLBRBBKOME>K SFBTFKD QEBPB MFB(
LC FKCLOJ>QFLK PBMSCRQBWP@RPPFLK TFII IFHBIV
@LKQ>FK QEB CLIILTFKD @LKQBKQ

] "OFBC FKQOLAR@QLOV M>0>DO>ME TFQE LSBC
PQ>QBJBKQ >?LRQ VLRO @LKQBKQ

] %UMI>K>QFLKP CLO QEB @LK@IRPFLKP VLR E>S
QEB OBPB>O@E 7E>Q AL QEBV JB>K 7EV AL VLF
QEFKH QE>Q FP %UMI>FK VLRO OB>PLKFKD

] 2BCBOBK@BP QL QEB A>Q> FK QRBRBPRIQP 9
KLQ AFP@RRRWA¥Q>cBUMI>FK QEB A>Q> VLR
E>SB >I0B>AV TOFQQBK >?LRQ

] "OFBC PRJJ>OV LC QEB J>FK MLFKQP >KA QO>KF
QL QEB 2B@LJIBKA>QFLKP LO QEB #LK@IRPFLK

9LR J>V CBBI IFHB QEB $FP@RPPFLK FP OBMBQFQFLF
OBCBO QL FKCLOJ>QFLK BPQ>?IFPEBA FK LQEBO PBG@
OBMLOQ 4EB HBROBHIG@B FP QE>Q QEB#ER@RPPFLK
QEB FKCLOJ>QFL#ispkgs TE>Q FQ >Il JB>KP CLO QEB
OB>ABIEF@E FP TEV QEB $FP@RPPFLK @LJJLKIV PQ
>ILKB )K VLRO CRQROBEBUBE.RIA ?B PLIB PFQR>QFL
TEBOB VLR >OB >PHBA QL @LJ?FKB QEB A>Q> >KA FKQB
FKQL > d2BPRIQP >KA $FP@RPPFLKe PB@QFLK LO @L
d$FP@RPPFLK >KA #LK@IRPFLKe PR@E >P TFQE (
>OQF@IBP )C PR@E @LJ?FK>GELRP EM@B0Q>KQ KLQ
QL JFKFJFWB LO OBAR@B QEB >K>IVPFP >KA @OFQF(
@LIMLKBKQP LC QEB $FP@RPPFLK FKLTRSRO
P@BK>OFLP > PQ>KA >ILKB $FP@RPPFLICE® QEmBJILPC
T>V QL MOBPBKQ VLRO >K>IVPFP >KA FKQBOMOBQ>QFL
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QEB OB>B0I>V >IPL @LKPFABO OBCBOOFKD ?>@H QL
IFQBO>QROB LC VLRO FKQOLAR@QFLK LECIEEBOBQROE
PB@QFLKP >0OB FK@IRABA FK LIR@SBNMKIKDEDBK
VLRO OB>ABOP >KA BIBS>QB VLRO TLOH ?V AFP@RPF
A>Q> FK OBI>QFLK QL QEB MR?IFPEBA OBPRIQP LC LQEE

0>PPFSB SLF@B J>V PBBJ QBIJMQFKD ?RQ >@QFSB
S>IR>?IB BPMB@F>IIV >P VLR J>HB > ILDF@> >PPBOQF
@I>FJP ?>PBA LK VLRO FKQBOMOBQ>QFLK LC QEB A>Q:
RPB M>PQ QBKPB QL PRJJ>OFWB VLRO >@QR>| OBPRI
CFSB MBO@BKQ LC OBPMLKABKQP PQ>QBAae RPB M
QL MOBPBKQ BPQ>?IFPEBA C>@QP LO MOBPBKQ VLRO
d4EB EBIFRJ PFKQBOFKD A>Q> PELTa e

&1/;991:0-@5;:?

4EB 2B@LJIBKA>QFLKP CLILTP QEB $FP@RPPFLK FC
OBMLOMROMLPB FP QL OB@LJJBKA > PMB@FCF@ >
@E>KDB LO QL DFSB >K LSBO>II >PPBPPJBKQ LC > PFQR
>P TFQE CB>PFOBEQVIBKA>QFLK LO MOLGB@Q @LIMIE
OBMLOQP 4EFP PB@QFLK PELRIA ?B @LK@FPB >KA Q
2B@LJIBKA>QFLKP PELRIA ?B ?>PBA LK VLRO A>Q> >K
OB@LJIBKA>QFLKP PELRIA IFKH QL OBPB>O@E CLRK
2BPRIQP >KA $FP@RPRELZB@LIIBKA>QFLKP TFIl IFHBIV
@LKQ>FK QEB CLIILTFKD @LKQBKQ

] 'KL?SFLRP QO>KPFQFLK RPFKD PFDK>I MEO>PB
EB>AFKDP

] 2BPQ>QBJBKQ LC QEB DEMMEGHKQP 7E>Q
AFA VLRO PQRAV PELT ABJLKPQO>QB 7E>Q AFA
MOLSB AFP>MMOLSB KLQ MOLSB

] 3Q0>QBJBKQ LC OB@LJIBKA>QFLKP )ABKQFCV
>@QFLKP QE>Q QEB OB>ABO PEKRFABOIILT
RPFKD ?RIIBQP QL @LKQO>PQ VLRO OB@LJJIBKA
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>KA J>HB QEBJ B>PV QL CFKA LK QEB M>DB

4EB 2B@LJIBKA>QFLKP >KA #LK@IRPFLK @>K ?B @LJ?
FKQL LKB PB@QFLK LO ?B AFSFABA FKQL QTL PBM>O>
4EB @ELF@B ABMBKAP LK QEB QVMB LC AL@RJIBKQ QE
>KA QEB >RAFBK@B

1I8A?5::

)K JLPQ CLOJP LC TOFQFKD TB RPRBdDEBSIidQA
OBCBO QL QE>Q I>PQ PB@QFLK LO M>0>DO>ME LC > A
#LK@IRPFLK PELRIA MOLSFAB QEB BU>@Q @LK@IRPFLE
>0O0FSBA >Q >P QEBV OBI>QB QL VLRO BUMBOFJBKQ>
#LK@IRPFLKP J>V ?B IFPQBA >KA KRJ?BOBA >KA FQ PEL
J>AB @IB>0 ELT QEBV @LKQOF?RQB QL QEB RKABOPQ>
LSBO>II MOL?IBJ )K > PBKPB VLR >0B DLFKD ?>@H QL (
MF@QROB MOLSFABA ?V VLRO FKQOLAR@QFLK FK@L(
@LK@IRPFLKP FKQL QE>Q MF@QROB

,FHB QEB 2B@LJIBKA>QFLKP QEFP PB@QFLK PEL
@LK@FPB >KA QL QEB MLFKQ 4EFP PB@QFLK J>V ?B PE
>?LRQ QEB P>JB IBKDQE >P QERQEBEB@HRA ILLHP
IBDFQFJ>QB QEB 2BPRIQP >MMB>0 QELOLRDE >KA QEB
ALBP > @IB>0 GL? BUMI>FKFKD ELT FQUEBBPVQRDBQEB!
#LK@IRPFLK PELRIA ?B TBIl OB@BFSBA TFQELRQ BUQO>

4EBOB >0OB >Q IB>PQ CLRO T>VP QL @LK@&@IRAB > C
summary > true conclusion> @LJ?FK>QFLK neking
-LOB LCQBK QE>K KLQ QEB CFK>I PB@QFLK FP PLJB @L
LC QEB CFOPQ QTL T>VP LC BKAFKD QEB AL@RJBKQ

] 'C;:/@G 2BSFBT >KA PRJJ>OFWB QEB EFDE
MLFKQP )C VLRO OBMLOQ FP O>QEBO ILKD @LJ]
EB>SFIV ABQ>FIBA >KA FC VLR T>KQ VLRO OB>A
@LJB >T>V TFQE QEB OFDEQ MBOPMB@QFSB >
PRJJ>OV FP FK LGAB®ELOQ OBMLOQP
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PRJJ>OFBP @>K PBBJ >?PROACQEB OB>ABO QEF
d9LRgSB GRPQ QLIA JB QE>Q e 3RJJ>OFBP KBBA
OB>A >P FC QFJB E>P M>PPBA QEFKDP E>SB PB
ALTK >KA QEB TOFQBO FP SFBTFKD QEB PR?GB
EFDEBO DOLRKA

] N(@C30 =<1:CA7:dQORBe @LK@IRPFLK FP
CLRKA FK JLPQ QVMBP LC AL@RJBKQP &LO BU>
FK QEB ?LAV LC > OBMLOQ VLR JFDEQ MOBPBKC
@LKCIF@QFKD QEBLOFBP >KA BUMILOB QEB OB
/O VLR JFDEQ E>SB @LJIM-CERPRARLILABIP
>KA ?0>KAP LC PLJB MOLAR@Q )K > dQORBe
@LK@IRPFLK VLR TLRIA MOBPBKQ VLRO OBPLIR
LC QEB @LKCIF@QFKD QEBLOFBP VLRO @ELF@
?BPQ JLABI LO ?0>KACVLRO CFK>l @LK@IRPFLKI

&LO JLPQ OBMLOQP VLR TFIl KBBA QL FK@IRAB > CFK>
7EBK VLR MI>K QEB CFK>| PB@QFLK LC VLRO OBMLOQ G
QEB CRK@QFLKP FQ @>K MBOCLOJ FK OBI>QFLK QL Q
AL@RJIBKQ ! @LK@IRPFLK ALBP KLQ KB@BPP>OF
PRJJ>OFWB > OBMLOQ )KPQB>A RPB QEB @LK@IRPFLE
QEB JLPQ PFDKFCF@>KQ CFKAFKDP VLR J>AB FK OBI>(
OBMLOQ QLMF@

&FDROB @RBe #LK@IRPFLK %U>JMIB



378 Michael Beilfuss, Staci Bettes, and Katrina Peterson

VIII. SUMMARY

This report has shown that as the supply of fresh water decreases, desalting water will
become a necessity. While a number of different methods are in competition with each
other, freezing methods of desalination appear to have the greatest potential for the
future. The three main freezing techniques are the direct method, the indirect method,
and the hydrate method. Each has some advantage over the others, but all three freezing
methods have distinct advantages over other methods of desalination. Because freezing
methods operate at such low temperatures, scaling and corrosion of pipe and other
cquipment is greatly reduced. In non-freczing methods, corrosion is a great problem that
is difficult and expensive to prevent. Freezing processes also allow the use of plastic and
other protective coatings on steel equipment to prevent corrosion, a measure that cannot
be taken in other methods that require high operating temperatures. Desalination, as this
report has shown, requires much energy, regardless of the method. Therefore, pairing
desalination plants with nuclear or solar power resources may be a necessity. Some of the
expense of desalination can be offset, however...

&FDROB 3RJJ>QOV #LK@IRPFLK %U>JMIB

] =07</B7=< )K MO>@QF@B QEB MOB@BAFKD T:
LC BKAFKD OBMLOQP >OB LCQBKR@IRFKBA 9
>K>IVWB CFK>| PB@QFLKP LC OBMLOQP >KA FAE
BIBJBKQP QE>Q PRJJ>OFWB BIBJBKQP QE>Q
@LK@IRAB >KA BIBJBKQP QE>Q AFP@RPP PLJB
OBI>QBA ?RQ >Q > DBKBO>! IBSBI

"BILT >OB PLJB MLPPF?IB @LJ?FK>QFLKP CLO > JFI
@LK@IRPFLK

] OOLSFAB >?0FBC DBKBO>! ILLH QL QEB CRQROI
PMB@RI>QB LK CRQROB ABSBILMJBKQP

] %UMILOB PLIRQFLKP QL MOL?IBJP QE>Q TBOB
AFP@RPPBA FK QEB J>FK ?LAV LC QEB OBMLOQ
QEB 2B@LJJBKA>QFLKP FC >KV

] $FP@RPP QEB LMBO>QFLK LC > JB@E>KFPJ LO
QB@EKLILDV QE>Q T>P ABP@OF?BA FK QEB J>F
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LC QEB OBMLOQ

] OOLSFAB PLJB @>RQFLKP DRFABIFKBP QFMP L
MOBSFBT LC >AS>K@BA CRK@QFLKP

] %UMILOB QEB B@QLKLIF@P PL@F>I FIMIF@>QFL
PELOQ >KA ILKD QBOJ @LKPBNRBK@BP MOL?IB
IBD>I >PMB@QP >AS>KQ>DBP AFP>AS>KQ>DBP
?BKBCFQP LO >MMIF@>QFLKP LC QEB OBMLOQ
?RQ LKIV DBKBO>IIV >KA ?0FBCIV

] "=B67<5 "= =<1:CA7=<)Q FP MLPPF?IB QL BKA

> AL@RJIBKQ TFQE KL @LK @fiREIRE¢tib®
TE>QPLBSBDBSBOFK JLPQ @>PBP QE>Q FP > ?F
IFHB PI>JJFKD QEB MELKB ALTK TFQELRQ P>VFK
DLLA ?VB 4EBthing@LK@IRPFLK TFIl IFHBIV ?B
RPBA FK @>PBP TEBOB VLR TBOB >PHBA QL @L]
QEB A>Q> CLO >KLQEBO MBOPLK P PR@E >P FK
FKCLOJ>QFLK>I OBMLOQ 4EB A>Q> J>V ?B RPBA
LOABO CLO LQEBOP QL J>HB AB@FPFLKP PR@E
J>K>DBOP LO LQEBO ABM>0QJBKQP TFQEFK >
@LIM>K&LO BU>IMIB FC VLR TOLQB >K
FKCLOJ>QFLK>I OBMLOQ LK > KBT FLKF@ MLIVJE
JBQ>I @LIMLPFQB LK QEB J>OHBQ VLR TLRIA TC
>?LRQ RP>DB >MMIF@>QFLKP >KA @ROOBKQ C
?RQ PHFM QEB @LK@IRPFLK >P VLRO J>K>DBO
MEVPF@>| QBPQFKD ABM>0QJBKQ TLRIA J>HB G
AB@FPFLK TEBQEBO LO KLQ QL PQ>0Q RPFKD F

-7T-0@1>

4EB ?>@H J>QQBO LC VLRO OBMLOQ @LKQ>FKP PB@Q!
SAAFQFLK>l FKCLOJ>QFLK >?LRQ >KA >QQOF?RQFLK
OBMLPQ@LKQBKQ )Q @LKQ>FKP >@HKLTIBADJIBKQ
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OBCBOBK@BP >P TBIl >P >MMBKAF@BP TFQE JLOB A>Q>
OB>ABO CRIIV RKABOPQ>KAR GRBITBMQBIG>| 2>PFP

[7:;,C810391:@7?

)C >MMOLMOF>QB ?0FBCIV OB@LDKFWB >KV FKA
FKPQFQRQFLK QE>Q @LKQOF?RQBA AFOB@QIV QL QEB
OBPB>0O@E QEOLRDE CFK>K@F>| PRMMLOQ QB@EKF@
@OFQFNRB )K > QEBPFP QEFP PB@QFLK J>V >MMB>0 (
FKQOLAR@QFLK

&121>1:/17?

$L@RJIBKQ>QFLK PQVIBP S>0V >@@LOAFKD QL MOLCB
CFBIAP &LO > QB@EKF@>| TOFQFKD @I>PP VLR J>V
BFQEBO -,! LO 10PQVIB TEFIB BKDFKBBOP RPB QEB )%?
PVPQBJ
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>RQELOP RPBA FK QEB OBMLOQ TEBQEBO VLR AFOR
M>O>MEO>PB LO PRJJ>OFWB 7EBQEBO FQ @LJBP COL
>OQF@IB > AF>DO>J > Q>?IB > TB? M>DB LO > MC
20L@EROBCFQ FP PQFIl ?LOOLTBA FKCLOJ>QFLK )C V
VLRO LTK A>Q> QEOLRDE MOFJ>0OV OBPB>0@E @LKAR
LTK FKQBOSFBTP LO PROSBVP CLO BU>JMIB VLR AL Kl
QL FK@IRAB QEBPB LK QEB OBCBOBK@B IFPQ ?RQ >
PLRO@BP JRPQ ?B MOLMBOIV @FQBA 3BB @E>MQBO
FKCLOJ>QFLK LK @FQFKD PLRO@BP

<<1:05/1?

IK d'MMBKAFUe MOBPBKQP PRMMIBJBKQ>0V J>QBOF>I
KLQ FK@IRABA FK QEB J>FK ?LAV LC QEB OBMLOQ 2|
TLRIA E>SB ABQO>@QBA COCF@FEK@AO ILDF@>I
MOBPBKQ>QFLK LC QEB QBUQ RPR>IIV BFQEBO ?V PI
IBSBI LC OBIBS>K@B P TFQE CFDROBP >KA Q>?IBP >M
PELRIA ?B KRJ?BOBA LO IBQQBOBA FK PBNRBK@
d!IMMBKAFU ! IMMBKAFU " e >KA PL LK

7E>Q AL VLR MRQ FK >K >MMBKAFU 'KVQEFKD QE>Q A
@LICLOQ>?IV CFQ FK QEB J>FK M>0Q LC QEB OBMLOQ
IBCQ LRQ LC QEB OBMLO@EEINIBBERR FP @LJILKIV
RPBA CLODB-@>?IBP LC A>Q> FKQBOSFBT QUB-KP@OF}
@ERKHP LC P>JMIB @LAB CLIALRQ J>MP ?>@HDOLR
FP QLL ?>PF@ LO QLL >AS>K@BA CLO QEBDBFK QBUC
FIIRPQO>QFLKP QE>Q AL KLQ CFQ FK QEB ?LAV LC QI
@LRIA >IPL @LKQ>FK > IBPKFUG-QBLKP OBIBS>KQ QL Q
J>QBOF>I LC QEB OBMLOQ NRBPQFLKP CLO PROSBVP
QEB ABOFS>QFLK LC >K BNR>QFLK QE>Q T>P RPBA FK ¢
@LRIA KLQ ?B OBCBOBK@BA ?B@>RPB FQ AFA KLQ LOFL
FK > QBUQ QE>Q @LRIA ?B @LOOB@QIV @FQBA 'KVQEF
QLL 8B LO IBKDQEQE>Q VLR QEFKH TLRIA ?B AFPQO>(
>KA FKQBOORMQ QEB CILT LC QEB OBMLOQ FP > DLLA ¢
>K >MMBKAFU
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Appendix A: Survey Questions

The purpose of this survey is to see what types of meat people usually purchase/consume on a daily basis. This survey
should take approximately 5 minutes and will give us a good understanding as to why people do or do not
purchase/consume unconventional cuts of meat.

Unconventional cuts of meat for example are but not limited to: Organs, variety-uncommon muscles such as oxtail, beef
tongue, and jowl, and skin.

Offal is defined as the entrails, organs, and insides of the animal (including muscles) that is edible, also known as variety
meats

**We define meat to include all cuts of animals INCLUDING fish**

1. What is your gender?* 8. At first glance, how would you describe this picture
of meat? How does it make you feel?
a. Female
b. Male a. Looks delicious,

c. Prefer not to say would definitely eat it

b. Looks gross, would

2. What is your age range?* not eat
c. Indifferent
a. Under 18 d. 36-50 d. Other
b. 18-24 .65+
c.25-35 9. 1fa friend cooked you
a meal and it included offal (non-traditional cuts of
meat/lesser used parts of the animal), would you eat
3. Do you eat meat (fish included)?* it?*
a. Yes a. Absolutely not d. No, I don’t eat meat
b. No b. Yes, of course! ¢. Maybe, depends on
c. Other c. Yes, if I didn’t how it is prepared

know what it was f. Other

4. How often do you eat meat (fish included)?*
a. Daily d. Very rarely
b. A few times a week ¢.1don’t cat meat 10. Do you feel as though you stay inside the bounds of
c. A few times amonth . Other meat other than offal because that is what you ate
growing up?*
5. Check off the three most common types of meat you buy* a. Yes
b. I never looked at it that way
a. Chicken (breast, Jj- Gizzards, livers, hearts, ¢. No, not at all
thighs, etc) etc. d. Other
b. Bacon k. Steak
c. Ground Beef 1. Whatever is on sale 11. Do you think you would be more receptive to offal if
d. Oxtail m. [ don’t eat meat your family favored it?*
e. Ham Hock n. Other
f. Fish a. Yes!
g. Pork b. Maybe every once in a while
h. Sausage c. No, never!
i. Game (venison, duck, d. Other

goose, pheasant, , etc)
12. Do you follow 1907 Meat Co. on any of these social
media sites? (Select all that apply)*

a. Facebook d. 1907meat.co
b. Twitter e. N/A
c. Instagram f. Other
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when going out*

a. Chicken (breast, thighs,
etc)

b. Bacon

¢. Ground Beef

d. Oxtail

e. Ham Hock

f. Fish

g. Pork

h. Sausage

i. Game (venison, duck,
goose, pheasant, , etc)

<

definitely yes)*

a. Beef Tongue: 0123 4
b. Oxtail: 01234

d. BeefLiver: 01234

6. Check off the three most common types of meat you eat

J- Gizzards, livers, hearts,
etc.

k. Steak

L. Whatever is on sale

m. I don’t eat meat

n. Other

. Ona scale of 0 to 4, how likely would you be to try these
types of meats? (0 being absolutely not and 4 being

c. Pork Cheeks (Jowl): 0123 4

13. In what form do you usually see or hear
advertisements for local businesses? (Select all that
apply)*

f. Travel Websites
(Google, Yelp,
TripAdvisor, etc)
g. Other

a. Social Media
b. Newspaper

c. Television

d. Radio

e. Personal
Recommendation

14.Which form(s) of advertisement are you more likely
to trust?*

f. Travel Websites
(Google, Yelp,
TripAdvisor, etc)
g. Other

a. Social Media
b. Newspaper

c. Television

d. Radio

e. Personal
Recommendation

&FDROBIMMBKAFU LC 3ROSBV 1RBPQFLKP %U>JMIB &OLJ

%IFQB -B>QP 'K>IVQF@>| 2BMLOQ 3B@
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1?53: -:0 >90-@

AB@EKF@>| OBMLOQP FK@IRAFKD E>KA?LLHP >KA DR
S>OFLRP ABPFDKP ABMBKAFKD LK IQEBGBEFERRONO
LO>KFW>QFLK 4EFP @E>MQBO DFSBP >K LSBOSFBT LC
ABPFDK )C VLR >OB Q>HFKD > QB@EKF@>I TOFQFKD
VLRO FKPQOR@QLO CLO >KV ABPFDK PMB@FCF@>QFL
VLRO AL@RJIBKQP 4EB P>JB FP QORB FC VLR >OB TC
QB@EKF@>| OBMLOQ FK > P@FBK@B ?RPFKBPP LO
@LKQBUQD>KFW>QFLKP SBOV LCQBK E>SB QEBFC
PQVIBPEBBQP LK TEF@KPWEQFLK>I AL@RJIBKQ ABPFD
>OB ?>PBA PL J>HB PROB QEB ABPFDK MOBPBKQBA FK C
FP >@@BMQ>?IB 4EFP FP BPMB@F>IIV QORB FC VLR
> OBMLOQ CLO MR?IF@>QFLKcB>@E GLROK>I MOLSFA
DRFABIFKBP CLO PR?JFPPFLK

)K DBKBO>I OBMLOQP PELRIA ?B QVMBA ALR?IB LO
PM>@BA LK  UM>MBO LK LKB PFAB LC QEB M>DB LKI
>KA IBQEBSIFQV MOFKQ LO ?BQQBO FP BUMB@QBA 4k
>KA J>DFKP >0B LCQBK AF@Q>QBA ?V QEB >RAFBK@B
&LO BU>JMIB FK QB@EKF@>| CFBIAP PFKDIB PM>@F}
MOBCBOOBA TEFIB PLJB @I>PPOLL] FKPQOR@QLOP .
>KLQEBO PFWB 2BCBO QL VLRO DRFABIFKBP LO BU:
PFJFI>0 OBMLOQP QL BKPROB VLR RPB @LOOB@Q PM>(

9LR TFIl IFHBIV E>SB PBSBO>| M>DBP LC &0LKQ >KA
->QQBO FK VLRO AL@RJIBKQ PR@E >P QEB QO>KPJF(
@LSBO M>DB Q>?IB LC @LKQBKQ >KA OBCBOBK@B
PB@QFLKL.C QEFP @E>MQBO CLO FKCLOJ>QFLK LK QEE
LC QEBPB PMB@FCF@ M>DBP 4EB FKCLOJ>QFLK ?BILT
ABPFDK @LKPFABO>QFLKP CLO QEB J>FK ?LAV LC QEB (

1-05:37?

