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4.9 Addressing Unethical Practices ���
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9LR�>OB�MOL?>?IV�TLKABOFKD�TE>Q�QEFP�dQB@EKF@>I�TOFQFKD�
QEFKDe�FP��3LJBLKB�J>V�BSBK�E>SB�QLIA�VLR�d)QgP�QEFP�@LROPB�
TEBOB� QEBV� J>HB� VLR� TOFQB� >?LRQ� @LJMRQBOP
� OL@HBQ�
P@FBK@B
�>KA�?O>FK�PRODBOV�e�7 BII
�KLQ�OB>IIV
�>P�VLR�TFII�PBB�
FK�>�JLJBKQ��

4B@EKF@>I� TOFQFKD� FP� >K� >RAFBK@B�@BKQBOBA� JB>KP� LC�
@LJJRKF@>QFLK�QE>Q�MOLSFABP�>�OB>ABO�TFQE�@IB>O�>KA�B>PV�
>@@BPP� QL� FKCLOJ>QFLK� PL� QEBV� RKABOPQ>KA� ?LQE� QEB�
AL@RJBKQgP� >KA� QEB� >RQELOgP� MROMLPB� >KA� OBPMLKA�
>@@LOAFKDIV�� 4EB� QB@EKF@>I� TOFQBO� >KA� OB>ABO� E>SB� >� SFP�
Z�SFP� OBI>QFLKPEFM�� 4EB� TOFQBO� OB@LDKFWBP
� OBPMB@QP
� >KA�
>AAOBPPBP�QEB�FJMLOQ>K@B�LC�QEB�>RAFBK@BgP�QFJB�?V�?BFKD�
@IB>O
� @LK@FPB
� >KA� >@@BPPF?IB�� 4EB� TOFQBO� PQOFSBP� CLO�
BCCB@QFSB� >KA� BCCF@FBKQ� @LJJRKF@>QFLK� ?V� MOLSFAFKD�
AL@RJBKQP�TOFQQBK�FK�PMB@FCF@�CLOJ>QP
�RPFKD�RK>J?FDRLRP�
I>KDR>DB� QL� @LKSBV� @IB>OIV� >@@BPPF?IB� FKCLOJ>QFLK�� 4EB�
OB>ABO� FK� QROK� QELOLRDEIV� MOL@BPPBP� QEB� FKCLOJ>QFLK� FK�
LOABO� QL� DFSB� >� QELRDEQCRI� OBPMLKPB� LO� Q>HB� >MMOLMOF>QB�
>@QFLK��

4B@EKF@>I� TOFQFKD� @LROPBP� FKQOLAR@B� VLR� QL� QEB� PHFIIP
�
DBKOBP
�>KA�LQEBO�FJMLOQ>KQ�>PMB@QP�LC�TOFQFKD�FK�QEB�TLOIAP�
LC�P@FBK@B
�QB@EKLILDV
�>KA�?RPFKBPPcFK�LQEBO�TLOAP
�QEB�
HFKA�LC�TOFQFKD�QE>Q�P@FBKQFPQP
�KROPBP
�AL@QLOP
�@LKPQOR@QFLK�
J>K>DBOP
� @LJMRQBO� PMB@F>IFPQP
� DLSBOKJBKQ� LCCF@F>IP
�
BKDFKBBOP
� >KA� LQEBO� MOLCBPPFLK>IP� AL� >P� >� M>OQ� LC� QEBFO�
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OBDRI>O� TLOH�� 4EB� PHFIIP� IB>OKBA� FK� QB@EKF@>I� TOFQFKD�
@LROPBP�>OB�RPBCRI�FK�>�?OL>A�PMB@QORJ�LC�CFBIAP
�FK@IRAFKD�
BAR@>QFLK�>KA�PL@F>I�P@FBK@BP��

4L� IB>OK� ELT� QL� TOFQB� BCCB@QFSBIV� CLO� QEB� MOLCBPPFLK>I�
TLOIA
� VLR� TFII� PQRAV� @LJJLK� QVMBP� LC� OBMLOQP
� PMB@F>I�
CLOJ>Q�FQBJP�PR@E�>P�IFPQP�>KA�EB>AFKDP
�PFJMIB�QB@EKFNRBP�
CLO� @OB>QFKD� >KA� RPFKD� DO>MEF@P� FK� OBMLOQP
� >KA� PLJB�
QB@EKFNRBP�CLO�MOLAR@FKD�MOLCBPPFLK>I�ILLHFKD�CFK>I�@LMV��
4EFP� ?LLH� CL@RPBP� LK� PHFIIP� >KA� DBKOBP�� 4EB� FAB>� FP� QE>Q�
TEFIB� VLR� IB>OK� QEB� @LKSBKQFLKP� QE>Q� DLSBOK� LKB� DBKOB
�
PR@E�>P�QB@EKF@>I�FKPQOR@QFLKP
�VLR�TFII�>IPL�MO>@QF@B�PHFIIP�
PR@E� >P� QEB� >MMOLMOF>QB� RPB� LC� DO>MEF@P� >KA� ABPFDK� QL�
C>@FIFQ>QB�@LJJRKF@>QFLK��)Q�FP�FJMLOQ>KQ�QL�?RFIA�>�PQOLKD�
CLRKA>QFLK�LC�PHFIIP�>KA�DBKOB�HKLTIBADB�PL�QE>Q�VLR�@>K�
JLOB�BCCF@FBKQIV�@LJMIBQB�TOFQFKD�Q>PHP�TEBK�QEBV�>OFPB��

4EFP�>MMOL>@E�TFII�>IILT�VLR�QL�>MMIV�TE>Q�VLR� IB>OK�
EBOB� QL� >� S>OFBQV� LC� PFQR>QFLKP�� 4EB� PHFIIP� >KA� DBKOB�
HKLTIBADB�VLR�TFII�>@NRFOB�FK�QEFP�?LLH�PELRIA�?B�CIBUF?IB�
>KA� >A>MQ>?IB�� 3LJBQFJB� QB@EKF@>I� TOFQFKD� FP� CLOJRI>F@
�
TEF@E� @>K� ?B� >� DLLA� QEFKD� FC� VLR� KBBA� QL� @LJJRKF@>QB�
PLJBQEFKD�TFQE�DOB>Q�@I>OFQV�>KA�BCCF@FBK@V�� (LTBSBO
�AL�
KLQ�IBQ�CLOJRI>F@�TOFQFKD�P>M�QEB�BKBODV�LRQ�LC�BSBOVQEFKD�
VLR�TOFQB��
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/KB� LC� QEB� JLPQ� FJMLOQ>KQ� PHFIIP� VLR� TFII� MO>@QF@B� FP�
>K>IVWFKD� >KA� RKABOPQ>KAFKD� QEB� OEBQLOF@>I� PFQR>QFLK� LC�
VLRO� TOFQFKD� Q>PH�� %PPBKQF>IIV
� QEB� OEBQLOF@>I� PFQR>QFLK�
ABP@OF?BP� QEB� OBI>QFLKPEFMP� ?BQTBBK� >KA� >JLKD� QEB�
>RAFBK@B
�TOFQBO
�@LKQBKQ
�>KA�@LKQBUQ�LC�@LJJRKF@>QFLK��
4E>Q� JFDEQ� PLRKA� @LJMIF@>QBA� OFDEQ� KLT
� ?RQ� FQ� @>K�
?>PF@>IIV�?B�?OLHBK�ALTK�FKQL�>K�>T>OBKBPP�>KA�PBKPFQFSFQV�
QL�QEB�KBBAP�LC�VLRO�>RAFBK@B��7E>Q�ALBP�VLRO�>RAFBK@B�
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>PH�VLROPBIC�?BCLOB�VLR�?BDFK�>KV�TOFQFKD�Q>PH�� 4EBOB�FP�
JLOB�LK�>RAFBK@B�?BILT
�>KA�QEOLRDELRQ�QEFP�?LLH��
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� LO� BSBK� EFDE� P@ELLI
�
@LJMLPFQFLK� @LROPB�� )C�VLR�E>SB�BSBO�EB>OA�LC�QEB�QBOJP�
ethos
� logos
� LO�pathos
� VLR� HKLT� PLJBQEFKD� >?LRQ�
@I>PPF@>I�	!OFPQLQBIF>K
�OEBQLOF@�>KA�TE>Q�FP�LCQBK�@>IIBA�QEB�
rhetorical situation��)C�VLRO�TOFQFKD�FP�?>PBA�LK�logos
�VLR�
TLRIA� ?B� RPFKD� C>@QP
� OB>PLK
� >KA� ILDF@� QL� @LJJRKF@>QB�
VLRO� JBPP>DB�� FC� VLRO� >ODRJBKQ� FP� ?>PBA� LK� BQELP
� VLR�
TLRIA� ?B� OBIVFKD� LK� VLRO� @OBAF?FIFQV� >P� >� TOFQBO� QL�
@LJJRKF@>QB�VLRO�JBPP>DB��>KA�FC�VLRO�TOFQFKD�FP�?>PBA�
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BJLQFLKP�	GLV
�CB>O
�ELMB
�>KDBO
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�BQ@
��&LO�JLOB�>?LRQ�
QEBPB�>MMB>IP�PBB�d%QELP
�,LDLP
�0>QELPe�

�
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4B@EKF@>I� TOFQFKD� @LROPBP� ?RFIA� LK� TE>Q� VLR� E>SB�
IB>OKBA� FK� LQEBO� TOFQFKD� @LROPBP�� 9LR� TFII� E>SB� >K�
LMMLOQRKFQV� QL� ARPQ� LCC� QELPB� TOFQFKD� QLLIP
� >KA� MO>@QF@B�
QEB� >OQ� >KA� @O>CQ� LC� BCCB@QFSB� @LJJRKF@>QFLK�� (LTBSBO
�
QEBOB�FP�MIBKQV�KBT�QL� IB>OK�� )C�VLR�@ROOBKQIV�E>SB�>�GL?�
FK�TEF@E�VLR�AL�PLJB�TOFQFKD
�VLR�TFII�AFP@LSBO�QE>Q�VLR�
@>K�MRQ�TE>Q�VLR�IB>OK�FK�VLRO�QB@EKF@>I�TOFQFKD�@LROPB�QL�
FJJBAF>QB�RPB��
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LC�CFBIAP�>KA�L@@RM>QFLKP
�QB@EKF@>I�TOFQFKD�FP�>IPL�>�CRIIV�
MOLCBPPFLK>I� CFBIA� LC� FQP� LTK� TFQE� ABDOBB� MOLDO>JP
�
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QL�MR?IFPEFKD�>OQF@IBP�OBI>QBA�QL�QB@EKF@>I�TOFQFKD��TE>Q�FQ�
FP
�ELT�FQ�TLOHP
�ELT�FQ�FP�@E>KDFKD
�>KA�ELT�QL�QB>@E�FQ��
4EB�GLROK>IP�FK@IRAB��Technical Communication Quarterly
�
Journal of Technical Writing and Communication��Journal 
of Business and Technical Communication�� English for 
Specific Purposes��>KA�Issues in Writing��4B@EKF@>I�TOFQFKD�
FP�>�CFBIA�TFQE�>� ILQ�LC�DOLTQE�>KA�FK@LJB�MLQBKQF>I
�>KA�
>K�FKQOLAR@QLOV�QB@EKF@>I�TOFQFKD�@LROPB�FP�>�DLLA�T>V�QL�
ABQBOJFKB�FC�VLR�>OB�FKQBOBPQBA�FK�>�@>OBBO�FK�QEFP�CFBIA�LO�
TLOH�FK�TEF@E�TOFQFKD�FP�>�J>GLO�@LJMLKBKQ��
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->KV� PQRABKQP� LC� QB@EKF@>I� TOFQFKD� @LROPBP� >OB� KLQ�
KB@BPP>OFIV�MI>KKFKD�CLO�>�@>OBBO�>P�>�QB@EKF@>I� TOFQBO�LO�
FKPQOR@QLO��(LTBSBO
�QEFP�@LROPB�TFII�MOLSFAB�VLR�TFQE�>K�
FKQOLAR@QFLK� QL� QEB� HFKAP� LC� TOFQFKD� PHFIIP� VLR� KBBA� FK�
MO>@QF@>IIV�>KV�MOLCBPPFLK>I�@>OBBO��.L�J>QQBO�TE>Q�PLOQ�LC�
TLOH�VLR�AL
�VLR�>OB�IFHBIV�QL�AL�PLJB�TOFQFKDc>KA�JR@E�
LC�FQ�J>V�?B�QB@EKF@>I�FK�K>QROB��&ROQEBOJLOB
�FC�VLR�ELMB�
QL�>AS>K@B�FK�VLRO�@>OBBO�>KA�BSBKQR>IIV�J>K>DB�MBLMIB�LO�
LMBK�VLRO�LTK�?RPFKBPP
�E>SFKD�QB@EKF@>I�TOFQFKD�PHFIIP�FP�
>�@OFQF@>I�@LJJRKF@>QFLK�QLLI�QE>Q�TFII�P>SB�VLR�QFJB�>KA�
JLKBV�� )C� VLR� I>@H� QEBPB� PHFIIP
� VLR� J>V� KLQ� ?B� >?IB� QL�
MOLMBOIV�>PPBPP�QEB�NR>IFQV�LC�>�OBMLOQ�VLR�E>SB�>PPFDKBA�
PLJBLKB�QL�TOFQB
�LO�VLR�J>V�BKA�RM�PBKAFKD�BJ>FIP�QE>Q�
>OB� RKFKQBKQFLK>IIV� LCCBKPFSB
� LO� VLR� J>V� ?B� CLO@BA� QL�
EFOB�>�MOLCBPPFLK>I�TOFQBO�QL�@OB>QB�VLRO�BJMILVBB�J>KR>IP�
>KA�FKPQOR@QFLK>I�DRFABP��4EB�JLOB�VLR�HKLT�>?LRQ
�and 
practice
�QEB�?>PF@�QB@EKF@>I�TOFQFKD�PHFIIP�OBSB>IBA�FK�QEFP�
QBUQ
�QEB�?BQQBO�VLR�TFII�?B�>Q�TOFQFKD��!KA�QE>Q�TFII�?B�DLLA�
CLO� QEB� MOLGB@QP� VLR� TLOH� LK
� CLO� QEB� LOD>KFW>QFLKP� VLR�
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TLOH�CLO
�>KAcJLPQ�LC�>IIcCLO�VLR�>KA�VLRO�@>OBBO��->HB�
KL�JFPQ>HB
�FC�VLR�T>KQ�QL�PR@@BBA�FK�VLRO�@>OBBO
�VLR�E>SB�
QL�?B�>�PR@@BPPCRI�@LJJRKF@>QLO�b�>KA�>�I>ODB�M>OQ�LC�QE>Q�
FK@IRABP�TOFQFKD��

(41�!1-:5:3�;2�J( 1/4:5/-8K�

4B@EKF@>I� @LJJRKF@>QFLKcLO� QB@EKF@>I� TOFQFKD
� >P� QEB�
@LROPB� FP� LCQBK� @>IIBAcFP� KLQ� TOFQFKD� >?LRQ� >� PMB@FCF@�
QB@EKF@>I�QLMF@�PR@E�>P�@LJMRQBOP
�?RQ�>?LRQ�any�QB@EKF@>I�
QLMF@�� 4EB� QBOJ� dQB@EKF@>Ie� OBCBOP� QL� HKLTIBADB� QE>Q� FP�
KLQ� TFABPMOB>A
� QE>Q� FP� JLOB� QEB� QBOOFQLOV� LC� BUMBOQP� >KA�
PMB@F>IFPQP�� 7E>QBSBO� VLRO� J>GLO� FP
� VLR� >OB� ABSBILMFKD�
>K�BUMBOQFPBcVLR�>OB�?B@LJFKD�>�PMB@F>IFPQ�FK�>�M>OQF@RI>O�
QB@EKF@>I�>OB>��7EBKBSBO�VLR�QOV�QL�TOFQB�LO�P>V�>KVQEFKD�
>?LRQ� VLRO� CFBIA
� VLR� >OB� BKD>DBA� FK� QB@EKF@>I�
@LJJRKF@>QFLK��

�9<;>@-:/1�;2��A051:/1�

!KLQEBO� HBV� M>OQ� LC� QEB� ABCFKFQFLK� LC� QB@EKF@>I�
@LJJRKF@>QFLK� FP� QEB� OB@BFSBO� LC� QEB� FKCLOJ>QFLKcQEB�
>RAFBK@B�� 4B@EKF@>I� @LJJRKF@>QFLK� FP� QEB� ABIFSBOV� LC�
QB@EKF@>I� FKCLOJ>QFLK� QL� OB>ABOP� 	LO� IFPQBKBOP� LO� SFBTBOP
�
FK�>� J>KKBO�QE>Q�FP�>A>MQBA�QL�their�KBBAP
�their IBSBI�LC�
RKABOPQ>KAFKD
� >KA�their� ?>@HDOLRKA�� -LPQ� QB@EKF@>I�
AL@RJBKQP�>OB�>IPL�TOFQQBK�TFQE�>�OBPMB@Q�CLO�QEB�>RAFBK@BgP�
QFJB
� JB>KFKD� PBKQBK@BP� >OB� TOFQQBK� >P� BCCF@FBKQIV� >P�
MLPPF?IB� >KA� @LKQBKQ� FP� >OO>KDBA� >KA� AFPMI>VBA� FK� >� T>V�
QE>Q� >IILTP� QEB� OB>ABO� QL� NRF@HIV� IL@>QB� OBIBS>KQ�
FKCLOJ>QFLK��)K�C>@Q
�QEFP�>RAFBK@B�BIBJBKQ�FP�PL�FJMLOQ>KQ�
QE>Q�FQ�FP�LKB�LC�QEB�@LOKBOPQLKBP�LC�QB@EKF@>I�TOFQFKD��VLR�
>OB�LCQBK�@E>IIBKDBA�QL�TOFQB�>?LRQ�QB@EKF@>I�PR?GB@QP�FK�>�
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T>V�QE>Q�>�?BDFKKBO�@LRIA�RKABOPQ>KA��3LJBQFJBP�VLR�E>SB�
QL�TOFQB�CLO�>K�>RAFBK@B�LC�LQEBO�PMB@F>IFPQP
�?RQ�DBKBO>IIV�
PMB>HFKD
�VLR�>OB�@LJJRKF@>QFKD�FKCLOJ>QFLK�QL�PLJBLKB�
TEL�ALBP�KLQ�>IOB>AV�HKLT�LO�E>SB�FQ��

4EFP�>?FIFQV�QL�dQO>KPI>QBe�QB@EKF@>I�FKCLOJ>QFLK�QL�KLK�
PMB@F>IFPQP�FP�>�HBV�PHFII�QL�>KV�QB@EKF@>I�@LJJRKF@>QLO��)K�
>�TLOIA�LC�O>MFA�QB@EKLILDF@>I�ABSBILMJBKQ
�J>KV�MBLMIB�
>OB� @LKPQ>KQIV� C>IIFKD� ?BEFKA�� !P� >� OBPRIQ
� QB@EKLILDV�
@LJM>KFBP�OBDRI>OIV�PQORDDIB�QL�CFKA�BCCB@QFSB�T>VP�QL�EBIM�
@ROOBKQ�LO�MLQBKQF>I�@RPQLJBOP�RKABOPQ>KA�QEB�>AS>KQ>DBP�
LO�QEB�LMBO>QFLK�LC�KBT�MOLAR@QP��%SBK�TFQEFK�?RPFKBPPBP
�
MBLMIB� TFQE� AFCCBOBKQ� PHFII� PBQP� KBBA� QL� ?B� >?IB� QL�
@LJJRKF@>QB�BCCB@QFSBIV�TFQE�LKB�>KLQEBO��BKDFKBBOP�KBBA�
QL� @LJJRKF@>QB� TFQE� I>TVBOP�� JB@E>KF@P� TFQE�
>@@LRKQ>KQP��P>IBP�MBLMIB�TFQE�J>K>DBOP�>KA�BUB@RQFSBP��

9LR� AL� KLQ� E>SB� QL� TOFQB� >?LRQ� @LJMRQBOP� LO� OL@HBQ�
P@FBK@BcTOFQB� >?LRQ� QEB� >OB>� LC� QB@EKF@>I� PMB@F>IFW>QFLK�
VLR�HKLT�LO�>OB�IB>OKFKD�>?LRQ��!KA�MI>K�QL�TOFQB�>?LRQ�FQ�
FK�PR@E�>�T>V�QE>Q�VLRO�>RAFBK@B�TFII�RKABOPQ>KA��	3BB�QEB�
@E>MQBO���CLO�JLOB�LK�QEFP�QLMF@�
�

Really ( 1/4:5/-8�+>5@5:3�

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

]� 2BSFBT�MOLAR@Q�PMB@FCF@>QFLKP��7E>Q�QEB�
MOLAR@Q�FP�PRMMLPBA�QL�AL
�ELT�FQ�FP�ABPFDKBA�

]� )KQBOSFBT�PR?GB@Q�J>QQBO�BUMBOQP�	3-%P
��4EB�
MOLAR@Q�PMB@F>IFPQP
�ABSBILMBOP
�BKDFKBBOP�

]� !QQBKA�MOLAR@Q�JBBQFKDP�AROFKD�QEB�
ABSBILMJBKQ�@V@IB�

]� 0>OQF@FM>QB�FK�IFSB�ABJLKPQO>QFLKP�LC�QEB�MOLAR@Q�

]� "B@LJB�C>JFIF>O�TFQE�PFJFI>O
�@LJMBQFKD�
MOLAR@QP�

]� %UMBOFJBKQ�TFQE�TLOHFKD�JLABIP�LC�QEB�MOLAR@Q�

]� !PH�PR?GB@Q�J>QQBO�BUMBOQP�QL�OBSFBT�TLOH�CLO�
QB@EKF@>I�>@@RO>@V�>KA�@LJMIBQBKBPP�

/C�@LROPB
�BUMBOFBK@BA�QB@EKF@>I�TOFQBOP�TFII�QBII�VLR�QE>Q�
MOLAR@Q�ABSBILMJBKQ�JLSBP�PL�C>PQ�QE>Q�PMB@FCF@>QFLKP�>OB�
KLQ�>IT>VP�MLPPF?IB�>KA�QE>Q�TLOHFKD�JLABIP�LC�QEB�MOLAR@Q�
>OB� O>OBIV� >S>FI>?IB�� 4E>Q� FP� TEV� QEB� 3R?GB@Q�J>QQBO�
%UMBOQPg�OBSFBT�FP�LCQBK�QEB�JLPQ�FJMLOQ>KQ��">PBA�LK�QEB�
IFPQ�>?LSB
�VLR�@>K�>IPL�PBB�QE>Q�QB@EKF@>I�TOFQFKD�FP�LCQBK�>�
@LII>?LO>QFSB�MOL@BPP
�TEBOB�J>KV�MBLMIB�@LKQOF?RQB�QL�QEB�
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@� TOFQFKD�
@LROPB�?BCLOB�QEFP�LKB
�PL�VLR�TFII�?B�C>JFIF>O�TFQE�PLJB�LC�
QEB�MO>@QF@BP�LC�TOFQFKD�CLO�VLRO�@LIIBDB�@I>PPBP��

4EB�@LK@BKQO>QFLK�LK�ABCFKFQB�MROMLPB
�PQOF@Q�CLOJ>Q
�>KA�
RPB� LC� >MMOLMOF>QB� I>KDR>DB� FK� QB@EKF@>I� TOFQFKD� ABCFKB�
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QEB� AFCCBOBK@BP� ?BQTBBK� QB@EKF@>I� TOFQFKD� >KA� >@>ABJF@�
TOFQFKD�� 4EB� >@>ABJF@� TOFQBOgP� MROMLPB� J>V� ?B� QL� TOFQB�
>K�>PPFDKJBKQ
�>�PQLOV
�>� IBQQBO
�BQ@��4EBPB�TLOHP�J>V�LO�
J>V� KLQ� E>SB� >� OB>ABO� LRQPFAB� QEB� @I>PPOLLJ�� (LTBSBO
�
QB@EKF@>I� TOFQFKD� FP� >IT>VP� JR@E� JLOB� @LK@BOKBA� TFQE�
>OQF@RI>QFKD� >� @IB>OIV� ABCFKBA� MROMLPB� TFQE� >� PMB@FCF@
�
HKLTK�OB>ABO��2BD>OAIBPP�LC�QEB�KRJ?BO�LC�PQ>HBELIABOP
�
>KA�QEB�S>OFBQV�LC�MBLMIB�TEL�J>V�BK@LRKQBO�>KA�OB>A�VLRO�
AL@RJBKQP
� FQ� FP� FJMLOQ>KQ� QL� E>SB� >� @IB>O� FAB>� LC� VLRO�
MOFJ>OV�OB>ABO��

)K� QB@EKF@>I� TOFQFKD� @LROPBP
� QEB� CL@RP� FP� QVMF@>IIV� QEB�
>K>IVQF@>I� OBMLOQ�� *RPQ� >?LRQ� BSBOVQEFKD� VLR� AL� FK� QEB�
@LROPB� FP� >FJBA� >Q� ABSBILMFKD� PHFIIP� KBBABA� QL� MOLAR@B�
QEFP�OBMLOQ��/C�@LROPB
�JLPQ�QB@EKF@>I�TOFQFKD�@LROPBP�?BDFK�
TFQE� >� OBPRJB� >KA� >MMIF@>QFLK� IBQQBO
� >KA� J>KV� FK@IRAB�
TOFQFKD� >� PBQ� LC� FKPQOR@QFLKP� QL� EBIM� MO>@QF@B� J>HFKD�
QB@EKF@>I�HKLTIBADB�>S>FI>?IB�QL�KLK�BUMBOQP��2BJBJ?BO�
QE>Q�JR@E�LC�QEFP�?LLH�FP�?>PBA�LK�J>PQBOFKD�?LQE�PHFIIP�
>KA�DBKOBP��7EFIB�@OB>QFKD�QEBPB�AL@RJBKQP�>KA�J>PQBOFKD�
QEB� CLOJP� 	LO� DBKOBP

� VLR� TFII� >IPL� IB>OK� >AS>KQ>DBLRP�
PQO>QBDFBP� CLO� >� AL@RJBKQgP� DO>MEF@P
� I>VLRQ
� >KA� ABPFDK��
(LTBSBO
� QEB� J>FK� >PPFDKJBKQ� FK� JLPQ� QB@EKF@>I� TOFQFKD�
@LROPBP�FP�QEB�>K>IVQF@>I�OBMLOQ��

0I>KKFKD�QL�TOFQB�QEFP�OBMLOQ�@LKPFPQP�LC�PBSBO>I�ME>PBP��

��� %PQ>?IFPEFKD�DOLRM�OLIBP�

��� 7 OFQFKD�>�MOLMLP>I�FK�TEF@E�VLR�I>V�LRQ�VLRO�
OBPB>O@E�PQO>QBDV�

��� 0BOCLOJFKD�MOFJ>OV�>KA�PB@LKA>OV�OBPB>O@E�

��� !K>IVWFKD�OBPB>O@E�

��� 7 OFQFKD�QEB�OBMLOQ�

"BCLOB� TOFQFKD� QEB� OBMLOQ
� ELTBSBO
� VLR� TFII� IFHBIV� ?B�
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>PPFDKBA� PELOQBO� AL@RJBKQP� 	JBJLP
� BJ>FIP
� LRQIFKBP
�
AO>CQP
� TEBOB� VLR� DBQ� >@@RPQLJBA� QL� RPFKD� QEFKDP� IFHB�
EB>AFKDP
� IFPQP
� DO>MEF@P
� >KA� PMB@F>I� KLQF@BPcKLQ� QL�
JBKQFLK�TOFQFKD�>?LRQ�QB@EKF@>I�PR?GB@Q�J>QQBO�FK�>�@IB>O
�
@LK@FPB
� RKABOPQ>KA>?IB� T>V� QE>Q� FP� >MMOLMOF>QB� CLO� >�
PMB@FCF@�>RAFBK@B��

#!54)/.��9 LR�PELRIA�?B�>T>OB�QE>Q�QB@EKF@>I�TOFQFKD�
@LROPBP�>OB�TOFQFKD�FKQBKPFSB��)C�VLR�>OB�Q>HFKD�>�CRII�IL>A�
LC�@I>PPBP
�TLOHFKD�CRII�QFJB
�>KA�GRDDIFKD�RKFNRB�C>JFIV�
L?IFD>QFLKP
�MIB>PB�@LKPFABO�TEBQEBO�QEFP�FP�QEB�OFDEQ�QFJB�
CLO� VLR� QL� Q>HB� QB@EKF@>I� TOFQFKD�� #LKPRIQ� TFQE� VLRO�
MOLCBPPLO�>?LRQ�QEB�TLOHIL>A�CLO�QEFP�@I>PP�FK�LOABO�QL�J>HB�
VLRO�AB@FPFLK��

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


����A8@A>-8��5B1>?5@E�-:0�(1/4:5/-8�
�;99A:5/-@5;:�

#RIQROB�FP�M>OQ�LC�QEB�SBOV�C>?OF@�LC�LRO�QELRDEQ
�>KA�TB�
@>KKLQ�PBM>O>QB�LROPBISBP�COLJ�FQ��7EBK�VLR�>OB�>K>IVWFKD�
QEB� OEBQLOF@>I� PFQR>QFLK
� FQ� FP� >� DLLA� FAB>� QL� @LKPFABO� QEB�
@RIQRO>I� @LKQBUQ	P
� QE>Q� J>V� ?B� FK� MI>V�� %SBOV� ?RPFKBPP�
LO� LOD>KFW>QFLK� E>P� >� @RIQROB
� >KA� TFQEFK� TE>Q� J>V� ?B�
@LKPFABOBA�>�DIL?>I�@RIQROB
�QEBOB�>OB�J>KV�PR?@RIQROBP�LO�
@L�@RIQROBP��&LO�BU>JMIB
�@LKPFABO�QEB�AFCCBOBK@B�?BQTBBK�
QEB�P>IBP�>KA�>@@LRKQFKD�ABM>OQJBKQP�FK�>�@LOMLO>QFLK��7B�
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@>K� NRF@HIV� PBB� QTL� AFPQFK@Q� DOLRMP� TFQE� QEBFO� LTK�
PVJ?LIP
�SL@>?RI>OV
�>KA�S>IRBP��7FQEFK�B>@E�DOLRM
�QEBOB�
J>V� >IPL� ?B� PJ>IIBO� DOLRMP
� >KA� B>@E� JBJ?BO� LC� B>@E�
ABM>OQJBKQ�@LJBP�COLJ�>�AFPQFK@Q�?>@HDOLRKA�QE>Q�FK�FQPBIC�
FKCIRBK@BP� ?BE>SFLO� >KA� FKQBO>@QFLK�� .LT
� @E>KDB� QE>Q�
@LKQBUQ� QL� >K� >@Q� LC� @LJJRKF@>QFLK�� 7EL� TFII� EB>O� FQ��
7EL�@LRIA�OB>A�FQ��7E>Q�TFII�VLRO�@LIIB>DRBP�LO�OB>ABOP�LC�
>KLQEBO�@RIQROB�Q>HB�COLJ�FQcFKQBKABA�LO�KLQ��3LJBQFJBP
�
QEB� CL@RP� LC� QB@EKF@>I� @LJJRKF@>QFLK� FP� NRFQB� B>PV�� QEB�
MOFJ>OV� OB>ABO� FP� @IB>OIV� Q>ODBQBA� QEOLRDE� ABJLDO>MEF@�
OBPB>O@E�� "RQ
�QEFKH�>?LRQ�ELT�JR@E�JLOB�BCCB@QFSB�>KA�
JLOB� AVK>JF@� >� @LJJRKF@>QFLK� @LRIA� ?B� FC� QEB� TOFQBO�
@LKPFABOBA�QEB�MLQBKQF>I�@RIQRO>I�MBOPMB@QFSBP�>Q�TLOH��

$FSBOPFQV�FK@IRABP�J>KV�AFCCBOBKQ�C>@QLOP
�O>KDFKD�COLJ�
O>@B� >KA� BQEKF@FQV� QL� @RIQROB� >KA� TLOIASFBT�� 4EB� JLOB�
AFSBOPB� >K� >RAFBK@B
� QEB� E>OABO� FQ� ?B@LJBP� QL� Q>FILO� >�
PMBB@E�QL�QE>Q�>RAFBK@B��(LTBSBO
�QEB�JLOB�TB�PQRAV�@OLPP�
@RIQRO>I� @LJJRKF@>QFLK� FPPRBP
� QEB� JLOB� >T>OB� TB�
?B@LJB��)Q�FP
�LC�@LROPB
�FJMLPPF?IB�QL�HKLT�BSBOV�@RIQROB�
TBII�� PLJB� LC� RP� >OB� PQFII� TLOHFKD� LK� IB>OKFKD� LRO� LTK��
(LTBSBO
�FQ�J>V�?B�EBIMCRI�QL�OB@LDKFWB�PBSBO>I�M>O>AFDJP�
RPBA� QL� AFP@RPP� @RIQROB
� FK� LOABO� QL� OB@LDKFWB� @BOQ>FK�
@E>O>@QBOFPQF@P
�TEFIB�>IPL�>MMOB@F>QFKD�@RIQRO>I�RKFNRBKBPP�
>KA�PBBHFKD�QL�>SLFA�DBKBO>IFW>QFLKP��

!MMOB@F>QFKD�@RIQRO>I�RKFNRBKBPP�EBIMP�RP�QL�RKABOPQ>KA�
J>GLO� @LJJRKF@>QFLK� PQVIBP�� 4EB� QBOJP�collectivist >KA�
individualistic >OB� PLJBQFJBP� RPBA� QL� AFP@RPP� @RIQRO>I�
AFCCBOBK@BP��->KV�!JBOF@>KP�S>IRB�C>JFIV
�?RQ�!JBOF@>K�
@RIQROB�>IPL�MI>@BP�>�PQOLKD�BJME>PFP�LK�J>HFKD�LRO�LTK�
@ELF@BP� FK� @>OBBO
� BAR@>QFLK
� J>OOF>DB
� >KA� IFSFKD�
>OO>KDBJBKQP�� )K�JLOB�@LIIB@QFSFPQ�@RIQROBP
�QEB�C>JFIV�LO�
I>ODBO� @LJJRKFQV� J>V� E>SB� >� PQOLKD� SLF@B� FK� >K�
FKAFSFAR>IgP�IFCB�@ELF@BP��!K�FKAFSFAR>IgP�AB@FPFLKP�J>V�?B�
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JLOB� PQOLKDIV� FKCIRBK@BA� QEB� @LJJRKFQV� QE>K� FKAFSFAR>I�
MOBCBOBK@BP��

#ILPBIV�OBI>QBA�QL�QEB�AFPQFK@QFLK�?BQTBBK�@LIIB@QFSFPQF@�
>KA�FKAFSFAR>IFPQF@�FP�QEB�AFPQFK@QFLK�?BQTBBK�EFDE�@LKQBUQ�
>KA� ILT�@LKQBUQ� @RIQROBP�� (FDE�@LKQBUQ� @RIQROBP� >OB� PL�
@ILPBIV�QFBA�QLDBQEBO�QE>Q�?BE>SFLO>I�KLOJP�>OB�FJMIF@FQ
�LO�
KLQ�Q>IHBA�>?LRQ�AFOB@QIV��QEBV�QBKA�QL�?B�RKABOPQLLA�>KA�
RKPQ>QBA
� E>SFKD� ?BBK� IB>OKBA� QEOLRDE� @ILPB� L?PBOS>QFLK�
>KA�LO� BSBK� RK@LKP@FLRPIV� QEOLRDE� FJJBOPFLK� FK� QEB�
@RIQROB��(BOB�FP�>K�BU>JMIB�LC�>�EFDE�@LKQBUQ�BU@E>KDB��)C�
VLR�>KA�VLRO�COFBKAP�E>SB�>�OLRQFKB�LC�T>Q@EFKD�CLLQ?>II�
BSBOV�3RKA>V
�P>VFKD�d)gII�PBB�VLR�DRVP�QEFP�TBBHBKA�CLO�
QEB� D>JBe� FJMIFBP� QE>Q� QEB� dTEBKe� >KA� dTEBOBe� LC� QEB�
D>JB�FP�PL�FKDO>FKBA�QE>Q�FQ�ALBP�KLQ�KBBA�QL�?B�BUMIF@FQIV�
PQ>QBA��

#LKQFKRFKD�QEB�BU>JMIB�COLJ�>?LSB
�FK�QEBPB�@>PBP�VLR�
JFDEQ�?B�D>QEBOFKD�TFQE�>�KBT�DOLRM�LC�COFBKAP�TEL�KBBA�
BUMIF@FQ
� EFDE�@LKQBUQ� @LJJRKF@>QFLK� QL� HKLT� TE>Q� FP�
DLFKD� LK�� d7BgII� JBBQ� >Q� *>VgP� ELRPB� LK� "IB>HBO� 3QOBBQ�
>Q� ������ LK� 3RKA>V� JLOKFKD�e� (FDE�@LKQBUQ� @RIQROBP� >OB�
ABP@OF?BA� >P� JLOB� OBI>QFLK>I
� @LIIB@QFSFPQ
� FKQRFQFSB
� >KA�
@LKQBJMI>QFSB�� 4EFP� JB>KP� QE>Q� MBLMIB� FK� QEBPB� @RIQROBP�
BJME>PFWB�FKQBOMBOPLK>I�OBI>QFLKPEFMP��ABSBILMFKD�QORPQ�FP�
>K�FJMLOQ>KQ�CFOPQ�PQBM�QL�>KV�?RPFKBPP�QO>KP>@QFLK�� (FDE�
@LKQBUQ� @RIQROBP� J>V� BJME>PFWB� DOLRM� E>OJLKV� >KA�
@LKPBKPRP� LSBO� FKAFSFAR>I� >@EFBSBJBKQ�� ,LT�@LKQBUQ�
@RIQROBP� >OB� LCQBK� ABP@OF?BA� >P� JLOB� >@QFLK�LOFBKQBA
�
MO>@QF@>I
� AFOB@Q
� >KA� MOB@FPB�� )K� @LKQO>PQ
� EFDE�@LKQBUQ�
@RIQROBP� PMBKA� JLOB� QFJB� LK� FKQBOMBOPLK>I� QORPQ
� J>V� ?B�
IBPP�AFOB@Q� >KA�PQO>FDEQCLOT>OA
� >KA�J>V�RPB�JLOB�MLIFQB�
LO�CILTBOV�I>KDR>DB��4EBPB�ABP@OFMQFLKP�>OB�RPBCRI�QL�PLJB�
BUQBKQ
� ?RQ� QEBV� @>K� >IPL� ?B� MOL?IBJ>QF@� ARB� QL� QEBFO�
QBKABK@V� QL� DBKBO>IFWB�� !� MBOPLK� COLJ� >� EFDE�@LKQBUQ�
@RIQROB� FP� MBOCB@QIV� @>M>?IB� LC� ?BFKD� >@QFLK�LOFBKQBA
� CLO�
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BU>JMIB
� TEFIB� >� MBOPLK� COLJ� >� ILT�@LKQBUQ� @RIQROB� PQFII�
S>IRBP� FKQBOMBOPLK>I� QORPQ� >KA� MLIFQBKBPP�� 7EFIB� FQ� FP�
FJMLOQ>KQ� QL� ?B� >T>OB� LC� QEBPB� MLPPF?IB� @RIQRO>I�
AFCCBOBK@BP
� VLR� PELRIA� KBSBO� >IILT� QEFP� >T>OBKBPP� QL�
LPPFCV�FKQL�>K�RK@LKP@FLRP�PQBOBLQVMB�LO�?F>P��$L�KLQ�?>PB�
VLRO� GRADJBKQP� LK� MBLMIB� PLIBIV� LK� DBKBO>IFW>QFLKP� b�
TEBQEBO� QELPB� DBKBO>IFW>QFLKP� PBBJ� RKDBKBOLRP� LO� BSBK�
DBKBOLRP��

!KLQEBO� T>V� QL� AFPQFKDRFPE� >JLKD� @RIQRO>I� DOLRMP� FP�
QL� @LKPFABO� AB@FPFLK�J>HFKD� >KA� QEB� MOBALJFK>KQ�
@LJJRKF@>QFLK� JLABP�� 3LJB� @RIQROBP� BJME>PFWB� >�
PQOLKDIV�K>OO>QFSB�@LJJRKF@>QFLK�JLAB
�TFQE�PQLOVQBIIFKD�
?BFKD� QEB� T>V� QEB� FJMLOQ>KQ� FKCLOJ>QFLK� FP� @LKSBVBA��
/QEBOP� S>IRB� DOLRM� AFP@RPPFLK� >KA� HBBMFKD� QEB� E>OJLKV�
LC� QEB� DOLRM
� TEFIB� LQEBOP� OBIV� EB>SFIV� LK� QEB� >ASF@B� LC�
BIABOP�FK�AB@FPFLK�J>HFKD��4EBPB�MO>@QF@BP�P>V�>�ILQ�>?LRQ�
LRO�PE>OBA�EFPQLOFBP�>KA�LRO�S>IRBP
�SFBTP�LC�QEB�M>PQ
�>KA�
>MMOL>@E�QL�FKQBOMBOPLK>I�QORPQ��.LKSBO?>I�@LJJRKF@>QFLK
�
TEF@E�FP�SBOV�KLQF@B>?IB�QL�RP�TEBK�TB�BUMBOFBK@B�>�KBT�
@RIQROB
� FP� AFSFABA� FKQL� QVMBP� PR@E� >P��� L@RIBPF@P� 	BVB�
?BE>SFLO

� E>MQF@P� 	QLR@E� ?BE>SFLO

� MOLUBJF@P� 	AFPQ>K@B�
COLJ�LQEBOP

�SL@>IF@P� 	SLF@B�@E>O>@QBOFPQF@P

�@EOLKBJF@P�
	RPB�LC�QFJB�FK�@LJJRKF@>QFLK

�>KA�HFKBPF@P� 	RPB�LC�QEB�
>OJP
�IBDP
�>KA�MLPQROB
��

%>@E�LC�QEBPB�CL@>I�MLFKQP�E>P�RKFNRB�M>QQBOKP�FK�S>OFLRP�
@RIQROBP
�>KA�QEB�AFCCBOBK@BP�FK�KLKSBO?>I�@LJJRKF@>QFLK�
?BE>SFLO� J>V� E>SB� ABBMBO� @RIQRO>I� JB>KFKDP�� 3LJB�
@RIQROBP�J>V�>SLFA�BVB�@LKQ>@Q�LRQ�LC�OBPMB@Q��QEBFO�EFDE�
@LKQBUQ�K>QROB�JB>KP�AFOB@Q�@LKCOLKQ>QFLK�FP�AFP@LRO>DBA��
/QEBO�@RIQROBP�QBKA�QL�GRADB�ILT�BVB�@LKQ>@Q�O>QEBO�E>OPEIV
�
>P� BFQEBO� AFPELKBPQ
� AFPFKQBOBPQ
� LO� FKAF@>QFKD� ILT� PBIC�
BPQBBJ�� )K� J>KV� 7BPQBOK� @RIQROBP
� MRK@QR>IFQV� FP� S>IRBA�
PQOLKDIV�� /QEBO� @RIQROBP� PFJMIV� AL� KLQ� RKABOPQ>KA� QEB�
7 BPQBOK�ILSB�>CC>FO�TFQE�QEB�E>KAP�LK�QEB�@IL@H��

14   Michael Beilfuss, Staci Bettes, and Katrina Peterson



0BLMIB� COLJ� QEB� 5KFQBA� 3Q>QBP� >OB� PLJBQFJBP� PBBK� ?V�
LQEBO� @RIQROBP� >P� ILRA� 	SL@>IF@P

� QLL� AFOB@Q� >KA� CLOT>OA�
	L@RIBPF@P

� Q>HFKD� RM� QLL� JR@E� PM>@B� 	HFKBPF@P� >KA�
MOLUBJF@P

�>KA�RK@LJCLOQ>?IB�TFQE�QLR@E�LO�@ILPB�PM>@BP�
	E>MQF@P�>KA�MOLUBJF@P
��/C�@LROPB
�>RAFBK@BP�LC�AFCCBOBKQ�
@RIQRO>I�?>@HDOLRKAP�J>V�FK@IRAB�QELPB�CLO�TELJ�%KDIFPE�
FP� >� PB@LKA� 	LO� QEFOA� LO� CLROQE
� I>KDR>DB�� 7>Q@E� LRQ� CLO�
JBQ>MELOP
�PI>KD
�>KA�CFDRO>QFSB�I>KDR>DB�QE>Q�PFJMIV�E>SB�
KL� JB>KFKD� QL� KLK�K>QFSB� PMB>HBOP� LC� %KDIFPE�� ->KV�
!JBOF@>K�BUMOBPPFLKP�E>SB�QL�AL�TFQE�PMLOQPcBSBOVQEFKD�
COLJ�MLHBO�QL�CLLQ?>IIc>KA�E>SB�KL�PFDKFCF@>K@B�QL�QELPB�
TEL� E>SB� KLQ� DOLTK� RM� >OLRKA� QELPB� PMLOQP�� 3LJB� LC�
LRO� BUMOBPPFLKP� >OB� >@QR>IIV� O>@FPQ� LO� E>SB� >� O>@FPQ� M>PQ
�
TFQELRQ�LRO�HKLTFKD�LO�OB@LDKFWFKD�FQ�?B@>RPB�TB�AL�KLQ�
HKLT�QEB�LOFDFK�LC�QEB�MEO>PB��%SBK�>�MEO>PB�QE>Q�PBBJP�
FKKL@RLRP�PR@E�>P�d?ROV�QEB�E>Q@EBQe�@LRIA�?B�SFBTBA�>P�
@RIQRO>IIV� FKPBKPFQFSB� QL� .>QFSB� !JBOF@>KP�� )C� VLR� RPB� FQ
�
VLR� >OB� OBCBOOFKD� 	FK>ASBOQBKQIV
� QL� BQEKF@� PQBOBLQVMBP� >P�
TBII�>P�RPFKD�OBCBOBK@BP�QE>Q�KLK�5�3��@RIQROBP�TLRIA�KLQ�
RKABOPQ>KA�� 4EBOB� >OB� J>KV� LQEBO� PR@E� MEO>PBP� QE>Q� >OB�
TLOQE�FKQBOOLD>QFKD�>KA�>SLFAFKD�TEBK�OB@LDKFWBA��

!P� BJBODFKD� QB@EKLILDV� J>HBP� @LJJRKF@>QFKD� TFQE�
MBLMIB�>OLRKA�QEB�TLOIA�B>PFBO�>KA�JLOB�@LJJLK
�QEBOB�
FP�>�DLLA�@E>K@B�VLR�TFII�CFKA�VLROPBIC�@LJJRKF@>QFKD�LO�
FKQBO>@QFKD�TFQE�MBOPLKP�COLJ�LQEBO�@RIQROBP�FK�VLRO�CRQROB�
@>OBBOP��0OFJ>OFIV
�OB@LDKFWB�QEB�RKABOIVFKD�S>IRBP�LC�QEB�
@RIQROB��4EB�S>IRB�>KA�MI>@B�LC�C>JFIV�J>V�J>QQBO�DOB>QIV
�
CLO�BU>JMIB��9LR�TLRIA�T>KQ�QL�?B�PROB�QL�PELT�OBPMB@Q�
QL�M>OBKQP�>KA�DO>KAM>OBKQP�FK�BSBOVQEFKD�VLR�P>V��FC�VLR�
@>KKLQ�AL�QE>Q
�AL�KLQ�JBKQFLK�QEBJ�>Q�>II�� /QEBO�S>IRBP�
J>V�E>SB�QL�AL�TFQE�ELT�DBKABOP�>OB�QOB>QBA
�JLABPQV�FK�
@ILQEFKD
�LO�@OFQF@FPJ�LC�QEB�DLSBOKJBKQ��$L�KLQ�GRJM�QL�
GRADB�PMB>HBOP�LC�LQEBO�@RIQROBP�?V�7BPQBOK�PQ>KA>OAP��!P�>�
MFB@B�LC�@LK@IRAFKD�>ASF@B
�>IT>VP�PBBH�CLO�@LJJLK>IFQFBP�
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LSBO� AFCCBOBK@BP�� FC� VLR� AFD� FKQL� @RIQRO>I� AFCCBOBK@BP� C>O�
BKLRDE
�VLR�TFII� LCQBK�CFKA�QE>Q�LRO�AFCCBOBKQ�ELRPBP�>OB�
?RFIQ�LK�PFJFI>O�CLRKA>QFLKP��


����4-<@1>�'A99->51?�

"BILT�VLR�TFII�CFKA�?OFBC�PRJJ>OFBP�LC�B>@E�@E>MQBO�FK�QEFP�
?LLH�� !CQBO�OB>AFKD�QEOLRDE�QEBJ�>II
�VLR�PELRIA�E>SB�>�
DLLA�PBKPB�LC�TE>Q�VLR�TFII�IB>OK�>P�VLR�TLOH�QEOLRDE�QEB�
@LKQBKQ��

�

�4-<@1>  ����A051:/1�

�4EFP� @E>MQBO� CL@RPBP� LK� >RAFBK@B� >KA� AFCCBOBKQ�
@LKPFABO>QFLKP� CLO� OBSFPFKD� VLRO� AL@RJBKQ� ?>PBA� LK� QEB�
>RAFBK@B	P
�� 4EB� QVMB� LC� >RAFBK@B� FABKQFCFBA� TFII� PE>MB�
VLRO�AL@RJBKQgP�CLOJ>Q
�QBOJFKLILDV
�PQVIB
�>KA�QB@EKF@>I�
IBSBI�� 4EBOB� >OB� PBSBO>I� QVMBP� LC� >RAFBK@BP
� FK@IRAFKD�
experts, technicians, executives, gatekeepers
� >KA�
nonspecialists (laypeople)��(LTBSBO
�JLPQ�AL@RJBKQP�VLR�
@OB>QB� TFII� E>SB� JRIQFMIB� >RAFBK@BP�� LCQBK
� >�primary 
audiencecQEB� J>FK� >RAFBK@B� CLO� QEB� AL@RJBKQc>KA� >�
secondary audiencecLQEBO� >RAFBK@BP� QE>Q� >OB� IFHBIV� QL�
OB>A�QEB�AL@RJBKQ
�?RQ�TEL�>OB�KLQ�QEB�J>FK�CL@RP�LC�QEB�
AL@RJBKQ��)K�>AAFQFLK�QL�QEB�QVMB�LC�>RAFBK@B
�VLR�PELRIA�
>K>IVWB�QEB�>RAFBK@B�QL�FABKQFCV�LQEBO�C>@QLOP�QE>Q�@>K�>CCB@Q�
ELT� QEB� AL@RJBKQ� FP� OB@BFSBA
� FK@IRAFKD�background
�
needs and interests
�culture and values
�>KA�demographic 
characteristics��4EB�OBPQ�LC�QEB�@E>MQBO�DFSBP�PQO>QBDFBP�QL�
OBSFPB�>�AL@RJBKQgP�@LKQBKQ�CLO�VLRO�>RAFBK@B
�FK@IRAFKD�
@E>KDBP� QL� QEB� @LKQBKQ
� PQVIB� >KA� CLOJ>Q
� PBKQBK@B� PQVIB
�
>KA�AL@RJBKQ�ABPFDK��
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�

�4-<@1>�����>;A<�+ ;>7�

4EFP� @E>MQBO� @LSBOP� PLJB� LC� QEB� CRKA>JBKQ>IP� LC� QB>J�
TLOH��!CQBO�FKQOLAR@FKD�QEB�FJMLOQ>K@B�>KA�MOBS>IBK@B�LC�
QB>J�TLOH�FK�QEB�TLOHMI>@B
�QEB�@E>MQBO�ABP@OF?BP�ELT�?BPQ�
QL�?RFIA�QB>JP�>KA�BKPROB�QE>Q�QEBV�ORK�PJLLQEIV��/KB�LC�
QEB� CFOPQ� QEFKDP� >� QB>J� KBBAP� QL� AL� FP� Q>HB� >K� FKSBKQLOV�
LC�B>@E�JBJ?BOgP�NR>IFCF@>QFLKP�� !PPBPPFKD�NR>IFCF@>QFLKP�
>IILTP� QB>JP� QL� ?BQQBO� >PPFDK� OLIBP
� PLJB� LC� TEF@E� >OB�
ABP@OF?BA�EBOB��/K@B�QEB�QB>J�E>P�?BBK�?RFIQ�>KA�BSBOVLKB�
HKLTP� QEBFO� OLIBP
� QEB� MI>KKFKD� PQ>DB� ?BDFKP� b� PMB@FCF@�
OBPMLKPF?FIFQFBP�>OB�>IIL@>QBA�>JLKD�QEB�DOLRM�JBJ?BOP�QL�
?BPQ�CFQ�QEBFO�NR>IFCF@>QFLKP
�QEB�DOLRM�TOFQBP�LRQ�>�P@EBARIB
�
>KA�MI>KP�CLO�>KV�MOL?IBJP�QE>Q�J>V�>OFPB�BFQEBO�TFQEFK�LO�
LRQPFAB�QEB�DOLRM��4EB�@E>MQBO�BKAP�TFQE�>�KRJ?BO�LC�QFMP�
CLO�>�PR@@BPPCRI�QB>J�MOLGB@Q��

�

�4-<@1>�
���@45/?�

)K� QEFP� @E>MQBO
� VLR� TFII� IB>OK� >?LRQ� PLJB� LC� QEB� BQEF@>I�
@E>IIBKDBP� QE>Q� VLR� J>V� BK@LRKQBO� FK� VLRO� MOLCBPPFLK>I�
>KA�>@>ABJF@� IFCB
�BPMB@F>IIV� TEBK�FQ�@LJBP�QL�QB@EKF@>I�
TOFQFKD��&FOPQ�VLR�TFII�T>KQ�QL�@LKPFABO�TE>Q�VLRO�BQEF@>I�
@LAB� FP� PL� VLR� @>K� ?B� MOBM>OBA� TEBK� VLR� CFKA� VLROPBIC�
FK�RK@LJCLOQ>?IB�>KA�LO�RKBQEF@>I�PFQR>QFLKP��4EB�@E>MQBO�
@LSBOP� BQEF@>I� MOFK@FMIBP
� ELT� BQEF@P� J>V� >CCB@Q� QEB�
MOBPBKQ>QFLK� LC� FKCLOJ>QFLK
� >KA� PLJB� @LJJLK� BQEF@>I�
MOL?IBJP�BK@LRKQBOBA� ?V�QB@EKF@>I� TOFQBOP�� -R@E�LC�QEFP�
@E>MQBO�FP�@LK@BOKBA�TFQE�QEB�>MMOLMOF>QB�>KA�BQEF@>I�RPB�
>KA�AL@RJBKQ>QFLK�LC�PLRO@BP��4EB�@E>MQBO�MOLSFABP�PLJB�
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MO>@QF@>I�FKCLOJ>QFLK�LK�ELT�QL�J>HB�PROB�VLRO�TOFQFKD�FP�
BQEF@>I�>KA�ELT�QL�E>KAIB�BQEF@>I�AFIBJJ>P�>KA�MLPPF?IB�
IBD>I�FPPRBP�FK�QEB�TLOHMI>@B��

�

�4-<@1>�����1?53:�

4EFP�@E>MQBO�?OFBCIV�PRJJ>OFWBP�CRKA>JBKQ>I�@LK@BMQP�QL�
@LKPFABO� >P� VLR� @O>CQ� MOFKQ� >KA� BIB@QOLKF@� QBUQP�� )K� QEFP�
@E>MQBO�VLR�TFII�OB>A�>?LRQ�?>PF@�MOFK@FMIBP�LC�AL@RJBKQ�
ABPFDK�QE>Q�>IILT�TOFQBOP�QL�@LJ?FKB�DO>MEF@�BIBJBKQP�TFQE�
QBUQ� QL� @LKSBV� >� JBPP>DB� QL� >RAFBK@BP�� "BDFKKFKD� TFQE�
>� AFP@RPPFLK� LC� PQ>KA>OA� @LKSBKQFLKP� 	LC� CLOJ>QQFKD
�
I>KDR>DB
� >KA� PQVIB

� QEB� @E>MQBO� QEBK� PE>OBP� PLJB� ?>PF@�
DRFABIFKBP�CLO�AL@RJBKQ�ABPFDK
�JLSFKD�CLOT>OA�QL�CL@RP�
LK� FKQBDO>QFLK� LC� DO>MEF@P
� @>IILRQP� >KA� @>MQFLKP�� /QEBO�
QLMF@P� FK@IRAB� Q>?IBP� LC� @LKQBKQP
� CFDROBP� >KA� Q>?IBP
�
EB>AFKDP�>KA�QEB�TBII�HKLTK�#2!0�QBPQ�RPBA�?V�DO>MEF@�
ABPFDKBOP�� &LO� >AAFQFLK>I� OBPLRO@BP
� PBB� QEB� >@QFSFQFBP�
FK@IRABA�>Q�QEB�@E>MQBOgP�BKA��

�

�4-<@1>�����9-58?�� 1@@1>?��!19;?�

4EFP� @E>MQBO� FKQOLAR@BP� QEB� ?>PF@P� LC� BJ>FI� TOFQFKD� >KA�
BQFNRBQQB
� >IPL� MOLSFAFKD� FKCLOJ>QFLK� LK� JBJLP� >KA�
QBUQFKD��)Q�LCCBOP�PRDDBPQFLKP�>?LRQ�TEBK�	>KA�TEBK�KLQ�QL�
�
RPB�BJ>FI�FK�?RPFKBPP�@LJJRKF@>QFLK�� )Q�ABQ>FIP�QEB�?>PF@�
@LKSBKQFLKP� LC� PQOR@QROB�� QEB� EB>ABO�>AAOBPP� FKCLOJ>QFLK
�
DOBBQFKD
�JBPP>DB�?LAV
�>KA�@ILPFKD��)Q�DFSBP�>K�LSBOSFBT�
LC� .BQFNRBQQB
�QEB�BUMB@Q>QFLKP�LC�LKIFKB�BQFNRBQQB
�TEF@E�
E>P�>MMIF@>QFLK�CLO�LQEBO�DBKOBP�LC�LKIFKB�@LJJRKF@>QFLK�
>P� TBII�� 4EB� @E>MQBO� @LK@IRABP� TFQE� >� ?RIIBQBA� IFPQ� LC�
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Q>HB>T>VP� >KA� QFMP
� CLIILTBA� ?V� >AAFQFLK>I� QB>@EFKD� >KA�
IB>OKFKD�OBPLRO@BP��

�

�4-<@1>�����->11>��;/A91:@?�

,LLHFKD�CLO�>KA�I>KAFKD�QEB�MBOCB@Q�GL?�J>V�PBBJ� IFHB�>�
A>RKQFKD�Q>PH��)C�VLR�>OB�RK@BOQ>FK�TEBOB�QL�PQ>OQ
�HKLT�QE>Q�
JLPQ� PR@@BPPCRI� GL?� >MMIF@>KQP� CBBI� QEB� P>JB� RK@BOQ>FKQV�
>Q� PLJB� MLFKQ�� 4EFP� @E>MQBO� TFII� T>IH� VLR� QEOLRDE� QEB�
MOL@BPP�LC�>MMIVFKD�CLO�GL?P�COLJ�PQ>OQ�QL�CFKFPE��0BOE>MP�
JLPQ� FJMLOQ>KQIV
� FQ� TFII� MOLSFAB� VLR� TFQE� QTL� AFPQFK@Q�
QLLIP� QE>Q� @>K� EBIM� VLR� QL� @LKPQOR@Q� QEB� J>QBOF>IP� CLO� >�
PQOLKD
�BCCB@QFSB
�>KA�PR@@BPPCRI�GL?�>MMIF@>QFLK�	">V���
��
�
� QEB� O\PRJ\� >KA� �
� QEB� GL?� >MMIF@>QFLK� IBQQBO�� 2\PRJ\P�
>KA� >MMIF@>QFLK� IBQQBOP� >OB� >JLKD� QEB� JLPQ� FJMLOQ>KQ�
AL@RJBKQP� FK� QEB� BJMILVJBKQ� MOL@BPP� 	/OBDLK� ���
��
"BDFKKFKD�TFQE�>K�LSBOSFBT�LC�QEB�?FD�MF@QROB�MOL@BPP
�QEFP�
@E>MQBO�JLSBP�CLOT>OA�TFQE�PRDDBPQBA�JBQELAP�CLO�CFKAFKD�
GL?� >AP� >KA� @LKPQOR@QFKD� QEB� DBKOB� AL@RJBKQP� CLO� >� GL?�
M>@HBQ�� )K� QEB� O\PRJ\� PB@QFLK
� FQ� AFP@RPPBP� QEB� CLIILTFKD�
QLMF@P��Purposes and Goals, Types of RŽsumŽs, Sample 
RŽsumŽs, Drafting and Design: Where to Start, What to 
Include/Exclude, Optional Sections, and Drafting 
Activities and Resources. 4EB�KBUQ�PB@QFLK�LK�>MMIF@>QFLK�
IBQQBOP� TFII� PE>OB� FKCLOJ>QFLK� >?LRQ� AB@FMEBOFKD� QEB� GL?�
ABP@OFMQFLK
�>P�TBII�>P�IBQQBO�CLOJ>Q
�PQOR@QROB
�>KA�@LKQBKQ��
4EB� @E>MQBO� @LK@IRABP� TFQE� FKCLOJ>QFLK� LK� FKQBOSFBTP
�
CLIILTBA�?V�PMB@FCF@�DRFABIFKBP�CLO�QEB�GL?�M>@HBQ�VLR�TFII�
@LKPQOR@Q�FK�%KDIFPE�������

�
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4EB�@E>MQBO�?BDFKP�TFQE�>�?OFBC�LSBOSFBT�LC�QEB�FJMLOQ>K@B�
LC�HKLTFKD�ELT�QL�TOFQB�FKPQOR@QFLKP�CLIILTBA�TFQE�PLJB�
?>PF@� DRFABIFKBP�� 4EB� @E>MQBO� DLBP� FKQL� PLJB� ABMQE� FK�
OBD>OAP� QL� >K>IVWFKD� QEB� OEBQLOF@>I� PFQR>QFLK� CLO� TOFQFKD�
FKPQOR@QFLKP��4EB�OEBQLOF@>I�PFQR>QFLK�FK@IRABP�QEB�MROMLPB
�
>RAFBK@B�>KA�@LKQBUQ�CLO�>KV�M>OQF@RI>O�PBQ�LC�FKPQOR@QFLKP��
.BUQ� TB� @LSBO� ELT� QL� MI>K� >KA� LOD>KFWB� QEB� TOFQFKD�
MOL@BPP�CLIILTBA�?V�FKCLOJ>QFLK�>?LRQ�QEB�@LKQBKQ�QE>Q�FP�
QVMF@>IIV� FK@IRABA� FK� FKPQOR@QFLKP�� 4EB� @E>MQBO� BKAP� TFQE�
PLJB�KFQQV�DOFQQV�QFMP�LK�TOFQFKD�QEB�FKPQOR@QFLKP��

�

�4-<@1>����$>;<;?-8?�

4EFP� @E>MQBO� ABCFKBP� TEBK� >KA� TEBOB� VLR� TLRIA� RPB� >�
MOLMLP>I�� "BCLOB� AO>CQFKD
� VLR� ABCFKB� PLJB� MOBIFJFK>OV�
NR>IFQFBP
�FK@IRAFKD�FC�QEB�MOLMLP>I�FP�TOFQQBK�CLO�FKQBOK>I�LO�
BUQBOK>I�>RAFBK@BP
�FP�PLIF@FQBA�LO�RKPLIF@FQBA
�>KA�FC�VLR�
>OB� MOLMLPFKD� >� HKLTK� LO� RKHKLTK� PLIRQFLK�� .BUQ
� QEB�
@E>MQBO�AFP@RPPBP�CROQEBO�@LKPFABO>QFLKP�CLO�VLRO�>RAFBK@B
�
CLIILTBA�?V�>�?OB>HALTK�LC�@LJJLK�PB@QFLKP�MOBPBKQ�FK�
JLPQ�MOLMLP>IP�� !P�MOLMLP>I�@LKQBKQ�@>K�S>OV�ABMBKAFKD�
LK�QEB�QVMB�>KA�MROMLPB�>KA�>RAFBK@B
�>�PB@QFLK�FP�FK@IRABA�
LK� >AAFQFLK>I
� MOLGB@Q�PMB@FCF@� PB@QFLKP� TEF@E� @LRIA� ?B�
FK@IRABA� FK� PLJB� MOLMLP>IP
� PR@E� >P� @IFBKQ� >K>IVPFP� >KA�
FJMIBJBKQ>QFLK�PB@QFLKP��4EB�PQ>KA>OA�ABPFDK�>KA�CLOJ>Q�
LC�>�MOLMLP>I�FP�AFP@RPPBA
�TFQE�BJME>PFP�LK�>A>MQ>?FIFQV�
CLO�QEB�OB>ABO��4EB�BKA�LC�QEFP�@E>MQBO�@LKQ>FKP�>�OBSFPFLK�
@EB@HIFPQ�CLO�MOLMLP>IP��

�
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)K�QEFP�@E>MQBO
�VLR�TFII�IB>OK�ELT�QL�MI>K�CLO�@LKAR@QFKD�
AFCCBOBKQ� QVMBP� LC� OBPB>O@E
� ABMBKAFKD� LK� VLRO� OBPB>O@E�
DL>IP��4EB�@E>MQBO�PQ>OQP�?V�DFSFKD�FKCLOJ>QFLK�LK�@OB>QFKD�
>�EVMLQEBPFP�>KA�OBPB>O@E�NRBPQFLKP�QL�DRFAB�VLRO�OBPB>O@E��
)K�>AAFQFLK
�VLR�TFII�IB>OK�>?LRQ�@LKAR@QFKD�?LQE�MOFJ>OV�
>KA� PB@LKA>OV� OBPB>O@E� >KA� TEBK� QL� @ELLPB� LKB� LO� QEB�
LQEBO�� $FCCBOBKQ� QVMBP� LC� ?LQE� MOFJ>OV� >KA� PB@LKA>OV�
OBPB>O@E� >OB� AFP@RPPBA
� QL� EBIM� VLR� AB@FAB� TEF@E� FP� ?BPQ�
CLO�VLRO�PMB@FCF@�MOLGB@Q��)KCLOJ>QFLK�CLO�@OB>QFKD�VLRO�LTK�
PROSBV�>KA�FKQBOSFBT�NRBPQFLKP�FP�FK@IRABA
�>P�TBII�>P�QFMP�
CLO�BS>IR>QFKD�PB@LKA>OV�PLRO@BP��

�

�4-<@1>�

��&1<;>@?�

4EB�PQ>KA>OA�@LJMLKBKQP�LC�QEB�QVMF@>I�QB@EKF@>I�OBMLOQ�>OB�
AFP@RPPBA� FK� QEFP� @E>MQBO
� FK@IRAFKD� MOBIFJFK>OV� @ELF@BP
�
>RAFBK@B�>KA�MROMLPB�@LKPFABO>QFLKP
�@LJJLK�PB@QFLKP�LC�
OBMLOQP
�>KA�CLOJ>Q��!P�VLR�OB>A�>KA�RPB�QEBPB�DRFABIFKBP
�
OBJBJ?BO� QE>Q� QEBPB� >OB� DRFABIFKBP
� KLQ� @LJJ>KAJBKQP��
$FCCBOBKQ�@LJM>KFBP
�MOLCBPPFLKP
�>KA�LOD>KFW>QFLKP�E>SB�
QEBFO�LTK�S>OFBA�DRFABIFKBP�CLO�OBMLOQPcVLR�TFII�KBBA�QL�
>A>MQ�VLRO�MO>@QF@B�QL�QELPB�>P�TBII�QEB�LKBP�MOBPBKQBA�EBOB��
)K�PLJB�FKARPQOFBP
�OBMLOQP�BSBK�RPB�%U@BI�CFIBP�>KA�LQEBO�
QVMBP� LC� RKQO>AFQFLK>I� CLOJ>QP�� )K� >AAFQFLK� QL� QEB� @LKQBKQ�
>KA� PQVIB� LC� >� PQ>KA>OA� OBMLOQ
� QEB� BKA� LC� QEB� @E>MQBO�
FK@IRABA�ABQ>FIP�LK�QTL�PMB@FCF@�PR?�DBKOBP�LC�OBMLOQP�QE>Q�
VLR� J>V� KBBA� QL� TOFQB� AROFKD� VLRO� BAR@>QFLK� >KA�
?BVLKAc0rogress Reports� >KA�Internship and Co-op 
Reports��

�
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4EFP�@E>MQBO�PE>OBP�?>PF@�MOFK@FMIBP�CLO�QEB�MOBM>O>QFLK�>KA�
ABIFSBOV�LC�LO>I�OBMLOQP��3FK@B�MOBPBKQ>QFLKP�LCQBK�FK@IRAB�
>� SFPR>I� @LJMLKBKQ
� QEB� @E>MQBO� ?BDFKP� TFQE� DRFABIFKBP�
CLO� @OB>QFKD� >K� BCCB@QFSB� 0LTBO0LFKQ
� 0OBWF
� LO� +BVKLQB��
)Q� FK@IRABP� QFMP� CLO� ABSBILMFKD� BCCB@QFSB� PIFABP
� TEFIB�
>@HKLTIBADFKD�QEB�AO>T?>@HP�LC�MOBPBKQ>QFLK�PLCQT>OB��)Q�
>IPL� LCCBOP� PRDDBPQFLKP� QL� EBIM� PMB>HBOP� MOBM>OB� TBII
�
LSBO@LJB�>KUFBQV
�>KA�@LKPFABO�QEBFO�PMB>HFKD�@LKQBUQ��)Q�
DFSBP� >K� LSBOSFBT� LC� BUMB@QBA� PQOR@QRO>I�
@LKSBKQFLKPcELT� QL� PBQ� RM� >K� FKQOLAR@QFLK
� ?LAV
� >KA�
@LK@IRPFLKc>KA�BKAP�TFQE�RPBCRI�ABIFSBOV�QFMP��

Chapter 1: Introduction by Michael Beilfuss is licensed under a Creative 
Commons Attribution 4.0 International License, except where otherwise 
noted. 