5PB EB>AFKDP QL JSQPEBBECBKQ QLMF@P >KA PR?QLM
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@LSBOBA (B>AFKDP >OB QEB QFQIBP >KA PR?QFQIE
TFQEFK QEB >@QR>| QBUQ LC MOLCBPPFLK>| P@FBKQ
>KA ?RPFKBPP TOFQFKD (B>AFKDP >OB IFHB QEB M>
LRQIFKB QE>Q E>SB ?BBK M>PQBA FKQL QEB >@QR>I |
AL@RJIBKQ

(B>AFKDP >OB >K FJMLOQ>KQ CB>QROB LC MOLC
QB@EKF@>| TOFQFKD QEBV >IBOQ OB>ABOP QL RME
>KA PR?QLMF@P EBIM OB>ABOP CFKA QEBFO T>V >OL|
OBMLOQP >KA PHFM TE>Q QEBV >OB KLQ FKQBOBPQBA
RM ILKD PQOBQ@EBP LC PQO>FDEQ QBUQ 4EBV >IPL H
TOFQBM:+KFWBA >KA CL@RPBA LK {EBCUMFEXD
>OB PLJB EBIMCRI QFMP CLO FK@LOMLO>QFKD EB>AFKL

] )A3 A3:4 3F>1/</B=@G 63/273&RQB>A LC
d">@HDOLRKA e J>HB FQ JLOB PMB@FCF@ PRG@
dOEVPF@P LC &F?BO /MQF@P e

] 1/93 63/27<5A 7<271/B3 B63 @/<53 =4 B=>71
1=D3@/53L KLQ BU@IRAB J>GLO PB@QFLK
@LK@BMQP LO ABP@OFMQFLKP CLO ?0BSFQV

] D=72 NAB/19320 63/27¢5AFA QTL
@LKPB@RQFSB EB>AFKDP TFQELRQ FKQBOSBK

] D=72>@=C< @38%13 B= 63/27<5€ VLR
E>SB > EB>AFKIDMRB e AL KLQ ?BDFK QEB
PBKQBK@B CLIILTFKD FQ TFQE PLIBQEFKD IFHB
FP > MEVPF@P MOFK@FMIBa e

] #,7B/@B71:3A4@53 0357<<7<5 =4 63/27<5A
&LO BU>JMIB d4EB 00BPPREFBIBZB?@QLOe
@>K B>PFIV ?B @E>KDBA QL dOOBPBROFWBA 7
2B>@QLOP e

] D=7263/27<5A /A :3/2 7<A B= :7ABA =@B/A 475C@
B7B:3N>VP FK@IRAB QBUQ QE>Q ABP@OF?BP >
MOLSFABP @LKQBUQ CLO IFPQP >KA PR?QFQIBF
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] D=72 NE72=E320 63/27<®8M >Q IB>PQ QTL
IFKBP LC ?LAV QBUQ TFQE QEB EB>AFKD LO CLC
PQ>0Q QEB KBT M>DB

$-31"A9.1>5:3

0>DB KRJ?BOFKD PQVIB RmBitioRkl OBMLOQ ABPFDK
AFCBOP Co@tdtemporanOBMLOQ ABPFDK #EB@H TFQE VL
FKPQOR@QLO LO BJMILVBO QL BKPROB VLR >OB CLI
@LOOB@Q CLOJ>Q "BILT FP > IFPQ LC DBKBO>| M>DI
OBNRFOBJBKQP

] (@/27B7=<BPB ILTBO@>PB 2LJ>K KRIJBO>IP FK
COLKQ J>QQBO BSBOVQEFKD ?BCLOB QEB FKQ
F FF FFF Il M>DBP FK QEB OBMLOQ TFQEFK ?I
BU@IRAFKD QEB COLKQ >KA ?>@H @LSBOP >OF
KRJ?BOBA RKIBPP QEB CLOJ>Q PQVIB LC QEB ClI
PQ>QBP LQEBOTFPB

] =<B3:>=@/@QIl M>DBP QEOLRDELRQ QEB
AL@RJIBKQ RPB |0>?F@ KRJIBO>IP IK
PMB@F>I M>DBP PR@E >P QEB QFQIB M>DB >KA
LKB LC QEB FKQOLAR@QFLK M>DB KRJ?BOP >0
AFPMI>VBA

0>DB KRJ?BOP @>K ?B MI>@BA FK LKB LC PBSBO>| >OB:
M>DB 5PR>IQEB ?BPQ >KA B>PFBPQ @ELF@B FP QL MI:
KRJ?BOP >Q QEB ?LQQLJ @BKQBO LC QEB M>DB OBJ
EFAB QEBJ LK PMB@F>| M>DBP

A881@10-:0"A9.1>10 57@?

)K QEB ?LAV LC > OBMLOQ RPB ?RIIBQBA KRJ?BOBA
QTL @LIRJIK IFPQP TEBOB >MMOLMOF>QB ,FPQP EBIM E
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HBV MLFKQP ?V J>HFKD FKCLOJ>QFLK B>R&B@VQL CLIIL"
20B>HFKD RM PLIFA T>IIP LC QBUQ !IT>VP FKQOLAR@B (
QE>Q VLRO >RAFBK@B RKABOPQ>KAP QEB MROMLPB >
FQ 7EBKBSBO MO>@QF@>| MOLSFAB > CLIILT RM @LJJ
"BILT >OB PLJB QFMP CLO RPFKD IFPQP FK > OBMLOQ

]

5PB IFPQP QL EFDEIFDEQ LO BJME>PFWB QBUQ
BKRJBO>QB PBNRBKQF>| FQBJP

5PB > IB>A FK QL FKQOLAR@B QEB FQBJP >KA Fk
QEB JB>KFKD LO MROMLPB LC QEB IFPQ

5PB @LKPFPQBKQ PM>@FKD FKABKQ>QFLK
MRK@QR>QFLK >KA @>MP PQVIB CLO >Il IFPQP

5PB M>0O>II1BI MEO>PFKD

%KPROB B>@E FQBJ FK QEB IFPQ OB>AP DO>JJ>
TFQE QEB IB>A FK

I SLFA RPFKD EB>AFKDP >P IB>A FKP CLO IFPQP

| SLFA LSBORPFKD IFPQP RPFKD QLL J>KV IFPQ]
ABPQOLVP QEBEIBESBKBPP

5PB PFJFI>0 QVMBP LC IFPQP @LKPFPQBKQIV Fi
P>JB AL@RJBKQ

&LIILTFKD RM > IFPQ TFQE QBUQ EBIMP VLRO OB
RKABOPQ>KA @LKQBUQ CLO QEB FKCLOJ>QFLK
FKQL IFPQ CLOJ

3BB@QE>MQBOO JLOB FKCLOJ>QFLK LK AL@RJBKQ ABPF

> -<45/?

)K QB@EKF@> OBMLOQ VLR >OB IFHBIV QL KBBA
AF>DO>JP Q>?IBP >KA @E>0QP $FPMI>V A>Q> QE>Q FP
VLRO QLMF@ >KA DL>IP FKQBOBPQFKD LO PROMOFPFk
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A>Q> QE>Q @>K ?B @I>OFCFBA ?V > SFPR>| 4EBPBKLQ L
@BOQ>FK HFKAP LC FKCLOJXF@KBKQB/BRQ >IPL DFSE
VLRO OBMLOQ >K >AABA ILLH LC MOLCBPPFLK>IFPJ >KA
)C VLR E>SB KBSBO MRQ QEBPB HFKAP LC DO>MEF@P F
QEBOB >OB PLJB OBI>QFSBIV B>PV T>VP QL AL PLCVLR .
KBBA QL ?B > MOLCBPPFLK>| DO>MEF@ >0QFPQ #LJJLK
PR@E >P -FQOLRITA %U@BI >KA 'LLDIB $L@P @>K
@OB>QBBRIDFSB @E>0QP >KA DO>MEF@P CLO > OB
COBBT>0B PR@E >P )JKHP@>MB >KA 'FIM >0B >S>FI>?IB
4>?I1BP >KA CFDROBP PELRIA ?B KRJ?BOBA @LKPB@
QEOLRDELRQ QEB QBUQ >KA FK > QEBPFP LO ILKD OBN
IFPQP LC Q>?IBP >KA CFDROBP >0B KLOJ>IIV FK@IRA
?BDFKKFKD>?1BP >KA CFDROBP PELRIA >IT>VP E>S
ABP@OFMQFSB @>MQFLKP >KA FC QEBV @LJB AF(
PLRO@BP QEBK QEB PLRO@BP JRPQ ?B MOLMBOIV @O
MOBPBKQ Q>?IBP >KA CFDROBP TFQELRQ PLJB
FKQBOMOBQ>QFLK LC QEBJ FK QEB QBUQ )K LQEBO TL
PELRIA @I>OFCV QEB FKCLOJ>QFLK FK QEB QBUQ TEI
PELRIA BUMI>FK >KA PRMMLOQ QEB DO>MEF@P !IT>V
VLRO DO>MEF@P >OB BQEF@>| >KA AFPMI>V ELKBPQ
@E>MQBQO FKCLOJ>QFLK LK BQEF@>| DO>MEF@P

&1 B57?5;: 41/785?@ 2;> :-8E@5/-8
&1<;>@7?

IP VLR OBSFBT >KA OBSFPB VLRO MOLMLP> @EB@H
CLILTFKD

R /93 >@3>:/<<7<5 2317A7=3ABKQFCV TE>Q HFKA LC
OBMLOQ VLR TFIl ?B TOFQFKD FKQBOK>| BUQBOK>
RKPLIF@FQBA >KA FABKQFCV QEB >RAFBK@B QVMB
KBBAP >KA FKQBOBPQP

R )A3 B63 @756B 4=@@BBK OBMLOQP CLIILT > ?2IL@H
CLOJ>Q ?RQ @EB@H TFQE VLRO FKPQOR@QLO L



390 Michael Beilfuss, Staci Bettes, and Katrina Peterson

PR?JFPPFLK DRFABIFKBP QL FKPROB VLR >0B RPFKD (
OBNRBPQBA )C QEBOB >OB P>JMIBP MOLSFABA RPB
SFPR>| @LIM>OFPLK

R 6319 ACO;7AA7=< 5C723:743APELRIA QEB OBMLOQ
?B PR?JFQQBA 7E>Q QVMBP LC CLIILT RM AL@RJBK(
>@QFLKP >0OB @LKKB@QBA QL VLRO MOLMLP>| FC >@
TFIl QEBPB AL@RJBKQ >AAOBPP >KA TEBK >OB QEBV OF

R @/4B G=C@@®B>HB AB@FPFLKP >?LRQ QEB QVN
LC @LKQBKQ PB@QFLKP QL FK@IRAB FK VLRO OBMLO
OBNRFOBJBKQP LC QEB PR?JFPPFLK QEB OBNRFOBJB
QVMB LC OBMLOQ >KA QERAIQFSET>V QL MOBPBKQ VL
FAB> QL QEB OB>ABO

R 6319 3/16 A31B7=APC@>=ABMLOQ PB@QFLKP @>K
PBBJ OBARKA>KQ ELTBSBD PBAQRKGQOBKQ S>OFBP
ARB QL FQP MROMLPB &LO BU>JMIB QEB 2BPRIQP PEl
A>Q> ?RQ QEB $FP@RPPFLAEFRQ@EQMOBQ>QFLK 4EB
3R?JFQQ>I IBQQBO MOLSFABP @LKQBUQ TEFIB QEB !7
> @LK@FPB PRJJ>OV LC QPREDBIPBBQy #EB@H B>@E
PB@QFLK QL PBB QE>Q FQ CRIIV CRICFIIP FQP MROMLPE

R 'BG:3 /<2 3A75<%KPROB QE>Q QEB PB@QFLKP LC
OBMLOQ >OB FK > ILDF@>| KA\QREEK GIRAS®>II COLKQ
SKA 2>@H J>QQBO OBIBS>KQ QL JBPBIB/ERAQE>Q
VLR RPB PR? EB>ABOP >KA ?RIIBQP >KA >KV LQEBO CL(
PQVIBP @LOOB@QIV

R &3D7A3 3@IA3 3@A3 IBPP QE>K MOLCBPPFLK>|
DO>JJ>QF@>IIV FK@LOOB@Q OBMLOQ @>K ?B OBGB@C
E>SB FK@IRABA >Il @LKQBKQ-KB@BSBFPB\*KA BAFQ QL
BKPROB @I>0FQV >KA @LOOB@Q PQVIB LC QEB >RAFBK

D-9<81 :-8E@5/-8 &1<;>@



Technical and Professional Writing Genres 391
6 F@QLOF> "SRBD>K $RKHBO
IIBU 7TEFQK>E ->OF> (BOK>KABW

JB>QQLVLR DJ>FI @LJ

3QFIT>QBO
-0 IA>J &OBBJ>K

#LKQ>FKBA TFQEFK QEFP MOLGB@Q >OB LRQ CFKAFKDP >}
OB@LJIBKA>QFLKP QL FK@OB>PB P>IBP >KA ILTBO QEB T>PQ
RKQO>AFQFLK>| JB>QP PLIA >Q VLRO ?RPFKBPP /RO DOLRM E
BFDEQ TBBHP MBOCLOJFKD OBPB>O@E LKIFKB >KA QEOLRDE
>KA FKQBOSFBTP FK LOABO QL ABSBILM MLQBKQF>I KBT J>Of
>KA >ASBOQFPFKD PQO>QBDHEPSSHAFBQV JB>QP

7 B CLRKA QE>Q JLPQ @LKPRJBOP TBOB KLQ >T>0B QE>Q ¢
-B>QP IGBOBA QEBPB @RQP LC JB>Q PR\EQRKK>IIV
JRIQFMIB T>VP QE>Q QEBPB M>0OQP LC QEB >KFJ>| @LRIA ?B |
>ASBOQFPBA >KA PLIA CLO > MOLCFQ )K@IRABA FK QEFP OB
JBQELA LC OBPB>O@E OBPRIQP COLJ LRO CFKAFKDP AFP@!
LRO OBPRIQP >KA OB@LJJIBKA>QFLKP CLO ABSBILMFKD KBT
J>OHBQFKD PQO>E@BEIRBB QE>Q >CQBO OB>AFKD QEFP VLR T
2B >?IB QL RQFIFWB QEB FKCLOJ>QFLK >KA OB@LJIBKA>QFLI
E>SB MOLSFABA QL ?BQQBO PBOSB VLRO @RPQLJBOP QEOLF
J>OHBQFKD FAB>P )K QROK TB ELMB QL EBIM VLR FK@OB>P!
LC QEBPB RK@LKSBKQFLK> @RQP LC JB>Q TEF@E TFIl OBAF
>KA J>UFJFWB MOLCFQP

4E>KH VLR CLO VLRO QFJB >KA TB ELMB VLR CLRKA QEFP
OBPB>O@E FKPFDEQCRI )C VLR TFPE QL @LKQ>@Q LRO DOL
OB>@E RP >Q JB>QQLVLR DJ>FI @LJ

3FK@BOBIV

6 F@QLOF> "SRBD>K $RKHBBU 7EFQK>E >KA ->OF>
(BOK>KABW
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.LQB "RPFKBPP K>JBP >KA PLJB ROIP E>SB ?BBK @E>K
CLO MOFS>@V
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#44/: [<2* |@73BG I3/BA 3B/7:32'BC2G <B=B63'/:3
/<2 =<AC;>B7=<=4)<1=<D3<B7=</: CBA=413/B/B :7B3
13/BA

>@7:

&3>=@B 3&B<B32 0G
6 F@QLOF>">RBO
-LOD>K $RKHBO
IBU 7TEFQK>E

->0F> (BOK>KABW
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OAB@/1B

| I>GLOFQV LC JB>Q @LKPRJBOP FK QEB 5KFQBA 3Q>QBP >
>T>OB LC QEB ?BKBCFQP LC SEOFERMOPKAERE >0OB
TOFQQBKXEPQO>KDB >KA KLQ >MMBQFWFKD BKLRDE CLO >.
OBPB>0@E MI>K T>P PBQ FK JLQFLK QL PBB FC J>OHBQFKD J
>KA C>IPB ?BIFBCP ?V TLOA LC JLRQE TBOB QL ?1>JB 4EB
OBPB>0O@E PLRDEQ QL AFP@LSBO QEFP ?V NRBPQFLKFKD TE
SBDBQ>OF>KP @ELLPB QL OBCO>FK COLJ ?RVFKD >KA @LKP!I
S>OFBQV >RAILB>QP 4EB FKCLOJ>QFLK T>P D>QEBOBA QEOL
LKIFKB PROSBVP FKQBOSFBTP >KA OBPB>0@E LC MOF@BP :
@LKPRJBO M>QQBOKP 3ROSBVP CLRKA QE>Q QEB JLPQ QOR
LC >ASBOQFPBJBKQ T>P FKABBA TLOA LC JLRQE >KA PL@F>I .
7 B OB@LJJIBKA QEB %IFQB -B>QP RPB J>OHBQFKD PQO>QBDI
BJME>PFWB QEB EB>IQE ?BKBCFQP @EB>MBO MOF@BP >KA
MOBM>0>QFLK MFQRROBR SSQAKBQV JB>QP 3BEQRAIV
-B>QP @LRIA >QQ0>@Q QEB T>0V QL ?B@LJIB KBT @LKPRJIBC
ELIAFKD PMB@F>| A>VP LO TBBBIP QEBB PEIMIBP LC QEB
S>OFBQV COILUB>QP



FF

Technical and Professional Writing Genres 395



396 Michael Beilfuss, Staci Bettes, and Katrina Peterson

(/0:3=4 =<B3<BA

<B@2C1B7=<KKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKK
13B6=2KKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKK
OE>PB) 3ROSBV LC #LKPRJBOPaaaaaaaaaaaaaaaaaaaaaaaaa:
OE>PB)) )KQBOSFBT %IFQB -B>QP %JMILVBBaaaaaaaaaaaaac
0E>PB))) /KIFKB 2BPB>O@E FKQL "BKBCFQP >KA "BK@EJ>O

&3AC:BAKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKE
K KKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKK

3ROSBV LC #LKPRJBOP 2BPRIQPaaaaaaaaaaaaaaaaaaaaaaaac
JKQBOSFBT %IFQB -B>QP %JMILVBB 2BPRIQPaaaaaaaaaaaaas
/KIFKB 2BPB>O@E FKQL "BKBCFQP >KA "BK@EJ>OHFKD 2BP]

TA1CAAT7=< =4 &3AC:BAKKKKKKKKKKKKKKKKKKKKKKKKKKKI
=<1:CA7=< &31=;;3<2/B7=<AKKKKKKKKKKKKKKKKKKKKKKKKF
&343@&13AKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKK
>>3<2713AKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKKK
IMMBKAFU laaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaa
IMMBKAFU "aaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaa

7AB =4 75C@®

&FDROB DB LC 2BPMLKABKQPaaaaaaaaaaaaaaaaaaaaaaaaa

&FDROB #LJIJRKFQV ORO@E>PFKD
(>?FQPaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaa
aaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaa

&FDROB |FHBIFELLAWQIUD>Flaaaaaaaaaaaaaaaaaaaaaaaaaac

&FDROB ,FHBIFELLA®®QDI4LOH
#EBBHaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaa
aaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaa

&FDROB !'ASBOQFPBKERFK #LJJRKFQVaaaaaaaaaaaaaaaaas

&FDROB 2BPMLKPBPR:I@B@FMBaaaaaaaaaaaaaaaaaaaaaa

&FDROB 'ASBOQFPEIBKAMFK |OB>aaaaaaaaaaaaaaaaaaaaa
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FFF
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%IFQB -B>QP FP > IL@>| ?RQ@EBO PELM QE>Q PMB@F>IFW!
IL@>IIV PLRO@BA ?BBC @EF@HBK MLOH [>J? >KA ?FPLK 3B
@LKSBKQFLK> @RQP LC JB>Q >OB >S>FI>?IB QEOLRDE %IFQI
PR@E >P PELOQ O>@H OF?P PFOILFK >KA QBKABOILFK %IFC
PQOFSBP QL ?BO®@RBRQ PL >KV JB>Q QE>Q E>P OB>@EBA F
PEBIC IFCB FK QEB COLKQ @LRKQBO FP OLQ>QBA QL QEB ?>(
RPB FK QEB OBPQ>RO>KQ >OB> LC QEB ?RPFKBPP 4EFP ?RQ
>IPL PQOFSBP QL RQFIFWB >Il M>OQP LC >K >KFJ>I PL KLKQO!
@RQP LC JB>Q PR@E >P QLKDRB LUQ>FI >KA EB>0Q >OB >IP
CLO P>IB $BPMFQBLOEFPRT %IFQB -B>QP QEBPB
>CLOBJBKQFLKBA @RQP LCQBK DL QL T>PQB LO >OB DOLRK/
CLLA

6>0FBQV JB>QP >0B KLQ QO>AFQFLK>IIV FK@IRABA FK >
-FATBPQBOK /HI>ELJ> AFBQ >KA @>K ?B ABP@OF?BA >P
dOBMRIPFSBe FK QEBFO RK@LLHBA CLOJCRIIBQMOLLC 3Q>C
(LTBSBOS>OFBQV JB>QP @>K ?B FK@IRABA FK @RIQRO>I| AFP
RPBA CLO JB>KP LQEBO QE>K CLLA )C E>KAIBA >KA @LLHBA
MOLMBQ®>| @>K ?B > ABIF@FLRP >KA KRQOFQFLRP >AAFQFL
AFBQ>6FBQV JB>QP QBKA QL >IPL ?B JR@E JLOB ?RADBQ COF
QE>K QEBFO QO>AFQFLK>| JB>Q)QERRBOVIEFOQEB
>KFJ> TEBQEBO FQ @>QQIB MFDP LO @EF@HBKP TFII 2B M
$BPMFQB QEFP QEBPB RK@LKSBKQFLK> @RQP LC JB>Q >OE
ABJ>KABA >Q %IFQB -B>QP !lQELRDE COBBWFKD LC QEBPB Q
JB>Q FKABCFKFQRI¥ ®@EBIRC CLOEROB @LRIA ?B > CBT
JB>PROBP QE>Q @>K ?B Q>HBK QL BKPROB QE>Q >Il M>OQP L
>OB MRQ QL RPB FK > @LPERCKAFBNQ@T>V CLO %IFQB -B>QP

3BSBO>| PRDDBPQFLKP @>K ?B J>AB QL FIMOLSB >ASBOQF
J>OHBQFKD LC KLK QO>AFQFLK>I @RQP LC JB>Q /KB LC QEBF
2B QL RPB PBSBO>| CLOJP LC >ASBOQFPFKD LQEBO QE>K QE!
JBAF> MI>QCLOJP QE>Q %IFQB -B>QP >I0B>AV RQFIFWBP >P
OB>@E QEBQABILDO>MEF@ LC JFAAIB >DBA @LJIRKFQV
JBJ?BOP QE>Q @LKPFPQBKQIV MRO@E>PB >KA @LKPRJB JB>
IAAFQFLK>BMFQB -B>QP @LRIA MLPQ OB@FMBP >KA RPBP CL(
RK@LKSBKQFLK>l @RQP LC JB>Q LK QEBFO TB?PFQB  JB>(
QEBV >I0B>AV AL TFQE JLOB QO>AFQFLK>l @RQP 4EBPB KBT
LC J>OHBQFKD >KA >ASBOQFPFKD TLRIA >PPFPQ FK FK@OB>!
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@LKPRJBO >T>OBKBPP LC QEB @RQP LC JB>Q QE>Q >OB >S>|
QEOLRDE %IFQB -B>QP >P TBII >P QEB MLQBKQF>| ?BKBCFQP
MRO@E>PFKD >KA @LKPRJFKD KLK QO>AFQFLK>I @RQP LC J

4EB OBJ>FKABO LC QEFP OBMLOQ ABP@OF?BP QEB JBQEL/
QL @LJMIBQB QEFP OBPB>O@E OBPRIQP LC QEB OBPB>0O@E
AFP@RPPFLK TB@BUOK@IRAB TFQE OB@LJIBKA>QFLKP QL
MOLJLQB QEB P>IB LC QEBPB JB>QP >KA QL @RQ @LPQP >Q \
?RPFKBPP
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13B6=2

/RO OBPB>O@E DL>IP TBOB QL AFP@LSBO QEB OB>PLKP CL
JB>Q MOLAR@QP MRO@E>PBA ?V @LKPRJBOP >KA QEB @RO
J>OHBQFKD PQO>QBDFBP RPBA ?V %IFQB -B>QP 4EB OBPB>C
QEBQBA JB>Q @LKPRJIJBOP PMB@FCF@>IIV QELPB TEL SFPF
-B>QP QL MRO@E>PB QEBFO JB>Q 4EB OBPB>O@E PLRDEQ C
TEV MBLMIB JFDEQ LMMLPB @BCRARSOEBQV JB>Q
TEBQEBO ?B@>RPB FQ ALBP KLQ PBBJ >MMBQFWFKD LO ?B@
PFIMIV E>SB KLQ QOFBA QEBPB QVMBP LC JB>QP ?BCLOB )K
DBKBO>QB >KA L?Q>FK A>Q> TB PBKQ LRQ LKIFKB PROSBVP
FKQBOSFBTBA >K %IFQB -B>QP BJMILVBB @LJMIBQBA LKIFKB
OBPB>O@E >KA @LLOAFK>QBA ?BK@EJ>OHFKD TFQE LQEBC
LTKBA ?RQ@EBO PELMP 4EFP KBTIV CLRKA FKCLOJ>QFLK EB
QL MOLSFAB ?BQQBO J>OHBQFKD Q>@QF@P >KA PQO>QBDF