22   Michael Beilfuss, Staci Bettes, and Katrina Peterson

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


�4-<@1>�����A051:/1�
'@-/5��1@@1?�

�4-<@1>�'E:;<?5?�

4EFP� @E>MQBO� CL@RPBP� LK� >RAFBK@B� >KA� AFCCBOBKQ�
@LKPFABO>QFLKP�CLO�OBSFPFKD�VLRO�AL@RJBKQ�?>PBA�LK�QELPB�
>RAFBK@BP��4EB�QVMB�LC�>RAFBK@B�FABKQFCFBA�TFII�PE>MB�VLRO�
AL@RJBKQgP�CLOJ>Q
�QBOJFKLILDV
�PQVIB
�>KA�QB@EKF@>I�IBSBI��
4EBOB� >OB� PBSBO>I� QVMBP� LC� >RAFBK@BP
� FK@IRAFKD�experts, 
technicians, executives, gatekeepers
� >KA�non-specialists 
(laypeople)�� (LTBSBO
� JLPQ� AL@RJBKQP� VLR� @OB>QB� TFII�
E>SB�JRIQFMIB� >RAFBK@BP�� LCQBK
�>�primary audiencecQEB�
J>FK� >RAFBK@B� CLO� QEB� AL@RJBKQc>KA� >�secondary 
audiencecLQEBO� >RAFBK@BP� QE>Q� >OB� IFHBIV� QL� OB>A� QEB�
AL@RJBKQ
�?RQ�TEL�>OB�KLQ�QEB�J>FK�CL@RP��)K�>AAFQFLK�QL�
QEB�QVMB�LC�>RAFBK@B
�VLR�PELRIA�>K>IVWB�QEB�>RAFBK@B�QL�
FABKQFCV� LQEBO� C>@QLOP� QE>Q� @>K� >CCB@Q� ELT� QEB� AL@RJBKQ�
FP� OB@BFSBA
� FK@IRAFKD�background, needs and interests, 
culture and values
�>KA�demographic characteristics��4EB�
OBPQ�LC�QEB�@E>MQBO�DFSBP�PQO>QBDFBP�QL�OBSFPB�>�AL@RJBKQgP�
@LKQBKQ� CLO� VLRO� >RAFBK@B
� FK@IRAFKD� @E>KDBP� QL� QEB�
@LKQBKQ
� PQVIB� >KA� CLOJ>Q
� PBKQBK@B� PQVIB
� >KA� AL@RJBKQ�
ABPFDK��

��
��:@>;0A/@5;:�

�!�HBV�@LK@BOK�LC�QB@EKF@>I�@LJJRKF@>QFLK�FP�QEB�OB@BFSBO�
LC� QEB� FKCLOJ>QFLKcQEB� >RAFBK@B�� 4B@EKF@>I�
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@LJJRKF@>QFLK�FP�QEB�ABIFSBOV�LC�QB@EKF@>I�FKCLOJ>QFLK�QL�
OB>ABOP�	LO�IFPQBKBOP�LO�SFBTBOP
�FK�>�J>KKBO�QE>Q�FP�>A>MQBA�
QL� QEBFO� KBBAP
� IBSBI� LC� RKABOPQ>KAFKD
� >KA� ?>@HDOLRKA��
9LRO�AL@RJBKQP�JRPQ�@IB>OIV�@LKSBV�KBT�FKCLOJ>QFLK�QL�
QEB�OB>ABO
�>KA�VLR�LCQBK�KBBA�QL�QO>KPI>QB�EFDEIV�QB@EKF@>I�
@LK@BMQP� QL� DOLRMP� TFQE� AFCCBOFKD� IBSBIP� LC� QB@EKF@>I�
HKLTIBADBcQEFP� FP� >� HBV� PHFII� CLO� >KV� QB@EKF@>I�
@LJJRKF@>QLO��4EBOBCLOB
�QEB�>RAFBK@B�FP�LKB�LC�QEB�JLPQ�
FJMLOQ>KQ� @LKPFABO>QFLKP� FK� MI>KKFKD
� TOFQFKD
� >KA�
OBSFBTFKD� >� AL@RJBKQ�� !A>MQ� VLRO� TOFQFKD� QL� JBBQ� QEB�
KBBAP
�FKQBOBPQP
�@RIQROB
�>KA�?>@HDOLRKA�LC�QELPB�TEL�TFII�
?B�OB>AFKD�VLRO�AL@RJBKQP��

)Q�FP�LCQBK�KLQ�BKLRDE�QL�FABKQFCV�>�PFKDIB�>RAFBK@B�CLO�
AL@RJBKQP��4EBOB�>OB�PBSBO>I�QVMBP�LC�OB>ABOP�TEL�J>V�RPB�
QEBJ
� B>@E� TFQE� AFCCBOBKQ� ?>@HDOLRKAP
� BAR@>QFLK� IBSBIP
�
KBBAP
�>KA�FKQBOBPQ�FK�QEB�QLMF@�� !II�PELRIA�?B�@LKPFABOBA�
TEBK� >K>IVWFKD� QEB� >RAFBK@B� CLO� >� PR@@BPPCRI� QB@EKF@>I�
AL@RJBKQ��

����( E<1?�;2��A051:/1?�

$ROFKD�QEB�MI>KKFKD�PQ>DBP�LC�VLRO�AL@RJBKQ
�VLR�PELRIA�
>K>IVWB�QEB�>RAFBK@B�QL�FABKQFCV�QEB�QVMB� 	LO�QVMBPcFQ�FP�
O>OBIV�GRPQ�LKB�QVMB
�LC�OB>ABOP�� )ABKQFCVFKD�TE>Q�QVMB�LC�
OB>ABO�J>V�?B�FKQBOBPQBA�FK�VLRO�AL@RJBKQ�TFII�EBIM�VLR�
@OB>QB�>K�FJMOLSBA
�JLOB�BCCB@QFSB�AL@RJBKQ��

��;99;:�( E<1?�;2��A051:/1?�

�4EB�CLIILTFKD�>OB�PBSBO>I�QVMBP�LC�@LJJLK�>RAFBK@BP�CLO�
QB@EKF@>I�AL@RJBKQP��

]� �F>3@BA��0BLMIB�TEL�HKLT�QEB�?RPFKBPP�LO�
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LOD>KFW>QFLK�	>KA�MLPPF?IV�QEB�QEBLOV�>KA�QEB�
MOLAR@Q
�FKPFAB�>KA�LRQ��4EBV�ABPFDKBA�FQ
�QEBV�
QBPQBA�FQ
�>KA�QEBV�HKLT�BSBOVQEFKD�>?LRQ�FQ��
/CQBK
�QEBV�E>SB�>AS>K@BA�ABDOBBP�>KA�LMBO>QB�
FK�>@>ABJF@�PBQQFKDP�LO�FK�OBPB>O@E�>KA�
ABSBILMJBKQ�>OB>P�LC�QEB�DLSBOKJBKQ�>KA�
QB@EKLILDV�TLOIAP�	QEB�@OB>QLOP
�PMB@F>IFPQP
��

]� ( 316<717/<A��0BLMIB�TEL�?RFIA
�LMBO>QB
�
J>FKQ>FK
�>KA�OBM>FO�QEB�FQBJP�QE>Q�QEB�BUMBOQP�
ABPFDK�>KA�QEBLOFWB�>?LRQ��4EBV�E>SB�EFDEIV�
QB@EKF@>I�HKLTIBADB�>P�TBII
�?RQ�LC�>�JLOB�
MO>@QF@>I�K>QROB�	QEB�E>KAP�LK�RPBOP
�LMBO>QLOP
��

]� �F31CB7D3A��0BLMIB�TEL�J>HB�?RPFKBPP
�
B@LKLJF@
�>AJFKFPQO>QFSB
�IBD>I
�DLSBOKJBKQ>I
�
LO�MLIFQF@>I�AB@FPFLKP�>?LRQ�QEB�MOLAR@QP��
%UB@RQFSBP�COBNRBKQIV�E>SB�IFQQIB�QB@EKF@>I�
HKLTIBADB�>?LRQ�QEB�PR?GB@Q��/CQBK
�BUB@RQFSBP�
TFII�?B�QEB�MOFJ>OV�>RAFBK@B�CLO�AL@RJBKQP�PR@E�
>P�MOLMLP>IP�>KA�OBMLOQP�	QEB�#%/P
�@LJJFQQBBP
�
EFOFKD�J>K>DBOP
��

]� �/B3933>3@A��0BLMIB�TEL�LSBOPBB�QEB�TOFQBO�
>KA�QEB�AL@RJBKQ��4EBV�AB@FAB�FC�QEB�AL@RJBKQ�
FP�@LJMIF>KQ�TFQE�ORIBP
�OBDRI>QFLKP
�IBD>I�
L?IFD>QFLKP
�>KA�LO�QEB�KBBAP�LC�QEB�TOFQBOgP�
BJMILVBO��4EFKH�LC�QEBJ�>P�QEB�AFOB@Q�
PRMBOSFPLOP�LC�QEB�TOFQBOcQEBV�@LKCFOJ�QE>Q�>�
AL@RJBKQ�TFII�CRICFII�FQP�MROMLPB�CLO�QEB�@IFBKQ
�
>P�TBII�>P�BKPROB�@LJMIF>K@B�TFQE�QEB�
@LJM>KVgP�ORIBP
�OBDRI>QFLKP
�>KA�MLIF@FBP��)K�
QEB�@I>PPOLLJ
�VLRO�FKPQOR@QLO�TFII�LCQBK�?B�VLRO�
D>QBHBBMBOcQEBV�BKPROB�VLR�CLIILT�QEB�
PQ>KA>OAP�>KA�DL>IP�LC�QEB�>PPFDKJBKQ�	QEB�
TOFQBOgP�PRMBOSFPLOP
�I>TVBOP
�FKPQOR@QLOP
��
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]� "=<�A>317/:7ABA��0BLMIB�TFQE�QEB�IB>PQ�QB@EKF@>I�
HKLTIBADB�LC�QEB�QLMF@��4EBV�T>KQ�QL�RPB�QEB�
KBT�MOLAR@Q�QL�>@@LJMIFPE�Q>PHP��QEBV�T>KQ�QL�
RKABOPQ>KA�QEB�KBT�QB@EKLILDV
�MOLAR@QP
�LO�
MOL@BAROBP�BKLRDE�QL�RPB�QEBJ�FK�>�M>OQF@RI>O�
PFQR>QFLK��/O
�QEBV�J>V�GRPQ�?B�@ROFLRP�>?LRQ�>�
PMB@FCF@�QB@EKF@>I�J>QQBO�>KA�T>KQ�QL�IB>OK�>?LRQ�
FQc?RQ�CLO�KL�PMB@FCF@
�MO>@QF@>I�OB>PLK�	QEB�
I>VMBLMIB
��

!RAFBK@B� >K>IVPFP� @>K� ?B@LJB� @LJMIF@>QBA� TEBK� VLR�
@LKPFABO� QE>Q� VLR� J>V� E>SB� >� @LJ?FK>QFLK� LC� >RAFBK@B�
QVMBP� >KA� ?>@HDOLRKAP�� JFUBA� >RAFBK@B� QVMBP
� TFAB�
S>OF>?FIFQV�TFQEFK�>RAFBK@B
�>KA�LO�RKHKLTK�>RAFBK@BP��

!A8@5<81�;>�!5D10��A051:/1?�

-LPQ� AL@RJBKQP� VLR� TOFQB� TFII� E>SB� JRIQFMIB� LO� JFUBA�
>RAFBK@BP��/CQBK
�FQ�FP�?BPQ�QL�QEFKH�LC�QEBPB�FK�QBOJP�LC�QEB�
primary audience	P
�>KA�secondary audience	P
��

4EB�primary audience� FP� QEB� J>FK� OB>ABO� LC� QEB�
AL@RJBKQ�� &LO� BU>JMIB
� FC� VLR� @OB>QB� >� PBQ� LC� P>CBQV�
MOLQL@LIP� QL� ?B� AFPMI>VBA� FK� >� I>?LO>QLOV
� QEB� MOFJ>OV�
>RAFBK@B�TFII�?B�QEB�QB@EKF@F>KP�TEF@E�RPB�QEB�I>?LO>QLOV��
)K�QEFP�BU>JMIB
�FQ�FP�FJMLOQ>KQ�QL�>A>MQ�QEB�P>CBQV�MOLQL@LIP�
CLO� QEB� QB@EKF@F>KP� QL� RKABOPQ>KA
� >P� RK@IB>O� PQBMP� @LRIA�
IB>A�QL�MEVPF@>I�E>OJ��

4EB�secondary audience(s)� FP� J>AB� RM� LC� LQEBOP� TEL�
J>V�OB>A�LO�?B�FKQBOBPQBA�FK�>�AL@RJBKQ
�?RQ�TEL�FP�KLQ�
QEB�J>FK�	MOFJ>OV
�OB>ABO��)K�QEB�I>?LO>QLOV�BU>JMIB
�QEBPB�
DOLRMP�@LRIA�?B�BUMBOQP�TEL�BKCLO@B�I>?LO>QLOV�OBDRI>QFLKP�
>KA� P>CBQV� PQ>KA>OAP
� ?RQ� >IPL� @LRIA� ?B� KLK�PMB@F>IFPQ�
@RPQLAF>I�PQ>CC�QE>Q�@IB>K�>KA�J>FKQ>FK�QEB�I>?��"LQE�LC�QEBPB�
DOLRMP� J>V� ?B� FKQBOBPQBA� FK� QEFP� AL@RJBKQcQEB� BUMBOQP�
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BKPROB� QE>Q� P>CBQV� PQ>KA>OAP� >OB� JBQ
� TEFIB� QEB� KLK�
PMB@F>IFPQP�J>V�KBBA�QL�CLIILT�QEB�AFPMI>VBA�MOLQL@LIP�FK�
>K�BJBODBK@V�� !AAFQFLK>IIV
�QEB�PB@LKA>OV�>RAFBK@B�J>V�
?B�PLJBLKB�VLRO�MOFJ>OV�OB>ABO�@LKPRIQP�FC�VLRO�JBPP>DB
�
OBMLOQ
� MOLMLP>I
� BQ@�� FP� >� OBNRBPQ� CLO� >� PMB@FCF@� >@QFLK��
&LO� BU>JMIB
� FC� VLR� >OB� >� P>IBPMBOPLK� J>HFKD� >� MFQ@E� QL�
>� @IFBKQ
� QE>Q� @IFBKQ� J>V� KBBA� QL� @LKPRIQ� QEBFO� PRMBOSFPLO�
?BCLOB�>DOBBFKD�QL�VLRO�QBOJP��

(LT�PELRIA�VLR�>MMOL>@E�TOFQFKD�>�AL@RJBKQ�TFQE�PL�
J>KV�MLPPF?IB�OB>ABOP��&FOPQ
�identify the primary audience 
LC� VLRO� AL@RJBKQ�� 4EBK
�identify likely secondary 
audiences
�FC�>KV��

-LPQ� LC� QEB� QFJB
� VLR� TFII� HKLT� TEL� QEB� MOFJ>OV�
>RAFBK@B�FPcVLR�TFII� ?B�TOFQFKD�>�AL@RJBKQ�>FJBA�>Q�>�
M>OQF@RI>O� DOLRM� LC� MBLMIB� LO� >� PFKDIB� MBOPLK�� 9LR� J>V�
E>SB�>�@IFBKQ�VLR�>OB�TOFQFKD�CLO�LO�>�DOLRM�VLR�PMB@FCF@>IIV�
T>KQ� QL� RKABOPQ>KA� VLRO� FAB>P�� )K� QEFP� @>PB
� VLR� PELRIA�
TOFQB� VLRO� AL@RJBKQ� CLO� QEB� MOFJ>OV� >RAFBK@B
� ?RQ� >IPL�
FK@IRAB� FKCLOJ>QFLK� CLO� QEB� PB@LKA>OV� >RAFBK@BP�� &LO�
BU>JMIB
� FC� VLR� TOFQB� >� PBQ� LC� KBT� MOL@BAROBP� CLO� >�
@LJM>KVgP�QB@EKF@F>KP
�VLR�JRPQ�>IPL�FK@IRAB�FKCLOJ>QFLK�
QE>Q�VLRO�D>QBHBBMBOP�FKPFPQ�>@@LJM>KV�QEB�AL@RJBKQ
�PR@E�
>P�IBD>I�@I>RPBP�LO�?RPFKBPP�ABP@OFMQFLKP��9LR�TFII�>IPL�KBBA�
QL� QEFKH� >?LRQ� QEB� QB@EKF@F>KPg� ?LPPBP� 	BUB@RQFSBP
� TEL�
KBBA�QL�>MMOLSB�>KV�KBT�MOL@BAROBP�FJMIBJBKQBA�>Q�QEB�
PFQB��

)C� VLR� ?BIFBSB� >� AL@RJBKQ� FP� RKIFHBIV� QL� ?B� RPBA� ?V�
QEB�PB@LKA>OV�>RAFBK@B	P

�VLR�@>K�TOFQB�CLO�QEB�MOFJ>OV�
>RAFBK@B�LKIV��4EFP�TLRIA�?B�>MMIF@>?IB�FC�VLR�@OB>QB�>�PBQ�
LC�FKPQOR@QFLKP�LSBO�d(LT�QL�#E>KDB�>�4FOBe�CLO�>�TB?PFQB��
9LR�@>K�>PPRJB�JLPQ�OB>ABOP�TFII�?B�KLK�PMB@F>IFPQP�TEL�
KBBA�>PPFPQ>K@B�TFQE�QEB�Q>PH
�KLQ�JB@E>KF@P
�ABPFDKBOP
�LO�
BKDFKBBOP�FK�QEB�>RQLJLQFSB�FKARPQOV��

)C� VLR� ?BIFBSB� QEB� AL@RJBKQ� TFII� IFHBIV� ?B� RPBA� ?V�
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JRIQFMIB� >RAFBK@BP� LO� VLR� >OB� RKPROB� TEL� QEB� MOFJ>OV�
>RAFBK@B� FP
�VLR�@>K�QEBK�TOFQB� QEB�AL@RJBKQ� PL�QE>Q�>II�
QEB�>RAFBK@BP�@>K�RKABOPQ>KA�FQ��4EFP�FP�>IPL�>�DLLA�@ELF@B�
FC�VLR�HKLT�QE>Q�J>KV�AFCCBOBKQ�QVMBP�LC�OB>ABOP�TFII�?B�
FKQBOBPQBA�� &LO� BU>JMIB
� FJ>DFKB� VLR� TOLQB� >� OBPB>O@E�
OBMLOQ� LSBO� QEB� RPB� LC� >� @FQVgP� MR?IF@� M>OH� C>@FIFQFBP��
#LJJRKFQV�JBJ?BOP�	KLK�PMB@F>IFPQP
�>OB�GRPQ�>P�IFHBIV�QL�
OB>A�QEB�OBMLOQ�>P�QELPB�LK�QEB�@FQV�@LRK@FI� 	BUB@RQFSBP

�
QEB�EB>A�LC�QEB�0>OHP�$BM>OQJBKQ�	BUMBOQP

�>KA�QELPB�TEL�
J>FKQ>FK�QEB�M>OHP� 	QB@EKF@F>KP
�� )K�QEFP�@>PB
�VLR�TLRIA�
T>KQ�QL�TOFQB�VLRO�OBMLOQ�QL�?B�>@@BPPF?IB�QL�>II�QEBPB�QVMBP�
LC�>RAFBK@B��

�����A051:/1��:-8E?5?�

�/K@B�VLR�E>SB�FABKQFCFBA�QEB�QVMBP�LC�OB>ABOP�CLO�>�PMB@FCF@�
AL@RJBKQ
�FQ�FP�FJMLOQ>KQ�QL�ABQBOJFKB�PLJB�LC�QEB�NR>IFQFBP�
LC� QEBPB� DOLRMP�� )C� VLR� >OB� TOFQFKD� QL� >� HKLTK
� PMB@FCF@�
>RAFBK@B� 	B�D�
� (FOFKD� ->K>DBO�3BOBK>�4FJP��$FOB@QLO�LC�
5KFSBOPFQV� $FKFKD� 3BOSF@BP� /IIFB� ,LMBW�� QEB� @LOMLO>QB�
?L>OA� >Q� 3LKV� )K@��� BQ@�
� SBOPRP� >� DBKBO>I
� RKHKLTK�
>RAFBK@B� 	B�D�
� MBLMIB� TEL� T>KQ� QL� IB>OK� ELT� QL� @E>KDB�
QEBFO�@>OgP�LFI
�VLR�J>V�KBBA�QL�AL�PLJB�OBPB>O@E�LK�QEB�
FKAFSFAR>I�	FC�>S>FI>?IB

�QEB�@LJM>KV�LO�LOD>KFW>QFLK�QEBV�
TLOH� CLO
� LO� BSBK� QEB� FKARPQOV� VLRO� >RAFBK@B� FP� >� MI>VBO�
FK��$BQBOJFKFKD�QEBPB�@E>O>@QBOFPQF@P�TFII�EBIM�DRFAB�VLRO�
AL@RJBKQ� @OB>QFLKcVLR� @>K� AB@FAB� TE>Q� FKCLOJ>QFLK�
KBBAP� QL� ?B� FK@IRABA� LO� BIFJFK>QBA
� TEF@E� QBOJP� QL� RPB�
LO� TEF@E� KBBA� QL� ?B� ABCFKBA
� >K� BCCB@QFSB� ABPFDK� CLO� QEB�
AL@RJBKQ
�>KA�PL�LK��2BD>OAIBPP�LC�TEF@E�QVMB�LC�OB>ABO�
VLR�FABKQFCV�	BUMBOQP
�QB@EKF@F>KP
�BUB@RQFSBP
�D>QBHBBMBOP
�
LO� KLK�PMB@F>IFPQP

� VLR� PELRIA� >K>IVWB� QEBPB� DOLRMP� FK�
QBOJP�LC�QEBFO�@E>O>@QBOFPQF@P��
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]� �/195@=C<2M9<=E:3253��3F>3@73<13��/<2�
B@/7<7<5��/KB�LC�VLRO�JLPQ�FJMLOQ>KQ�@LK@BOKP�
FP�GRPQ�ELT�JR@E�HKLTIBADB
�BUMBOFBK@B
�LO�
QO>FKFKD�VLR�@>K�BUMB@Q�FK�VLRO�OB>ABOP��)C�VLR�
BUMB@Q�PLJB�LC�VLRO�OB>ABOP�QL�I>@H�@BOQ>FK�
?>@HDOLRKA
�AL�VLR�>RQLJ>QF@>IIV�PRMMIV�FQ�FK�
VLRO�AL@RJBKQ��)J>DFKB�VLR�>OB�TOFQFKD�>�DRFAB�
QL�RPFKD�>�PLCQT>OB�MOLAR@Q�QE>Q�ORKP�RKABO�
-F@OLPLCQ�7FKALTP��(LT�JR@E�@>K�VLR�BUMB@Q�
VLRO�OB>ABOP�QL�HKLT�>?LRQ�7FKALTP��)C�PLJB�
>OB�IFHBIV�QL�HKLT�SBOV�IFQQIB�>?LRQ�7FKALTP
�
PELRIA�VLR�MOLSFAB�QE>Q�FKCLOJ>QFLK��)C�VLR�P>V�
KL
�QEBK�VLR�ORK�QEB�OFPH�LC�@RPQLJBOP�DBQQFKD�
CORPQO>QBA�TFQE�VLRO�MOLAR@Q��)C�VLR�P>V�VBP
�VLR�
FK@OB>PB�VLRO�TLOH�BCCLOQ�>KA�>AA�QL�QEB�
AL@RJBKQgP�M>DB�@LRKQ�	>KA�QERP�QEB�@LPQ

�>KA�
@LRIA�>KKLV�RPBOP�TFQE�JLOB�HKLTIBADB��
/?SFLRPIV
�QEBOB�FP�KL�B>PV�>KPTBO�QL�QEFP�
NRBPQFLKcM>OQ�LC�QEB�>KPTBO�J>V�FKSLISB�GRPQ�
ELT�PJ>II�>�PBDJBKQ�LC�QEB�>RAFBK@B�KBBAP�QE>Q�
?>@HDOLRKA�FKCLOJ>QFLK��

]� "332A�/<2�7<B3@3ABA��4L�MI>K�VLRO�AL@RJBKQ
�
VLR�KBBA�QL�HKLT�TE>Q�VLRO�>RAFBK@B�FP�DLFKD�
QL�BUMB@Q�COLJ�QE>Q�AL@RJBKQ��)J>DFKB�ELT�
OB>ABOP�TFII�T>KQ�QL�RPB�VLRO�AL@RJBKQ��7E>Q�
TFII�QEBV�ABJ>KA�COLJ�FQ��&LO�BU>JMIB
�FJ>DFKB�
VLR�>OB�TOFQFKD�>�J>KR>I�LK�ELT�QL�RPB�>�KBT�
PJ>OQMELKBcTE>Q�>OB�VLRO�OB>ABOP�DLFKD�QL�
BUMB@Q�QL�CFKA�FK�FQ��$L�QEBV�T>KQ�QL�NRF@HIV�
CFKA�>KPTBOP�QL�PMB@FCF@�RPBO�NRBPQFLKP
�LO�AL�
QEBV�BUMB@Q�>�@LJMOBEBKPFSB�?OB>HALTK�LC�B>@E�
MELKB�CRK@QFLK��->HB�AB@FPFLKP�LK�TE>Q�OB>ABOP�
T>KQ�QL�OB>A�>?LRQ�>P�TBII�>P�TE>Q�QEBV�AL�KLQ�
T>KQ�QL�OB>A�>?LRQ��
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]� �C:BC@3�/<2�D/:C3A��4EB�AFCCBOBK@B�?BQTBBK�
@RIQROB�>KA�S>IRBP�@>K�?B�AFCCF@RIQ�QL�ABCFKB
�?RQ�
?LQE�FKCIRBK@B�ELT�>K�>RAFBK@B�>MMOL>@EBP�KBT�
FAB>P��Culture consists of the shared beliefs, 
attitudes, behaviors, values, and assumptions 
shared by an identified group of people. )Q�FP�
TE>Q�PBQP�>�DOLRM�>M>OQ�COLJ�LQEBOP��Values�>OB�
QEB�ABBMIV�EBIA�MOFK@FMIBP�QE>Q�DRFAB�QELRDEQP�
>KA�>@QFLKP��4EFKH�LC�culture�>P�QEB�PL@F>I�
AVK>JF@�QE>Q�PBQP�QEB�QLKB
�>KA�values�>P�QEB�?V�
MOLAR@QP�LC�QEB�@RIQROB�QE>Q�>CCB@Q�AB@FPFLKP��

7EBK�>K>IVWFKD�QEB�OB>ABOgP�@RIQROB
�OBJBJ?BO�QEBPB�CFSB�
QEFKDP��

]� )Q�FP�IB>OKBA��4EB�@LKP@FLRP�>KA�RK@LKP@FLRP�
IB>OKFKD�TB�RKABODL
�LSBO�QFJB
�QROKP�FKQL�
?BIFBCP�QE>Q�TB�@LKPFABO�QL�?B�S>IFA��7B�QEBK�
QB>@E�B>@E�LQEBO�QE>Q�QEBPB�?BIFBCP�>OB�@RIQRO>I�
KLOJP��4EBV�>OB�BUMOBPPBA�FK�LRO�A>FIV�IFSBP�>P�
?BE>SFLOP�>KA�>@QFLKP��

]� )Q�FP�PE>OBA��!IQELRDE�VLR�J>V�QEFKH�LC�VLROPBIC�
>P�>K�FKAFSFAR>I
�VLR�PE>OB�?BIFBCP
�OFQR>IP
�
@BOBJLKFBP
�QO>AFQFLKP
�>KA�>PPRJMQFLKP�TFQE�
MBLMIB�TEL�DOBT�RM�LO�IFSB�FK�PFJFI>O�@RIQRO>I�
?>@HDOLRKAP��

]� )Q�FP�AVK>JF@��#RIQROB�FP�AVK>JF@�>KA�@LJMIBU��
#RIQROB�FP�CIRFA�O>QEBO�QE>K�PQ>QF@
�TEF@E�JB>KP�
QE>Q�@RIQROB�@E>KDBP�BSBOV�A>V
�FK�PR?QIB�>KA�
Q>KDF?IB�T>VP��)Q�FP�FJMLOQ>KQ�QL�M>V�>QQBKQFLK�QL�
QEB�@RIQRO>I�@LKQBUQ�LC�>�@LJJRKF@>QFLK�QL�
RKABOPQ>KA�QEB�ABMQEP�LC�FQP�AVK>JF@�MOLMBOQFBP��

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

]� )Q�FP�PVJ?LIF@��3VJ?LIP�>OB�?LQE�SBO?>I�>KA�
KLKSBO?>I�FK�CLOJ�TFQEFK�@RIQRO>I�PVPQBJP
�>KA�
QEBV�E>SB�>�RKFNRB�T>V�LC�IFKHFKD�ERJ>K�?BFKDP�
QL�B>@E�LQEBO��(RJ>KP�@OB>QB�JB>KFKD�?BQTBBK�
PVJ?LIP�>KA�TE>Q�QEBV�OBMOBPBKQ��>P�>�OBPRIQ
�
AFCCBOBKQ�FKQBOMOBQ>QFLKP�LC�>�PVJ?LI�@>K�L@@RO�
FK�AFCCBOBKQ�@RIQRO>I�@LKQBUQP��	3BB�@E>MQBO���CLO�
>K�FK�ABMQE�AFP@RPPFLK�LK�@RIQRO>I�AFSBOPFQV�>KA�
QB@EKF@>I�TOFQFKD
�

4EBOB� >OB� QTL� IBSBIP� LC� @RIQROB� >KA� S>IRBP� VLR� PELRIA�
@LKPFABO��personal�>KA�corporate��Personal culture�J>V�?B�
@OB>QBA� ?V� PE>OBA� OBIFDFLK
� O>@B
� BQEKF@FQV
� OBDFLK
� >KA�LO�
PL@F>I� DOLRMP�� !� @I>PPF@� BU>JMIB� FP� QEB� @RIQROB� TFQEFK� >�
OBIFDFLRP� DOLRMcQEFP�@>K� IB>A�QL�PMB@FCF@� QVMBP�LC�AOBPP
�
I>KDR>DB
�>KA�@BIB?O>QFLKP��Personal values�>OB�QEB�?BIFBCP�
EBIA�?V�QEB�FKAFSFAR>I
�?RQ�QEBV�>OB�FKCIRBK@BA�?V�@RIQROB�>P�
TBII�>P�LQEBO�C>@QLOP��

#LOMLO>QB�@RIQROB�>KA�S>IRBP�>OB�PFJFI>O
�?RQ�LK�>�JF@OL�
IBSBI��Corporate culture�FP�@OB>QBA�?V�QEB�BJMILVBBP�>KA�
ELT�QEBV�FKQBO>@Q��7FQEFK�>�@LJM>KV
�AFCCBOBKQ�ABM>OQJBKQP�
J>V�E>SB�QEBFO�LTK�@RIQROBP
�FK�>AAFQFLK�QL�QEB�@LJM>KVgP�
@LIIB@QFSB� @RIQROB��Corporate values� >OB� PBQ� ?V� QEB�
@LJM>KV
� >KA� >OB� LCQBK� OBCIB@QBA� FK� QEBFO� JFPPFLK�
PQ>QBJBKQP
� MLIF@FBP
� >KA� LQEBO� PQOR@QROBP�� 4EBPB� >OB� QEB�
MOFK@FMIBP� QE>Q� DRFAB� QEB� @LJM>KVgP� AB@FPFLKP� >KA� DL>IP��
7EBK� @LKPFABOFKD� @RIQROB� >KA� S>IRBP
� FABKQFCV� ?LQE�
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MBOPLK>I� >KA� @LOMLO>QB� C>@QLOP� TEF@E� @>K� FKCIRBK@B� QEB�
OB>ABO��

]� /QEBO�ABJLDO>MEF@�@E>O>@QBOFPQF@P��/C�@LROPB�
QEBOB�>OB�J>KV�LQEBO�@E>O>@QBOFPQF@P�>?LRQ�VLRO�
OB>ABOP�QE>Q�JFDEQ�FKCIRBK@B�ELT�VLR�PELRIA�
ABPFDK�>KA�TOFQB�VLRO�AL@RJBKQcCLO�BU>JMIB
�
>DB�DOLRMP
�QVMB�LC�OBPFABK@B
�>OB>�LC�OBPFABK@B
�
DBKABO
�MLIFQF@>I�MOBCBOBK@BP
�>KA�PL�LK��&LO�
BU>JMIB
�FC�VLR�TOFQB�>�MOLMLP>I�QL�O>FPB�D>P�
Q>UBP�?V������QL�CRKA�PMBBA?RJMP�FK�
KBFDE?LOELLA�PQOBBQP
�VLR�TFII�KBBA�QL�@LKPFABO�
QEB�KBFDE?LOELLAgP�E>?FQP�	AL�JLPQ�OBPFABKQP�
AOFSB
�T>IH
�LO�Q>HB�MR?IF@�QO>KPMLOQ>QFLK�

�QEB�
>DB�LC�OBPFABKQ�	LIABO�OBPFABKQP�>OB�LCQBK�LK�>�
CFUBA�?RADBQ��VLRKDBO�OBPFABKQP�J>V�QEFKH�
PMBBA?RJMP�>OB�>�KLKFPPRB

�MLIFQF@>I�MOBCBOBK@B�
	PLJB�@LRIA�?B�>D>FKPQ�FKCO>PQOR@QROB�PMBKAFKD

�
>KA�LQEBO�NR>IFQFBP��

+501�* ->5-.585@E�5:�-:��A051:/1�

9LR�J>V�OB>IFWB�QE>Q
�>IQELRDE�VLR�E>SB�>K�>RAFBK@B�QE>Q�
CFQP�FKQL�LKIV�LKB�@>QBDLOV
�FQP�?>@HDOLRKA�S>OFBP�TFABIV��
)C�VLR�TOFQB�QL�QEB�ILTBPQ�@LJJLK�ABKLJFK>QLO�LC�OB>ABO
�
VLR�>OB�IFHBIV�QL�BKA�RM�TFQE�>�@RJ?BOPLJB
�QBAFLRP
�?LLH�
IFHB� OBMLOQ� QE>Q� TFII� QROK� LCC� QEB� J>GLOFQV� LC� OB>ABOP��
(LTBSBO
� FC� VLR� AL� KLQ� TOFQB� QL� QE>Q� ILTBPQ� IBSBI
� VLR�
ILPB�QE>Q�PBDJBKQ�LC�OB>ABOP��)K�QEFP�PFQR>QFLK
�JLPQ�TOFQBOP�
@LJMLPB� CLO� QEB� J>GLOFQV� LC� OB>ABOP� >KA� P>@OFCF@B� QEB�
JFKLOFQV�OB>ABOP��/QEBOP�MRQ�QEB�PRMMIBJBKQ>I�FKCLOJ>QFLK�
FK� >MMBKAFUBP� LO� FKPBOQ� @OLPP�OBCBOBK@BP� QL� ?BDFKKBOPg�
?LLHP��

�
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!RAFBK@B�!K>IVPFP�0O>@QF@B�

!�RKFSBOPFQV�ELIAP�LMBK�JLKQEIV�JBBQFKDP�CLO�MLQBKQF>I�
PQRABKQP�QL�DBQ�FKCLOJ>QFLK�>?LRQ�QEB�RKFSBOPFQV
�ABDOBBP�
>S>FI>?IB
�>KA�LQEBO�@>JMRP�LMMLOQRKFQFBP��&LO�QEB�
RKFSBOPFQV
�QEB�JBBQFKDgP�MROMLPB�FP�QL�MBOPR>AB�MOLPMB@QFSB�
PQRABKQP�QL�>MMIV
�QERP�FK@OB>PFKD�BKOLIIJBKQ��4EB�
RKFSBOPFQV�>IPL�S>IRBP�AFSBOPFQV�FK�QEBFO�PQRABKQ�MLMRI>QFLKP
�
>KA�T>KQP�QL�BK@LRO>DB�>MMIF@>QFLKP�COLJ�MBLMIB�LC�
AFCCBOBKQ�?>@HDOLRKAP�>KA�>DBP��

��� 7E>Q�QVMBP�LC�MLQBKQF>I�PQRABKQP�J>V�>QQBKA�
QEFP�JBBQFKD��7E>Q�>OB�PLJB�LC�QEBFO�
@E>O>@QBOFPQF@P��

��� 7E>Q�>OB�PLJB�C>@QLOP�QE>Q�@LRIA�FKCIRBK@B�
QEBPB�MLQBKQF>I�PQRABKQPg�AB@FPFLK�QL�>QQBKA�QEB�
RKFSBOPFQV��

��� )J>DFKB�QE>Q�?LQE�QO>AFQFLK>I�PQRABKQP�
	VLRKDBO
�E>SB�KLQ�>QQBKABA�@LIIBDB
�>KA�
KLKQO>AFQFLK>I�PQRABKQP�	LIABO
�J>V�>IOB>AV�E>SB�
>�ABDOBB�LO�VB>OP�LC�TLOH�BUMBOFBK@B
�>OB�FK�
>QQBKA>K@B��(LT�@LRIA�QEBFO�?>@HDOLRKA
�KBBAP
�
>QQFQRABP
�@RIQRO>I�>KA�S>IRBP�>KA�LO�
ABJLDO>MEF@�@E>O>@QBOFPQF@P�AFCCBO��7E>Q�TLRIA�
?B�QEB�?BPQ�>MMOL>@E�CLO�QEB�JBBQFKD�
@LLOAFK>QLO�QL�MBOPR>AB�QEFP�QVMB�LC�JFUBA�
>RAFBK@B��7EV�AL�VLR�QEFKH�PL��

&FDROB����!RAFBK@B�!K>IVPFP�0O>@QF@B�!@QFSFQV�
�
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�����0-<@�, ;A>�+>5@5:3�@;�!11@�,;A>�
�A051:/1 I?�"110?�

/K@B�VLR�E>SB�FABKQFCFBA�>KA�>K>IVWBA�VLRO�>RAFBK@B
�ELT�
AL� VLR� RPB� QEFP� FKCLOJ>QFLK�� (LT� AL� VLR� HBBM� COLJ�
TOFQFKD� PLJBQEFKD� QE>Q� J>V� MLQBKQF>IIV� PQFII� ?B�
FK@LJMOBEBKPF?IB� LO� RPBIBPP� QL� VLRO� OB>ABOP�� $O>CQ� VLRO�
AL@RJBKQ� TFQE� VLRO� >RAFBK@BgP� KBBAP� FK� JFKA
� ?RQ�
OBJBJ?BO� QE>Q� TOFQFKD� @>K� ?B� OBCFKBA� LSBO� J>KV� AO>CQP��
7 FQE� B>@E� PR?PBNRBKQ� AO>CQ
� QEFKH� JLOB� @>OBCRIIV� >?LRQ�
VLRO� OB>ABOP
� >KA� OBSFPB� >KA� BAFQ� VLRO� AL@RJBKQ� PL� QE>Q�
VLR�J>HB�QB@EKF@>I�FKCLOJ>QFLK�JLOB�RKABOPQ>KA>?IB�CLO�
PMB@FCF@�>RAFBK@BP��

4EB�CLIILTFKD�IFPQ�@LKQ>FKP�PLJB�PQO>QBDFBP�QL�EBIM�VLR�
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J>HFKD�VLRO�AL@RJBKQ�MOLCBPPFLK>I�>KA�B>PV�QL�OB>A��

�
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�4-<@1>�'E:;<?5?�

4EFP� @E>MQBO� @LSBOP� PLJB� LC� QEB� CRKA>JBKQ>IP� LC� QB>J�
TLOH��!CQBO�FKQOLAR@FKD�QEB�FJMLOQ>K@B�>KA�MOBS>IBK@B�LC�
QB>J� TLOH� FK� QEB� MOLCBPPFLK>I� TLOIA� >KA� TLOHMI>@B
� QEB�
@E>MQBO�ABP@OF?BP�ELT�?BPQ�QL�?RFIA�QB>JP�>KA�BKPROB�QE>Q�
QEBV�ORK�PJLLQEIV��/KB�LC�QEB�CFOPQ�QEFKDP�>�QB>J�KBBAP�QL�
AL�FP� Q>HB� >K�FKSBKQLOV� LC�B>@E� JBJ?BOgP�NR>IFCF@>QFLKP��
!PPBPPFKD� NR>IFCF@>QFLKP� >IILTP� QB>JP� QL� ?BQQBO� >PPFDK�
OLIBP
�PLJB�LC�TEF@E�>OB�ABP@OF?BA�FK�QEFP�@E>MQBO�� /K@B�
QEB� QB>J� E>P� ?BBK� ?RFIQ� >KA� BSBOVLKB� HKLTP� QEBFO� OLIBP
�
QEB� MI>KKFKD� PQ>DB� ?BDFKP� b� PMB@FCF@� OBPMLKPF?FIFQFBP� >OB�
>IIL@>QBA� >JLKD� QEB� DOLRM� JBJ?BOP� QL� ?BPQ� CFQ� QEBFO�
NR>IFCF@>QFLKP
�QEB�DOLRM�TOFQBP�LRQ�>�P@EBARIB
�>KA�MI>KP�
CLO� >KV� MOL?IBJP� QE>Q� J>V� >OFPB� BFQEBO� TFQEFK� LO� LRQPFAB�
QEB�DOLRM��4EB�@E>MQBO� BKAP�TFQE�>�KRJ?BO�LC�QFMP�CLO�>�
PR@@BPPCRI�QB>J�MOLGB@Q��

��
��:@>;0A/@5;:�

#LII>?LO>QFLK� FP� >� KB@BPP>OV� Q>PH� FK� JLPQ� TLOHMI>@BP��
#LII>?LO>QFSB�TOFQFKD�FP�LKB�LC�QEB�@LJJLK�T>VP�MBLMIB�
FK� QEB� TLOIAP� LC� ?RPFKBPP
� DLSBOKJBKQ
� P@FBK@B
� >KA�
QB@EKLILDV� E>KAIB� I>ODB� TOFQFKD� MOLGB@QP�� )K� QEB�
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MOLCBPPFLK>I�>KA�P@ELI>OIV�TLOIAP
�>�ILQ�LC�QFJB
�OBPB>O@E
�
>KA�BKBODV�E>SB�?BBK�ABSLQBA�QL�RKABOPQ>KAFKD�ELT�QB>JP�
TLOH
�>KA�ELT�QL�J>HB�QEBJ�TLOH�JLOB�BCCB@QFSBIV��4EBOB�
FP� >K� BKQFOB� FKARPQOV� ABSLQBA� QL� >PPFPQFKD� @LJM>KFBP� >KA�
LOD>KFW>QFLKP� QL� DBQ� QEB� JLPQ� LRQ� LC� QB>JTLOH�� )K� VLRO�
@>OBBO
� VLR� >OB� JLOB� QE>K� IFHBIV� QL� BK@LRKQBO� PFQR>QFLKP�
TEBOB�VLR�E>SB�QL�TLOH
�>KA�TOFQB
�@LII>?LO>QFSBIV��4EFP�
@E>MQBO�>FJP�QL�EBIM�VLR�ABSBILM�QEB�HKLTIBADB�>KA�PHFIIP�
QL�TLOH�BCCB@QFSBIV�FK�DOLRMP��

3LJB� MBLMIB� AFPIFHB� DOLRM� TLOH� ARB� KBD>QFSB� M>PQ�
BUMBOFBK@BP�� 4EBV� J>V� ?B� QEB� MBOPLK� TEL� PBBJP� QL� AL�
JLOB� TLOH� QE>K� LQEBOP
� QEBV� J>V� AFPIFHB� E>SFKD� QL� OBIV�
LK�>KLQEBO�MBOPLK�QL�CLIILT�QEOLRDE
�LO�J>V?B�QEBV�CBBI�FQ�
T>P�AFCCF@RIQ�QL�MRII�QLDBQEBO�PL�J>KV�FAB>P�COLJ�PL�J>KV�
MBLMIB��/QEBOP�AL�KLQ�JFKA�FQ��4EBV�J>V�E>SB�E>A�MLPFQFSB�
BUMBOFBK@BP� >KA� PBB� QEB� S>IRB� FK� DOLRM� TLOH�� )K� C>@Q
� FC�
ALKB� @LOOB@QIV
� @LII>?LO>QFLK� @>K� ?B� >K� BCCB@QFSB� QLLI� QL�
DBQQFKD�TLOH�ALKB��

4E>KHP�QL�BSBO�BJBODFKD�KBT�QB@EKLILDFBP
�TOFQBOP�@>K�
@LII>?LO>QB� FK� BU@FQFKD� KBT� T>VP�� 5PFKD� QLLIP� PR@E� >P�
'LLDIB� $L@P
� TOFQBOP� @>K� TLOH� LK� QBUQP� PVK@EOLKLRPIV�
BSBK� TEBK� QEBV� >OB� PBM>O>QBA� ?V� @LKQFKBKQP� >KA� L@B>KP��
5PFKD� AFP@RPPFLK� CLORJP
� JRPF@F>KP� @>K� BU@E>KDB� >KA�
OBJFU�@ELOAP�TFQE�LQEBO�>OQFPQP�COLJ�>OLRKA�QEB�TLOIA��6F>�
3HVMB
�TOFQBOP�@>K�Q>IH�TFQE�LKB�>KLQEBO�>P�QEBV�@LII>?LO>QB�
FK�>�PE>OBA�TEFQB�PM>@B��!KA�QEBK�QEBOB�FP�7FHFMBAF>
�LKB�
LC� QEB� JLPQ� PR@@BPPCRI� @LII>?LO>QFSB� TOFQFKD� MOLGB@Q� BSBO�
@LK@BFSBA�>KA�BUB@RQBA��#IB>OIV
�DLLA�@LII>?LO>QFLK�PHFIIP�
>OB�JLOB�FJMLOQ>KQ�KLT�QE>K�BSBO�?BCLOB��

)K� LRO� B�@RIQROB
� ?BFKD� >� PR@@BPPCRI� @LII>?LO>QLO� FP�
@OR@F>I� QL� PR@@BPP�� 4LA>VgP� TLOHBOP� RPB� JRIQFMIB� JBAF>�
QL�PE>OB�>KA�@LKPQOR@Q�JB>KFKD��4LA>VgP�TLOHBOP�JRPQ�?B�
PVJ?LI�>K>IVPQP�>KA�>OB�BPMB@F>IIV�PL@F>I�FK�QBOJP�LC�ELT�
QEBV�@LJJRKF@>QB�>KA�IB>OK��
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7EBK� QEB� CFOPQ� @>SB� J>K� PQ>OQBA� ALLAIFKD� LK� >� PQLKB�
@>KS>P
� EB� MOL?>?IV� E>A� @LIIB>DRBP� ILLHFKD� LSBO� EFP�
PELRIABO
�PRDDBPQFKD�QE>Q�EB�ELIA�QEB�?ORPE�>�AFCCBOBKQ�T>V
�
JFU�QEB�M>FKQ�AFCCBOBKQIV
�MBOE>MP�J>HB�QEB�?RCC>IL�>MMB>O�
CFBO@BO
� >KA� PL� LK�� ->KV� MBLMIB� CFKA� AFP@RPPFLKP� TFQE�
QORPQBA�@LIIB>DRBP�QL�?B�>K�FKS>IR>?IB�T>V�QL�ABSBILM�>KA�
MLIFPE� FAB>P�� 0OLCBPPFLK>IP� FK� JLPQ� AFP@FMIFKBP
� CLO�
BU>JMIB
�>QQBKA�@LKCBOBK@BP�PL�QE>Q�QEBV�@>K�AFP@RPP�FAB>P�
TFQE� @LIIB>DRBP� >KA� IB>AFKD� OBPB>O@EBOP�� 7OFQBOP� FK�
?RPFKBPP�>KA�P@FBKQFCF@�@LKQBUQP�@LJJLKIV�TLOH�FK�QB>JP�
TFQE� FKAFSFAR>IP� OBPMLKPF?IB� CLO� QEBFO� >OB>P� LC� BUMBOQFPB
�
PR@E� >P� J>OHBQFKD� I>KDR>DB
� >RAFBK@B
� CFK>K@B
� OBPB>O@E
�
>KA� BAFQFKD�� 3LJB� >RQELOP� AL� KLQ� CBBI� @LJCLOQ>?IB�
?BDFKKFKD� >� KBT� MOLGB@Q� RKQFI� QEBV� E>SB� AFP@RPPBA� QEBFO�
FAB>P�TFQE�LQEBOP��3R@@BPPCRI�TOFQBOP�AL�KLQ�T>FQ�RKQFI�QEBV�
E>SB� @LJMIBQBA� >� MOLGB@Q� ?BCLOB� PBBHFKD� @LKPQOR@QFSB�
@OFQF@FPJ��)KPQB>A
�QEBV�PE>OB�B>OIV�AO>CQP�TFQE�@OFQF@P��

4EFP�@E>MQBO�TFII�MOLSFAB�FKCLOJ>QFLK�>KA�OBPLRO@BP�QL�
EBIM�VLR�J>PQBO�@LII>?LO>QFLK�PHFIIP��

�����A5805:3�-�( 1-9�

)K� QEB� ����P� QEB� MPV@ELILDFPQ� "OR@B� 4R@HJ>K� ABP@OF?BA�
CLRO�PQ>DBP�LC�QB>J�?RFIAFKD��&LOJFKD
�3QLOJFKD
�.LOJFKD
�
>KA� 0BOCLOJFKD�� 7EFIB� QEBOB� E>P� ?BBK� >� ILQ� LC� OBPB>O@E�
PFK@B�QEBK�LK�QB>J�CLOJ>QFLK
� 4R@HJ>KgP�PQ>DBP�>OB�PQFII�
LCQBK� @LKPFABOBA� QEB� ?BK@EJ>OH� CLO� QB>J� ?RFIAFKD�� 9LR�
@>K� CFKA� >KV� KRJ?BO� LC� >OQF@IBP
� ?LLHP
� >KA� SFABLP� QE>Q�
BI>?LO>QB� LK� 4R@HJ>KgP� OBPB>O@E�� &LO� >� NRF@H� LSBOSFBT
�
E>SB� >� ILLH� >Q� QEFP� -FKA� 4LLIP� >OQF@IB� >KA� ?OFBC� SFABL��
d&LOJFKD
� 3QLOJFKD
� .LOJFKD
� >KA� 0BOCLOJFKD��
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5KABOPQ>KAFKD�QEB�3Q>DBP�LC�4B>J�&LOJ>QFLKe�
�
�?BCLOB�VLR�

OB>A�QEB�OBPQ�LC�QEFP�@E>MQBO��
�

!K� FKQBO>@QFSB� LO� JBAF>� BIBJBKQ� E>P� ?BBK�
BU@IRABA� COLJ� QEFP� SBOPFLK� LC� QEB� QBUQ�� 9LR� @>K�
SFBT� FQ� LKIFKB� EBOB��

https://open.library.okstate.edu/
technicalandprofessionalwriting/?p=22 

�
)C� VLR� @>K� @ELLPB� VLRO� M>OQKBOP� CLO� >� @LII>?LO>QFSB�

MOLGB@Q
�FQ�FP�QBJMQFKD�QL�@ELLPB�COFBKAP�>KA�LO�MBLMIB�TFQE�
PFJFI>O� ?>@HDOLRKAP� >P� VLROPBIC�� )C� QEB� MOLGB@Q� FP� ABBMIV�
AFP@FMIFKB�PMB@FCF@
�QEFP�J>V�?B�>�DLLA�FAB>��7LOHFKD�TFQE�
COFBKAP�>KA�@ILPB�@LIIB>DRBP� @>K�EBIM�B>PB�QEB�>THT>OA
�
B>OIV� PQ>DBP� LC� >� MOLGB@Q�� (LTBSBO
� MOLGB@QP� QE>Q� OBNRFOB�
QB>JP� LCQBK� FK@IRAB� >PMB@QP� COLJ� JRIQFMIB� CFBIAP� >KA�
AFP@FMIFKBP��

7EBK� VLR� ?BDFK� MF@HFKD� QB>J� JBJ?BOP� CLO� >� TOFQFKD�
MOLGB@Q�FK�>�QB@EKF@>I�TOFQFKD�@LROPB
�VLR�PELRIA�@LKPFABO�
@ELLPFKD�MBLMIB�TFQE�AFCCBOBKQ�?>@HDOLRKAP�>KA�FKQBOBPQP��
*RPQ� >P� >� AFSBOPB
� TBII�OLRKABA� ?>@HDOLRKA� CLO� >K�
FKAFSFAR>I� TOFQBO� FP� >K� >AS>KQ>DB
� >� DOLRM� LC� AFSBOPB�
FKAFSFAR>IP�J>HBP�CLO�>�TBII�OLRKABA�TOFQFKD�QB>J�� !P�>�
PFAB�KLQB
�FQ�FP�KBSBO�>�DLLA�FAB>�QL�TLOH�FK�>�QB>J�TFQE�>�
OLJ>KQF@�M>OQKBO��)Q�@>K�?B�>KKLVFKD�>KA�>THT>OA�CLO�QEB�
OBPQ�LC�QEB�QB>J�QL�T>Q@E�>P�VLR�>KA�VLRO�M>OQKBO�@>KLLAIB�
LO�?F@HBO��!KA�JLABOK�OLJ>K@B�PR@E�>P�FQ�FP
�KLQEFKD�@>K�
A>J>DB� >� QB>J� NRF@HBO� QE>K� >� OLJ>KQF@� ?OB>H�RM� FK� QEB�
JFAAIB�LC�>�MOLGB@Q��

!Q�QEB�P>JB�QFJB
�@LII>?LO>QLOP�@>K�?B@LJB�L?PQ>@IBP
�
OBNRFOFKD� @LKPQ>KQ� PRMBOSFPFLK�� )K� DOLRM� PFQR>QFLKP
� LQEBO�
PQRABKQP�@>K�C>FI�QL�>QQBKA�@I>PPBP�LO�LRQ�LC�@I>PP�JBBQFKDP��
QEBV�@>K�FDKLOB�VLRO�BCCLOQP�>KA�GRPQ�CL@RP�LK�QEBFO�LTK�

�� �EQQMP���TTT�JFKAQLLIP�@LJ�M>DBP�>OQF@IB�KBT,$2=���EQJ�

46   Michael Beilfuss, Staci Bettes, and Katrina Peterson

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


JFPPFLKP� LO� SFPFLKP� >?LRQ� T>VP� AL@RJBKQP� PELRIA� ?B�
TOFQQBK��7EBK�@LII>?LO>QLOP�AL�KLQ�AL�QEBFO�GL?
�QEBV�@>K�
?B@LJB�>K�>KKLV>K@BbGRPQ�>KLQEBO�L?PQ>@IB�O>QEBO�QE>K�>�
PRMMLOQ�>KA�>K�FKPMFO>QFLK�QL�@LIIB>DRBP��

4EB�TELIB�QORIV�@>K�?B�I>ODBO�QE>K�QEB�PRJ�LC�FQP�M>OQP��
4EOLRDE�@LII>?LO>QFLK
�TB�@>K�MOLAR@B�AL@RJBKQP�QE>Q�TB�
>ILKB�@LRIA�KLQ�FJ>DFKB��#LII>?LO>QLOP�@>K�FKPMFOB�RP
�HBBM�
RP�LK�Q>PH
�>KA�EBIM�RP�LSBO@LJB�?IFKA�PMLQP��

$RB�QL�QEB�J>KV�MLQBKQF>I�MOL?IBJP�TFQE�QB>JTLOH
�FQ�
FP�@OR@F>I�>Q�QEB�?BDFKKFKD�LC�>KV�QB>J�MOLGB@Q�QL�AL�QEB�
CLIILTFKD��

]� !OQF@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�JBJ?BO�

%A-85L/-@5;:?�

!P� >� CFOPQ� PQBM
� VLR� T>KQ� QL� FABKQFCV� >KV� PQOBKDQEP� >KA�
TB>HKBPPBP�� 4EBOB� >OB� >Q� IB>PQ� QTL� T>VP� QL� QEFKH� >?LRQ�
NR>IFCF@>QFLKP�� ��� HKLTIBADB
� PHFIIP
� >KA� >?FIFQFBP
� >KA� ���
MBOPLK>IFQV�QVMBP��

4EB� CFOPQ� >PMB@QcHKLTIBADB
� PHFIIP
� >KA� >?FIFQFBPcFP�
MOBQQV�PQO>FDEQCLOT>OA��4EB�BKDFKBBO�FK�VLRO�DOLRM�PELRIA�
TLOH� LK� QEB� BKDFKBBOFKD� >PMB@Q
� QEB� >@@LRKQ>KQ� PELRIA�
TLOH�LK�QEB�CFK>K@F>IP
�QEB�I>TVBO�PELRIA�TLOH�LK�QEB�IBD>I�
J>QQBOP
�>KA�VLR�T>KQ�QEB�J>OHBQBO�QL�TLOH�LK�02��7EBK�
TOFQFKD�MOLMLP>IP�CLO�BUQBOK>I�@IFBKQP�	>KA�PLJBQFJBP�BSBK�
FKQBOK>I�MOLMLP>IP
�VLR�J>V�?B�>PHBA�QL�FK@IRAB�O\PRJ\P�LC�
B>@E�LC�QEB�QB>J�JBJ?BOP��4EFP�FP�QL�EBIM�ABJLKPQO>QB�QEB�
DOLRMgP�PQOBKDQEP�QEOLRDE�FQP�BUMBOQFPB�>KA�AFSBOPFQV��

4EB� PB@LKA� >PMB@Q� LC� NR>IFCF@>QFLKP� FP� MBOE>MP� >� IFQQIB�
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CRWWFBO�>KA�E>P�QL�AL�TFQE�FKQBOMBOPLK>I�OBI>QFLKP��!�OB@BKQ�
PQRAV�?V� 'LLDIB�CLRKA�QE>Q�dMPV@ELILDF@>I�P>CBQVe�b�QE>Q�
dQB>J� JBJ?BOP�CBBI�P>CB�QL�Q>HB�OFPHP�>KA�?B�SRIKBO>?IB�
FK� COLKQ� LC� LQEBOPe� b� FP� QEB� JLPQ� FJMLOQ>KQ� @E>O>@QBOFPQF@�
LC� BCCB@QFSB� QB>JP�

�
�/KB� @>K� LKIV� CBBI� P>CB� FK� >� DOLRM� FC�

QEBV� >OB� @LJCLOQ>?IB� TFQE� QEB� LQEBO� QB>J� JBJ?BOPg�
MBOPLK>IFQFBP��

!OQF@RI>QFKD� MBOPLK>IFQV� PHFII� PBQP� @>K� EBIM� AFSFAB� QEB�
TLOH�JLPQ�BCCB@QFSBIV
�>KA�EBIM�>SLFA�RKKB@BPP>OV�@LKCIF@Q�
>KA�@LKCOLKQ>QFLK��&LO�BU>JMIB
�FC�PLJBLKB�FK�QEB�DOLRM�
FP�SBOV�PL@F>I�>KA�LRQDLFKD
�QEBV�JFDEQ�?B�QEB�?BPQ�MBOPLK�
QL� PQLM� MBLMIB� LK� @>JMRP� QL� >PH� QEBJ� PROSBV� NRBPQFLKP��
)C�PLJBLKB�FK�QEB�DOLRM�FP�>�@>OBCRI� IFPQBKBO
�QEBV�PELRIA�
MOL?>?IV� ?B� LKB� LC� QEB� MBLMIB� TEL� Q>IHP� QL� @IFBKQP� LO�
BUMBOQP�� )C� LKB� LC� QEB� QB>J� JBJ?BOP� FP� JLOB� PQRAFLRP
�
LO� FKQBOKBQ� P>SSV
� MBOE>MP� QEBV� PELRIA� @LJMIBQB� JLOB�
PB@LKA>OV�OBPB>O@E��4EB�-BVBOP�"OFDDP�QBPQ�>@QFSFQV�>Q�QEB�
BKA� LC� QEFP� @E>MQBO� J>V� ?B� >� DLLA� JBQELA� QL� ?BDFK� QL�
RKABOPQ>KA�MBOPLK>IFQV�QVMBP�>KA�ELT�QL�?BPQ�E>OKBPP�QEBFO�
PQOBKDQEP��

&;81?�

/K@B�QEB�DOLRM�E>P�@LJMIBQBA�>K�ELKBPQ�>PPBPPJBKQ�LC�FQP�
PQOBKDQEP�>KA�TB>HKBPPBP
�VLR�@>K�JLSB�LK�QL�ABQBOJFKB�
QEB�OLIBP�CLO�B>@E�JBJ?BO��Roles�>OB�PIFDEQIV�AFCCBOBKQ�COLJ�
responsibilities�� 2LIBP� ABP@OF?B� B>@E� FKAFSFAR>IgP� DBKBO>I�
MROMLPB�>KA�ARQV�LK�>�QB>J��)Q�ABPFDK>QBP�QEBFO�J>FK�>OB>P�
LC�@LK@BOK��/K�QEB�LQEBO�E>KA
�OBPMLKPF?FIFQFBP�OBCBO�QL�QEB�
PMB@FCF@�Q>PHP�B>@E�JBJ?BO�TFII�@LJMIBQB��

4L�RPB�>�PMLOQP�>K>ILDV�b�QEB�MLPFQFLK�VLR�MI>V�LK�>�QB>J�

�� �EQQMP����OBTLOH�TFQEDLLDIB�@LJ�DRFABP�RKABOPQ>KAFKD�QB>J�BCCB@QFSBKBPP�
PQBMP�FABKQFCV�AVK>JF@P�LC�BCCB@QFSB�QB>JP���4EFP�FP�>�DOB>Q�OBPLRO@B�QL�
IB>OK�JLOB�>?LRQ�BCCB@QFSB�DOLRM�AVK>JF@P��
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FP�VLRO�OLIB
�?RQ�QEB�PMB@FCF@�OBPMLKPF?FIFQFBP�AROFKD�>�D>JB�
TFII�LCQBK�PEFCQ
�PLJBQFJB�COLJ�MI>V�QL�MI>V�LO�BSBK�TFQEFK�
>�MI>V�� )K�CLLQ?>II
�>�TFAB�OB@BFSBOgP�OBPMLKPF?FIFQFBP�S>OV�
DOB>QIV�b�LK�LKB�MI>V�FQ�FP�QL�DBQ�LMBK�CLO�>�OB@BMQFLK
�LK�
>KLQEBO�FQ�J>V�?B�QL�@OLPP�RM�QEB�ABCBKPB�QL�>IILT�>KLQEBO�
OB@BFSBO�QL�DBQ�LMBK�� !�TFAB�OB@BFSBO�@LRIA�?B�@>IIBA�LK�
QL�?IL@H�>�ABCBKPFSB�MI>VBO
�LO�FK�O>OB�@FO@RJPQ>K@B�BSBK�
M>PP�QEB�CLLQ?>II��3LJBQFJBP�>�TFAB�OB@BFSBO�JRPQ�FKPQ>KQIV�
PTFQ@E� QEBFO� OBPMLKPF?FIFQV� COLJ� LCCBKPB� QL� ABCBKPB
� >KA�
Q>@HIB�>K�LMMLKBKQ�TEL�GRPQ�FKQBO@BMQBA�>�M>PP��"RQ�QEB�OLIB�
LC�>�TFAB�OB@BFSBO�FP�KBSBO�IFHBIV�QL�?B�@LKCRPBA�TFQE�QEB�
OLIBP�LC�>�@BKQBO�TEL�PK>MP�QEB�?>II
�LO�>�IFKB?>@HBO�TEL�FP�
>IT>VP�ILLHFKD�QL�Q>@HIB�QEB�MBOPLK�TFQE�QEB�?>II��

%SBOV�MOLGB@Q�FP�PIFDEQIV�AFCCBOBKQ�>KA�ABJ>KAP�AFCCBOBKQ�
OLIBP�?RQ�PLJB�@LJJLK�OLIBP�FK@IRAB��

]�  3/23@��==@27</B=@�$@=831B�!/</53@��QEFP�
MBOPLK�FP�KLQ�QEB�?LPP
�?RQ�O>QEBO�QEB�MBOPLK�TEL�
J>HBP�PROB�QE>Q�BSBOVQEFKD�ORKP�PJLLQEIV��4EBV�
AL�KLQ�DFSB�LOABOP�LO�J>HB�ABJ>KAP
�?RQ�O>QEBO�
QEBV�PBOSB�QL�HBBM�QEB�DOLRM�LMBO>QFKD�>Q�FQP�?BPQ�
>KA�PQF@HFKD�QL�P@EBARIBP��

]� !=<7B=@��QEFP�JBJ?BO�HBBMP�QO>@H�LC�AB@FPFLKP�
>KA�QEBFO�LRQ@LJBP�>KA�HBBMP�>K�BVB�LRQ�CLO�>KV�
MLQBKQF>I�CI>TP�LO�@LKCIF@QP��

]� &31=@23@�"=B3�(/93@�'31@3B/@G��QEFP�MBOPLK�FP�
OBPMLKPF?IB�CLO�HBBMFKD�QEB�OB@LOAP�LC�QEB�DOLRM��
4EBV�PELRIA�?B�>?IB�QL�QBII�BSBOVLKB�TE>Q�T>P�
>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�QEB�
>PPBOQFSBKBPP�QL�PQBBO�QEB�DOLRM��
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]� �<D3AB75/B=@�&3A3/@163@��TEBQEBO�FQ�FP�QEOLRDE�
PB@LKA>OV�LO�MOFJ>OV�OBPB>O@E
�QEFP�MBOPLK�IFHBP�
QL�ILLH�CLO�>KPTBOP�QL�QEB�NRBPQFLKP�AOFSFKD�QEB�
MOLGB@Q��)K�>�?FD�MOLGB@Q
�BSBOVLKB�TFII�IFHBIV�
@LKQOF?RQB�PLJB�OBPB>O@E
�?RQ�QEFP�MBOPLK�TLRIA�
?B�QEB�LKB�TEL�AFSBP�FKQL�QEB�QLMF@P�QEB�JLPQ��

]� '>317/:7AB��LCQBK�OBCBOOBA�QL�>P�PR?GB@Q�J>QQBO�
BUMBOQP�	3-%P

�QEFP�FP�QEB�MBOPLK�TFQE�QEB�ABBM�
?>@HDOLRKA�LK�>�QLMF@��/CQBK�DOLRMP�TFII�E>SB�
PMB@F>IFPQP�FK�JLOB�QE>K�LKB�>OB>��

]� �27B=@��QEB�?BPQ�TOFQBO�TFII�LCQBK�TOFQB�QEB�IB>PQ�
>JLRKQ�LC�LOFDFK>I�@LKQBKQ�FK�>�I>ODB�MOLGB@Q�b�
O>QEBO�QEBFO�OLIB�TFII�?B�QL�BAFQ�>KA�FJMOLSB�RMLK�
BSBOVLKB�BIPBgP�TOFQFKD��4EBV�>IPL�EBIM�@OB>QB�
LKB�SLF@B�FK�AL@RJBKQP�TOFQQBK�?V�JRIQFMIB�
MBLMIB�TFQE�JRIQFMIB�TOFQFKD�PQVIBP��

]� �3A75<3@��QEB�ABPFDKBO�FP�QEB�MBOPLK�TEL�J>HBP�
PROB�>KV�AL@RJBKQP
�MOBPBKQ>QFLKP
�SFABLP
�LO�
TB?PFQBP�@OB>QBA�?V�QEB�QB>J�ILLH�>MMB>IFKD�>KA�
MOLCBPPFLK>I��!P�QEB�K>JB�FJMIFBP
�QEBV�>OB�FK�
@E>ODB�LC�DO>MEF@P�>KA�ABPFDK��

&LO� JLOB� LK� PLJB� LC� QEBPB� @LJJLK� OLIBP
� >KA� LQEBOP
�
PBB� d4EB� .FKB� "BI?FK� QB>J� 2LIBP�e�

�
�� *RPQ� IFHB� >� TFAB�

OB@BFSBO
� VLR� JFDEQ� CFKA� VLR� E>SB� QL� Q>HB� LK� >� S>OFBQV�
LC� OBPMLKPF?FIFQFBP� OBI>QBA� QL� VLRO� OLIB� >P� TBII� >P� PLJB�
OBPMLKPF?FIFQFBP� QE>Q� PBBJ� Q>KDBKQF>I� QL� VLRO� OLIB�� 9LR�
JFDEQ� >IPL� CFKA� VLR� E>SB� QL� Q>HB� LSBO� RKC>JFIF>O�
OBPMLKPF?FIFQFBP�?B@>RPB�PLJBLKB�BIPB�dAOLMMBA�QEB�?>II�e�
$BCFKFKD�OLIBP�EBIMP�BPQ>?IFPE�>@@LRKQ>?FIFQV�FK�QEB�DOLRM�
>KA�J>HBP�FQ�@IB>O�TEL�FP�FK�@E>ODB�LC�TE>Q��

�� �EQQMP���TTT�?BI?FK�@LJ�>?LRQ�?BI?FK�QB>J�OLIBP��
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/K@B� VLR� E>SB� >OQF@RI>QBA� QEB� NR>IFCF@>QFLKP� LC� B>@E�
JBJ?BO� >KA� BPQ>?IFPEBA� QEB� OLIBP
� FQ� FP� QFJB� QL� >PPFDK�
OBPMLKPF?FIFQFBP�>KA�MI>K�QEB�MOLGB@Q��4EFP�FK@IRABP�AFSFAFKD�
QEB� TLOH
� @OB>QFKD� >� P@EBARIB
� >KA� >KQF@FM>QFKD� MOL?IBJP�
	L?PQ>@IBP� >KA� @LKCIF@QP
�� 9LR� PELRIA� >IPL� >DOBB� LK� QEB�
J>FK� >SBKRB� LC� @LJJRKF@>QFLK
� >KA� @OB>QB� >K� LKIFKB�
AL@RJBKQ� >KA�LO� CLIABO� QE>Q� TFII� ?B� PE>OBA� ?V� >II� DOLRM�
JBJ?BOP��

#>MQROB�VLRO�QB>JgP�OLIBP
�OBPMLKPF?FIFQFBP
�>KA�AB@FPFLKP�
FK� >� PFJMIB� QB>J�MI>K� AL@RJBKQ�� )Q� @>K� @LKQ>FK� QEB� HBV�
A>QBP� FK� QEB� QB>J� P@EBARIB
� >� QBKQ>QFSB� LRQIFKB� LC� QEB�
AL@RJBKQ� QL� ?B� QB>J�MOLAR@BA
� CLOJ>QQFKD� >DOBBJBKQP
�
FKAFSFAR>I� TOFQBO� >PPFDKJBKQP
� TLOA�@ELF@B� MOBCBOBK@BP
�
>KA� PL� LK�� 4EB� MI>KKFKD� PQ>DBP� TFII� LCQBK� FK@IRAB� >II� LO�
JLPQ�LC�QEB�CLIILTFKD�>@QFLKP��

]� !K>IVWB�QEB�TOFQFKD�>PPFDKJBKQ�

]� 0F@H�>�QLMF@�

]� $BCFKB�QEB�OEBQLOF@>I�PFQR>QFLK�

]� "O>FKPQLOJ�>KA�K>OOLT�QEB�QLMF@�

]� #OB>QB�>K�LRQIFKB�

]� 0I>K�QEB�OBPB>O@E�	MOFJ>OV�>KA�PB@LKA>OV
�

]� 0I>K�>�PVPQBJ�CLO�Q>HFKD�KLQBP�COLJ�PLRO@BP�

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

]� !DOBB�LK�PQVIB�>KA�CLOJ>Q�NRBPQFLKP�

]� $BSBILM�>�TLOH�P@EBARIB�CLO�QEB�MOLGB@Q�>KA�
AFSFAB�QEB�OBPMLKPF?FIFQFBP�
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]� $BSBILM�>�PVPQBJ�CLO�OBPLISFKD�AFPMRQBP�

-R@E�LC�QEB�TLOH�FK�>�QB>J�TOFQFKD�MOLGB@Q�JRPQ�?B�ALKB�
?V�FKAFSFAR>I�QB>J�JBJ?BOP�LK�QEBFO�LTK��7EBK�AFSFAFKD�
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�BNR>I�
>JLRKQ�LC�PLRO@BP��

3LJB�LC�QEB�TLOH�CLO�QEB�MOLGB@Q�QE>Q�@LRIA�?B�ALKB�>P�>�
QB>J�VLR�J>V�T>KQ�QL�AL�CFOPQ�FKABMBKABKQIV��&LO�BU>JMIB
�
?O>FKPQLOJFKD
�K>OOLTFKD
�>KA�BPMB@F>IIV�LRQIFKFKD�PELRIA�
?B� @LJMIBQBA� ?V� B>@E� QB>J� JBJ?BO� LK� QEBFO� LTK�� QEBK�
DBQ�QLDBQEBO�>KA�@LJM>OB�KLQBP��+BBM�FK�JFKA�ELT�DOLRM�
AVK>JF@P�@>K�RKHKLTFKDIV�PRMMOBPP�@BOQ>FK�FAB>P�>KA�ELT�
IBPP� >PPBOQFSB� QB>J� JBJ?BOP� JFDEQ� ?B� OBIR@Q>KQ� QL�
@LKQOF?RQB�QEBFO�S>IR>?IB�FAB>P�FK�QEB�DOLRM�@LKQBUQ��)C�VLR�
KLQF@FKD� QEFP� E>MMBKFKD
� ?B� MOL>@QFSB� >KA� >PH� CLO�
BSBOVLKBgP�QELRDEQP�LO�LMFKFLKP�b�BPMB@F>IIV�QELPB�DOLRM�
JBJ?BOP�TEL�J>V�?B�EBPFQ>KQ�QL�Q>IH�LSBO�LQEBOP�b�PL�QE>Q�
DLLA�FAB>P�AL�KLQ�OBJ>FK�RKEB>OA��

!CQBO�VLR�AFSFAB�QEB�TLOH�CLO�QEB�MOLGB@Q
�TOFQB�>�CLOJ>I�
@E>OQ�LO�@>IBKA>O�>KA�AFPQOF?RQB�FQ�QL�>II�QEB�JBJ?BOP��

'/410A85:3�

%>OIV� FK� VLRO� TOFQFKD� MOLGB@Q
� PBQ� RM� >� P@EBARIB� LC� HBV�
A>QBP� >KA� AB>AIFKBP�� 4EFP� P@EBARIB� TFII� BK>?IB� VLR� >KA�
VLRO�QB>J�JBJ?BOP�QL�J>HB�PQB>AV
�LOD>KFWBA�MOLDOBPP�>KA�
@LJMIBQB� QEB� MOLGB@Q� LK� QFJB�� )Q� FP� >� DLLA� FAB>� QL� CFDROB�
>�A>V�>KA�QFJB�AROFKD�QEB�TBBH�TEBK�>II�DOLRM�JBJ?BOP�
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>OB�COBB�>KA�@>K�JBBQ
�FK�MBOPLK�LO�LKIFKB��"IL@H�LCC�QE>Q�
ELRO� BSBOV� TBBH�� "BCLOB� VLR� JBBQ
� TOFQB� LRQ� >K� >DBKA>�
QE>Q�FK@IRABP�>II�QEB�J>FK�QLMF@P�LC�AFP@RPPFLK
�FK@IRAFKD�
LIA� ?RPFKBPP
� LKDLFKD� ?RPFKBPP
� >KA� KBT� ?RPFKBPP�� 4EB�
>DBKA>�PELRIA�FK@IRAB�>�QFJB�P@EBARIB�CLO�QEB�JBBQFKD�QL�
J>HB�PROB�BSBOVQEFKD�FP�@LSBOBA�FK�QEB�QFJB�>IILQQBA�CLO�QEB�
JBBQFKD��)C�VLR�CFKA�LKB�TBBH�QE>Q�QEBOB�FP�KL�OB>I�OB>PLK�
QL�JBBQ
�VLR�@>K�@>K@BI�FQ��

!P� PELTK� FK� QEB� BU>JMIB� P@EBARIB� ?BILT� 	&FDROB� �

�
VLRO�MOLGB@Q�P@EBARIB�PELRIA�FK@IRAB�KLQ�LKIV�@LJMIBQFLK�
A>QBP�CLO�HBV�ME>PBP�LC�QEB�MOLGB@Q�?RQ�>IPL�JBBQFKD�A>QBP�
>KA�QEB�PR?GB@Q�>KA�MROMLPB�LC�QELPB�JBBQFKDP��.LQF@B�QEBPB�
ABQ>FIP�>?LRQ�QE>Q�P@EBARIB��

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

]� 3BSBO>I�JBBQFKDP�>OB�P@EBARIBA�QL�OBSFBT�QEB�
MOLGB@Q�ABQ>FIP
�PMB@FCF@>IIV
�QEB�QLMF@
�>RAFBK@B
�
MROMLPB
�PFQR>QFLK
�>KA�LRQIFKB��!P�VLR�IB>OK�
JLOB�>?LRQ�QEB�QLMF@�>KA�?B@LJB�JLOB�PBQQIBA�FK�
QEB�MOLGB@Q
�VLRO�QB>J�J>V�T>KQ�QL�@E>KDB�PLJB�
LC�QEBPB�ABQ>FIP�LO�J>HB�QEBJ�JLOB�PMB@FCF@��

]� 3BSBO>I�OLRDE�AO>CQP�>OB�P@EBARIBA��4B>J�
JBJ?BOP�MBBO�OBSFBT�B>@E�LQEBOgP�AO>CQP�LC�
FKAFSFAR>I�PB@QFLKP�>Q�IB>PQ�QTF@B
�QEB�PB@LKA�
QFJB�QL�PBB�FC�QEB�OB@LJJBKABA�@E>KDBP�E>SB�
TLOHBA��/K@B�QEB�@LJMIBQB�AO>CQ�FP�MRQ�QLDBQEBO
�
FQ�QLL�FP�OBSFBTBA�QTF@B��
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�<27D72C/:�>@=B=BG>3A�2C3� #1B=03@�

�

4B>J�JBBQFKD��CFK>IFWB�QEB�MOLQLQVMB�/@QL?BO���

2LRDE�AO>CQ�PQVIB�DRFAB�ARB� /@QL?BO���

4B>J�JBBQFKD��CFK>IFWB�PQVIB�DRFAB� /@QL?BO���

4TF@B�TBBHIV�QB>J�JBBQFKDP��MOLDOBPP���
MOL?IBJP�

/@QL?BO���
�����

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

2LRDE�AO>CQP�LC�FKAFSFAR>I�PB@QFLKP�ARB�/@QL?BO�
���

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

4B>J�JBBQFKD��AFP@RPP�OLRDE�AO>CQP
�OBSFBTP�/@QL?BO�
���

5MA>QB�LC�PQVIB�DRFAB�ARB�COLJ�3QBOIFK�/@QL?BO�
���

2BSFPFLKP�LC�OLRDE�AO>CQP�ARB�QL�OBSFBTBOP�.LSBJ?BO�
��

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

#LJMIBQBA�AO>CQP�QL�3QBOIFK��CFK>I�BAFQ�MOLLC�.LSBJ?BO�
��

4B>J�JBBQFKD��OBSFBT�@LJMIBQBA�AO>CQ�TFQE�CFK>I�
DO>MEF@P�>KA�BAFQFKD�

.LSBJ?BO�
���

#LJMIBQBA�AO>CQP�ARB�QL�*RIFB�CLO�CFK>I�MOLAR@QFLK�.LSBJ?BO�
���
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�

4B>J�JBBQFKD��FKPMB@QFLK�LC�@LJMIBQBA�MOLGB@Q�.LSBJ?BO�
���

0OLGB@Q�RMIL>A�ARB�QL�-@-ROOBV� .LSBJ?BO�
���

0>OQV�>Q�*RIFB�P� .LSBJ?BO�
���

&FDROB� ��� !� MOLGB@Q� P@EBARIB� FK� QEB� CLOJ� LC� >� PFJMIB�
Q>?IB��

�:@5/5<-@5:3�$>;.819?�-:0��;:M5/@?�

4EFKH�>?LRQ�ELT�QL�OBPLISB�QVMF@>I�MOL?IBJP�QE>Q�@>K�>OFPB�
FK� >� QB>J� MOLGB@Q� >KA� AL@RJBKQ� VLRO� QB>JgP� >DOBBJBKQP�
>?LRQ�QEBPB�J>QQBOP�FK�>�?V�I>TP�AL@RJBKQ��

]� 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�QEB�QB>J�
JBJ?BOP
�CLO�TE>QBSBO�OB>PLK
�J>V�E>SB�JLOB�
LO�IBPP�QE>K�>�C>FO�PE>OB�LC�QEB�TLOHIL>A��
4EBOBCLOB
�FQ�FP�FJMLOQ>KQ�QL�CFKA�>�T>V�QL�HBBM�
QO>@H�LC�TE>Q�B>@E�QB>J�JBJ?BO�FP�ALFKD��
0BOFLAF@�DOLRM�BS>IR>QFLKP�>KA�PBIC�>PPBPPJBKQP
�
FK@IRAFKD�ILDDFKD�ELROP�PMBKQ�LK�QEB�MOLGB@Q
�
@>K�EBIM�>@@LJMIFPE�>�DLLA�?>I>K@B�LC�TLOH��

"LQE�AROFKD�>KA�>Q�QEB�BKA�LC�QEB�MOLGB@Q
�FC�QEBOB�>OB�>KV�
MOL?IBJP
� QEB� BS>IR>QFLKP� >KA� >PPBPPJBKQP� PELRIA� J>HB�
QE>Q� C>@Q� @IB>O� >KA� BK>?IB� >� JLOB� BNRFQ>?IB� ?>I>K@FKD� LC�
QEB�TLOHIL>A��"BCLOB�QEB�BKA�LC�QEB�MOLGB@Q
�QB>J�JBJ?BOP�
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@>K�>AA�RM�QEBFO�ELROP�PMBKQ�LK�QEB�MOLGB@Q��FC�>KVLKB�E>P�
PMBKQ� >� IFQQIB� JLOB� QE>K� QEBFO� PE>OB� LC� QFJB� TLOHFKD
� QEB�
LQEBO�JBJ?BOP�@>K�J>HB�RM�CLO�FQ��3FJFI>OIV
�>P�VLR�DBQ�
ALTK�QLT>OA�QEB�BKA�LC�QEB�MOLGB@Q
�FC�FQ�FP�@IB>O�COLJ�QEB�
BS>IR>QFLKP�>KA�>PPBPPJBKQP�QE>Q�LKB�QB>J�JBJ?BOgP�TLOH�
OBPMLKPF?FIFQFBP�QROKBA�LRQ
�QEOLRDE�KL�C>RIQ�LC�QEBFO�LTK
�
QL�?B�PJ>IIBO�QE>K�QELPB�LC�QEB�LQEBOP
�QEBV�@>K�J>HB�RM�
CLO�FQ�?V�ALFKD�JLOB�LC�QEB�CFKFPE�RM�TLOH�PR@E�>P�QVMFKD
�
MOLLCFKD
�LO�@LMVFKD��

]� 4B>J�JBJ?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@>QFLK�
LC�QE>Q�MBOPLKgP�>KUFBQV�LO�I>@H�LC�FKQBOBPQ�FK�
BKD>DFKD�FK�>�DOLRM�MOLGB@Q��%>@E�QB>J�JBJ?BO�
FK�>�TOFQFKD�@LROPB�PELRIA�@LKQOF?RQB�>�C>FO�PE>OB�
LC�QEB�TOFQFKD�CLO�>�MOLGB@Q��(LTBSBO
�QEBOB�>OB�
MIBKQV�LC�Q>PHP�QE>Q�AL�KLQ�OBNRFOB�QB@EKF@>I�
HKLTIBADB
�CLOJ>QQFKD�PHFIIP
�LO�>�PE>OM�BAFQLOF>I�
BVB
�CLO�BU>JMIB��QVMFKD�>KA�AFPQOF?RQFKD�QEB�
QB>J�MI>K
�QEB�?V�I>TP
�>KA�QEB�JFKRQBP�LC�QB>J�
JBBQFKDP��LO�OBJFKAFKD�QB>J�JBJ?BOP�LC�ARB�
A>QBP�>KA�P@EBARIBA�JBBQFKDP��)K�C>@Q
�BU@BMQ�CLO�
QEB�>KUFBQV�LO�I>@H�LC�FKQBOBPQ
�QEB�PBIC�MOLCBPPBA�
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�FOOBPMLKPF?IB�
JBJ?BO�TEL�PFJMIV�S>KFPEBP
�E>SB�>�MI>K�CLO�
TE>Q�QL�AL�>?LRQ�QE>Q
�>KA�AL@RJBKQ�FQ�FK�VLRO�
QB>J�?V�I>TP��/KB�L?SFLRP�PLIRQFLK�FP�QL�HF@H�
QEB�QB>J�JBJ?BO�LCC�QEB�QB>J�>KA�FKCLOJ�QEB�
FKPQOR@QLO�	FC�FQ�FP�>�TOFQFKD�@LROPB
�LO�QEB�KBUQ�
IBSBI�LC�J>K>DBJBKQ�	FC�FQ�FP�>�KLK>@>ABJF@�
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LOD>KFW>QFLK
��/C�@LROPB
�VLR�T>KQ�QL�QOV�QL�
>SLFA�ILPFKD�>�QB>J�JBJ?BO
�PL�@LKPQ>KQ�
@LJJRKF@>QFLK�FP�>�HBV�FKDOBAFBKQ�QL�TBII�
CRK@QFLKFKD�DOLRMP��4EB�P>JMIB�BJ>FI�?BILT�
	&FDROB��
�ABJLKPQO>QBP�QE>Q�QEB�QB>J�IB>ABO�AFA�
>II�QEBV�@LRIA�QL�DBQ�QEB�AFP>MMB>OFKD�JBJ?BO�
?>@H�FK�QEB�CLIA
�>KA�FP�>?LRQ�QL�DFSB�QEBJ�RM�>P�
ILPQ��

�

Figure 2: A sample email sent to a disappeared team member. 

]� 3BBJFKDIV�BKQOBK@EBA�QB>J�JBJ?BO�
AFP>DOBBJBKQP��)Q�FP�>J>WFKD�ELT�SBEBJBKQIV�
QB>J�JBJ?BOP�@>K�AFP>DOBB�LK�>PMB@QP�LC�>�
QB>J�TOFQFKD�MOLGB@Q��(>SB�>�MI>K
�TOFQQBK�FK�
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>I�LO�EFDEBO�IBSBI�M>OQV��$L�VLR�E>SB�>�
DOLRM�JBAF>QLO�TEL�@>K�?B�FJM>OQF>I�>KA�J>HB�
GRADBJBKQ�@>IIP��
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]� 2>AF@>IIV�FK@LKPFPQBKQ�TOFQFKD�PQVIBP�>KA�CLOJ>Q��
"B@>RPB�QEB�FKAFSFAR>I�PB@QFLKP�TFII�?B�TOFQQBK�
?V�AFCCBOBKQ�TOFQBOP�TEL�>OB�>MQ�QL�E>SB�AFCCBOBKQ�
TOFQFKD�PQVIBP
�PBQ�RM�>�PQVIB�DRFAB�FK�TEF@E�VLRO�
QB>J�JBJ?BOP�IFPQ�QEBFO�>DOBBJBKQP�LK�ELT�
QEFKDP�>OB�QL�?B�E>KAIBA�FK�QEB�M>MBO�>P�>�TELIB��
4EBPB�>DOBBJBKQP�@>K�O>KDB�COLJ�QEB�EFDE�IBSBI
�
PR@E�>P�TEBQEBO�QL�E>SB�>�?>@HDOLRKA�PB@QFLK
�
>II�QEB�T>V�ALTK�QL�MF@HV�ABQ>FIP�PR@E�>P�TEBK�
QL�RPB�FQ>IF@P�LO�?LIA�>KA�TEBQEBO�QEB�MEO>PB�VLR�
DOLRM�T>KQP�QL�RPB�FP�d@IF@He�LO�d@IF@H�LK�e�

"BCLOB�VLR�>KA�VLRO�QB>J�JBJ?BOP�TOFQB�QEB�CFOPQ�OLRDE�
AO>CQP
� VLR� @>KKLQ� BUMB@Q� QL� >KQF@FM>QB� BSBOV� MLPPF?IB�
AFCCBOBK@B� FK� PQVIB� >KA� CLOJ>Q�� 4EBOBCLOB
� MI>K� QL� RMA>QB�
QEFP� PQVIB� PEBBQ� TEBK� VLR� OBSFBT� QEB� OLRDE� AO>CQP� LC� QEB�
FKAFSFAR>I� PB@QFLKP� >KA
� BPMB@F>IIV
� TEBK� OBSFBT� QEB�
@LJMIBQB�AO>CQ��

/KB�LC�QEB�?BPQ�T>VP�QL�PJLLQE�LRQ�QEB�AFCCBOBKQ�TOFQFKD�
PQVIBP�FP�QL�E>SB�BSBOVLKB�@LKPFPQBKQIV�TLOH�LK�QEB�BKQFOB�
AL@RJBKQ�QLDBQEBO��4E>Q�FP
�OB>A�>II�QEB�PB@QFLKP�>KA�J>HB�
@LJJBKQP�>KA�BAFQP�QEOLRDELRQ�QEB�TOFQFKD�MOL@BPP��4EBK
�
>Q�QEB�SBOV�BKA
�E>SB�LKB�MBOPLK�BAFQ�QEB�BKQFOB�AL@RJBKQ�
CLO�@LKPFPQBK@V�>KA�ABPFDK��

�;99A:5/-@5;:�

'LLA� @LJJRKF@>QFLK� FP� QEB� HBV� QL� PR@@BPPCRI� QB>J�
MOLGB@QP�� 9LR� PELRIA� AB@FAB� B>OIV� LK� ELT� VLR� TFII�
@LJJRKF@>QB�	DOLRM�QBUQ
�BJ>FI
�>K�>MM
�BQ@
�>KA�ELT�VLR�
TFII�PE>OB�AL@RJBKQP��

/K@B� QEB� QB>J� FP� CLOJBA� >KA� TLOH� ?BDFKP
� FQ� FP�
FJMBO>QFSB� QE>Q� >KV� FPPRBP� QE>Q� >OFPB� >OB� >AAOBPPBA� B>OIV��
-LPQ� DOLRM� @LKCIF@QP� PQ>OQ� >P� JFP@LJJRKF@>QFLK� >KA�LO�
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JFPRKABOPQ>KAFKD��%SBOVLKB�FK�QEB�DOLRM�PELRIA�>IT>VP�?B�
>� M>OQ� LC� >KV� FKCLOJ>QFLK� QE>Q� FP� PBKQ� ?BQTBBK� JBJ?BOP��
)K@IRAB�>II�JBJ?BOP�FK�>II�@LJJRKF@>QFLK
�BSBK�FC�FQ�ALBP�
KLQ�PBBJ�>II�QE>Q�FJMLOQ>KQ��4E>Q�FP�TE>Q�QEB�@@�IFKB�FP�CLO�
FK�BJ>FIP��

4B>J� MOLGB@QP� >OB� DBKBO>IIV� BS>IR>QBA� LK� QEBFO� LTK�
JBOFQP
�OBD>OAIBPP�LC�DOLRM�AVK>JF@P�>KA�M>OQF@FM>QFLK��)K�
LQEBO�TLOAP
�VLR�@>KKLQ�QBII�>�@IFBKQ�QE>Q�LKB�LC�VLRO�QB>J�
JBJ?BOP� T>P� PI>@HFKD� >KA� QE>Q� FP� TEV� QEB� DO>MEF@P� >KA�
ABPFDK�ALBP�KLQ�ILLH�PL�KF@B��)K�>�MOLCBPPFLK>I�PBQQFKD
�TEL�
AFA�ELT�JR@E�TLOH�ALBP�KLQ�J>QQBO�QL�QEB�@IFBKQ�b�QEBV�
LKIV�@>OB�>?LRQ�TE>Q�QEB�QB>J�ABIFSBOP��

!IQELRDE� PLJB� JBJ?BOP� FK� QEB� DOLRM� J>V� CRICFII�
AFCCBOBKQ�OLIBP�>KA�AL�JLOB�LO�IBPP�TOFQFKD
�FK�>�MOLGB@Q�CLO�
>�TOFQFKD�@I>PP
�B>@E�JBJ?BO�LC�>�DOLRM�PELRIA�@LKQOF?RQB�
>@QR>I�TOFQFKD�>KA�OBPB>O@E�QL�QEB�MOLGB@Q��

'OLRM� TLOH� KBBAP� QL� ?B� >� @LII>?LO>QFSB� BCCLOQ�� )C�
PLJBLKB�FK�QEB�DOLRM�FP�KLQ�MRIIFKD�QEBFO�TBFDEQ
�FQ�KBBAP�
QL�?B�>AAOBPPBA�OFDEQ�>T>V��3LJBQFJBP�FQ�FP�ARB�QL�PFJMIB�
JFPRKABOPQ>KAFKD��$FP@RPP�MOL?IBJP�TFQE�QEB�BKQFOB�DOLRM�
>P�PLLK�>P�MLPPF?IB
�?RQ�FC�QE>Q�ALBP�KLQ�TLOH
�@LKQ>@Q�VLRO�
FKPQOR@QLO� 	LO�PRMBOSFPLO�FK�>�MOLCBPPFLK>I�PBQQFKD
�PL�VLR�
@>K�PLOQ�QEFKDP�LRQ�?BCLOB�FQ�FP�QLL�I>QB��4EBOB�>OB�RPR>IIV�>�
KRJ?BO�LC�LMMLOQRKFQFBP�QL�BS>IR>QB�>KA�>PPBPP�QEB�DOLRM�>P�
QEB�MOLGB@Q�RKCLIAP��(LTBSBO
�FQ�FP�KLQ�MLPPF?IB�QL�NRFQ�QEB�
DOLRM�LO�HF@H�PLJBLKB�LRQ�TFQELRQ�PBOFLRP�OBMBO@RPPFLKP��
)K�QEB�TLOHMI>@B
�QEBOB�FP�KL�IB>SFKD�>�DOLRM�MOLGB@Q�RKIBPP�
VLR�NRFQ�VLR�GL?��

�����;9<81@5:3�@41�$>;61/@�

4OV� QL� P@EBARIB� >P� J>KV� OBSFBTP� LC� VLRO� QB>JgP� TOFQQBK�
TLOH� >P� MLPPF?IB�� #LJJRKF@>QB� >KA� JBBQ� OBDRI>OIV� >KA�
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OB>A�B>@E�LQEBOgP�TLOH�>P�LCQBK�>P�MLPPF?IB��9LR�@>K�JBBQ�
QL�AFP@RPP�B>@E�LQEBOgP�OLRDE�AO>CQP�LC�FKAFSFAR>I�PB@QFLKP�
>P�TBII�>P�OLRDE�AO>CQP�LC�QEB�@LJMIBQB�M>MBO��

!�@OFQF@>I�PQ>DB�FK�QB>J�TOFQFKD�>�M>MBO�@LJBP�TEBK�VLR�
MRQ�QLDBQEBO�QELPB�FKAFSFAR>I�PB@QFLKP�TOFQQBK�?V�AFCCBOBKQ�
QB>J�JBJ?BOP�FKQL�LKB�@LJMIBQB�AO>CQ��)Q�FP�QEBK�QE>Q�VLR�
TFII�MOL?>?IV�PBB�ELT�AFCCBOBKQ�FK�QLKB
�QOB>QJBKQ
�>KA�PQVIB�
B>@E�PB@QFLK�FP��9LR�JRPQ
�>P�>�DOLRM
�CFKA�>�T>V�QL�OBSFPB�
>KA� BAFQ� QEB� @LJMIBQB� OLRDE� AO>CQ� QE>Q� TFII� J>HB� FQ� OB>A�
@LKPFPQBKQIV�PL�QE>Q�FQ�TFII�KLQ�?B�PL�L?SFLRPIV�TOFQQBK�?V�
QEOBB�LO�CLRO�AFCCBOBKQ�MBLMIB��

7EBK�VLR�@LJMIBQB�OBSFBTFKD�>KA�OBSFPFKD
�FQ�FP�QFJB�CLO�
QEB�CFKFPE�RM�TLOH�QL�DBQ�QEB�AO>CQ�OB>AV�QL�E>KA�FK��4E>Q�
TLOH�FP�QEB�P>JB�>P�FQ�TLRIA�?B�FC�VLR�TBOB�TOFQFKD�QEB�
M>MBO�LK�VLRO�LTK
�LKIV�FK�QEFP�@>PB�QEB�TLOHIL>AP�@>K�?B�
AFSFABA�>JLKD�QEB�DOLRM��

��
��5:-8�(4;A34@?�

"RPFKBPP� IB>ABOP� @LJJLKIV� @LJMI>FK� QE>Q� @LIIBDB�
DO>AR>QBP� AL� KLQ� HKLT� ELT� QL� TLOH� MOLAR@QFSBIV� FK�
DOLRMP�� )K� !JBOF@>K� @I>PPOLLJP
� TB� QBKA� QL� MOFWB�
FKAFSFAR>I�>@@LJMIFPEJBKQ
�VBQ�FK�MOLCBPPFLK>I�@>OBBOP�TB�
KBBA� QL� TLOH� TBII� TFQE� LQEBOP�� 5KCLOQRK>QBIV
� QEB� QBOJP�
dDOLRM� TLOH
e� dQB>J� TLOH
e� LO� d@LJJFQQBB� TLOHe� @>K�
>MMB>O�QL�?B�LUVJLOLKP�b�IFHB�QEB�QBOJP�dELKBPQ�MLIFQF@F>Ke�
LO�d@OFJFK>I�GRPQF@B�e�->KV�DOLRMP
�QB>JP
�>KA�@LJJFQQBBP�
PFJMIV�AL�KLQ�TLOH
�ABPMFQB�QEB�MLQBKQF>I�LC�FKAFSFAR>IP�FK�
QEB�DOLRM��

)Q�FP�@BOQ>FKIV�QORB�QE>Q�J>KV�MBLMIB�T>PQB�QFJB�FK�DOLRM�
PFQR>QFLKP
� MLIFQF@HFKD� >P� LMMLPBA� QL� ABCFKFKD� Q>PHP� >KA�
PLISFKD� MOL?IBJP�� )K� TOFQFKD� @I>PPOLLJP
� PLJB� PQRABKQP�
T>KQ� QL� PIFAB� ?V
� DBQ� QEB� DO>AB� TFQELRQ� ALFKD� QEB� TLOH��

60   Michael Beilfuss, Staci Bettes, and Katrina Peterson



LQEBOP� >OB� TFIIFKD� QL� AL� QEB� TLOH
� ?RQ� >OB� KLQ� PROB� ELT�
QL� MOL@BBA�� 7EFIB� TLOHFKD� FK� DOLRMP� MOBPBKQP� RKFNRB�
@E>IIBKDBP
�VLRO�PR@@BPP�>P�>�TOFQBO
�IB>ABO
�LO�J>K>DBO�FP�
PLJBTE>Q�ABMBKABKQ�LK�VLRO�>?FIFQV�QL�EBIM�LQEBOP�CL@RP
�
@LJJRKF@>QB
�>KA�@LII>?LO>QB��

(5<?�2;>��221/@5B1��>;A<?�

&LIILT� QEBPB� QFMP� CLO� KROQROFKD� QB>JTLOH� FK� DOLRM�
PFQR>QFLKP��4OV�BUMBOFJBKQFKD�TFQE�QEB�CLIILTFKD�PQO>QBDFBP�
QL�EBIM�BKPROB�QEB�PR@@BPP�LC�DOLRM�TLOH��

]� 7EBK�QEB�DOLRM�CFOPQ�JBBQP
�PBIB@Q�>�MOLGB@Q�
J>K>DBO��4EFP�MBOPLK�MOLSFABP�IB>ABOPEFM�>KA�
EBIMP�CLODB�@LKPBKPRP�>KA�>�@LEBOBKQ�MI>K��
"BFKD�>�IB>ABO�FP�AFCCBOBKQ�COLJ�?BFKD�>K�
>RQL@O>Q�LO�>�AF@Q>QLO��%SBK�FC�VLR�>OB�PBIB@QBA�>P�
QEB�MOLGB@Q�J>K>DBO
�FQ�FP�FJMLOQ>KQ�QL�OBJBJ?BO�
QE>Q�VLR�>OB�>K�BNR>I�QB>J�JBJ?BO�>KA�
@LII>?LO>QLO�TEL�E>P�PFJMIV�?BBK�>PPFDKBA�QEB�
Q>PH�LC�@LLOAFK>QFKD�QEB�MOLGB@Q�>KA�BKPROFKD�
QE>Q�MOLDOBPP�ALBP�KLQ�C>II�?BEFKA�P@EBARIB��4EFP�
ALBP�KLQ
�FK�BCCB@Q
�J>HB�VLR�QEB�d?LPPe�LC�>II�
QEB�LQEBO�QB>J�JBJ?BOP
�PL�OBJBJ?BO�QL�>@Q�IFHB�
>�M>OQKBO�O>QEBO�QE>K�>K�LSBOILOA��!P�QB>J�
@LLOAFK>QLO
�VLRO�>QQFQRAB�>KA�?BE>SFLO�J>V�EBIM�
PBQ�QEB�QLKB�CLO�QEB�OBPQ�LC�QEB�DOLRM��

)C� VLR� >OB� QEB� IB>ABO
� ?B� PROB� QL� J>HB� C>FO� >PPFDKJBKQP�
>KA�IBQ�LQEBOP�LTK�FAB>P�>KA�M>OQP�LC�QEB�MOLGB@Q��)C�MBLMIB�
PI>@H�LCC
�Q>IH�QL�QEBJ�AFP@OBBQIV
�DFSFKD�QEBJ�C>FO�T>OKFKD�
?BCLOB�PMB>HFKD�TFQE�LQEBO�JBJ?BOP� LO�VLRO�QB>@EBO�� "B�
@LK@OBQB�>KA�PMB@FCF@�>?LRQ�?RFIAFKD�@LKPBKPRP�OBD>OAFKD�
PE>OBA�DL>IP
�ARB�A>QBP
�>KA�MOL@BPPBP��
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]� !II�QB>J�JBJ?BOP�KBBA�QL�TLOH�QL�?B�MLPFQFSB��
"B�DBKBOLRP��"B�OBPMB@QCRI�OBD>OAFKD�JBJ?BOPg�
CBBIFKDP�>KA�KBBAP��&L@RP�LK�QEB�PQOBKDQEP�LC�QEB�
JBJ?BOP�FK�VLRO�DOLRM��'FSB�JLOB�QE>K�VLR�
Q>HB��)AB>IIV
�@LII>?LO>QFSB�MOLGB@QP�PELRIA�KLQ�
?B�>?LRQ�LKB�MBOPLK�?BFKD�FK�@LKQOLI��$B@FPFLKP�
PELRIA�?B�J>AB�?V�QEB�DOLRM
�KLQ�?V�LKB�
FKAFSFAR>I��

]� 2BPMB@Q�AFCCBOBKQ�FAB>P�>KA�>MMOL>@EBP��,FPQBK�
?BCLOB�Q>IHFKD��?B�>OQF@RI>QB�>?LRQ�VLRO�MLPFQFLK�
?RQ�CIBUF?IB�TEBK�LQEBOP�T>KQ�QL�DL�>KLQEBO�T>V��

]� #I>OFCV�BS>IR>QFLK�@OFQBOF>�RM�COLKQ��5KABOPQ>KA�
TE>Q�VLRO�FKPQOR@QLO�T>KQP
�ELT�QEB�AL@RJBKQP�
TFII�?B�BS>IR>QBA
�>KA�TE>Q�QEB�ARB�A>QBP�>OB��

]� "BVLKA�LRQIFKFKD�QEB�MOLGB@Q
�@LJB�RM�TFQE�>�
MOLGB@Q�J>K>DBJBKQ�MI>K
�LRQIFKFKD��

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

j� $BP@OFMQFLKP�LC�QEB�PQBMP�LO�Q>PHP�
FKSLISBA�FK�FJMIBJBKQ>QFLK�

j� 4FJBIFKBP�CLO�@LJMIBQFLK�

j� 3RJJ>OFBP�LC�MOL?IBJP�LMMLOQRKFQFBP�
VLR�>KQF@FM>QB�	>KA�>�IFPQ�LC�MLPPF?IB�
PLIRQFLKP�OB@LJJBKA>QFLKP
�

]� $O>CQ�>�AL@RJBKQ�MI>KKBO�CLO�QEB�DOLRM�MOLGB@Q��
7 OFQB�>�OBPB>O@E�MOLMLP>I�>KA�PR?JFQ�FQ�QL�VLRO�
FKPQOR@QLO�PRMBOSFPLO��9LRO�MOLMLP>IcTEF@E�FP�
CLOJ>I�OBNRBPQ�QE>Q�TFII�?B�AFP@RPPBA�>Q�IBKDQE�FK�
QEB�0OLMLP>I�@E>MQBOcPELRIA�FABKQFCV�TE>Q�VLR�
T>KQ�QL�AL
�ELT�VLR�T>KQ�QL�AL�FQ
�>KA�TEBK�
VLR�@>K�E>SB�FQ�ALKB��
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]� 9LRO�FKPQOR@QLO�	LO�PRMBOSFPLO
�J>V�OBNRBPQ�QE>Q�
VLR�J>FKQ>FK�FKAFSFAR>I�GLROK>IP�LO�MOLDOBPP�
OBMLOQP�LO�HBBM�>�ILD�LC�VLRO�@LKQOF?RQFLKP�QL�QEB�
MOLGB@Q��!IQBOK>QFSBIV
�VLR�@>K�ILD�>?LRQ�VLRO�
@LII>?LO>QFSB�BCCLOQP�FK�>�TFHF
�MBOE>MP�
TOFQFKDTFHF�LOD��4EB�>AS>KQ>DB�LC�RPFKD�QEB�
TFHF�PM>@B�FP�QE>Q�FQ�BK>?IBP�DOLRM�JBJ?BOP�QL�
BKQBO�QEBFO�@LKQOF?RQFLKP�LK�QEB�P>JB�M>DB��
4B>@EBOP�>MMOB@F>QB�QEB�TFHF�CLOJ>Q�?B@>RPB�
B>@E�BAFQ�QL�>�M>DB�FP�OB@LOABA�?V�QEB�TFHF�
PLCQT>OB
�BK>?IFKD�QEB�FKPQOR@QLO�QL�PBB�TEBK�
M>OQF@RI>O�@LKQOF?RQFLKP�TBOB�J>AB�>KA�?V�
TELJ��4 B>@EBOP�@>K�>@@LRKQ�CLO�FKAFSFAR>I�
BCCLOQP�TEBK�VLR�HBBM�OB@LOAP�>KA�MBOE>MP�
FK@IRAB�>�LKB�M>DB�PRJJ>OV�>?LRQ�TE>Q�VLR�
IB>OKBA�>P�>�OBPRIQ�LC�QEB�@LII>?LO>QFSB�
BUMBOFBK@B��#OB>QB�>�7B?�MLOQCLIFL�CLO�QEB�
MOLGB@Q�TFQE�>K�FKABU�LO�ABC>RIQ�M>DB�QE>Q�IFKHP�
QL�J>GLO�PB@QFLKP�LC�QEB�DOLRM�MOLGB@Q�>KA�
OBIBS>KQ�>MMBKAFUBP��2BMLOQ�>MMBKAFUBP�PELRIA�
FK@IRAB�IFKHP�QL�QEB�AL@RJBKQ�MI>KKBO
�QEB�
AL@RJBKQ�MOLMLP>I
�FKAFSFAR>I�PQRABKQPg�
GLROK>IP
�>KA�OBI>QBA�OBPLRO@BP��

]� %S>IR>QB�VLRO�MBBOPg�@LKQOF?RQFLKP��?B�PROB�QL�
@LMV�VLRO�MBBOP�LK�VLRO�BS>IR>QFLK��

'OLRM� TLOH� @>K� ?B� AFCCF@RIQ
� >KA� QEB� >JLRKQ� LC� QFJB�
OBNRFOBA�QL�@LJMIBQB�>�DOLRM�MOLGB@Q�J>V�SBOV�TBII�Q>HB�
ILKDBO�QE>K�FC�VLR�TBOB�Q>@HIFKD�QEB�MOLGB@Q�LK�VLRO�LTK
�
?RQ�DOLRM�TLOH�@>K�>IPL�?B�>�OF@EIV�OBT>OAFKD�BUMBOFBK@B�
TFQE� PVKBODFPQF@� OBPRIQP� QE>Q� >OB� FJMLPPF?IB� QL� >@EFBSB�
LQEBOTFPB�� 7FQE� >� @IB>O� RKABOPQ>KAFKD� LC� B>@E� DOLRM�
JBJ?BOgP� PQOBKDQEP� >KA� NR>IFCF@>QFLKP
� TFQE� @IB>OIV�
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>OQF@RI>QBA� OLIBP� >KA� OBPMLKPF?FIFQFBP
� >KA� TFQE� >� TBII�
ABCFKBA�MI>K
�>KV�DOLRM�MOLGB@Q�@>K�?B�>�PR@@BPP��

�����/@5B5@E�

9LR� JFDEQ� @LKPFABO� E>SFKD� BSBOVLKB� FK� QEB� DOLRM� Q>HB�
QEB� -BVBOPb"OFDDP� MBOPLK>IFQV� QBPQ�
	EQQM���TTT�ERJ>KJBQOF@P�@LJ�@DF�TFK�GQVMBP��>PM
�QL�DBQ�
>�DLLA�PBKPB�LC�TEBOB�BSBOVLKB�FP�@LJFKD�COLJ�>KA�TEBOB�
QEBV�PQ>KA��4EBOB�>OB�>�KRJ?BO�LC�COBB�SBOPFLKP�LC�QEB�QBPQ�
LKIFKB�� 4EB� LCCF@F>I� SBOPFLK� COLJ� QEB�-BVBOP� >KA� "OFDDP�
&LRKA>QFLK�

�
�FP�C>O�JLOB�QELOLRDE�>KA�@LPQP�JLKBV��

4EB�QBPQ�JB>PROBP�MOBCBOBK@BP�>KA�DBKBO>I�>QQFQRABP�>KA�
@>K� EBIM� VLR� RKABOPQ>KA� @LJJRKF@>QFLK� >KA� IB>OKFKD�
PQVIBP��)K�@LKGRK@QFLK�TFQE�QEB�LQEBO�PHFIIP
�HKLTIBADB
�>KA�
>?FIFQFBP
�FQ�@>K�EBIM�ABQBOJFKB�TEF@E�OLIBP�>KA�Q>PHP�>OB�
JLPQ�PRFQ>?IB�CLO�B>@E�QB>J�JBJ?BO��

!CQBO�Q>HFKD�QEB�QBPQ
�OB@LOA�VLRO�MBOPLK>IFQV� QVMB�>KA�
PLJB�LC�FQ�FP�J>GLO�>QQOF?RQBP��4EBK�JBBQ�TFQE�VLRO�DOLRM�
PL�VLR�@>K�>II�PE>OB�VLRO�OBPRIQP�>KA�AFP@RPP�ELT�?BPQ�QL�
@>MFQ>IFWB�LK�QEB�HKLTIBADB��

�

;�<� EQQMP���OBTLOH�TFQEDLLDIB�@LJ�DRFABP�RKABOPQ>KAFKD�
QB>J�BCCB@QFSBKBPP�PQBMP�FABKQFCV�AVK>JF@P�LC�BCCB@QFSB�
QB>JP��� 4EFP� FP� >� DOB>Q� OBPLRO@B� QL� IB>OK� JLOB� >?LRQ�
BCCB@QFSB�DOLRM�AVK>JF@P��

Media Attributions 
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�
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)K� QEFP� @E>MQBO
� VLR� TFII� IB>OK� >?LRQ� PLJB� LC� QEB� BQEF@>I�
@E>IIBKDBP� QE>Q� VLR� J>V� BK@LRKQBO� FK� VLRO� MOLCBPPFLK>I�
>KA�>@>ABJF@� IFCB
�BPMB@F>IIV� TEBK�FQ�@LJBP�QL�QB@EKF@>I�
TOFQFKD��4EB�@E>MQBO�BUMI>FKP�QEB�FJMLOQ>K@B�LC�>OQF@RI>QFKD�
VLRO�LTK�BQEF@>I�@LAB�PL�VLR�@>K�?B�MOBM>OBA�TEBK�VLR�
CFKA�VLROPBIC�FK�RK@LJCLOQ>?IB�>KA�LO�RKBQEF@>I�PFQR>QFLKP��
4EB� @E>MQBO� @LSBOP� BQEF@>I� MOFK@FMIBP
� ELT� BQEF@P� J>V�
>CCB@Q�QEB�MOBPBKQ>QFLK�LC�FKCLOJ>QFLK
�>KA�PLJB�@LJJLK�
BQEF@>I�MOL?IBJP�BK@LRKQBOBA�?V�QB@EKF@>I�TOFQBOP��-R@E�LC�
QEFP�@E>MQBO�FP�@LK@BOKBA�TFQE�QEB�>MMOLMOF>QB�>KA�BQEF@>I�
RPB� >KA� AL@RJBKQ>QFLK� LC� PLRO@BP�� 4EB� @E>MQBO� MOLSFABP�
PLJB� MO>@QF@>I� FKCLOJ>QFLK� LK� ELT� QL� J>HB� PROB� VLRO�
TOFQFKD�FP�BQEF@>I�>KA�ELT�QL�E>KAIB�BQEF@>I�AFIBJJ>P�>ILKD�
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�OBI>QFLK�QL�
@LJJRKF@>QFKD� QB@EKF@>I� FKCLOJ>QFLK� @IB>OIV� FK� >K�
>@@BPPF?IB� CLOJ>Q� QE>Q� JBBQP� QEB� KBBAP� LC� FQP� >RAFBK@B��
4EBPB� >OB� FJMLOQ>KQ� >PMB@QP� LC� QB@EKF@>I� TOFQFKD
� QL� ?B�
PROB
�?RQ�QEBV�LKIV�OBMOBPBKQ�QEB�PROC>@B�LC�TE>Q�VLR�KBBA�
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QL�HKLT�� 4EFP�@E>MQBO� TFII� FKQOLAR@B� PLJB�LC�QEB�BQEF@>I�
FPPRBP�QE>Q�J>V�>OFPB�>P�QB@EKF@>I�TOFQBOP�OBPB>O@E
�TOFQB
�
OBSFPB
�>KA�MOLAR@B�>�QB@EKF@>I�AL@RJBKQ��

,FHB� LQEBO� MOLCBPPFLK>IP
� QB@EKF@>I� TOFQBOP� @LJB� RM�
>D>FKPQ� BQEF@>I� FPPRBP� OBDRI>OIV� >KA� JRPQ� J>HB� AB@FPFLKP�
>?LRQ� ELT� QL� JLSB� CLOT>OA� TFQE� >� MOLGB@Q� FK� QEB� C>@B�
LC�BQEF@>I�AFIBJJ>P�� 7OFQBOP�J>V�BK@LRKQBO�PFQR>QFLKP�FK�
TEF@E� QEBV� JRPQ� >PH� QEB� CLIILTFKD� HFKAP� LC� NRBPQFLKP��
7E>Q� HFKAP� LC� PRMMLOQ� J>QBOF>I� >KA� PLRO@BP� >OB� BQEF@>I�
QL� RPB�� !OB� LMBK� TB?� PLRO@BP� GRPQ� >P� S>IFA� >P� >@>ABJF@�
PLRO@BP�CLO�@BOQ>FK�QLMF@P��#>K�BJ>FI�@LJJRKF@>QFLKP�?B�
RPBA�TFQELRQ�MBOJFPPFLK��7E>Q�FC�QEB�TOFQBO�AFP@LSBOP�QE>Q�
>� @LJM>KV� C>IPFCFBA� A>Q>� >?LRQ� QEB� BCCB@QFSBKBPP� LC� FQP�
MOLAR@Q��3ELRIA�QEBV�OBSB>I�QEFP�FK�QEBFO�OBMLOQ�LO�PELRIA�
QEBV� Q>HB� LQEBO� @LROPBP� LC� >@QFLK�� (LT� JR@E� PELRIA� >�
TOFQBO� >A>MQ� QL� >K� >RAFBK@B� TFQELRQ� P>@OFCF@FKD� EFP� LTK�
SFBTP��

%QEF@P�MOFK@FMIBP�MOLSFAB�QEB�?>PFP�CLO�AB@FAFKD�TEBQEBO�
dUe� FP� BQEF@>I
� ?RQ� FK� OB>IFQV
� BQEF@>I� FPPRBP� >OB�
@LJMIF@>QBAcCLO� BU>JMIB
� FJ>DFKB� TLOHFKD� CLO� >� I>ODB�
@LJM>KV� QE>Q� BJMILVP� PR?PQ>KQF>I� KRJ?BOP� LC� MBLMIB� FK�
VLRO� QLTK
� TEBOB� OBI>QFSBIV� CBT� LQEBO� BJMILVJBKQ�
LMMLOQRKFQFBP�BUFPQ��)J>DFKB�QE>Q�QEB�@LJM>KV�AFPMLPBP�LC�
FQP�@EBJF@>I�T>PQB�FK�>�T>V�QE>Q�@LRIA�BKA>KDBO�MBLMIBgP�
EB>IQE��7EFIB�QEB�@LJM>KV�J>V�?B�CLIILTFKD�QEB�I>T
�FQ�FP�
@IB>O�QEBV�@LRIA�AFPMLPB�LC�QEBFO�T>PQB�JLOB�P>CBIV�>KA�?B�
JLOB�OBPMLKPF?IB�PQBT>OAP�LC�QEB�KBFDE?LOELLA��(LTBSBO
�
QE>Q�TLRIA�@LPQ�QEB�@LJM>KV�JLOB�JLKBV
�>KA�J>V�>CCB@Q�
MOLCFQ�J>ODFKP
�OBPRIQ�FK�PILTBO�DOLTQE
�>KA�MOLSFAB�CBTBO�
GL?P�CLO�QEB� IL@>IP��7E>Q�AL�VLR�AL�� )P�NR>OQBOIV�DOLTQE�
>KA� BUM>KAFKD� GL?P� JLOB� PBOFLRP� QE>K� QEB� OFPH� LC� CRQROB�
EB>IQE� MOL?IBJP� >KA� >� ABDO>ABA� BKSFOLKJBKQ�� 7EF@E�
@ELF@B�FP�OB>IIV�JLOB�BQEF@>I��

->KV�BQEF@>I�I>MPBP�QE>Q�L@@RO�FK�QEB�TLOHMI>@B�>OB�KLQ�
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PL�L?SFLRP
�>KA�QEBV�LCQBK�?BDFK�TFQE�DLLA�FKQBKQFLKP�b�CLO�
BU>JMIB
�>�J>K>DBO�LO�LTKBO�LC�>�?RPFKBPP�J>V�@LJJFQ�
CFK>K@F>I� CO>RA� QL� >SLFA� I>VFKD� LCC� BJMILVBBP�� 4EB�
FKQBKQFLK� J>V� ?B� DLLA
� ?RQ� ?OB>@EFKD� BQEF@P� OBPRIQP� FK� >�
PIFMMBOV�PILMB�b�LKB�QE>Q�LCQBK�IB>AP�QL�CROQEBO�>KA�I>ODBO�
BQEF@>I� ?OB>@EBP�� &>IPFCVFKD� LKB� OBMLOQ� TFII� J>HB� FQ� QE>Q�
JR@E�JLOB�IFHBIV�QEB�PR?PBNRBKQ�OBMLOQP�TFII�?B�C>IPFCFBA
�
GRPQ�>P�KBDIB@QFKD�QL�MOLMBOIV�@FQB�LKB�PLRO@B�>Q�QEB�BKA�LC�
>�OBMLOQ�LKIV�J>HBP�FQ�JLOB�QBJMQFKD�QL�KBDIB@Q�@FQFKD�QEB�
OBJ>FKABO�LC�QEB�PLRO@BP��

!@QFKD� BQEF@>IIV� FP� O>OBIV� OBT>OABA� COLJ� QEB� LRQPFAB� b�
VLR� >OB� KLQ� IFHBIV� QL� ?B� @LKDO>QRI>QBA� ?V� VLRO� ?LPP� >KA�
@L�TLOHBOP� CLO� M>PPFKD� LK� >K� LMMLOQRKFQV� QL� RKABOJFKB�
QEB�@LJMBQFQFLK�FK�>K�RKBQEF@>I�J>KKBO��4EB�dOBT>OAPe�LC�
>@QFKD�BQEF@>IIV�>OB�LCQBK�PFJMIV�FKQBOK>I��)Q�FP�FJMLOQ>KQ�QL�
QEFKH�>?LRQ�BQEF@P�>KA�>OQF@RI>QB�VLRO�BQEF@>I�S>IRBP�before 
VLR�CFKA�VLROPBIC�FK�>�PFQR>QFLK�TEBOB�BQEF@P�TFII�C>@QLO�FKQL�
VLRO�AB@FPFLK�J>HFKD��7FQE�>�PQOLKD�PBQ�LC�BQEF@>I�S>IRBP
�
VLR� TFII� ?B� ?BQQBO� MOBM>OBA� QL� J>HB� QEB� OFDEQ� AB@FPFLK�
>KA� PQF@H� QL� VLRO� MOFK@FMIBP� TEBK� C>@BA� TFQE� >K� BQEF@>I�
AFIBJJ>��

4EBOB�FP�>�DLLA�@E>K@B�QE>Q�>Q�PLJB�MLFKQ�FK�VLRO�@>OBBO�
VLR�TFII�CFKA�VLROPBIC�FK�>�PFQR>QFLK�QE>Q�FKSLISBP�RKBQEF@>I�
?BE>SFLO�>Q�VLRO�TLOHMI>@B��9LR�J>V�?B�C>@BA�TFQE�E>SFKD�
QL�AB@FAB�QL�DL�>ILKD�TFQE�RKBQEF@>I�>@QFLKP�LO�?BE>SFLO
�
FDKLOB� QEB� ?BE>SFLO
� LO� OBMLOQ� RKBQEF@>I� @LKAR@Q� QL� QEB�
>MMOLMOF>QB� MBOPLK� 	FKQBOK>IIV� LO� BUQBOK>IIV
�� )Q� @LRIA� ?B�
PLJBQEFKD�>P�PFJMIB�	>I?BFQ�MBOKF@FLRP
�>P�E>O>PPJBKQ
�LO�
FQ�@LRIA�?B�PLJBQEFKD�>P� I>ODB�>P�J>GLO�CO>RA�� )Q�J>V�?B�
B>PFBO� QL� JFKA� LRO� LTK� ?RPFKBPPBP� >KA� HBBM� NRFBQ
� ?RQ�
OB>IIV�QEB�LKIV�OFDEQ�QEFKD�QL�AL�FP�QL�PQ>KA�RM
�>KA�PMB>H�
RM
�CLO�TE>Q�FP�OFDEQ��

7 B�>OB�Q>RDEQ�COLJ�>�VLRKD�>DB�QE>Q�VLR�PELRIA�KBSBO�
dO>Qe� LK� >KVLKB
� >KA� PQ>VFKD� PFIBKQ� FP� LCQBK� B>PFBO� QE>K�
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JRPQBOFKD� QEB� @LRO>DB� QL� OBSB>I� BQEF@>I� @LOORMQFLK��
(LTBSBO
� PLJBQFJBP� PMB>HFKD� RM
� >KA�LO� KLQFCVFKD�
>RQELOFQFBP�FP�QEB�LKIV�OFDEQ�QEFKD�QL�AL
�>P�AFCCF@RIQ�>P�QE>Q�
J>V� ?B��4EB� .>QFLK>I� 7EFPQIB� "ILTBO� @BKQBO� FP� >� KLK�
MOLCFQ
� KLK�DLSBOKJBKQ>I� LOD>KFW>QFLK� QE>Q� E>P� J>KV�
OBPLRO@BP�>S>FI>?IB�CLO�FKAFSFAR>IP�TEL�J>V�?B�C>@BA�TFQE�
QEB� AFCCF@RIQ� PFQR>QFLK� LC� ALFKD� QEB� OFDEQ� QEFKD�
	EQQMP���TTT�TEFPQIB?ILTBOP�LOD�FKABU�MEM
��

9LR�PELRIA�PMBKA�PLJB�QFJB�BU>JFKFKD�VLRO�BQEF@P�>KA�
QEFKHFKD� >?LRQ� ELT� >KA� TEBOB� QEBV� J>V� ?B� @E>IIBKDBA�
FK� VLRO� @>OBBO�� 7E>Q� TFII� VLR� AL� TEBK� VLR� >OB� >PHBA
�
FJMIF@FQIV�LO�BUMIF@FQIV
�QL�@LJMOLJFPB�VLRO�BQEF@P��7E>Q�
TFII� VLR� AL� TEBK� VLR� TFQKBPP� RKC>FO
� ABJB>KFKD
� >KA�
RKBQEF@>I�?BE>SFLO�� )K�>IJLPQ�BSBOV�CFBIA
�QEBOB�>OB� IBD>I�
>KA� MOLCBPPFLK>I� @LKPBNRBK@BP� CLO� @LJJFQQFKD� RKBQEF@>I�
?BE>SFLO
� >KA� LCQBK� OBJ>FKFKD� PFIBKQ� >?LRQ� @LOORMQ�
@LKAR@QcTEBQEBO� QEB� >@QFLK� >OB� VLROP� LO� >�
@LIIB>DRBgPc@>K�FJMIF@>QB�VLR�>P�TBII��


����1:1> -8�$>5:/5<81?�

)K�A>V�QL�A>V�IFCB
�JLPQ�MBLMIB�E>SB�>�PLOQ�LC�PIFAFKD�P@>IB�
LK� TE>Q� @LKPQFQRQBP� BQEF@>I� ?BE>SFLO�� &LO� BU>JMIB
� VLR�
JFDEQ�QBII�VLRO�?BPQ�COFBKA�QEBFO�KBT�E>FO@RQ�ILLHP�>QQO>@QFSB�
TEBK�FK�C>@Q�VLR�?BIFBSB�QE>Q�FQ�ALBP�KLQ��4EFP�IFB
�QELRDE�
JFKLO
� MOBPBOSBP� VLRO� COFBKAgP� CBBIFKDP� >KA� ALBP� KL�
>MM>OBKQ� E>OJ� QL� QEBJ� LO� >KVLKB� BIPB�� 3LJB� JFDEQ�
@LKPFABO� QEB� @LKQBUQ� ?BCLOB� ABQBOJFKFKD� ELT� QL� >@Q�� &LO�
BU>JMIB
� VLR� JFDEQ� KLQ� QBII� >� PQO>KDBO� QE>Q� QEBV� TBOB�
QO>FIFKD� QLFIBQ� M>MBO� ?RQ� VLR� TLRIA� QBII� >� COFBKA�� 7FQE� >�
PQO>KDBO
�VLRO�@>I@RI>QFLKP� J>V�FK@IRAB�ELT�QEB�PQO>KDBO�
JFDEQ�OBPMLKA�QL�QEB�FKQBOORMQFLK
�>KA�?LQE�LC�VLR�J>V�CBBI�
PLJB� BJ?>OO>PPJBKQ� FK� QEB� BU@E>KDB�� 3R@E� @>I@RI>QFLKP�
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J>V�J>HB�FQ�B>PFBO�CLO�VLR�QL�ILLH�>T>V�>KA�IBQ�PLJBLKB�
BIPB�AB>I�TFQE�FQ
�?RQ�TFQE�>�COFBKA
�VLR�TLRIA�?B�TFIIFKD�QL�
OFPH�PLJB�PELOQ�QBOJ�>THT>OAKBPP�QL�AL�QEB�OFDEQ�QEFKD��

)K�>�C>O�JLOB�PBOFLRP�PFQR>QFLK
�>�MBOPLK�JFDEQ�KLQ�OFPH�
QEBFO� IFSBP� QL� EBIM� >� PQO>KDBO
� ?RQ� QEBV� JFDEQ� OFPH� QEBFO�
IFSBP�QL�EBIM�>�@ILPB�COFBKA�LO�OBI>QFSB��&LO�BU>JMIB
�FC�VLR�
TFQKBPPBA�>�PQO>KDBO�>QQ>@HFKD�PLJBLKB�VLR�AL�KLQ�HKLT�
LK�>�@OLTABA�PQOBBQ
�VLR�J>V�?B�>CO>FA�QL�FKQBOCBOB�?B@>RPB�
VLR�@LRIA�?B�FKGROBA�FK�QEB�BSBKQ��)KPQB>A
�VLR�JFDEQ�PQ>V�
?>@H�>KA�@>II�QEB�MLIF@B��"RQ�FC�>�@ILPB�COFBKA�LO�>�OBI>QFSB�
T>P� FK� QEB� P>JB� A>KDBO
� VLR� J>V� ?B� JLOB� IFHBIV� QL� MRQ�
VLROPBIC�FK�E>OJgP�T>V�QL�MOLQB@Q�VLRO�COFBKA��)K�QEFP�@>PB
�
VLRO�@LJJFQJBKQ�QL�ILV>IQV�JFDEQ�LRQTBFDE�VLRO�PBKPB�LC�
PBIC�MOBPBOS>QFLK��)K�QEB�CLOJBO�@>PB
�FC�VLR�S>IRBA�MEVPF@>I�
@LRO>DB�>?LSB�>II�BIPB
�VLR�JFDEQ�?B�TFIIFKD�QL�PQBM�FKQL�>�
CFDEQ�QL�MOLQB@Q�>�SF@QFJ��)K�BFQEBO�@>PB
�TBFDEFKD�QEB�@LPQP
�
>KA�E>SFKD�>�PQOLKD�S>IRB�PVPQBJ�TLRIA�EBIM�VLR�CBBI�IFHB�
VLR�AFA�QEB�OFDEQ�QEFKD
�BPMB@F>IIV�RMLK�OBCIB@QFLK�>CQBO�QEB�
BSBKQ��

%QEF@>I� ?BE>SFLO
� FK@IRAFKD� BQEF@>I� QB@EKF@>I�
@LJJRKF@>QFLK
� FKSLISBP� KLQ� GRPQ� QBIIFKD� QEB� QORQE� >KA�
MOLSFAFKD� >@@RO>QB� FKCLOJ>QFLK
� ?RQ� QBIIFKD� QEB� QORQE� >KA�
MOLSFAFKD� FKCLOJ>QFLK� PL� QE>Q� >� OB>PLK>?IB� >RAFBK@B� FP�
J>AB�>T>OB�LC�QEB�?BE>SFLO��)Q�>IPL�JB>KP�QE>Q�VLR�>@Q�QL�
MOBSBKQ�>@QR>I�E>OJ
�TFQE�PBQ�@OFQBOF>�CLO�TE>Q�HFKAP�>KA�
ABDOBBP�LC�E>OJ�>OB�JLOB�PBOFLRP�QE>K�LQEBOP��&LO�BU>JMIB
�
P>SFKD�PLJBLKBgP�IFCB�PELRIA�>IT>VP�LRQTBFDE�QEB�MOLPMB@Q�
LC�CFK>K@F>I�A>J>DB�QL�VLRO�@LJM>KV��(RJ>K�S>IRBP
�>KA�
ERJ>K� IFCB
�>OB�C>O�JLOB�FJMLOQ>KQ�QE>K�JLKBQ>OV�S>IRBP�
>KA�CFK>K@F>I�D>FK��!P�>�DRFABIFKB
�>PH�VLROPBIC�TE>Q�TLRIA�
E>MMBK� FC� VLRO� >@QFLK� 	LO� KLK�>@QFLK
� ?B@>JB� BKQFOBIV�
MR?IF@
�>KA�PQ>OQBA�QOBKAFKD�LK�PL@F>I� JBAF>
�DLQ�FQP�LTK�
E>PEQ>D
� >KA� ?B@>JB� >� JBJB� MF@HBA� RM� ?V� QEB� K>QFLK>I�
JBAF>�� )C�VLR�TLRIA�DL�QL�MOFPLK
� ILPB�VLRO�COFBKAP
� ILPB�
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VLRO� GL?
� LO� BSBK� GRPQ� CBBI� BJ?>OO>PPBA
� QEB� >@QFLK� FP�
MOL?>?IV�RKBQEF@>I��)C�VLRO�>@QFLKP�@>KKLQ�PQ>KA�RM�QL�QE>Q�
P@ORQFKV
� VLR� JFDEQ� OB@LKPFABO� QEBJ�� (>SFKD� >� PQOLKD�
BQEF@>I�CLRKA>QFLK�>IT>VP�EBIMP��(LTBSBO
�KLQEFKD�FP�BSBO�
B>PV� TEBK� FQ� @LJBP� QL� BQEF@>I� AFIBJJ>P�� 3LJBQFJBP� QEB�
OFDEQ�QEFKD�QL�AL�FP�QEB�RKMLMRI>O�QEFKD�QL�AL��*RPQ�?B@>RPB�
PLJB�>@QFLK�BKGLVP�QEB�>ARI>QFLK�LC�QEB�J>PPBP
�ALBP�KLQ�
KB@BPP>OFIV�JB>KP�FQ�FP�BQEF@>I��4E>Q�FP�>KLQEBO�OB>PLK�TEV�
FQ�FP�FJMLOQ>KQ�QL�DFSB�PLJB�PBOFLRP�QELRDEQ�QL�VLRO�LTK�
S>IRB� PVPQBJ� >KA� ELT� FQ� J>V� CFQ� FKQL� QEB� S>IRB� PVPQBJP�
LC�QEB�BUBJMI>OP�VLRO�>AJFOB�>KA�OBPMB@Q��4E>Q�T>V
�VLR�
TFII� ?B� ?BQQBO� MOBM>OBA� QL� AL� QEB� OFDEQ� QEFKD� TEBK� VLR�
>OB�@LKCOLKQBA�TFQE�>K�BQEF@>I�AFIBJJ>��)KQBOK>IFWFKD�VLRO�
BQEF@P� FK� PR@E� >� J>KKBO� TFII� @BOQ>FKIV� J>HB� VLR� >� JLOB�
BQEF@>I�TOFQBO��


���$>;21??5;:-8��@45/?�

->KV�LOD>KFW>QFLKP�>KA�BJMILVBOP�E>SB�>�@LOMLO>QB�@LAB�
LC� BQEF@P�� )C� VLR� >OB� >� QB@EKF@>I� TOFQBO� >KA� VLR� GLFK� >�
MOLCBPPFLK>I�>PPL@F>QFLKP�PR@E�>P�QEB�3L@FBQV�LC�4B@EKF@>I�
#LJJRKF@>QLOP�VLR�TFII�KBBA�QL�?B�>T>OB�QEBFO�@LABP�LC�
BQEF@P
�MR?IFPEBA�LKIFKB�	B�D�
�EQQM���TTT�PQ@�LOD�>?LRQ�PQ@�
BQEF@>I�MOFK@FMIBP
��)C�VLR�>OB�>�QB@EKF@>I�TOFQBO�OBPB>O@EFKD�
>KA� TOFQFKD� >� OBMLOQ� TFQEFK� >� PMB@FCF@� MOLCBPPFLK>I� CFBIA
�
VLR� TFII� >IPL� KBBA� QL� ?B� >T>OB� QL� QE>Q� CFBIAgP� @LABP� LC�
BQEF@P��&LO�BU>JMIB
�FC�VLR�>OB�TOFQFKD�>�OBMLOQ�CLO�>�DOLRM�
LC� MEVPF@>I� QEBO>MFPQP� LK� QEB� I>QBPQ� QB@EKFNRBP� CLO�
OBE>?FIFQ>QFKD�HKBB�PRODBOV�M>QFBKQP
�VLR�PELRIA�?B�>T>OB�
LC� QEB� @LAB� LC� BQEF@P� CLO� MEVPF@>I� QEBO>MFPQP� PL� QE>Q� VLR�
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?BDFK�QL�OB>A�>KA�RKABOPQ>KA�TE>Q�TFII�?B�BUMB@QBA�LC�VLR�
>P�>�MOLCBPPFLK>I�FK�VLRO�CFBIA��
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(LT�>�TOFQBO�MOBPBKQP�FKCLOJ>QFLK�FK�>�AL@RJBKQ�@>K�>CCB@Q�
>� OB>ABOgP� RKABOPQ>KAFKD� LC� QEB� OBI>QFSB� TBFDEQ� LO�
PBOFLRPKBPP�LC�QE>Q�FKCLOJ>QFLK��&LO�BU>JMIB
�EFAFKD�PLJB�
@OR@F>I�?FQ�LC�FKCLOJ>QFLK�FK�QEB�JFAAIB�LC�>�ILKD�M>O>DO>ME�
ABBM� FK� >� ILKD� AL@RJBKQ� PBOFLRPIV� AB�BJME>PFWBP� QEB�
FKCLOJ>QFLK�� /K�QEB�LQEBO�E>KA
�MRQQFKD�>�JFKLO�MLFKQ�FK�
>� MOLJFKBKQ� PMLQ� 	P>V� QEB� CFOPQ� FQBJ� FK� >� ?RIIBQBA� IFPQ� FK�
>� OBMLOQgP� BUB@RQFSB� PRJJ>OV
� JFDEQ� ?B� >� J>KFMRI>QFSB�
PQO>QBDV� QL� BJME>PFWB� FKCLOJ>QFLK� QE>Q� FP� KLQ� QBOOF?IV�
FJMLOQ>KQ�� "LQE� LC� QEBPB� BU>JMIBP� @LRIA� ?B� @LKPFABOBA�
RKBQEF@>I
�>P�QEB�AFPMI>V�LC�FKCLOJ>QFLK�FP�@OR@F>I�QL�ELT�
OB>ABOP�BK@LRKQBO�>KA�FKQBOMOBQ�FQ��

!�@I>PPF@�BU>JMIB�LC�RKBQEF@>I�QB@EKF@>I�TOFQFKD�FP�QEB�
JBJL� OBMLOQ� .!3!� BKDFKBBOP� TOLQB� >?LRQ� QEB� MOL?IBJ�
TFQE� /�OFKD� PB>IP� LK� QEB� PM>@B� PERQQIB� #E>IIBKDBO�� 4EB�
RKBQEF@>I� CB>QROB� T>P� QE>Q� QEB� @OR@F>I� FKCLOJ>QFLK� >?LRQ�
QEB� /�OFKDP� T>P� ?ROFBA� FK� >� JFAAIB� M>O>DO>ME
� TEFIB�
FKCLOJ>QFLK� >MMOLSFKD� QEB� I>RK@E� T>P� FK� MOLJFKBKQ�
?BDFKKFKD� >KA� BKAFKD� PMLQP�� 0OBPRJ>?IV
� QEB� BKDFKBBOP�
TBOB� QOVFKD� QL� MOBPBKQ� >� CRII� OBMLOQ
� FK@IRAFKD� P>CB�
@LJMLKBKQP� FK� QEB� #E>IIBKDBO
� ?RQ� QEB� JBJLgP�
>RAFBK@BcKLK�QB@EKF@>I� J>K>DBOPcJFPQ>HBKIV� ?BIFBSBA�
QEB� /�OFKD� MOL?IBJ� QL� ?B� FK@LKPBNRBKQF>I
� BSBK� FC� FQ�
E>MMBKBA��4EB�MLPFQFLK�LC�FKCLOJ>QFLK�FK�QEFP�AL@RJBKQ�AFA�
KLQ�EBIM�QEBJ�RKABOPQ>KA�QE>Q�QEB�MOL?IBJ�@LRIA�?B�C>Q>I��

%QEF@>I�TOFQFKD
�QEBK
�FKSLISBP�?BFKD�BQEF@>I
�LC�@LROPB
�
?RQ�>IPL�MOBPBKQFKD�FKCLOJ>QFLK�PL�QE>Q�VLRO�Q>ODBQ�>RAFBK@B�
TFII�RKABOPQ>KA�QEB�OBI>QFSB�FJMLOQ>K@B�LC�FKCLOJ>QFLK�>KA�
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JRPQ�@LKPFABO��,BQ�RP�ILLH�>Q�>�CBT��
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)K�>�QB@EKF@>I�OBMLOQ�QE>Q�@LKQ>FKP�OBPB>O@E
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AFP@LSBO�@LKCIF@QFKD�A>Q>�QE>Q�ALBP�KLQ�PRMMLOQ�QEB�MOLGB@QgP�
DL>I��&LO�BU>JMIB
�VLRO�PJ>II�@LJM>KV�@LKQFKRBP�QL�E>SB�
MOL?IBJP�TFQE�BJMILVBB�JLO>IB��2BPB>O@E�PELTP�?OFKDFKD�
FK�>K�LRQPFAB�BUMBOQ
�PLJBLKB�TEL�FP�RKC>JFIF>O�TFQE�QEB�
@LJM>KV�>KA�QEB�PQ>HBELIABOP
�E>P�QEB�MLQBKQF>I�QL�FJM>@Q�
QEB�DOB>QBPQ�@E>KDB��9LR�AFP@LSBO
�ELTBSBO
�QE>Q�QL�?OFKD�
FK� PR@E� >K� BUMBOQ� FP� @LPQ� MOLEF?FQFSB�� 9LR� PQORDDIB� TFQE�
TEBQEBO� QL� IB>SB� QEFP� FKCLOJ>QFLK� LRQ� LC� VLRO� OBMLOQ
�
QEBOB?V�BK@LRO>DFKD�VLRO�BJMILVBO�QL�MROPRB�>K�>@QFLK�QE>Q�
FP� KLQ� QEB� JLPQ� MOLAR@QFSB�� )K�QEFP� PFQR>QFLK
� TE>Q� TLRIA�
VLR�AL
�>KA�TEV��
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)J>DFKB�VLR�>OB�OBPB>O@EFKD�>�OBMLOQ�CLO�>�M>OBKQPg�DOLRM�
QE>Q�T>KQP�QL�@E>KDB�QEB�MLIF@V�FK�QEB�IL@>I�P@ELLI�AFPQOF@Q�
OBNRFOFKD� >II� PQRABKQP� QL� ?B� S>@@FK>QBA�� 9LR� @LIIB@Q� >�
E>KACRI�LC�PLRO@BP�QE>Q�PRMMLOQ�QEB�DOLRMgP�DL>I
�?RQ�QEBK�
VLR� AFP@LSBO� @LKSFK@FKD� JBAF@>I� BSFABK@B� QE>Q� FKAF@>QBP�
S>@@FKBP� AL� JLOB� DLLA� QE>K� MLQBKQF>I� E>OJ� FK� PL@FBQV��
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3FK@B� VLR� >OB� BJMILVBA� ?V� QEFP� M>OBKQPg� DOLRM
� PELRIA�
VLR� IB>SB� LRQ� QEB� JBAF@>I� BSFABK@B
� LO� AL� VLR� E>SB� >�
OBPMLKPF?FIFQV�QL�FK@IRAB�>II�OBPB>O@E
�BSBK�PLJB�QE>Q�JFDEQ�
P>?LQ>DB�QEB�DOLRMgP�DL>I��)P�FQ�VLRO�OBPMLKPF?FIFQV�QL�QBII�
QEB�QORQE�	>KA�MLQBKQF>IIV�P>SB�@EFIAOBKgP�IFSBP
�LO�QL�@EBOOV�
MF@H� FKCLOJ>QFLK� QE>Q� PRMMLOQP� QEB� M>OBKQ� DOLRMgP� FKFQF>I�
FKQBKQFLKP��
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4ELOLRDE� OBPB>O@E� OBNRFOBP� >� TOFQBO� QL� FKQBDO>QB�
FKCLOJ>QFLK� COLJ� >� S>OFBQV� LC� OBIF>?IB� PLRO@BP�� 4EBPB�
PLRO@BP�PELRIA�ABJLKPQO>QB�QE>Q�QEB�TOFQBO�E>P�BU>JFKBA�
QEB�QLMF@�COLJ�>P�J>KV�>KDIBP�>P�MLPPF?IB��4EFP�FK@IRABP�
P@ELI>OIV�>KA�MOLCBPPFLK>I�OBPB>O@E
�KLQ�GRPQ�COLJ�>�PFKDIB�
A>Q>?>PB�LO�GLROK>I
�CLO�FKPQ>K@B
�?RQ�COLJ�>�S>OFBQV��5PFKD�
>�S>OFBQV�LC�PLRO@BP�EBIMP�QEB�TOFQBO�>SLFA�MLQBKQF>I� ?F>P�
QE>Q�@>K�L@@RO�COLJ�OBIVFKD�LK�LKIV�>�CBT�BUMBOQP��)C�VLR�
TBOB�TOFQFKD�>�OBMLOQ�LK�QEB�OB>I�BPQ>QB�J>OHBQ�FK�3QFIIT>QBO
�
/HI>ELJ>
� VLR� TLRIA� KLQ� @LIIB@Q� A>Q>� COLJ� LKIV� LKB�
?OLHBOgP� LCCF@B�� 7EFIB� QEFP� LCCF@B� JFDEQ� E>SB� >@@BPP� QL�
?OL>ABO� A>Q>� LK� QEB� OB>I� BPQ>QB� J>OHBQ
� >P� >� TOFQBO� VLR�
ORK�QEB�OFPH�LC�ILLHFKD�?F>PBA�FC�VLR�LKIV�@ELPB�J>QBOF>IP�
COLJ�QEFP�LKB�PLRO@B��#LIIB@QFKD�FKCLOJ>QFLK�COLJ�JRIQFMIB�
?OLHBOP� TLRIA� ABJLKPQO>QB� QELOLRDE� >KA� RK?F>PBA�
OBPB>O@E��	3BB�@E>MQBO����CLO�JLOB�LK�OBPB>O@E�
�
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FKCLOJ>QFLK�BCCF@FBKQIV�CLO�>�OB>ABO��4EBV�MOLSFAB�A>Q>�FK�
>�@LK@BKQO>QBA�CLOJ
�LCQBK�FIIRPQO>QFKD�HBV�C>@QP
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MOBPBKQ� FKCLOJ>QFLK� SFPR>IIV
� ELTBSBO
� QEBV� E>SB� QL� ?B�
@>OBCRI� KLQ� QL� JFPOBMOBPBKQ� LO� JFPOBMLOQ� QEB� @LJMIBQB�
MF@QROB��

4EB� DO>MEF@� ?BILT� PELTP� QTL� MBOPMB@QFSBP� LC�
FKCLOJ>QFLK� FK� >� MFB� @E>OQ�� 4EB� A>Q>� FK� B>@E� FP� FABKQF@>I�
?RQ� QEB� MFB� @E>OQ� LK� QEB� IBCQ� MOBPBKQP� FKCLOJ>QFLK� FK� >�
JFPIB>AFKD� T>V� 	PBB� &FDROB� �
�� 7E>Q� AL� VLR� KLQF@B
�
ELTBSBO
� >?LRQ� ELT� QE>Q� FKCLOJ>QFLK� FP� @LKSBVBA� QL� QEB�
OB>ABO��

�

Figure 1: Misleading and regular pie charts 

)J>DFKB� QE>Q� QEBPB� MFB� @E>OQP� OBMOBPBKQBA� ALK>QFLKP�
OB@BFSBA�?V�CLRO�@>KAFA>QBP�CLO�@FQV�@LRK@FI��4EB�@>KAFA>QB�
OBMOBPBKQBA� ?V� QEB� DOBBK� PIF@B� I>?BIBA� d)QBJ� #
e� JFDEQ�
QEFKH� QE>Q� PEB� E>A� OB@BFSBA� JLOB� ALK>QFLKP� QE>K� QEB�
@>KAFA>QB�OBMOBPBKQBA�FK�QEB�?IRB�d)QBJ� !e�PIF@B�� )K�C>@Q
�
FC�TB�ILLH�>Q�QEB�P>JB�A>Q>�FK�>�AFCCBOBKQIV�LOFBKQBA�@E>OQ
�
TB� @>K� PBB� QE>Q� )QBJ� #� OBMOBPBKQP� IBPP� QE>K� E>IC� LC� QEB�
ALK>QFLKP�QE>K�QELPB�CLO�)QBJ�!��4ERP
�>�PFJMIB�@E>KDB�FK�
MBOPMB@QFSB�@>K�@E>KDB�QEB�FJM>@Q�LC�>K�FJ>DB��

3FJFI>OIV
�Q>HB�>�ILLH�>Q�QEB�?>O�DO>MEP�FK�&FDROB���?BILT��
7E>Q�AL�VLR�KLQF@B�>?LRQ�QEBFO�MOBPBKQ>QFLK��

�
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Figure 2: Misleading and regular bar graphs 

)C�QEB�?>O�DO>ME�>?LSB�TBOB�QL�OBMOBPBKQ�P>IBP�CFDROBP�CLO�
>�@LJM>KV
�QEB�OBMOBPBKQ>QFLK�LK�QEB�IBCQ�TLRIA�ILLH�IFHB�
DLLA�KBTP��AO>J>QF@>IIV� FK@OB>PBA�P>IBP�LSBO�>�CFSB�VB>O�
MBOFLA��(LTBSBO
�>�@ILPBO�ILLH�>Q�QEB�KRJ?BOP�PELTP�QE>Q�
QEB� DO>ME� PELTP� LKIV� >� K>OOLT� O>KDB� LC� KRJ?BOP� FK� >�
IFJFQBA�MBOPMB@QFSB�	�����QL� ����
��4EB�?>O�DO>ME�LK�QEB�
OFDEQ
� LK� QEB� LQEBO� E>KA
� PELTP� QEB� @LJMIBQB� MF@QROB� ?V�
MOBPBKQFKD�KRJ?BOP�COLJ�WBOL�QL�����LK�QEB�SBOQF@>I�>UFP
�
>KA�TB�PBB�QE>Q�QEB�P>IBP�CFDROBP�E>SB�FK�C>@Q�?BBK�OBI>QFSBIV�
PQ>?IB�CLO�QEB�M>PQ�CFSB�VB>OP��

0OBPBKQFKD� A>Q>� FK� DO>MEF@>I� CLOJ� @>K� ?B� BPMB@F>IIV�
@E>IIBKDFKD�� +BBM� FK� JFKA� QEB� FJMLOQ>K@B� LC� MOLSFAFKD�
>MMOLMOF>QB� @LKQBUQ� >KA� MBOPMB@QFSB� >P� VLR� MOBM>OB� VLRO�
DO>MEF@P��9LR�KBBA�QL�?B�BUQO>�SFDFI>KQ�QL�>SLFA�JFPIB>AFKD�
VLRO� OB>ABOP� TFQE� DO>MEF@P�� 'O>MEF@P� TFII� RPR>IIV� ?B� QEB�
CFOPQ�QEFKD�>�OB>ABO�KLQF@BP�>?LRQ�VLRO�AL@RJBKQ��FC�>�OB>ABO�
CFKAP�VLRO�DO>MEF@P�JFPIB>AFKD
�VLRO�BKQFOB�AL@RJBKQ�J>V�
?B�@>IIBA�FKQL�NRBPQFLK��
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9LR�JFDEQ�KLQF@B�QE>Q�JLPQ�LC�QEBPB�BQEF@P�SFLI>QFLKP�@LRIA�
E>MMBK� >@@FABKQ>IIV�� $FOB@QIV� IVFKD� FP� RKIFHBIV� QL� ?B�
>@@FABKQ>I
� ?RQ� BSBK� FK� QE>Q� @>PB
� QEB� TOFQBO� @LRIA�
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PLJB�dDOB>QBO�DLLAe�>KA�T>P�QEBOBCLOB�KB@BPP>OV��4EFP�FP�>�
PIFMMBOV�PILMB��

!K�BSBK�JLOB�@LJJLK�BQEF@P�SFLI>QFLK�OBPRIQP�COLJ�QEB�
MBOPLK�TEL�ABPFDKP�QEB�FKCLOJ>QFLK�JFPQ>HBKIV�?BIFBSFKD�
QE>Q� QEBV� >OB� MOBPBKQFKD� BSFABK@B� L?GB@QFSBIV
� TFQELRQ�
OB@LDKFWFKD� QEBFO� LTK� ?F>P� FK� ELT� QEBV� MOBPBKQBA� QE>Q�
FKCLOJ>QFLK��

-LPQ�BQEF@P�SFLI>QFLKP�FK�QB@EKF@>I�TOFQFKD�>OB�	MOL?>?IV
�
RKFKQBKQFLK>I
� ?RQ� QEBV� >OB� PQFII� BQEF@P� SFLI>QFLKP�� 4E>Q�
JB>KP� >� QB@EKF@>I� TOFQBO� JRPQ� @LKP@FLRPIV� FABKQFCV� QEBFO�
?F>PBP� >KA� @EB@H� QL� PBB� FC� >� ?F>P� E>P� FKCIRBK@BA� >KV�
MOBPBKQ>QFLK�� TEBQEBO� FK� @E>OQP� >KA� DO>MEP
� LO� FK�
AFP@RPPFLKP�LC�QEB�BSFABK@B
�LO�FK�PLRO@B�RPB�	LO
�LC�@LROPB
�
FK�MRQQFKD�QEB�@OR@F>I�/�OFKD�FKCLOJ>QFLK�TEBOB�QEB�I>RK@E�
AB@FPFLK�J>HBOP�TLRIA�OB>IFWB�FQ�T>P�FJMLOQ>KQ
��

&LO� BU>JMIB
� P@ELI>OIV� OBPB>O@E� FP� FKQBKABA� QL� CFKA�
BSFABK@B� QE>Q� QEB� KBT� OBPB>O@EBOgP� FAB>P� >OB� S>IFA� 	>KA�
FJMLOQ>KQ
�LO�BSFABK@B�QE>Q�QELPB�FAB>P�>OB�M>OQF>I
�QOFSF>I
�
LO� PFJMIV� TOLKD�� )K� MO>@QF@B
� QELRDE
� JLPQ� CLIHP� >OB�
MOFJ>OFIV�ILLHFKD�CLO�PRMMLOQ��d(BV
�)�E>SB�QEFP�DOB>Q�KBT�
FAB>�QE>Q�TFII�PLISB�TLOIA�ERKDBO
�@ROB�@>K@BO
�>KA�J>HB�
J>P@>O>�OB>IIV�T>QBOMOLLC��.LT�)�GRPQ�KBBA�PLJB�BSFABK@B�
QL�MOLSB�)�>J�OFDEQ�e�4EFP�FP�LKB�SBOPFLK�LC�@LKCFOJ>QFLK�
?F>P� 	EQQMP���BK�TFHFMBAF>�LOD�TFHF�#LKCFOJ>QFLK=?F>P
�� b�
TEBOB� MBLMIB� QBKA� QL� C>SLO� BSFABK@B� QE>Q� PRMMLOQP� QEBFO�
MOB@LK@BFSBA� KLQFLKP� >KA� OBGB@Q� BSFABK@B� QE>Q� @E>IIBKDBP�
QEBFO�FAB>P�LO�?BIFBCP��	3BB�@E>MQBO����CLO�JLOB�FKCLOJ>QFLK�
LK�BQEF@>I�OBPB>O@E�MOFK@FMIBP�
�

/K�QEB�LQEBO�E>KA
�FC�VLR�@>K�B>PFIV�CFKA����EFDE�NR>IFQV�
PLRO@BP� QE>Q� @LKCFOJ� VLR� >OB� @LOOB@Q
� VLR� JFDEQ� T>KQ� QL�
@LKPFABO�TEBQEBO�VLRO�FAB>�FP�TLOQE�ABSBILMFKD��/CQBK�FK�
QB@EKF@>I�TOFQFKD
�QEB�RKABOIVFKD�MOFK@FMIB�FP�>IOB>AV�TBII�
AL@RJBKQBA� 	J>V?B� BSBK� @LJJLK� HKLTIBADB� CLO� VLRO�

76   Michael Beilfuss, Staci Bettes, and Katrina Peterson

https://en.wikipedia.org/wiki/Confirmation_bias
https://en.wikipedia.org/wiki/Confirmation_bias
https://en.wikipedia.org/wiki/Confirmation_bias


>RAFBK@B
�>KA�QEB�MLFKQ�should�?B�QL�RPB�QE>Q�RKABOIVFKD�
MOFK@FMIB�QL�MOLMLPB�>�PMB@FCF@�>MMIF@>QFLK��

5PFKD�>�I>ODB�PB@QFLK�LC�VLRO�OBMLOQ�QL�MOLSB�>K�>IOB>AV�
BPQ>?IFPEBA�MOFK@FMIB�FJMIFBP�QE>Q�VLR�>OB�P>VFKD�PLJBQEFKD�
KBT� >?LRQ� QEB� MOFK@FMIBcTEF@E� FP� KLQ� QORB�� !RQELOP� LC�
QB@EKF@>I�AL@RJBKQP�QVMF@>IIV�AL�KLQ�E>SB�QEB�QFJB�LO�PM>@B�
QL� ?BI>?LO� TBII�HKLTK� MLFKQP� LO� @LJJLK�PBKPB� A>Q>�
?B@>RPB� OB>ABOP� AL� KLQ� KBBA� QL� OB>A� M>DB� RMLK� M>DB� LC�
PLJBQEFKD� QEBV� >IOB>AV� HKLT� LO� PLJBQEFKD� QE>Q� @>K� ?B�
MOLSBA�FK�>�PBKQBK@B�LC�QTL��7EBK�VLR�RPB�@LK@BMQP
�FAB>P
�
LO�CFKAFKDP�QE>Q�E>SB�?BBK�BPQ>?IFPEBA�?V�LQEBOP
�VLR�LKIV�
KBBA� QL� ?OFBCIV� PRJJ>OFWB� VLRO� PLRO@B� >KA� MOLSFAB�
>@@RO>QB� OBCBOBK@BP�� 4EBK� VLR� @>K� >MMIV� QEB� FKCLOJ>QFLK�
COLJ�VLRO�PLRO@B	P
�QL�VLRO�PMB@FCF@�Q>PH�LO�MOLMLP>I��
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4EB� JLPQ� FJJBAF>QB� @LK@BOK� OBD>OAFKD� BQEF@P� FK� VLRO�
QB@EKF@>I� TOFQFKD� @LROPB� FP� AL@RJBKQFKD� VLRO� PLRO@BP��
7E>QBSBO�@LKQBKQ�VLR�?LOOLT�JRPQ�?B�@IB>OIV�AL@RJBKQBA�
?LQE� FK� QEB� ?LAV� LC� VLRO� QBUQ� >KA� FK� >� TLOHP� @FQBA� LO�
OBCBOBK@BP� M>DB� 	QEB� AFCCBOBKQ� QBOJP� OBCIB@Q� AFCCBOBKQ�
AL@RJBKQ>QFLK�PVPQBJP
�KLQ�GRPQ�O>KALJ�MOBCBOBK@B
�>Q�QEB�
BKA��3BB�@E>MQBO����CLO�JLOB�FKCLOJ>QFLK�LK�>MMOLMOF>QBIV�
AL@RJBKQFKD�VLRO�OBPB>O@E��

)K@IRAFKD� >K� FQBJ� LKIV� FK� QEB� PLRO@B� IFPQ� >Q� QEB� BKA�
PRDDBPQP�VLR�E>SB�RPBA�QEB�PLRO@B�FK�QEB�OBMLOQ
�?RQ�FC�VLR�
E>SB�KLQ�@FQBA�QEFP�PLRO@B�FK�QEB�QBUQ�>P�TBII
�VLR�@LRIA�?B�
PBBK�>P�JFPIB>AFKD�QEB�OB>ABO��%FQEBO�VLR�>OB�P>VFKD�FQ�FP�>�
PLRO@B�TEBK�FK�C>@Q�VLR�AFA�KLQ�OB>IIV�RPB�>KVQEFKD�COLJ�
FQ
�LO�VLR�E>SB�PFJMIV�C>FIBA�QL�@I>OFCV�FK�QEB�QBUQ�TE>Q�>OB�
VLRO�FAB>P�>KA�TE>Q�@LJBP�COLJ�LQEBO�PLRO@BP��

$L@RJBKQFKD� PLRO@B� RPB� FK� PR@E� >� T>V� >P� QL� BFQEBO�
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JFPIB>A�VLRO�OB>ABO�>?LRQ�QEB�PLRO@B�LO�J>HB�FABKQFCVFKD�
QEB�PLRO@B�AFCCF@RIQ�FP�>IPL�RKBQEF@>IcQE>Q�TLRIA�FK@IRAB�
RPFKD� GRPQ� >� 52,� LO� RPFKD� >K� >OQF@IB� QFQIB� TFQELRQ�
FABKQFCVFKD� QEB� GLROK>I� FK� TEF@E� FQ� >MMB>OP� 	FK� QEB� TLOHP�
@FQBA�OBCBOBK@BP��VLR�TLRIA�KLQ�IFHBIV�FABKQFCV�QEB�GLROK>I�
K>JB� FK� QEB� OBMLOQgP� ?LAV
�� )Q� TLRIA� >IPL� ?B� RKBQEF@>I�
QL� C>IPFCV� QEB� K>QROB� LC� QEB� PLRO@B
� PR@E� >P� LJFQQFKD� QEB�
KRJ?BO�LC�M>DBP�FK�QEB�TLOHP�@FQBA�BKQOV�QL�J>HB�>�?OFBC�
KLQB�PBBJ�QL�?B�>�CRII�>OQF@IB��

5KBQEF@>I� PLRO@B� RPB� FK@IRABP� PRMMOBPPFKD� FKCLOJ>QFLK�
>?LRQ� ELT� VLR� E>SB� RPBA� >� PLRO@B
� PR@E� >P� KLQ� J>HFKD�
@IB>O�QE>Q�DO>MEF@>I�FKCLOJ>QFLK�FK�VLRO�OBMLOQ�T>P�>IOB>AV�
>�DO>ME�FK�VLRO�PLRO@B
�>P�LMMLPBA�QL�>�DO>ME�VLR�@OB>QBA�
LK�QEB�?>PFP�LC�FKCLOJ>QFLK�FK�QEB�PLRO@B��

7 FQE� QEB� B>PB� LC� >@NRFOFKD� DO>MEF@P� LK� QEB� FKQBOKBQ
� FQ�
E>P�?B@LJB�BSBO�JLOB�QBJMQFKD�QL�PFJMIV�@LMV�>KA�M>PQB�
FJ>DBP�COLJ�>�PB>O@E�BKDFKB��7FQELRQ�MOLSFAFKD�>@@RO>QB�
@FQ>QFLK� FKCLOJ>QFLK
� QEB� MO>@QF@B� LC� @RQQFKD� >KA� M>PQFKD�
FJ>DBP� FP� KLQEFKD� IBPP� QE>K� MI>DF>OFPJ� 	LO� QEBCQ
�� FQ� FP�
RKBQEF@>I
�>KA�J>V�?B�FIIBD>I�FC�FQ�SFLI>QBP�@LMVOFDEQ� I>T��
&ROQEBOJLOB
� FQ� FP� ALTKOFDEQ� I>WV�� $BSBILM� DLLA� E>?FQP�
KLT� >KA� J>FKQ>FK� QEBJ� QEOLRDE� MO>@QF@B�� 0OLMBOIV� @FQB�
VLRO�FJ>DBP�?V�MOLSFAFKD�@OBAFQ�QL�QEB�LOFDFK>I�@OB>QLO�LC�
QEB�FJ>DB�TFQE�CRII�@FQ>QFLKP��9LR�@>KKLQ�GRPQ�PI>M�>�52,�
RKABO�>�MF@QROB
�?RQ�O>QEBO�VLR�KBBA�QL�DFSB�CRII�@OBAFQ�TFQE�
>K�>MMOLMOF>QB�@FQ>QFLK��!KV�>PPFDKJBKQ�QROKBA�FK�QE>Q�RPBP�
J>QBOF>I� COLJ� >K� LRQPFAB� PLRO@B
� FK@IRAFKD� DO>MEF@P� >KA�
FJ>DBP
�KBBAP�QL�FK@IRAB�FK�QBUQ�@FQ>QFLKP�>P�TBII�>P�>�IFPQ�LC�
OBCBOBK@BP��

+4-@�-.;A@�#<1:�';A>/1��9-31?��

)C�VLR�KBBA�QL�RPB�DO>MEF@P�COLJ�QEB�FKQBOKBQ
�>�DLLA�LMQFLK�
FP�QL�ILLH�CLO�DO>MEF@P�QE>Q�>OB�LMBK�PLRO@B�� /MBK�PLRO@B�
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OBCBOP�QL�J>QBOF>I�QE>Q�FP�COBBIV�>S>FI>?IB�CLO�>KVLKB�QL�RPB��
#OB>QFSB�#LJJLKP�FP�>K�LOD>KFW>QFLK�QE>Q�E>P�ABSBILMBA�
DRFABIFKBP�QL�>IILT�MBLMIB�QL�dPE>OB�QEBFO�HKLTIBADB�>KA�
@OB>QFSFQV�e� 4EBV� MOLSFAB� dCOBB
� B>PV�QL�RPB� @LMVOFDEQ�
IF@BKPBP�QL�J>HB�>�PFJMIB�>KA�PQ>KA>OAFWBA�T>V�QL�DFSB�QEB�
MR?IF@�MBOJFPPFLK�QL�PE>OB�>KA�RPBe�@OB>QFSB�TLOH�	d7E>Q�
TB� $Le� EQQMP���@OB>QFSB@LJJLKP�LOD�>?LRQ�
�� 4EBOB� >OB� >�
KRJ?BO� LC�LMQFLKP� 	EQQMP���@OB>QFSB@LJJLKP�LOD�PE>OB�
VLRO�TLOH�IF@BKPFKD�QVMBP�BU>JMIBP�
�QE>Q�>�@OB>QLO�E>P�FK�
OBD>OAP�QL�ELT�QEBV�T>KQ�QL�PBQ�RM�MBOJFPPFLKP
�?RQ�QEB�FAB>�
FP�QE>Q�QEBPB�TLOHP�>OB�COBB�CLO�>KVLKB�QL�RPB��QEBV�>OB�LMBK�
PLRO@B��

'O>MEF@P� @OB>QBA� ?V� QEB� CBABO>I� DLSBOKJBKQ
� P>V� COLJ�
QEB�.>QFLK>I�0>OH�3BOSF@B
�LO�QEB�&$!
�LO�QEB�%0!
�>OB�KLQ�
RKABO�@LMVOFDEQ
�>KA�QEBOBCLOB�@>K�?B�RPBA�TFQELRQ�E>SFKD�
QL�DL�QEOLRDE�QEB�PLJBQFJBP�LKBOLRP�MOL@BPP�LC�PB@ROFKD�
MBOJFPPFLKP�� 4EFP� FP� M>OQF@RI>OIV� EBIMCRI� CLO� TOFQQBK�
J>QBOF>IP�QE>Q�TFII�?B�MOLCBPPFLK>IIV�MR?IFPEBA��

,FHBTFPB
�VLR�@>K�@RPQLJFWB�>�'LLDIB�FJ>DB�PB>O@E�PL�
QE>Q�LKIV�FJ>DBP�QE>Q�>OB�LMBK�PLRO@B�TFII�@LJB�RM��)C�VLR�
@IF@H�LK�QEB�d4LLIPe�?RQQLK
�VLR�E>SB�QEB�LMQFLK�LC�CFIQBOFKD�
OBPRIQP�?V�ELT�QEBV�>OB�IF@BKPBA��3BB�&FDROB���?BILT��

�
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Figure 3: A screen shot from a Google search where the images 
are filtered by their license. 

�
2BD>OAIBPP� LC� QEB� @LMVOFDEQ
� VLR� PELRIA� >IT>VP� HBBM�

QO>@H�LC�TEBOB�VLR�CLRKA�QEB�DO>MEF@P
�>KA�CLO�>PPFDKJBKQP�
CLO�VLRO�@I>PP
�VLR�KBBA�QL�OB@LOA�QEB�PLRO@B�PL�VLR�@>K�@FQB�
FQ��)C�VLR�RPB�DO>MEF@P�	LO�>KVQEFKD�>Q�>II
�FK�>K�>PPFDKJBKQ�
QE>Q�VLR�AFA�KLQ�@OB>QB
�VLR�KBBA�QL�FKAF@>QB�>P�JR@E��*RPQ�
?B@>RPB�>�DO>MEF@�FP�LMBK�PLRO@B
�ALBP�KLQ�JB>K�QE>Q�VLR�
@>K�M>PP�FQ�LCC�>P�VLRO�LTK�TLOH
�>KA�FC�VLR�ALKgQ�@FQB�FQ
�
QE>Q�FP�BU>@QIV�TE>Q�VLR�>OB�ALFKD
�TEBQEBO�LO�KLQ�QE>Q�T>P�
VLRO�FKQBKQFLK��

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

�:@1881/@A-8�$>;<1>@E�

0>QBKQP� >KA� QO>ABJ>OHP�>OB� @LJM>KV� K>JBP� 	7>I->OQ

�
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ILDLP� 	QEB� 4>ODBQ� ?RIIPBVB

� MOL@BPPBP� LO� PILD>KP�
	-@$LK>IAgP� d)gJ� ILSFKg� FQe
� QE>Q� ?BILKD� QL� >� MBOPLK� LO�
@LJM>KV��.LKB�LC�QEBPB�QEFKDP�@>K�?B�RPBA�TFQELRQ�MOLMBO�
OB@LDKFQFLK�LC�LO�>MMOLS>I�COLJ�QEB�>MMOLMOF>QB�@LJM>KV�
LO� FKAFSFAR>I� FKSLISBA�� !� @LJM>KV� RPBP� >� `�QL� PELT�
PLJBQEFKD�FP�QO>ABJ>OHBA�LO�>K�^�CLO�PLJBQEFKD�OBDFPQBOBA�
TFQE�QEB�5�3�0>QBKQ�>KA�4O>ABJ>OH� /CCF@B���!K�BU>JMIB�
TLRIA�?B�.FHB�>KA�QEBFO�C>JLRP�PTLLPE�PVJ?LI��

4EFP� I>T� BUQBKAP� ?BVLKA� QEB� J>GLO� @LJM>KFBP�� !KV�
TOFQQBK�AL@RJBKQ�FK�VLRO�LTK�@LJM>KV�FP�@LMVOFDEQBA�?V�
I>T� LK@B� MOLAR@BA�� 4E>Q� JB>KP� FC� VLR� >OB� ?LOOLTFKD� >�
DLLA�FAB>�COLJ�>�COFBKA�>Q�>KLQEBO�@LJM>KV
�VLR�JRPQ�@FQB�
QEBJ�>P�>�PLRO@B��!IPL
�>IQELRDE�KLQ�OBNRFOBA�?V�I>T
�FQ�FP�
>�DLLA�FAB>�QL�@FQB�PLRO@BP�COLJ�FKPFAB�VLRO�LTK�@LJM>KV�
>P�TBII��9LR�TLRIA�KLQ�T>KQ�PLJBLKB�BIPB�Q>HFKD�@OBAFQ�CLO�
VLRO�FAB>P��7EV�PELRIA�VLR�QOB>Q�LQEBOP�>KV�AFCCBOBKQIV��

4EB� IBD>I� @LKPBNRBK@BP� >OB� JLPQ� KLQ>?IB� TEBK� LKB�
@LKPFABOP� TOFQFKD� FK� QEB� MOLCBPPFLK>I� TLOIA�� 7EFIB�
MI>DF>OFWFKD� J>V� DFSB� VLR� >� C>FIFKD� DO>AB� FK� >� @I>PP
�
MI>DF>OFWFKD�FK�QEB�TLOHMI>@B�@>K�DBQ�VLR�CFOBA
�>KA�@LRIA�
OBPRIQ�FK�>�@LPQIV� I>TPRFQ�LO�MLPPF?IV�BSBK�G>FI�QFJB�� )Q�FP�
KLQ�LKIV�BQEF@>I�QL�CLIILT�QEBPB�ORIBP
�FQ�FP�>K�BKCLO@BA�I>T��
->HB�PROB�VLR�MOLMBOIV�AL@RJBKQ�>II�PLRO@BP�PL�>P�KLQ�QL�
JFPIB>A�>�OB>ABO��

#LMVOFDEQ� I>T� FK@IRABP� FQBJP� TELPB� AFPQOF?RQFLK� FP�
MOLQB@QBA� ?V� I>T� 	?LLHP
� JLSFBP
� LO� PLCQT>OB
��4EB�
@LMVOFDEQ�PVJ?LI�FP�PELTK�TFQE�>�_��#LMVOFDEQ�FP�AFCCBOBKQ�
COLJ� MI>DF>OFPJ� FK� QE>Q� FQ� FP� >� IBD>I� FPPRB�� /KIV� QEB�
@LMVOFDEQ� ELIABO
� QEB� MBOPLK�LOD>KFW>QFLK� TEL� LTKP� QEB�
MOLQB@QBA�FQBJ
�@>K�@LMV�FQ���3MBKA�>�CBT�JFKRQBP�@EB@HFKD�
LRQ�4EB� 5KFQBA� 3Q>QBP� 0>QBKQ� >KA� 4O>ABJ>OH� /CCF@B�
	EQQMP���TTT�RPMQL�DLS�QO>ABJ>OHP�DBQQFKD�PQ>OQBA�
QO>ABJ>OH�?>PF@P�QO>ABJ>OH�M>QBKQ�LO�@LMVOFDEQ
� CLO�
@I>OFCF@>QFLK�LK�QO>ABJ>OHP
�M>QBKQP
�>KA�@LMVOFDEQ��
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3LJB� @LKPFABO>QFLKP� J>AB� ?V� QEB� @LROQ� TEBK�
ABQBOJFKFKD�FC�>�@LMVOFDEQ�I>T�E>P�?BBK�SFLI>QBA�FK@IRAB��

]� 4EB�@E>O>@QBO
�MROMLPB�LC�RPB
�>KA�>JLRKQ�LC�
FKCLOJ>QFLK�?BFKD�RPBA��7>P�FQ�>�MEO>PB
�
PBKQBK@B
�@E>MQBO
�LO�>K�BKQFOB�MFB@B�LC�TLOH��
7 >P�QEB�FKCLOJ>QFLK�PFJMIV�@LMFBA�>KA�M>PQBA�
>P�>�TELIB�LO�@E>KDBA��7>P�FQ�Q>HBK�COLJ�
PLJBQEFKD�MR?IFPEBA�LO�RKMR?IFPEBA��7E>Q�T>P�
FQ�RPBA�CLO��

]� )C�QEB�MBOPLK�RPFKD�>KLQEBOgP�J>QBOF>I�AFA�PL�QL�
MOLCFQ�COLJ�FQ��/KIV�QEB�@LMVOFDEQ�ELIABOP�
PELRIA�MOLCFQ�COLJ�J>QBOF>I�QEBV�LTK��&LO�
BU>JMIB
�QEFP�FP�TEV�>�C>@RIQV�JBJ?BO�@>KKLQ�
RPB�QEBFO�MBOPLK>I�$6$�CLO�>�JLSFB�P@OBBKFKD�
LK�@>JMRP�>KA�@E>ODB�PQRABKQP�QL�>QQBKA�QEB�
SFBTFKD��

]� )C�RPFKD�PLJBLKB�BIPBgP�MOLMBOQV�>CCB@QBA�QEB�
J>OHBQ�CLO�QEB�@LMVOFDEQBA�TLOH��&LO�BU>JMIB
�
FC�VLR�Q>HB�>K�FQBJ�QE>Q�TLRIA�@LPQ�JLKBV�QL�
?RV�>KA�@LMV�FQ�CLO�LQEBO�MBLMIB
�VLR�>OB�
>CCB@QFKD�QEB�J>OHBQ�CLO�QE>Q�MOLAR@Q�PFK@B�QEB�
MBLMIB�VLR�DFSB�FQ�QL�TFII�KLT�KLQ�E>SB�QL�
MRO@E>PB�FQ�QEBJPBISBP��4EBOBCLOB
�QEB�LOFDFK>I�
LTKBO�LC�QEB�J>QBOF>I�FP�ABKFBA�>�MOLCFQ�ARB�QL�
VLRO�>@QFLKP��

7EBK� AB>IFKD� TFQE� @LMVOFDEQ� NRBPQFLKP
� @LKPFABO� QEB�
CLIILTFKD� QFMP�� &FOPQ
� CFKA� LRQ� FC� QEB� FQBJ� @>K� ?B� RPBA��
3LJBQFJBP
�QEB�@LMVOFDEQ�ELIABO�>IILTP�FQ�FC�@OBAFQ�FP�DFSBK��
3B@LKA
� AL� KLQ� RPB� I>ODB� >JLRKQP� LC� >KLQEBO� MBOPLKgP�
FKCLOJ>QFLK�� 4EFOA
� FC� MLPPF?IB
� >PH� MBOJFPPFLK� QL� RPB�
>KLQEBO�MBOPLKgP�TLOH��)K�>AAFQFLK
�>KA�JLPQ�FJMLOQ>KQIV
�
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@FQB� PLRO@BP� >@@RO>QBIV� PL� >P� QL� DFSB� @OBAFQ� QL� >KLQEBO�
MBOPLKgP�FAB>P�FC�VLR�>OB�>?IB�QL�RPB�QEBJ��


����@45/?��$8-35->5?9��-:0�&185-.81�';A>/1?�

5KIFHB� MBOPLK>I� LO� >@>ABJF@� TOFQFKD
� QB@EKF@>I� >KA�
MOLCBPPFLK>I� TOFQFKD� @>K� ?B� RPBA� QL� BS>IR>QB� VLRO� GL?�
MBOCLOJ>K@B�>KA�@>K�E>SB�FJMIF@>QFLKP�QE>Q�>�TOFQBO�J>V�
LO�J>V�KLQ�E>SB�@LKPFABOBA��7EBQEBO�VLR�>OB�TOFQFKD�CLO�
@LIIB>DRBP� TFQEFK� VLRO� TLOHMI>@B� LO� LRQPFAB� SBKALOP� LO�
@RPQLJBOP
� VLR� TFII� T>KQ� QL� ?RFIA� >� PLIFA
� TBII�B>OKBA
�
C>SLO>?IB�OBMRQ>QFLK�CLO�VLROPBIC�TFQE�VLRO�TOFQFKD��9LRO�
DL>I�FP�QL�J>FKQ>FK�>KA�BKE>K@B�VLRO�@OBAF?FIFQV
�>KA�QE>Q�LC�
VLRO�LOD>KFW>QFLK
�>Q�>II�QFJBP��

#OBAF?FIFQV� @>K� ?B� BPQ>?IFPEBA� QEOLRDE� J>KV� JB>KP��
RPFKD� >MMOLMOF>QB� MOLCBPPFLK>I� I>KDR>DB
� @FQFKD� EFDEIV�
OBPMB@QBA�PLRO@BP
�MOLSFAFKD�OBIF>?IB�BSFABK@B
�>KA�RPFKD�
PLRKA�ILDF@��->HB�PROB�>P�VLR�PQ>OQ�VLRO�OBPB>O@E�QE>Q�VLR�
>IT>VP�NRBPQFLK�QEB�@OBAF?FIFQV�LC�QEB�FKCLOJ>QFLK�VLR�CFKA��
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�CFBIA��

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

]� !OB�QEB�JBQELAP�>KA�>ODRJBKQP�?>PBA�LK�PLIFA�
OB>PLKFKD�>KA�PLRKA�BSFABK@B��

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

"B�@>RQFLRP�>?LRQ�RPFKD�PLRO@BP�QE>Q�>OB�KLQ�OBSFBTBA�?V�
MBBOP� LO� BAFQLO
� LO� FK� TEF@E� QEB� FKCLOJ>QFLK� @>KKLQ� ?B�
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SBOFCFBA
� LO� PBBJP� JFPIB>AFKD
� ?F>PBA
� LO� BSBK� C>IPB�� "B�
>� TFPB� FKCLOJ>QFLK� @LKPRJBO� FK� VLRO� LTK� OB>AFKD� >KA�
OBPB>O@E� FK� LOABO� QL� ?RFIA� VLRO� OBMRQ>QFLK� >P� >K� ELKBPQ
�
BQEF@>I� TOFQBO�� 3BB�@E>MQBO� ��� CLO� JLOB� FKCLOJ>QFLK� LK�
@OBAF?FIFQV�>KA�BS>IR>QFKD�PB@LKA>OV�PLRO@BP��

1RLQFKD� QEB� TLOH� LC� LQEBOP� FK� VLRO� TOFQFKD� FP� CFKB
�
MOLSFABA�QE>Q�VLR�@OBAFQ�QEB�PLRO@B�CRIIV�BKLRDE�QE>Q�VLRO�
OB>ABOP�@>K�CFKA�FQ�LK�QEBFO�LTK��)C�VLR�C>FI�QL�Q>HB�@>OBCRI�
KLQBP
�LO�QEB�PBKQBK@B�FP�MOBPBKQ�FK�VLRO�TOFQFKD�?RQ�I>QBO�
C>FIP� QL� DBQ� >@@RO>QB� >QQOF?RQFLK
� FQ� @>K� E>SB� >� KBD>QFSB�
FJM>@Q� LK� VLR� >KA� VLRO� LOD>KFW>QFLK�� 4E>Q� FP� TEV� FQ� FP�
FJMLOQ>KQ�QE>Q�TEBK�VLR�CFKA�>K�BIBJBKQ�VLR�TLRIA�IFHB�QL�
FK@LOMLO>QB�FK�VLRO�AL@RJBKQ
�FK�QEB�P>JB�JLJBKQ�>P�VLR�
@LMV�>KA�M>PQB�LO�J>HB�>�KLQB�LC�FQ�FK�VLRO�OBPB>O@E�CFIB�
VLR�KBBA�QL�KLQB�QEB�PLRO@B�FK�>�@LJMIBQB�BKLRDE�CLOJ�QL�
CFKA�FQ�>D>FK��

'FSFKD� @OBAFQ� TEBOB� @OBAFQ� FP� ARB� TFII� ?RFIA� VLRO�
@OBAF?FIFQV� >KA� BKE>K@B� VLRO� AL@RJBKQ�� -LOBLSBO
� TEBK�
VLRO� TOFQFKD� FP� >RQEBKQF@>IIV� VLROP
� VLRO� >RAFBK@B� TFII�
@>Q@E�VLRO�BKQERPF>PJ
�>KA�VLR�TFII�CBBI�JLOB�@LKCFABKQ�FK�
QEB�J>QBOF>I�VLR�MOLAR@B��*RPQ�>P�VLR�E>SB�>�OBPMLKPF?FIFQV�
FK�?RPFKBPP�QL�?B�ELKBPQ�FK�PBIIFKD�VLRO�MOLAR@Q�LO�PBOSF@B�
>KA� >SLFA� @EB>QFKD� VLRO� @RPQLJBOP
� PL� VLR� E>SB� >�
OBPMLKPF?FIFQV�FK�?RPFKBPP�TOFQFKD�QL�?B�ELKBPQ�FK�MOBPBKQFKD�
VLRO�FAB>
�>KA�QEB�FAB>P�LC�LQEBOP
�>KA�QL�>SLFA�@EB>QFKD�
VLRO�OB>ABOP�TFQE�MI>DF>OFWBA�J>QBOF>I��

�
� ���@45/-8�+>5@5:3�

4EOLRDELRQ� VLRO� @>OBBO
� VLR� TFII� ?B� OBNRFOBA� QL� @OB>QB�
J>KV� AL@RJBKQP�� 3LJB� J>V� ?B� PFJMIB� >KA�
PQO>FDEQCLOT>OA
� PLJB� J>V� ?B� AFCCF@RIQ� >KA� FKSLISB�
NRBPQFLK>?IB� L?GB@QFSBP�� /SBO>II
� QEBOB� >OB� >� CBT� ?>PF@�
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MLFKQP�QL�>AEBOB�QL�TEBKBSBO�VLR�>OB�TOFQFKD�>�MOLCBPPFLK>I�
AL@RJBKQ��>
�AL�KLQ�JFPIB>A
�?
�AL�KLQ�J>KFMRI>QB
�>KA�@
�
AL�KLQ�PQBOBLQVMB��

�;�";@�!5?81-0�

4EFP�E>P�JLOB�QE>K�LKB�JB>KFKD�QL�QEB�MOLCBPPFLK>I�TOFQBO��
4EB� J>FK� MLFKQ� FP� @IB>O�� 7EBK� TOFQFKD� MBOPR>PFSBIV
� AL�
KLQ� TOFQB� PLJBQEFKD� QE>Q� @>K� @>RPB� QEB� OB>ABO� QL� ?BIFBSB�
PLJBQEFKD� QE>Q� FP� KLQ� QORB�� 4EFP� @>K� ?B� ALKB� ?V� IVFKD
�
JFPOBMOBPBKQFKD�C>@QP
�LO�GRPQ�dQTFPQFKDe�KRJ?BOP�QL�C>SLO�
VLRO� LMFKFLK� >KA� L?GB@QFSBP�� /K@B� VLR� >OB� LK� QEB� GL?
�
VLR� @>KKLQ� IB>SB� LRQ� KRJ?BOP� QE>Q� PELT� VLR� >OB� ?BEFKA�
LO� LSBO�?RADBQ� LK� >� MOLGB@Q
� KL� J>QQBO� ELT� TBII� FQ� J>V�
TLOH�LK@B�FQ�FP�@LJMIBQBA��"B�@>RQFLRP�TEBK�RPFKD�CFDROBP
�
@E>OQP� >KA� Q>?IBP
� J>HFKD� PROB� QEBV� SFPR>IIV� OBMOBPBKQ�
NR>KQFQFBP�TFQE�>@@RO>@V�>KA�ELKBPQV��7EFIB�QEFP�J>V�PBBJ�
B>PV�QL�OB>A�>?LRQ
�TEBK�QEB�MOBPPROB�FP�LK�>KA�QEBOB�>OB�
AB>AIFKBP�QL�JBBQ
�Q>HFKD�PELOQ@RQP�>KA�PQOBQ@EFKD�QEB�QORQE�
?B@LJB�BSBO�JLOB�QBJMQFKD��

�;�";@�!-:5<A8-@1�

$L� KLQ� MBOPR>AB� MBLMIB� QL� AL� TE>Q� FP� KLQ� FK� QEBFO� ?BPQ�
FKQBOBPQ��!�DLLA�TOFQBO�TFQE�?>A�JLQFSBP�@>K�QTFPQ�TLOAP�
QL�J>HB�PLJBQEFKD�PLRKA�IFHB�FQ�FP�?BKBCF@F>I�QL�>II�M>OQFBP��
4EB� >RAFBK@B� J>V� CFKA� LRQ� QLL� I>QB� QE>Q� TE>Q� VLR� TOLQB�
LKIV�?BKBCFQBA�VLR�>KA�>@QR>IIV�EROQ�QEBJ�� ->HB�PROB�>II�
PQ>HBELIABOP�>OB�@LKPFABOBA�>KA�@>OBA�CLO�TEBK�TOFQFKD�>�
MBOPR>PFSB� AL@RJBKQ�� )Q� FP� B>PV� QL� DBQ� @>RDEQ� RM� FK� QEB�
C>@QP� >KA� CLODBQ� >II� QEB� MBLMIB� FKSLISBA�� 4EBFO� CBBIFKDP�
>KA�IFSBIFELLA�JRPQ�?B�@LKPFABOBA�TFQE�BSBOV�>MMOLMOF>QB�
AL@RJBKQ�VLR�@OB>QB��
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-LPQ� PQBOBLQVMFKD� Q>HBP� MI>@B� PR?@LKP@FLRPIV� KLT� PFK@B�
TLOHMI>@BP� >OB� @>OBCRI� QL� KLQ� LMBKIV� AFP@OFJFK>QB�� )Q� FP�
PLJBQEFKD�TB�J>V�KLQ�BSBK�?B�>T>OB�TB�>OB�ALFKD
�PL�FQ�
FP�>IT>VP�>�DLLA�FAB>�QL�E>SB�>�MBBO�LO�@LTLOHBO�MOLLCOB>A�
VLRO� AL@RJBKQP� QL� J>HB� PROB� VLR� E>SB� KLQ� FK@IRABA�
>KVQEFKD�QE>Q�J>V�MLFKQ�QL�AFP@OFJFK>QLOV�>PPRJMQFLKP��

4EB� KLQ�CLO�MOLCFQ� LOD>KFW>QFLK�0OLGB@Q� )JMIF@FQ�
	EQQMP���TTT�MOLGB@QFJMIF@FQ�KBQ�
� E>P� ?BBK� OBPB>O@EFKD�
PR?@LKP@FLRP�?F>PBP�CLO�VB>OP�>KA�E>P�ABSBILMBA�PBSBO>I
�
COBB�LKIFKB� QBPQP�� 	EQQMP���FJMIF@FQ�E>OS>OA�BAR�FJMIF@FQ�
Q>HB>QBPQ�EQJI
� �4EB� QBPQP� @>K� EBIM� VLR� RKABOPQ>KA� VLRO�
MOL@IFSFQFBP�>KA�PR?@LKP@FLRP�?F>PBP��+KLTFKD�VLRO�?F>PBP�
J>V�EBIM�VLR�?BDFK�QL�LSBO@LJB�QEBJ��


����00>1??5:3�):1@45/-8�$> -/@5/1?�

)Q� FP� AFCCF@RIQ� QL� AB>I� TFQE� RKBQEF@>I� MO>@QF@BP� TEBK� QEBV�
PROC>@B�FK�QEB�TLOHMI>@B��4EB�E>OABPQ�M>OQ�J>V�?B�PFJMIV�
O>FPFKD�QEB�FPPRB�TFQE�VLRO�@L�TLOHBOP�>KA�LO�PRMBOSFPLO��
)K�EFP�?LLH�Technical Communication: A Reader-Centered 
Approach
�0>RI�!KABOPLK�OBSFBTP�QEOBB�T>VP�QE>Q�VLR�@>K�
?OFKD�VLRO�@LJM>KVgP�MO>@QF@BP�QL�QEB�PROC>@B��)Q�FP�B>PFBPQ�
QL�CFOPQ�PQ>OQ�>PHFKD�NRBPQFLKP��3FJMIV�>PHFKD�NRBPQFLKP�@>K�
?B� >K� BCCB@QFSB� T>V� LC� ?OFKDFKD� >QQBKQFLK� QL� VLRO�
@LJM>KVgP� MOL?IBJP�� !PH� NRBPQFLKP� >?LRQ� TEL� QEBFO�
AB@FPFLKP� >OB� >CCB@QFKD� >KA� TEV� QEBV� >OB� J>HFKD� QELPB�
AB@FPFLKP�� 4EFP� TFII� >IILT� VLR� QL� SLF@B� VLRO� QELRDEQP�
TFQELRQ�MRQQFKD�VLR�LK�QEB�PMLQ�CLO�?BFKD�QEB�?>A�DRV��

4EB�PB@LKA�FAB>� !KABOPLK�ABP@OF?BP�FP�QL�RPB�C>@QP�LO�
OB>PLK
�FKPQB>A�LC�>@@RP>QFLK�� "BCLOB�VLR�O>FPB�NRBPQFLKP�
>?LRQ�VLRO�@LJM>KVgP�RKBQEF@>I�MO>@QF@BP
�J>HB�PROB�VLR�
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RPB�BSFABK@B�FKPQB>A�LC�>@@RP>QFLKP��/CQBK
�>@@RP>QFLKP�>OB�
J>AB�>?LRQ�PFQR>QFLKP�TEBK�MBLMIB�AL�KLQ�QORIV�HKLT�QEB�
OB>PLK�QELPB�AB@FPFLKP�TBOB�?BFKD�J>AB��)C�VLR�?>PB�VLRO�
@LK@BOKP� LK� BSFABK@B
� VLRO� @LJM>KV� TFII� >PPRJB� VLR�
ILLHBA�FKQL�QEB�PFQR>QFLK�>KA�TFII�Q>HB�VLRO�QELRDEQP�JLOB�
PBOFLRPIV��

4EB�QEFOA�EBIMCRI�T>V�QL�?OFKD�VLRO�@LJM>KVgP�RKBQEF@>I�
MO>@QF@BP�QL�QEB�PROC>@B�FP�QL�OBJ>FK�LMBK�QL�LQEBOgP�FAB>P��
7E>Q�QEFP�>IILTP�VLR�QL�AL�FP�?>PB�>�PLIRQFLK�>OLRKA�J>KV�
AFCCBOBKQ� PFABP� FKPQB>A� LC� GRPQ� VLRO� LTK�� 3FK@B� MBLMIB�
RPR>IIV�E>SB�AFCCBOBKQ�BQEF@>I�S>IRBP
�VLRO�LTK�PQ>K@B�J>V�
KLQ�@LFK@FAB�TFQE�BSBOVLKB�BIPBgP��->HB�PROB�VLR�FABKQFCV�
MLPPF?IB� S>IRBP� LC� LQEBOP� TEBK� @LKPFABOFKD� MLPPF?IB�
PLIRQFLKP��

�@45/?��1/5?5;:��41/785?@�

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

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

]� 7E>Q�>OB�VLRO�@LJMBQFKD�L?IFD>QFLKP�FK�QEFP�
AFIBJJ>��

]� 7E>Q�>ASF@B�ALBP�>�QORPQBA�PRMBOSFPLO�LO�JBKQLO�
LCCBO��

]� $LBP�VLRO�@LJM>KVgP�@LAB�LC�@LKAR@Q�>AAOBPP�
QEFP�FPPRB��

]� $LBP�VLRO�MOLCBPPFLK>I�>PPL@F>QFLKgP�@LAB�LC�
@LKAR@Q�>AAOBPP�QEFP�FPPRB��

]� 7E>Q�>OB�VLR�RKTFIIFKD�QL�AL��7E>Q�>OB�VLR�
TFIIFKD�QL�AL��

]� (LT�TFII�VLR�BUMI>FK�LO�GRPQFCV�VLRO�AB@FPFLK��
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)K� ?RPFKBPP
� FJ>DB� FP� BSBOVQEFKD�� 0R?IF@� LMFKFLK� LC� >�
@LJM>KV� >CCB@QP� >� @LKPRJBOgP� SFBTP� LK� QE>Q� @LJM>KVgP�
MOLAR@QP��4EFP
�FK�QROK
�>CCB@QP�QEB�@LJM>KVgP�MR?IF@�MOLCFQ
�
>KA�BPPBKQF>IIV�FQP�PQ>KAFKD��7EBK�>�@LJM>KV�FP�FKSLISBA�
FK�>� I>TPRFQ�LO�>�OB@>II
�QEB�@LJM>KV�E>P�QL�@LKPFABO�QEB�
@LKPBNRBK@BP�QE>Q�QEBPB�FPPRBP�TFII�E>SB�LK�QEBFO�?RPFKBPP�
>KA�KBBAP�QL�@LKPFABO�QEB�@LPQP�LC�OBM>FOFKD�QEB�@LJM>KVgP�
OBMRQ>QFLK��4EBPB�>OB�>JLKD�QEB�OB>PLKP�@BOQ>FK�AL@RJBKQP�
>OB�@>OBCRIIV�OBSFBTBA�?BCLOB�?BFKD�PBKQ�QL�QEBFO�FKQBKABA�
OB>ABOP��4L�TOFQB�BQEF@>IIV
�VLR�JRPQ�>IPL�FABKQFCV�>KLQEBO�
DOLRM� LC� MBLMIB�� QEB� FKAFSFAR>IP� TEL� TFII� D>FK� LO� ILPB�
?B@>RPB� LC� VLRO� JBPP>DB�� #LIIB@QFSBIV
� QEBPB� MBLMIB� >OB�
@>IIBA�stakeholders�?B@>RPB�QEBV�E>SB�>�PQ>HB�FK�TE>Q�VLR�
>OB�TOFQFKD�� /KIV�?V� IB>OKFKD�TEL�QEBPB�PQ>HBELIABOP�>OB�
@>K� VLR� >PPROB� QE>Q� VLR� >OB� QOB>QFKD� QEBJ� FK� >@@LOA>K@B�
TFQE� VLRO� LTK� BQEF@>I� S>IRBP�� 7EBK� @O>CQFKD� VLRO�
@LJJRKF@>QFLK
�QEFKH�>?LRQ�TEL�TFII�?B�>CCB@QBA�?V�TE>Q�
VLR�P>V�>KA�ELT�VLR�P>V�FQ��

5KABO� QEB� I>T
� JLPQ� AL@RJBKQP� TOFQQBK� ?V� BJMILVBBP�
OBMOBPBKQ�QEB�MLPFQFLK�>KA�@LJJFQJBKQP�LC�QEB�LOD>KFW>QFLK�
FQPBIC�� 4EBOB� >OB� >IT>VP� IBD>I� FPPRBP� QL� @LKPFABO� TEBK�
TOFQFKD�>�MOLCBPPFLK>I�AL@RJBKQ�>KA�QEBV�OBCIB@Q�FK�TOFQFKD�
PQVIB�� 0OLCBPPFLK>I� AL@RJBKQP� @>K� PBOSB� >P� BSFABK@B� FK�
AFPMRQBP� LSBO� @LKQO>@QP� >KA� FK� MOLAR@Q� IF>?FIFQV� I>TPRFQP��
"BFKD� @>RDEQ� FK� >� I>TPRFQ� E>P� J>KV� @LKPBNRBK@BP� CLO� >�
@LJM>KV��4EB�JLKBV�PMBKQ�LK�I>TVBOP�>KA�QEB�QFJB�PMBKQ�
FK� @LROQ� Q>HBP� >T>V� OBPLRO@BP� >� @LJM>KV� @LRIA� RPB� CLO�
FJMOLSFKD� ?RPFKBPP� >KA� MOLAR@QP�� ,>TPRFQP� >IPL� E>SB�
O>JFCF@>QFLKP� CLO�>�@LJM>KVgP�OBMRQ>QFLK�� 0OLAR@Q�OB@>IIP�
@>K�?B�>KLQEBO�IBD>I�MOL?IBJ�CLO�@LJM>KFBP��

4EBOB�>OB�>�KRJ?BO�LC�OB>PLKP�TEV�>�@LJM>KV�J>V�C>@B�
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>�I>TPRFQ�LO�>�OB@>II�� /KB�LC�QEB�J>FK�OB>PLKP�>�@LJM>KV�
DBQP�FKSLISBA�FK�>�I>TPRFQ�FP�?B@>RPB�QEB�AFOB@QFLKP�QL�QEB�
@LJM>KVgP� MOLAR@Q� TBOB� KLQ� @IB>O� QL� QEB� @LKPRJBO�� &LO�
QEFP�OB>PLK
�QEB�DBKBO>I�DRFABIFKB�FP�QE>Q�FKPQOR@QFLKP�PELRIA�
?B�RKABOPQ>KA>?IB
�@IB>O�>KA�@LK@FPB�>Q�QEB�CLROQE�QL�PFUQE�
DO>AB�OB>AFKD� IBSBI�� !IPL
�TEBK�FK�>� I>TPRFQ
�>�@LJM>KV�
E>P�QL�OBJBJ?BO�QE>Q�>II�AL@RJBKQP�J>V�?B�PR?MLBK>BA��
4EFP�JB>KP�QE>Q�>KV�AL@RJBKQ�COLJ�JBJLP�>KA�BJ>FIP�QL�
MOLMLP>IP�>KA�PQRAFBP�@>K�?B�PR?GB@Q�QL�OBSFPFLK�?V�>�@LROQ�
LC�I>T��!KLQEBO�OB>PLK�>�@LJM>KV�DBQP�FKQL�>�I>TPRFQ�J>V�
?B�LSBO�>�OB@>II�� ->KV�MOLAR@QP�>OB�OB@>IIBA�CLO�MLQBKQF>I�
P>CBQV�@LK@BOKP
�BSBK�FC�KL�LKB�T>P�>@QR>IIV�EROQ��4L�>SLFA�
P>CBQV�OB@>IIP
�@LJM>KFBP�KBBA�QL�J>HB�PROB�QEBV�@LKPFABO�
BSBOV� MLPPF?IB� A>KDBO� FKSLISBA� TFQE� >� MOLAR@Q�� 3LJB�
A>KDBOP� J>V� PBBJ� QL� ?B� @LJJLK� HKLTIBADB
� ?RQ�
@LJM>KFBP�PELRIA�?B�>T>OB�LC�QELPB�>KA�I>?BI�QEB�MOLAR@Q�
>@@LOAFKDIV
� OBD>OAIBPP� LC� >PPRJMQFLKP� >?LRQ� @LJJLK�
HKLTIBADB��

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

$L@RJBKQ>QFLK� PELRIA� MOBM>OB� OB>ABOP� QL� P>CBIV� RPB� QEB�
MOLAR@Q�� 53� I>T� PQFMRI>QBP� QE>Q� >� J>KR>I� JRPQ� IFPQ� >KV�
E>W>OAP�QE>Q�J>V�L@@RO�dCOLJ�QEB�FKQBKABA�LO�RKFKQBKABA�
?RQ� OB>PLK>?IV� CLOBPBB>?IB� RPB� LC� FQP� MOLAR@QP�e�
	EQQMP���TTT�DLLDIB�@LJ�
ROI�N�EQQM���TTT�MOLAR@QIF>?FIFQVMOBSBKQFLK�@LJ�FJ>DBP�
��,BD>IIV!ABNR>QB7>OKFKD,>?BIP!#LKRKAORJCLO%SBOV
->KRC>@QROBO�MAC�P>�$�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�
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J>KRC>@QROBO�

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

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

&>FIROB� QL� d>ABNR>QBIVe� T>OK� @LKPRJBOP� LMBKP� VLRO�
@LJM>KV� RM� QL� I>TPRFQP�� 7E>Q� BU>@QIV� J>HBP� >� T>OKFKD�
d>ABNR>QBe�� 'LLA� NRBPQFLK�� !ABNR>@V� FP� >IJLPQ�
FJMLPPF?IB�QL�ABCFKB��)Q�FP�JR@E�B>PFBO�QL�ABCFKB�TE>Q�FP�KLQ�
>ABNR>QB�� (BOB�>OB�>�CBT�@LJJLK�T>VP�QE>Q�J>KR>IP�LO�
FKPQOR@QFLKP�C>II�PELOQ��

]� &>FIROB�QL�T>OK�RPBOP�>?LRQ�ELT�QL�MOLMBOIV�RPB�
>�MOLAR@Q�

]� &>FIROB�QL�T>OK�>D>FKPQ�OFPHP�COLJ�MOLMBO�RPB�LC�
>�MOLAR@Q�

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

4EB�HBV�@LJJLK>IFQV�FP�QE>Q�BSBOVQEFKD�IFPQBA�@LRIA�OBPRIQ�
FK�?LAFIV�E>OJ�LO�AB>QE��
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LO�@LJM>KV�PMB@FCF@�PQVIB�>KA�@FQ>QFLK�@LKSBKQFLKP��

->KV� ?BJL>K� QEB� I>@H� LC� >� @LKPFPQBKQ� PQVIB� LK� TB?�
M>DBP��FK@LKPFPQBK@V�PLJBQFJBP�ABQO>@QP�COLJ�OB>A>?FIFQV
�
@>K� KBD>QFSBIV� >CCB@Q� QEB� AL@RJBKQgP�>RQELOgP� BQELP
� >KA�
J>V� @OB>QB� @LKCRPFLK� QE>Q� OBAR@BP� @I>OFQV�� 7 B� J>V� KLQ�
HKLT�TEL�TOLQB�QEB�QBUQ
�TEBOB�FQ�@LJBP�COLJ
�LO�TEBK�
FQ� T>P� MOLAR@BA�� 2B>ABOP� J>V� EBPFQ>QB� QL� >PPFDK� OB>I�
@OBAF?FIFQV� QL� >K� RKA>QBA
� RKPLRO@BA� ?ILD� TOFQQBK� ?V� >�
PQO>KDBOc>KA�OFDEQIV�PL��4EFP�FP�TEV�PFQBP�IFHB�7FHFMBAF>�
ABJ>KA� PLRO@BP� >KA� CLOJ>Q� >II� BKQOFBP� BU>@QIV� QEB� P>JB��
4EB�ILLH�>KA�CBBI�LC�7FHFMBAF>�FP�KLT�C>JFIF>O�QL�MBLMIB�
>OLRKA�QEB�TLOIA
�>KA�FQ�FP�RPBA�>P�>�PLRO@B�FK�PLJB�TOFQFKD�
@LKQBUQP
�CLO�DLLA�LO�CLO�FII
�MOB@FPBIV�?B@>RPB�FQP�@LKQBKQ�
E>P�MOBAF@Q>?IB�OBDRI>OFQV�>KA�FQP�B>PV�QL�K>SFD>QB�BKQOFBP�
>OB� MLMRI>O� TFQE� OB>ABOP�� (LTBSBO
� MOLAR@FKD� DLLA�

Technical and Professional Writing Genres   97



MR?IF@>QFLKP� FKSLISBP� JR@E� JLOB� QE>K� CLIILTFKD� PQVIB�
@LKSBKQFLKP�� 4EBOB� >OB� >� S>OFBQV� LC� @LK@BMQP� QL� @LKPFABO�
>KA� J>KV� FJMLOQ>KQ� @ELF@BP� QL� J>HB� TEBK� MI>KKFKD� QEB�
?BPQ�JBQELA�LC�@LJJRKF@>QFKD�VLRO�JBPP>DB��

�����-?5/��A50185:1?�

4EB�CFOPQ�PQBM�FK�AL@RJBKQ�ABPFDK�FKSLISBP�FABKQFCVFKD�QEB�
DBKOB�>KA�FQP�@LKSBKQFLKP�	>P�AFP@RPPBA�>?LSB

�TEF@E�J>V�
S>OV�TFABIV�?>PBA�LK�@LKQBUQ
�>RAFBK@B
�>KA�MROMLPB��(BOB�
>OB�PLJB�?>PF@�DRFABIFKBP�QL�HBBM�FK�JFKA�TEBK�AB>IFKD�
TFQE�?RPFKBPP�TOFQFKD��

]� �22�/<2�D/@G�5@/>671A���&LO�KLK�PMB@F>IFPQ�
>RAFBK@BP
�VLR�J>V�T>KQ�QL�RPB�JLOB�
DO>MEF@Pc>KA�PFJMIBO�LKBP�>Q�QE>Q��$L@RJBKQP�
DB>OBA�QLT>OA�QEB�KLK�PMB@F>IFPQ�QBKA�QL�E>SB�
JLOB�AB@LO>QFSB
�QB@EKF@>I
�>KA�ABQ>FIBA�
DO>MEF@P��

]� �@3/9�C>�B3FB�=@�1=<A=:72/B3�7B�7<B=�
;3/<7<54C:��CA/0:3�16C<9A��&LO�KLK�PMB@F>IFPQ�
OB>ABOP
�VLR�TFII�IFHBIV�@LKPQOR@Q�PELOQBO�
M>O>DO>MEP�LC�>OLRKA�PFU�QL�BFDEQ�IFKBP��
4B@EKF@>I�AL@RJBKQP�TOFQQBK�CLO�PMB@F>IFPQP�TFII�
FK@IRAB�JR@E�ILKDBO�M>O>DO>MEP��

]� )A3�63/27<5A�/<2�:7ABA��2B>ABOP�@>K�?B�
FKQFJFA>QBA�?V�ABKPB�M>O>DO>MEP�LC�TOFQFKD��
	4B@EKF@>I�TOFQBOP�J>V�OBCBO�QL�>�ILKD�M>O>DO>ME�
QE>Q�FP�AFCCF@RIQ�QL�P@>K�>P�d>�T>II�LC�MOLPB�e
�
)K@LOMLO>QB�EB>AFKDP�TEBKBSBO�MLPPF?IBcCLO�
BU>JMIB
�TEBK�>�QLMF@�LO�PR?QLMF@�FP�FKQOLAR@BA��
!IPL�PB>O@E�VLRO�AL@RJBKQ�CLO�TOFQQBK�IFPQP�QE>Q�
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@>K�?B�J>AB�FKQL�SBOQF@>I�IFPQP��,LLH�CLO�M>FOBA�
IFPQFKDP�PR@E�>P�QBOJP�>KA�QEBFO�ABCFKFQFLKP��QEBPB�
@>K�?B@LJB�QTL�@LIRJK�IFPQP��

]� )A3�A>317/:�BG>=5@/>6G��4VMF@>IIV
�P>KP�PBOFC�
CLKQP
�PR@E�>P�!OFBI
�>OB�RPBCRI�CLO�LKIFKB�
OB>ABOP��3BOFC�CLKQP
�PR@E�>P�4FJB�.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�ABG:3��&LO�KLK�PMB@F>IFPQ�
OB>ABOP
�VLR�@>K�FK@OB>PB�OB>A>?FIFQV�?V�J>HFKD�
QEB�IFKBP�PELOQBO�	>AGRPQFKD�QEB�J>ODFKP
�>KA�
RPFKD�I>ODBO�QVMB�PFWBP��

]� �<1:C23�0C::3B�>=7<BA��,LKD�IFPQP�@>K�LCQBK�?B�
?OLHBK�ALTK�FKQL�PJ>IIBO�?RIIBQBA�@ERKHP�LC�
FKCLOJ>QFLK�CLO�B>PB�LC�OB>AFKD��3LJB�DBKOBP
�
IFHB�QEB�O\PRJ\
�MI>@B�QEB�BJME>PFP�LK�?RIIBQBA�
MEO>PBP�O>QEBO�QE>K�@LJMIBQB�PBKQBK@BP��7EBK�
RPFKD�?RIIBQ�MLFKQP
�HBBM�FK�JFKA�QEB�CLIILTFKD��

�

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

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

j� ->HB�IFPQ�FQBJP�M>O>IIBI�FK�MEO>PFKD��

j� �#LKCFOJ�QE>Q�B>@E�FQBJ�FK�QEB�IFPQ�FP�
M>O>IIBI�>KA�DO>JJ>QF@>IIV�@LOOB@Q��
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j� ! SLFA�LSBORPFKD�IFPQP��RPFKD�QLL�J>KV�
IFPQP�ABPQOLVP�QEBFO�BCCB@QFSBKBPP��

j� 5PB�PFJFI>O�QVMBP�LC�IFPQP�@LKPFPQBKQIV�
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�LC�
>�AL@RJBKQ�TBFDE�JLOB�QE>K�QELPB�>Q�QEB�
?LQQLJ
�TEFIB�FQBJP�LK�QEB�OFDEQ�PFAB�LC�QEB�M>DB�
TBFDE�JLOB�QE>K�QELPB�LK�QEB�IBCQ��4BUQ�>KA�
DO>MEF@P�PELRIA�TLOH�QLDBQEBO�QL�@OB>QB�>�PBKPB�
LC�?>I>K@B�>KA�RKFQV��

)K�ARJJ>OV
�TEFIB�QEBPB�?>PF@�DRFABIFKBP�J>V�?B�>MMIFBA�
QL�J>KV�AFCCBOBKQ�AL@RJBKQP
�QEB�FKAFSFAR>I�AB@FPFLKP�VLR�
J>HB�TFII�ABMBKA�LK�VLRO�>RAFBK@B
�LO�TEL�TFII�OB>A�VLRO�
OBMLOQ��&OLJ�@LKQBKQ�>KA�I>KDR>DB�QL�I>VLRQ
�BSBOV�>PMB@Q�
LC�VLRO�@LJJRKF@>QFLK�JRPQ�HBBM�VLRO�OB>ABOPg�KBBAP�FK�
JFKA��

�

)K�QEB�PIFAB�?BILT
�TEF@E�LC�QEB�MOFK@FMIBP�>?LSB�
E>SB�?BBK�>MMIFBA�TBII��)Q�RQFIFWBP�?LQE�EB>AFKDP�
>KA�PR?EB>AFKDP�QL�?OB>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�CRII�PBKQBK@BP
�
TEF@E�BK@LRO>DBP�>�PMB>HBO�QL�BI>?LO>QB�LK�J>GLO�
MLFKQP�O>QEBO�QE>K�LSBO�OBIVFKD�LK�OB>AFKD�COLJ�QEB�
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PIFAB��4EB�PFJMIF@FQV�LC�QEB�QOF>KDRI>O�DO>MEF@�>KA�
@LILO�P@EBJB�@LRIA�?B�P>FA�QL�BKE>K@B�O>QEBO�QE>K�
ABQO>@Q�COLJ�QEB�J>FK�JBPP>DB��(LTBSBO
�PLJB�
JFDEQ�>ODRB�QE>Q�QEB�TBFDEQ�LC�QEB�DO>MEF@�LK�QEB�
OFDEQ�PFAB�QEOLTP�LCC�QEB�SFPR>IgP�?>I>K@B�	PFK@B�
FQBJP�LK�QEB�OFDEQ�TBFDE�JLOB�QE>K�QELPB�LK�QEB�
IBCQ
��!�PFJMIB�>AGRPQJBKQ�QL�QEB�DO>MEF@gP�PFWB�LO�
MI>@BJBKQ�TLRIA�>AGRPQ�QEB�FJ?>I>K@B��

Figure 1: Simple PowerPoint slide with minor imbalance. 

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

4B@EKF@>I� TOFQBOP� LCQBK� FKQBDO>QB� DO>MEF@P� LO� SFPR>IP� QL�
@LJMIBJBKQ� QBUQ� FK� >� OBMLOQ�� 'O>MEF@P� @>K� Q>HB� J>KV�
CLOJPcQ>?IBP
� @E>OQP
� MELQLDO>MEP
� AO>TFKDP
� QL� K>JB� >�
CBTc?RQ�QEBFO�MROMLPB�O>OBIV�S>OFBP��QEBV�PELRIA�EBIM�QL�
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@I>OFCV� FKCLOJ>QFLK� MOBPBKQBA� FK� QEB� OBMLOQ�� 4EBV� PELRIA�
TLOH� QLDBQEBO� TFQE� QEB� QBUQ� QL� @LJJRKF@>QB
� O>QEBO� QE>K�
OBMI>@FKD� QEB� QBUQ� >IQLDBQEBO�� 'O>MEF@P� MOLSFAB� >K�
>AAFQFLK>I� ?BKBCFQ�� 4EBV� EBIM� QL� ?OB>H� RM� >� QBUQ�EB>SV�
OBMLOQ
�J>HFKD�QEB�OBMLOQ�JLOB�SFPR>IIV�>MMB>IFKD��

!P�VLR�?BDFK�QEFKHFKD�>?LRQ�MLPPF?IB�SFPR>IP�QL�FK@IRAB�
FK� VLRO� AL@RJBKQ
� QEB� CFOPQ� PQBM� FP� QL� @LKPFABO� TEF@E�
DO>MEF@P�>OB�JLPQ�>MMOLMOF>QB�CLO�QEB�JBPP>DB�VLR�T>KQ�QL�
@LKSBV��4EB�Q>?IB�?BILT�MOLSFABP�PLJB�DBKBO>I�DRFABIFKBP�
LK�QEB�DO>MEF@P�JLPQ�PRFQ>?IB�QL�@LKSBV�PMB@FCF@�QVMBP�LC�
FKCLOJ>QFLK��

�<4=@;/B7=<�B=��=<D3G� * 7AC/:�(G>3�

.RJ?BOP
�MBO@BKQ>DBP
�@>QBDLOFBP�4>?IBP
�@E>OQP�

0OL@BPPBP� &ILT�@E>OQP�

'BLDO>MEF@�A>Q>� ->MP�

#EOLKLILDF@>I�LO�MOFLOFQFWBA�IFPQP�.RJ?BOBA�IFPQP�

.LK�@EOLKLILDF@>I�IFPQP� "RIIBQBA�IFPQP�

�

$>1<->5:3�&1-01>?�2;>��>-<45/?�

7EBK� ABSBILMFKD� DO>MEF@P
� VLR� TFII� T>KQ� QL� @LKPFABO�
TEBOB�QEBV�PELRIA�?B�MI>@BA�>KA�TE>Q�FKCLOJ>QFLK�PELRIA�
PROOLRKA� QEBJ�� ->HB� PROB� VLRO� SFPR>IP� >OB� >MMOLMOF>QB�
QL�VLRO�>RAFBK@B
�PR?GB@Q�J>QQBO
�>KA�MROMLPB��4L�MOBM>OB�
OB>ABOP� CLO� QEB� FKCLOJ>QFLK� >� DO>MEF@� @LKSBVP
� >IPL�
@LKPFABO�QEBPB�QFMP��

]� %UMI>FK�LO�FKQOLAR@B�QEB�FKCLOJ>QFLK�QLMF@�LC�QEB�
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DO>MEF@�FK�QEB�MOB@BAFKD�M>O>DO>ME��

]� &LO�B>PV�OBCBOBK@B
�DFSB�B>@E�SFPR>I�>�K>JB��

]� ->HB�PROB�QEB�FKCLOJ>QFLK�TFQEFK�QEB�DO>MEF@�FP�
@IB>O�>KA�B>PV�QL�RKABOPQ>KA��

]� 7EBQEBO�>?LSB�QEB�SFPR>I�LO�PLJBTEBOB�BIPB�FK�
QEB�AL@RJBKQ
�MOLSFAB�PLRO@B�FKCLOJ>QFLK
�
OBCBOBK@BP
�LO�@FQ>QFLKP�	FC�QEB�SFPR>I�>KA�LO�A>Q>�
FP�KLQ�VLRO�LOFDFK>I�TLOH�>KA�@LJBP�COLJ�>�
PB@LKA>OV�PLRO@B
��

]� )K@IRAB�>�@>MQFLK�LO�CLIILT�RM�QBUQ�>CQBO�QEB�
DO>MEF@
�PR@E�>P�>K�FKQBOMOBQ>QFLK�LO�>�CFK>I�
@LJJBKQ�>?LRQ�QEB�FJMIF@>QFLKP�LC�QEB�SFPR>I��)C�
QEB�DO>MEF@�@LKQ>FKP�BUQBKPFSB�A>Q>
�VLR�J>V�
KBBA�QL�QBII�VLRO�>RAFBK@B�TE>Q�FKCLOJ>QFLK�QL�
CL@RP�LK��

]� )KQBOPMBOPB�DO>MEF@P�>KA�QBUQ�LK�QEB�P>JB�M>DB��
! SLFA�MI>@FKD�DO>MEF@P�LK�M>DBP�?V�QEBJPBISBP��
FAB>IIV
�KL�SFPR>I�PELRIA�Q>HB�RM�JLOB�QE>K�LKB�
QEFOA�LC�>�M>DB�RKIBPP�>?PLIRQBIV�KB@BPP>OV��

]� )K@IRAB�FABKQFCVFKD�ABQ>FIP�TFQEFK�QEB�DO>MEF@P�
PR@E�>P�FIIRPQO>QFLK�I>?BIP
�>UFP�I>?BIP
�HBVP
�>KA�
PL�LK��

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

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

]� #FQB�>II�FJ>DBP�QE>Q�VLR�Q>HB�COLJ�BIPBTEBOB��
7EFIB�FQ�FP�MBOCB@QIV�IBD>I�QL�?LOOLT�
DO>MEF@PcQL�QO>@B
�MELQL@LMV
�P@>K
�LO�BUQO>@Q�
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PR?PBQP�LC�A>Q>�COLJ�QEBJcVLR�>OB�L?IFD>QBA�QL�
>@@RO>QBIV�@FQB�VLRO�PLRO@BP�CLO�DO>MEF@P��!IPL�
?B�>T>OB�QE>Q�PLJB�DO>MEF@P�J>V�OBNRFOB�BUQO>�
MBOJFPPFLKP�COLJ�QEB�@OB>QLO�?>PBA�LK�QEB�QVMB�
LC�@LMVOFDEQ��

�

%U>JMIBP�

4EB�DO>MEF@�?BILT
�MOLSFABA�?V�7FHFJBAF>�#LJJLKP
�
CLIILTP�>Q�IB>PQ�PLJB�LC�QEB�ABPFDK�MOFK@FMIBP�DFSBK�>?LSB��
7E>Q�FP�ALKB�TBII
�>KA�TE>Q�JFDEQ�?B�ALKB�?BQQBO��9LR�TFII�
KLQF@B
�CLO�BU>JMIB
�QE>Q�QEB�DO>MEF@�FK@LOMLO>QBP�>�PM>@B�
>?LSB�>KA�?BILT
�>ILKD�TFQE�>�ABP@OFMQFSB�@>MQFLK��7LRIA�
OB>ABOP�?BKBCFQ�COLJ�>IPL�PBBFKD�I>?BIP�QE>Q�FABKQFCV�HBV�
FKCLOJ>QFLK
�LO�TLRIA�>AAFQFLK>I�ABP@OFMQFLKP�PBBJ�
PRMBOCIRLRP��
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An image of the Òfairytale castleÓ of Neuschwanstein, 
commissioned by Ludwig II. 

�

�-88;A@?�-:0��-<@5;:?�

#>IILRQP�>KA�@>MQFLKP�@LKQ>FK�FKCLOJ>QFLK�QE>Q�EBIM�OB>ABOP�
QL� FKQBOMOBQ� DO>MEF@P�� QEBV� FABKQFCV� PMB@FCF@� BIBJBKQP� LO�
CB>QROBP��7EBOB>P�@>MQFLKP�>OB�PELOQ�MEO>PBP�LO�PBKQBK@BP�
QE>Q�ABP@OF?B�QEB�DO>MEF@
�@>IILRQP�	LO�I>?BIP
�>OB�RPBA�TEBK�
M>OQP�LC�QEB�FJ>DB�KBBA�QL�?B�I>?BIBA�LO�B>@E�M>OQ�OBNRFOBP�>�
ILKDBO�BUMI>K>QFLK��#>MQFLKP�CLO�DO>MEF@P�PELRIA�?B�MI>@BA�
FJJBAF>QBIV�RKABO�QEB�DO>MEF@��QEBV�FK@IRAB�QEB�QFQIB�>KA�
>KV� BUMI>K>QLOV� J>QBOF>I�� (BOB� >OB� >� CBT� PQ>OQFKD�
DRFABIFKBP� TEBK� @OB>QFKD� @>MQFLKP�� MI>@B� TLOAP� PR@E� >P�
&FDROB
�)IIRPQO>QFLK
�>KA�4>?IB�FK�?LIA�QVMB��FQ>IF@FWB�@>MQFLK�
QFQIBP�� >KA� QOB>Q� Q>?IBP� >KA� CFDROBP� GRPQ� QEB� P>JB�� 'LLA�
@>MQFLKP� DRFAB� OB>ABOP� KLQ� LKIV� QL� PBB
� ?RQ� >IPL� QL�
RKABOPQ>KA��
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Writing Style for Captions 
4EB� CLIILTFKD� M>O>DO>MEP� PE>OB� CFSB� OB@LJJBKA>QFLKP�

CLO� PQVIB� ?>PBA� LK� 4EB�Franklin Covey Style Guide for 
Business and Technical Communication�� &FOPQ
�CA3�
7<B3@>@3B7D3� 1/>B7=<A� TEBKBSBO� MLPPF?IB�� )KQBOMOBQFSB�
@>MQFLKP�MOLSFAB�?LQE�>�QFQIB�>KA�BUMI>K>QLOV�FKCLOJ>QFLK
�
RPR>IIV�BUMOBPPBA�FK�>�@LJMIBQB�PBKQBK@B
�QL�EBIM�OB>ABOP�
RKABOPQ>KA� QEB� @BKQO>I� MLFKQ	P
� QE>Q� QEB� TOFQBO� T>KQP� QL�
@LKSBV�� !� DO>MEF@� >KA� FQP� @>MQFLK� PELRIA� ?B� @IB>O� >KA�
RKABOPQ>KA>?IB� TFQELRQ� OBNRFOFKD� OB>ABOP� QL� PB>O@E� CLO�
@I>OFCVFKD�FKCLOJ>QFLK�FK�QEB�QBUQ��d�75C@3���� #EB@H�6>ISB��
4EB� OFPH� LC� ?>A� >FO� BKQBOFKD� QEB� @E>KDBO� FP� KB>O� WBOL�
?B@>RPB�QEB�@EB@H�S>ISB�MBOJFQP�>FO�CILT�FK�LKB�AFOB@QFLK�
LKIV�e�4EFP�FKQBOMOBQFSB�@>MQFLK�DFSBP�QEB�QFQIB�LC�QEB�CFDROB�
>KA� BJME>PFWBP� QE>Q� QEB� @>?FK� E>P� >� @LKPQ>KQ�
QBJMBO>QROBc>�?BKBCFQ�MOLSFABA�?V�QEB�CB>QROB�ABP@OF?BA�
FK� QEB� CFDROB�� 4EB� @>MQFLK� PQ>QBP� @IB>OIV� TE>Q� QEB� TOFQBO�
T>KQP�QEB�OB>ABO�QL�IB>OK�COLJ�QEB�AO>TFKD��

3B@LKAIV
� /D=72� CA7<5� A6=@B� =@� /;075C=CA� B7B:3A�QL�
OBMI>@B� FKQBOMOBQFSB� @>MQFLKP�� )K� QEB� M>PQ
� PQVIBP� CLO�
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.BRP@ET>KPQBFK�SFPR>I�@E>KDB�FC�QEB�@>MQFLK�PFJMIV�OB>A�
d#>PQIBe�� 3R@E� >� QFQIB� J>HBP� QEB� @>MQFLK� RKKB@BPP>OV
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MOLSFAFKD� KL� OB>I� FKCLOJ>QFLK� LQEBO� QE>K� QEB� L?SFLRP� QL�
QEB�OB>ABO��4FQIBP�QE>Q�>OB�PL�PELOQ�>KA�LO�@OVMQF@�QE>Q�QEBV�
PLRKA�QBIBDO>MEF@�>OB�KLQ�RPBCRI��

4EFOAIV
� <C;03@� 475C@3A� /<2� B/0:3A�
A3?C3<B7/::G�QEOLRDELRQ� QEB� AL@RJBKQ
� >KA� MI>@B� QEB�
KRJ?BO�?BCLOB�QEB�@>MQFLK��)C�>K�FJMLOQ>KQ�CFDROB�LO�Q>?IB�FP�
MOBPBKQBA�QTF@B
�QOB>Q�FQ�>P�QTL�PBM>O>QB�SFPR>IP�>KA�KRJ?BO�
B>@E��

&LROQEIV
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@LJMIBQB� PBKQBK@BP�� )KQBOMOBQFSB� @>MQFLKP� >OB� RPR>IIV�
@LJMIBQB�PBKQBK@BP�>KA�PELRIA�QEBOBCLOB�BKA�TFQE�>�MBOFLA��
3ELOQ� @>MQFLKP
� IFHB� QFQIBP� >KA� EB>AFKDP
� >OB� KLQ� RPR>IIV�
@LJMIBQB� PBKQBK@BP
� PL� QEBV� OBNRFOB� KL� MRK@QR>QFLK��
#>MQFLKP� J>V� >MMB>O� ?BILT� LO� >?LSB� >� SFPR>I
� ?RQ�
@LKPFPQBK@V�QEOLRDELRQ�>�AL@RJBKQ�FP�@OFQF@>I��!ODRJBKQP�
PRMMLOQ�?LQE�LMQFLKP��@ELLPB�LKB
�HKLT�QEB�O>QFLK>IB�CLO�
VLRO�@ELF@B
�>KA�?B�@LKPFPQBKQ��

,>PQIV
� >CB� B63� 1/>B7=<� /0=D3� B63� D7AC/:�CLO� ?BQQBO�
SFPF?FIFQV� TEBK� @>MQFLKP� >OB� RPBA� TFQE� PIFABP� >KA� LQEBO�
MOLGB@Q�SFPR>I�>FAP��#>MQFLKP�MI>@BA�>Q�QEB�?LQQLJ�J>V�?B�
?IL@HBA�?V�QEB�EB>AP�LC�QELPB�PB>QBA�FK�COLKQ�LO�QEB�IFJFQP�
LC� QEB� MOLGB@QLO�P@OBBK�� 3>CBQV� FKCLOJ>QFLK� JRPQ� >IPL� ?B�
>@@BPPF?IB�QL�VLRO�OB>ABOP��7>OKFKDP�PELRIA�PQ>KA�LRQ�COLJ�
QEB� OBPQ� LC� QEB� AL@RJBKQP
� MLPPF?IV� TFQE� F@LKP
� @LILOBA�
CLKQP
�LO�?LIAFKD��4EBV�PELRIA�>IPL�?B�B>PV�QL�RKABOPQ>KA��
!�@LKCRPFKD�P>CBQV�I>?BI�FP�GRPQ�>P�?>A�>P�KL�T>OKFKD�>Q�>II��

4L�DFSB�>�T>OKFKD�MOLJFKBK@B
�VLR�J>V�AB@FAB�QL�IFPQ�FQ�
>Q�QEB�?BDFKKFKD�LC�QEB�J>KR>I��?B�PROB�QL�>IPL�IFPQ�E>W>OAP�
TEBOB� QEB� OB>ABO� JFDEQ� BK@LRKQBO� QEBJ� FK� VLRO�
FKPQOR@QFLKP�� )K� QEB� @>PB� LC� QB@EKF@>I� FKPQOR@QFLKP� TEBOB�
>@QFLK� FP� OBNRFOBA
� IFPQ� QEB� P>CBQV� I>?BI� ?BCLOB� QEB� PQBM� QL�
BKPROB� QE>Q� QEB� OB>ABO� PBBP� QEB� FKCLOJ>QFLK� FK� QFJB� QL�
MOBSBKQ� JFPE>M�� !P� >� MOBBJMQFSB� PQOFHB� >D>FKPQ� I>TPRFQP
�
VLR� J>V� ?B� QBJMQBA� QL� IFPQ� BSBOV� MLPPF?IB� E>W>OA� QE>Q�
@LJBP�QL�JFKA��3LJB�@LJM>KFBP�AL�QEFP�QL�>K�BUQBKQ�QE>Q�
QEB� T>OKFKDP� ?B@LJB� OFAF@RILRPcF�B�� d$L� KLQ� RPB� QEFP�
OLQ>OV�AOFII�>P�>�ELJB�ABKQFPQOV�HFQe�LO�d$L�KLQ�RPB�VLRO�
E>FOAOVBO� TEFIB� PIBBMFKD�e� +BBM� FK� JFKA� QE>Q� QLL� J>KV�
T>OKFKDPcBPMB@F>IIV� OFAF@RILRP� LKBPcJ>HB� QEB� TELIB�
P>CBQV� PB@QFLK� PBBJ� PFIIV�� 4EBK
� KL� LKB� Q>HBP� QEB� E>W>OA�
PBOFLRPIV
� KLQ� BSBK� QEB� OB>I� LKBP�� 2BJBJ?BO�� 9LR� LKIV�
E>SB� QL� FKCLOJ� RPBOP� TEBK� >� E>W>OA� FP� dOB>PLK>?IV�
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CLOBPBB>?IB�e� )K� LQEBO� TLOAP
� CFKA� QEB� JFAAIB� DOLRKA�
?BQTBBK�KLQ�BKLRDE�T>OKFKDP�>KA�T>V�QLL�J>KV��

�A50185:1?�2;>��-88;A@?�

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

]� $BQBOJFKB�QEB�KRJ?BO�LC�FQBJP�QL�FABKQFCV�
FK�QEB�FJ>DB��

]� #OB>QB�>�@LKPFPQBKQ�SFPR>I�PQVIB��

]� 5PB�QEB�P>JB�QBOJP�LK�QEB�@>IILRQ�>P�FK�QEB�
QBUQ��

]� 0I>@B�@>IILRQP�KBUQ�QL�QEB�BIBJBKQP�FK�QEB�
DO>MEF@�QEBV�FABKQFCV
�RPFKD�>�IFKB�QL�
@LKKB@Q�QEB�QTL
�FC�KB@BPP>OV��

]� 5PB�>�PQ>KA>OA�CLKQ�>KA�PFWB�CLO�OB>A>?FIFQV��

]� !IFDK�QEB�I>?BIP�>KA�@>IILRQP�CLO�>�KB>QBO�
>MMB>O>K@B��

�
4EB� CLIILTFKD� DO>MEF@� >ALMQP� >� @LKPFPQBKQ� SFPR>I� PQVIB�

FK�QEB�T>V�QE>Q�FQ�FABKQFCFBP�QEB�M>OQP�LC�>� IL@LJLQFSB�� )QP�
QBOJP�>OB�MI>@BA�AFOB@QIV�KBUQ�QL�QEB�DO>MEF@
�@LKKB@QBA�?V�
IFKBP��)QP�QFQIB�FP�MI>@BA�>?LSB�O>QEBO�QE>K�?BILT�QEB�SFPR>I�
CLO�B>PV�AFCCBOBKQF>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� LC� QEOBB� AFCCBOBKQ� CLOJP�� �
�
4EBV�J>V�?B�MI>@BA�AFOB@QIV�LK�QEB�DO>MEF@�	TEBOB?V�QEBV�
?B@LJB�M>OQ�LC�QEB�SFPR>I

��
�4EBV�J>V�?B�MI>@BA�>OLRKA�
QEB�DO>MEF@�KB>O�IFKBP�QE>Q�MLFKQ�QL�QEB�OBIBS>KQ�BIBJBKQ�FK�
QEB�DO>MEF@
�LO��
�4EBV�J>V�FK@IRAB�IFKHP�LO�ELQPMLQP�TEBOB�
JLOB�FKCLOJ>QFLK�>?LRQ�QEB�BIBJBKQ�FP�AFPMI>VBA�LK�JLRPB�
OLIILSBO�LO�LK�>KLQEBO�M>DB��4EB�SFPR>IP�?BILT�CB>QROB�QTL�
LC�QEB�QEOBB�J>GLO�I>?BI�QVMBP��

�
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Figure 4 (first type): Map that incorporates 
labels directly into the graphic, making them 
part of the visual. 

�
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Figure 5 (second type): Illustration that places labels near lines, 
connected to the graphic. 

�

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

�
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Figure 6: Example with numbered callouts. 
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-LPQ�MBLMIB�>OB�C>JFIF>O�TFQE�Q>?IBP�LC�@LKQBKQP�	4/#

�?RQ�
E>SB�VLR�BSBO�PQLMMBA�QL� ILLH�>Q�QEBFO�ABPFDK��4EB�4/#�
PELTP�OB>ABOP�TE>Q�QLMF@P�>OB�@LSBOBA�FK�QEB�OBMLOQ
�ELT�
QELPB�QLMF@P�>OB�AFP@RPPBA�	PR?QLMF@P

�>KA�LK�TEF@E�M>DB�
KRJ?BOP�PB@QFLKP�>KA�PR?PB@QFLKP�PQ>OQ��)K�@OB>QFKD�>�4/#
�
VLR�TFII�E>SB�QL�J>HB�ABPFDK�AB@FPFLKP�E>SFKD�QL�AL�TFQE�
IBSBIP�LC�EB>AFKDP
�FKABKQ>QFLK
�PM>@FKD�>KA�@>MFQ>IFW>QFLK��
3R@E� AB@FPFLKP� HBBM� QEB� 4/#� COLJ� ?B@LJFKD� ILKD� >KA�
RKTFBIAV��FQ�PELRIA�MOLSFAB�>K�>Q�>�DI>K@B�T>V�LC�CFKAFKD�
FKCLOJ>QFLK�FK�QEB�OBMLOQ�NRF@HIV��

)K�QEB�FIIRPQO>QFLK�?BILT
�FQBJP�FK�B>@E�LC�QEB�QEOBB�IBSBIP�
LC� EB>AFKDP� >OB� >IFDKBA�� ->FK� @E>MQBOP� LO� PB@QFLKP� >OB�
TOFQQBK�FK�>II�@>MFQ>I�IBQQBOP
�CFOPQ�IBSBI�EB>AFKDP�RPB�FKFQF>I�
@>MFQ>IP�LK�B>@E�J>FK�TLOA
�>KA�ILTBO�IBSBI�PB@QFLKP�RPB�
FKFQF>I� @>MFQ>IP� LK� QEB� CFOPQ� TLOA� LKIV�� 4EB� CFOPQ�IBSBI�
PB@QFLKP� >IPL� E>SB� BUQO>� PM>@B� >?LSB� >KA� ?BILT
� TEF@E�
FK@OB>PBP�OB>A>?FIFQV��5PFKD�QEB�>RQLJ>QF@�4/#�@OB>QLO�FK�
VLRO� TLOA� MOL@BPPLO� @>K� EBIM� VLR� MOLAR@B� >� @IB>K
�
MOLCBPPFLK>I� AL@RJBKQ�� )C� VLR� MOBCBO� QL� J>HB� VLRO� LTK
�
RPB�ALQ�IB>ABO�Q>?P�QL�IFKB�RM�QEB�M>DB�KRJ?BOP�@LOOB@QIV��
3BB�QEB�CLIILTFKD�BU>JMIB�LC�>�Q>?IB�LC�@LKQBKQP��
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Figure 7: Detailed Table of Contents with leader lines and 
indented subsections. 

�����53A>1?�-:0�( -.81?�

)C� VLRO� AL@RJBKQ� E>P� JLOB� QE>K� QTL� CFDROBP� >KA� Q>?IBP
�
@OB>QB�>�PBM>O>QB�IFPQ�LC�CFDROBP��4EB�IFPQ�LC�CFDROBP�E>P�J>KV�
LC�QEB�P>JB�ABPFDK�@LKPFABO>QFLKP�>P�QEB�Q>?IB�LC�@LKQBKQP��
2B>ABOP�RPB�FQ�QL�NRF@HIV�CFKA�QEB�FIIRPQO>QFLKP
�AF>DO>JP
�
Q>?IBP
�>KA�@E>OQP�FK�VLRO�OBMLOQ��#LJMIF@>QFLKP�>OFPB�TEBK�
VLR�E>SB�?LQE�Q>?IBP�>KA�CFDROBP��3QOF@QIV�PMB>HFKD
�CFDROBP�
>OB�FIIRPQO>QFLKP
�AO>TFKDP
�MELQLDO>MEP
�DO>MEP
�>KA�@E>OQP��
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4>?IBP�>OB�OLTP�>KA�@LIRJKP�LC�TLOAP�>KA�KRJ?BOP��QEBV�
>OB�KLQ�@LKPFABOBA�CFDROBP��

&LO� ILKDBO� OBMLOQP� QE>Q� @LKQ>FK� ALWBKP� LC� CFDROBP� >KA�
Q>?IBP�B>@E
�@OB>QB�PBM>O>QB�IFPQP�LC�CFDROBP�>KA�Q>?IBP��0RQ�
QEBJ�QLDBQEBO�LK�QEB�P>JB�M>DB�FC�QEBV�CFQ
�>P�PELTK�FK�QEB�
FIIRPQO>QFLK�?BILT��9LR�@>K�@LJ?FKB�QEB�QTL�IFPQP�RKABO�QEB�
EB>AFKD�List of Figures and Tables�>KA�FABKQFCV�QEB�FQBJP�
>P�CFDROB�LO�Q>?IB�>P�FP�ALKB�FK�QEB�FIIRPQO>QFLK�?BILT��

Figure 8: Visual illustration of separate lists of figures and tables 
placed on the same page. 
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� >KA� ?OB>H� RM� ILKD� PQOBQ@EBP� LC�
PQO>FDEQ� QBUQ�� 4EBV� >OB� >IPL� RPBCRI� CLO� HBBMFKD� TOFQBOP�
LOD>KFWBA� >KA� CL@RPBA� LK� QEB� QLMF@�� 7EBK� PLJB� TOFQBOP�
?BDFK�RPFKD�EB>AFKDP
�QEBV�>OB�QBJMQBA�QL�FKPBOQ�QEBJ�>CQBO�
TOFQFKD�QEB�OLRDE�AO>CQ��)KPQB>A
�Q>HB�QFJB�QL�SFPR>IFWB�QEB�
EB>AFKDP�?BCLOB�PQ>OQFKD�QEB�OLRDE�AO>CQ
�>KA�MIRD�QEBJ�FK�
>P�VLR�TOFQB��(BOB�>OB�EBIMCRI�QFMP�CLO�EB>ABOP��

]� !/93�>6@/A7<5�A3:4�3F>:/</B=@G��FKPQB>A�LC�
Background�LO�Technical Information
�?B�JLOB�
PMB@FCF@
�IFHB�Physics of Fiber Optics��

]� �<271/B3�B63�@/<53�=4�B=>71A�1=D3@32�7<�B63�
A31B7=<��FC�QEB�PB@QFLK�@LSBOP�QEB�ABPFDK�>KA�
LMBO>QFLK�LC�>�MOBPPROFWBA�T>QBO�OB>@QLO
�QEB�
EB>AFKD�Pressurized Water Reactor Design�J>V�
PBBJ�FK@LJMIBQB�>KA�JFPIB>AFKD��

]� �=�<=B�CA3�AB/1932�63/27<5A�	@LKPB@RQFSB�
EB>AFKDP�TFQELRQ�FKQBOSBKFKD�QBUQ
��

]� � D=72�>@=<=C<A�@343@@7<5�B=�63/27<5A��FC�VLR�
E>SB�>�EB>AFKD�IFHB�Torque
�AL�KLQ�?BDFK�QEB�
PBKQBK@B�CLIILTFKD�FQ�TFQE��d4EFP�FP�>�MEVPF@P�
MOFK@FMIB�e�

]� #;7B�/@B71:3A�4@=;�B63�0357<<7<5�=4�63/27<5A��
The Pressurized Water Reactor�@>K�B>PFIV�?B�
@E>KDBA�QL�Pressurized Water Reactor��
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]� � D=72�widowed�63/27<5A��TFALTFKD�L@@ROP�
TEBK�>�EB>AFKD�FP�MI>@BA�>Q�QEB�?LQQLJ�LC�LKB�
M>DB�>KA�QEB�QBUQ�PQ>OQP�>Q�QEB�QLM�LC�QEB�KBUQ�
M>DB��+BBM�>Q�IB>PQ�QTL�IFKBP�LC�?LAV�QBUQ�TFQE�
QEB�EB>AFKD�LO�MI>@B�>II�QEB�FKCLOJ>QFLK�LK�>�
KBT�M>DB��

->KR>IIV� CLOJ>QQFKD� B>@E� EB>AFKD� RPFKD� QEB� DRFABIFKBP�
MOBPBKQBA� >?LSB� TFII� IB>A� RKKB@BPP>OFIV� OBMBQFQFSB� TLOH��
4EB� PQVIBP� MOLSFABA� ?V� -F@OLPLCQ� 7LOA
� /MBK/CCF@B�
7 OFQBO
� >KA� LQEBO� PLCQT>OB� P>SB� VLR� QEFP� TLOH�� 9LR� @>K�
PFJMIV�PBIB@Q�(B>AFKD��
�(B>AFKD��
�(B>AFKD��
�>KA�PL�LK��
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LC� #2!0� >OB� C>JFIF>O� QL� >KV� DO>MEF@� ABPFDKBO� >KA� QEBV�
PELRIA� ?B� C>JFIF>O� QL� TOFQBOP� >P� TBII�� 4EFP� DRFABIFKB�
LOFDFK>QBA� TFQE� QEB� FKCIRBKQF>I� ABPFDKBO� >KA� TOFQBO� 2L?FK�
7 FIIF>JP��PEB�KLT�OBDOBQP�QEB�>@OLKVJ
�?RQ�KLQ�QEB�FAB>P�
?BEFKA�FQ��

���#�FP�CLO�#LKQO>PQ��5PB�AFCCBOBK@B�QL�AO>T�OB>ABOPg�BVBP�
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9LR� @>K� PBB� BSFABK@B� LC� QEB� JLPQ� ?>PF@� >PMB@QP� LC�
@LKQO>PQ�FK�>KV�TB?�M>DB�LO�J>D>WFKB��4EB�EB>AIFKB�QBUQ�
FP� >IT>VP� AFCCBOBKQ� COLJ�QEB� ?LAV�QBUQ�� )Q�FP� LCQBK� ?FDDBO�
>KA�?LIABO��FQ�@>K�>IPL�?B�FK�>�AFCCBOBKQ�QVMBC>@B��(B>AIFKBP�
J>HB�FQ�B>PV�QL�PHFM�COLJ�LKB�PQLOV�QL�QEB�KBUQ�>KA�DBQ�>�
@ROPLOV�RKABOPQ>KAFKD�LC�QEB�KBTP��

!MMIVFKD� PQOLKD� @LKQO>PQFKD� BIBJBKQP� QL� VLRO� QBUQ� FP�
FJMLOQ>KQ�?B@>RPB�QEB�ERJ>K�BVB�FP�AO>TK�QL�AFCCBOBK@B
�
KLQ�KB@BPP>OFIV�PFWB��7EBK�BSBOVQEFKD�ILLHP�QEB�P>JB
�FQ�FP�
AFCCF@RIQ�QL�CL@RP�LK�>KVQEFKD��7EBK�QEFKDP�>OB�AFCCBOBKQ
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QEBV�>OB�JLOB�KLQF@B>?IB��7EBK�>�AL@RJBKQ�E>P�CBT�LO�KL�
@LKQO>PQFKD�BIBJBKQP
�KLQEFKD�PQ>KAP�LRQ��4EB�AL@RJBKQ�FP�
KLQ�B>PV�QL�P@>K
�>KA�FQ�ALBP�KLQ�FKSFQB�QEB�OB>ABO�QL�GRJM�FK�
>KA�OB>A��)Q�FP�>IPL�AFCCF@RIQ�CLO�OB>ABOP�QL�DIB>K�FKCLOJ>QFLK�
COLJ�QEB�QBUQ�B>PFIV�>KA�NRF@HIV��

�

Figure 9: What stands out here? Use contrast to make 
data-gathering easy for readers. 