$6/A3 'C@D3G =4 =<AC;3@A

7 B PROSBVBA @RPQLJIBOP LC %IFQB -B>QP QL PBB TE>Q Q
MBO@BMQFLK LC QEBPB >IQBOK>QFSB @RQP >KA QEBFO TFI
2RV RPB QEBB ?PHBA QEBJ TE>Q C>@QLOP TBOB @LKPFABO
QEBFO MRO@E>PFKD LC MOLAR@QP >P TBII >P FC QEBV TBC
%IFQB -B>QPROP LQEBO @RQP LC JB>Q QE>Q >0OB KLQ >P MLI
TFQE @RPQLJBOP 'AAFDBLRHEA QEBJ >?LRQ QEBFO
FKQBO>@QFLKP TFQE >ASBOQFPFKP PK® B FIER\B>QPg
>@@LRKQP !ILKD TFQE QEFP TB OB>@EBA LRQ FKQL QEB DE
MR?IF@ SF> PL@F>I JBAF> >KA OB@BFSBA CBBA?>@H COLJ C
@LIIBDB PQRABKQP >KA >ARIQP TFQEFK QEB @LJIRKFQV QL
QEBOB TBOB @BOQ>FK @LKPRJBO ?>@HDOLRKAP QE>Q TBO
IFHBIV QL MRO@E>PB QEBPB JB>QP OF@QROBP LC LUQ>FI >k
@LIM>OFPLKP QL JLOB MLMRI>O @RQP LC JB>Q TBOB MOLSF
QEB PROSBVP QL EBIM D>RDB QEB OB@BMQFSFQV LC QEB JE
@LKPRJBOP FK QEB >OB> 4EB NRBPQFLKP FK QEB LKIFKB PR
QEBQBA QEB @LPREBOLKP CLO QEBFO JB>Q PBIB@QFLK >k
MRO@E>PFKD E>?FQP >KA TBOB S>IFA CLO LRO OBPB>O@E |
DLBP FKQL QEB @IRIEBE@B LC JB>Q @LKPRIMQFLK ! CRII
IFPQ LC PROSBV NRBPQFLKP @>K ?B CLRKA FK IMMBKAFU !
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$6/A3 <B3@D73E :7B3!3/BA ;>:=G33

7 B FKQBOSFBTBA > @ROOBKQ BIMILVBB LC %IFQB -B>QP F
QL >P@BOQ>FK QEB @ROOBKQ J>OHBQFKD PQO>QBDFBP >0
RK@LKSBKQFLK>l @RQP LC ?BBC MLOH @EF@HBK [>J? >KA
7 B >IPL CL@RPBA LK TE>Q HFKAP LC @RRQRIBOBKO0/>KV
COBNRBKQ QEB ?REFKBRBPATE>Q QEB BJMILVBB ?BIFBSBP
TFIl FK@OB>PB P>IBP LC QEBPB JB>QP ABJ>KA LC QEBPB MO
>KA FC QEBOB >0OB >KV LQEBO RPBP CLO QEBPB @RQP LC JB:
TEFIB AB@OB>PFKD T>PQB >KA J>UFJAEFRD MOLCFQ
FKCLOJ>QFLK D>SB RP >K FKPFAB MBOPMB@QFSB LC %IFQB
>K BJMILVBBSFBT LC @RPQLJIBOP >KA J>OHBQFKD PQO>QBDF

$6/A3  #<:7<3 &3A3/@6 7<B= 3<347BA /<2
3<16;/@97<5

7 B FKQBOSFBTBA LQEBO IL@>I ?RQ@EBO PELMP FK QEB /H
#FQV >KRIP> >OB> QL PBB ELT QEBV TBKQ >?LRQ PBIIFKD QEF
S>OFBQV JB>BPIFL FKQBOSFBTBA ?RQ@EBO PELMP LRQPFA!
/HI>ELJ> QL PBB FC QEBOB THOBKEB FK @RPQLIBO
MOBCBOBK@B >KBOBKECO KBT FAB>P LK ELT QL ?BQQBO
RQFIFWB QEBPB @RQP )K >AAFQFLK TB >PHBA ELT QEBPB ?F
PELMP AB>IQ TFQE QEB P>IBP RP>DB LC RK@LKSBKQFLK>| @I
JB>Q P TBIl TB @EB@HBA QEBOBOBR®BPGBQTBBK
AFRCBOBKQ PELMP QL PBB FC QE>Q @LRIA E>SB ?BBK > MLQBF
MOL?IBJ 4EFP FKCLOJ>QFLK TFIl D>SB RP > DLLA FKPFDEQ FK
ELT %IFQB -B>QP @LRIA @LKPFABO @E>KDFKD QEBFO J>OHE
JBQELAP QL ?BQQBO PBII QEBPB QVMBP LC JB>Q FK QEB 3QFI
>OB> &ROQEBOJLOB TB OBPB>0O@EBA LKIFKB CLO OB@FMBI
RPBP CLO RK@LKSBKQFLK>I @RQP LC JB>Q FK >AAFQFLK QL
>KA MLQBKQF>I ALTKPFABP QE>Q @>K ?B ABOFSBA COLJ MRC
>KA @LKPRJFKD QEBPB @RQP LC JB>Q
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&3AC:BA

)K QEFP PB@QFLK TB TFIl OBMLOQ QEB OBPRIQP LC QEB PF
@LKAR@QBA QEOLRDE 'LLDIB &LOJP QL CSFBKAP C>JFIV
@LKPRJIBOP LC %IFQBBBERP-TPL OBMLOQ FKCLOJ>QFLK
D>OKBOBA QEOLRDE QEB FKQBOSFBT LC >K %IFQB -B>QP BJ\
>KA LKIFKB OBPB>0O@E FKQL QEB ?BE>SFLOP LC JB>Q @LKPR
QEBV J>HB QEBFO JB>Q MRO @ E>PHKDPBR@LFFEI BV
OBPB>0O@E @LKAR@QBA FK QEFP PQRAV TFIl @LKSBV QEB E
B@LKLIF@ ?BKBCFQP LC @LKPRJFKD RK@LKSBKQFLK>l @RC
SBOPRP QEB JLOB OBKLTKBA @ELF@BP

'C@D3G &3AC:BA

7 B OB@BFSBA PROSBV OBPRIQP COLJ MBOPLK>I FKQBOSF
BIB@QOLKF@ PROSBVP PL@F>I JBAF> PROSBVP >KA PROSB\
AFPQOF?RQBA QL @LJIRKFQV JBJ?BOP >KA @RPQLJIBOP LC 9
-B>QP !l LC QEB PROSBVP TBOB @LKAR@QBA >KA OB@LOAB!
'LLDIB &LOJP B AFA KLDBSO-KV PMB@FCF@ DOLRM LO
FKAFSFAR>| LK@B QEBV TBOB FKPFAB QEB PQLOB ! QLQ>I LC
OBPMLKPBP TBOB OB@LOABA CLO LRO PROSBVP 4EB PROSE
LC NRBPQFLKP QE>Q PLRDEQ QEB OB>PLKP ?BEFKA @ELF@
MRO@E>PBP FK QEB 3QFIIT>QBEB@LKNKFQVHBA QL
PMB@FCF@>IIV ABSBILM ?BQQBO J>OHBQFKD PQO>QBDFBP ¢
>KA QEBRI>»LEKA S>OFBQV JB>QP TEBQEBORESKDI>P Q>0
@BOQ>FK ABJLDO>MEF@ LO QEB DBKBO>I MR?IF@

4EB PROSBV @LKPFPQBA LC CLROQBBK NRBPQFLKP CL@RI
RK@LKSBKQFLK>I @RQP LC JB>Q >KA QEB MLPPF?IB C>@QLC
OBPMLKPF?IB CLO PT>VFKD QEB @LKPRJBO >T>V COLJ ?RVFk
RK@LKSBKQFLK>l @RQP LC JB>Q SBOPRP QEB JLOB QO>AFC
QVMF@>| QVMBP LC MRO@E>PBP LC JB>Q PBB !MMBKAFU ! ¢
PROSBV OB>@EBA > DLLA P>JMIB PFWB LC MBLMIB TB TBOX
>?IB QL D>FK > DOB>QBO RKABOPQ>KAFKD LK QEB ?RVFKD ?E
LC > TFAB S>OFBQV LC JB>Q @LKPRJBOP FK QEB @LJIRKFQV
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&FDROB DB LC 2BPMLKABKQP

&FDROB PELTP QEB >DB O>KDBP LC QEB OBPMLKABOP 4E
OBPMLKPBP COLJ QEB PROSBV >0B PELTK >P > MFB @E>0Q F
4EFP PQ>QFPQF@ PELTP QE>Q LC QELPB PROSBVBA TBOB
QEB >DB LC TBOB LC QEB>DBP LC QL TBOB
FK QEB >DB O>KDB LC QL TBOB FK QEB >DB O>KDB LC
QL O>KDBA COLJ QL VB>OP 4EFP NRBPQFLK E>A QEB
FKQBKQFLK LC AFP@LSBOFKD QEB AOFSFKD >DB O>KDB CLO
MRO@E>PFKD @ELF@BP TFQE FK QEB JRGLIFKFOMNC
PROSBV OBPMLKABKQP ABJLKPQO>QBA QL ?B TFQEFK QEB >
QL VB>OP LIA TEF@E J>HBP PBKPB >P QEB @LJJRKFQV FF
@ROOBKQIV > J>GLOFQV LC PQRABKQP >QQBKAFKD /HI>ELJ>
5KFSBOPFQV

&FDROB #LJIRKFQV ORO@E>PFKD (>?FQP

&FDROB PELTP QEB OBPMLKPBP TEBK QELPB PROSBVBA T
>PHBA QL IFPQ QEB QEOBB JLPQ @LJJLK QVMBP LC JB>Q QEB
MRO@E>PB TEBK DOL@BOV PELMMFKD 4EB QLM QEOBB MRC
JB>QP TBOB @EF@HBK ?0B>PQP >KA QEFDEP ~ DOLRKA ?E

>KA PQB>H IJLKD QEB IB>PQ MRO@E>PBA TBOB
@RQP PR@E >P LUQ>FI >KA DFWW>OAP 4EFP
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HKLTIBADB @>K EBIM RP QL OB@LDKFWB QEB QLM PBIIFKD
JB>Q >KA QEBK OBPB>0O@E QEB J>OHBQFKD JBQELAP >KA >N
C>@QLOP QL QEB JB>Q @LKPRJBOP FK QEB @LJIRKFQV

&FDROB |FHBIFELLAQIBBQ KDRB

&FDROBP >KA ABJLKPQO>QB ELT TB >PHBA QEB OBPMLKA
QL D>RDB ELT IFHBIV QEBV TLRIA ?B QL QOV ?BBC QLKDRB >K
@EBBHP GLTI 4EB TFIIFKDKBPP LC QEB OBPMLKABKQ QL QO
JB>QP T>P O>QBA LK > P@>IBLC QL TFQE ?BFKD >?PLIRQE
KLQ >KA ?BFKD dABCFKFQBIV VBP e & DROBP >KA PELT QE
OBPMLKPBP QL ?BBC QLKDRB >KA MLOH @EBBHP GLTI 4EB
OBPMLKPBP PELTBA> @E>K@B LC dVBP ABCFKFQBIVe QO\
MLOH @EBBHP QEFP T>P QEB EFDEBPQ IBSBI O>QFKD LC >lI
QE>Q TBOB MOBPBKQBA BLOEB-QFMPFAB ?BBC QLKDRB
E>A QEB JLPQ OBPMLKPBP OB@LOABA >P d>?PLIRQBIV KLQe
LC OBPMLKABKQP O>QFKD FQ >P 4EBPB OBPMLKPBP TBOF
PROMOFPFKD !JBOF@> -FATBPQ @RIQROB E>P PE>MBA MBL)
LKIV B>Q QEB JLPQ @LJILK QVMBP LC JB>Q IFHB @EF@HBK >|
?BBC >P T>P PBBK FK CFDROB

&FDROB FHBIFELLAQDILOH #EBBH
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&FDROB !'ASBOQFPBKBRIFK #LJIJRKFQV

&FDROB AFPMI>VP QEB PROSBV NRBPQFLK TEF@E >PHP F
CLOJ QEB OBPMLKABKQP RPR>1IV PBB LO EB>0 >ASBOQFPBJE
IL@>| ?RPFKBPP 4EB OBPRIQP TBOB  CLO PL@F>I JBAF>

CLO KBTPM>MBO QBIBSFPFLK CLO  CLO O>AFL
CLO MBOPLK>I OB@LJIBKA>QFLK TLOA LC JLRQE >KA
CLO QO>SBI TB?PFQBP 'LLBIBI BQ@

&FDROB 2BPMLKPBIPREIZB@FMB

&FDROB FIIRPQO>QBP QEB OBPMLKPBP >P QL TEBQEBO > |
AFPE LC LUQ>FI T>P >MMB>IFKD LO KLQ >Q CFOPQ DI>K@B /(
OBPMLKABKQP  @ELPB dABCFKFQBIV TLRIA B>Qe
QELRDEQ QEB AFPE T>P dDOLPP TLRIAKLQ B>Qe  TBOB
FKAEBOBKQ 4EB J>GLOFQV LC QELPB PROSBVBAI?BIFBSBA Q
@LLHBA ILLHBA >MMBQFWFKD
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&FDROB !'ASBOQFPRIBKARIFK !OB>

&FDROB OBSB>IP TEF@E CLOJ P LC >ASBOQFPBJBKQ QEB
OBPMLKABKQP TBOB JLPQ IFHBIV QL QORPQ 4EB LMQFLKP TE
P>JB >P FK CFDROB MIRP > J>D>WFKB LMQFLK >KA OBPRIQB,

QORPQBA PL@F>| JBAF> QEB JLPQ LC >S>FI>?IB @ELF@BP
QORPQBA QBIBSFPFLK >AP  QORPQBA O>AFL PMLQP
QORPQBA KBTPM>MBO >ASBOQFPBJBKQP 4EB S>PQ J>GLOF(
QORPQBA MBOPLK>| OB@LJIBKA>QFLK TLOA LC JLRQE TEFI
KBUQ MLMRI>O AB@FPFLK QO>SBI TB?PFQBP PR@E >P 'LLDIE

9BIM T>P PBIB@QBA?V LC OBPMLKABKEB JVRD>O
QORPQTLOQEV CLOJ LC >ASBOQFPBJBKQ QL QELPB TEL OBPI
QEB PROSBV T>P MBOPLK>| OB@LJJBKA>QFLK >KA TLOA LC JI

<B3@D73E &3AC:BA

7 B FKQBOSFBTBA > M>0Q QFJB BIMILVBB LC %IFQB -B>QP (
RPR>IIV TLOHP >Q QEB COLKQ JB>Q @LRKQEIESP > @>PEFBO
COLKQ @LMEBBTDBNRBKQIV FKQBO>@QP TFQE JLPQ LC QEB
@RPQLJBOP >KA LSBOPBBP QO>KP>@QFLKP TEBK JB>Q FP M
"B@>RPB LC EBO OBPMLKPF?FIFQFBP PEB T>P >?IB QL >KPTE
LC LRO NRBPQFLKP FK ABMQE !CQBO JBBQFKD TFQE QEFP B.
TB TBOB ?BQQBO >?IB QL RKABOPQ>KA QEB MOL@BPPBP CLC
MRO@E>PFKD PQLOFKD >KA PBIIFKD RK@LKSBKQFLK>l @RC
>KA LC> >P TBII >P QEB QVMBP LC @RPQLJBOP QE>Q DBKBO:
QEFP QVMB LC JB>Q >KA M>0QP LC QEB >KFJ>l &ROQEBOJLO
IB>OKBA TE>Q E>MMBKP QL QEBPB M>0QP FC QEBV >OB KLQ
NRBPQFLKP QE>Q TBOB >PHBA FK QEB FKQBOSFBT @>K ?B C
IMMBKAFU "

4EB BJMILVBB QE>Q TB FKQBOSFBTBA T>P >?IB QL DFSB RP
S>IR>?IB FKPFDEQ FKQL QEB @RPQLJBOP LC %IFQB -B>QP 'Bl
PEB P>FA QE>Q TEFIB @LIIBDB PQRABKQP COLJ /HI>ELJ> 3Q>(
5KFSBOPFQV AL @LJB FK >Q QFJBP QEBV AL KLQ J>HB RM QE
J>GLOFQV LC QEB @RPQLJIBOP d! ILQ LC LRO @RPQLJ LOABO
I>0BO JB>Q MRO@E>PBP >0OB COLJ QEB
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>DBLC QL ePEB>MMOLUFJ>QBA 3EB JBKQFLKBA QE>Q
QEBOB J>V ?B PLJB dLSBO >KA RKABOe >KA QE>Q QVMF@>IIV
@LKPRJBOP SFPFQ QEB PQLOB >KA J>HB MRO@E>PBP >CQBX(

4EB BJMILVBB >IPL D>SB S>IR>?IB FKPFDEQ FKQL QEB @RP(
QE>Q ?RV RK@LKSBKQFLK>I @RQP LC JB>Q PR@E >P ?BBC Q
QEBJ CLO d@RIQRO>| OB>PLKP e &L.O BU>JMIB PEB PQ>QBA ¢
(FPM>KF@ MBLMIB @LJB FK >KA ?RV ?BBC QLKDRB e MBOE>M
?B@>RPB dQLKDRB Q>@LP >0B @FEBKMPMRBEQL DL
JLOB FK ABMQE >P QL TEL ?RVP PMB@FCF@ RK@LKSBKQFLK
JB>Q PEB P>FA QE>Q TEFIB (FPM>KF@ >KA )KAF>K @RIQROBI
J>FK DOLRMP QE>Q ?RV QEFP HFKA LC JB>Q SBQBOFK>0V P«
QEB BIABOIV >IPL J>HB QEBPB MRO@E>PBP COLJ QFJB QL QF.
QBIIP LC > QFJB QE>Q > CBT SBQ PQRABKQP @>JB FK >KA B>
CLO ?BBC QLKDRB FK LOABO QL dMO>@QF@B PRQROFKD LK
&ROQEBOJLOB PEB P>FA QE>Q QEB dLIABO DBKBO>QFLKalF!
IFSBO

4EB BIMILVBB >IPL BUMI>FKBA BU>@QIV TE>Q HFKA LC JB>(
>KA MOLAR@QP >OB >S>FI>?IB CLO MRO@E>PB COLJ %IFQB -
QEB COLKQ @LRKQBO QE>Q E>SB > ABCFKFQB >KA PELOQ PE
BUMI>FKBA QE>Q %IFQB -B>QP E>P d>Il @RQP LC JB>Q MLOH
1>J? @EF@HBK >KA ?FPLK e 3EB >IPL @LKCFOJBA LRO ?BIFB(
QEB ?RPFKBPP BEIPR®E >P ?BBC QLKDRB >KA LUQ>FI >KA >|
>AABA QE>Q %IFQB -B>QP PBIIP J>00LT ?LKBPBIKARFSBO
MFD B>OP QE>Q >0OB MOFJ>OFIV PJLHBA >KA RPBA CLO ALD Q
>IPL AFSRIDBA QE>Q QEBV >OB KLQ >?IB QL J>OHBQ >Il M>0Q|
>KFJ> >P %IFQB -B>QP FP dM>0QKBOBATEQB& /85
IDOF@RIQRO> 0OLAR @SFBREBEP d3LJBQFIBPQB @>Kg
DBQ BSBOVQEFKD FK ARB QL QEBFO OBDRI>QFLKP LC TE>Q
IBD>IIV AFPMLPB LC e

7EBK >PHBA >?LRQ QEB J>OHBQFKD >KA >ASBOQFPFKD PQ!
FK MI>@B CLO S>OFBQV JB>QP >KA KLK QO>AFQFLK>I @RQP
BJMILVBB BUMI>FKBA (2EBQBR@E LC > J>OHBQFKD
PQO>QBDV ?BEFKA QELPB PMB@FCF@ @RQP e QEB JLPQ IFH
?BFKD QE>Q QEB J>FK OB>PLK QEBPB QVMBP LC JB>Q >OB M
>OB CLO @RIQRO>I JB>IP >KA AFPEBP #RQP PR@E >P QLKDRI
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>0OB HBMQ FK QEB COBBWBO RKQFI dQEB @RPQLJBO FKFQF>
MRO@E>PB< e )C > @RQ LC JB>Q QE>Q > @RPQLJBO OBNRBP
POL@H ?RQ FP KLQ OB>AFIV >S>FI>?IB CLO MRO@E>PB QEB
PQ>QBP dTB @>K MI>@B >K LOABO CLO FQ e 3EB >IPL PRDDBI
OB>PLK QE>Q QEBPB @RQP >OB KLQ FK EFDE ABJ>KA FP QE>
KLQ LK QEB QVMF@>| DOL@BOV IFPQ ?RQ O>QEBO @LKPRJB
PMB@F>| L@@>PFLKe dQOVFKD >KBT OB@FMBe LO dPLJBQE
QE>Q e &L.O MOLAR@QP HBMQ FK QEEERD KIDEIERKQBO
>ASBOQFPFKD MI>QCLOJP TBOB d)KPQ>DO>J LO & @B?LLH N
LC ;:JB>Q MOLAR@QP< QL >ASBOQFPB e
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3FK@B QEB BJMILVBB BUMI>FKBA QE>Q RK@LKSBKQFLK>! §
JB>Q >0OB KLQ QVMF@>IIV MRO@E>PBA TB QEBK >PHBA TE>(
QVMF@>I| PEBIC IFCB LC QEBPB QVMBP LC JB>Q TBOB >KA EL
TBOB AFPMLPBA LC TEBK QEBV OB>@EBA QEB BKA LC QE>Q F
3EB >KPTBOBA QE>Q JLPQ LC QEBPB @RQP >OB COLWBK >KA
PQLO>DB PL QEBV E>SB d>K FKABCFKFQB PEBIC IFCB ?B@>R
M>@HBA >FOQFDEQ e 3FK@B %|FQBDBDBEAQBPKY
@>0@>PPBP e QEBV AL KLQ E>SB J>KV IFSBOP LO QLKDRBP (
FQ FP KLQ d> ERDB AB>| FC TBAPRIOFQ EGEB >IPL >AABA
QE>Q TEFIB MFD B>OP >0OB MOFJ>OFIV PJLHBA CLO ALD QOB>
>OB >S>FI>?IB dRKPJLHBAe RMLK OBNRBPQ ?RQ J>OOLT ?LKE
>IT>VP PJLHBA ?B@>RPB dTB AL QOV QL RPB BSBOVQEFKD T!