�
�
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Figure 10: The contrast in this image quickly draws the eye to a 
central focus. 
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3LJB� AL@RJBKQP
� IFHB� ?RPFKBPP� IBQQBOP� LO� >@>ABJF@�

M>MBOP
� E>SB� CBTBO� @LKQO>PQFKD� BIBJBKQP
� ?RQ� BSBK� IFKB�
PM>@FKD�>KA�M>O>DO>ME�?OB>HP�EBIM�FKAF@>QB�TEBOB�>�OBI>QBA�
@ERKH�LC�FKCLOJ>QFLK�?BDFKP�>KA�BKAP��#LKQO>PQ�EBIMP�AO>T�
QEB�OB>ABOgP�BVBP�QL�PMB@FCF@�BIBJBKQP�FK�VLRO�QBUQ
�>KA�FQ�
>IPL�EBIMP�QEB�OB>ABO�CLIILT�QEB�CILT�LC�QEB�FKCLOJ>QFLK
�
TEFIB�>PPBPPFKD�TEF@E�FQBJP�>OB�JLPQ�FJMLOQ>KQ�>KA�OBNRFOB�
FJJBAF>QB�>QQBKQFLK�� )Q�@OB>QBP�OB>A>?FIFQV��4EB�CLIILTFKD�
BIBJBKQP�LC�>�QBUQ�@>K�EBIM�VLR�@OB>QB�>�COFBKAIV
�>MMB>IFKD�
PBKPB�LC�@LKQO>PQ��

#LKQO>PQ�FK�PFWB��9LRO�BVB�JLSBP�QLT>OA�QEFKDP�?B@>RPB�
QEBV� >OB� AFCCBOBKQ
� KLQ� ?B@>RPB� QEBV� >OB� I>ODB� LO� PJ>II��
9LRO�BVB�FP�FJMOBPPBA�?V�KLSBIQV�JLOB�QE>K�PEBBO�PFWB�LO�
@LILO�LO�>KV�LQEBO�SFPR>I�@E>O>@QBOFPQF@��4EBOB�>OB�>II�PLOQP�
LC� P@FBKQFCF@� QEBLOFBP� >?LRQ� TEV� QEFP� FP� PL
� ?RQ� FK� PELOQ
�
FQ�FP�KLQ�PL�JR@E�QE>Q�J>HFKD�PLJBQEFKD�?FDDBO�J>HBP�FQ�
JLOB�KLQF@B>?IB��!�MBOPLKgP�EBFDEQ
�CLO�BU>JMIB
�FP�KLQ�PL�
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KLQF@B>?IB�RKQFI�QEB�MOFK@FMIB�LC�@LKQO>PQ�@LJBP�FKQL�BCCB@Q��
4EBOB�FP�PR@E�>�QEFKD�>P�QLL�JR@E�PFWB�@LKQO>PQ��QEFKH�LC�
QELPB� TB?� PFQBP� TFQE� ERDB� QVMB� LO�>K� LSBOIV� BKQERPF>PQF@�
RPB�LC�QEB�#!03�,/#+�HBV��,BPP�FP�JLOB
�?RQ�PLJB�PFWB�
@LKQO>PQ�FP�BPPBKQF>I�QL�AO>T�QEB�OB>ABOgP�BVB��

�=<B@/AB� 7<� 4=<B� A7H3�ABG:3�E3756B�� �� QVMBC>@B� FP� >�
@LIIB@QFLK� LC� CLKQP�� 4EB� AFPQFK@QFLK� ?BQTBBK� QEB� QBOJP�
QVMBC>@B�>KA�CLKQ�PQOBQ@EBP�?>@H�QL�QEB�A>VP�LC�QVMBPBQQFKD��
E>KA�MI>@FKD� FKAFSFAR>I� IBQQBOP� J>AB� LC� TLLA� LO� JBQ>I
�
FKHFKD� QEBJ
� >KA� OLIIFKD� M>MBO� LSBO� QEBJ�� )K� QEB� AFDFQ>I�
>DB
� JLPQ� MBLMIB� RPB� QEB� TLOAP� QVMBC>@B� >KA� CLKQ�
FKQBO@E>KDB>?IV
� QELRDE� QEB� AFPQFK@QFLK� PQFII� J>QQBOP� QL�
BUMBOQP�IFHB�ABPFDKBOP�>KA�QVMLDO>MEBOP��

7E>Q� FP� FJMLOQ>KQ� QL� JLPQ� MBLMIB� FP� QE>Q� TB� >II� E>SB�
>� ERDB� S>OFBQV� LC� QVMBC>@BP
�or font families, to choose 
COLJ��4FJBP� .BT�2LJ>K
� !OF>I
� "LLHJ>K
� 'BLODF>
�>KA�
'>O>JLKA� >OB� C>JFIF>O� QL� J>KV� LC� RP�� )Q� FP� FJMLOQ>KQ� QL�
@ELLPB�>�CLKQ� 	>�M>OQF@RI>O�PFWB
�PQVIB
�>KA�TBFDEQ�TFQEFK�
>� QVMBC>@B
� QE>Q� CFQP� LRO� MROMLPB�� 3LJB
� IFHB� P@OFMQ� >KA�
E>KATOFQFKD� QVMBC>@BP
� >OB� QLL� E>OA� QL� OB>A� >KA� QERP�
FK>MMOLMOF>QB�CLO�?LAV�QBUQ
�CLO�BU>JMIB��3LJB�QVMBC>@BP�
TLOH� TBII� >P� EB>AIFKBP�� &O>KHIFK� 'LQEF@� #LKABKPBA� >KA�
#>PILK� >OB� QTL� QVMBC>@BP� LCQBK� RPBA� CLO� KBTPM>MBO�
EB>AIFKBP�� 4EB� dCLKQe� @ELPBK� 	PFWB
� TBFDEQ
� PQVIBcFQ>IF@
�
?LIA
�BQ@�
�TFII�?B�QEB�ABPFDKBOgP�@ELF@B��

)Q�FP�>IPL�FJMLOQ>KQ�QL�AFPQFKDRFPE�?BQTBBK�PBOFC�>KA�P>KP�
PBOFC�CLKQP��3>KP�PBOFC�CLKQP
� IFHB� (BISBQF@>�LO�&RQRO>
�>OB�
PFJMIB�>KA�PJLLQE��QEB�IBQQBOP�AL�KLQ�AFPMI>V�QEB�CBBQ�>KA�
LOK>JBKQ>QFLK�	PBOFCP
�QE>Q�PBOFC�CLKQP�AL��3>KP�PBOFC�CLKQP�
>OB�LCQBK�RPBA�CLO�EB>AIFKBP
�?RQ�PBOFC�CLKQP�>OB�JLOB�IFHBIV�
QL� ?B� RPBA� CLO� ?LAV� QBUQ�� ->KV� QVMLDO>MEBOP� QEFKH� PBOFC�
CLKQP�	>IPL�@>IIBA�2LJ>K�CLKQP
�J>HB�I>ODB�?IL@HP�LC�?LAV�
QBUQ� B>PFBO� QL� OB>A�� 3LJB� LC� QEB� MOBCBOBK@B� FP� OB>IIV� GRPQ�
>?LRQ�QO>AFQFLK��
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Figure 11: Three common sans serif typefaces/font families 

�

#LKQO>PQ� FK� $FOB@QFLK� 	SBOQF@>I
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�
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�?LQQLJ
�PFAB
��#E>KDFKD�QEB�AFOB@QFLK�LO�
LOFBKQ>QFLK�LC�QBUQ
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�
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Figure 12: The spoonÕs angle adds visual appeal through contrast 
and avoids monotony. 

�=<B@/AB�7<� /:75<;3<B� �13<B3@�� :34B��@756B��8CAB74732���!�
@E>KDB� FK� >IFDKJBKQ� @>K� @OB>QB� SFPR>I� FKQBOBPQ�� &LO�
BU>JMIB
� EB>AIFKBP� >OB� LCQBK� @BKQBOBA� QL� J>HB� QEBJ�
KLQF@B>?IB��)J>DBP�J>V�?B�MI>@BA�FK�>�IL@>QFLK�LK�>�M>DB�
	LO� PIFAB
� QL� AO>T� OB>ABOPg� >QQBKQFLK� FK� LKB� AFOB@QFLK� LO�
>KLQEBO�� #LKPFPQBKQ� >IFDKJBKQ� TFQE� PIFDEQ� S>OF>QFLKP� QL�
MOLSFAB� FKQBOBPQ� FP� M>OQF@RI>OIV� FJMLOQ>KQ� FK� 0LTBO0LFKQ�
MOBPBKQ>QFLKP�� 9LR� TFII� ?B� CIFMMFKD� COLJ� LKB� PIFAB� QL�
>KLQEBO
�>KA�FC�QEB�QBUQ�?IL@HP�>KA�EB>AIFKBP�>OB�KLQ�>IFDKBA�
FABKQF@>IIV
� VLRO� QBUQ� >KA� EB>AIFKBP� TFII� >MMB>O� QL� GRJM�
>OLRKA�QEB�P@OBBK�FK�>�AFPQO>@QFKD�T>V��

#LKQO>PQ�FK�DO>MEF@�BIBJBKQP�IFHB�MELQLP
�?>KKBOP�?>KAP
�
MRII�NRLQBP
�LO�ILDLP��"OB>HFKD�RM�ERDB�?IL@HP�LC�QBUQ�TFQE�
>�S>OFBQV�LC�DO>MEF@�BIBJBKQP�@>K�OB>IIV�>AA�SFPR>I�>MMB>I�
>KA� FKQBOBPQ�� !P� TFQE� QEB� BU>JMIBP� ?BILT
� IBPP� FP� JLOB��
4EFKH�LC�>II�QEB�MR?IF@>QFLKP�>KA�TB?�PFQBP�VLR�E>SB�PBBK�
TELPB�ABPFDKBOP�QELRDEQ�FQ�T>P�>TBPLJB�QL�J>HB�QBUQ�?LIA�
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!.$�RKABOIFKBA�!.$�JRIQF@LILOBA�!.$�CI>PEFKD��7FQE�>�
?OFDEQ�VBIILT�?>@HDOLRKA��!KA�QLL�J>KV�>KFJ>QBA�')&P��
)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 to create a dramatic effect. Less really 
can be more. 

124   Michael Beilfuss, Staci Bettes, and Katrina Peterson

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


�
�
#LKQO>PQ�FK�@LILO�	LC�?>@HDOLRKA
�QBUQ
�DO>MEF@�BIBJBKQP
�

BQ@�
��5PB�@LILO�QL�J>HB�@BOQ>FK�BIBJBKQP�PQ>KA�LRQ��#OB>QB�
>�PBKPB�LC�AO>J>�TEBK�VLR�@LKQO>PQ�LKB�@LILO�TFQE�>KLQEBO��
->HB�PROB�VLR�AL�KLQ�RPB�QLL�J>KV�@LILOP�>KA�VLRO�@LILO�
@LJ?FK>QFLKP�>OB�B>PV�QL�OB>A��

�

#LKQO>PQ�FK�KBD>QFSB�LO�TEFQB�PM>@B��3LJBQFJBP
�QEB�?BPQ�
T>V�QL�>QQO>@Q�>�OB>ABOgP�>QQBKQFLK�QL�>�@LKQO>PQ�FP�?V�RPFKD�
KBD>QFSB�PM>@B��.BD>QFSB�PM>@B
�LO�TEFQB�PM>@B
�ABP@OF?BP�
QEB� PM>@B� >OLRKA� QBUQ
� FJ>DBP
� >KA� LQEBO� BIBJBKQP� FK� >�
AL@RJBKQ��4EB�>?PBK@B�LC�@LKQBKQ�AO>TP�>QQBKQFLK�QL�QEB�
@LKQBKQ�FQPBIC��)Q�J>HBP�AL@RJBKQP�LC�>II�HFKAP�	AFDFQ>I�>KA�
MOFKQ
�JLOB�OB>A>?IB
� JLOB�OBPQCRI�ILLHFKD
�JLOB�FKSFQFKD�
QL� QEB� OB>ABO
� PFJMIBO
� >KA� JLOB� BIBD>KQ�� )Q� FP� >PPL@F>QBA�
TFQE�QE>Q�EFDE�BKA�OBPQ>RO>KQ�LO�P>ILK�JBKR�ILLH��

�
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Figure 14: Case in point. High-end. 

�
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Figure 15: Not so high-end visually, but probably still delicious. 

�
�

��� 2�FP�CLO�2BMBQFQFLK��2BMB>Q�ABPFDK�PQO>QBDFBP�
QEOLRDELRQ�VLRO�AL@RJBKQ�QL�MOLSFAB�>�PBKPB�LC�
@LKKB@QFLK�4EB�?>PF@�ORIB�LC�OBMBQFQFLK�JB>KP�
QE>Q�FK�>KV�QBUQ
�SFPR>I�LO�QBUQR>I�BIBJBKQP�QE>Q�
E>SB�PFJFI>O�CRK@QFLKP�PELRIA�?B�CLOJ>QQBA�
PFJFI>OIV�QL�@OB>QB�@LKQFKRFQV�>KA�PELT�@ILPB�
OBI>QFLKPEFMP�?BQTBBK�QEB�BIBJBKQP��&LO�
BU>JMIB
�KBTPM>MBOP�E>SB�@LKPFPQBKQ�T>VP�LC�
I>?BIFKD�AFCCBOBKQ�PB@QFLKP
�IFHB�3MLOQP
�QE>Q�ALBP�
KLQ�@E>KDB�LK�>�A>FIV�?>PFP
�?RQ�QEBOB�FP�>IPL�
ABPFDK�@LKPFPQBK@V�QEOLRDELRQ�PL�QE>Q�VLR�@>K�
FABKQFCV�QEB�KBTPM>MBO��&LO�BU>JMIB
�FK�>�
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PQ>KA>OA�KBTPM>MBO�>II�QEB�@LIRJK�TFAQEP�RQFIFWB�
@LKPFPQBKQ�PM>@FKD
�TEF@E�FK@OB>PBP�SFPR>I�
>MMB>I�QEOLRDE�RKFCLOJFQV�>KA�OBMBQFQFLK��53!�
4LA>V�FK�M>OQF@RI>O�FP�KLQLOFLRP�CLO�FQP�@LKPFPQBKQ�
OBMB>QBA�@LILO�@LAFKD�>KA�ABPFDK��

Figure 16: Blue-and-white USA Today color coding. 

�
/K� >� PJ>IIBO� P@>IB
� FK� >� O\PRJ\� JLPQ� >MMIF@>KQP� RPB�

?RIIBQ�MLFKQBA� PB@QFLKP� QL� IFPQ� QEBFO� GL?� ARQFBP�� 2BMBQFQFLK�
FK� QEFP� @LKQBUQ� JB>KP� QE>Q� >II� QEBPB� ?RIIBQ� MLFKQP� PELRIA�
?B�CLOJ>QQBA�FABKQF@>IIV��QEB�P>JB�CLKQ
�PFWB
�IFKB�PM>@FKD
�
>KA�FKABKQ>QFLK��%>@E�DOLRM�LC�?RIIBQ�MLFKQBA�FQBJP�PELRIA�
?B�QEB�P>JB�AFPQ>K@B�COLJ�QEB�QBUQ�>?LSB�>KA�?BILT��4EB�
?RIIBQ�MLFKQP�QEBJPBISBP�PELRIA�?B�BU>@QIV�QEB�P>JB�PE>MB�
>KA� PFWB�� 2BMBQFQFLK� >IPL� >MMIFBP� QL� PQVIBP� IFHB� -,!� LO�
!0 !�� !II�QFQIBP�>OB�@BKQBOBA�� !II�M>DB�KRJ?BOP�>OB�FK�QEB�
RMMBO�OFDEQ�E>KA�@LOKBO
�>CQBO�VLRO�I>PQ�K>JB�>KA�>�PFKDIB�
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?I>KH� @E>O>@QBO� PM>@B�� 4EB� P>JB� QVMBC>@B� FP� RPBA�
QEOLRDELRQ� QEB� M>MBO�� !II� M>O>DO>MEP� E>SB� BU>@QIV� LKB�
BJMQV�IFKB�PM>@B�?BQTBBK�QEBJ��!KA�PL�LK��

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

3FK@B�J>K>DFKD�QEB�CLOJ>QQFKD�LC�JRIQFMIB�BIBJBKQP�?V�
E>KA� @>K� ?B� AFCCF@RIQ
� J>KV� PLCQT>OB� MOLDO>JP� MOLSFAB�
QBJMI>QBPcOB>AV�J>AB� I>VLRQP� FKQL� TEF@E� VLR� @>K� MIRD�
VLRO� QBUQ� >KA� MELQLP� >KA� QEBOB?V� MOLAR@B� >� S>OFBQV� LC�
AL@RJBKQP� TFQE� >� @LKPFPQBKQ� ILLH� >KA� CBBI�� -F@OLPLCQ�
7 LOA
�CLO�BU>JMIB
�>IPL�>IILTP�VLR�QL�PBQ�3QVIBP�QE>Q�TFII�
HBBM� CLOJ>QQFKD� @ELF@BP� IFHB� PFWB
� CLKQ
� >KA� PQVIB� 	?LIA
�
FQ>IF@
� BQ@�
� QEB� P>JB� CLO� ?IL@HP� LC� QBUQ� TFQE� QEB� P>JB�
CRK@QFLKP� 	?LAV� QBUQ
� EB>AIFKBP
� ?RIIBQ� MLFKQP
�
PR?EB>AFKDP
�� 4BJMI>QBP� CLO� KBTPIBQQBOP
� O\PRJ\P
� >KA�
0LTBO0LFKQ�MOBPBKQ>QFLKP�BKPROB�QE>Q�?>PF@�ABPFDK�BIBJBKQP�
IFHB� CLKQ� PFWB�PQVIB
� @LILO
� FJ>DB� PFWB� >KA� >IFDKJBKQ� >OB�
@LKPFPQBKQ�COLJ�M>DB�QL�M>DB��4BJMI>QBP�MOLSFAB�>�NRF@H
�
B>PV�T>V�QL�PLISB�OBMBQFQFLK�FPPRBP��,LLH�>Q�QEB�AFCCBOBK@B�
OBMBQFQFLK� J>HBP� FK� BSBK� QEB� JLPQ� ?>PF@� LC� O\PRJ\P
� CLO�
BU>JMIB��

��� !�FP�CLO�!IFDKJBKQ��4EBOB�PELRIA�?B�>�@IB>O
�
ABIF?BO>QB�>OO>KDBJBKQ�LC�FQBJP�LK�>�M>DB��

!IFDKJBKQ� @>K� OBCBO� QL� QBUQ
� >P� FK� QEB� IBCQ�>IFDKBA� ?LAV�
QBUQ� OBNRFOBA� FK� -,!� PQVIB�� "RQ� FK� AL@RJBKQ� ABPFDK
� FQ�
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JB>KP� JR@E� JLOB�� FQ� OBCBOP� QL� ELT� QEB� BKQFOB� AL@RJBKQ�
FP�>OO>KDBA��-LPQ�ABPFDKBOP�>IFDK�>II�QEBFO�@LKQBKQ�QL�PLJB�
PLOQ� LC� >� DOFA� LO� M>QQBOK
� @OB>QFKD� >� AFPQFK@Q
� FKQBKQFLK>I�
>OO>KDBJBKQ�LC�FQBJP�LK�>�M>DB�LO�P@OBBK��4EBV�RPB�MIBKQV�
LC�TEFQB�PM>@B�QL�@RPEFLK�QEB�FQBJP
�TEF@E�J>HBP�EFDEBO�
@LKQO>PQ�FQBJP�MLM��

�

Figure 17: Simple visual illustration of the alignment principle. 
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IFKBP
�TEF@E�ABQO>@QP�COLJ�QEB�AL@RJBKQgP�MOLCBPPFLK>IFPJ�
	MLPPF?IV� RKABOJFKFKD� QEB� TOFQBOgP� @OBAF?FIFQV� TFQE�
OB>ABOP
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Figure 18: Table of Contents with misaligned numbers. 

�

��� 0�FP�CLO�0OLUFJFQV��)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
�QEFKH�LC�
QEFP��MI>@FKD�ABPFDK�LO�QBUQ�BIBJBKQP�KBUQ�QL�B>@E�LQEBO�FK�
@BOQ>FK�T>VP�EBIMP�OB>ABOP�QL�PBB�QEB�OBI>QFLKPEFM�>JLKD�
BIBJBKQP��&LO�BU>JMIB
�MELQLP�>KA�CFDROBP�E>SB�@>MQFLKP�
QE>Q�BUMI>FK�QEBFO�@LKQBKQP��.B>O?V�FJ>DBP�LCQBK�FIIRPQO>QB�
QEB�@LKQBKQ�CLRKA�FK�?LAV�QBUQ��(B>AIFKBP�>OB�MI>@BA�>?LSB�
?LAV�QBUQ�TELPB�@LKQBKQ�>KA�CL@RP�QEBV�ABP@OF?B�FK�?OFBCBO�
CLOJ��

0OLUFJFQV� @>K� ?B� BPMB@F>IIV� @OFQF@>I� FK� ?LLHIBQP
�
KBTPIBQQBOP
� >KA� ?OL@EROBP
� FK� TEF@E� @BOQ>FK� M>DBP� LO�
M>KBIP� JFDEQ� ?B� DOLRMBA� QLDBQEBO� RKABO� >� PR?EB>AFKD��
)KAFSFAR>I� M>DBP� @>K� ?B� ABPFDKBA� QL� OBCIB@Q� >� I>ODBO�
OBI>QFLKPEFM�TFQE�QEB�LSBO>II�QEBJB�LO�PR?GB@Q�J>QQBO��&LO�
BU>JMIB
�QEB�QEBJBP�MOLSFABA�?V�?ILDDFKD�MI>QCLOJP�IFHB�
7 LOA0OBPP�Q>HB�@>OB�LC�QEFP�CLO�VLRcBSBOV�M>DB�TFII�E>SB�
>�OB@LDKFW>?IB�I>VLRQ�>KA�QELRDE�FKAFSFAR>I�M>DBP�JFDEQ�?B�
PIFDEQIV�AFCCBOBKQ
�QEBV�TFII�?B�OB@LDKFW>?IV�OBI>QBA�QL�QEB�
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Figure 19: Example of confusing proximity. 
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Figure 20: A colorÕs message or emotional connotation can vary 
across cultures. 
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Figure 21: The Cultural Iceberg and patterns of world 
communication. 
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4EFP� @E>MQBO� FKQOLAR@BP� QEB� ?>PF@P� LC� BJ>FI� TOFQFKD� >KA�
BQFNRBQQB
� >IPL� MOLSFAFKD� FKCLOJ>QFLK� LK� JBJLP� >KA�
QBUQFKD��)Q�LCCBOP�PRDDBPQFLKP�>?LRQ�TEBK�	>KA�TEBK�KLQ�QL�
�
RPB�BJ>FI�FK�?RPFKBPP�@LJJRKF@>QFLK�� )Q�ABQ>FIP�QEB�?>PF@�
@LKSBKQFLKP� LC� PQOR@QROB�� QEB� EB>ABO�>AAOBPP� FKCLOJ>QFLK
�
DOBBQFKD
�JBPP>DB�?LAV
�>KA�@ILPFKD��)Q�DFSBP�>K�LSBOSFBT�
LC� .BQFNRBQQB
�QEB�BUMB@Q>QFLKP�LC�LKIFKB�BQFNRBQQB
�TEF@E�
E>P�>MMIF@>QFLK�CLO�LQEBO�DBKOBP�LC�LKIFKB�@LJJRKF@>QFLK�
>P� TBII�� 4EB� @E>MQBO� @LK@IRABP� TFQE� >� ?RIIBQBA� IFPQ� LC�
Q>HB>T>VP� >KA� QFMP
� CLIILTBA� ?V� >AAFQFLK>I� QB>@EFKD� >KA�
IB>OKFKD�OBPLRO@BP��

�

6.1 Email Introduction 
%IB@QOLKF@� J>FI
� LO� BJ>FI
� FP� >JLKD� QEB� JLPQ� SBOP>QFIB�
DBKOBP� LC� ?RPFKBPP� TOFQFKD��� )Q� FP� RPBA� QL� @LJJRKF@>QB�
FPPRBP� O>KDFKD� COLJ� PBOFLRP� QL� QOFSF>I
� >KA� FQP� CLOJ>IFQV�
IBSBI� S>OFBP� DOB>QIV� ?>PBA� LK� @LKQBUQ� >KA� OEBQLOF@>I�
PFQR>QFLK�� )Q� J>V� ?B� RPBA� IFHB� QBUQ
� LO� PVK@EOLKLRP� @E>Q
�
>KA�OB@FMFBKQP�LCQBK�@ELLPB�QL�>@@BPP�BJ>FI� JBPP>DBP�LK�
>� @BII� MELKB�� 7EBK� @LJMLPFKD� >K� BJ>FI
� >� PBKABO� JRPQ�
>@@LRKQ�CLO�QEB�QFJB�@LKPQO>FKQP�OB>ABOP�J>V�C>@B�ARB�QL�
EFDE�BJ>FI�SLIRJB��2B@FMFBKQP
�LK�QEB�LQEBO�E>KA
�PELRIA�
MI>K� QL� >KPTBO� >� ?RPFKBPP� BJ>FI� TFQEFK� ��� ELROP
� LO� QEB�
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DBKBO>I� QFJB� CO>JB� QE>Q� QEBV� TLRIA� OBPMLKA� QL� >� QBUQ��
3QOLKD�PR?GB@Q�IFKBP
�@IB>O�CLOJ>QQFKD
�>KA�@LK@FPB�TOFQFKD�
>OB�>II�@E>O>@QBOFPQF@P�LC�>�TBII�TOFQQBK�BJ>FI��%J>FIP�J>V�
>IPL� MOBPBKQ� BQEF@>I� @E>IIBKDBP� >P� QEB� CLOT>OAFKD� >KA�
@>O?LK�@LMV�CRK@QFLKP�BK>?IB�@LJJRKF@>QFLKP�QL�?B�PE>OBA�
TFQE�>AAFQFLK>I�OB@FMFBKQP��

%J>FI
�QBUQFKD
�>KA�JF@OL?ILDP�>OB�>II�TLOHMI>@B�QLLIP�
QE>Q�>OB�RPBA�?LQE�FKQBOK>IIV�>KA�BUQBOK>IIV��0OFLO�QL�BJ>FI
�
DBKOBP�LC�?RPFKBPP�TOFQFKD�TBOB�JLOB�@IB>OIV�AFCCBOBKQF>QBA�
?>PBA�LK�CRK@QFLK��E>OA�@LMV�IBQQBOP�TBOB�PBKQ�LRQPFAB�QEB�
@LJM>KV
� >KA� JBJLP� TBOB� AFOB@QBA� QL� QELPB� FKPFAB� QEB�
@LJM>KV�� 4EFP� AFPQFK@QFLK� PQFII� BUFPQP� FK� PLJB� ?RPFKBPP�
@LKQBUQP
�?RQ�BJ>FI�E>P�I>ODBIV�OBMI>@BA�E>OA�@LMV�IBQQBOP�
FK�BUQBOK>I�>KA�FKQBOK>I�@LOOBPMLKABK@B��%J>FI�@>K�?B�SBOV�
RPBCRI� CLO� JBPP>DBP� QE>Q� E>SB� JLOB� @LKQBKQ� QE>K� >� QBUQ�
JBPP>DB
�?RQ�@LK@FPBKBPP�OBJ>FKP�LKB�LC�FQP�J>GLO�CB>QROBP��
!� @IB>O� PQOR@QROB� TFQE� >� DOBBQFKD
� JBPP>DB� ?LAV
� >KA�
@ILPFKD�FP�>IPL�BUMB@QBA�LC�QEFP�DBKOB��

->KV�?RPFKBPPBP�RPB�>RQLJ>QBA�BJ>FIP�QL�>@HKLTIBADB�
@LJJRKF@>QFLKP�COLJ�QEB�MR?IF@
�LO�QL�OBJFKA�>PPL@F>QBP�
QE>Q�MBOFLAF@�OBMLOQP�LO�M>VJBKQP�>OB�ARB��4EB�CLOJ�BJ>FI�
FP� >IPL� @LJJLK�� FK� QEFP� @>PB
� >� OB@FMFBKQ� @ELLPBP� COLJ�
>� JBKR� LC� PBKQBK@BP� QL� J>HB� QEB� TLOAFKD� PRFQ>?IB� CLO� >�
PMB@FCF@� QO>KP>@QFLK�� %J>FI� J>V� ?B� FKCLOJ>I� FK� MBOPLK>I�
@LKQBUQP
�?RQ�?RPFKBPP�@LJJRKF@>QFLK�OBNRFOBP�>QQBKQFLK�QL�
ABQ>FI
�>T>OBKBPP�QE>Q�>K�BJ>FI�OBCIB@QP�?LQE�VLR�>KA�VLRO�
@LJM>KV
� >KA� >� MOLCBPPFLK>I� QLKB�� !IQELRDE� BJ>FI� J>V�
E>SB�>K�FKCLOJ>I� CBBI
�OBJBJ?BO� QE>Q�FQ�KBBAP�QL�@LKSBV�
MOLCBPPFLK>IFPJ�>KA�OBPMB@Q��.BSBO�TOFQB�LO�PBKA�>KVQEFKD�
QE>Q�VLR�TLRIA�KLQ�T>KQ�QL�PE>OB�MR?IF@IV
�LO�FK�COLKQ�LC�
VLRO�@LJM>KV�MOBPFABKQ��
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%J>FI�FP�>�DLLA�T>V�QL�@LJJRKF@>QB�TEBK��

]� 9LR�KBBA�QL�@LKQ>@Q�>�MBOPLK�TEL�FP�AFCCF@RIQ�QL�
OB>@E�SF>�QBIBMELKB
�ALBP�KLQ�@LJB�QL�@>JMRP�
OBDRI>OIV
�LO�FP�IL@>QBA�FK�>KLQEBO�M>OQ�LC�QEB�
@LRKQOV�LO�TLOIA�	CLO�FKPQ>K@B
�PLJBLKB�TEL�
IFSBP�FK�>�AFCCBOBKQ�QFJB�WLKB
��

]� 4EB�FKCLOJ>QFLK�VLR�T>KQ�QL�PE>OB�FP�KLQ�QFJB�
PBKPFQFSB��%J>FI�FP�FKPQ>KQ>KBLRP
�?RQ�FQ�ALBP�KLQ�
DR>O>KQBB�>K�FKPQ>KQ>KBLRP�OBPMLKPB��&LO�J>KV�
MBLMIB
�HBBMFKD�RM�TFQE�QEBFO�BJ>FI�
@LOOBPMLKABK@B�FP�>�M>OQ�LC�QEBFO�GL?
�>KA�QEBV�
LKIV�AL�FQ�AROFKD�OBDRI>O�?RPFKBPP�ELROP��5KIBPP�
OB>ABOP�E>SB�MOLJFPBA�LQEBOTFPB
�>PPRJB�QE>Q�FQ�
J>V�Q>HB�>�CBT�A>VP�CLO�QEBJ�QL�OBPMLKA��

]� 9LR�KBBA�QL�PBKA�PLJBLKB�>K�BIB@QOLKF@�CFIB
�
PR@E�>P�>�AL@RJBKQ�CLO�>�@LROPB
�>�PMOB>APEBBQ�
CRII�LC�A>Q>
�LO�>�OLRDE�AO>CQ�LC�VLRO�M>MBO��

]� 9LR�KBBA�QL�AFPQOF?RQB�FKCLOJ>QFLK�NRF@HIV�QL�
J>KV�MBLMIB�	CLO�BU>JMIB
�>�JBJL�QE>Q�KBBAP�QL�
?B�PBKQ�QL�QEB�BKQFOB�LCCF@B�PQ>CC
��

]� 9LR�KBBA�>�OB@LOA�LC�QEB�@LJJRKF@>QFLK��
3>SFKD�FJMLOQ>KQ�BJ>FIP�@>K�?B�EBIMCRI�FC�VLR�
KBBA�QL�OB@>II�TE>Q�PLJBLKB�P>FA�FK�>K�B>OIFBO�
JBPP>DB
�MOLSFAB�MOLLC�	CLO�BU>JMIB
�>P�OB@BFMQ�
CLO�>�PBOSF@B�LO�MOLAR@Q

�LO�OBSFBT�QEB�@LKQBKQ�
LC�>K�FJMLOQ>KQ�JBBQFKD�LO�AB>AIFKB��

]� 9LR�>OB�RK>?IB�QL�>PH�>�AFOB@Q�NRBPQFLK�LO�J>HB�
>�OBNRBPQ�FK�MBOPLK��)K�QEFP�@>PB
�CO>JB�VLRO�
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NRBPQFLK�OBNRBPQ�MLIFQBIV
�?BFKD�@>OBCRI�QL�>SLFA�
>�ABJ>KAFKD�QLKB�LO�QEB�RKABOIVFKD�>PPRJMQFLK�
QE>Q�VLRO�OBNRBPQ�TFII�?B�DO>KQBA��

%J>FI�FP�KLQ�>K�BCCB@QFSB�JB>KP�LC�@LJJRKF@>QFLK�TEBK��

]� 9LRO�JBPP>DB�FP�ILKD�	F�B��@LRIA�KLQ�?B�OB>A�FK�
���JFKRQBP�LO�IBPP

�@LJMIF@>QBA
�LO�OBNRFOBP�
>AAFQFLK>I�C>@B�QL�C>@B�AFP@RPPFLK��&LO�BU>JMIB
�
FC�VLR�T>KQ�CBBA?>@H�COLJ�VLRO�PRMBOSFPLO
�LO�FC�
VLR�>OB�>PHFKD�VLRO�MOLCBPPLO�>�NRBPQFLK�QE>Q�
OBNRFOBP�JLOB�QE>K�>�VBP�KL�>KPTBO
�VLR�PELRIA�
P@EBARIB�>�JBBQFKD�FKPQB>A��

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

]� 4EB�QLKB�LC�QEB�JBPP>DB�@LRIA�?B�JFP@LKPQORBA��
)C�VLR�TLRIA�EBPFQ>QB�QL�P>V�PLJBQEFKD�QL�
PLJBLKBgP�C>@B
�AL�KLQ�TOFQB�FQ�FK�>K�BJ>FI��

]� 4EB�FKCLOJ>QFLK�FQPBIC�FP�BJLQFLK>IIV�@E>ODBA��
&LO�BU>JMIB
�FC�VLR�JRPQ�@LJJRKF@>QB�?>A�
KBTP�QL�PLJBLKB
�FQ�FP�?BQQBO�QL�ABIFSBO�FQ�FK�
MBOPLK��

�����9-58�'@>A/@A>1�

0OLCBPPFLK>I� @LJJRKF@>QFLK� OBNRFOBP� @>OBCRI� >QQBKQFLK� QL�
QEB� PMB@FCF@� TOFQFKD� @LKQBUQ�� )K� >AAFQFLK� QL� FQP� I>KDR>DB�
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>KA� @LKQBKQ
� QEB� PQOR@QROB� LC� >� BJ>FI� PELRIA� >IPL� OBCIB@Q�
>�TOFQBOgP�RKABOPQ>KAFKD�LC�>RAFBK@B�>KA�MROMLPB��>�TBII�
@O>CQBA�BJ>FI�EBIMP�QL�BPQ>?IFPE�@OBAF?FIFQV�TFQE�>K�>RAFBK@B�
?V� PELTFKD� >T>OBKBPP� LC� QEB� DBKOBgP� @LKSBKQFLKP
� LO� FQP�
PQ>KA>OA�JLSBP�>KA�BUMB@Q>QFLKP��4EB�MOFK@FMIBP�BUMI>FKBA�
EBOB�>MMIV�QL�QEB�BAR@>QFLK>I�@LKQBUQ�>P�TBII�>P�?RPFKBPP�
TOFQFKD
�PL�?B�PROB�QL�RPB�QEBJ�TEBK�@LJJRKF@>QFKD�TFQE�
VLRO� FKPQOR@QLOP� >KA� @I>PPOLLJ� MBBOP�� &LRO� BIBJBKQP� LC�
PQOR@QROB�PELRIA�?B�@LKPFABOBA�TEBK�@LJMLPFKD�>K�BJ>FI��
QEB� EB>ABO�>AAOBPP� FKCLOJ>QFLK
� DOBBQFKD
� JBPP>DB� ?LAV
�
>KA�@ILPFKD��

�1-01>��00>1??��:2;>9-@5;:�

!P� RPBA� EBOB
�header/address information� OBCBOP� QL� QEB�
PR?GB@Q�IFKB�>KA�QEB�OB@FMFBKQ�IFKBP��4L
�#@
�>KA�"@@��->HB�
PROB� VLR� FK@IRAB� >� @IB>O
� ?OFBC
� >KA� PMB@FCF@� PR?GB@Q� IFKB��
4EFP� EBIMP� OB@FMFBKQP� QL� NRF@HIV� DO>PM� QEB� BPPBK@B� LC� >�
JBPP>DB��%J>FI�PR?GB@Q�IFKBP�>OB�IFHB�KBTPM>MBO�EB>AIFKBP��
4EBV�PELRIA�@LKSBV�QEB�J>FK�MLFKQ�LC�VLRO�BJ>FI�LO�QEB�
FAB>�QE>Q�VLR�T>KQ�OB>ABOP�QL�Q>HB�>T>V�COLJ�FQ��4EBV�J>V�
>IPL� HBBM� QEB� BJ>FI� COLJ� ?BFKD� AFSBOQBA� QL� >� GRKH� J>FI�
CLIABO
� PL� ?B� >P� PMB@FCF@� >P� MLPPF?IB�� /KB�TLOA� PR?GB@QP�
PR@E�>P�Hi, Question,�LO�FYI >OB�KLQ�FKCLOJ>QFSB�>KA�J>V�
RKABO@RQ� QEB� JBPP>DBgP� FJMLOQ>K@B�� /SBOIV� ILKD� LO�
O>J?IFKD�PR?GB@QP�J>V�OBPRIQ�FK�>�PFJFI>O�MOL?IBJ��)KPQB>A
�
@LKPFABO� RPFKD� >� PR?GB@Q� IFKB� IFHB�Economics Proposal 
Attached�LO�Your English 110 Question��)C�QEB�JBPP>DB�FP�
QFJB�PBKPFQFSB
�FQ�J>V�?B�EBIMCRI�QL�FK@IRAB�>�A>QB��-BBQFKD�
LK� 4EROP
� $B@� ��� !IPL� HBBM� FK� JFKA�� GRPQ� >P� >K� BJ>FIgP�
PR?GB@Q�IFKB�@>K�@LJJRKF@>QB�BFQEBO�MOLCBPPFLK>IFPJ�LO�>�
I>@H�LC�FQ
�PL�>IPL�ALBP�VLRO�LTK�BJ>FI�>AAOBPP��#LKPFABO�
QTL� ?OFBC� BU>JMIBP��G>@HGLEKPLK V>ELL�@LJ� >KA�
?FDA>AAV���� DJ>FI�@LJ��4EB�CLOJBO�>AAOBPP�FP�@IB>OIV�
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JLOB� MOLCBPPFLK>I
� FK@IRAFKD� QEB� PBKABOgP� K>JB� CLO� B>PV�
OB@>II��)K�@LKQO>PQ
�QEB�I>QQBO�I>@HP�MOLCBPPFLK>IFPJ
�@LJFKD�
>@OLPP�>P�LSBOIV�@>PR>I�>KA�FKCLOJ>I��

�
4EB� BJ>FIgP� OB@FMFBKQ� IFKBP� PELRIA� ?B� DFSBK� @>OBCRI�

QELRDEQ� >P� TBII�� )K� DBKBO>I
� @LMVFKD� FKAFSFAR>IP� LK� >K�
BJ>FI� FP� >� DLLA� T>V� QL� ABIFSBO� VLRO� JBPP>DB�
PFJRIQ>KBLRPIV�QL�PBSBO>I�MBLMIB��)K�MOLCBPPFLK>I�PBQQFKDP
�
@LMVFKD� PLJBLKB� BIPB� LK� >K� BJ>FI� @>K� EBIM� DBQ� QEFKDP�
ALKB
� BPMB@F>IIV� FC� QEB� MBOPLK� OB@BFSFKD� QEB� @LMV� FP� FK� >�
PRMBOSFPLOV� OLIB�� &LO� BU>JMIB
� @LMVFKD� VLRO� ?LPP� LK� >K�
BJ>FI�QL�>�KLKOBPMLKPFSB�@L�TLOHBO�JFDEQ�MOLJMQ�QEB�@L�
TLOHBO� QL� OBPMLKA�� "B� >T>OB
� ELTBSBO
� QE>Q� TEBK� VLR�
PBKA� >� JBPP>DB� QL� JLOB� QE>K� LKB� >AAOBPP� RPFKD� QEB� #@��
	LO�@>O?LK�@LMV
�CFBIA
�?LQE�QEB�LOFDFK>I�OB@FMFBKQ�>KA�>II�
QEB� OB@FMFBKQP� LC� QEB� @>O?LK� @LMV� @>K� PBB� >II� QEB� BJ>FI�
>AAOBPPBP�FK�QEB�4L��>KA�#@��CFBIAP��%>@E�MBOPLK�OB@BFSFKD�
QEB�JBPP>DB�TFII�?B�>?IB�QL�PBB�QEB�>AAOBPPBP�LC�BSBOVLKB�
BIPB�� !IPL
�TEFIB�@>O?LK�@LMVFKD�PRMBOSFPLOP�LK�>K�BJ>FI�
J>V�MOLJMQ�FJJBAF>QB�>@QFLK�COLJ�QEB�LOFDFK>I�OB@FMFBKQ
�
QEFP� LMQFLK� J>V� O>FPB� FJMLOQ>KQ� BQEF@>I� >KA�LO� OEBQLOF@>I�
@LKPFABO>QFLKP�� )C� FKGRAF@FLRPIV� RPBA
� FQ� J>V� E>SB� QEB�
>MMB>O>K@B�LC�J>KFMRI>QFKD�OB@FMFBKQ	P
��

"IFKA� @>O?LK� @LMVFKD� 	"@@�FKD
� BJ>FIP� QL� >� DOLRM� LC�
MBLMIB�@>K�?B�RPBCRI�TEBK�VLR�AL�KLQ�T>KQ�BSBOVLKB�LK�QEB�
IFPQ�QL�PBB�B>@E�LQEBOgP�BJ>FI�>AAOBPPBP��4EB�LKIV�>AAOBPP�
QE>Q�TFII� ?B�SFPF?IB�QL�>II�OB@FMFBKQP�FP�QEB�LKB�FK�QEB�4L��
CFBIA�� )C� VLR� MOBCBO� KLQ� QL� PELT� >KV� LC� QEB� IFPQBA� BJ>FI�
>AAOBPPBP
�VLR�@>K�MRQ�VLRO�LTK�>AAOBPP�FK�QEB�4L��CFBIA�
>KA�RPB�"@@��CLO�OB@FMFBKQPg�>AAOBPPBP��

">PBA�LK�MOBSFLRP�AFP@RPPFLK
�VLR�J>V�?B�TLKABOFKD
�
d)K�TE>Q�PFQR>QFLKP�TLRIA�QEB�#@��>KA� "@@��CRK@QFLKP�?B�
EBIMCRI� >KA� >MMOLMOF>QB� QL� RPB�e� !P� >� PQRABKQ� >KA� >�
MOLCBPPFLK>I� VLR� TFII� TLOH� @LII>?LO>QFSBIV� >Q� PLJB�
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MLFKQcCLO�BU>JMIB
�LK�>�@I>PP�MOLGB@Qc>KA�KBBA�QL�>PH�>�
NRBPQFLK�LC�>�PRMBOSFPLO�LO�MOLCBPPLO
�MBOE>MP�>Q�QEB�OBNRBPQ�
LC�DOLRM�JBJ?BOP��9LR�TLRIA�LC�@LROPB�E>SB�QEB�LMQFLK�QL�
BJ>FI�QEB�FKNRFOV�AFOB@QIV
� I>QBO�PBKAFKD�QEB�OBPMLKPB�VLR�
OB@BFSB�QL�VLRO�DOLRM��(LTBSBO
�VLR�JFDEQ�>IPL�@ELLPB�QL�
FK@IRAB� @I>PPJ>QBP� FK� QEB� #@�� IFKB� LC� QEB� LOFDFK>I� BJ>FI��
�
� QL� HBBM� QEBJ� FK� QEB� ILLM� >KA� @LKCFOJ� QE>Q� VLR� E>SB�
CLIILTBA� QEOLRDE� LK� QEBFO� OBNRBPQ
� �
� QL� MOLSFAB� QEB�
MOLCBPPLO�TFQE�QEB�LMQFLK�LC�EFQQFKD�2BMIV�!II�FK�LOABO�QL�
FKCLOJ�QEB�DOLRM�AFOB@QIV
�>KA��
�QL�MOB@IRAB�QEB�KBBA�CLO�>�
PBM>O>QB�BJ>FI�FC�TEBK�QEB�MOLCBPPLO�OBPMLKAP�QL�QEB�DOLRM�
>P�>�TELIB��)C�VLR�AL�FK@IRAB�LQEBOP�FK�QEB�#@�
�ELTBSBO
�
VLR�TFII� J>V�T>KQ�QL�AO>T�>QQBKQFLK�QL�QE>Q�C>@Q�FK�VLRO�
BJ>FI
�PL�QE>Q�QEB�OBPMLKABKQ�ALBP�KLQ�LSBOILLH�QEB�@>O?LK�
@LMFBA�FKAFSFAR>IP�ARB�QL�EFDE�BJ>FI�SLIRJB��

4EB� MOBSFLRP� FKCLOJ>QFLK� DFSBP� >� PBKPB� LC� GRPQ� ELT�
RPBCRI� @>O?LK� @LMVFKD� @>K� ?BcFQ� J>V� LCCBO� >� JB>KP� LC�
@RQQFKD� LRQ� >K� BUQO>� PQBM� FK� QEB� @LJJRKF@>QFLK� MOL@BPP
�
TEFIB�HBBMFKD�LQEBOP�FKCLOJBA��(LTBSBO
�QEB�"@@��J>V�?B�
QOF@HFBO�QL�ABQBOJFKB�TEBK�QL�RPB
�ARB�QL�QEB�?IFKA�>PMB@Q�
LC�FQP�@LJJRKF@>QFLK�� !P�KLQBA
�FQ�J>V�?B�>�DLLA�LMQFLK�
FC�VLR�TFPE�QL�ABIFSBO�FKCLOJ>QFLK�QL�>AAFQFLK>I�OB@FMFBKQP�
TEFIB�L?P@ROFKD�QEBFO�BJ>FI�>AAOBPPBP��0BOE>MP�VLR�AFA�KLQ�
L?Q>FK� MBOJFPPFLK� QL� PE>OB� QEBFO� BJ>FI� FKCLOJ>QFLK� TFQE�
LQEBOP
�?RQ�VLR�E>A�LCCBOBA�QL�PBKA�QEBJ�QEB�FKCLOJ>QFLK�
>P�TBII�� )K�PR@E�>K�FKPQ>K@B
�QEB� "@@��TFII�BK>?IB�VLR�QL�
?B� OBPMB@QCRI� LC� QEBFO� MOFS>@V
� TEFIB� >SLFAFKD� PBKAFKD� >�
PBM>O>QB�BJ>FI��

)K�LQEBO�FKPQ>K@BP
�VLR�J>V�?B�@>IIBA�RMLK�QL�J>HB�>�
JLOB�AFCCF@RIQ�AB@FPFLK
�CLO�BU>JMIB
�TEBK�TLOHFKD�TFQE�
>� @E>IIBKDFKD� @L�TLOHBO�� 0BOE>MP� QEFP� @L�TLOHBO� E>P� >�
EFPQLOV�LC�RKTFPB�AB@FPFLK�J>HFKD
�IFHB�SFLI>QFKD�@LJM>KV�
MLIF@V�LO�KLQ�CLIILTFKD�QEOLRDE�LK�OBNRFOBA�MOL@BAROBP��)C�
VLRO�PRMBOSFPLOP�>OB�>T>OB�LC�QEB�PFQR>QFLK
�QEBV�J>V�>PH�
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QE>Q� VLR� HBBM� QEBJ� RMA>QBA� LK� ABSBILMJBKQP� >P� >� CLOJ�
LC� AL@RJBKQ>QFLK�� !P� M>OQ� LC� VLRO� GL?
� VLR� JFDEQ� E>SB�
QL�OBJFKA�QEB�FKAFSFAR>I�LC�>�@LJM>KV�MOL@BAROB�QE>Q�E>P�
KLQ� ?BBK� CLIILTBA�� 9LRO� PRMBOSFPLO� J>V� T>KQ� QL� HKLT�
QE>Q� QEB� FKAFSFAR>I� E>P� ?BBK� FKCLOJBA� LC� QEB� MLIF@V
� >KA�
VLR�J>V�PFJRIQ>KBLRPIV�TFPE�QL�>SLFA�C>IILRQ�TFQE�>�@L�
TLOHBO�TEL�@LRIA�JFPRKABOPQ>KA�QEB�PRMBOSFPLOPg�OBNRBPQ�
CLO� FKCLOJ>QFLK�� )K@IRAFKD� VLRO� PRMBOSFPLOP� FK� QEB� "@@��
TLRIA�?B�LKB�T>V�QL�J>HB�QEBJ�>T>OB�LC�QEB�PQBMP�VLR�
E>SB�Q>HBK�QL�>AAOBPP�>�PFQR>QFLK�LO�CRICFII�QEB�ARQFBP�LC�VLRO�
GL?�MLPFQFLK��

�
7EBK� AO>CQFKD� >� JBPP>DB� TFQE� PBKPFQFSB� @LKQBKQ
� VLR�

JFDEQ�@LKPFABO�T>FQFKD�QL�BKQBO�OB@FMFBKQPg�BJ>FI�>AAOBPPBP�
QL� BKPROB� QE>Q� QEB� BJ>FI� FP� KLQ� PBKQ� RKQFI� >CQBO� VLR� E>SB�
BAFQBA�QEB�AL@RJBKQ��>CQBO�>II
�PBKA�FP�LKIV�LKB�@IF@H�>T>V��
4EB�P>JB�ELIAP�QORB�CLO�QEB�#@��>KA�"@@��IFKBP
�TEF@E�O>FPBP�
>KLQEBO�FJMLOQ>KQ�@LKPFABO>QFLK��4EB�FKPQ>KQ>KBLRP�>PMB@Q�
LC�BJ>FI� @LJJRKF@>QFLK� @>K�?B�?LQE�?IBPPFKD�>KA�@ROPB��
.L� TOFQBO� T>KQP� QL� PBKA� >K� BJ>FI� FK>ASBOQBKQIV
� >KA� VBQ�
J>KV�PBKABOP�J>HB�QEB�JFPQ>HB�LC�BJ>FIFKD�>�NRF@H�OBMIV�
TEBK� PQOLKD� BJLQFLKP� E>SB� QEB� RMMBO� E>KA�� %PMB@F>IIV�
TEBK� >K� FKAFSFAR>I� FP� LK� QEB� OB@BFSFKD� BKA� LC� >K� >KDOV�
BJ>FI
� >KDBO� J>V� PBBJ� IFHB� QEB� >MMOLMOF>QB� OBPMLKPB��
(LTBSBO
� PR@E� >� PQBM� FP� RKMOLCBPPFLK>I� >KA� J>V� E>SB�
PBOFLRP�O>JFCF@>QFLKP��!SLFA�CI>JB�T>OP��7EBK�QBJMQBA�QL�
PBKA�>K�BJLQFLK>I�OBPMLKPB
�>IT>VP�T>FQ��FKPQB>A
�@LKPFABO�
ELIAFKD� LCC� RKQFI� QEB� JBPP>DB� @>K� ?B� MEO>PBA� FK� >� JLOB�
L?GB@QFSB
�MOLCBPPFLK>I�J>KKBO��

�>11@5:3�

7EBK� CFOPQ� FKFQF>QFKD� @LKQ>@Q� ?V� BJ>FI
� LMBK� TFQE� >K�
>MMOLMOF>QB� DOBBQFKD� LO� P>IRQ>QFLK�� !SLFA� PFJMIV� PQ>OQFKD�
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TFQE� QEB� JBPP>DB� ?LAV� >KA� ?B� PROB� QL� FK@IRAB� >� MLIFQB�
PFDK>QROB�� 0OLMBO� DOBBQFKDP� >KA� @ILPFKDP� ABJLKPQO>QB�
OBPMB@Q
�>IPL�EBIMFKD�QL�>SLFA�JFU�RMP�FK�@>PB�>�JBPP>DB�
FP� PBKQ� QL� QEB� TOLKD� OB@FMFBKQ�� &LO� BU>JMIB
� VLR� JFDEQ�
@LKPFABO� RPFKD� >� DOBBQFKD� IFHB�Dear Ms. X� 	CLOJ>I
� CLO�
PLJBLKB�BUQBOK>I�QL�QEB�@LJM>KV
�LO�Hi Barry�	FKCLOJ>I
�
CLO� PLJBLKB� VLR� HKLT� TBII
�� 5KIBPP� PLJBLKB� E>P�
BUMOBPPBA�>K�FKAFSFAR>I�MOBCBOBK@B
�KBSBO�RPB�QEB�QFQIB�-OP��
>P�VLR�@>KKLQ�>PPRJB�>�TLJ>K�FP�J>OOFBA��

)C�QEB�DBKABO�LC�>�MBOPLK�FP�KLQ�BSFABKQ
�RPB�QEB�BKQFOB�
K>JB
� IFHB�QEFP��$B>O�3>J�*LKBP��)C�VLR�AL�KLQ�HKLT�QEB�
MBOPLK�TBII
�FQ�J>V�?B�@LKCRPFKD�QL�FABKQFCV�>K�>MMOLMOF>QB�
DOBBQFKD� 	7E>Q� AL� )� @>II� JV� 4!�MOLCBPPLO�
� LO� @ILPFKD�
	&OLJ�� 3FK@BOBIV�
�� 7EBK� FK� ALR?Q
� >AAOBPP� OB@FMFBKQP�
JLOB� CLOJ>IIV� QL� >SLFA� LCCBKAFKD� QEBJ�� 3LJB� @LJJLK�
T>VP�QL�>AAOBPP�OB>ABOP�>OB��$B>O�0OLCBPPLO�3JFQE
�(BIIL�
-P�� -@->ELK
� LO� (F� ->OV� *>KB�� )C� >� MBOPLKgP� K>JB� FP�
KLQ� >S>FI>?IB
� LO� FC� QEB� BJ>FI� >AAOBPPBP� >� AFSBOPB� DOLRM
�
QOV� PLJBQEFKD� ?LQE� DBKBOF@� >KA� MLIFQB�� 4L� TELJ� FQ� J>V�
@LK@BOK
� $B>O� JBJ?BOP� LC� QEB� PBIB@QFLK� @LJJFQQBB
� LO�
(BIIL�BSBOVLKB��

!1??-31��;0E�

7EBK�TOFQFKD�>K�BJ>FI
�EBOB�>OB�PLJB�QFMP�QL�BKPROB�QE>Q�
QEB�JBPP>DB�FP�@IB>O�>KA�>@@BPPF?IB��)K�DBKBO>I
�>SLFA�RPFKD�
>II� @>MP� PFK@B� FQ� J>V� E>SB� QEB� >MMB>O>K@B� LC� VBIIFKD��
%JLGFP
� QELRDE� EBIMCRI� FK� FKCLOJ>I� @LJJRKF@>QFLKP� IFHB�
QBUQFKD� TFQE� COFBKAP
� J>V� >IPL� ?B� MBO@BFSBA� >P�
RKMOLCBPPFLK>I� FK� ?RPFKBPP� @LKQBUQP�� 5PB� ?LIAFKD
�
RKABOIFKFKD
� >KA� FQ>IF@P� >P� KBBABA� QL� FK@OB>PB� @I>OFQV
� ?RQ�
?B�@>OBCRI�KLQ�QL�LSBOIL>A�OB>ABOP�TFQE�QLL�JR@E�>Q�LK@B��
"RIIBQ�MLFKQP�J>V�?B�EBIMCRI�CLO�PE>OFKD�IFPQBA�FKCLOJ>QFLK
�
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TEFIB� FK@IRABA� IFKHP� J>V� MBOJFQ� OB@FMFBKQP� QL� >@@BPP�
FKCLOJ>QFLK� NRF@HIV�� $LR?IB�@EB@H� QEBPB� IFKHP� ?BCLOB�
PBKAFKD
�ELTBSBO
�QL�BKPROB�QE>Q�QEBV�TLOH��

3Q>QB� VLRO� MROMLPB� CLO� TOFQFKD� AFOB@QIV� >Q� QEB� BJ>FIgP�
?BDFKKFKD� QL� MOLSFAB� >� @LKQBUQ� CLO� VLRO� JBPP>DB��
2BCBOBK@B� >KV� FK@IRABA� >QQ>@EJBKQP� RM� COLKQ� >P� TBII
� PL�
QE>Q� OB>ABOP� >OB� >T>OB� LC� QEB� >AAFQFLK>I� @LKQBKQ� >KA� FQP�
MROMLPB�� FK� VLRO� BJ>FI� PQ>QB� QEB� K>JB� LC� QEB� CFIB
� >ILKD�
TFQE�QEB�QVMB�LC�AL@RJBKQ�>KA�MOLDO>J�KBBABA�QL�LMBK�FQ
�
CLO�BU>JMIB��d0IB>PB�PBB�QEB�>QQ>@EBA�7LOA�AL@RJBKQ�LC�
JV�BPP>V
�The Many Facets of Richard III.e�)K�QEB�@>PB�LC�
>K�FK@IRABA�NRBPQFLK
�@RQ�>KA�M>PQB�>KV�OBIBS>KQ�QBUQ�	CLO�
BU>JMIB
� @LJMRQBO� BOOLO� JBPP>DBP
� >PPFDKJBKQ� MOLJMQP
�
PBDJBKQP� LC� >� MOBSFLRP� JBPP>DB
� BQ@�
� FKQL� QEB� BJ>FI� PL�
QE>Q� QEB� OB>ABO� E>P� >� CO>JB� LC� OBCBOBK@B� COLJ� TEF@E� QL�
>KPTBO��7EBK�OBMIVFKD�QL�PLJBLKB�BIPBgP�BJ>FI
�FQ�J>V�?B�
EBIMCRI� QL� BFQEBO� FK@IRAB� LO�OBPQ>QB� QEB� PBKABOgP�JBPP>DB��
#LKSBOPBIV
� FC� VLR� >OB� BJ>FIFKD� ?>@H� >KA� CLOQE� TFQE� QEB�
P>JB� MBOPLK
� VLR� JFDEQ� ABIBQB� QEB� MOBSFLRP� JBPP>DBP� QL�
>SLFA�@IRQQBO�>KA�J>HB�@LJJRKF@>QFLK�JLOB�AFOB@Q��

5PB�M>O>DO>MEP�QL�PBM>O>QB�QELRDEQP�	LO�@LKPFABO�TOFQFKD�
PBM>O>QB� BJ>FIP� FC� VLR� E>SB� J>KV� RKOBI>QBA� MLFKQP� LO�
NRBPQFLKP

�>KA�PQ>QB�QEB�ABPFOBA�LRQ@LJB�>Q�QEB�BKA�LC�VLRO�
JBPP>DB��7EBK�OBNRBPQFKD�>�OBPMLKPB
�IBQ�QEB�OB>ABO�HKLT�
TE>Q�QVMB�LC�OBPMLKPB�VLR�OBNRFOB�	CLO�BU>JMIB
�>K�BJ>FI�
OBMIV
� MLPPF?IB� JBBQFKD� QFJBP
� >� OB@LJJBKA>QFLK� IBQQBO
�
BQ@�
��)C�VLR�OBNRBPQ�PLJBQEFKD�QE>Q�E>P�>�ARB�A>QB
�?B�PROB�
QL�MI>@B�QEB�ARB�A>QB�FK�>�MOLJFKBKQ�MLPFQFLK�FK�VLRO�BJ>FI��
%KAFKD� VLRO� BJ>FI� TFQE� QEB� KBUQ� PQBM� J>V� ?B� EBIMCRI� FK�
TLOH�PBQQFKDP�	CLO�BU>JMIB
�VLR�JFDEQ�TOFQB�d)�TFII�CLIILT�
QEFP�BJ>FI�RM�TFQE�>�MELKB�@>II�QEFP�TBBHe�LO�d,BQgP�AFP@RPP�
QEFP�CROQEBO�>Q�QEB�7BAKBPA>V�JBBQFKDe
��
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!K� BJ>FIgP� @ILPFKD� FP� BUQOBJBIV� FJMLOQ>KQ� ?B@>RPB� FQ�
FABKQFCFBP� QEB� PBKABO� >KA� MOLSFABP� @LKQ>@Q� FKCLOJ>QFLK��
!IT>VP�FK@IRAB�VLRO�CRII�K>JB�>Q�QEB�BKA�LC�VLRO�BJ>FI��
)K�>K�BAR@>QFLK>I�@LKQBUQ
�HBBM�FK�JFKA�QE>Q�VLRO�MOLCBPPLO�
J>V�?B�QB>@EFKD�JRIQFMIB�PQRABKQP�TFQE�QEB�P>JB�K>JB
�LO�
JRIQFMIB�PB@QFLKP�LC�J>KV�PQRABKQP
�PL�FK@IRAFKD�VLRO�@I>PP�
PB@QFLK� KRJ?BO� >ILKD� TFQE� CFOPQ� >KA� I>PQ� K>JB� FP� >� DLLA�
FAB>��7EBK�@ILPFKD
�BKA�TFQE�PLJBQEFKD�?OFBC�?RQ�COFBKAIV��
4E>KH�VLR
� "BPQ�TFPEBP
�3BB�VLR�QLJLOOLT
�LO�2BD>OAP��
&LO�>�SBOV�CLOJ>I�JBPP>DB
�PR@E�>P�>�GL?�>MMIF@>QFLK
�RPB�
QEB�HFKA�LC�@ILPFKD�QE>Q�VLR�JFDEQ�PBB�FK�>�?RPFKBPP�IBQQBO��
3FK@BOBIV
�LO�2BPMB@QCRIIV�VLROP�� )C�VLR�AL�KLQ�HKLT�QEB�
OB>ABO�TBII
�VLR�JFDEQ�>IPL�@LKPFABO�FK@IRAFKD�VLRO�QFQIB�
>KA�QEB�LOD>KFW>QFLK�VLR�?BILKD�QL
�CLO�BU>JMIB��

->OV�7>QHFKP�
3BKFLO�2BPB>O@E�!PPL@F>QB�
LO�
">FK�>KA�#LJM>KV�
LO�
*LPBME�3JFQE�
5.#�#(
�#I>PP�LC������

�

��
�"1@5=A1@@1�

.BQFNRBQQB�OBCBOP�QL�BQFNRBQQB�LK�QEB�KBQ
�LO�MOLQL@LIP�>KA�
KLOJP�CLO�LKIFKB�@LJJRKF@>QFLK��4EBPB�DBKBO>I�DRFABIFKBP�
>MMIV� QL� JLPQ� CLOJP� LC� BIB@QOLKF@� @LJJRKF@>QFLK
�
FK@IRAFKD� BJ>FI�� 7B� J>V� PBKA� LO� MLPQ� JBPP>DBP
� @OB>QB�
MBOPLK>I� M>DBP
� >KA� FKQBO>@Q� SF>� LKIFKB� QB@EKLILDFBP� >P� >�
KLOJ>I�M>OQ�LC�LRO�@>OBBOP
�?RQ�ELT�TB�@LKAR@Q�LROPBISBP�
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TFII� IB>SB� >� I>PQFKD� FJ>DB�� 4EB� MELQLDO>ME� VLR� MLPQBA�
LK� VLRO� &>@B?LLH� M>DB� LO� 4TFQQBO� CBBA� J>V� ?B� PBBK� ?V�
>� MLQBKQF>I� BJMILVBO
� LO� >� K>PQV� OBJ>OH� FK� >� MLPQ� J>V�
@LJB� ?>@H� QL� E>RKQ� VLR� I>QBO�� 3FK@B� QEB� A>VP� TEBK� QEB�
)KQBOKBQ�T>P�>�KBT�MEBKLJBKLK
�6FODFKF>�3EB>�>KA�LQEBOP�
E>SB�PLRDEQ�QL�BPQ>?IFPE�DOLRKA�ORIBP�IFHB�QEB�CLIILTFKD�CLO�
LKIFKB�@LKQBUQP��

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

]� ->HB�>K�BCCLOQ�QL�CLODFSB�JFPQ>HBP��

]� ! SLFA�>PPRJMQFLKP�>?LRQ�VLRO�OB>ABOP. 