3FK@B QEBPB @RQP LC JB>Q >0B KLQ dKB@BPP>OFIV LK
:@RPQLJBOPg< O>A>0Oe %IFQB -B>QP ALBP KLQ EB>SFIV >ASE
MLPQ OB@FMBP LK QEBFO TB?PFQB ?B@>RPB >P QEB BJMIL
dFOKLQ PLIBQEFKP QE;QER @RPQLIBORPBFREEO
LC>I >KA S>OFBQV JB>QP >0B FK PELOQ PRMMIV >KA ILT ABJ:
PEB P>VP QE>Q QEBPB HFKAP LC JB>Q >OB KIR) dPLIBQEFKD
AO>DDFKD RP ALTK FCQPBLKS e >KA QE>Q FC QEBV >OB >l
QL PBII FQ >KA OBJLSB > MOLAR@Q CQ1REREBIRBBBWBO
?B@>RPB TB AL DBQ QL RPB >l QEB M>0Q :LC >H>KFJ>I< >KA
PLIBQEFKD TB QOV QL AL e

#<:7<3 &3A3/MH /<2 3<16;/@97<5 &3AC:BA

2BPB>0O@E T>P MBOCLOJBA LKIFKB FKQL QEB JLKBQ>OV >K
KRQOFQFLK>| ?BKBCFQP >KA AITHPAABRLCRALQEBO
?RQ@EBO PELMP QL PBB FC >KA ELT QEBV J>OHBQBA KLK QC
@RQP LC JB>Q 4EB ABCFKFQFLK LC RK@LKSBKQFLK>I @RQP
dLC>l e QE>Q FP RPBA QEOLRDELRQ QEFP OBRBMO@E FP S>C
LO LI>K JB>QP @S| FP >Il LC QEB BAENE LEXQO>FIP
?2LKBP >KA JRP@IB COLJ >K >KFJ>|

"CB@7B7=< /<2 !1=<3B/@G 3<347BA

/CC>1 LO du¢K JB>QPe >OB EFDE FK SFESIFIFK 6FP
@>M>?IB LC J>KV DLLA ABBAP CLO QEB ?LAV QEBPB FK@IRAE
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OBAR@FKD FKCI>JJ>QFLK CREERBSHIBLEA FKCB@QFLK
MOLJLQFKD BVB EB>IQE CFDEQFKD >D>FKPQ >KBJF> EBIMFK
EB>IQEV MOBDKKA@VOB 4EB QVMB LC SFQEHIK ! LC
MOLSFABP FP > @LKSBKFBKQ QVMB LC SFQ>JFK | ?2B@>RPB F
KBBA QL ?B @LKSBOQBA QL >KVQEFKD BIPB QL ?B RPBA ?V Q!
QEBOBCLOB FQ FP @LKSBKFBKQ >KA EB>IQEV CLO QEB ?LAV
"RIBQMOLLCGQ>C 4EB KRQOFQFLRP ?BKBCFQP QL B>QFKL
LC>I >OB LKIV LKB OB>PLK QL @ELLPB Q2 BLOYIAKKSY

LC>I JB>Q .LQ LKIV TFQE QEB >AS>KQ>DBLRP >AAFQFLK LC S
1 QL > JB> @>K LKB CFORO@QBOF> >KA SFORPBP TEFIB >IPL
MOLJLQFKD EB>IQEV DOLTQE AKKBEBH AQ QEB P>JB

QFJB @RQ LRQ QEB BUMBKPB LC ?RVFKD SFQ>JFK PRMMIBJB
%AT>OAP
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3MB>HFKD LC @RQQFKD LRQ BUMBKPBP QEB MOF@BP LC ¢
PQB>HP >SBO>DB>Q  >Q LRO IL@>I ?RQ@EBO PELM %IFQE
FK 3QFIIT>QBSEL)> &OBPE -B>Q -BKR KA 4EFP E>?FQ
@>K B>PFIV ?B PQOBKRLRPRA>BQKBFBSROIBKFKD
LKB® BVBP QL QEB TLOG»LAR® TFII 7B KLQ LKIV > DOB>Q
BUMBOFBK@B CLO QEB Q>PQB ?RAP ?RQ > DOB>Q ?0B>H QL
/CC>I PR@E >P LUQ>FI >Q %IFQB -B>QP @>K ?B ?LRDEQ FK >K
MOLMLOQFLK @ELPBK ?V QEB @RPQLJBO >EB>A LC QFJB /UC
>Q>MOF@BLC MBO MLRKA QEBV >OB DBKBO>IIV PLIA FK
MOLMLOQFLKP >OLRKA LKB QL QTL MLRKAP PL QEB MOF@B F
@LJILKIV PLIA>P >?LRQ  &OBPE -B>Q /MQFLKP K A
4EB MOF@BRECQEKDB COL) QL LK >SBO>DB
COLJ > MOLCBPPFLK>| ?2RQ@EBO PELMPRKHIBOOBPQLKg
"RQ@EBOP 00BRQAKHEB DOKP >KA BKQO>FIP >OB
OBPMLKPF?IB CLO QEB ILTBO @LPQP O>KDFKD FK QEB PFKDI
@LIM>0>?IV EFDEBO MOF@BA S>OFBQV JB>QP >0B ELKBV@!
>KA LUQ>FI >P QEBV >0OB JLOB MLMRI>O TFQE @LKPRJBOP 'F
MOF@BP LC QEB ELKBV@LJ? QOFMB >KA LUQ>FI COLJ dMOLC
?RQ@EBOP >0B  >KAOBPMB@QFSBR@E PQFI|
@LIM>0OBP ILTBO QE>K QEB  >SBO>DB MGF®@B 00BPQLKg
LC JLPQ PQB>HP >Q > IL@>| ?RQ@HBF® PEIA +€J>0QBO
@ELF@B CLO VLRO T>IIBQ

$=B3<B7/: =E<A723A

4EB TLOAP @:0e >KA @xXPe QEBJPBISBP PBBJSBOV LC
MRQQFKD >KA DBQQFKD MBLMIB QL ?RV QEBJ IBQ >ILKB QO\
7B OBI>QFSBOFERIQ 1JBOF@>K @RIQROB BPME@F>IIV >CQE
7 >0)) >KA QEB #LHOE>P CL@RPBA FQPBIC LK dK>JB ?0>KAe
>KA B>PV QL DBQ JB>QP QE>Q >0OB NRF@H B>PV QL @LLH >K
SFPR>IIV >MMB>IFKD OBLMIB >OB RKABO QEB >PPRIMQFLK Q
-534 >|0B>AV ILLH >MMB>IFKD TEBK ?LRPEQEB-FAB> LC
?RVFKD > EB>0Q J>HBP MBLMIB RK@LJCL@RK?IB 3LJB LO
JB>QP >OB >IPL >K >@NRFOBA Q>PQB IFHB PQLJ>@EP TEF@
MBLMIB >T>V MBOJ>KBKQIV FC QEBV E>MMBK QL E>SB LKB ?>
BUMBOFBK@B "RIIBQMDLLCI3BOE@>KP T>KQ SFPR>IIV
>MMB>IFKD JB>Q QL ?B @LLHBA FK > PELOQ >JLRKQ LC QFJB
ELTBSBELJB LC> OBNRFOBP JLOB QFJB @LLHFKD QL ?B@LJB



416 Michael Beilfuss, Staci Bettes, and Katrina Peterson

QBKABQO BU>JMIB QEB TFABIV MLMRI>O (FPM>KF@ PLRM
JBKRAL OBNRFOBP QE>Q VLR PFJJBO QEB QOFMB >KA ELKBV
> CBT ELROP |AAFQFQEBIXBIF@FLRP MLOH LPPL ?R@L Q>HBI
PFDKFCF@>KQ >JLRKQ LC QFJB QL MOBM>0OB >P QEB MLOH F
2B 20>FPBA CLO > CBT ELROP PL QE>Q >Il QEB ?LKB J>OO0LT F
COLJ QEB ?LKB >KA QEF@HBKP QEB P>R@B FKQL >K RJ>JF CI
?2LJ? &OBPE -B>Q -BKR KA 4ELRDE PLJB @EBCP J>V 7B
ABAF@>QBA QL QEB AFPE >KA E>SB QF JEEBLONOBI@SDB FQ
1IJBOF@>K KLT >OB ILLHFKD CLO NRF@H OB>AV QL B>Q JB>IP
TEF@E FP NRFQB QEB LMMLPFQB
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3<16;/@97<5

4L DBQ > ?BQQBO FAB> LC ELT LQEBO ?RQ@EBO PELMP E>k
LC>l TB @LKQ>@QBA > E>KACRI LC PELMP IL@>IIVc>P TBII >P
COLJ LQEBO OBDFLKPcQL QOV >KA AFP@LSBO FC QEBOB TBC
AFCBOBK@BP FK MRO@E>PB MOBCBOBK@B >P TBII >P MLPPF
FAB>P QE>Q JFDEQ KLQ ?B HKLTK EBOB /KB LC QEB PELMP TF
QL Q>IH >?LRQ MOLAR@QP T>P 4EB -B>Q (LLH > “"OLLHIVK ?>P
?RQ@EBOV FK QEB PQ>QBHGEAPB>PQ @L>PQ ?RQ@EBO
PELM E>A PLJB @OB>QFSB FAB>P LK ELTX)LAREKAIB LC
>AJFQQBA QE>Q QEBPB FAB>P TBOB KLQ LOFDFK>I QL QEBJ >
J>KV LQEBOP >0B CFKAFKD KBT T>VP QL HBBM CLLA T>PQB Q
JFKFJRJ >KA MOLJLQB QEB P€IBIBSB& FC QEB @RPQLJBOP
>0B KLQ BU>@QIV >T>0B QE>Q QEBV >0B B>QFKD FQ ->KV 7F
PELMP PBII JLOB QE>K GRPQ O>T JB>Q FQ FP @LJILK CLO PE|
PBIl @EFIF >KA P>R@BP QL EBIM FK@OB>PB MOLCFQ 4EFP FI
AFP@LSBOBA LKB T>V QL DBQ OFA LC QEBFO >J>PPFKD >JLRI
PHFK )K LKB ?RE@EBORP )Q>IF>K M>PQ> P>R@B MFD PHFK F
PFJJBOBA TEF@E QEBV P>V DFSBP QEB P>R@B > SBOV PFIH\
>KA FP > DOB>Q T>V QL RQFIFWB QEB MOLAR@Q 'KLQEBO BL
D>SB T>P QE>Q QEBV QROK > ILQ LC QEBFO ?BBE EB>0QP FK
MBLMIB TFIl 2RV GBOHV ?RQ O>0BIV TFIl QEBV ?RV >0B EB>O(
LC VLRO EB>A

-LPQ LC QEB ?RQ@EBO PELMP TB TBOB >?IB QL DBQ FK @LK
TFQE E>A SBOV PFJFI>O FAB>P BSBOV PELM RPBA ?LKBP QB
>KA ABEVAO>QBA MFD PHFKP QL J>HB ALD QOB>QP FK >K >Q(
?0FKD FK PLJB BUQO> ALII>OP !ILKD QELPB P>JB IFKBP J>KV
PELMP TEL @LRIA KLQ PBII BE:RDEX@LCQBK RPBA QEB
JB>Q QL J>HB PMB@F>IQV O>T ALD CLLA VBQ J>KV P>FA QEB
TFPEBA QEBV AFA KLQ E>SB QL J>HB ALD CLLA ?B@>RPB QEB
RPR>IIV LRQTBFDEP QEB MOIRIEB LERIFB ?RQ@EBO PELMP
FK ?FDDBO @FQFBP PR@BHRFEB >?IB QL PBIl QEBFO
LC>| FK QEB CLOJ LC @E>CQ@RQEBUMBKPFSB @E>0@RQBOF
FP HKLTK CLO ?BFKD > ABKAQAERMIB >OB TFIIFKD QL PMBKA
RMT>0APLC  MBO MLRKA CLO TE>Q >OB3LPQIV LC
FKDOBAFBKQP -VI>K#LJILK @E>O@RQBOFB LMQFLKP >0OB
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M[Q\ QBOOFKBP >KA AOFBA JB>QP BK@>PBA FK ?RKD LO LQE
POLJ>@E FKQBPQFK>I QFPPRB
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7TA1CAAT=< =4 &3AC:BA

4EB OBPRIQP COLJ QEB PROSBV PELTBA QE>Q > J>GLOFQV
OBPMLKABKQP TEL MRO@E>PBA JB>Q >OB CBJ>IB >KA TFQEF
O>KDBLC QL VB>OP LIA TFQE QEB KBUQ EFDEBPQ O>KDF}

QL VB>OP LIMEFP PQ>QFPQF@ PELTP RP QE>Q QEB J>OHE
PQO>QBDFBP @>K ?B QLLIBA QLT>OAP CBJ>IB ?RVBOP >KA Q!
PMB@FCF@ >DB ABJLDO>MEFEEBKLABBBOFKD TFQE >K
BJMILVBB LC %IFQB -B>QP TB TBOB FKCLOJBA QE>Q TEFIB QE
O>KDB FP >JLKD QEB @RPQLJBOP LC QEB ?RPFKBPP QEB J>C
@LKPRJBOP C>Il ?2BQTBBK QEB >DBP LC >KA VB>OP LIA
4EBOBCLOB FQ J>V ?B JLOB MOLAR@QFSB CLO %IFQB -B>QP
J>OHBQ PMB@FCF@>IIV QL QE>Q >DB O>KDB

IASBOQFPFKD QEB KRQOFQFLK ?BKBCHAQPSRBHSER/LC
JB>Q @>K EBIM B>PB JLOB @LKPRJBOPEKQKAOVFKD LC
S>OFBQV JB>Q &LO BU>JMIB S>@BBIBASKALKQ>FK

SFQ>JFK ! > PMB@FCF@ HFKA LC SFQ>JFK TEF@E ALBP KLQ |
2B @LKSBOQBA QL >KVQEFKD CROQEBO FK VLRO ?LAV ?BCLC
@>K ?B ABOFSERFK | FP HKLTK QL CEPEQR@QFLK EBIM
PRMMLOQ EB>IQEV BVBP PRMMLOQ > EB>IQEV MOBDK>K@V :
%AT>0AP  4EFP @>K ?B BUMI>FKBA QL @LKPRJBOP FK
>AAFQFLK QL QEB B@LKLJF@ ?BKBCFQP CLRKA FK LRO OBPB
>SBO>DB @LPQ LC LKB LC QEB JLPQ BUMBKPFSB RK@LKSBKC
JB>QP 0S| FP IBPP QE>K QEB >SBO>DB MOF@B LC QEB JLPQ
MRO@E>PBA JB>Q >JLKD QELPB PROSBVBAPPIQB>H 0OBPQLK
4EB JLPQ @LJILK >DB DOLRM LC OBPMLKABKQP PRDDBPQP G
@LRIA PQFII ?B @LIIBDB PQRABKQP >KA TLRIA >MMOB@F>QB
ILTBO @LPQP LC ?RVFKD JB>Q >P TLRIA >KV JBJ?BO LC QEB
@LJIRKFQV QE>Q FP ILLHFKD QL PELM FK > JLOB B@LKLIF@>
BCF@FBKQ T>V

4EB DO>ME MOLSFABA FK CFDROB ABJLKPQO>QBA QEB OF
QL > MF@QROB LC MOBM>OBA LUQ>FI ">OBIV E>IC LC QEB OE
@ELPB QEB OBPMLKPB LC dILLHP ABIF@FLRP TLRIAB>Q FQ e
PELTBA QEB OBPMLKABKQP TBOB OB@BMQFSB QL QEB >BPQ
AFPE ELTBSBO J>KV COBB OBPMLKPBP TBOB >ILKD QEB IFKB
dILLHP DLLA ?RQ KLQ TFIIFKD QL QOV FQ e ->V?B QEB OBPML}
>OB IBPP OB@BM@BSBIQLIAOFBQV JB>Q ?B@>RPB LC >K FAB
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QE>Q QEB JB>Q Q>PQBP ?>A O>QEBO QE>K HKLTFKD QE>K C
QEBV AFPIFHB QEB Q>PQB LO QBUQROB ! J>GLOFQV LC OBPN
BSBK PQ>QBA QEBV TLRIA ABCFKFQBIV QOV QEB AFPE FC MO
QEBV JRPQ HKLT ELT FQ T>P MOBM>0OBA 4EFP @LRIA @LOOB
QEB FAB> IG>LIID S>OFBQV JB>Q @LJFKD COLJ dPQO>KDB M>(
LC >K >KFJ>| >KA QEBOBCLOB PBBJ RK>MMBQFWFKD QL PBB
FP CRIIV MOBM>OBA 4EB FIMLOQ>KQ >PMB@Q QL KLQB FP Q
SLQB AB@IFKBA LUQ>FI LKIV TEBK FQ T>P HKLTK QE>Q FQ T>F
dLUQ>Fle ?V QEB
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K>JB >KA QEBOBCLOB CLIILTBA ?V QEB @LJJLK FAB> QE>Q
DOLPP ->KV OBPMLKPBP KLQBA QEB MF@QROB ILLHBA LH>V
DLLA ?RQ QEBV TBOB T>0OV QL QOV FQ &OLJ QEFP KBT FKCL(
%IFQB -B>QP @>K QOV QL @LKNRBO QEB FAB> LC >Il RK@LKS
JB>Q Q>PQFKD >KA ILLHFKD DOLPP ?V >ASBOQFPFKD QEB MF
MOBM>OBA JB>IP MLPPF AR TAQESEFBQV JB>Q LO 2V
MOLSFAFKD P>JMIBP LC MOBM>OBA JB>Q

/KB LC QEB OBPMLKPBP PQ>QBA QE>Q QEB @LKPRJBO LKIV
QEB JLOB @LKSBKQFLK>I @RQP LC JB>Q ?B@>RPB QEBV AFA
LC >KV LQEBO HFKA >S>FI>?IB (B @:BMEO>QFLKP PR@E >P
7 >13>0Q J>V KLQ E>EBIEKA S>OFBQV JB>QP OB>AFIV
>S>FI>?IB CLO MRO@E>PB ?RQ %IFQB -B>QP E>P > TFABO >P}
LC RK@LKSBKQFLK>| JB>QP >S>FI>?IB %IFQB -B>QP @>K Q>H
KBTIV CLRKA FKCLOJ>QFLK LC JLPQ MLMRI>O >KA JLPQ QORP
CLOJP LC >ASBOQFPBJBKQ CLO QEBFO @RPQLJBOP >KA RPB
OB@FMBP >KA > S>OFBQV LC JBEBR QBOEBFMBEF@® 4EB
JLPQ OB@LDKFWBA CLOJP LC ?RPFKBPP >ASBOQFPBJBKQ TB
JBAF> >KA MBOPLK>| >@@LRKQ TLOA LC JLRQE 3L@F>I JBAF
@>K PELT QEB ?BKBCFQP >KA MLPPF?FIFQFBP LC RK@LKSBK
FK J>KV T>VP 4EB J>GLOFQV LC OBPMLKABKQP EB>OP LO PBI
>ASBOQFPFKD COLJ PL@F>I JBAF> >KA MBOPLK>| OB@LJJBK/
TEF@E @LRIA ?B > OBPRIQ LC QEB J>GLOFQV LC OBPMLKABK
FK QEB >DB @>QBDLOVLC QL VB>OP >KA BSBK JLOB >DB
DOLRMP GLFKFKD PL@F>I JBAF> | MLPPF?IB PRDDBPQFLK QL
J>OHBQFKD PQO>QBDFBP CLO %IFQB -B>QP @LRIA ?B QL RQF
JBAF> TFQE >MMBQFWFKD MF@QROBH LRASENFBIBA LC
JB>QP TEFIB >IPL PQ>QFKD QEB JLOB C>SLO>?IB MOF@B >KA
EB>IQE ?BKBCFQP

)KCLOJ>QFLK COLJ QEB FKQBOSFBT PRDDBPQP QE>Q QEBF
RK@LKSBKQFLK>I @RQP LC JB>Q >0B ?LRDEQ LKIV ?V > PMB
DOLRM LC MBLMIB >KA CLO PMB@F>I L@@>PFLKP LO @RIQRC
"B@>RPB LC QEFP I>@H LC ABJ>KA RK@LKSBKQFLK>I @RQP
>OB RPR>IIV HBMQ FK QEB COBBWBO >Q %IFQB -B>QP >KA >C
RPR>IIV LKIV RMLK OBNRBPQ LC QHH BSETRRIBOEBO
PELMP COLJ >@OLPP QEB KSSF:K/REPPABI>KABA @RQP
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LC JB>Q FK M>PQ> P>R@BP >KA PK>@H CLIMFOQERR T>V
QEB >KFJ>| >0OB RPBA TFQE KLQEFKD DLFKD QL T>PQB
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=<1:CA7=</<2 &31=;;3<2/B7=<A

)K @LK@IRPFLK J>KV >0B KLQ >T>OB LC QEB QORB Q>PQB
2BKBCFQPTE bEA S>OFBQV JB>Q >Q %IFQB -B>QP >KA QEFP
KLQ @E>KDB ->KV E>SB >K FAB> >I0B>AV PBQ FK QEBFO JFK/
LC>I >KA S>OFBQV JB>Q >0OB DOLPEEDEEFHED MB CLO QEB
D>FK FK C>SLO>?FIFQV LC RK@LKSBKQFLK> @RQP LC JB>Q
QB@EKFNREBRQFKD PL@F>| JBAF> >KA TLOA LC JLRQE @>K EE
QL BJME>PFWB QEB PBIIFKD LC RK@LKSBKQFLK> @RQP LC J
QEOLRDE JBKQFLKFKD >Il QEB ?BKBCFQP RK@LKSBKQFLK>I J
QL LEBO QL FKAFSFAR>IP >KAPFREBEERVLC QEB CLIILTFKD
OB@LJIBKA>QFLKP TLRIA @LPQ KLQEFKD BUQO> ?RQ TLRIA
BUQO> FK@LJB FC KLK QO>AFQFLK>I @RQP LC JB>Q >0OB PLIA

5KCLOQRK>DBAL KLQ ?BIFBSB  @>K RQFIFWB S>OFBQV
JB>QP FK QEB @>PB LC @E>O@RQBOFB 4EBOB FP @LIMIF@:
IF@BKPFKD OBNRFOBA ?B@>RPB LC QEB RPB LC KFQO>QBP :
?RQ >IPL ?B@>RPB QEB @LKPRJBO ?>PB J>V KLQ ?B FKQBOBF
BKLRDE CLO QEB BUMBKAFQROBP #E>O@RQBOFB FP JR@E .
BUMBKPFSB QE>K QEB @LJILK @RQP LC JB>Q

?B@>RPB LC QEB QFJB LC I>?LO >KA >DFKD QE>Q J>KV LC G
MOLAR@QP OBNRFOB ! ILQ LC PELMP FK ?FDDBO @FQFBP RC
@E>0@RQBOFB >P > MLOQFLK LC QEBFO MOLCFQ ?RQ FK 3C
/HI>ELJ> TEBOB QEB MLMRI>QFLK CIR@QR>QBP >DDOBPPFSI
JRIQFMIB QFJBP LC QEB XBXDQ QEFKH QEFP OLRQB PELRIA ?
PLRDEQ >Q IB>PQ KLORR®IB

/RO OB@LJJIBKA>QFLKP >0OB >P CLIILTP

i (@G /;3/B "RVBOP TFII JLPQ IFHBIV ?B JLOB
OB@BMQFSB FC %IFQB -B>Q ELIAP > dJB>Q QOVe LC QEB TBBI
QL DBQ @RPQLJBOP QL ?B JLOB OB@BMQFSB QL QOVFKD KB’
JB>QP

i =;C<7BG 2C1/B7=< 5PB BUFPQFKD PL@F>| JBAF>
>@@LRKQP QL MOLJLQB QEB eBKBCASPQER®/ JB>Q >P
TBIl >P MLPQFKD MLQBKQF>| OB@FMBP 4EFP TLRIA MOLSFAE
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>KA TFAB OB>@EFKD MI>QCLOJ QL ?BQQBO J>OHBQ QEBPB Q
JB>Q

i CAB=:3@ $@=B7=<A -B>Q#L @LRIA
BK@LRO>DB A>VP QL ?0FKD FK COFBKAP JLOB MBLMIB CLO A
AFP@LRKQP LO MOLSFAB AFP@LRKQP SF> PL@F>I JBAF>
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i 2D3@B7A3;3<BK@LKSBKQFLK>I @RQP LC JB>Q ?B
EB>SFIV >ASBOQFPBA LO MLPPF?IV AFP@LRKQBA LK ELIFA>\
PMB@F>| L@@>PFLKP TEBK QEBV >0B RPR>IIV CLRKA LK QEB
FK > QO>AFQFLK>| AFPE

i =<B7<C3 $83@D/B7=< $@/1BQIBLRIA KLQ ?B >
T>PQB LC M>OQP LC QEB >KFJ>I LO > AO>FK LK CFK>K@BP QL
QL S>@RRJ M>@H >KA COBBWB QEBPB @RQP LC JB>Q RKQFI
2V > @RPQLJBO

)K > QFJB >KA PL@FBQV TEBOB T>PQB FP ?BFKD MOLAR@B;
AFPMLPBA >Q BUMLKBKQF>IIV FK@OB>PFKD O>QBP FQ FP ?E
JLOB FIMLOQ>KQ QL RPB >Il M>OQP LC >K >KFJ>| QE>Q E>P 7
PI>SRDEQBOBA 4EFP FP QEB JFPPFLK LC %IFQB -B>QP >KA QE
FK@OB>PBA P>IB >KA RPB LC RK@LKSBKQFLK>I @RQP LC JB>
LC>l @>K EBIM QL CRICFII QEB DL>IP LC QEFP ?RPFKBPP >P T
MOLSFAB KRIBOLRP ?BKBCFQP QL @LKPRJBOP

7 B QE>KH VLR CLO VLRO QFJB >KA ELMB VLR Q>HB LRO
OB@LJIBKA>QFLKP FKQL @LKPFABO>QFLK )C VLR E>SB >KV
@LJIBKQP LO NRBPQFLKP VLR @>K @LKQ>@Q RP >Q
JB>QQLVLR DJ>FI @LJ LO
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&3438%x13A

"RIIBQMOLLCBQ>C 7EV 9 LR 3ELRIA %>QHK -B>Q
IKA (LT 4 L ->HB )Q #PQB 'LLABulletproof. 2BQOFBSBA
COLJEQQMP ?ILD ?RIIBQMOLLC @LJ TEV VLRIPELRIA B>Q LO
JB>Q >KA ELT QL J>HB FQ Q>PQB DLLA

%AT>0AP 2 /CC>| 10B /D>K -B>QP (B>IQEV QL
%>CDr. Axe: Food is MedicineBQOFBSBA COLJ
EQQMP AO>UB@iJLC

&OBPE -B>Q -BKR KA 2BQOFBSBA COLJ
EQQMP TBIFQBJB>Q @L COBPE JB>Q JBKR

VI>0 4 | "RQ@ERP 'OB>QBPQ *LV 3KB>HKFEKD /C
)KQL %SBOVQERKAantic2BQOFBSBA COLJ
EQQMP TDEB>QI>KQF@ @LJ EB>IQE >O®EFSB
?RQ@EBOP DOB>QBPQ GLCPKBPIERBROVQEFKD

00BPQRKZPQBO "RQ@EBOP ®>A/KIEKB 3ELM
2BQOFBSBA COLJ EQQMPBPRILKPJ>PQBO?RQ@EBOP @L KW
LC>I EB>0Q HFAKBYOFB®LKIFKB PELM
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4EB MROMLPB LC QEFP PROSBV FP QL PBB TE>Q QVMBP LC
LK > A>FIV ?>PFP 4EFP PROSBV PELRIA Q>HB >MMOLUFJ>QBI\
RKABOPQ>KAFKD >P QL TEV MBLMIB AL LO AL KLQ MRO@E>PE

5K@LKSBKQFLK>I @RQP LC JB>Q CLO BU>JMIB >0OB ?RQKR.(
RK@LJILK JRP@IBP PR@E >P LUQ>FI ?BBC QLKDRB >KA GLTI

/CC>| FP ABCFKBA >P QEB BE®&P>HIA ERPFABP LC QEB >KFJ:
BAF?IB >IPL HKLTK >P S>0OFBQV JB>QP

7 B ABCFKB JB>Q QL FK@IRAB >l @RQP LC >KFJ>IP ).#,5$).
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IQ CFOPQ DI>K@B ELT TLRIA VLI

QEFP MF@QROB LC JB>Q (LT ALBP

7E>Q FP VLRO DBKABO VLR CBBI

> LLHP ABIF@FLRP
> &BJ>IB TLRIA ABCFKFQBIV B>Q FQ
2 ->IB 2 ,LLHP DOLPP TLRIAKLQ
@ 00BCBO KLQ QL P>V B>Q

@ )KATBOBKQ

7E>Q FP VLRO >DB O>KDB A /QEBO

)C > COFBKA @LLHBA VLR >JB

S 5KABO A FK@IRABBHAKLK QO>AFQFLK> (
JB>Q IBPPBO RPBA M>0QP LC QE
” c TLRIA VLR B>Q FQ
@
AL)
$L VLR B>Q JB>Q CFPE FK@IRAB
QJB>Q @IRABAPIRQBIV KLQ 1850
> 9BP 2 9BP LC @LROPB B E
2 L @ 8P FC)ARAKELT TE>Q FQ T>

@ /QEBO C IC
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(LT LCQBK AL VLR B>Q

JB>Q CFPE $L VLR CBBI >P QELRDE VLR PQ>V

FKPFAB QEB ?LRKAP LC JB>Q LQEBO QE>K
LC>I ?B@>RPB QE>Q FP TE>Q VLR >QB
DOLTFKD RM

FK@IRABA

> $>FIV A 6BOV
0O>0BIV > OBP
? &BT QFJBP ? ) KBSBO ILLHBA >Q FQ QE>Q T>V
> TBBH B ) ALK @ .L KLQ>Q >l
@ &BT B>Q JB>Q A /QEBO

QFJBP > C
JLKQE IQEBO
$L VLR QEFKH VLR TLRIA ?B JLOB
OB@BMQFSB-QEC ®LRO C>JFIV C>SLOBA
#EB@HCQEB QEGBB
JLPQ @LJILK QVMBP LC
JB>Q VLR ?RV > 9BP
? ->V?B BSBOV LK@B FK > TEFIB
@ .L KBSBO
> #EF@HBK A IQEBO
?20B>PQ
EFDEP B
Q Q@WW>0AP $L VLR CLIILT %IFQB -B>QP LK >KV

2 s@Lk 'FSBOP | c QEBPB PL@F>I JBAF> PFQBP 3BIB@Q >lI

: EB>00QP
@ 'OLRKA QE>Q >MMIV
"BBC BQ@
e (UJQ>F' H 3QB>H
>
| ?
(L(C@IZI&FPE 7E>0Bsg0 ” ©@BILLH A JB>Q@L
D OLOH ':PJ'-)K P>B 5 4TFQQBO B .!
E 3>RP>D @ )KPQ>DO>I /QEBO
F >JB ?‘é‘fg’ B>Q
SBKFPLK 757
AR@H DLLPG,
EBO
MEB>P>KQ
BQ@ )K TE>Q CLOJ AL VLR RPR>IIV PBB

LO EB>0 >ASBOQFPBJBKQP CLO IL@>I
?RPFKBPPBP 3BIB@Q >Il QE>Q >MMIV
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> L@F>I-BAF> - 0. SBIB2PEQBP

'LLDIB 9BIM

? BTPM>MBO oo sEmo

@ BIBSFPFLK

A 2>AFL

B 0BOPLK>| D /QEBO
2B@LIIBKA>QFLK
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#EB@H DIEB QEOBB JLPQ @LJJLK
QVMBP LC JB>Q VLR B>Q TEBK DLFKD LRQ

> #EF@HBK ?0B>PQ

QEFDEP BQ@

? ">@LK
@ 'OLRKA"BBC
A JUQ>FI
B (>J(L@H
C &FPE
D OLOH
E 3>RP>DB
F '>JB SBKFPLK

AR@H DLLPB MEB>P>KE

BQ@

IK>P@>IBLC QL ELTIFHBIV B

G 'FWW>0AP
IFSBOP EB>OQP7EF@E CLOJP LC
BQ@ >ASBOQFPBJBKQ >OB VLR
JLOB IFHBIV QL QORP
H 30B>H QLQ Q
| 7E>QBSBO
FP LK P>IB
J)ALK® > 3L@F>l
B>Q JB>Q -BAF> c 43>SB|
JOEBO 7 B?PFQBP
) LLDIB
' BIM
'BTPM>MB‘30FM!ASFPLO
4BIBSFPFLEQ@
A 25AFL

D /QEBO

TLRIA VLR ?B QL QOV QEBPB QVMBPLELK>!
JB>QP ?BFKD >?PLIRQBIV KLQ >KA
?BFKD ABCFKFQBIV VBP

> "BBCUKDRB
2 JUQ>FI

@ OLOH #EBBHP *LTI

A "BBC ,FSBO
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>>3<27F ;>:=G33 <B3@D73E %C3AB7=<A

4EB MROMLPB LC QEFP FKQBOSFBT FP QL D>FK >K FKPFAB
MBOPMB@QFSB LC %IFQB -B>QP >KA QL DBQ > ?BQQBO RKAE
QEB J>OHBQFKD >KA >ASBOQFPFKD PQO>QBDFBP QE>Q >OB
MI>@BB7TFIl ?B >PHFKD NRBPQFLKP @LK@BOKFKD RK@LKSB
@RQP LC JB>Q PR@E >P ?BBC QLKDRB LUQ>FI >KA IFSBO
IAAFQFLK>IMB >OB QOVFKD QL DBQ >K FAB> LC QEB QVMBP >K
@E>0>@QBOFPQF@P LC @RPQLJBOP QE>Q MRO@E>PB QEB
4EFP FKQBOSFBT PELRIA Q>HB >?LRQ QL JFKRQBP 4EFP
FKCLOJ>QFLK TFIl ?B FK@IRABA LK > OBMLOQ QE>Q J>V LO J>
2B MOBPBKQBA QL VLRO EIMAMNBIDBBI>K

#LRIA VLR ABP@OF?B QEB HFKA LC @RPQLJBOP VLR Fk
TFQE TEFIB TLOHFKD

4Bl JB >?LRQ QEB MOLAR@QP %IFQB -B>QP PBIIP

7E>Q HFKA LC RK@LKSBKQFLK>I @RQP ALBP %IFQB -B:
LCBO

$BP@OF?B QEB PQO>QBDV LO MOL@BPP FK MI>@B QL
PBIl RK@LKSBKQFLK>l @RQP LC JB>Q

7E>Q @RQP >KA HFKAP LC JB>Q AL VLR HBBM FK VLRO
@LRKQOQB® TEV QELPB PMB@FCF@>11IV

7TEL FC >KVLKB ?RVP RK@LKSBKQFLK>I @RQP LC JB>C
PR@E >P ?BBC QLKDRB >KA LUQ>FI

7E>Q >0B PLJB KLK QVMF@>| @RQP LC JB>Q QE>Q >OB
>S>FI>?IB COLJ %IFQB -B>QP

7E>Q >OB QEB JLPQ MLMRI>0 @RQP TFQE @RPQLJBOP
7E>Q QEB QVMF@>| PEBIC IFCB LC RKQO>AFQFLK> @

JB>Q )C QEBV XDPBKg TFQEFK QE>Q PEBIC IFCB TE>Q E>MMB
QEBJ
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'<1/5-8 &1<;>@ $>;3>17? &1<;>@7

Progress eports FKCLOJ > PRMBOSHAL@F>QB LO
@RPQLJBO >?LRQ MOLDOBPP VLR E>SB J>AB LK > MOLC(
> @BOQ>FK MBOFLA LC QFJB 4EB MOLGB@Q @>K 7B
@LKPQOR@QFLK LO OBM>FO LC PLIBQEFKD QEB PQR
LC > MOL?IBJ LO NRBPQFLK LO QEB D>QEBOFKD LC FK
LK > QB@EKF@>1 PRFGB@QBMOLDOBPP OBMLOQP TEI
Q>HBP PBSBO>| TBBHP LO BSBK JLKQEP QL @LJMIBQB >
)K QEB MOLDOBPP OBMLOQ VLR BUMI>FK >KV LO >
CLIILTFKD

(LT JR@E LC QEB TLOH FP @LIJMIBQB
7E>Q M>0Q LC QEB TLOH FP @ROOBKQIV FK MO|

7E>Q TLOH OBJ>FKP QL ?B ALKB

7E>Q MOL?IBJP LO RKBUMB@QBA QEFKDP FC >
E>SB >OFPBK

] (LT QEB MOLGB@Q FP DLFKD FK DBKBO>I

]
]
]
]

A:/@5;:

0OLDOBPP OBMLOQP E>SB PBSBO>I FIMLOQ>KQ CRK(
OB>PPROB OB@FMFBKQP QE>Q VLR >0OB J>HFKD MOLL
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MOLGB@Q FP DLFKD PRILQEX) FQ TFIl 7B @LIMIBQB 2\
QEB BUMB@QBA A>QB 4EBV MOLSFAB OB@FMFBKQP
ILLH >Q PLJB LC QEB CFKAFKDP LO TLOH LC QEB MOLG
>IPL DFSB OB@FMFBKQP > @E>K@B QL BS>IR>QB VLI
QEB MOLGB@Q >KA QL OBNRBPQ @E>KDBP 4EBV @>K
BPQ>?IFPE > TLOH P@EBARIB PL QE>Q VLR TFIl @LJIMI
MOLGB@Q LK QFJB >KA MOLGB@Q > PBKPB LC MOLCB
VLRO TLOH >KA VIRKE®>QFLK P TBIl FC QEB MOLGBE@
KLQ DLFKD PJLLQER MOLDOBPP E>P E>IQBA LO QEB M
FP KLQ IFHBIV QL ?B @LJMIBQBA LK AB>AIFKB QEB M
OBMLOQ @>K DFSB VLR > @E>K@B QL AFP@RPP MOL
MOLGB@Q >KA QERP QL CLOBT>OK OB@FMFBKQP 4E
LMMLOQRKFQV QL BPQ>?IFPE QEB KBBA QL OB>PPBPP
QEB P@LMB JBQELAP LO QFJBIFKB TFQE PLJBLKB TEL
>RQELOFQV QL FKQBOSBKB OBSFPB DOLRM EFBO>0@
BUQBKA AB>AIFKBP

(595:3-:0 >9-@

)K > VB3OKD MOLGB@Q QEBOB >0B @RPQLJ>OFIV QEOF
OBMLOQP LKB >CQBO QEOBB PFU >KA KFKB JLKQEP
LK QEB PFWB LC QEB MOLDOBPP OBMLOQ QEB I
FIMLOQ>K@B LC QEB MOLGB@Q >KA QEB OB@FMFBK
OBMLOQ @>K Q>HB QEB CLIILTFKD CLOJP

] '3;= I'PELOQ FKCLOJ>I OBMLOQ QL PLJBLKB
TFQEFK VLR KPW>QFLK

] 3BB3@PELOQ FKCLOJ>I OBMLOQ PBKQ QL PLJB
LRQPFAB VLBEKEW>QFLK

] =@;/: &3>=@B! CLOJ>I OBMLOQ PBKQ QL
PLIBLKB LRQPFAB \IDRO-UWD-QFLK
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#>3-5F-@5;:-8 $@@1>:? ;> '1/@5;:?

4EB OB@FMFBKQ LC > MOLDOBPP OBMLOQ T>KQP QL |
E>SB >@@LJIMIFPEBA LK QEB MOLGB@Q TE>Q VLR >OB"
KLT TE>Q VLR MI>K QL TLOH LK KBUQ >KA ELT QEB MOLC
DLFKD FK DBKBO>

)K LQEBO TLOAP QEB CLIILTFKD QEOBB PB@QFLKP
FK >KV MOLDOBPP JBJL LO MOLDOBPP OBMLOQ >
>@@LJIMIFPEBA FK QEB MOB@BAFKD. OIB@RAGBRAIV
?BFKD MBOCLOJBA >KAO® MI>KKBA CLO QEB KBUQ
MBOFLA P

)K LOABO QL >ABNR>QBIV AFP@RPP QEFP @LKQBKQ \
OBMLOQ PELRIA @LKQ>FK QEB CLIILTFKD QEOBB J>FK
>P TBIl >P >KV LC QEB LMQFLK>I PB@QFLKP ?BILT TEF
OBIBS>KQ QL VLRO MOLGB@Q

1/7< A31B7=<A

] JKQOLAR@QFLK QE>Q OBSFBTP QEB MROMLPB :
LC QEB MOLGB@Q

] $BQ>FIBA ABP@OFMQFLK LC VLRO MOLGB@Q >t
EFPQLOV

] /SBO>Il >SMMO>FP>| LC QEB MOLGB@Q QL A>QB °
RPR>IIV >@QP >P QEB @LK@IRPFLK
#>B7=</: A31B7=<A

] 3RJJ>OV LC QEB MOLGB@Q

] 3MB@FCF@ L?GB@QFSBP LC QEB MOLGB@Q
] 3@LMB LO IFJFQ>QFLKP LC QEB MOLGB@Q

] 2BPB>O@E D>QEBOBA

]

/SBO>Il >PPBPPJBKQ LO >MMO>FP>I LC QEB MOL
QEFP QFJB
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7EBK @OB>QFKD > MOLDOBPP OBMLOQ QEBOB >0OB PBS
QL HBBM FK JFKA ->HB PROB VLR RPB QEB OFDEQ CL
QEFP FP CLO > @LROPB @EB@H TFQE VLRO FKPQORGE
> TLOH MI>@B @EB@H TFQE VLRQ PRQBOSEIBI0O
LMBKFKD M>0>DO>ME OBJFKAFKD VLRO OB@FMFBKQ L
VLR >OB TLOHFKD LK >KA QE>Q VLR >0OB MOLSFAFKD MC
QE>Q MOLGB@Q 5PB EB>AFKDPERBBCBKQ M>0QP LC
VLRO MOLDOBPP OBMLOQ M>OQB@B{SMEQER AEG/LRC
PRJJ>OV LC TLOH ALKB LK QEB MOLGB@Q $L KLQ ?B
QL RPB IFPQP >P >MMOLMOF>QB bFK C>@Q QEBV >OB
OB>ABO @>K B>PFIV EFQ QEB EFDEIFDEQP LC VLRO @RC
0OLSFAB PMB@FCF@Pc>SLFA OBIVFKD LK S>DRB LSBO
PQ>QBJBKQP >?LRQ QEB TLOH ALKB LK QEB CFK>| OBML
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Date: February 25, 2019

To: Ms. Bettes

From: Emily King

Subject: Research Project Progress Update

This is an update on my progress in gathering materials for my current project. So far, I
have gathered a few pieces of professional writing by contacting my professors over
email.

However, the documents I have collected are all the same type of writing. [ may have to
look for another way to collect samples, rather than requesting them through email, in
order to gather different types of writing.

As a result of reaching out to my Professors, I have received five published articles to
analyze. Four of them are around eight pages long, while one is a total of twenty-nine
pages long. These pieces will allow me to analyze the type of writing that Electrical
Engineers use to publish their research. I have also been told by multiple professors that
knowing how to write in this format is invaluable, yet students are not formally taught
how to as a part of our required courses.

I referenced the notes posted to D2L— “External Analytical Report Assignment Sheet,”
“EAR Front and Back Matter,” and “Style and Design EAR”— to base my comparison.
The general material these articles and EAR cover, as well as the order in which the
material is covered, is more or less the same. However, there are some sections in EAR
that are not in the articles. Four of the articles I have collected were published in an IEEE
Periodical, so they all follow the same formatting guidelines. The last article I collected
was published elsewhere, and its format is the most similar to EAR.

I would like to search for technical instruction or research proposals if possible. A
reliable place to gather this information is the IEEE website. IEEE stands for Institute of
Electrical and Electronics Engineers, which is an internationally recognized professional
organization. I could look through their digital library.

In conclusion, I have gathered five published articles from my professors, and I will
continue to look for other types of professional writing. Throughout the next two weeks, I
will start analyzing the pieces of writing I do have and look for major elements I have
learned from class, such as structure, design, and content. Looking forward to the next
progress check-in!

&FDROB 0OLDOBPP 2BMLOQ %U>JMIB

‘A.31>1 .@1>:745<-0 ; ;<
&1<>@7?

4AVMF@>NY.R >OB OBNRFOBA QL TOFQB > OBMLOQ >7L


https://open.library.okstate.edu/app/uploads/sites/26/2019/08/Progress-Report.png
https://open.library.okstate.edu/app/uploads/sites/26/2019/08/Progress-Report.png
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TLOH >Q QEB @LJIMIBQFLK LC >K FKQBOKPEFM LO @L LN\
>K FKQBOKPEFM LO @L LM JFDEQ KLQ ?B IFKHBA AFO
@I>PP QEB>@Q LC TOFQFKD QEB OBMLOQCTEF@E FP L
FK QEB CFK>l TBBHP LC QEB BUMBOFBK@B LO FK QE
CLIILTEKD QEB TLOHCFP > TOFQFKD FKQBKPFSB BUMBO!

A:/@5;:

4EB AL@RJBKQ MOLSFABP > PFIMIB JB>KP CLO VLR QL
QL VLRO C>@RIQV PRMBOSFPLO LK ?LQE QEB @LKQBI
LC VLRO TLOH >PPFDKJBKQ >KA JLOB EIREEPQAKRIV
> @E>K@B QL OBCIB@Q LK QEB TLOH VLR E>SB ALKB
MBOPLK>| >KA MOLCBPPFLK>I J>KKBO

9LR PELRIA QEFKH LC VLRO OBMLOQ >P 7?LQE >
>@>ABJF@ >PPFDKJBKQ >KA >P > MBOPLK>| LMMLOQRF
>KA BKE>K@B VLRO PHFIIP >P > @LJRKE@RQLO
PR@@BPPCRI MBLMIB QEOFSB ?V ?IBKAFKD QEBFO CLO.
>KA BUMBOFBK@B TFQE @OFQF@>| PBIC >PPBPPJBKQ
VLRO OBMLOQ QL OBSFBT TE>Q VLR E>SB IB>OKBA AB
VLR E>SB >@@LJMIFPEBA >KA D>RDB VLRO MBOPLK>|
IPL VLR JFDEQAED VLRO OBMLOQ >P > TOFQFKD P>JMI
MLQBKQF>| BIJMILVBO

(595:3-:0 >9-@

&OBNRBKQ@IR TFIl ?B DFSBK DRFABIFKBP CLO TOFQFKE
OBMLOQ COLJ > C>@RIQV PRAIBQSFPEDFQF@>1 QE>Q
CLIILT QEBPB DRFABIFKBP )Q FP >IPL FIMLOQ>KQ QE>(
QEBPB DRFABIFKBP >P PQ>0QFKD MLFKQP O>QEBO QE:
&LO FKPQ>K@B FC VLR >OB MLPBA TFQE QEOBB NR
@LKPFABO FK > M>OQF@RI>0 PB@QFLK LC VLRO (
OBPMLKPBP QL QEBPB NRBPQFLKP PELRIA ?B QELRL
BUM>KPFSB O>QEBO QE>K GRPQ PFJMIB LKB PBKQBK
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&ROQER(R PELRIA PBB QEBPB NRBPQFLKP >P PQ>0QF
QE>Q TFII IB>A VLR QL LQEBO OBI>QBA NRBPQFLKP LC
ABPFDK 4EB ?LQQLJ IFKB FP QEFP KV OBMLOQ DRFAB
>OB DFSBK PELRIA ?B SFBTBA >P > PR?PQ>KQFSB CO>JB
>T>FQP VLRO FKQBOMOBQ>QFLK >KA BI>?LO>QFLK KL(
1 >KA ! LO CFIl FK QEB ?I>KH BUBO@FPB
/KB FIMLOQ>KQ KLQB >?LRQ VLRQROUB@BBDOQ

PELRIA ?B OBSFBTBA ?V QEB BJMILVBO ?BCLOB QROKI
QL VLRO >ASBPRO BJMIL\PPOLIB EBOB FP MOLMOFBQ>(
FB QEB BJMILVBO PELRIA ?B @LKPFABOBA QEB dLTKBC
OBMLO@_KQBKA IRPQ ?B @BOQ>FK QE>Q VLRO BJIMIL
TFIl >IILT QEB @LKQBKQ LC VLRO OBMLOQ QL ?B@LJE
>KA QEB BJMIGYBOBSFBT LC VLRO OBMLOQ FP PQ>K
MO>@QF@BCcGRPQ >P > MOLGB@Q J>K>DBO OBSFBTP
QEB TOFQQBK TLOH LC EFP LO EBO QB>J JBJ?BOP P
AL KLQ FK@IRAB QO>AB PB@OBQP PBKPFQFSB A>Q> L
FKCLOJ>QFLK FK VLRO OBMLOQ

&1<>@ ;:@1.@

IP > @LIMIBJBKQ QL >KV DRFABIFKBP VLR >OB DFSBI
CLIILTFKD PB@QFLKP TFIl >FA VLR FK DBKBO>QFKD ABQ:
VLRO OBMLOQ PQVIFPE >KA QOB>QFKD FQ >P > N
MOLAR@BBM FK JFKA QE>Q FKQBOKPEFM >KA @L LM
>OB QVMF@>IIV ?RFIQ >OLRKA PMB@FCF@ J>GLOP L
AEBOBCLOB >ASF@B VLR CFKA LK QEB TB? CLO LKB |
JFDEQ KLQ ?B @LOOB@Q (BSBKKIEEBEK QEB P>JB
P@ELLI IT>VP @EB@H TFQEFK VLRO MOLDO>J LO ABM
LCF@B QL BKPROB VLR >OB CLIILTFKD QEB >MMOLMOF>
QL A>QB DRFABIFKBP

4EB PMB@FCF@P LC VLRO OBMLOQ @LKQBKQ TFII
LK QEB DRFABIFKBP MOLSFABA ?V VLRO C>@RIQV P
(LTBSBO >l C>@RIQV PRMBOSFPLOP TFIl ?B FKQBOB
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OB>AFKD >?LRQ QEOBB J>FKy®R %B#0QeEt your
duties >KAyour evaluation of the work experience.

, JA> 9<8; El>

$BP@OF?B QEB BJMILVBO VLR TLOHBA CLO FK QELOLRI
'P VLR AL PL @LKPFABO FK@IRAFKD QEB CLIILTFKD BIB.

]

)KQOLAR@B QEB BIVEMBKB@QFLK QL VLR ?V
MOLSFAFKD >K LSBOSFBT LC VLRO MLPFQFLK
FK@IRAFKD TEBOB VLR TLOHBA CLO ELT ILKD >
ELT QEB MLPFQFLK CFQ FKQL VLRO BAR@>QFLK

$BP@OF?B QEB K>QROB LC QEB MLPFQFLK VLR
OBI>QFLK QL QEB BJMILVBOCTE>Q FPRQEB MLPF(
S>IRB QL QEB @LIM>KV 7EV ALBP QEB @LJM>K\
EFOB FKQBOKP

7EBK >MMOLMOF>QB NRLQB HBV @LIM>KV
IFQBO>QROBCB D > ?0L@EROB > JFPPFLK PQ>(
> TB? M>DBcQL PRJJ>OFWB QEB @®LIM>KVg
S>IRBP >KA @RIQROB

'FSB >K LSBOSFBT LC QEB BJMILVFKD
LO>KFW>@FRRYB PQOR@QROB >KA @LJIFQJIB
QL FKQBOKPEFM @L LM MLPFQFLKP 5PB QEB @
IFQBO>QROB LO TB? M>DB QL EBIM VLR DBKBO>
ABQ>FI ?RQ >SLFA PFIMIB @RQ >KA M>PQB
@LIMLPFKD

$BQ>FI ELT QEB MLPFQFLK CFQ FKQL QEB LSBO:
@LIM>KVILEKFW>QFLK

/RQIFKB PLJB LC QEB BJINPEECDL>IP >KA
@E>IIBKDBP EFDEIFDEQFKD QELPB MOL?IBJP LC(
MOLGB@QP TFQE TEF@E VLR TBOB PMB@FCF@
@EBBA
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, A> A@517

/RQIFKB VLRO PMB@FCF@ OBPMLKPF?FIFQFBP >KA QFE
I>0OBO MOLGB@QP TFQE TEF@E VLR TBOB FKSLISBA
>@@LRKQP PELRIA ?B DFSBK LC PR@E FPPRBP >P QEB |

]

9LRO PMB@FCF@ A>V QL A>V OBPMLKPF?FIFQF
>@QFSFQEBIR EBOB QL VLRO A>FIV OLRQFKB
>@QFSFQFBP OB@LOA HBBMFKD JBQELAP >KA
ABP@OFMQFLK MOLSFABA ?V QEB BIMILVBO

$RQFBP VLR QLLH LK LO TBOB >PPFDKBA ?BVLK/
PQ>KA>0A GL? ABP@OFMQFLK

|@QFSFQFBP FK @LLOAFK>QFLK TFQE MOLGB@
@L TLOHBOP

SMB@FCF@ QB@EKF@>I CRK@QFLKP LC VLRO |

4EB >@>ABJF@ ?>@HDOLRKA KB@BPP>0OV CLO
MOLGB@Q VLR TLOHBA LK

4EB DL>IP LC >KV MOLGB@Q VLR TBOB FKSLISBA

+BV A>Q> BNR>QFLKP LO PLCQT>0B QE>Q VLR
DBKBO>QBA LO RPBA

>JBP >KA CRK@QFLKP LC J>@EFKBOV LO
FKPQORJBKQP QE>Q VLR LMBO>QBA

IK>IVPFP >KA >MMIF@>QFLK LC A>Q> QL VLRO
M>OQF@RI>0O MOLGB@Q

$L@RJIBKQP OBMLOQP LO MOBPBKQ>QFLKP QE
TBOB OBNRFOBA QL @LJMIBQB

, JA> B-8A-@5;: ;2 @41 +7 D<1>51:/1

4EB BS>IR>QFLK FP FIMLOQ>KQ KLQ GRPQ CLO VLF
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PRMBOSFRQ CLO VLRO >@>ABJF@ ABM>0QJBKQ VLRC
>KA CLO VLR MBOPUR>HVT>V QL BS>IR>QB VLRO
BUMBOFBK@B BI>?LO>QB LK >OB>P PR@E >P QEB CLIIL

]

4EB >PPBPPJBKQ LQEBOP J>AB LC VLRO TLOH
BPMB@F>IIV FC VLR TBOB DFSBK > TOFQQBK
BS>IR>QFLK

#LKQOF?RQFLKP QE>Q QEB TLOH BUMBOFBK@E
VLRO @>0BBO ABSBILMJBKQ DL>IP >KA DOLTQI

#LKQOF?RQFLKP LC QEB TLOH BUMBOFBK@B Ql
PBIB@QFLK LC CRQROB @LROPBTLOH BFQEBO
VLR CLOBP>T KBT KBBAP ARB QL QEB TLOH LO

?B@>RPB > @L TLOHBO J>AB OB@LJJBKA>QFLKI

IPPBPPJBKQ LC @LROPBP VLR @LIMIBQBA QE>C(
QEB JLPQ LO QEB IB>PQ >MMIF@>?IB QL VLRO
FKQBOKPEFM @L LM .LQB PMB@FCF@ @LROPB
MOFK@FMIBP PQRAFBA FK QEBPB @LROPBP

LQBTLOQEV AFPQFK@QFLKP ?BQTBBK VLRO BA
>KA LK QEB GL? BUMBOFBK@B

7EBQEBO QEB FKQBOKPEFM @L LM J>AB DLLAR
VLRO QB@EKF@>1 ?>@HDOLRKA

9LRO IBSBI LC MBOPLK>| P>QFPC>@QFLK TFQE (
FKQBOKPEFM @L LM >KA TEBQEBO LO KLQ VLR ]
OB@LJJIBKA FQ QL LQEBOP

9LRO >PPBPPJBKQ LC ELT QEB FKQBOKPEFM @L
@LRIA ?B FIMOLSBA CLO LQEBOP

&1<;>@ '@ES81

L LKB BUMB@QP VLR QL BJRI>QB 3E>HBPMB>0B >P VL
VLRO OBMLOQ FK C>@Q VLR E>A ?BQQBO KLQ AL PL )K



Technical and Professional Writing Genres 447

OB>ABOP TFIl BUMB@Q VLRO FKCLOJ>QFLK QL ?B @IB>
FAB>P QL ?B CIRFA 4EBOBCLOB >P VLR @LJMLPB VLR(
BJIMILV QEB CLIILTFKD PQVIFPQF@ ?BK@EJ>OHP

]

0>V PMB@F>1 >QQBKQFLK QL PR?GB@Q SBO? >I
>KA SBO? QBKPB QEB QTL JLPQ @LJJLK PBKQBk
IBSBI MOL?IBJP FK QB@EKF@>| TOFQFKD

&>SLO PELOQ M>0>DO>MEP LSBO ILKD LKBP

#LKP@FLRPIV ?RFIA VLRO M>0>DO>MEP >OLRK/
PBKQBK@BP BSBK SBOV PFIMIB PBKQBK@BP P
d-V A>FIV >@QFSFQFBP CBIl FKQL QEOBB @>QBI
TFIl EBIM HBBM VLR CL@RPBA

3BIB@QFSBIV RPB QO>KPFQFLK TLOAP >Q QEB
?BDFKKFKDP LC MFSLQ>I PBKQBK@BP >KA M>0:
40>KPFQFLK TLOAP MOLSFAB PFJMIB T>VP CLO
DRFAB QEB QBEXHFKD /MBKFKD > PBKQBK@
TEQE > TLOA PR@E >P d3MB@FCF@>IIVe QBIIP Q
OB>ABO QE>Q VLR >0B >?LRQ QL BI>?LO>QB TE
QO>KPFQFLK PR@E >P d#IB>OIVe FIMIFBP TOFQ
@LKQBIMI>QFLK

5PB >@QFSB SLF@B JLOB QE>K M>PPFSB

%UMILFQ >@QFSB SBO?P BPMB@F>IIV >P VLR A
VLRO >@@LJIMIFPEJBKQP P TFQE > O\PRJ\ QEF
FK OBI>QFLK QL QEBKDBr¢hBted,

performed, defined, impved, mapped,

programmed, aganized, pesentedBQ@

5PB >K ELKBPQ RM?B>Q PFK@BOB QLKB BPMB
FK QEB @LK@IRPFLK LC VLRO OBMLOQ TEBK VL|
QEB FKQBOKPEFMPSX@RA GIg VLR MBOPLK>IIV
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Michael Beilfuss, Staci Bettes, and Katrina Peterson

CMT 3322

Braeden Fields

Woodruff Construction

Hampton House / Davis Rent Houses
Davis, Ok

Internship Report

Working for Woodruff Construction has been a wonderful experience and I enjoyed
working for Mr. Woodruff very much. The business, established in 1990, focuses on
housing contracts and has a small workforce, which is the type of business I wish to
have some day. Since I previously worked for him last summer, returning was an easy
transition because I already knew how he operates his business and manages his team.
Tt is very inspiring to know that you can successfully run your own business in the
construction industry.

This experience has been eye opening and very helpful to my knowledge of the
construction industry. Last year working for Woodruff Construction as a hired hand ,
my duties only required physical labor. Even though I was technically still just a
“hand” this summer, T was able to study the ways Mr. Woodruff runs his business in
addition to performing my physical duties. Since T aspire to run my own business
someday;, it is useful to know how to do daily tasks such as keep up with licensure,
follow local and state building codes, how to keep a log book, and how to set up
employee pay.

Mr. Woodruff runs a very tight ship when it comes to his business. He only does the
best work. He pays attention to detail and puts his whole effort into making sure
corners are never cut at the expense of the customer. For example, when building
cabinets, we would glue together all joints, and then nail the joints to secure them.
Once they were nailed, we would punch in every nail hole and fill them, even if these
holes would never be seen. This is just one small example of how he used
craftsmanship to make sure the builds were done to the best of our abilities. There was
never a time when T doubted the procedure or method that Mr. Woodruff used in a
situation. I firmly believe that he knows the best methods for every aspect of the
construction process.

Working for Woodruff Construction benefitted me in many ways. Aside from
familiarizing myself with construction practices, methods, terminology, and materials, I
was able to learn safety procedures while performing everyday tasks like using saws,
routers, sanders, and tools. You must constantly be aware of your surroundings. Even
though I plan to go into home building, which is often not as dangerous as commercial

&FDROB )KQBOKPEFM 2BMLOQ %U>JMIB

Media Attributions

] 0>0QP LC OBMLOQ
] 3R?,BQQBO
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AEFP @E>MQBO PE>0OBP ?>PF@ MOFK@FMIBP CLO QEB!
ABIFSBOV LC LO>l OBMLOQP )Q DFSBP >K LSBOSFBT L
PQOR@QRO>| @LKSBKQFLKP ELT QL PBQ RM >K FKQOL/
>KA @LK@IRPFLK 3FK@B MOBPBKQ>QFLKP LCQBK FKE
@LIMLKBKQ QEB @ESBIQBORFEABIFKBP CLO @OB>QFk
BCB@QFSB OLTBOOLFKQ OOBWF LO +BVKLQB )Q FK@
CLO ABSBILMRBB@BUFSB PIFABP TEFIB >@HKLTIBADFKI
AO>T?>@HP LC MOBPBKQ>QFLK PLCQTXCEOP)Q >IF
PRDDBPQFLKP QL EBIM PMB>HBOP MOBM>OB TBIl |
>KUFBOKA @LKPFABO QEBFO PMB>HFKD @LKQBUQ 4E
@LK@IRABP TFQE QELRDEQP LK MOBPBKQ>QFLK ABIFS

:@>,0A/@5;: @; #>-8 $>1?1.@-@5;:?

)K@OB>PFIEDMILVBOP OBMLOQ QE>Q QEBV OBNRFOB E
@LJIRKF@>QFLK PHFIIP KLQ GRPQ FK MOFKQ ?RQ >IP
9LRO BJIMILVBO TFII IFHBIV @>II LK VLR QL ABIFSBO >k
OBMLOQ >Q PLJB MLFKQ FK VIFEDEBOBER >0B >K
BKDFKBBO LO > FORQBTBPPFLK>I LO > PQRABKQ > ?RPF
MBOPLK LO > P@FBKQFPQ VLR TFIl KBBA QL @LJIRKF(
TFQE PRMBOSFPLOP @LIIB>DRBP @IFBKQP >KA QEB
JLPQ QEFP FK@IRABP >Q IB>PQ >K L@@>PFLK>I
MOBPBKQ>QFLK &LOJ>I MOBPBKQ>QFLKP FK QEB
RPR>IIV Q>HB LKB LC QEOBB CLOJP  FKCLOJ>QFL}
MBOPR>PFSB LO FKPQOR@QFLK>l )KCLOJ>QFLK>I MC
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>OB RPBCRI CLO OBMLOQFKD LK OBPB>O@E LO DFSF
RMA>QB O0BOPR>PFSB MOBPBKQ>QFLKP @>K ?B RPE
MFQ@EBP QL @IFBKQP LO PRMBOSFPLOP )KPQOR@Q
MOBPBKQ>QFLKP >OB CLOJ>QQBA QL QB>@JK BUMI>Fk
B>@E FKPQ>K@B VLR TFIl E>SB > @E>K@B QL PELT@
PHFIIP LCQBK EV?0FAFWFKD LO GROBRKFBIABPQ.C
@LIIRKF@>QFLK ?>PBA LK VLRO M>PQ QO>FKFKD &LO
> ELT QL MOBPBKQ>QFLK TLRIA @LKKB@Q VLRO >?FIFC
@IB>0 QB@EKF@>I FKPQOR@QFLKP TFQE VLRO >?FIl
TBIl 9LRO DL>| >P > PMB>HBOCE®I ARBA LK @LKQBUQ
?RQ QEB ?BPQ MOBPBKQ>QFLKP PE>OB @BOQ>FK @E>
VLR TFIl T>KQ QL @LKPFABO

)K QB@EKF@>I MOBPBKQ>QFLKP IFHB JLPQ LQEBO
QB@EKF@>| @LJIRKF@>QFLK DLLA SFPR>| FKCLOJ>QF
FP BPPBKQF>| #BBBIQBOLK AL@RJBKQ ABPFDK CLO
>AAFQFLK>I QFMP >KA DRAAIRSKBPAR >0OB RPBCRI CLC
FK@OB>PFKD >RAFBK@B RKABOPQ>KAFKD LC ?LQE QE
QEB DSKFW>QFLK LC > MOBPBKQ>QFLK 0OBPBKQB!
OBJBJ?BO QEBV E>SB >K >00>V LC LMQFLKP CLO SFPF
IFSB ABJLKPQO>QFLKP >KA FKQBO>@QFSB >@QFSF
C>PEFLKBA TEFQB ?L>0OAP MOUBREKD>QFLK PLCQT>0OB
QEB JLPQ @LJILKIV RPBA LMQFLK /C QEB MOBPBK!
PLCQT>0B @ELF@BP OLTBOOLFKQ FP TFABIV RPBA
TLOHMI>@B >KA FK BAR@>QFLK>l PBQQFKDP /QEBO PL
0OBWF LO 'LLDIB 3IFABP >0B ?B@LJFKD JLOB MLMRI>(
MOBPBKQ J>V LC QEB P>JB LMMLOQRKFQFBRP>KA @E>|
VLR QEFKH QEOLRDE VLRO LMQFLKP ?B >T>0B QE>Q B
E>P FQP PQOBKDQEP >KA TB>HKBPPBP &LO BU>JMIB OL
@>K ?B > SBOBB®QFSB QLLI CLO PQRABKQP >KA MOLCE
FC RPBA >MMOLMIR®BBI®@QFSB RPB LC QEFP QLLI FP Kl
FKQRFQFSB >P LKB TLRIA QEFKH 4EB CLIILTFKD PB@Q
EBIM VLR QL PQOR@QROB VLRO MOBPBKQ>QFLK TBII >K
QEB MOLP >KA @LKP LC B>@E ABPFDK @ELF@B
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$>1?1:@-@5;: '@>A/@A>1

| @IB>0 MOBPBKQ>QFLK PQOR@QROB FP >K BPPBK(
PMBB@E MOBM>O>QFLK 3FJFI>0O QL QEB >@>ABJF@
LQEBO DBKOBP LC TOFQFKD > PMBB@E E>P QEOBI
FKQOLAR@QFLK SKALA®LK@IRPFLK %>@E LC QEBPB Q
M>0QP FK@IRABP @BOQ>FK M>QQBOKP LO OEBQLOF@
PMB>HBO PELRIA FK@LOMLO>QB

7EBK PQOR@QROFKD VLRO MOBPBKQ>QFLK FQ J>V ?
CFOPQ AO>CQ >K LRQIFKB 4EFP JBQELA BK>?IBP VLR QL
BPPBKQF> @LKQBKQ >KA J>FK MLFKQP TEFIB BL
FKCLOJ>QFLK QE>Q FP KLQ PQOF@QIV OBIBS>KQ QL VL
DL>IP BR E>SB ABODBKQ LMQFLKP QL BKPROB QE>Q :
BPPBKQF>IP >OB FK@IRABA CLO BU>JMIB VLR @>K M
J>GLO MLFKQP LK PIFABP >KA QEBK FIIRPQO>QB TFQE
VLR E>SB MOBM>OBA /QEBO LMQFLKP FK@IRAB (
KLQB@>OAP LO >K LRQIFKB QL QEB MLAFRJ ABMBKAF
PBQRM

IP VLR J>HB QEBPB AB@FPFLKP >IT>VP @LKPFABO TE
>OB >P > PMB3MBOLRO RKFNRB PMB>HFKD PQVIB :
@E>IIBKDBP )C VLRO E>KAP QBKA QL PE>HB > ?FQ F(
EBIMCRI QL ELIA PLIBQEFKD QL PQB>AV QEBJ ?RQ FC
@LK@BOKBA >?LRQ QEB MLPPF?FIFQV LC ELIAFKD
J>QBOF>IP >KA MLPPF?IV AOLMMFKD QEBJ VLR @>K
JBJLOV >FAP QL > PFKDIB PEBBQQG>M>NBSTFPB QL
@>00V > ?0FBC LRQIFKB LC J>GLO MLFKIFBOFQERVLR (
MLPPF?FIFQV LC LIFQQFKD FIMLOQ>KQ FKCLOJ>QFLK 4
>IPL EBIMP QL >SLFA ILPFKD J>FK MLFKQP FK QEB @:
QB@EKLILDV J>ICRK@QFLK FC VLR TFIl ?B OBCBOBK@F!

<B@2C1B7=<
)KQOLAR@QFLKP >KA @LK@IRPFLKP >OB MLFKQP LC
MPV@ELILDF@>IIV PMB>HFKD TB QBKA QL OBJ
FKCLOJ>QFLK MOBPBKQBA CFOPQ >KA I>PQ JLOB @
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FKCLOJ>QFLK QE>Q FP ?ROFBA FK QEB JFAAIB 4EB CF
VLR P>V TFIl >IPL PBQ QEB QLKB CLO QEB OBPQ LC VLF
4EBOB J>V KLQ ?B >KV LKB ?BPQ T>V QL PQ>0Q > PMBI
QEB CLIILTFKD >0OB PLJB EBIMCRI DRFABIFKBP QE>Q TI
PQ>0OQFKD > PMBB@E JR@E B>PFBO

0BOE>MP JLPQ FIMLO@KQQROB QEB >RAFBK@B
>QQBKQFLK >P VLR FKQOLAR@B QEB QLMF@ )C VLR A
QEB >RAFBK@B >Q QEB LRQPBQ FQ TFIl CB@RIB JLOE
QL AL PL >P VLR @LKQFKRB PMB>HFKD 3Q>OQFKD > PI
d(BV BSBOV?LAYI DLFKD QL Q>IH QL VLR QLA>V >?LR
PL@@BOe >IOB>AV PLRKAP ?LOFKD >KA TFIl KLQ |
>RAFBK@B JBJ?BOP TEL >OB KLQ PL@@BO C>KP )
>RAFBK@B E>P ABBJBA VLRO PMBB@E QL ?B ?LOFKD
FKCLOJ MBOPR>AB LO BKQBOQ>FK QEBJ ?B@LJBP BUN
JLOB AEE@RIQ )KPQB>A @LKPFABO RQFIFWFKD PLJ
QB@EKFNRBP PRDDBPQBA ?BILT

7EBK PBIB@QFKD >K DKIBKBEXQ QL J>HB PROB QE>Q
QEB LMQFLK VLR @ELLPB FP >MMOLMOF>QB >KA OBIB¢
PMB@FCF@ >RAFBR@BXKGEMRAFBK@BP TRIBDEHQAFC
2>@HDOLRKAP >KA HKLTIBADB PL VLR PELRIA CFOPQ Al
TEBQEBO PMB@FCF@ FKCLOJ>QFLK VLR MI>K LK RPFK
>MMOLMOF>QB CLO QEBJ &LO BU>JMIB FC VLR >OB
PMBB@E LK C>JFIV RKFQP QL > DOLRM LC FKAFSFAR>
>DB LC PQ>0QFKD VLRO PMBB@E TFQE > OBCBOBI
QBIBSFPFLK PELT 'LPPFM 'FOI J>V KLQ ?B QEB ?BPQ
?B@>RPB QEB >RAFBK@B J>V ?B RKC>JFIF>0 TFQE QF
IIPL @ELLPB >K >QQBKQFLK DBQQFKD ABSF@B >MMO
VLRO PMBB@E QLMF@/LRB>HYQBKQFLK DBQQFKD ABS
PELRIA E>SB > OBIBS>KQ @LKKB@QFLK QL VLRO PMBBG

&LO B>PV OBCBOBK@B EBOB >OB PLJB @LJJILK ABSF
>P PMBB@E LMBKBOP

] </<312=B3 =@3488x13 B= 1CZ@BI3D3<BA
BKD>DBP >K >RAFBK@B TFQE > ?0FBC >@@LRK
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PQLOMOF@B QEB BIJME>PFP EBOB FP LK QEB TL(
d?0FBC e ! @LJILK JFPQ>HB PMB>HBOP J>HB
TEBK QBIIFKD >K >KB@ALQB FP QL J>HB FQ QLL |
4EB >KB@ALQB PELRIA ?B PELOQ >KA E>SB > @
MLFKQ &LO BU>JMIB @LKPFABO QEFP >QQBKQI
CLO > MBOPR>PFSB PMBB@E LK COFSLILRP I>TF
d/K *>KR>0V LC QEFP3®:QQ 'KQELKV

'LIBW *O >KA > CBIILT FKJ>QB BP@>MBA COLJ >
ORB?IL #LILO>AL G>FI $ROFKD QEBFO BP@>MB
ARL >QQBJIMQBA QL O>MMBI COLJ QEB OLLC LC
RPFKD > J>HBPEFCQ I>AABO LC ?BA PEBBQP $R
'LIBWEP >QQBJIMQ QL P@>IB QEB ?RFIAFKD EB
PIFMMBA CBII CLOQV CBBQ >KA FKGROBA EFP ~
'LJIBW QEBK CFIBA > [>TPRFQ >D>FKPQ QEB G>FI
J>HFKD FQ QLL B>PV CLO EFJ QL >QQBJMQ >K
BP@>MB e )K QEFP @>PB QEB PMB>HBO FP EFD
> KBTP BSBKQ QE>Q FIIRPQO>QBP TE>Q > COFS|
I>TPRFQ FP PBQQFKD RM QEB PMBB@E QLMF@
KBBA CLO @E>KDB FK ELT PR@E I>TPRFQP >0OB
E>KAIBALRO PMBB@E QLMF@ FP QEB MROMLPE
>QQBKQFLK BBQ@HEEB LQEBO T>V >OLRKA PL ?B
PROB QL >SLFA >KV J>QBOF>| QE>Q PBBJP LSBO
MBOPLK>I LO ALBP KLQ CFQ QEB PR?GB@Q

AB/@B:7<5 AB/B3;3<B AB/B7ABFIKIBKD>DB

VLRO >RAFBK@B TFQE OBIBS>KQ FKCLOJ>QFLK
VLRO QLMF@ )C VLRO PMBB@E FP >?LRQ LFI
@LKPBOS>QFLK VLR @LRIA PQ>0Q ?V P>VFKD |
"LBFKD >FOIFKBO ELIAP  D>IILKP LC

CRBI e ! PMBB@E LK QEB MPV@ELILDV LC AOB>J
JFDEQ ?BDFK TFQE QEFP QELRDEQ d4EB >SBO>
MBOPLK E>P LSBO  AOB>JPe>!NFEI®RDE
PQ>OQIFKD PQ>QBJBKQP >0B CRK FQ FP FIMLC
QEBJ BQEF@3BBYE>MQBOK BQEF@P CLO

JLOB FKCLOJ>QFLK LK BQEF@P >KA MOLCBPPFL
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@LJIRKF@>QFLK ->HB PROB QE>Q VLRO LMBKF
PQ>QBJBKQ FP C>@QR>| 4EB FKQBOKBQ FP CRI
PQ>0QIFKD @I>FJP QE>Q >0B PFIMIV KLQ >@@!
TEBK VLR CFKA > PQ>QBJBKQ VLR TLRIA IFHB QL
RPB VLR E>SB >K BQEF@>| ARQV QL >P@BOQ>F
QORQE >KA @FQB FQ @LOOB@QIV ?BCLOB VLF

] @63B=@71/; ?C3AB¥<B > DLLA T>V QL
AO>T VLRO >RAFBK@B FKQL VLRO QLMF@ &LO
BU>JMIB > PMB>HBO Q>IHFKD >?LRQ QEB EFPQL
LQEB@ $>V @LRIA PQ>0Q ?V >PHFKD QEB
>RAFBK@B d$L VLR OBJBJ?BO QEB I>PQ QFJB VI
QLIA VLRO JLJ VLR ILSBA EBO e )K QEFP @>PB Q
PMB>HBO ALBP KLQ BUMB@Q QEB >RAFBK@B Q
LRQ >K >KPTAR® O>QEBO QL QEFKH >?LRQ QEB
NRBPQFLK >P QEB PMBB@E @LKQFKRBP

] 27@1B@3E13 B= G=C@ /C273%YRPB >K
BU@BIIBKQ JBQELA QL BKD>DRMERBAFBK@B
FP QEB PFKDIB JLPQ FIMLOQ>KQ C>@QLO FP @t
VLRO PMBB@E PL FQ J>HBP PBKPB QE>Q VLR JF
>@HKLTIBADB QEBJ FK PLIBOB\EP >K
BU>JMIB d!P PQRABKQP >Q /HI>ELJ> 3Q>QB VLR
>KA ) HKLT QEB FIMLOQ>K@B LC PBIB@QFKD > J
)K QLASV@LIMBQFQFSB TLOIA TB KBBA QL @EL
> J>GLO QE>Q TFII IB>A QL BIMILVIBKQ >KA
MOLSFAB RP TFQE CRICFIIFKD @SBBROP 4E>Qg
T>KQ VLR >l QL @LKPFABO J>GLOFKD FK
@LIIRKF@>QFLK e )K QEFP BU>JMIB QEB PMB>t
OBJFKAP QEB >RAFBK@B LC QEBFO PE>OBA PQ:
JHI>ELJ> 3Q>QB PQRABKQP >KA RPBP QEFP @LJ.
DOLRKA QL >@HKLTIBADB QEB FIMLOQ>K@B LC
PBIB@QFKD > J>GLO

] <=>3<7<5?C=B/B7£P >KLQEBO T>V QL
@>MQROB VLRO IFPQBKBOPg >QQBKQFLK ->V?E
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CFKA >K FKQBOBPQFKD NRLQ>QFLK FK LKB LC (
>OQF@IBP LO ?LLHP VLR OB>A TEFIB OBPB>O@E
VLRO PMBB@E 1RLQ>QFLKP J>V >AA >K BIBJBKC(
CRK QL > PMBB@E d!P QEB I>QB >@QOBPP C>P|
F@LK >KA PL@F>l >@QFSFPQ 'RAOBV (BM?ROK
KLQBA f.LQEFKD FP FIMLPPF?IB 4EB TLOA FQPE
P>VP )gJ MLPPF?IBg e !P TFQE QEFP BU>JMIB ?B
PROB QL @OBAFQ QEB PLRO@B CFOPQ FC VLR |
NRLQ>QFLK >P VLRO >QQBKQFLK DBQQBO

] C=@ @>K?B>DOB>Q T>V QL BKD>DB >K
>RAFBK@B ?RQ FQ FP > ALR?IB BADBA PTLOA )(
AL KLQ TFBIA QEB PTLOA @AGB@RKMLPB
VLRO >RAFBK@B SBOVHREREQOEB ?FDDBPQ
JFPQ>HBP > PMB>HBO @>K J>HB FP QL RPB PLJE
CLOJ LC ERJLO QE>Q QEB >RAFBK@B BFQEBO A
CFKA CRKKVL@PB CFKABKEFSB 4EFKH
>?LRQ ELT FK@LIJMBQBKQ QEB @E>0>@QBO LC
3@LQQ PBBJP LK QEB QBIBSFPFLK MOLDO>J 4EE
/ICCF@B FK M>0Q ?B@>RPBB@EGFBEE-RBB LC
ERJLOP TFQE LQEBO >QQBKQFLK DBQQFKD ABS
VLRO ERJLO JRPQ ?B OBIBS>KQ QL VLRO QLMF@
JRPQ OBPMB@Q VLROP-RBKBR@HERFQFBP

4EFP IFPQ LC LMBKFKD ABSF@BP OBMOBPBKQP > PC
CLO ?BDFKKFKD VLRO PMBB@E P FKAF@>QBA VLRO P
>QQBKQFLK DBQQBO FP KLQ LKIV ABMBKABKQ LK VLR
VLRO QLMF@ >KA QEB L@@>PFLK ?RQ >IPL LK VLRO M
>KA PHFIIP >P > PMB>HBO
=2G

IP TFQE QEB LQEBO PB@QFLKP LC QEB MOBPBKQ>QF
JFKA QEB FIMLOQ>K@B LC >RAFBK@B BKD>DBJBKQ )K
QEB JLOB FKQBO>@QFSB QEB MOBPBKQ>QFLK QEB ?E
VLR HKLT VLRO >RAFBK@B QERIBBPEIBQE>Q B>@E
MBOPEKI®>OKFKD PQUEBORFCOLJ QEB KBUQ PL AL VLR
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?BPQ QL BKD>DB VLRO >RAFBR@HKEKTANE MLPPF?IV
2V FK@IRAFKD ABQ>FIP QE>Q >MMB>I QL QEB CFSB PBk
ABQ>FIPLP® JFDEQ >IPL FK@IRAB >RAFL Q>@QFIB >
HFKBPQEBQF@ @LJMLKBKQP FK >AAFQFLK QL VLRO @E

7 FQE BUMBOFBK@B VLR TFII IB>OK QL D>RFB VLRO >|
IBSBI LC BKD>DBJBKQ >KA J>HB PJ>Il >SAGRPQJBKQP QE:
QEBJ QL PQ>V FKSLISBA $BMBKAFKD LK @LKQBUQ FC
>MMOLMOF>QB QL FK@IRAB PLJB JLSBJBKQ MBOE>MF
VLRO >RAFBK@B QL BKD>DB TFQE LKB >KLQEBO FK PJ>
TEF@E @>RPBP > PJ>Il PM>QF>| PEFCQ LO MBOE>MP Vi
Q>HB > CBT PQBMP @ILPBO QL > TEFQB?L>0A )KQBDO!
LO OBIBS>KQ E>KA DBPQROBP J>V >@EEBEBQ FFOFI>O F
BVBP K>QRO>IIV CLIILT JLSBJBKQ PL PLIBQEFKD >P PF
>P T>IHFKD >@OLPP QEB OLLJ @>K PBOSB QL FK@IF
JBJ?BOP LC QEB >RAFBK@B >KA EBIM QEBJ QL OB BKD>
QB@EKFNRBP VLR @>K BJMILV TFQEFK QEB ?LAV
MOBPBKQ>QFLK >OB J>KV >KA S>OFLRP ?RQ >P >?LSB:
VLROPBIC >KA HKLT VLRO >RAFBKE®BIQBBBLO
>AAFQFLK>I FKCLOJ>QFLK LK >RAFBK@B

=<1:CA7=<
4EB @LK@IRPFLK E>P QEOBB PMB@FCF@ BIBIJBKQP Q
T>KQ QL FK@LOMLO>QB 'FSBK QEB K>QROB LC QEBPB B
TE>Q QEBV AL QEBPB PELRIA DBKBO>IIV ?B FK@LOMLC
VLRO @LK@IRPFLK FK QEB LOABO QEBV >0OB MOBPBKQE

'75</: B63 3<2! DLLA @LK@IRPFLK PELRIA
@IB>0IV PFDK>| QEB BKA LC bPMBBMBE 9
QEFKHFKD QE>Q QBIIFKD >K >RAFBK@B VLR >OF
QL BKA FP > KL ?02RRBOKV PMB>HBOP AL KLQ
MOBM>0OB QEBFO >RAFBK@B CLO QEBFO @LK@
7EBK > PMB>HBO GRPQ PRAABKIV PQLMP PMB>F
QEB >RAFBK@B FP IBCQ @LKCRPBA >KA AFP>MN
)KPQB>A DFSB IFPQBKBOP > @IB>0 PFDK>| PL Q
@>K JBKQ>IIDHKFWB >KA @>Q>ILD >Il QEB MLFK(
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VLR E>SB J>AB CLO CROQEBO @LKPFABO>QFLK

'BKBO>IIVQEB B>PFBPQ T>V QL CLOB@>PQ QEB BKA |
PMBB@E FP QL FK@IRAB > SBO?>I PFDK>| QE>Q FP JBQ:
LO PBIC OBCBOBKQF>I FK PLJB PBKPB OBCBOOFKD
PMBB@E FQPBEEFK > MR?IF@ PMB>HFKD @LKQBUQ N
JBQ> AFP@ROPFSB OBCBOBK@BP EBIM >K >RAFBK@F
PMB>HBOMOLDOBPP COLJ FKQOLAR@QFLK QL @LKk
#LJJLK CLOJRI>QFLKP FK@IRAB MEO>PFKDP IFHE
@LK@IRPFLK FK PRIKOYL @LK@IRAB $BMBKAFKD Lk
VLRO >RAFBK@B VLR J>V @ELLPB > JLOB @LKSBOP>Q
@OB>QFSB JBQELA LC PFDK>IFKD VLR TFIl T>KQ QL J>
QE>Q QEB CO>JFKD ALBP KLQ PLRKALBLE>@E@E\ 9
J>KV LMQFLKP ?RQ FQ PELRIA ?B @IB>0 QL BSBOVLKB
>OB >?LRQ QL @LK@IRAB !IPL ?B >T>OB QE>Q PLJB |
@LJILK CLOJRI>QFLKP >KA P>VFKD QEBJ JLOB QE>K L
@>K E>SB >K RKFKQBKABA KERQFEEBBMRAFBK@B J>V

AB@FAB VLR >0B CFKFPEBA >KA QRKB LRQ IFHB ELT JLS
DBQ RM >KA IB>SB AROFKD QEB @OBAFQP FK > JLSF
FP > @LK@BOK VLR @>K FKPQB>A DL PQO>FDEQ QL C
BUMI>FKBA CROQEBO ?BILT

&3AB/B3 ;/7< >=7<BK QEB FKQOLAR@QFLK LC >
PMBB@E VLR ABIFSBOBA > MOBSFBT LC VLRO J>
MLFKQP FK QEB @LK@IRPFLK VLR TFIl IFHBIV AE
> OBSFEZBMBQFQFLK FP BPMB@F>IIV FIMLOQ>K
LO>I @LIIRKF@>QFLK FK@IRAB MI>KKBA
OBARKA>KRY >SLFA ?BFKD LSBOIV OBARKA>KQ
*RPQ >P VLR AFP@RPPBA >KA J>AB QO>KPFQFLI
VLRO J>FK MLFKQP AROFKD QEB ?LAV LC QEB P!
2B PROB QL OBSFBT QEB J>FK MLFKQP FK QEB
@LK@IRPFLK 4EBPB PQBMP FK@OB>PB QEB IF+
QE>Q QEB >RAFBK@B TFIl OBQ>FK VLRO J>FK M|
>CQBO QEB PMBB@E FP LSBO
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IP VLR OBSFBBLFA FKQOLAR@FKD KBT J>QBOF>| LO F
&LO BU>JMIB FC VLR P>FA d4EBOB >OB PBSBO>| LQEE
OBI>QBA QL QEFP QLMF@ PR@EQEaBBQQFABKQLO
QEBJ e QEB >RAFBK@B J>V TLKABO TEV VLR AFA KLQ >/
QELPB FK QEB ?LAV PB@QFLK )C VLR TBOB DFSFKD > \
PMBB@E LK TFKRRBKEA BKABA TFQE dTFEX BREEB
BKHLY LC QEB CRQROB ?RQ QEBOB >0B PQFII > CBT MO
FQ PR@E >P KLFPB >KA HFIIFKD ILQP LC ?FOAP e VLR >C
RM > @LRK@BIBKQ QE>Q PELRIA E>SB ?BBK AB>IQ TFQ
QEB ?LAV LC QEB PMBB@E 4EB @LK@IRPFLK FP KLQ QF
KBT J>QBOF>I

<1:C23/ 1:7<163@EB QEFOA BIBJBKQ LC VLRO
@LK@IRPFLK FP QEB>@BH@ERB BKAFKD
PLJBQFJBP OBCBOOBA QL >P > @LK@IRAFKD AB
->HB QEBPB TLOAP @LRKQ PFK@B QEBV >OB QI
VLR TFIl FK@IRAB FK QEB PMBB@E )K > PBKPB \
@LRIA QEFKH LC VLRO PMBB@E >P > KF@B AFKF
C>K@V OBPQ>RO>KQ QEB FKQOLAR@QFLK FP (
>MMBQFWBO QE>Q DBQP BSBOVLKB OB>AV CLO
@LROPB QEB ?LAV PB@QFLK FP QEB dJB>Q >KA
SBDBQ>?IBP e >KA QEB @LK@IRPFLK FP IFHB AB
"RQ E>SB VLR BSBO E>A > KF@B JB>| QE>Q BKAE
TFQE >K RK>MMBQFWFKD ABPPBOQ 2BD>OAIBP
DLLA QEB OBPQ LC QEB JB>I T>P VLR MOL?>?IV
T>IHBA >T>V TFQE > KBD>QFSB CFK>| FIMOBPPF

4EB @IFK@EBO FP IFHB QEB FKSBOPB LC Q&ER>QQBKQF
T>KQ QL PQ>0Q QEB PMBB@E PQOLKD >KA VLR T>KQ
PMBB@E PQOLKD 4EBOB >OB > KRJ?BO LC T>VP VLR @
VLRO @IFK@EBO PQOLKD >KA JRL@>KBDDBK@IRAB

TFQE > @E>IIBKDB LO > @>Il QL >@QFLK )K > PMBB@
KB@BPPFQV LC CRKA O>FPFKD > PMB>HBO @LRIA @|
>RAFBK@B QL O>FPB  JLOB QE>K QEBFO LOFDFK>| MO
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)K > PMBB@E LK B>QFKD JLOB SBDBQ>?IBP > PMB>HE
@E>IIBKDB QEB >RAFBK@B QL FK@OB>PB QEBFO @RC
SBDBQ>?IBP ?V QTL MLOQHERHFKEFNRAFBK@B JBJ?BOP
QL Q>HB > PMB@FCF@ >@QFLK LO J>HB > @E>KDB
@>K ?B >PMFO>QFLK>| >KA QEBV @>K ?B FKPMFO>QFL
PELRIA >IT>VP ?B OB>PLK>?IB QEB >RAFBK@B PELRIA |
@E>IIBKDB >P >QQ>FK>?IB

$>1?1:@-@5;: #<@5;:?

1RFQB LCQBK VLR TFIl E>SB QL MOBM>0B SFPR>| J>Q
>@@LIM>KV VLRO IR IFEEQ MOBM>0OB E>KALRQP ?RQ
BSBK JLOB MOL?>?IB QE>Q VLR TFIl KBBA QL MOBM>OB .
QE>Q @>K ?B MOLGB@QBA LK > SFABL P@OBBK 4EB @!:
LC QEBPB MOLGB@QBA J>QBOF>IP FP QEB LSBOEB>A Q
QEFK PEBBQ LC @IB>0 MI>PQF@ QE>Q VLR @>K ORK Q
MOFKQBO LO TOFQB LK TFQE PMB@F>I J>OHBOP QEF
NRF@HIV AFP>MMB>OFKD >IQELRDE FQ PQFII PROC>@E
VLR JFDEQ ?B >?IB QL MOLGB@Q M>MBO AL@RJIBKQP (
SF> > AL@RJBKQ @>JBO> ?RQ AL@ @>JP >OB ?B@LJF
@LJILK >KA QEBV @>K LKIV MOBPBKQ PQ>QF@ FJ>DBP

)KPQB>A VLR TFIl JLPQ IFHBIV ?B >PHBA QL @OB:
AVK>JF@ MOBPBKQ>QFLK RPFKD PLCQT>0OB PR@E >P |
0OBWF LO +BVKLQB ->KV LQEBO MOLDO>JP BUFPQ FI
TE>Q 'LLDIB E>P QCR@RQ QEBPB >OB >JLKD QEB QEO!
JLPQ @LJILK MOBPBKQ>QFLK MOLDO>JP %>@E MOLD
FQP LTK PMB@F>| >?FIFQFBP >KA PQORKEREPII ELTBSI
PE>OB @LJILK ?>PF@ MOFK@FMIBP QE>Q VLR @>K RP
JBILO>?IB BB@QFSB >KA FKQBOBPQFKD MOBPBKQ>(
CLILTFKD FKCLOJ>QFLK TFIl EBIM VLR TFQE PBIB@Q
BCB@QFSB MOBPBKQ>QFLK CLOJ>Q

(6@83 !/8=@ $@A3<B/B7=< =@;/BA
&LO > MOBPBKQ>QFLK RPFKD OLTBOOLFKQ 0OBWF LC
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VLR @>K @ELLPB COLJ QEOBB DBKBO>| CLOJ>QQFKD L
2RIIBQ MLFKQP  FIIRPQO>QBA MLFKQPEP>KUOLNPMB>HE
4EB CLOJ>Q VLR @ELLPB PELRIA CFQ VLRO >RAFBK@B
MOBPBKQPFJRKGB@Q

C::3B $=7<BAEB ?RIIBQ MLFKQP CLOJ>Q FP QEB AB(
I>VLRQ CLO JLPQ OLTBOOLFKQ RPBOP >KA SFBTBOP
@OB>QBA FK QEFP CLOJ>Q @LJJILKIV FK@IRAB > QFQIE
QLM >KA > @>P@>AFKD PBOFBP LC ?RIIBQBA IFKBP LC
> PIFABJ>FK QBUQ ?LU (BOB FP >K BU>JMIB LC QEFP HF
PIFAB

What’s HTML?

HTML is an initialism:
HyperText Markup Language

It uses "tags” to tell the browser how to
display content onscreen.
Tags don't show up onscreen.

The World Wide Web Consortium develops
standards for HTML.
Its current version is HTML 5.

Figure 1: Slide oganized aound a cascading series of bulleted
lines of text.

"RIIBQ MLFKQP CLOJ>Q MOBPBKQ>QFLKP E>SB PBSBC
&FOPQ QEBV >OB B>PV QL MOBM>0OB *RPQ QVMB MOE
KBT IFKB >KA ER@DL @OB>QB > PJ>IIBO ?RIIB@20 3EFCQ
QL J>HB > DBO ?RIIBQ 3B@LEEBY >OB RPBCRI CLO

EFDEIFDEQFKD FIMLOQ>KQ TLOAP LO K>JFKD @LK@B)


https://open.library.okstate.edu/app/uploads/sites/26/2019/07/Copy-of-HTMLslide.jpg
https://open.library.okstate.edu/app/uploads/sites/26/2019/07/Copy-of-HTMLslide.jpg

Technical and Professional Writing Genres 463

>RAFBK@B KBBAP QL IB>OBEFKWINGB@Q > PBOFLRP Q
>KA PBKPB LC MOLCBPPFLK>IFPJ

IP VLR @LKPFABO QEBPB LMQFLKP HBBM FK JFKA QE
MLFKQP CLOJ>Q MOBPBKQ>QFLKP J>V ?B ?LOFKD
MOB@>RQFLKP >OB Q>HBK QL HBBM QEB >RAFBK@B
LSBOIL>A LC TLOAP J>V >IPL J>HB VLRO >RAFBK@B @O
ILPB FKQBOBRE>SB MOL?>?IV BKAROBA >Q IB>PQ LKB
OLTBOOLFKQ FK VLRO IFCB >KA LAAP >0OB QE>Q ?>A MOE
RPBA QEB ?RIIBQ MLFKQP CLOJ>Q

~CAB@/B32 $=7<@2B FIIRPQO>QBA MLFKQP CLOJ>Q
PFJFI>@RQ PIFABP @OB>QBA FK QEFP QVMB LC MOBPBK
LK MF@QROBP >KA QBUQ >MMB>OP FK > PRMMLOQ!
BU>JMIB LC QEFP HFKA LC PIFAB >MMB>OP ?BILT

External CSS - Example

= simple_CSS.css (C!\Users\ earnett\Desktop) - Komoda
File fdit Code Navigation View Project Tools
- a 400D 9 Y
= StetPage @ simple websitehtml | o

font-family: Verdana, Arial, Helvetica, sans-serif;
color: blue;

Ready 5% cPs2 & LmSCokS

Figure 2: Slide that utilizes illustrated points format, emphasizing
pictures with text in a supportingle.

JIRPQO>QBA MLFKQP CLOJ>Q PIFABP E>SB PBSBO>| ?Bk
>0OB BU@BIIBKQ CLO PELTFKD @LK@BMQR>I OBI>QF
ABJLKPQO>QFKD MEVPF@>I OBI>QFLKPEFMP ?BQTBE


https://open.library.okstate.edu/app/uploads/sites/26/2019/07/Copy-of-ExternalCSSslide.jpg
https://open.library.okstate.edu/app/uploads/sites/26/2019/07/Copy-of-ExternalCSSslide.jpg
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0BLMIB LCQBK OBPMLKA MLPFQFSBIV QL MF@QROBP |
MLFKQP CLOJ>Q PIFABP >IPL QBKA QL @>MQROB SFBT
JLOB QE>K >Il QBUQ MOBPBKEERFRKRFABP OBNRFOB
JLOB ABQ>FIBA MOBM>O>QFLKKELPBBBABKA QL ?B
JLOB SFPR>IIV ?REVVLRO >RAFBK@B E>P MOL?IBJF
@LK@BKQO>QFKD FC VLR KBBA QL EFDEIFDEQ FJMLC
LO FC VLR KBBA QL JLSB NRF@HIV QEOLRDE QEB FKC
LK QEB PIFABP VLR J>V T>KQ > JLOB QBUQ ?>PBA >MM
JIRPQO>QBA MLFKQP CLOJ>Q PIFABP @>K >IPL ?B @LJ"
?RIIBQ MLFKQP CLOJ>Q PIFABP FKPFAB QEB P>JB MOBPI
'>3/93@R $@> 4EB PMB>HB®OLM CLOJ>Q FP PFJFI>0 Q
QEB FIIRPQO>QBA MLFKQP CLOJ>QP NRQLM PMBPBBO
BKQFOBIV @LKPFPQP LC PFIMIB MF@QROBP QE>Q CI>
O>MFA PBNRBK@B 'KV QBUQ QE>Q >MMB>OP FP SBO\
> [>DB CLKQ >KA LKIV >MMB>OP CLO > JLIJBK® ! PMB>t
MOLM FP >MMOLMOF>QB CLO >?PQO>@Q PR?GB@QP
LC COBB TFIl >KA FC FQ FP ALKB TBIl FQ @>K ?B C>F
>KA TFll BKD>DB >K >RAFBK@B (QEBFSBQVMB LC
MOBPBKQ>QFLK FP LCQBK JLOB @LJIMIBU >KA QFJB @LK
MOBM>0OB QE>K > MOBPBKQ>QFLK FK QEB LQEBO CLO.
ORK QEB OFPH LC J>HFKD FQ PL BKQBOQ>FKFKD QE>Q
J>V OBJBJ?BO QEB MOBPBKQ>@R® PREQOVR P>FA
IK BU>JMIB LC > PMBPHEBOLM MOBPBKQ>QFLK >MMB>OP |
9LR&R?B SFABL ?BILT

An interactive or media element has been
excluded fom this version of the textol can
view it online hes:

https://open.libraryokstate.edu/
technicalandpofessionalwriting/?p=40



https://open.library.okstate.edu/technicalandprofessionalwriting/?p=40#pb-interactive-content
https://open.library.okstate.edu/technicalandprofessionalwriting/?p=40#pb-interactive-content
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EQQMP_ TYLRQR?B @LJ
T>Q@E CB>QROB MI>VBO=BJ?BAABA S 20M>G@!D2 %
7EF@EBSBO CLOJ>Q VLR @ELLPB OBJBJ?BO QE>
MOBPBKQ>QFLK PLCQT>OB FP VLRO PBOS>KQ AL KL
VLR TE>Q QL AL >KA >IT>VP JLAFCV > QBJMI>QB QL
VLRO KBBAP P >K BU@BIIBKQ BU>JMIB LC TE>Q KLQ
@LKPFABO 0BQBOP.L@SHRF@ 'BQRRTBOOLFKQ
EQQMP KLOSFD @LJ 'BRQVP?RO

)Q PBOSBP >P > P>QFOF@>| BU>JMIB LC ELT >K BL
PMBB@ECFK QEFP @>PB ?0>E>JP ,RKQILRRY
'BQQVPTRBAOBPP TFABIV @LKPFABOBA LKB LC QEB @
PMBB@EBP FK QEB %KDIFPE I>KDR>DBc@>K ?B ORFKB!/
MOBPBKQ>QFLK PLCQT>0OB ABC>RIQ PBQQFKDP >KA
?RFIQ FK QBIMI>QB TFQELRQ JLAFCVFKD FQ

'8501 1?53: (5<?

4EB DRFABIFKBP FK QEB ABPFDK @E>MQBOC#2!0
M>OQF@RI>OcTFIl EBIM VLR @OB>QB @LKPFPQBKQ E
SFPR>IIV >MMB>IFKD PIFABP "RQ >Il QEB ABPFDK PHF
TLOIA TFIl KLQ EBIM VLR FC VLRO @LKQBKQ FP KLQ
CL@RPBA PJLLQEIV ABIFSBOBA >KA SFPF?IB 3IFABP LSI
TFQE QBUQ >KA LO FJ>DBP TFIl PQO>FKPVERO!>RNBK @F
QL FABKQFCV FIMLOQ>KQ FKCLOJ>QFLK #LIMIBU AF
QO>KPFQFLKP LO @LKCRPFKD LO ?LOFKD DO>MEF@F
@LKPFPQBKQ TFQE VLRO @LKQBKQ >0B TLOPB QE>K K
>[I (BOB >OB PLJB DBKBO>| QFMP

] (67<9 A7;>:717B&PB > PJ>Il KRJ?BO LC EFDE
NR>IFQV DO>MEF@P >KA IFJFQ ?RIIBQ MLFKQP >
IPL >SLFA QEFKHFKD LC > PIFAB >P > M>DB QE>(
VLRO >RAFBK@B PELRIA OB>A FKPQB>A BI>?LC


https://www.youtube.com/watch?feature=player_embedded&v=RrpajcAgR1E
https://www.youtube.com/watch?feature=player_embedded&v=RrpajcAgR1E
https://norvig.com/Gettysburg/
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J>GLO MLFKQP TFQE BU>JMIBP QL HBBM QEB

MOBPBKQ>QFLK FKQBOBPQFKD >KA M>OB ALTK
JR@E >P MLPPF?IB 2BJBJ?BO BSBK FC VLR >OB
MOBPBKQFKD > PIPABPELRQ QEB >RAFBK@B QL
M>V JLOB >QQBKQFLK QL VLRO TLOAP QE>K QL ¢
PIFABP QEBJPBIBBPR®E QBUQ TFIl J>HB QEB

>RAFBK@B @LK@BKQO>QB LK OB>AFKD PIFABP
LC IFPQBKFKD @>OBCRIIV QL QEB SBO?>| FKCLC

] @3/9 C>G=C@ 7<4=@;/BIBE>KFWB QEB
FKCLOJ>QFLK FKQL PJ>Il @ERKHP LC QBUQCMEC
O>QEBO QE>K @LIMIBQB PBKQBK@BPcQL J>HB
VLRO MOBPBKQ>QFLK CILTP TBIl 3LJB BUMBOQF
OB@LJJIBKA E>SFKD KL JLOB QE>K CFSB ?RIIBQ
MLFKQP MBO PIFAB )C VLR AL E>SB JLOB QE>K C
VLR J>V T>KQ QL PBQ RM QEB ?RIIBQ MLFKQP QL
>MMB>0 > CBT >Q > QFJB EKREMBO>QB
PIFABP LO RBBOEKQ @LIRIJKP QL >SLFA QEB
AFPQO>@QFLK LC > ILKDBO IFPQ

] /D3/1=<A7AB3<B D7AC/: B63t3B MOLP
>ASFPB QE>Q VLR >SLFA RPFKD QEB PQL@H
OLTBOOLFKQ QBJMI>QBP ?RQ QEB 2BMBQFQFLK
IIFDKJBKQ >PMB@QP LC #2!10 >OB PL FIMLOQ>KC
QE>Q QEB QBJMI>QBP J>V ?B VLRO ?BPQ PQ>0Q
MLFKQ

] 6==A3/A7;>:3 1=:=@ A163;3K DBKBO>|

QEOBB QL PFU @LILOP PELRIA MOLSFAB S>OFB(
TEQELRQ LSBOIL>AFKD OB>ABOP "B @LKPFPQB
ELT VLR RPB QEB @LILOP &LO BU>JMIB FC VLR |
OBA CLKQ CLO QEB CFOPQ PIFABP VLR PELRIA
MOL?>?IV KLQ PTFQ@E QL ?IRB CLKQ FK QEB I>F
PIFABP RKIBPP QEBOB FP > @IB>0 >KA ILDF@>I ¢
CLO ALFKD PL
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] 6==A3 G=C@ 4=<B38@G>HB PROB QEB QBUQ
FP OB>A>?IB COLJ > AFPQ>K@B FK > A>OHBKBA |
->KV DRFABIFKBP PRDDBPQ QE>Q VLR RPB >Q IB
MLFKQ CLKQ #LKQO>PQ FP >IPL FIMLOQ>KQ N
A>OH CLKQ LK > IFDEQ ?>@HDOLRKA LO SF@B S

] $@/1B713 G=CEB/B7=LCQT>0B FP LKIV >
QLLI >KA QEB PIFAB MOLGB@QLO FP KLQ
MOBPBKQFKDCVLR >OBBRBIESWFKD QEFP FP
E>IC QEB ?>QQIB

] A3 5@/>671)K DBKBO>l PR?PQ>KQFSB PIFABP
PELRIA MOBPBKQ > DO>MEF@ QE>Q FIIRPQO>QE
PRMMLOQP VLRO J>FK MLFKQ )KPQB>A LC QEB |
QLMF@ >KA ?RIIBQ MLFKQ PIFAB I>VLRQ > JLOB
BCB@QFSB PQO>QBDV CLO OLTBOOLFKQ MOBPE
PIFABP J>V FKSLISBQEKD > @I>FJ 2>@HBA ?V
SFPR>| PRMMLOQ FK QEB CLOJ LC > MELQL DO>
FIRPQO>QFLK @E>0Q BQ@

] 31/@34C: <=B B= =D3@:=/2 B63PEQR
BFQEBO QLL JR@E QBUQ LO QLL J>KV DO>MEF@
4EBOB FP KLQ KB@BPP>OFIV LKB ORIB LC QERJ"
ELT JR@E FP QLL JR@E ?RQ ?B ABIF?BO>QB TFC
@ELF@BP

$5@2-887 ;2 $>171:@-@5;: ;2@C->1

3FK@B -F@OLPLCQ FKQOLAR@BA OLTBOOLFKQ FK
@LKCBOBK@B OLLJ E>P KBSBO ?BBK QEB P>JB -FIIFLK
>J>WBA ?V QEB PMBBA TFQE TEF@E > J>OHBQFKD MOL
LO >K >@>ABJF@ @LRIA MRQ QLDBQEBO > @Ll
MOLCBPPFLK>! ILLHFKD PIFAB MOBPBKQ>QFLK !KA QEBI
IQ PLJB MLFKQ PLJB?LAV TFQE @OFQF@>| QEFKHF!
>PHBA > DOB>Q NRBPQFLK d$L TB OB>IIV KBBA >Il QEBI
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PELTP e 4EB PQL@H FJ>DBP LC >0O0LTP ?RPFKBPP MB
PRFQP PQF@H CFDROBP P@O>Q@EFKD QEBFO EB>AP
GBTBI QLKBA ?>@HDOLRKAP BSBKQR>IIV ILLHBA QFOBA
QL BSLHB QEB dTLTe OB>@QFLK MOBPBKQBOP ABPFOB!

-F@OLPLCQ FP >QQBJMQFKD QL OBCOBPE QEB ABF
CLO OLTBOOLFKQ >KA QEBOB >OB ALWBKP LC DLLA >IQI
PLJB LC QEBJ COBB +BVKLQB 3IFAB "ROB>R 0O
3IFAB2L@HBQ %>PBeJ¥WB 3IFABALD "RQ QEB
CRKA>JBKQ>l MOL?IBJ OBJ>FKPcQBREEBERPBA
ILKD MOBPBKQ>QFLKP >0B QEB MOL?IBJ KLQ QEB PLCQ
>OB PROB QE>Q > SFPR>I MOBPBKQ>QFLK TFIl MOLSFA
KB@BPP>OV QL VLRO >RAFBK@B HBBM QEB KRJ?BO
>KA QEB >JLRKQ LC QBUQ LK B>@E PIFAB QL > ?>0B JF
AEFKH LC > PIFAB MOBPBKQ>QFLK >P > T>V LC PRMM
>RDJBKQFKD QEB @LKQBKQ FK VLRO Q>IH QEB PIFABF
OBMI>@B VLRO @LKQBKQ

12LSB >l AL KLQ OB>A QEB PIFABP QL VLRO >RAFBK@E
FP @LKPFABOBA LKB LC QEB PFKDIB JLPQ >KKLVFKD
MOBPBKQBO @>K AL FQ >IPL J>HBP QEB MOBPBK
RKMOBM>0BA %U@BPPFSBIV PJ>Il QBUQ >KA @LJIMIB
FK@IRAFKD AFPQO>@QFKD >KFJ>QFLKP >0OB >IPL COB
>P >KKLV>K@BP )KPQB>A J>HB PROB QE>Q SFBTBOP
PIFABP B>PFIV COLJ QEB ?>@H LC QEB OLLJ !IPL QOV Q
VLRO PIFABP PL QE>Q QEBV @LKQ>FK FKCLOJ>QFLK
SFBTBOP JFDEQ T>KQ QL TOFQB ALTK &LO BU>JMIB
MOBPBKQ>QFLKP LCQBK @LKQ>FK A>Q> MLFKQP QE>Q |
GRPQ O>QIBOLERF@H PRJIJ>OFBP LC HBV @LK@BMC
SFBTBOP TFIl KLQ ?B >?IB QL J>HB RM LR QBB CIV
@>KKLQ BUMI>FK ELT QEB PIFABP >AA S>IRB QL
MOBPBKQ>QFLK FQ JFDEQ ?B ?BPQ QL >SLFA RPI
>IQLDBQEBO

4L DBQ > CBBI CLO TE>Q J>V >KKLV VLRO >RAFBK@
'LLDIFKD d>KKLVFKD OLTBOOLFKQ MOBPBKQ>QFLKP &
@LKPFABO ABPFDKFKD VLRO MOBPBKQ>QFLK QL >IILT C
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M>OQF@FM>QFLK FKPQB>A LC M>PPFSB SFBTFKD LC >
DLLA DOLRM >@QFSFQV LO > QTL T>V AFP@RPPFLK FP
T>V QL HBBM >K >RAFBK@B BKD>DBA QE>K > PQ>IB OBMN
LC PIFABP

)K PRJJ>O\> QLLI FP LKIV CBBXFSB >P QEB MBOPLI
RPFKD FQ 00OBPBKQ>QFLK PLCQT>OB IFHB OLTBOOLFK
J>HB PQRABKQP PQRMFA >KA MOLCBPPLOMRROOFKD C
RPB LC QEFP QLLI J>HBEB@RSBAMOBPBKQ>QFLKP >K/
IB>A QL I>WFKBPP FK ?LQE QEB >RAFBK@B >KA QEB
->KV LC QEB MOL?IBJP TFQE MOBPBKQ>QFLKP OBPF
OB>AFIV >@@BPPF?IB QLLIP ?BFKD RPBA ?V FKAFSFAR>|
FK OEBQLOF@>| >KA SFPR>| ABPFDHR GRARXRISQBIV
QB@EKF@> @LJJIRKF@>QFLK @>K FIMIBJBKQ > @E
PQO>QBDV QL J>HB MOBPBKQB@KIFSBOB BC

$>1?1:@-@5;: $>1<->-@5;:

2BPB>0O@E PELTP QE>Q MR?IF@ PMB>HFKD OPQBP >JLK
QLM CB>OP PLJB PROSBVP PRDDBPQ QE>Q FQ O>KHF
LC PRBOVO BSBK AB>QE 7EV AL PL J>KV MBLMIB AFPIFI
MR?IF@ PMB>HFKD 4EFP FP > @LJMIBU NRBPQFLK
>KPTBO FP QFBA QL C>@QLOP ?LQE MBOPLK>| >KA MP'
O>KDFKD COLJ M>PQ BUMBOFBK@B >KA QO>FKFKD QL
@LKQBUQ 4EB QBOJ DILPPLMEL?F> @LJ?FKBP QEB 'OBE
CLO dQLKDRBe >KA dCB>0 LO AOB>Ae QL OBCBOBK@B :
LC MR?IF@ PMB>HFKD OBLMIBOECARRDILPPLMEL?F>
QBKA QL COBBWB FK COLKQ >RAFBK@BP 4EFP CB>O
FK PFQR>QFLKP PR@E >P OBPMLKAFKD QL > MOLCBPP
E>SFKD QL FKQBO>@Q TFQELQPGRPROBSFKD CLOJ>|
PMBB@EBP

(BOB >0OB PLJB PQO>QBDFBP QL EBIM LSBO@LJB >K
VLR MOBM>0B CLO VLRO MOBPBKQ>QFLK )K >AAFQFLK
QEB ABQ>FIP LC @LKQBKQ >RA RBRGBBOV MOBM>0B
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MEVPF@$ABNR>QB PIBBM >KA OBPQ >OBR@EHDF>| 9
?B QEFKHFKD PR@E > QEFKD FP FIMLPPF?IB FK @LIIB
ABJ>KAFKD CRII QFJB GL? TEBOB PIBBM ABMOFS>QFLK
KFDEQP @LJB TFQE QEB (QBBEBWMIDBRB>0@E PELTP
QEB BUQOBJIB@QP > IFCBPQVIB LC IFJFQBA PIBBM @>K E
?BVLKA V>TKFKD LO ALWHKDA S PP DWIBOBIP >KA
VLRO >?FIFQV QL ?B >IBOQ AROFKD QEB RIBEB@EHA TFII °
?V I>@H LC PIBBM

IP VLR MOBM>OB VLR J>V T>KQ QL B>Q PLJBQEFKD
FP MOLQBFK ?>PBA ?BCLOB PMB>HFKD )K LQEBO TLO;
LO MB>KRQ ?RQQBO LK TELIB DO>FK QL>PQ 'OBBH VI
BDDP CLO ?0B>HC>PQ TLRIA ?B MOBCBO>?I1B QL JLOI
LMQFLKP !IPL TB>O @ILQEBP QE>Q >0B @LJCLOQ>?IB
QEB @LK®RNQJ>IFQV OBNRFORBKQEB/P>JB LRQCFQ
TEBK VLR OBEB>0OPB QEB MOBPBKQ>QFLK PL QE>Q VL
@LIJCLOQ>?IB T>IHFKD >KA JLSFKD FK QE>Q >(
#LJCLOQ>?IB MOLCBPPFLK>I PELBP TFIl DFSB VLR > CF(
CLO VLRO MLPQEOBFDBEQ @LKPFABO RQFIFWFKD P
PQOBQ@EFKD LO OBI>U>QFLK QB@EKFNRBP QE>Q TF
IFJ?P LO QEOLFRE®@BKFKD >KA PQOBQ@EFKD VLRO |
>0JP IBDP >KA QEOL>Q CLO > CBT PB@LKAP ?BCLOB
@>K EBIM OBIB>PB PLJB LC QEB QBKPFLK !IlPL ?OFKD PL
QL AOFKH QL MOBSBKQ AOV JLRQE >KA Q>HB PBSE
?0B>QEP QL OBIB>PB PQOBPP >KA PQB>AV VLRO SLF
@IFJ?FKD LK PQ>DB O0OBLMIB QBKA QL PMB>H C>PQBO
EFDEBO MFQ@E TEBK QEBV >0B KBOSLRP >KA D
MOBPBKQ>QFLK ->HBLSIQBJIL PMB>H >Q > @LJCLOQ>
M>@B >KA >SLFA IBQQFKD VLRO SLF@B OFPB QLL EF
>MLILDFWB ?BCLOB VLR DFSB VLRO MOBPBKQ>QFLK 7?BI
FP KLOJ>I >KA >IQELRDE VLR J>V CBBIESRK@BBEOMOB
VLRO >RAFBK@B TFIl KLQ JFKA LO TFIl KLQ BSBK KLQF@

=<B3FBC/: $8»/@/B7=<
4EB JLOB VLR @>K HKLT >?LRQ QEB SBKRB TEBOB VLR
?B PMB>HFKD QEB7HR)BSBO MLPPF?IB @EB@H LRQ G



Technical and Professional Writing Genres 471

PM>@B FK >AS>K@B &LO BU>JMIB FC VLR TBOB OBN
DFSB > PELOQ Q>IH CLO > GL¥ERQBRABFBFKQ QL
HKLT TE>Q QEB OLLJ TFIl ?B IFHB FC QEBOB FP BNRFMJ
MOLGB@QFLK BRTDEB>RAFBK@B TFIl 7B >KA ELT PB>QF
TFIl ?B >00>KDBA #LKPFABO MO>@QF@FKD VLRO MOE
> OLLJ QE>Q FP PFJFI>0O QL QEB >@QR>| PM>@B TEBO
ABIFSBO FQ 4EB ?BPQ >ASF@B CLO @LKQBUQR>I MOBI
2B LK QFJB BSBK BEDWR E>SB QL ORPE FK >Q QEB I>
JFKRQB FQ TFIl 2FEFQ QL PQ>V @>1J >KA CL@RPBA C
PMBB@E )C VLR >O/IB2O8 ?B >?IB QL J>HB PROB
BNRFMJIBKQ FP TLOHFKD LO BSBK @LKSBOPB TFQE QE
>P QEBV BKIGRGBPPFLK>I PMB>HBOP LCQBK AL QEFP
QEBJPBISBP ?RFIA @OBKRPBHFBVHKLTIBADB QL >A>MQ
QEBFO MOBPBKQ>QFLKP QL QEB >RAFBK@B "BFKD LK G
VLR @OB>QB > DLLA CFOPQ FIMOBPPFLK >KA QERP BK
@OBAF?FIFQV ?BCLOB QEB >@QR>| PMBB@E
$@1@/ABT</B7=< [<3$@2<3AA
00L@O0>PQFK>QFLK FP QEB DOB>Q BKBJV LC MOBM>O
>OQF@RI>QB MR?IF@ PMB>HFKD OBNRFOBP OBMB>QB/
QEB >@QR>| ABHESBOFOPQ QFJB QE>Q VLR P>V QEB Tl
PELRIA KLQ ?B TEBK VLR >OB FK COLKQ LC VLRO >R,
00>@QF@FKD FP QEB ?BPQ T>V QL CBBI @LKCFABKQ >
LC QEB TLOAP VLR PMB>H !P VLR MO>@QF@B QFJB VL
2B @BOQ>FK QE>Q VLRO PMBB@E JBBQP QEB QFJB IFJ
TFQEFK QEB BUMB@QBA QFJB FP > @>OAFK>| ORIB
PMB>HFKD 00>@QF@B >ILRA MOBCBO>?IV TFQE PL
IFPQBK TEFIB RPFKD VLRO SFPR>I >FAP )C VLR @>k
VLROPBIC FK LOABO QL >K>IVWB DBPQRUBPTHIA ABIFSE
2B >?IB QL CFKB QRKB >KA >AGRPQ BIBJBKQP LC VLRO
PQVIB 4EB JLPQBEIQFSB T>V QL D>FK > OBMRQ>QFI
PLIJBLKB TEL ALBP KLQ OBPMB@Q >K >RAFBK@B LO P
TEL PELRIA KLQ ?B >IILTBA QL ORK JBBQFKDP FP QL
ILKDBO QE>K QEB >IILQQBA QFJB .LQ LKIV TFIl MO>@Q
VLR QL CBBI @LJCLOQ>?IB TFQE MOBPBKTRQMX ABIF
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TFIl >IPL BKPROB QE>Q VLR AL KLQ RMPBQ VLRO >RAI
ORKKFKD LSBO QEB QFJB IFJFQ

&FK>1 .LQB )C VLR >OB >K >RAFBK @& RRIBEBIM
PMB>HBOP QL CBBI JLOB @LJCLOQ>?IB >Q IB>PQ > IFQQ
BKD>DBA IFPQBKBO COLJ ?BDFKKERDGK BKADEKB
QE>Q > PMB>HBO FP DLFKD QL ?B JLOB KBOSLRP FC QE
ILLHP ?LOBA COLJ QEB PQ>0Q ! PMB>HBO TFQE IBPP >K
AL > ?BQQBO GL? >KA ?B JLOB FKQBOBPQFKD PL DFSB (
VLRO CRII >QQBKQFLK KLA >ILKD QL J>FK MLFKQP >PH |
TEBOB >MMOLMOF>QB XK¥LIRD>MECKB RKIBPP VLR >0OB
RPFKD FQ QL Q>HB KLQBP

185B 1>E (5<?

7E>Q CLIILTP >OB PLJB DBKBO>I QFMP VLR PELRIA HB
JFKA ?RQ QEBYV >|I BPPBKQF>IIV ABOFSB COLJ LKB SBOV
CLOT>0OA MOBJFPB MO>@QF@B VLRO PMBB@E ?BCLOB
LO BIPBTEBOB QEB T>V VLR TFII DFSB FQ

] 00>@QF@B VLRO PMBB@E >ILRA 4EFP QB@EKF
BK>?IBP PMB>HBOP QL IB>OK QEB TLOAP >KA 7B
MOBM>OBA ?RQ FQ >IPL IBQP QEBJ HKLT LC >KV
MLQBKQF>| MOL?IBJP 3BKQBK@BP LK M>MBO Al
>IT>VP QO>KPI>QB TEBK PMLHBK 00>@QF@FKL
ILRA >IILTP PMB>HBOP QL FABKQFCV >KA CFU FF
TFQE MOLKRK@F>QFLK >KA ABIFSBOV ?BCLOB L
RM FK COLKQ LC QEB >RAFBK@B

] ! SLFABU@BPPFSB ?LAV JLSBJBKQP 4EFP FK@I
KBOSLRP LO RKKB@BPP>0V E>KA JLQFLKP
RKKB@BPP>0V Q>MMFKD LC CBBQ LO E>KAP B(
>|PL >SLFA PQ>KAFKD PQL@H PQFII PLIB E>KA
DBPQROBP @>K HBBM QEB >RAFBK@B BKD>DBA
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%IFIJFK>QB CFIIBO TLOAP PR@E >P dREe >KA dR.
2B@LOAFKD VLROPBIC LO >PHFKD > COFBKA QL
QL VLRO PMBB@E @>K EBIM VLR QL FABKQFCV
QBKABK@®&WLJIB @>PBP FQ J>V ?B MLPPF?IB QL
FKQBDO>QB JB>KFKDCRI M>RPBP FK QEB MI>@E
TLOAP QL OBAR@B QEBFO COBNRBK@V

0OLGB@Q VLRO SLF@B 3LCQ PMLHBK PMB>HBC
E>SB QL PMB>H ILRABO QL BKPROB QE>Q BSBO\
EB>0EFIB >SLFAFKD QEB >MMB>0>K@B LC PELF
LO OB>@EFKD >K >THT>0OAIV PNRB>HV MFQ@E
TFIl ?B RPFKD > JF@OLMELKB MO>@QF@B FK >/
ELT VLR TFII ELIA FQ >KA QEB SLIRJB VLR TFlI
RPB

IOQF@RI>QB PBKQBK @BFF®IBBOIV>0B LC

VLRO LTK QBKABK@FBP )C VLR QBKA QL BIFAB
LO FC VLR E>SB > OBDFLK>| >@@BXOCIEIQ AFC
VLRO >RAFBK @8R J>V KBBA QL PILT ALTK

>KA MO>@QF @B BKRK@F>QFKD FK > T>V QE>Q
K>QRO>| O>QEBO QE>K CLO@BA

IAA FKCIB@QFLK >KA BUMOBPPFLK 00BPBKQBC
PMB>H FK > JLKLQLKB TFIl EfSBRRY
HBBMFKD >K >RAFBK@B BKD>DBA

2BCRPB QL ?B@LJB CIRPQBOBA )K J>KV @>PBP
SMLILDV FP RKKB@BPP>0V >KA TFII LKIV AO>T
RKARB >QQBKQFLK QL JFKLO LSBOPFDEQP TEB
MBO@BFSBA LO >@QR>| )KPQB>A Q>HB > ?20B>
CL@RP >KA JLSB LK TFQE QEB PMBB@E

->HB BVB @LKQ>@Q )C FQ CBBIP >THT>0A QL
J>FKQ>FK AFOB@Q BVB @LKQ>@Q ILLH >OLRKA
OLLJ >Q CLOBEB>A IBSBI LO > MLFKQ PIFDEQIV >
SFBTBOPg EB>AP J>HFKD PROB QL FK@IRAB QE
BKQFOB >RAFBK@B
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] ->FKQ>FK >K LMBK ?LAV MLPQROB #OLPPBA >0,
CLO BU>JMIB @>K J>HB > PMB>HBO PBBJ @ILPB
LC QL QEB >RAFBK@B )K @LKQO>PQ LMBK E>K
DBPQROBP QE>Q >0B KLQ BU@BPPFSB QBKA QL
@LIIRKF@>QB > @LOOBPMLKAFKD LMBKKBPP (
>RAFBK@B BKD>DBJBKQ >KA FAB>P

4EBOB FP KL MOBPBQ M>QQBOK CLO UBBSB®Q ABIFS
TFQE MO>@QF@B BSBOVLKB @>K FIMOLSB &LO > CBT
QFMP >KA PRDDBPQFLKP @EB@H LREAQEBMHIRPFKD ¢
9LRR?B ?V Fll 3QBMEBK

An interactive or media element has been
excluded fom this version of the textow can
view it online hes:

https://open.libraryokstate.edu/
technicalandpofessionalwriting/?p=40

EQQMP_TVIRQR?B @LJ T>Q@E S 3 &$G&"G L

IP VLR MO>@QF@B VLRO MOBPBKQ>QFLK PHFIIP OB
B>@E PMB>HBO FP BKQFOBIV RKFNRB >KA TB B>@F
AFCBOBKQ BUMBOFBK@BP >KA FKQBOBPQP 4EFP JB:
PMB>HBOP JRPQ CFKA QEBFB®BQEBB BQVIB

Media Attributions

] #LMV LC (4-,PIFAB
] #LMV LC %UQBOK>I#33PIFAB


https://open.library.okstate.edu/technicalandprofessionalwriting/?p=40#pb-interactive-content
https://open.library.okstate.edu/technicalandprofessionalwriting/?p=40#pb-interactive-content
https://www.youtube.com/watch?v=8S0FDjFBj8o

4EFP FP TEBOB VLR @>K >AA >MMBKAF@BP LO LQEBO ?>
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