]� !PH�CLO�@I>OFCF@>QFLK�>KA�ABI>V�GRADJBKQ��

]� #LKPFABO�MLPPF?IB�@RIQRO>I�AFCCBOBK@BP��

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

]� 4EFKH�LC�QEB�QBUQ�>P�MBOJ>KBKQ��

]� "B�>T>OB�QE>Q�GLHBP�>KA�P>O@>PJ�J>V�?B�
JFPRKABOPQLLA��

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

]� 2BPMB@Q�LOFDFK>I�FAB>P�?V�NRLQFKD�@LOOB@QIV�>KA�
>PHFKD�MBOJFPPFLK��

]� 2BPB>O@E�VLRO�LOD>KFW>QFLKgP�!@@BMQ>?IB�5PB�
0LIF@V��

]� 2BPMB@Q�MBLMIBgP�MOFS>@V��

]� $L�KLQ�>?RPB�VLRO�MLTBO��

]� +BBM�CI>JB�T>OP�RKABO�@LKQOLI��

]� +KLT�TEBOB�VLR�>OB�FK�@V?BOPM>@B��

]� 2BPMB@Q�LQEBOPg�QFJB�>KA�?>KATFAQE��
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]� #OB>QB�>�MLPFQFSB�LKIFKB�FJ>DB��

]� 3E>OB�BUMBOQ�HKLTIBADB��

">PF@>IIV
�VLR�PELRIA�>AEBOB�QL�QEB�P>JB�MLIFQB�PQ>KA>OAP�
LC�?BE>SFLO�LKIFKB�QE>Q�VLR�CLIILT�FK�OB>I�IFCB��3R@E�ORIBP�
OBJFKA�RP�QE>Q�QEB�DLIABK�ORIB�	QOB>Q�LQEBOP�>P�VLR�TLRIA�
IFHB� QL� ?B� QOB>QBA
� FP� OBIBS>KQ� FK� >KV� ERJ>K� FKQBO>@QFLK��
"B@>RPB� ?>PF@� PL@F>I� @LKSBKQFLKP� CLO� TOFQFKD� >KA�
OBPMLKAFKD� QL� BJ>FI� >OB� @LKQFKR>IIV� FK� CIRU
�
JFP@LJJRKF@>QFLK� @>K� B>PFIV� L@@RO� TEBK� MBLMIB� E>SB�
AFCCBOBKQ�BUMB@Q>QFLKP�>?LRQ�QEB�@LJJRKF@>QFLKP�QE>Q�QEBV�
PBKA�>KA�OB@BFSB��

����( -7 1- C- E?�-:0�(5<?�

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

]� %J>FI�E>P�I>ODBIV�OBMI>@BA�E>OA�@LMV�IBQQBOP�FK�
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Figure 1: Flow chart that illustrates the job-seeking process. 
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NR>IFCF@>QFLKP
�PL�FQ�JRPQ�ELIA�>QQBKQFLK�ILKD�
BKLRDE�QL�MOLMBI�VLRO�GL?�PB>O@E�CLOT>OA��

]� ( =�?C/<B74G�AB@3<5B6A��@3A>=<A707:7B73A��
/07:7B73A��/<2�/11=;>:7A6;3<BA��-BKQFLKFKD�
C>@QR>I
�KRJBOF@>I�BU>JMIBP�LC�MO>FPBTLOQEV�
>QQOF?RQBP�>KA�PHFIIP�TFII�>IILT�VLR�QL�?L>PQ�
TFQELRQ�PLRKAFKD�?L>PQCRI�

j� &LO�BU>JMIB
�FC�VLR�OBAR@BA�BOOLOP�?V�
����>KA�FK@OB>PBA�MOLCFQP�?V������

j� )C�VLR�E>SB�?BBK�>�PQRABKQ�QB>@EBO�
TFQE����PQRABKQP�>KA�PQRABKQ�DO>ABP�
FJMOLSBA�?V������

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

j� )C�VLR�TLOHBA�FK�QEB�P@ELLI�IF?O>OV�
>KA�QEB�KRJ?BO�LC�ILPQ�?LLHP�E>P�
AB@IFKBA�?V������

]� ( =�/@5C3��7<�/<�/@B71C:/B3�/<2�>=:7B3�E/G��B6/B�
G=C�/@3�E3::�AC7B32�4=@�B63�8=0��">PBA�LK�QEB�
@LKQBKQ�LC�QEB�GL?�>A
�VLR�TFII�T>KQ�QL�>AAOBPP�
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ELT�VLRO�BAR@>QFLK�>KA�LO�TLOH�BUMBOFBK@BP�
	FK@IRAFKD�FKQBOKPEFMP�>KA�SLIRKQBBO�TLOH
�E>SB�
Q>RDEQ�VLR�?LQE�QB@EKF@>I�>KA�dPLCQe�PHFIIP�QE>Q�
TFII�EBIM�VLR�MBOCLOJ�QEB�IFPQBA�GL?�ARQFBP��

]� ( =�@3>@3A3<B�G=C�E63<�G=C�/@3�<=B�B63@3��
9LRO�O\PRJ\�@>K�?B�RMIL>ABA�QL�LKIFKBDIL?>I�
GL?�?L>OAP�IFHB�-LKPQBO�>KA�#>OBBO"RFIABO��)Q�
@>K�?B�PBKQ�QL�>�@LJM>KVgP�LKIFKB�A>Q>?>PB�TFQE�
>�MRPE�LC�>�?RQQLK
�TEBOB�FQ�TFII�?B�PE>OBA�TFQE�
ALWBKP�LC�OB@ORFQBOP�>KA�EFOFKD�J>K>DBOP��

]� ( =�=0B/7<�/<�7<B3@D73E�/<2�1@3/B3�B/:97<5�
>=7<BA��,FPQFKD�VLRO�>@@LJMIFPEJBKQP�>KA�
NR>KQFCVFKD�QEBJ�@>K�@OB>QB�Q>IHFKD�MLFKQP�CLO�
CRQROB�FKQBOSFBTP��&LO�BU>JMIB
�MBOE>MP�VLR�
?RIIBQ�MLFKQ�QEB�CLIILTFKD��2BPMLKPF?IB�CLO�
FKQ>HB�>KA�LRQQ>HB�LC�>MMOLUFJ>QBIV��
����
?LLHP�A>FIV
�OBPRIQFKD�FK�����CBTBO�ILPQ�?LLHP�
QEFP�VB>O��$ROFKD�>K�FKQBOSFBT
�TFQE�QEFP�BU>JMIB�
FK�JFKA
�VLR�@>K�B>PFIV�Q>IH�>?LRQ�RPFKD�
QB@EKLILDV�QL�FJMOLSB�MOL@BPPBP��9LR�@>K�
AFP@RPP�QEB�QB>J�BKSFOLKJBKQ�LC�QEB�IF?O>OV�PQ>CC�
>KA�ELT�VLR�TLOHBA�QLT>OA�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>HB�
PROB�QE>Q�VLRO�O\PRJ\�FP�TBII�TOFQQBK��9LRO�
MOLCBPPLOP
�QB>@EBOP
�MBBOP
�>KA�C>JFIV�JBJ?BOP�
J>V�?B�TFIIFKD�QL�EBIM�?V�>KPTBOFKD�NRBPQFLKP�
?>PBA�LK�QEBFO�BUMBOQFPB
�LO�BSBK�OBSFBTFKD�>�
O\PRJ\�AO>CQ��

/SBO>II
� EFDEIFDEQFKD� PMB@FCF@� OBPRIQP� FK� B>@E� O\PRJ\�
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KLQF@BA��5KIFHB�CFK>K@F>I�FKSBPQJBKQP
�M>PQ�MBOCLOJ>K@B�FP�
>K�FKAF@>QLO�LC�CRQROB�PR@@BPP��FK@IRAB�ABQ>FIP�>?LRQ�VLRO�
M>PQ� MBOCLOJ>K@B� >KA� NR>KQFCV� VLRO� >@@LJMIFPEJBKQP�
TEBKBSBO�MLPPF?IB
�>KA�CRQROB�BJMILVBOP�TFII�?B�FK@IFKBA�
QL�?BIFBSB�VLR�@>K�AL�QEB�P>JB�CLO�QEBJ��7E>Q�BU>@QIV�AL�
VLR�AL
�LO�TE>Q�E>SB�VLR�ALKB�FK�QEB�M>PQ��9LRO�O\PRJ\�
PELRIA� >KPTBO� QEFP� NRBPQFLK� SBOV� NRF@HIV�� 4EB� JLOB� VLR�
NR>KQFCV�VLRO�>@@LJMIFPEJBKQP�RPFKD�PMB@FCF@�ABQ>FIP
�QEB�
JLOB�VLRO�>?FIFQFBP�TFII�?B�RKABOPQLLA��

&LO�BU>JMIB
�PQ>QFKD�QE>Q�VLR�dTLOHBA�FK�P>IBPe�LK�VLRO�
O\PRJ\�ALBP�KLQ�MOLSFAB�PMB@FCF@�MOLLC�LC�VLRO�PHFIIPc>KA�
QEBOBCLOB�FP�KLQ�IFHBIV�QL�?B�>P�FJMOBPPFSBc>P�>�PQ>QBJBKQ�
QE>Q� NR>KQFCFBP� VLRO� BUMBOFBK@BP� >KA� MOLSFABP� RKFNRB�
ABQ>FIP�� 3QOLKDBO� BU>JMIBP� LC� O\PRJ\� PQ>QBJBKQP� JFDEQ�
FK@IRAB�� d@LJMIBQBA� >K� >SBO>DB� LC� ��� @RPQLJBO�
QO>KP>@QFLKP� MBO� ELRO
� PBQQFKD� >� @LJM>KV� OB@LOA� CLO� QEB�
�����CFP@>I�VB>Oe�LO�dJ>K>DBA�K>QFLK>I�>KA�FKQBOK>QFLK>I�
PRMMIFBO� >@@LRKQP� TFQE� MRO@E>PB� O>KDBP� COLJ� ��
���� QL�
���
���
����53$�e�

( E<1?�;2�&G?A9G?�

*RPQ�>P�TLOH�EFPQLOFBP�@LJB�FK�>�S>OFBQV�LC�CLOJP
�PL�>IPL�
AL�O\PRJ\P��!IQELRDE�@>OBBO�BUMBOQP�AB?>QB�TEF@E�PQVIB�FP�
QEB�?BPQ
�VLR�JRPQ�AB@FAB�TEF@E�CFQP�VLRO�@ROOBKQ�PFQR>QFLK��
4EBOB�>OB�J>KV�OB>PLKP�QL�@ELLPB�LKB�CLOJ>Q�LSBO�>KLQEBO��
4EB�chronological rŽsumŽ� FP� QEB� JLPQ� @LJJLK� O\PRJ\�
CLOJ>Q��)Q�FP�?BPQ�CLO�@>KAFA>QBP�TFQE�>�ILKD�RKFKQBOORMQBA�
TLOH�EFPQLOV
�FK�CFBIAP�TEBOB�QEB�@LJM>KV�TLOHBA�CLO�FP�
LC�M>O>JLRKQ�FJMLOQ>K@B�� )Q�FP�>IPL�TBII�PRFQBA�CLO�QELPB�
>MMIF@>KQP�TEL�T>KQ�QL�EFDEIFDEQ�QEBFO�BAR@>QFLK
�>P�J>KV�
GL?P�TFII�>PH�CLO�>�ABDOBB�	B�D��"!
�*$
�-"!
�-!
�-$
�
0E$
�BQ@�
�FK�>�@BOQ>FK�CFBIA�>P�>�JFKFJRJ�OBNRFOBJBKQ��)K�
@LKQO>PQ
�QEB�functional (or skills) rŽsumŽ�PBOSBP�@>KAFA>QBP�
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TEL�>OB�QO>KPFQFLKFKD�?BQTBBK�CFBIAP
�TEL�>OB�PEFCQFKD�COLJ�
>� JFIFQ>OV� QL�>�@FSFIF>K� @>OBBO
�LO�TEL�E>SB�D>FKBA�PHFIIP�
FK� >� S>OFBQV� LC� AFCCBOBKQ� PBQQFKDP� 	TLOHMI>@B
� >@>ABJF@
�
SLIRKQBBO
��4EB�CLIILTFKD�FKCLOJ>QFLK�LCCBOP�>K�LSBOSFBT�
LC� QEBPB� QTL� ?BPQ�HKLTK� CLOJ>QP�� 6FPR>I� BU>JMIBP� >OB�
DFSBK� FK� QEB� PB@QFLK� >CQBOT>OAP
� CLIILTBA� ?V� PRDDBPQFLKP�
LK�TEBOB�QL�?BDFK�>�O\PRJ\�AO>CQ�LO�ELT�QL�ABSBILM�VLRO�
@ROOBKQ�AO>CQ�CROQEBO��

��� 4EB�16@=<=:=571/:�@JAC;J�FP�>�QO>AFQFLK>I�
CLOJ>Q�TELPB�MOFK@FM>I�PB@QFLK�FP�QEB�
Employment Experience�PB@QFLK��)K�QEFP�PB@QFLK
�
GL?P�>OB�IFPQBA�FK�OBSBOPB�@EOLKLILDF@>I�LOABO�
	PQ>OQFKD�TFQE�QEB�JLPQ�OB@BKQ�MLPFQFLKP�P@ELLIP�
>KA�TLOHFKD�?>@HT>OA

�>KA�>@EFBSBJBKQP�PHFIIP�
>OB�ABQ>FIBA�RKABOKB>QE�B>@E�MLPFQFLK��4EB�
@EOLKLILDF@>I�O\PRJ\�MOBPBKQP�BUMBOFBK@B�RKABO�
EB>AFKDP�?V�GL?�QFQIB
�@LJM>KV
�IL@>QFLK
�>KA�
A>QBP�LC�BJMILVJBKQ��Education�FP�>KLQEBO�
@LJJLK�@>QBDLOV�QE>Q
�IFHB�>II�PB@QFLKP�LK�>�
O\PRJ\
�FP�>IPL�FK�OBSBOPB�@EOLKLILDF@>I�LOABO��
7EFIB�QEB�@EOLKLILDF@>I�O\PRJ\�ABAF@>QBP�QEB�
J>GLOFQV�LC�FQP�PM>@B�QL�MOLSFAFKD�OBIBS>KQ�
ABQ>FIP�COLJ�MOBSFLRP�TLOH�BUMBOFBK@B
�QEB�
BAR@>QFLK�PB@QFLK�FP�LCQBK�MI>@BA�>?LSB�QEB�TLOH�
PB@QFLK��

��� )K�@LKQO>PQ
�QEB�4C<1B7=</:��A97::A��@JAC;J��
@BKQBOP�>OLRKA�TBII�ABSBILMBA�Skills & 
Achievements�PB@QFLK
�FK�TEF@E�PHFIIP�>OB�
LOD>KFWBA�FKQL�@>QBDLOFBP��4EB�CRK@QFLK>I�O\PRJ\�
PQFII�FK@IRABP�>K�Employment Experience�PB@QFLK�
>KA�IFHBIV�>K�Education�PB@QFLK
�?RQ�QEBPB�
PB@QFLKP�>OB�PQOB>JIFKBA�QL�FK@IRAB�LKIV�QEB�
?>PF@�FKCLOJ>QFLK�>?LRQ�B>@E�MLPFQFLK�EBIA�LO�
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B>@E�P@ELLI�>QQBKABA��4EB�CRK@QFLK>I�O\PRJ\�
CL@RPBP�LK�PHFIIP�>KA�BUMBOFBK@B
�O>QEBO�QE>K�LK�
@EOLKLILDF@>I�TLOH�EFPQLOV��)Q�ABP@OF?BP�
OBPMLKPF?FIFQFBP
�>@@LJMIFPEJBKQP
�>KA�
NR>KQFCF>?IB�>@EFBSBJBKQP�RKABO�@>QBDLOFBP�FK�
QEB�PHFIIP�PB@QFLK��4EB�CRK@QFLK>I�O\PRJ\�
QVMF@>IIV�LMBKP�TFQE�>�?OFBC�sRJJ>OV�MOLCFIB�
ABQ>FIFKD�PQOBKDQEP�	LKB�QL�QEOBB�PBKQBK@BP
�>KA�
ABJLKPQO>QBP�ELT�VLR�J>Q@E�QEB�OBNRFOBJBKQP�
LC�VLRO�MLQBKQF>I�GL?�?V�FK@IRAFKD�OBIBS>KQ�
>@EFBSBJBKQP�>KA�>@@LJMIFPEJBKQP��

�
)Q�FP�TLOQE�KLQFKD�QE>Q
�BPMB@F>IIV�FK�QEB�@>PB�LC�>AS>K@BA�

MLPFQFLKP
� J>KV� OB@ORFQBOP� BUMB@Q� QL� PBB� >� @EOLKLILDF@>I�
O\PRJ\� TFQE� QO>AFQFLK>I� PB@QFLKP� IFHB� BJMILVJBKQ� >KA�
BAR@>QFLK�� )K� JLPQ� @>PBP
� FQ� FP� ?BPQ� QL� DFSB� OB@ORFQBOP� QEB�
O\PRJ\�QEBV�BUMB@Q��(LTBSBO
�?LQE�QEB�@LIIBDB�PQRABKQ�>KA�
QEB�JLOB�BUMBOFBK@BA�@>KAFA>QB�J>V�@ELLPB�>�CRK@QFLK>I�
O\PRJ\�CLO�QEBPB�OB>PLKP��

]� 4L�EFDEIFDEQ�PHFIIP�>KA�>@EFBSBJBKQP�O>QEBO�QE>K�
M>PQ�BJMILVJBKQ�@LJM>KFBP��

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

]� 4L�BJME>PFWB�LQEBO�>@EFBSBJBKQP
�ELKLOP
�>KA�
>?FIFQFBP��

]� 4L�AB�BJME>PFWB�D>MP�FK�BJMILVJBKQ�LO�@>OBBO�
JL?FIFQV��

]� 4L�FK@IRAB�@>QBDLOFBP�IFHB�@LJJRKF@>QFLK
�
QB>JTLOH
�>KA�IB>ABOPEFM�PHFIIP
�>P�TBII�>P�
SLIRKQBBO�BUMBOFBK@B�LO�>QEIBQF@�>@EFBSBJBKQP��
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PEBBQP�CLO�SBKALOP�

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

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

� �������2BSFBTBA�>KA�
OBSFPBA�0�)$
�'!�>KA�
C>?OF@>QFLK�AO>TFKDP�

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

� �������'BKBO>QBA�NRLQB�
RPFKD�3>IBPCLO@B�>KA�PBKQ�
QL�@RPQLJBO�
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� �������"RFIQ�SLIRJBQOF@�>KA�
@LJJBO@F>I�JLABIP�QL�
>K>IVWB�FJM>@Q�LC�
ALTKPQOB>J�P>IBP�

� �������!PPFPQBA�"RPFKBPP�
$BSBILMJBKQ�->K>DBOP�
TFQE�MOBM>O>QFLK�LC�:02
�
2)#�>KA�@RPQLJBO�
MOLGB@QP�

� �����0O>@QF@BA�@OB>QFSB�
QEFKHFKD�>KA�MBOCLOJBA�
PQO>QBDV�PQRAVFKD�CLO�

P R O J E C T S 

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�
AFCCRPBOP
�>KA�CFK>IIV�
ABPFDKFKD�QEB�AR@QTLOH�
CLO�>K�LCCF@B�>Q�>�DFSBK�
IL@>QFLK��

Designing an Airline Pod 
Handling System 
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QEB�ABPFDK�QB>J�QL�
ABSBILM�>�@LPQ�BCCB@QFSB
�
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OBQOFBSB�>KA�ABIFSBO�
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O>KDB�LC�>FO@O>CQP�COLJ�
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Designing a Turbine 

� �������">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�>II�QEB�MLTBO�
MLPPF?IB�COLJ�QEB�T>QBO�
OBPBOSLFO��
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Figure 3: Basic functional resume that emphasizes three skill sets. 
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#LK@BOKBA� >?LRQ� TEBOB� QL� ?BDFK� TEBK� AO>CQFKD� VLRO�
O\PRJ\��(BOB�>OB�>�CBT�DBKBO>I�DRFABIFKBP�>KA�QFMP��">PBA�
LK� VLRO� NR>IFCF@>QFLKP
� DL>IP
� >KA� GL?� >A
� CFOPQ� RPB� QEB�
FKCLOJ>QFLK�COLJ�QEB�MOBSFLRP�PB@QFLK�QL�@ELLPB�COLJ�QEB�
QTL� J>GLO� O\PRJ\� QVMBP�� 9LR� JFDEQ� @LKPFABO� RPFKD� >�
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RPB� >� @LJJLK� QBJMI>QB� QL� EBIM� TFQE� I>VLRQ� >KA� PB@QFLK�
CLOJ>Q
�?B�PROB�QL�JLAFCV�FQ�FK�PLJB�T>V�PL�FQ�ALBP�KLQ�ILLH�
FABKQF@>I� QL� >KLQEBO� @>KAFA>QBgP� O\PRJ\�� !P� VLR� JLAFCV�
VLRO�@ELPBK�O\PRJ\�QVMB�>KA�QBJMI>QB
�HBBM�FK�JFKA�QEB�
CLIILTFKD� FKCLOJ>QFLK� LK� ?>PF@� ABPFDK� CB>QROBP� >KA�
@LKSBKQFLKP��
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]� 5PB�Q>?IBP�QL�>IFDK�PB@QFLKP
�QEBK�EFAB�QEB�
?LOABOP�QL�@OB>QB�>�KB>Q�MOBPBKQ>QFLK��

]� #ELLPB�>�PQ>KA>OA�QBK�QL�QTBISB�MLFKQ�CLKQ�PR@E�
>P�4FJBP�.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>I�>KA�FP�B>PV�QL�OB>A��

]� 7EBK�ABP@OF?FKD�TLOH�BUMBOFBK@B�	>KA�MLPPF?IV�
BAR@>QFLK

�FK@IRAB�?RIIBQ�MLFKQP��3Q>OQ�VLRO�
?RIIBQ�TFQE�>K�>@QFLK�SBO?�ABP@OF?FKD�>�PHFII�LO�
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�?LIA
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�>KA�
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QL�B>PFIV�AFPQFKDRFPE�?BQTBBK�QEB�HBV�PB@QFLKP�LC�
VLRO�O\PRJ\
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�CLOJ>QQFKD
�>KA�ABPFDK
�
QEBOB� >OB� RKABOPQLLA� ORIBP� LC� QERJ?� LK� TE>Q� QL� FK@IRAB�
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�VLR�J>V�
T>KQ� QL� OBSFBT� >� OBPLRO@B� IFHB� QEB� CLIILTFKD
� MR?IFPEBA�
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PELRIA�VLR�FK@IRAB�FK�>�O\PRJ\��!P�QEBFO�CLRKA>QFLK
�JLPQ�
O\PRJ\P� FKQBDO>QB� QEOBB� PB@QFLKP� LO� QVMBP� LC� FKCLOJ>QFLK��
QEB� O\PRJ\� EB>ABO� TFQE� @LKQ>@Q� FKCLOJ>QFLK
� BAR@>QFLK�
PB@QFLK
�>KA�TLOH�BUMBOFBK@B��
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&FOPQ�LC�>II
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CRII� K>JB
� >AAOBPP
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� MELKB� KRJ?BO
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VLRO�CFOPQ�K>JB�FP�AFCCF@RIQ�QL�MOLKLRK@B
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8FL>KD�d!KDFBe�+FJ�LO�->PPFJL�d->PPe�2>MFKF
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>OB�QVMF@>IIV�?LIABA�>KA�@BKQBOBA�LK�QEB�M>DB
�?RQ�>IFDKFKD�
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�ABMBKAFKD�
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!P�KLQBA�FK�QEB�@E>MQBO�LK�BJ>FI�BQFNRBQQB
�FQ�FP�FJMLOQ>KQ�
QL�@ELLPB�>�MOLCBPPFLK>I�B�J>FI�>AAOBPP�?B@>RPB�BJMILVBOP�
COLTK�RMLK�>AAOBPPBP�PR@E�>P�DOBBKBVBP� DJ>FI�@LJ�LO�
ORKKFKDDRV�� SBOFWLK�KBQ��

)KPQB>A
� @LKPFABO� RPFKD� VLRO� CFOPQ� K>JB� >KA� VLRO� I>PQ�
K>JB�FK�>�PFJMIB�BJ>FI�CLOJ>Q�� )C�VLR�@LKQFKRB�VLRO�GL?�
PB>O@E� >CQBO� DO>AR>QFLK
� VLR� JFDEQ� KLQ� ?B� MBOJFQQBA� QL�
RPB�VLRO�P@ELLI�BJ>FI�>AAOBPP
�KLO�PELRIA�VLR�LK@B�VLR�
E>SB�DO>AR>QBA�� )K@IRAB�LKIV�LKB�MELKB�KRJ?BO�LK�VLRO�
O\PRJ\� >KA� OB@LOA� >� MOLCBPPFLK>I� SLF@BJ>FI� FK� @>PB� QEB�
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@>II� >P� PLLK� >P� MLPPF?IB�� !� MOLCBPPFLK>I� SLF@BJ>FI� JFDEQ�
PLRKA�IFHB�QEB�CLIILTFKD��d9LRgSB�OB>@EBA�*LEK�3JFQE�>Q�
��������������0IB>PB�IB>SB�>�JBPP>DB�>KA�)�TFII�@>II�VLR�
?>@H�>P�PLLK�>P�MLPPF?IB�e�"B�PROB�QL�@EB@H�VLRO�SLF@BJ>FI�
LK�>�OBDRI>O�?>PFP��

�

Figure 4: Resume header with contact information, both a school 
address and a permanent address. 
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�LO�VLR�J>V�AB@FAB�QL�IFPQ�
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@LK@BOKBA� TFQE� '0!� QE>K� LQEBOP
� FK@IRAFKD� @LKPRIQFKD
�
FKSBPQJBKQ�?>KHFKD
�>KA�QO>AFKD
�TEF@E�@>K�OBNRFOB�>�����LO�
����>KA�>?LSB��

"B�PROB�QL�OBPB>O@E�B>@E�FKARPQOV�QL�C>JFIF>OFWB�VLROPBIC�
TFQE�PR@E�OBNRFOBJBKQP��)C�VLR�>QQBKABA�LKIV�LKB�@LIIBDB
�
LKIV� QE>Q� @LIIBDB� PELRIA� ?B� IFPQBA� FK� QEFP� PB@QFLK�� )C� VLR�
QO>KPCBOOBA� COLJ� >KLQEBO� @LIIBDB
� VLR� PELRIA� IFPQ� ?LQE�
P@ELLIP� FK� QEFP� PB@QFLK�� 4EB� CFOPQ� P@ELLI� VLR� IFPQ� FP� QEB�
@ROOBKQ�P@ELLI�VLR�>QQBKA
�CLIILTBA�?V�QEB�MOBSFLRP�P@ELLI��
)C� VLR� >QQBKA� DO>AR>QB� P@ELLI
� I>T� P@ELLI
� >KA� PL� CLOQE
�
VLRO� MLPQDO>AR>QB� FKPQFQRQFLK� TLRIA� ?B� IFPQBA� CFOPQ�� 9LR�
>IPL� E>SB� QEB� LMQFLK� LC� FK@IRAFKD� OBIBS>KQ� @LROPBP� QE>Q�
MOBM>OBA�VLR�CLO�QEB�GL?�VLR�>OB�PBBHFKD�>KA�>KV�PMB@F>I�
>@@LJMIFPEJBKQP�OBI>QBA�QL�P@ELLIcIFHB�MOLGB@QP
�LCCF@BP�
EBIA
�PBOSF@B
�>KA�>T>OAP�LO�P@ELI>OPEFMP��)C�VLR�E>SB�J>KV�
LC�QEB�I>QQBO
�VLR�JFDEQ�>IQBOK>QFSBIV�@LKPFABO�MI>@FKD�QEBJ�
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;:�

4EFOAIV
� QEB� %JMILVJBKQ� 3B@QFLK� PELRIA� EFDEIFDEQ� JLPQ�
QEB� JLPQ� OBIBS>KQ� GL?P� VLR�E>SB� EBIA� >KA� ALTKMI>V� IBPP�
PFDKFCF@>KQ� BUMBOFBK@B�� 4EFP� PB@QFLK� FP� >ODR>?IV� QEB� JLPQ�
FJMLOQ>KQ� LC� VLRO� O\PRJ\� ?B@>RPB� OB@ORFQBOP� LCQBK� ILLH�
CLO� M>PQ� TLOH� BUMBOFBK@B� >P� >� MOBAF@QLO� LC� CRQROB� TLOH�
BUMBOFBK@B��4EB�@LKSBKQFLK>I�JBQELA�LC�IFPQFKD�VLRO�TLOH�
BUMBOFBK@B�FP�FK�OBSBOPB�@EOLKLILDF@>I�LOABO�	>P�TFQE�VLRO�
BAR@>QFLK� PB@QFLK
�� ,FPQ� VLRO� JLPQ� OB@BKQ� GL?� BUMBOFBK@B�
CFOPQ�>KA�FK@IRAB�QEB�CLIILTFKD�FKCLOJ>QFLK��

]� 4EB�K>JB�LC�QEB�@LJM>KV��

]� 4EB�@FQV�>KA�PQ>QB�>KA
�TEBK�LRQPFAB�QEB�5KFQBA�
3Q>QBP
�QEB�@LRKQOV��

]� 4EB�VB>OP�LC�BJMILVJBKQ��	)C�VLR�E>SB�E>A�

200   Michael Beilfuss, Staci Bettes, and Katrina Peterson

https://open.library.okstate.edu/app/uploads/sites/26/2019/08/Copy-of-5.jpg
https://open.library.okstate.edu/app/uploads/sites/26/2019/08/Copy-of-5.jpg


PBSBO>I�GL?P�>Q�LKB�@LJM>KV
�FK@IRAB�QEB�LSBO>II�
VB>OP�LC�BUMBOFBK@B��CLO�PBM>O>QB�GL?P
�KLQB�
PMB@FCF@�VB>OP�LC�BUMBOFBK@B�
�

]� 4EOBB�QL�PBSBK�?RIIBQ�MLFKQP�ABP@OF?FKD�VLRO�
OBPMLKPF?FIFQFBP�>KA�QEB�OBPRIQP�LC�VLRO�TLOH
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ABMBKAFKD�LK�VB>OP�LC�BUMBOFBK@B��
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#<@5;:-8�'1/@5;:?�

)K� >AAFQFLK� QL� @LKQ>@Q� FKCLOJ>QFLK
� BAR@>QFLK
� >KA� TLOH�
BUMBOFBK@B
�VLR�J>V�?B�TLKABOFKD�TE>Q�LQEBO�PB@QFLKP�QL�
FK@IRAB�TEFIB�ABSBILMFKD�O\PRJ\��9LRO�LMQFLKP�>OB�J>KV
�
?RQ�EBOB�>OB�>�CBT�>AAFQFLK>I�FAB>P��

]� #0831B7D3�'B/B3;3<B��4EFP�PQ>QBJBKQ�FP�
FK@OB>PFKDIV�@LKQOLSBOPF>IcPLJB�PLRO@BP�TFII�
OB@LJJBKA�QE>Q�VLR�FK@IRAB�>K�L?GB@QFSB�
PQ>QBJBKQ
�TEFIB�LQEBOP�TFII�T>OK�PQOLKDIV�
>D>FKPQ�FQ��0OLMLKBKQP�TFII�QBII�VLR�QE>Q�OB@ORFQBOP�
>MMOB@F>QB�@I>OFQV
�>KA�>K�L?GB@QFSB�@>K�EBIM�>�
OB@ORFQBO�RKABOPQ>KA�BU>@QIV�TE>Q�VLR�LCCBO�LO�
TE>Q�?RPFKBPP�TLRIA�?BPQ�PRFQ�VLRO�?>@HDOLRKA��
.>VP>VBOP�>ODRB�QE>Q�QEB�O\PRJ\�FP�JB>KQ�QL�?B�
P@>KKBA�FK�>�J>QQBO�LC�JFKRQBP�>KA�QEB�L?GB@QFSB�
PQ>QBJBKQ�LKIV�PILTP�QEFP�MOL@BPP�ALTK�TFQE�
ABQ>FIP�QE>Q�TFII�IFHBIV�?B�BUMILOBA�FK�QEB�@LSBO�
IBQQBO��)C�FK@IRABA
�L?GB@QFSB�PQ>QBJBKQP�PELRIA�
?B�SBOV�Q>ODBQBA�>KA�JBKQFLK�>�PMB@FCF@�MLPFQFLK��
7E>QBSBO�L?GB@QFSB�VLR�@ELLPB
�FQ�PELRIA�?B�
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EFDEIV�PMB@FCF@�FK�PQ>QFKD�TE>Q�VLR�>OB�ILLHFKD�
CLO�>KA�TE>Q�VLR�E>SB�QL�@LKQOF?RQB��)Q�PELRIA�
>IPL�?B�VLR�@BKQBOBA
�PELTFKD�TE>Q�VLR�@>K�AL�
CLO�QEB�@LJM>KV�FK�KL�JLOB�QE>K�QTL�PBKQBK@BP��

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

�
)C�VLR�>OB�RKPROB�>?LRQ�FK@IRAFKD�>K�L?GB@QFSB�PQ>QBJBKQ
�

LO�FC�FQ�TLRIA�?B�QLL�S>DRB�>KA�DBKBO>I
�FQ�FP�?BPQ�QL�LJFQ�FQ�
>IQLDBQEBO��

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

j� !K�BKQOV�IBSBI�>@@LRKQFKD�MLPFQFLK�FK�
>RAFQFKD
�>IILTFKD�JB�QL�RPB�JV�
>K>IVQF@>I�>KA�ABQ>FI�LOFBKQ>QFLK�QL�
BKPROB�>@@RO>@V�FK�>II�OBMLOQP�>KA�
OBSFBTP��

j� !�@LJJRKF@>QFLKP�FKQBOKPEFM�>Q�>�QLM�
JBAF>�@LJM>KV�QE>Q�TFII�>IILT�JB�QL�
RPB�JV�HKLTIBADB�>KA�BUMBOFBK@B�QL�
MOLAR@B�>KA�BAFQ�@IB>O�>KA�BCCB@QFSB�
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@LJJRKF@>QFLKP��

j� !K�BKQOV�IBSBI�MLPFQFLK�FK�QEB�
EB>IQE@>OB�FKARPQOV
�BK>?IFKD�JB�QL�
RPB�JV�?RPFKBPP�>KA�@LJJRKF@>QFLKP�
PHFIIP�QL�BKE>K@B�>�@LJM>KVgP�?LQQLJ�
IFKB��

#LKPFABO�QEB�>?LSB�BU>JMIBP�QL�?B�>�DBKBO>I�PQ>OQFKD�MLFKQ��
)K� TOFQFKD� VLRO� L?GB@QFSB� PQ>QBJBKQ
� VLR� TLRIA� T>KQ� QL�
RPB� QEB� PMB@FCF@� GL?� QFQIB� >P� FQ� FP� DFSBK� FK� QEB� GL?� >A� LO�
LK�QEB�@LJM>KV�TB?PFQB�	TFQE�MOLMBO�@>MFQ>IFW>QFLK

�>KA�
VLR�TLRIA�IFHBIV�T>KQ�QL�PQ>QB�QEB�@LJM>KV�K>JB�>P�TBII��
4EFP�PELTP�VLRO�CL@RPBA�FKQBKQFLK�QL�>MMIV�CLO�>�PMB@FCF@�
GL?�MLPFQFLK�>Q�>�PMB@FCF@�@LJM>KV
�O>QEBO�QE>K�MOLAR@FKD�>�
LKB�PFWB�CFQP�>II�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�KLQ�
IFJFQBA�QL
�QEB�CLIILTFKD�FKCLOJ>QFLK��

j� #LJMRQBO�3HFIIP��-LPQ�BJMILVBOP�
BUMB@Q�-F@OLPLCQ�7LOA
�%U@BI
�>KA�
0LTBO0LFKQ
�?RQ�FK@IRAB�>AAFQFLK>I�
PLCQT>OB�HKLTIBADB�	B�D�
�
$OB>JTB>SBO
��

j� ,>KDR>DB�3HFIIP��)K@IRAB�VLRO�ELKBPQ�
IBSBI�LC�CIRBK@V�	B�D�
�3M>KFPE
�CIRBKQ
�
&OBK@E
�?BDFKKBO
��

j� 3QRAV�!?OL>A��)K@IRAB�QEB�K>JB�LC�
QEB�RKFSBOPFQV
�QEB�@FQV�>KA�@LRKQOV
�
>KA�QEB�@LROPBTLOH��

j� #LJJRKFQV�3BOSF@B��)K@IRAB�>KV�
SLIRKQBBO�TLOH
�PR@E�>P�M>OH�@IB>KRMP
�
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T>IH�>�QELKP�CLO�S>OFLRP�@>RPBP
�LO�
CRKAO>FPFKD�BSBKQP�LC�>KV�HFKA��"B�
PMB@FCF@�>?LRQ�VLRO�OBPMLKPF?FIFQFBP�
>KA�VLRO�OBPRIQP�FK@IRAFKD�ALII>OP�
O>FPBA
�ELROP�PMBKQ
�IB>ABOPEFM�
MLPFQFLK
�BKA�RPBO�BUMBOFBK@B�	B�D��
CRKA�O>FPFKD�BCCLOQP�OB>@EBA�LSBO�
���+
�MOLSFAFKD�CLO�CFSB�
ABSBILMJBKQ>IIV�AFP>?IBA�PQRABKQP�>KA�
QEBFO�M>OBKQP�QL�QO>SBI�QL�&ILOFA>�QL�
PTFJ�TFQE�QEB�ALIMEFKP
��

j� ,F@BKPBP�>KA�#BOQFCF@>QFLKP��
)KAFSFAR>IP�@>K�>@EFBSB�IFQBO>IIV�
ERKAOBAP�LC�MOLCBPPFLK>I�IF@BKPBP�FK�
QEB�>OB>P�LC�EB>IQE�@>OB
�CFK>K@B
�OB>I�
BPQ>QB
�FKPRO>K@B
�>KA�PL�CLOQE��
%U>JMIBP�FK@IRAB�#E>OQBOBA�&FK>K@F>I�
!K>IVPQ�	#&!
�,BSBI�)�LO�,F@BKPBA�
2B>I�%PQ>QB�!DBKQ��

j�

)K�@LKPQOR@QFKD�QEFP�PB@QFLK
�?B�PROB�QL�HBBM�FK�JFKA�VLRO�
LMQFLKP��)C�VLR�T>KQ�QL�EFDEIFDEQ�@BOQ>FK�FKCLOJ>QFLK
�LO�FC�
VLR�KBBA�QL�>AA�>�ILQ�LC�ABQ>FI
�VLR�JFDEQ�@LKPFABO�J>HFKD�
>� PBM>O>QB� PB@QFLK� CLO� >K� FQBJ
� LO� VLR� JFDEQ� AB@FAB� QL�
@LJ?FKB�PFJFI>O�FQBJP�TFQEFK�QEB�P>JB�PB@QFLK��

�
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Figure 8: A skills section that groups together additional 
qualifications from computer skills to language. 

�

]� &343@3<13A��/KB�LC�QEB�C>JLRP�I>PQ�IFKBP�LC�>�
O\PRJ\�FP�2BCBOBK@BP�CROKFPEBA�RMLK�OBNRBPQ��
4EFP�FP�KLQ�KB@BPP>OV�?B@>RPB�BJMILVBOP�@>K�
PFJMIV�>PH�CLO�OBCBOBK@BP�TEBK�QEBV�T>KQ�QEBJ��
)K�C>@Q
�FC�VLR�PFJMIV�FK@IRAB�>�OBCBOBK@BP�M>DB�
TFQE�VLRO�O\PRJ\
�FQ�J>V�P>SB�>K�FKQBOBPQBA�
BJMILVBO�QEB�QOLR?IB�LC�E>SFKD�QL�>PH�FK�QEB�CFOPQ�
MI>@B��>�MOL>@QFSB
�FJMOBPPFSB�PQO>QBDV�TLRIA�?B�
QL�@OB>QB�>�PFKDIB�M>DB�AL@RJBKQ�QE>Q�FK@IRABP�
QEB�CLIILTFKD�FKCLOJ>QFLK��

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

j� 2BCBOBK@BgP�K>JB�

j� 2BCBOBK@BgP�@LJM>KV�>KA�QFQIB�

j� 2BCBOBK@BgP�OBI>QFLKPEFM�QL�VLR�	B�D�
�
J>K>DBO
�MBBO
�SBKALO
�>KA�PL�CLOQE
�

j� 2BCBOBK@BgP�@LKQ>@Q�FKCLOJ>QFLK
�
FK@IRAFKD�B�J>FI�>AAOBPP�>KA�MELKB�
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KRJ?BO�

"B� PROB� QL� KLQFCV� QELPB� TEL� E>SB� >DOBBA� QL� PBOSB� >P�
OBCBOBK@BP�QE>Q�QEBV�J>V�?B�OB@BFSFKD�>�@>II�LO�BJ>FI�COLJ�
>�MLQBKQF>I�BJMILVBO��

�

Figure 9: List of three references (a standard number), with 
applicantÕs contact information repeated at the top. 

�
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����+>5@5:3��;.� 1@@1>?�

)K�QEB�BO>�LC�PL@F>I�JBAF>
�QEB�FAB>�LC�TOFQFKD�>K�>MMIF@>QFLK�
IBQQBO� QL� FKQOLAR@B� VLRO� O\PRJ\� J>V� PBBJ� LRQA>QBA��
(LTBSBO
�QEB�>MMIF@>QFLK�IBQQBO�PQFII�PBOSBP�PBSBO>I�@OR@F>I�
CRK@QFLKP��)C�QEB�O\PRJ\�FP�@E>O>@QBOFWBA�?V�?OB>AQE�	DFSFKD�
>� ?OL>A� LSBOSFBT� LC� VLRO� NR>IFCF@>QFLKP

� QEB� >MMIF@>QFLK�
IBQQBO� FP� @E>O>@QBOFWBA� ?V� ABMQE� 	@ELLPFKD� >� CBT� JLPQ�
PFDKFCF@>KQ� NR>IFCF@>QFLKP� QL� @LSBO� FK� ABQ>FI
�� 7OFQQBK� FK�
M>O>DO>MEP�O>QEBO�QE>K�?RIIBQ�MLFKQP
�QEFP�IBQQBO�FP�QEB�CFOPQ�
TOFQFKD�P>JMIB�VLRO�BJMILVBO�TFII�PBB�COLJ�VLR��)Q�LCCBOP�
>K�LMMLOQRKFQV�QL�J>OHBQ�VLRO�RKFNRB�NR>IFCF@>QFLKP�>KA�QL�
PELT�ELT�VLR�TFII�CFQ�TFQE�QEB�@RIQROB�LC�QEB�@LJM>KV��!K�
BCCB@QFSB�>MMIF@>QFLK� IBQQBO�TFII�@OB>QB�>�MF@QROB�LC�VLR�>P�
>�MLQBKQF>I�BJMILVBB�>KA�FKPMFOB�>�MLQBKQF>I�BJMILVBO�QL�
IB>OK�JLOB�>?LRQ�VLR��+BBM�QEB�CLIILTFKD�QFMP�FK�JFKA�>P�
VLR�TOFQB�VLRO�@LSBO�IBQQBO��

]� 9LRO�IBQQBO�FP�BPPBKQF>IIV�>K�>ODRJBKQ�CLO�TEV�
VLR�PELRIA�?B�DO>KQBA�>K�FKQBOSFBT��->HB�PROB�
QL�PRMMLOQ�QEB�@I>FJ�QE>Q�VLR�>OB�NR>IFCFBA�CLO�
QEB�MLPFQFLK�TFQE�BSFABK@B��

]� $BJLKPQO>QB�VLRO�>RQELOFQV�?V�PMB>HFKD�FK�
ABQ>FI�>?LRQ�VLRO�NR>IFCF@>QFLKP��

]� 3(/7�QEB�OB>ABO�QE>Q�VLR�E>SB�QEB�PHFIIP�>KA�
>?FIFQFBP�KB@BPP>OV�QL�AL�QEB�GL?�>Q�E>KA��4EB�
JLOB�ABQ>FI�VLR�LCCBO�>KA�QEB�JLOB�MOB@FPB�VLRO�
I>KDR>DB�FP
�QEB�JLOB�QEB�OB>ABO�TFII�?B�>?IB�QL�
MF@QROB�VLR�ALFKD�QEB�GL?��

]� #LKPFABO�VLRO�>RAFBK@B�@>OBCRIIV�>P�VLR�@O>CQ�
VLRO�IBQQBO��

]� #LKAR@Q�>AAFQFLK>I�OBPB>O@E�QL�EBIM�VLR�@LKKB@Q�
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TFQE�QEB�@LJM>KV�>KA�QL�@ELLPB�QEB�>MMOLMOF>QB�
QLKB
�IBSBI�LC�CLOJ>IFQV
�>KA�IBSBI�LC�QB@EKF@>IFQV��

!Q�PLJB�MLFKQ�VLR�J>V�CFKA�VLROPBIC�>PHFKD
�d)P�FQ�TLOQE�
TOFQFKD� >K� >MMIF@>QFLK� IBQQBO� HKLTFKD� FQ� JFDEQ� KBSBO� ?B�
OB>A�e�4EB�PELOQ�>KPTBO�FP�VBP��3LJB�OB@ORFQBOP�DL�PQO>FDEQ�
QL� QEB� O\PRJ\� >KA� J>HB� >K� FKFQF>I� AB@FPFLK
� TEFIB� LQEBO�
OB@ORFQBOP� @>OBCRIIV� TBFDE� QEB� FKCLOJ>QFLK� FK� QEB� IBQQBO��
4EBOB�FP�KL�T>V�LC�HKLTFKD�TEF@E�TFII�?B�QEB�@>PB
�PL�VLR�
>OB�?BQQBO�LCC�MRQQFKD�VLRO�?BPQ�CLLQ�CLOT>OA�BSBOV�QFJB��!�
TBII�TOFQQBK�>MMIF@>QFLK�IBQQBO�FP�>K�LMMLOQRKFQV�QL�MOBPBKQ�
VLROPBIC�TBII�>KA�FKCIRBK@B�>�OB@ORFQBO
�PL�>IT>VP�Q>HB�CRII�
>AS>KQ>DB�LC�QE>Q�LMMLOQRKFQV��)Q�@>K�>IPL�?B�SFBTBA�>P�VLRO�
CFOPQ� @LKSBOP>QFLK� TFQE� >� CRQROB� BJMILVBO
� PL� FQP� NR>IFQV�
PELRIA�?B�BU@BMQFLK>I��

7EBK�TOFQFKD�>K�>MMIF@>QFLK� IBQQBO
�OBJBJ?BO�QE>Q�VLR�
E>SB� @LJMBQFQFLK�� 9LRO� >RAFBK@B� FP� >� MOLCBPPFLK>I� TEL�
P@OBBKP�>KA�EFOBP�GL?�>MMIF@>KQPcPLJBLKB�TEL�J>V�ILLH�
QEOLRDE�ALWBKP�LO�BSBK�ERKAOBAP�LC�LQEBO�>MMIF@>QFLKP�LK�
QEB�A>V�VLROP�FP�OB@BFSBA��4EB�FJJBAF>QB�L?GB@QFSB�LC�VLRO�
>MMIF@>QFLK� IBQQBO� >KA� >@@LJM>KVFKD� O\PRJ\� FP� QL� >QQO>@Q�
QEFP� MBOPLKgP� >QQBKQFLK�� 4EB� RIQFJ>QB� DL>I� FP� QL� L?Q>FK� >K�
FKQBOSFBT�� !P� VLR� TOFQB� VLRO� >MMIF@>QFLK� IBQQBO
� PQOFSB� QL�
@LJMIBQB� QEOBB� Q>PHP�� �
� @>Q@E� QEB� OB>ABOgP� >QQBKQFLK�
C>SLO>?IV
� �
�@LKSFK@B�QEB�OB>ABO�QE>Q�VLR�>OB�>�NR>IFCFBA�
@>KAFA>QB�CLO�QEB�GL?
�>KA��
�IB>SB�>�I>PQFKD�FJMOBPPFLK��

->KV�MBLMIB�RPB�QEB�QBOJP�application letter�>KA�cover 
letter�FKQBO@E>KDB>?IV��)Q�FP�DLLA�QL�HBBM�FK�JFKA
�ELTBSBO
�
QE>Q� QEBV� J>V� OBCBO� QL� AFCCBOBKQ� ?RPFKBPP� TOFQFKD� DBKOBP��
4EB�IBQQBO�LC�>MMIF@>QFLK�FP�JR@E�IFHB�>�P>IBP�IBQQBO�FK�TEF@E�
VLR�J>OHBQ�VLRO�PHFIIP
�>?FIFQFBP
�>KA�HKLTIBADB��4EB�QBOJ�
cover letter� J>V� OBCBO� QL� >� AL@RJBKQ� LC� QO>KPJFQQ>I� PBKQ�
TFQE�C>UBP�LO�BJ>FIP�� )Q�FABKQFCFBP�>K�FQBJ�?BFKD�PBKQ
�QEB�
MBOPLK�QL�TELJ�FQ�FP�?BFKD�PBKQ
�>KA�QEB�OB>PLK�CLO�FQP�?BFKD�
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PBKQ
�MOLSFAFKD�>�MBOJ>KBKQ� OB@LOA�LC�QEB�QO>KPJFQQ>I� CLO�
?LQE�QEB�TOFQBO�>KA�QEB�OB>ABO��

�1/5<41>5:3�@41��;.��1?/>5<@5;:�

-LPQ�GL?�ABP@OFMQFLKP�@>K�?B�@LMFBA�COLJ�QEB�BJMILVBOgP�
TB?PFQB�� 4EB� MOBSFLRP� PB@QFLK� 	&FKAFKD� *L?� /MBKFKDP
�
PE>OBP�>AAFQFLK>I�FAB>P�LK�ELT�QL�PB>O@E�CLO�GL?�>AP��/K@B�
VLR�E>SB�FABKQFCFBA�>�MLPFQFLK�QE>Q�FKQBOBPQP�VLR
�@LMV�QEB�
GL?�ABP@OFMQFLK�FKQL�>�7LOA�AL@RJBKQ�� 	)C�VLR�LKIV�E>SB�
>� E>OA� @LMV� LC� QEB� >A
� FQ� JFDEQ� ?B� TLOQETEFIB� QL� QVMB� FQ�
FKQL�>�KBT�7LOA�AL@RJBKQ
�PL�QE>Q�VLR�@>K�@LMV�MBOQFKBKQ�
MEO>PBP�COLJ�QEB�GL?�ABP@OFMQFLK�FKQL�VLRO�IBQQBO�
� �9LR�@>K�
@LJMIBQB�QTL�MOBTOFQFKD�PQBMP�?BCLOB�TOFQFKD�QL�AB@FMEBO�
QEB�GL?�ABP@OFMQFLK���
�,FPQ�B>@E�PHFII�>KA�NR>IFCF@>QFLK�LK�>�
PBM>O>QB�IFKB�>KA��
�'OLRM�IFHB�TFQE�IFHB��)C�@LJJRKF@>QFLK�
PHFIIP� >OB� IFPQBA� >P� FJMLOQ>KQ
� FK� >AAFQFLK� QL� DFSFKD�
MOBPBKQ>QFLKP
�IFPQ�LKB�>CQBO�QEB�LQEBO��!K�BU>JMIB�LC�>�GL?�
ABP@OFMQFLK�>KA�QEB�AB@FMEBOFKD�MOL@BPP�FP�DFSBK�?BILT��

'-9<81��;.��1?/>5<@5;:�

%KQOV�,BSBI�3>IBP�
4EB�#-,�#LJM>KV
�>�IB>AFKD�MOLSFABO�LC�OB@ORFQFKD�>KA�

PQ>CCFKD� PBOSF@BP
� FP� @ROOBKQIV� PBBHFKD� JLQFS>QBA
� @>OBBO�
LOFBKQBA� FKAFSFAR>IP� QL� GLFK� LRO� OB@ORFQFKD� QB>J�� /RO�
OB@ORFQBOP� TLOH� TFQE� LRO� @IFBKQP� >KA� FKPFAB� P>IBP� QB>J�
FABKQFCVFKD
� P@OBBKFKD
� FKQBOSFBTFKD
� >KA� MOBPBKQFKD�
NR>IFCFBA�@>KAFA>QBP�CLO�@LKQO>@Q�>KA�MBOJ>KBKQ�MLPFQFLKP��
#-,�MOLJLQBP�COLJ�TFQEFK��%KQOV�IBSBI�P>IBP�PQ>CC�PQ>OQ�>P�
OB@ORFQBOP�� /K@B� QEBV� J>PQBO� QE>Q� OLIB� >KA� E>SB� >� ABPFOB�
QL� ?B@LJB� >� JBJ?BO� LC� LRO� P>IBP� QB>J
� QEBV� @>K� ?B�
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@LKPFABOBA� CLO� MOLJLQFLK�� 1R>IFCFBA� @>KAFA>QBP� CLO� QEB�
OB@ORFQBO�MLPFQFLK�TFII��

]� $BSBILM�OB@ORFQFKD�PQO>QBDFBP�ABPFDKBA�QL�
FABKQFCV�NR>IFCFBA�@>KAFA>QBP�QEOLRDE�S>OFLRP�
OB@ORFQFKD�QLLIP��

]� %S>IR>QB�@>KAFA>QBPg�PQOBKDQEP�@LJM>OBA�TFQE�
@IFBKQPg�OBNRFOBJBKQP�?V�BS>IR>QFKD
�P@OBBKFKD
�
>KA�FKQBOSFBTFKD�QEB�@>KAFA>QB��

]� .BDLQF>QB�T>DB�O>QBP�>KA�LQEBO�QBOJP�>KA�
@LKAFQFLKP�LC�BJMILVJBKQ�TFQE�@>KAFA>QBP�>KA�
D>FK�@LJJFQJBKQ�COLJ�@>KAFA>QBP�CLO�@ROOBKQ�
>KA�CRQROB�GL?�OBNRFOBJBKQP��

]� #LJMIBQB�KB@BPP>OV�MOB�BJMILVJBKQ�MOL@BPPBP
�
FK@IRAFKD�OBCBOBK@B�>KA�?>@HDOLRKA�@EB@HP�>KA�
AORD�QBPQP��

]� 7 LOH�TFQE�>@@LRKQ�BUB@RQFSBP�QL�FABKQFCV�QLM�
>@@LRKQP
�@IFBKQ�PHFII�PBQP
�>KA�HBV�J>OHBQ�
PBDJBKQP
�>KA�QL�>PPBPP�@IFBKQPg�PQ>CCFKD�
OBNRFOBJBKQP��

]� )KQBO>@Q�BCCB@QFSBIV�TFQE�LQEBOP�QL�@OB>QB�>�
MOLAR@QFSB�QB>J�BKSFOLKJBKQ��

]� #LJJRKF@>QB�TFQE�MBBOP�?V�PE>OFKD�OB@ORFQFKD�
?BPQ�MO>@QF@BP�>KA�MOLSFAFKD�>@@RO>QB
�QELOLRDE�
AL@RJBKQ>QFLK�LK�@LKQO>@Q�BJMILVBBP�FK�LRO�
>MMIF@>KQ�QO>@HFKD�PVPQBJ��

]� ->FKQ>FK�OBI>QFLKPEFMP�TFQE�FKARPQOV�@LKQ>@QP�QL�
MOLSFAB�@RPQLJBO�PBOSF@B
�D>FK�FKARPQOV�
HKLTIBADB
�>KA�DBQ�OBCBOO>IP�>KA�P>IBP�IB>AP��

�
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1R>IFCFBA�@>KAFA>QBP�CLO�QEB�OB@ORFQBO�MLPFQFLK�JRPQ�>IPL��

]� (>SB�>�?>@EBILOgP�ABDOBB�LO�OBI>QBA�P>IBP�LO�
OB@ORFQFKD�BUMBOFBK@B��

]� "B�>S>FI>?IB�QL�TLOH�?BCLOB�>KA�>CQBO�QVMF@>I�
LCCF@B�ELROP�>P�TLOH�J>V�ABJ>KA��

]� 0LPPBPP�PQOLKD�TOFQQBK�>KA�LO>I�%KDIFPE�
@LJJRKF@>QFLK�PHFIIP��

]� "B�C>JFIF>O�TFQE�-F@OLPLCQ�7LOA�>KA�-3�
/RQILLH�	LO�PFJFI>O�B�J>FI�>MMIF@>QFLKP
��

]� (>SB�TLOH�BUMBOFBK@B�FK�>�PBOSF@B�LOFBKQBA�
?RPFKBPP��

]� 2BCIB@Q�>�ABPFOB�QL�IB>OK�>KA�>AS>K@B�FK�>�C>PQ�
M>@BA�P>IBP�BKSFOLKJBKQ
�>KA�?B�@>M>?IB�LC�
OBDRI>OIV�RPFKD�DLLA�GRADJBKQ�>KA�AFP@OBQFLK�QL�
>@@LJMIFPE�DL>IP��

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

 

'-9<81��1/5<41>5:3�$>;/1??�

!P� VLR� @LKPFABO� QEB� MOB@BAFKD� P>JMIB
� PQRAV� B>@E�
@LJMLKBKQ�LC�QEB�GL?�ABP@OFMQFLK�>KA�ELT�FQ�OBI>QBP�QL�VLRO�
PHFIIP�PL�QE>Q�VLR�@>K�>MMIV�CLO�>KA�D>FK�>K�FKQBOSFBT�CLO�
QEB�MLPFQFLK��!IPL�PFJMIFCV�QEB�GL?�>A�ABP@OFMQFLK�>P�VLR�IFPQ�
>KA�DOLRM��9LRO�PQOB>JIFKBA�	PB@LKA
�IFPQ�LC�OBNRFOBJBKQP�
JFDEQ�ILLH�PLJBQEFKD�IFHB�QEFP��

2BNRFOBJBKQP��

]� ">@EBILOgP�ABDOBB�
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]� !?IB�QL�TLOH�CIBUF?IB
�ILKD�ELROP�

]� 3QOLKD�TOFQQBK�>KA�SBO?>I�@LJJRKF@>QFLK�PHFIIP�

]� #LJMRQBO�IFQBO>QB�

]� $BPFOB�QL�IB>OK�FK�>�C>PQ�M>@BA�P>IBP�BKSFOLKJBKQ�

]� 'LLA�GRADJBKQ�

]� $FP@OBQFLK�

]� !RQELOFWBA�QL�TLOH�FK�QEB�5�3��

�
!P� VLR� @LJM>OB� VLRO� >?FIFQFBP� >KA� @OBABKQF>IP� QL� VLRO�

IFPQ	P

�>PH�VLROPBIC�ELT�@ILPBIV�VLRO�NR>IFCF@>QFLKP�J>Q@E�
QEB� FQBJP� >OB� IFPQBA�� $L� VLRO� PHFIIP� J>Q@E� >II� LC� QEBPB�
OBNRFOBJBKQP
�LO�QEB�S>PQ�J>GLOFQV�LC�QEBJ��(FDEIFDEQ�QEB�
PHFIIP� QE>Q� AL� J>Q@E� >KA� @LKPFABO� TEBOB� VLR� JFDEQ�
OBCBOBK@B�QEBJ�AFOB@QIV�FK�VLRO�GL?� IBQQBO��9LRO�KBUQ�PQBM�
JFDEQ� FKSLISB� FABKQFCVFKD� >KA� TOFQFKD� ALTK� >KV�
OBNRFOBJBKQP�QE>Q�>OB�./4�PQ>QBA�AFOB@QIV��&LO�BU>JMIB
�QEB�
GL?�>A�PBBJP�QL�FJMIV���
�FKAFSFAR>IP�JRPQ�?B�JLQFS>QBA
��
�
QEBV�JRPQ�E>SB�QEB�>?FIFQV�QL�J>PQBO�QEB�TLOH
�>KA��
�QEBV�
JRPQ�E>SB�>�ABPFOB�QL�?B�>�M>OQ�LC�QEB�P>IBP�QB>J�FK�LOABO�QL�
?B�MOLJLQBA��

$L�KLQ�ORIB�VLROPBIC�LRQ�FC�BSBOV�OBNRFOBJBKQ�ALBP�KLQ�
J>Q@E�� )KPQB>A
� QEFKH� LC� PLJBQEFKD� QE>Q� FP� PLJBTE>Q�
OBI>QBA��&LO�BU>JMIB
�FC�VLR�E>SB�KBSBO�TLOHBA�FK�>�C>PQ�
M>@BA� P>IBP� BKSFOLKJBKQ
� CL@RP� LK� VLRO� ABPFOB� QL� IB>OK��
(FDEIFDEQ�QEB�C>@Q�QE>Q�VLR�E>SB�L?PBOSBA�C>PQ�M>@BA�P>IBP�
BKSFOLKJBKQP
� >KA� QELPB� PFQR>QFLKP� >MMB>I� QL� VLR�� !Q� QEB�
SBOV� IB>PQ
� VLR� @LRIA� RPB� QEB� C>@Q� QE>Q� VLR� E>SB� >IT>VP�
?BBK� SBOV� MOL>@QFSB� FK� @LJMIBQFKD� Q>PHP� >P� BCCF@FBKQIV� >P�
MLPPF?IB�� /O� J>V?B� VLR� E>SB� Q>HBK� >� @LROPB� LO� QTL� FK�
B@LKLJF@P� LO� J>OHBQFKD� QE>Q� JFDEQ� E>SB� MOLSFABA�
Q>KDBKQF>IIV� OBIBS>KQ� HKLTIBADB�� )K� @LKQO>PQ
� FC� VLR� >OB�
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>� PQOLKD� J>Q@E� CLO� JLPQ� LC� QEB� OBNRFOBJBKQP
� DBKBO>QB�
PMB@FCF@
� OBPRIQP�LOFBKQBA� BU>JMIBP� QL� ABJLKPQO>QB� QEBPB�
PHFIIP��

/CQBKQFJBP
� VLR� TFII� KLQ� E>SB� >� @IB>O� FKAF@>QFLK� >P� QL�
TEF@E� PHFIIP� >OB� JLOB� FJMLOQ>KQ� QE>K� LQEBOP� FK� QEB� GL?�
>A
�PL�RPB�VLRO�?BPQ�GRADJBKQ�@>II�� 4OB>Q�B>@E�PHFII�>P�FC�
FQ� FP� QEB� JLPQ� FJMLOQ>KQ�� &LO� FKPQ>K@B
� TEBK� @LKPFABOFKD�
@LJJRKF@>QFLK� PHFIIP� E>SB� >� PMB@FCF@
� OBPRIQP�LOFBKQBA�
BU>JMIB�LC�VLRO�SBO?>I�PHFIIP�>KA�VLRO�TOFQQBK�PHFIIP�� !Q�
PLJB�MLFKQ
�ELTBSBO
�VLR�TFII�T>KQ�QL�PBIB@Q�QEB�QEOBB�PHFIIP�
VLR�QEFKH�>OB�JLPQ�FJMLOQ>KQ
�J>Q@E�QEBJ�QL�VLRO�PQOLKDBPQ�
PHFIIP
�>KA�QEBK�TOFQB�VLRO�@LSBO�IBQQBO��4EBPB�QEOBB�PHFIIP
�FC�
MLPFQFLKBA�MOLMBOIV
�TFII�J>HB�QEB�@>PB�CLO�TEV�VLR�PELRIA�
?B�EFOBA��

 

� ;>9-@�-:0�'@>A/@A>1�

&LOJ>QQFKD� LC� >II� ?RPFKBPP� IBQQBOPc?RQ� BPMB@F>IIV� QEB�
>MMIF@>QFLK� IBQQBOcJRPQ� ?B� KB>Q� >KA� MOLCBPPFLK>I�� )Q� FP�
OB@LJJBKABA�QE>Q�VLR�RPB�IBCQ�>IFDKJBKQ�CLO�>II�QBUQ
�PFK@B�
S>OFLRP� PLCQT>OB� MOLDO>JP� @>K� TOB>H� E>SL@� TFQE�
FKABKQ>QFLKP� >KA� Q>?P�� #LJJLK� ?RPFKBPP� IBQQBO� CLOJ>QP�
FK@IRAB� QEB� ?IL@H� IBQQBO
� QEB� PBJF�?IL@H� IBQQBO
� QEB�
>IQBOK>QFSB� IBQQBO
� >KA� QEB� PFJMIFCFBA� IBQQBO�� "IL@H� CLOJ>Q
�
>JLKD� QEB� JLPQ� TFABIV� RPBA� ?RPFKBPP� IBQQBO� CLOJ>QP
� FP�
OB@LJJBKABA�CLO�>MMIF@>QFLK�IBQQBOP��4EB�>MMIF@>QFLK�IBQQBO�
FK@IRABP� CFSB� J>FK� PB@QFLKP�� �
� EB>AFKD� >KA� DOBBQFKD�
P>IRQ>QFLK
� �
� FKQOLAR@QLOV� M>O>DO>ME
� �
� JFAAIB�
M>O>DO>MEP
� �
� @ILPFKD� M>O>DO>ME
� >KA� �
� @LJMIFJBKQ>OV�
@ILPB��

(63�63/27<5�@LKQ>FKP�QEB�TOFQBOgP�>AAOBPP�>KA�QEB�A>QB�
LC�QEB�IBQQBO��4EB�TOFQBOgP�K>JB�FP�KLQ�FK@IRABA��LKIV�>�A>QB�
FP�KBBABA�FK�EB>AFKDP�LK�IBQQBOEB>A�PQ>QFLKBOV��.BUQ�@LJBP�
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QEB�FKPFAB�>AAOBPP
�TEF@E�PELTP�QEB�K>JB�>KA�>AAOBPP�LC�
QEB�OB@FMFBKQ�LC�QEB�IBQQBO��4EFP�FKCLOJ>QFLK�@>K�EBIM�MOBSBKQ�
@LKCRPFLK�>Q�QEB�OB@FMFBKQgP�LCCF@BP�� !IPL
�FC�QEB�OB@FMFBKQ�
E>P� JLSBA
� QEB� FKPFAB� >AAOBPP� EBIMP� QL� ABQBOJFKB� TE>Q�
QL� AL� TFQE� QEB� IBQQBO�� )K� QEB� FKPFAB� >AAOBPP
� FK@IRAB� QEB�
>MMOLMOF>QB�QFQIB�LC�OBPMB@Q�LC�QEB�OB@FMFBKQ
�>KA�@LMV�QEB�
K>JB� LC� QEB� @LJM>KV� BU>@QIV� >P� QE>Q� @LJM>KV� TOFQBP� FQ��
7EBK� VLR� AL� E>SB� QEB� K>JBP� LC� FKAFSFAR>IP
� OBJBJ?BO�
QL�>AAOBPP�QEBJ�>MMOLMOF>QBIV��-OP�
�-P�
�-O�
�$O�
�BQ@��)C�
VLR�>OB�KLQ�PROB�TE>Q�FP�@LOOB@Q�CLO�>K�FKAFSFAR>I
�AL�PLJB�
BUQO>�LKIFKB�OBPB>O@E�>KA�LO�@LKPFABO�RPFKD�QEB�QFQIB�QE>Q�QEB�
FKAFSFAR>I�MOBCBOP��!KLQEBO�PQ>KA>OA�ORIB�LC�QERJ?�FP�QL�RPB�
-P��FC�RKPROB�LC�>�TLJ>KgP�J>OFQ>I�PQ>QRP��

4EB�5@33B7<5� =@� A/:CB/B7=<� AFOB@QIV� >AAOBPPBP� QEB�
OB@FMFBKQ�LC�QEB�IBQQBO�>KA�FP�CLIILTBA�?V�>�@LILK��)C�VLR�AL�
KLQ�HKLT�QEB�OB@FMFBKQgP�DBKABO
�VLR�J>V�RPB�QEB�CRII�K>JB��
!D>FK
�QEB�?BPQ�PLIRQFLK�FP�QL�AL�>�IFQQIB�BUQO>�OBPB>O@E
�LO�
J>HB�>�NRF@H
�>KLKVJLRP�MELKB�@>II�QL�QEB�LOD>KFW>QFLK�
>KA�>PH�CLO�>�K>JB�� )K�PLJB�@>PBP
�VLR�J>V�>AAOBPP�QEB�
P>IRQ>QFLK� QL� >� ABM>OQJBKQ� K>JB
� @LJJFQQBB� K>JB
� LO�
MLPFQFLK� K>JB�� $B>O� 0BOPLKKBI� $BM>OQJBKQ
� $B>O�
2B@ORFQJBKQ�#LJJFQQBB�LO�$B>O�(FOFKD�#LJJFQQBB��

)K�QEB�7<B@=2C1B=@G�>/@/5@/>6
�VLR�FKQOLAR@B�VLROPBIC�
QL�QEB�EFOFKD�J>K>DBO� LO�OB@ORFQBO��4EB�M>O>DO>ME�PELRIA�
FK@IRAB�QEBPB�DBKBO>I�FQBJP��

]� 7EV�VLR�>OB�@LKQ>@QFKD�QEBJ�	QL�>MMIV�CLO�8�
MLPFQFLKcDFSB�FQP�PMB@FCF@�K>JB
��

]� (LT�VLR�EB>OA�>?LRQ�QEB�MLPFQFLK�	CLO�BU>JMIB
�
DFSB�QEB�K>JB�LC�QEB�TB?PFQB�TEBOB�VLR�CLRKA�
QEB�>A
��

]� 4EB�A>QB�LC�QEB�>A�FC�>MMIF@>?IB��

]� 7E>Q�QEB�JFKFJRJ�OBNRFOBJBKQP�CLO�QEB�GL?�>OB�
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>KA�ELT�VLR�JBBQ�QEBJ�	CLO�BU>JMIB
�FC�QEB�GL?�
OBNRFOBP�>�ABDOBB�>KA�QEOBB�VB>OP�LC�BUMBOFBK@B
�
VLR�TFII�T>KQ�QL�JBKQFLK�OFDEQ�>T>V�QE>Q�VLR�
JBBQ�QEBPB�OBNRFOBJBKQP
��

]� /MQFLK>I��3LJBQEFKD�PMB@FCF@�>?LRQ�QEB�
@LJM>KV�LO�QEB�GL?�FQPBIC�QE>Q�E>P�J>AB�VLR�
FKQBOBPQBA�FK�QEB�MLPFQFLK�	CLO�BU>JMIB
�ALBP�QEB�
@LJM>KV�E>SB�>�DLLA�BKSFOLKJBKQ>I�QO>@H�
OB@LOA��$L�QEBV�JBKQFLK�LK�QEBFO�TB?PFQB�QE>Q�
QEBV�IFHB�QL�MOLJLQB�COLJ�TFQEFK��(>SB�QEBV�
TLK�>T>OAP��!OB�QEBV�TLOHFKD�LK�>KV�MOLGB@QP�
QE>Q�MFNRB�VLRO�FKQBOBPQP�
��(LTBOQLKgP�>AAFQFLK��

�

7EBK�QEB�
GL?�>A�
OBNRFOBP�������

9LR�JFDEQ�TOFQB������

)KQOLAR@QLOV�
I>?�
BUMBOFBK@B�

d$ROFKD�QEB�PRJJBO�LC�����
�)�FKQBOKBA�CLO�
*LEKPLK���*LEKPLK
�TEBOB�)�>@QBA�>P�QEB�
>PPFPQ>KQ�I>?LO>QLOV�PRMBOSFPLO��)�T>P�Q>PHBA�
TFQE�MBOCLOJFKD�DO>J�PQ>FK�QBPQFKD
�>PPBPPFKD�
?>@QBOF>I�>KQF?FLQF@�OBPFPQ>K@B
�>KA�@LJMIBQFKD�
OLRQFKB�P>CBQV�@EB@HP�e�

3QOLKD�
TOFQFKD�
PHFIIP�

d$ROFKD�C>II�LC�����
�)�QLLH�4B@EKF@>I�7OFQFKD�
>Q�/35
�TEBOB�)�@OB>QBA�AL@RJBKQP�FK�QEB�
CLIILTFKD�MOLCBPPFLK>I�TOFQFKD�DBKOBP��BJ>FIP
�
?RPFKBPP�IBQQBOP
�QB@EKF@>I�FKPQOR@QFLKP
�FKQBOK>I�
MOLMLP>IP
�>KA�BUQBOK>I�>K>IVQF@>I�OBMLOQP�e�

�
4EB�;722:3�>/@/5@/>6A�LC�QEB�@LSBO�IBQQBO�PELRIA�J>HB�

QEB�@>PB�CLO�TEV�VLR�TLRIA�?B�>K�BU@BMQFLK>I�EFOB��3BIB@Q�
QTL�QL�CLRO�PQOBKDQEP�KB@BPP>OV�QL�BU@BI�>KA�>PPFDK�B>@E�
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PQOBKDQE� QL� >� ?RIIBQBA� PB@QFLK� LO� ?OFBC� M>O>DO>ME�� "LIAIV�
FKAF@>QB�VLRO�PQOBKDQEP�>KA�FK@IRAB�VLRO�?BPQ�BU>JMIBP�LC�
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LC�QE>Q�PQOBKDQE��&LO�BU>JMIB
�FC�VLR�JBKQFLK�E>SFKD�PQOLKD�
FKQBOMBOPLK>I�PHFIIP
�?B�PROB�QL�DFSB�>�@LK@OBQB�BU>JMIB
�IFHB�
TOFQFKD�>?LRQ�>�@LROPB�QE>Q�OBNRFOBA�DOLRM�TLOH�QL�CFKFPE�
>�I>ODB�MOLGB@Q��!D>FK
�?B�PMB@FCF@��3ELT�BU>@QIV�ELT�QEB�
BSBKQ�?RFIQ�LO�PELT@>PBA�QEB�PHFII�VLR�OBCBOBK@B��

�
4EB�1:=A7<5� >/@/5@/>6� PELRIA� OBFQBO>QB� >KV� J>GLO�

MLFKQP�LO�Q>HB>T>VP�QE>Q�VLR�T>KQ�OB>ABOP�QL�OBJBJ?BO��)Q�
TFII�IFHBIV�AL�QEB�CLIILTFKD��

]� 2B�PQ>QB�VLRO�FKQBOBPQ��

]� (FDEIFDEQ�ELT�VLRO�PQOBKDQEP�JBPE�TBII�TFQE�
QEB�OBNRFOBA�PHFIIP��

]� )C�>MMIF@>?IB
�FKCLOJ�QEBJ�TEBK�VLR�TFII�
@LKQ>@Q�QEBJ�TFQEFK�>�@BOQ>FK�QFJB�MBOFLA��

]� )KSFQB�QEBJ�QL�@LKQ>@Q�VLR�	>KA�FK@IRAB�@LKQ>@Q�
FKCLOJ>QFLK
�QVMF@>IIV�VLRO�MOLCBPPFLK>I�BJ>FI�
>AAOBPP
��

]� 2BCBO�QEBJ�QL�VLRO�BK@ILPBA�O\PRJ\��

]� 4E>KH�QEBJ�CLO�QEBFO�QFJB�>KA�@LKPFABO>QFLK��

�
4EB�3FK@BOBIV�BIBJBKQ�LC�QEB�?RPFKBPP�IBQQBO�FP�@>IIBA�QEB�
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1=;>:7;3<B/@G�1:=A3�� /QEBO�@LJJLK�LKBP�>OB�Sincerely 
yours
� Respectfully
� LO�Thank you�� .LQF@B� QE>Q� LKIV� QEB�
CFOPQ� IBQQBO� FP� @>MFQ>IFWBA
� >KA� FQ� FP� >IT>VP� CLIILTBA� ?V� >�
@LJJ>�� 5PR>IIV
� VLR� QVMB� VLRO� K>JB� CLRO� IFKBP� ?BILT�
QEB� @LJMIFJBKQ>OV� @ILPB� >KAcFC� QEB� IBQQBO� FP� >� MEVPF@>I�
@LMVcPFDK�VLRO�CRII�K>JB�FK�?BQTBBK��

�;:/8A05:3�(4;A34@?�

0OBM>O>QFLK� >KA� MO>@QF@B� >OB� @OFQF@>I� QL� BSBOV� PQBM� LC� QEB�
GL?�PB>O@E�MOL@BPP
�>KA�QEB�@LSBO�IBQQBO�FP�KL�AFCCBOBKQ��&FSB�
>@QFLKP�@>K�EBIM�J>HB�VLRO�@LSBO�IBQQBO�@LJMBIIFKD��

��� ->HB�>�IFPQ�LC�VLRO�QLM�QBK�PQOBKDQEP��

��� ->HB�>�IFPQ�LC�VLRO�QLM�CFSB�TB>HKBPPBP�	>OB>P�
VLR�TLRIA�IFHB�QL�PQOBKDQEBK
��

��� $B@FMEBO�QEB�GL?�ABP@OFMQFLK�QL�FABKQFCV�B>@E�
PBM>O>QB�PHFII�>KA�NR>IFCF@>QFLK��

��� #LJM>OB�QEB�QTL�IFPQP�QL�PBB�FC�QEBV�>OB�FK�
>IFDKJBKQ��!IPL�FABKQFCV�QEB�D>MPcALBP�QEB�GL?�
ABP@OFMQFLK�IFPQ�PLJBQEFKD�QE>Q�VLR�E>SBKgQ�
ALKB��

��� (FDEIFDEQ�VLRO�QLM�PHFIIP�QE>Q�>IFDK�TFQE�QEB�GL?�
ABP@OFMQFLK�>P�VLR�TFII�RPB�QEBJ�FK�/QEBO�
PQOBKDQEP�>KA�PHFIIP�@LRIA�FK@IRAB�	FK�
>IME>?BQF@>I�LOABO
��

�
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Figure 10: Job letter addressed to a general hiring manager (as 
specified in the job ad) that incorporates bullet points. 
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Figure 11: Job letter organized around three body paragraphs that 
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highlight previouis experience, ability to organize/analyze data, 
and teamwork/leadership. 
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� FC� VLR� >OB� FK� >� TOFQFKD� @LROPB
� VLR�
TFII�KBBA�QL�@OB>QB�>�MI>KKFKD�AL@RJBKQ�QE>Q�FABKQFCFBP�QEB�
OEBQLOF@>I�PFQR>QFLK�>KA�ELT�FQ�TFII�FKCLOJ�QEB�@LJMLPFQFLK�
LC� VLRO� FKPQOR@QFLKP�� 4EFP� TFII� BK>?IB� VLRO� FKPQOR@QLO� QL�
>PPBPP�ELT�TBII�VLRO�FKPQOR@QFLKP�>OB�@RPQLJFWBA�CLO�QEB�
FKQBKABA�>RAFBK@B��

7EBK� TOFQFKD� VLRO� LTK� FKPQOR@QFLKP
� @LKPFABO� QEB�
CLIILTFKD� FAB>P� >KA� NRBPQFLKP� OBD>OAFKD� QEB� OEBQLOF@>I�
PFQR>QFLK��

$A><;?1�

)K�DBKBO>I
�QEB�MROMLPB�LC�>�PBQ�LC�FKPQOR@QFLKP�FP�QL�DRFAB�
QEB�RPBO�QEOLRDE�>�PBOFBP�LC�PQBMP�QE>Q�IB>A�QL�QEB�@LJMIBQFLK�
LC�>�Q>PH��(LTBSBO
�B>@E�PBQ�LC�FKPQOR@QFLKP�TFII�>IPL�E>SB�
>� JLOB� PMB@FCF@� LRQ@LJB�� )ABKQFCVFKD� TE>Q� QE>Q� PMB@FCF@�
LRQ@LJB� FP� TFII� EBIM� VLR� J>HB� JLOB� BCCB@QFSB� OEBQLOF@>I�
AB@FPFLKP�>?LRQ�@LKQBKQ�>KA�ABPFDK��!PH�VLROPBIC��

h������� 7E>Q�>OB�QEB�PMB@FCF@�FKQBKABA�LRQ@LJB	P
�LC�QEB�
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FKPQOR@QFLKP
� B�D�
� ?RFIAFKD� >� ALDELRPB
� FKPQ>IIFKD� >K� >FO�
@LKAFQFLKBO
�BQ@���

h�������!OB�QEBOB�LQEBO�MROMLPBP�QE>Q�QEB�FKPQOR@QFLKP�PBOSB
�
B�D�
�LCCBOFKD�QOLR?IBPELLQFKD�>ASF@B
�QB>@EFKD�RPBOP�ELT�QL�
>@@LJMIFPE�>AAFQFLK>I
�PFJMIB�Q>PHP�KB@BPP>OV�CLO�OB>@EFKD�
QEB�J>FK�L?GB@QFSB
�ABCFKFKD�RKC>JFIF>O�QBOJP
�BQ@���

�A051:/1�

#OB>QFKD� >� MOLCFIB� LC� VLRO� >RAFBK@B� 	F�B�� QEB� MOFJ>OV�
FKQBKABA� RPBO� LC� QEB� AL@RJBKQ
� FP� FKQBDO>I� CLO� J>HFKD�
QELRDEQCRI� @ELF@BP� >?LRQ� P@LMB
� @LKQBKQ
� >KA� ABPFDK�� &LO�
PLJB� MOLGB@QP
� FQ� FP� QBJMQFKD� QL� P>V� VLRO� >RAFBK@B� FP�
dBSBOVLKB�LO�>KVLKB
e�?RQ�VLR�>OB�?BQQBO�LCC�Q>FILOFKD�VLRO�
FKPQOR@QFLKP�CLO�>�PMB@FCF@�>RAFBK@B��#EB@H�LRQ�QEFP�>FOIFKB�
P>CBQV�SFABL�COLJ�!FO�.BT�:B>I>KA��

An interactive or media element has been 
excluded from this version of the text. You can 
view it online here: 

https://open.library.okstate.edu/
technicalandprofessionalwriting/?p=32 

EQQMP���TTT�VLRQR?B�@LJ�T>Q@E�S�N/T��6&.H�9�
/PQBKPF?IV
�QEB�>RAFBK@B�CLO�QEB�SFABL�FP�BSBOVLKB�>KA�

>KVLKB� 	?B@>RPB�GRPQ�>?LRQ�>KVLKB�@LRIA�?B�LK�>�CIFDEQ

�
?RQ�!FO�.BT�:B>I>KA�Q>FILO�QEBFO�FKPQOR@QFLKP�QL�>MMB>I�QL�>�
SBOV�PMB@FCF@�>RAFBK@B�	F�B��C>KP�LC�The Hobbit

�TEFIB�>IPL�
J>HFKD�FQ�>@@BPPF?IB�QL�>KVLKB�LK�QEB�CIFDEQ��#RPQLJFWFKD�
QEBFO�FKPQOR@QFLKP�PL�PMB@FCF@>IIV�>IILTP�QEBJ�QL�OB>IIV�DO>?�
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QEBFO�>RAFBK@BgP�>QQBKQFLK
�BSBK�FC�QEB�@RPQLJFW>QFLK�FP�KLQ�
DOLRKABA�LK�>�RKFSBOP>I�>MMB>I��

)K�LOABO�QL�AO>CQ�VLRO�FKPQOR@QFLKP�QL�PBOSB�VLRO�>RAFBK@B
�
@LKPFABO�QEBPB�NRBPQFLKP�?BCLOB�TOFQFKD��

]� 7EL�FP�QEB�MOFJ>OV�>RAFBK@B��7EL�FP�QEB�
PB@LKA>OV�>RAFBK@B��

]� 7E>Q�FP�QEB�MOFJ>OV�>RAFBK@BgP�C>JFIF>OFQV�LO�
BUMBOQFPB�OBD>OAFKD�QEB�QLMF@�LC�QEB�FKPQOR@QFLKP��

]� 7E>Q�FP�QEB�>RAFBK@BgP�DBKBO>I�@LJCLOQ�IBSBI�
TFQE�IB>OKFKD�KBT�PHFIIP�OBI>QBA�QL�QEB�PLCQT>OB
�
>MMP
�@O>CQ
�BQ@���

]� 7E>Q�FP�VLRO�>RAFBK@BgP�dQVMF@>Ie�>MMOL>@E�QL�
IB>OKFKD��(LT�TFII�VLRO�FKPQOR@QFLKP�>AAOBPP�QEB�
>RAFBK@BgP�IB>OKFKD�PQVIB
�DL>IP
�>KA�Q>PH�OBI>QBA�
KBBAP��

�;:@1 D@�

4EFKH�LC�@LKQBUQ�>P�QEB�QBJMLO>I
�PL@F>I
�QB@EKLILDF@>I
�>KA�
@RIQRO>I�PFQR>QFLK�PROOLRKAFKD�QEB�@OB>QFLK�>KA�RPB�LC�QEB�
FKPQOR@QFLKP��4EB�CLIILTFKD�NRBPQFLKP�TFII�EBIM�VLR�FABKQFCV�
QEB�@LKQBUQ��

]� (LT�JR@E�QFJB�TFII�you�E>SB�QL�@LJMIBQB�QEFP�
PBQ�LC�FKPQOR@QFLKP��

]� !OB�QEBOB�QFJB�@LKPQO>FKQP�QEB�RPBO�JFDEQ�
BK@LRKQBO�TEBK�OB>AFKD�QEB�FKPQOR@QFLKP�LO�
MBOCLOJFKD�QEB�MOL@BPP��

]� )P�QEBOB�>�ABDOBB�LC�RODBK@V�QL�QEB�OEBQLOF@>I�
PFQR>QFLK�QE>Q�JFDEQ�AF@Q>QB�QEB�FKPQOR@QFLKgP�M>@B�
LO�CILT��(LT�TFII�QEB�ABPFDK�LC�QEB�AL@RJBKQ�
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@LKQOF?RQB�QL�QEB�M>@B�LO�CILT��&LO�BU>JMIB
�>�
DRFAB�LK�ELT�QL�MOLMBOIV�>AJFKFPQBO�#02�JFDEQ�
KBBA�QL�>KQF@FM>QB�>�OB>ABO�TEL�FP�RKABO�AROBPP�
>KA�KBBAP�FKCLOJ>QFLK�NRF@HIV�PL�QE>Q�QEBV�@>K�
P>SB�PLJBLKBgP�IFCB
�TEBOB>P�FKPQOR@QFLKP�LK�
ELT�QL�MI>V�d->OV�(>A�>�,FQQIB�,>J?e�LK�QEB�
SFLIFK�TFII�?B�OB>A�?V�>�OB@OB>QFLK>I�>RAFBK@B�
QE>Q�J>V�KLQ�CBBI�QEB�P>JB�MOBPPROB�LO�BUFDBK@B��

]� 7E>Q�QB@EKLILDF@>I�@LKPQO>FKQP�JRPQ�VLR�
@LKPFABO�FK�TOFQFKD�QEB�FKPQOR@QFLKP��#LKPFABO�
VLRO�PHFIIP�TFQE�QB@EKLILDV�>KA�IBSBI�LC�>@@BPP��

]� (LT�TFII�VLRO�>RAFBK@B�D>FK�>@@BPP�QL�QEB�
FKPQOR@QFLKP��&LO�BU>JMIB
�VLRO�>RAFBK@B�J>V�
>@@BPP�FQ�LKIFKB�SF>�>�@LJM>KV�TB?PFQB�LK�>�
ABPHQLM�@LJMRQBO�LO�QEBFO�PJ>OQ�MELKBP��7FII�
QEBV�KBBA�QL�MOFKQ�FQ��

]� 7E>Q�>AAFQFLK>I�QLLIP�LO�J>QBOF>IP�>OB�VLR�
>PPRJFKD�QEB�>RAFBK@B�>IOB>AV�E>P��7FII�QEBV�
E>SB�>@@BPP�QL�QEB�QB@EKLILDV�LO�J>QBOF>IP�
KBBABA�QL�CLIILT�QEB�FKPQOR@QFLKP��&LO�BU>JMIB
�
QL�PR@@BPPCRIIV�?RFIA�>�?LLHPEBIC
�QEB�RPBO�TFII�
KBBA�>�E>JJBO
�P@OBTAOFSBO
�>KA�LMBK�TLOH�
>OB>��

]� &OLJ�TE>Q�@RIQRO>I�MBOPMB@QFSB�>OB�VLR�TOFQFKD�
QEB�FKPQOR@QFLKP��7FII�QEB�>RAFBK@B�PE>OB�QEFP�
P>JB�@RIQRO>I�@LKQBUQ��&LO�BU>JMIB
�>�'BOJ>K�
OB@FMB�QE>Q�@>IIP�CLO�S>KFII>�PRD>O
�>K�FKDOBAFBKQ�
KLQ�OB>AFIV�>S>FI>?IB�FK�QEB�5KFQBA�3Q>QBP
�J>V�
KBBA�QL�?B�JLAFCFBA�CLO�!JBOF@>K�RPBOP��
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/K@B�VLR�E>SB�ABP@OF?BA�QEB�OEBQLOF@>I�PFQR>QFLK
�VLR�@>K�
?BDFK�AO>CQFKD�VLRO�PBQ�LC�FKPQOR@QFLKP�� !�@LJMOBEBKPFSB�
PBQ�LC�FKPQOR@QFLKP� @LKQ>FKP�J>KV�@LJMLKBKQP�� 4EBPB�>OB�
IFPQBA� FK� QEB� KBUQ� PB@QFLK�� 4EFP� PB@QFLK� MOLSFABP� >�
CLRKA>QFLK�CLO�VLRO�AO>CQ��

"A9.1>�;2�( -?7?�

(LT�J>KV�Q>PHP�>OB�QEBOB�FK�QEB�MOL@BAROB�VLR�>OB�TOFQFKD�
>?LRQ�� 4EB� QBOJ�procedure� OBCBOP� QL� QEB� TELIB� PBQ� LC�
>@QFSFQFBP�VLRO�FKPQOR@QFLKP�>OB�FKQBKABA�QL�AFP@RPP��!�task 
FP� >� PBJF�FKABMBKABKQ� DOLRM� LC� >@QFLKP� TFQEFK� QEB�
MOL@BAROB�� CLO� BU>JMIB� J>HFKD� PM>DEBQQF� >KA� JB>Q?>IIP�
FP�>�MOL@BAROB�QE>QcTEFIB�@LKQ>FKFKD�ALWBK�LC�FKAFSFAR>I�
PQBMPc@>K� ?B� ?OLHBK� ALTK� FKQL� QEOBB� AFPQFK@Q� Q>PHP�� �
�
MOBM>OFKD� QEB� JB>Q?>IIP�� �
� PQBTFKD� QEB� P>R@B�� >KA� �
�
?LFIFKD�QEB�M>PQ>��

!� PFJMIB� MOL@BAROB� IFHB� @E>KDFKD� QEB� LFI� FK� >� @>O�
@LKQ>FKP� LKIV� LKB� Q>PH�� QEBOB� >OB� KL� PBJF�FKABMBKABKQ�
DOLRMFKDP� LC� >@QFSFQFBP�� !� JLOB� @LJMIBU� MOL@BAROB� PR@E�
>P� J>HFKD� PM>DEBQQF� >KA� JB>Q?>IIP
� LO� @LKPQOR@QFKD� >�
ALDELRPB
� @LKQ>FKP� J>KV� PBJF�FKABMBKABKQ� Q>PHP�� &LO�
BU>JMIB
�@LKPQOR@QFKD�>�ALDELRPB�TLRIA�FK@IRAB�QEB�Q>PHP�
LC�� IBSBIFKD� QEB� DOLRKA
� PBQQFKD� QEB� CLRKA>QFLK
� ?RFIAFKD�
QEB� CILLO
� @LKPQOR@QFKD� QEB� T>IIP
� >AAFKD� QEB� OLLC�� 4EB�
FKPQOR@QFLKP�CLO�QEB�+L?LIQ�3TFKD�4OFJJBO�>OB�LOD>KFWBA�
?V� Q>PHP� b� !PPBJ?IV� )KPQOR@QFLKP� >KA� /MBO>QFKD�
)KPQOR@QFLKP�� 4EB� !PPBJ?IV� )KPQOR@QFLKP� FK@IRAB� CROQEBO�
AFSFPFLKP�OBI>QBA�QL�M>OQF@RI>O�M>OQP�PR@E�>P�QEB�DR>OA�>KA�
QEB�COLKQ�E>KAIB��

)K�&FDROB��
�QEB�procedure�FP�QEB�QLQ>I�PRJ�LC�QEB�>@QFLKP�

Technical and Professional Writing Genres   241

https://open.library.okstate.edu/app/uploads/sites/26/2019/07/professional.sample.instructions.weedeater.pdf


KBBABA�QL�?RFIA�>�ALDELRPB��4EB�FKQOLAR@QFLK�>KA� IFPQ�LC�
QLLIP� >KA� PRMMIFBP� FP� KLQ� M>OQ� LC� QEB� MOL@BAROB�� )K� QEFP�
P@EBJ>QF@�QELPB�PB@QFLKP�>OB�OBMOBPBKQBA�FK�DO>V��

4EB� PBM>O>QB� Q>PHP� QE>Q� @LJMOFPB� QEB� MOL@BAROB� >OB�
OBMOBPBKQBA�?V�QEB�?IRB�?LUBP�� ,BSBI�QEB� 'OLRKA�>KA�3BQ�
QEB�&LRKA>QFLK��4EB�PQBMP�>OB�QEB�FKAFSFAR>I�>@QFLKP�Q>HBK�
FK�PBNRBKQF>I�LOABO�>KA�>OB�KBPQBA�TFQEFK�QEB�Q>PHP��

�
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Figure 1: The procedure encompasses all of the actions in your 
instructions. You might think of it as the title of the process. 

�
3LJB� FKPQOR@QFLKP� E>SB� LKIV� >� PFKDIB� Q>PH
� ?RQ� E>SB�

J>KV�PQBMP�TFQEFK�QE>Q�PFKDIB�Q>PH��&LO�BU>JMIB
�FJ>DFKB�>�
PBQ�LC�FKPQOR@QFLKP�CLO�>PPBJ?IFKD�>�PTFKD�PBQ��4EBOB�@LRIA�
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?B�LSBO�>�����PQBMP��4E>Q�@>K�?B�A>RKQFKD��)C�QEBOB�>OB�KL�
K>QRO>I
�PBJF�FKABMBKABKQ�Q>PHP
�LO�FC�QEBOB�>OB�QLL�J>KV�
PBJF�FKABMBKABKQ� Q>PHP�CLO�@IB>OIV�ABKLQBA�Q>PH�PB@QFLKP
�
VLR�@>K�PFJMIV�DOLRM�PFJFI>O�>KA�OBI>QBA�PQBMP�FKQL�ME>PBP
�
>KA�PQ>OQ�OBKRJ?BOFKD�QEB�PQBMP�>Q�B>@E�KBT�ME>PB��!�ME>PB�
QEBK� FP� >� DOLRM� LC� PFJFI>O� PQBMP� TFQEFK� >� PFKDIB�Q>PH�
MOL@BAROB��)K�QEB�PTFKD�PBQ�BU>JMIB
�PBQQFKD�RM�QEB�CO>JB�
TLRIA�?B�>�ME>PB��>K@ELOFKD�QEB�QEFKD�FK�QEB�DOLRKA�TLRIA�
?B� >KLQEBO�� >PPBJ?IFKD� QEB� ?LU� PTFKD� TLRIA� ?B� PQFII�
>KLQEBO��

2BQROKFKD� QL� QEB� PM>DEBQQF� >KA� JB>Q?>IIP� BU>JMIB
� QEB�
Q>PHPc�
� MOBM>OFKD� QEB� JB>Q?>IIP�� �
� PQBTFKD� QEB� P>R@B��
>KA��
�?LFIFKD�QEB�M>PQ>c@>K�?B�?OLHBK�ALTK�CROQEBO�FKQL�
ME>PBP��4EB�Q>PH�LC�MOBM>OFKD�QEB�JB>Q?>IIP�@>K�?B�AFSFABA�
FKQL� PBSBO>I� ME>PBPcPB>PLKFKD� QEB� JB>Q
� CLOJFKD� QEB�
JB>Q?>IIP
�PB>OFKD�QEB�JB>Q?>IIPc>KA�B>@E�LC�QEBPB�ME>PBP�
TFII�FK@IRAB�JRIQFMIB�>@QFLK�PQBMP��0E>PBP�CLO�PQBTFKD�QEB�
P>R@B�JFDEQ�FK@IRAB��AF@FKD�LKFLKP
�AF@FKD�D>OIF@
�?OLTKFKD�
QEB� SBDBQ>?IBP� FK� QEB� M>K
� >AAFKD� EBO?P
� >KA� PFJJBOFKD�
QEB� P>R@B�� "RQ� PFK@B� QEBOB� >OB� >� IFJFQBA� KRJ?BO� LC� PQBMP�
TFQEFK� QEBPB� ME>PBP
� >KA� QEB� MOL@BAROB� >IOB>AV� @LKQ>FKP�
K>QRO>I
� PBJF�FKABMBKABKQ� Q>PHP
� QEBOB� FP� KL� KBBA� QL� >AA�
BUQO>�ME>PBP�QL�MOBM>OFKD�PM>DEBQQF�>KA�JB>Q?>IIP��

&LO�CROQEBO�AFP@RPPFLK
�PBB�QEFP�OBPLRO@B�LK�Q>PH�>K>IVPFP�
	EQQMP���TTT�MOFPJKBQ�@LJ�YE@BUOBP�QBUQ?LLH�
Q>PH=>K>IVPFP�EQJI
��

�>;A<5:3?�;2�( -?7?�

,FPQFKD� Q>PHP� J>V� KLQ� ?B� >II� QE>Q� VLR� KBBA� QL� AL�� 4EBOB�
J>V�?B�PL�J>KV�Q>PHP�QE>Q�VLR�JRPQ�DOLRM�QEBJ�PL�QE>Q�
OB>ABOP�@>K�CFKA�FKAFSFAR>I�LKBP�JLOB�B>PFIV��&LO�BU>JMIB
�
QEB�CLIILTFKD�>OB�@LJJLK�Q>PH�DOLRMFKDP�FK�FKPQOR@QFLKP��
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]� 5KM>@HFKD�>KA�PBQRM�Q>PHP�

]� )KPQ>IIFKD�>KA�@RPQLJFWFKD�Q>PHP�

]� ">PF@�LMBO>QFKD�Q>PHP�

]� 2LRQFKB�J>FKQBK>K@B�Q>PHP�

]� 4OLR?IBPELLQFKD�Q>PHP�

��
��;:@1:@�

4EB�PQ>KA>OA�PB@QFLKP�LC�FKPQOR@QFLKP�FK@IRAB�COLKQ�J>QQBO
�
>K�FKQOLAR@QFLK
�QEB�MOL@BAROB�	>�PBOFBP�LC�KRJ?BOBA�PQBMP�
AFSFABA� FKQL� Q>PHP� LO� ME>PBP

� >� @LK@IRPFLK
� >KA� ?>@H�
J>QQBO��3LJB�PBQP�LC�FKPQOR@QFLKP�J>V�KLQ�RPB�>II�LC�QEBPB�
PB@QFLKP� LO� I>?BI� QEBJ� FK� QEFP� T>V�� %UQBKPFSB� COLKQ� >KA�
?>@H�J>QQBO
�CLO�BU>JMIB
�>OB�LCQBK�CLRKA�FK�ILKDBO
�JLOB�
@LJMIBU�J>KR>IP��

-LPQ� PBQP� LC� FKPQOR@QFLKP
� ELTBSBO
� @LKQ>FK� >K�
FKQOLAR@QFLK� QE>Q� MOLSFABP� FKCLOJ>QFLK� KB@BPP>OV� CLO�
@LJMIBQFKD� QEB� PQBMP� P>CBIV� >KA� BCCF@FBKQIV�� 4EB�
FKQOLAR@QFLK� J>V� FK@IRAB� >K� BUMI>K>QFLK� LC� TEL� PELRIA�
@>OOV� LRQ� QEB� Q>PH� 	J>V?B� QEB� RPBO� KBBAP� QL� E>SB�
MOLCF@FBK@V� FK� >� @BOQ>FK� PHFII

� QEB� J>QBOF>IP� KBBABA
� >KV�
MOB@>RQFLKP�QE>Q�QEB�RPBO�PELRIA�Q>HB�	P>CBQV�QFMP�LO�LQEBO�
T>OKFKDP

�>KA�>K�BPQFJ>QB�CLO�ELT�ILKD�QEB�MOL@BPP�TFII�
Q>HB
�>JLKD�LQEBO�BIBJBKQP��)Q�FP�LCQBK�KB@BPP>OV�QL�FK@IRAB�
>K� BUMI>K>QFLK� LC� TEV� QEB� RPBO� PELRIA� CLIILT� QEB�
FKPQOR@QFLKP��&LO�BU>JMIB
�FKPQOR@QFLKP�CLO�@E>KDFKD�QEB�LFI�
FK� >� @>O� J>V� BUMI>FK� TEV� QEB� Q>PH� FP� KB@BPP>OV� CLO� QEB�
MOLMBO�CRK@QFLKFKD�LC�QEB�SBEF@IB��

&LIILTFKD�QEFP�FKQOLAR@QLOV�J>QBOF>I�FP�QEB�PBNRBK@B�LC�
PQBM�?V�PQBM�FKPQOR@QFLKP
�AFSFABA�FKQL�PBM>O>QB�Q>PHP��3BB�
QEB�PB@QFLK�?BILT�CLO�ELT�QL�AO>CQ�@IB>O�>KA�BCCB@QFSB�PQBMP��
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,>PQIV
� FKPQOR@QFLKP� QVMF@>IIV� FK@IRAB� PLJB� @ILPFKD�
PB@QFLKP�LO�>MMBKAF@BP�PR@E�>P�>�d4OLR?IBPELLQFKD�'RFABe�
LO� >� PB@QFLK� CLO� d4FMPe� QL� EBIM� RPBOP� >AAOBPP� @LJJLK�
MOL?IBJP� QE>Q� QEBV� J>V� BK@LRKQBO� TEFIB� CLIILTFKD� QEB�
FKPQOR@QFLKP�LO�>CQBO�@LJMIBQFKD�QEB�MOL@BPP��

4EB� CLIILTFKD� FP� >� OBSFBT� LC� QEBPB� AFCCBOBKQ� M>OQP� VLR�
TFII�@LJJLKIV�CFKA�FK�FKPQOR@QFLKP�� -LPQ�LC�QEBJ�PELRIA�
?B� FK@IRABA� FK� >II� FKPQOR@QFLKP
� ?RQ� AL� KLQ� >PPRJB� QE>Q�
>II� LC�QEBJ�>IT>VP�KBBA�QL�?B�MOBPBKQ
�LO�QE>Q�QEBV�JRPQ�
CLIILT�QEFP�BU>@Q�LOABO��4EBOB�>OB�LQEBO�MLPPF?IB�PB@QFLKP�
QE>Q� @LRIA� ?B� FK@IRABA� FK� FKPQOR@QFLKP�� (LTBSBO
� >II�
FKPQOR@QFLKP� PELRIA� E>SB� >Q� JFKFJRJ� >K�#>3<7<5�
�<B@=2C1B7=<
�>��=2G�TFQE�KRJ?BOBA�PQBMP�QE>Q�>OB�AFSFABA�
FKQL� PBM>O>QB� Q>PHP� LO� ME>PBP
� >KA� >��=<1:CA7=<� >KA�LO�
�:=A7<5�PB@QFLKP��

�
!P� VLR� OB>A� QEB� CLIILTFKD� LK� @LJJLK� PB@QFLKP� FK�

FKPQOR@QFLKP
�@EB@H�LRQ�QEB�P>JMIB�FKPQOR@QFLKP�IFKHBA�>Q�QEB�
BKA�LC�QEFP�@E>MQBO��&FDROB���MOLSFABP�>�PFJMIB�P@EBJ>QF@�
LC�QEB�CLRKA>QFLK>I�BIBJBKQP�CLO�>�PBQ�LC�FKPQOR@QFLKP��

�
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Figure 2: Schematic view of instructions. Remember that this is a 
typical or common model for the contents and organization Ñ 
many others are possible. 

�

�:@>;0A/@5;:�#<1:5:3�

"BCLOB�VLR�BSBK�DBQ�QL�QEB�FKQOLAR@QFLK
�VLR�KBBA�QL�@O>CQ�
>� @IB>O� QFQIB� QE>Q� FP� B>PV� QL� RKABOPQ>KA�� 9LR� T>KQ� QL� ?B�
ABQ>FIBA�>KA�PMB@FCF@
�?RQ�>IPL�PR@@FK@Q��&LO�BU>JMIB
�PLJ�
DLLA� QFQIBP� TLRIA� FK@IRAB�� d(LT� QL� #IB>K� >� &OBPET>QBO�
!NR>OFRJ
e�d(LT�QL�)KPQ>II�,LKD�4R?B�(B>ABOP�LK�>������
4O>KP� !J
e� d#IB>KFKD� >� ">QEOLLJ�� )KPQOR@QFLKP� CLO�
#LIIBDB�3QRABKQP�,FSFKD�LK�4EBFO�/TK�CLO�QEB�&FOPQ�4FJB�e�

0I>K�QEB�FKQOLAR@QFLK�QL�VLRO�FKPQOR@QFLKP�@>OBCRIIV��*RPQ�
>P�QEB�QFQIB�PELRIA�MOLSFAB�VLRO�OB>ABO�TFQE�>�DLLA�FAB>�LC�

Technical and Professional Writing Genres   247

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


TE>Q�QEB�FKPQOR@QFLKP�FKSLISB
�QEB�DL>I�LC�VLRO�FKQOLAR@QFLK�
FP� QL� DFSB� VLRO� OB>ABO� DBKBO>I� FKCLOJ>QFLK� >?LRQ� QEB�
MOL@BPP�� 7E>Q� FP� FQ�� 7EV� PELRIA� FQ� ?B� ALKB�� 4EB�
FKQOLAR@QFLK�PELRIA�@LKQ>FK�>K�LSBOSFBT�LC�QEB�MOL@BPP�>KA�
TEV�FQ�FP�FJMLOQ>KQ�� /CQBK
�QEB�TOFQBO�IFPQP�QEB�?BKBCFQP�LC�
@LJMIBQFKD�QEB�MOL@BPP�PL�QE>Q�QEB�OB>ABO�CBBIP�DLLA�>?LRQ�
QEB�Q>PH�QEBV�>OB�>?LRQ�QL�@LJMIBQB��

4EB�FKQOLAR@QFLK�LMBKFKD�PELRIA�AL�QEB�CLIILTFKD��

]� )K@IRAB�>�QFQIB�

]� $BP@OF?B�QEB�DL>I�>KA�LO�MROMLPB�LC�QEB�
FKPQOR@QFLKP��2F@E>OA�*LEKPLK�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@E>OA��4B@EKF@>I�#LJJRKF@>QFLK�3QO>QBDFBP�CLO�4LA>V��
3B@LKA�%AFQFLK��0B>OPLK
�������
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HKLTIBADB�>KA�?>@HDOLRKA�FKCLOJ>QFLK�LO�PHFIIP�
QEBV�TFII�KBBA�QL�RKABOPQ>KA�QEB�FKPQOR@QFLKP�>KA�
@LJMIBQB�QEB�MOL@BAROB��

�

]� )KAF@>QB�QEB�@LKAFQFLKP�TEBK�QEBPB�FKPQOR@QFLKP�
PELRIA�	LO�PELRIA�KLQ
�?B�RPBA��

�

]� 'FSB�>K�LSBOSFBT�LC�QEB�@LKQBKQP�LC�QEB�
FKPQOR@QFLKP��

�

]� 0OLSFAB�JLQFS>QFLK�>KA�PQOBPP�QEB�FJMLOQ>K@B�LC�
QEB�Q>PH�	F�B�
�TE>Q�ALBP�QEB�>RAFBK@B�PQ>KA�QL�
D>FK�COLJ�IB>OKFKD�QEFP�FKCLOJ>QFLK��(LT�TFII�FQ�
MOLSB�RPBCRI��7EV�PELRIA�QEB�OB>ABO�CLIILT�
QEBPB�FKPQOR@QFLKP��7E>Q�TFII�E>MMBK�FC�QEBV�AL�
KLQ�
�

�

]� )KAF@>QB�QEB�QFJB�CLO�@LJMIBQFLK�CLO�MBLMIB�LC�
S>OVFKD�PHFII�IBSBIP��

�
4EB�CLIILTFKD�PB@QFLKP�PELRIA�?B�FK@IRABA�>P�M>OQ�LC�QEB�

LMBKFKD�LC�QEB�FKPQOR@QFLKP�?BCLOB�QEB�Q>PHP�?BDFK��4EBV�@>K�
?B�CLIABA�FK�>P�PR?EB>AFKDP�LC�QEB�FKQOLAR@QFLK
�LO�QEBV�@>K�
PQ>KA�LK�QEBFO�LTK
�ABMBKAFKD�LK�QEB�OEBQLOF@>I�PFQR>QFLK��
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)KPQOR@QFLKP� JRPQ� >IBOQ� OB>ABOP� QL� QEB� MLPPF?FIFQV� LC�
A>J>DFKD� QEB� BNRFMJBKQ
� ?LQ@EFKD� QEB� MOL@BAROB
� >KA�
FKGROFKD� QEBJPBISBP� LO� LQEBOP�� &LO� QEBPB� PFQR>QFLKP
� RPB�
PMB@F>I� KLQF@BP� 	EQQMP���BK�TFHFMBAF>�LOD�TFHF�
0OB@>RQFLK>OV=PQ>QBJBKQ
� cKLQF@B
�@>RQFLK
�T>OKFKD
�>KA�
A>KDBO�KLQFCF@>QFLKP��

]� 4EB�d.LQF@Be�MOB@>RQFLK�FP�QEB�ILTBPQ�IBSBI�
PQ>QBJBKQ��4EB�PQ>KA>OA�@LILO�CLO�KLQF@BP�FP�?IRB��
5PB�FQ�QL�FKAF@>QB�TEBK�QEBOB�FP�>�OFPH�QL�A>J>DB�
MOLMBOQV�LO�BNRFMJBKQ��9LR�@>K�>IPL�RPB�FQ�QL�
AO>T�>QQBKQFLK�QL�FJMLOQ>KQ�LMBO>QFLK>I�
@LKPFABO>QFLKP��4EBOB�FP�KL�QEOB>Q�QL�?LAFIV�E>OJ�
LO�P>CBQV�TFQE�>�KLQF@B��

]� !�d#>RQFLKe�PQ>QBJBKQ�PELRIA�FK@IRAB�QEB�P>CBQV�
PVJ?LI�LC�>K�BU@I>J>QFLK�J>OH�TFQEFK�>�
QOF>KDIB��4EB�PQ>KA>OA�@LILO�CLO�@>RQFLK�
PQ>QBJBKQP�>KA�PVJ?LIP�FP�VBIILT��!II�QEB�LQEBO�
EFDEBO�T>OKFKD�PELRIA�FK@IRAB�QEFP�PVJ?LI�>P�
TBII
�FK�QEB�>MMOLMOF>QB�@LILO�@LAB��)Q�FKAF@>QBP�
QEBOB�FP�>�dKLK�FJJBAF>QB�LO�MLQBKQF>I�E>W>OAe�
CLO�JFKLO�FKGROV�QL�>�RPBO�LO�DBKBO>I�MR?IF@��

]� !�d7 >OKFKDe�PQ>QBJBKQ�>MMB>OP�FK�LO>KDB�>KA�
FKAF@>QBP�QE>Q�AB>QE�>KA�LO�PBOFLRP�FKGROV�@LRIA�
OBPRIQ�QL�RPBOP�>KA�QEB�MR?IF@��4EBPB�PFDKP�>OB�
KLQ�RPBA�QL�FKAF@>QB�MOLMBOQV�LO�J>QBOF>I�
A>J>DB
�?RQ�O>QEBO�QEB�MLQBKQF>I�CLO�MBOPLK>I�
?LAFIV�FKGROV�LO�AB>QE��

]� !�d$>KDBOe�PQ>QBJBKQ�FP�QEB�EFDEBPQ�IBSBI�
MOB@>RQFLK>OV�PQ>QBJBKQ�>KA�PELRIA�>MMB>O�FK�
OBA��)Q�FKAF@>QBP�>�PFQR>QFLK�TFQE�>K�FJJBAF>QB�
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E>W>OA�QE>Q�TFII�OBPRIQ�FK�AB>QE�LO�PBOFLRP�FKGROV��
)Q�FP�KLQ�RPBA�CLO�MOLMBOQV�A>J>DB��

)C� >KV� M>OQ� LC� QEB� MOL@BAROB� JBOFQP� >� MOB@>RQFLK>OV�
PQ>QBJBKQ� LO� T>OKFKD
� VLR� JRPQ� FK@IRAB� >� PQ>QBJBKQ� >Q�
QEB� ?BDFKKFKD� LC� VLRO� FKPQOR@QFLKP
� BFQEBO� >P� M>OQ� LC� QEB�
)KQOLAR@QFLK�/MBKFKD� LO� >P� >� PBM>O>QB� PB@QFLK� ?BCLOB� QEB�
Q>PHP�?BDFK��%>@E�LC�QEBPB�T>OKFKDP�JRPQ�>IT>VP�@LKQ>FK�
QEB�@LOOBPMLKAFKD�@LILOP�>KA�F@LKP�QL�EBIM�QEBJ�PQ>KA�LRQ�
LK� QEB� M>DB�� 3BB� QEB� IFKH� >?LSB� CLO� JLOB� FKCLOJ>QFLK��
3BB� ?BILT� CLO� JLOB� FKCLOJ>QFLK� >?LRQ� MOB@>RQFLK>OV�
PQ>QBJBKQP��

( 1/4:5/-8��-/73>;A:0�;>�(41;>E�

&LO� PLJB� FKPQOR@QFLKP� VLR� TFII� KBBA� QL� MOLSFAB� >� JLOB�
QELOLRDE� AFP@RPPFLK� LC� ?>@HDOLRKA� OBI>QBA� QL� QEB�
MOL@BAROB�� &LO� @BOQ>FK� FKPQOR@QFLKP
� QEFP� ?>@HDOLRKA� FP�
@OFQF@>IcLQEBOTFPB
� QEB� PQBMP� FK� QEB� MOL@BAROB� J>HB� KL�
PBKPB�� &LO� BU>JMIB
� VLR� J>V� E>SB� E>A� PLJB� BUMBOFBK@B�
TFQE�QELPB�PLCQT>OB�>MMIBQP�FK�TEF@E�VLR�ABCFKB�VLRO�LTK�
@LILOP�?V�KRADFKD�OBA
�DOBBK
�>KA�?IRB�PIFABO�?>OP�>OLRKA��
4L�OB>IIV�RKABOPQ>KA�TE>Q�VLR�>OB�ALFKD
�VLR�KBBA�QL�E>SB�
PLJB�?>@HDOLRKA�LK�@LILO��3FJFI>OIV
�VLR�@>K�FJ>DFKB�QE>Q
�
CLO�@BOQ>FK�FKPQOR@QFLKP�RPFKD�@>JBO>P
�PLJB�QEBLOV�JFDEQ�
?B�KBBABA�>P�TBII��

 5?@�;2�$->@?��(;;8?��!-@1>5-8?���=A5<91:@��-:0�;>�
'A<<851?�

-LPQ�FKPQOR@QFLKP�FK@IRAB�>�IFPQ�LC�QEFKDP�VLR�KBBA�QL�D>QEBO�
?BCLOB� VLR� PQ>OQ� QEB� MOL@BAROB�� 4EFP� FK@IRABP�equipment
�
QEB�QLLIP�VLR�RPB�FK�QEB�MOL@BAROB�	PR@E�>P�JFUFKD�?LTIP
�
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PMLLKP
� ?OB>A� M>KP
� E>JJBOP
� AOFIIP
� >KA� P>TP
� >KA�
supplies
� QEB� QEFKDP� QE>Q� >OB� @LKPRJBA� FK� QEB� MOL@BAROB�
	PR@E�>P�TLLA
�M>FKQ
�LFI
�CILRO
�>KA�K>FIP
��)K�FKPQOR@QFLKP
�
QEBPB�>OB�QVMF@>IIV�IFPQBA�FK�>�PFJMIB�SBOQF@>I�IFPQ�LO�FK�>�QTL�
@LIRJK�IFPQ��)Q�J>V�EBIM�QL�KLQFCV�VLRO�OB>ABO�TEBOB�QEBV�
@>K�>@NRFOB�QEB�BNRFMJBKQ�LO�PRMMIFBP��4EB�>RAFBK@B�KBBAP�
QL�HKLT�>KA�D>QEBO�>II�QEB�J>QBOF>IP�KB@BPP>OV�QL�@LJMIBQB�
QEB�MOL@BAROB�?BCLOB�QEBV�?BDFK�>KV�LC�QEB�Q>PHP��

'@1<�.E�'@1<��:?@>A/@5;:?�

7EBK�VLR�DBQ�QL�QEB�>@QR>I�TOFQFKD�LC�QEB�PQBMP
�QEBOB�>OB�
PBSBO>I�QEFKDP�QL�HBBM�FK�JFKA��	�
�QEB�PQOR@QROB�>KA�CLOJ>Q�
LC�QELPB�PQBMP
�	�
�PRMMIBJBKQ>OV�FKCLOJ>QFLK�QE>Q�JFDEQ�?B�
KBBABA
�>KA�	�
�QEB�MLFKQ�LC�SFBT�>KA�DBKBO>I�TOFQFKD�PQVIB��

'@>A/@A>1�-:0��;>9-@�

.LOJ>IIV
� TB� FJ>DFKB� >� PBQ� LC� FKPQOR@QFLKP� >P� ?BFKD�
CLOJ>QQBA�>P�SBOQF@>I�KRJ?BOBA�IFPQP
�>KA�JLPQ�>OB�FK�C>@Q��
4EBOB�>OB�PLJB�S>OF>QFLKP
�ELTBSBO
�>P�TBII�>P�PLJB�LQEBO�
@LKPFABO>QFLKP��

]� �7F32�=@23@�AB3>A��JRPQ�?B�MBOCLOJBA�FK�QEB�
LOABO�MOBPBKQBA��&LO�BU>JMIB
�FC�VLR�>OB�
@E>KDFKD�QEB�LFI�FK�>�@>O
�AO>FKFKD�QEB�LFI�FP�>�
PQBM�QE>Q�must�@LJB�?BCLOB�MRQQFKD�FK�QEB�KBT�
LFI��4EBPB�>OB�KRJ?BOBA�IFPQP�	RPR>IIV
�SBOQF@>I�
KRJ?BOBA�IFPQP
��

]� * /@7/0:3�=@23@�AB3>A��PQBMP�QE>Q�@>K�?B�
MBOCLOJBA�FK�MO>@QF@>IIV�>KV�LOABO��'LLA�
BU>JMIBP�>OB�QELPB�QOLR?IBPELLQFKD�DRFABP�QE>Q�
QBII�VLR�QL�@EB@H�QEFP
�QEBK�@EB@H�QE>Q
�TEBK�VLR�
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>OB�QOVFKD�QL�CFU�PLJBQEFKD��9LR�@>K�AL�QEBPB�
PQBMP�FK�MO>@QF@>IIV�>KV�LOABO��7 FQE�QEFP�QVMB
�QEB�
?RIIBQBA�IFPQ�FP�QEB�>MMOLMOF>QB�CLOJ>Q��

]� �:B3@</B3�AB3>A��QELPB�FK�TEF@E�QTL�LO�JLOB�
T>VP�QL�>@@LJMIFPE�QEB�P>JB�QEFKD�>OB�
MOBPBKQBA��!IQBOK>QB�PQBMP�>OB�>IPL�RPBA�TEBK�
S>OFLRP�@LKAFQFLKP�JFDEQ�BUFPQ��5PB�?RIIBQBA�IFPQP�
TFQE�QEFP�QVMB
�TFQE�/2�FKPBOQBA�?BQTBBK�QEB�
>IQBOK>QFSBP
�LO�QEB�IB>A�FK�FKAF@>QFKD�QE>Q�
>IQBOK>QFSBP�>OB�>?LRQ�QL�?B�MOBPBKQBA��

]� "3AB32�AB3>A��FK�PLJB�@>PBP
�FKAFSFAR>I�PQBMP�
TFQEFK�>�MOL@BAROB�@>K�?B�O>QEBO�@LJMIBU�FK�
QEBFO�LTK�OFDEQ�>KA�KBBA�QL�?B�?OLHBK�ALTK�FKQL�
PR?PQBMP��)K�QEFP�@>PB
�VLR�FKABKQ�CROQEBO�>KA�
PBNRBK@B�QEB�PR?PQBMP�>P�>
�?
�@
�>KA�PL�LK��

]� N'B3>:3AAO�7<AB@C1B7=<A��ALJB�FKPQOR@QFLKP�
OB>IIV�@>KKLQ�RPB�KRJ?BOBA�SBOQF@>I�IFPQ�>KA�QE>Q�
AL�IFQQIB�FC�>KV�PQO>FDEQCLOT>OA�FKPQOR@QFLK>I�PQVIB�
AFOB@QFKD�LC�QEB�OB>ABO��3LJB�PFQR>QFLKP�JRPQ�?B�
PL�DBKBO>IFWBA
�LO�PL�S>OF>?IB
�QE>Q�PQBMP�@>KKLQ�
?B�PQ>QBA��'BKBO>IIV
�QEBPB�>OB�KLQ�>MMOLMOF>QB�
CLO�>�@I>PPOLLJ�>PPFDKJBKQ��)K�VLRO�@I>PPBP
�VLR�
TFII�KBBA�QL�ABJLKPQO>QB�VLRO�J>PQBOV�LC�QEB�
CLOJ�TFQE�JLOB�QO>AFQFLK>I
�PQO>FDEQ�CLOT>OA
�
PBNRBKQF>IIV�KRJ?BOBA�PQBMP
�LQEBOTFPB�FQ�J>V�
?BDFK�QL�OBPBJ?IB�>�@LIIB@QFLK�LC�QFMP�LO�>ASF@B��

)K� >KV� @>PB
� OBJBJ?BO� QL� AFSFAB� VLRO� MOL@BAROB� FKQL�
PBM>O>QB� Q>PHP� LO� ME>PBP�� )Q� FP� B>PFBO� CLO� VLRO� >RAFBK@B�
QL�@LJMIBQB�QEB�MOL@BAROB�FC�QEBV�@>K�TLOH�QEOLRDE�FQ�FK�
PJ>IIBO�@ERKHP��
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/CQBK
�FQ�FP�KLQ�BKLRDE�PFJMIV�QL�QBII�OB>ABOP�QL�AL�QEFP�LO�
QL�AL�QE>Q��4EBV�KBBA�>AAFQFLK>I�BUMI>K>QLOV�FKCLOJ>QFLK�
PR@E� >P� ELT� QEB� QEFKD� PELRIA� ILLH� ?BCLOB� >KA� >CQBO� QEB�
PQBM�� TEV� QEBV� PELRIA� @>OB� >?LRQ� ALFKD� QEFP� PQBM�� TE>Q�
JB@E>KF@>I�MOFK@FMIB�FP�?BEFKA�TE>Q�QEBV�>OB�ALFKD��BSBK�
JLOB� JF@OL�IBSBI� BUMI>K>QFLK� LC� QEB� PQBMcAFP@RPPFLK� LC�
QEB�PMB@FCF@�>@QFLKP�QE>Q�J>HB�RM�QEB�PQBM��7EBK�FK@IRAFKD�
PRMMIBJBKQ>OV� FKCLOJ>QFLK
� FQ� PELRIA� ?B� CLOJ>QQBA� >P� >�
d.LQBe� LO� d4FMe� PFJFI>OIV� QL� ELT� VLR� TLRIA� CLOJ>Q� >�
d.LQF@B�e�4EFP�QVMB�LC�PRMMIBJBKQ>OV�FKCLOJ>QFLK�ABOFSBP�
COLJ� d@O>CQ� HKLTIBADB�e� )K� @BOQ>FK� @FO@RJPQ>K@BP
�
BPMB@F>IIV� IBPP� CLOJ>I� FKPQOR@QFLKP
� FQ� FP� BSBK� >MMOLMOF>QB�
QL� FK@IRAB� MBOPLK>I� K>OO>QFSB� QL� EBIM� @LKSBV� VLRO� @O>CQ�
HKLTIBADB�;�<�

4EB�MOL?IBJ�TFQE�PRMMIBJBKQ>OV� AFP@RPPFLK
�ELTBSBO
�
FP� QE>Q� FQ� @>K� EFAB� QEB� >@QR>I� PQBM�� 9LR� T>KQ� QEB� >@QR>I�
PQBMcQEB�PMB@FCF@�>@QFLKP�QEB�OB>ABO�FP�QL�Q>HBcQL�PQ>KA�
LRQ��9LR�AL�KLQ�T>KQ�FQ�?ROFBA�FK�>�T>II�LC�TLOAP��4EBOB�
>OB�>Q�IB>PQ�QTL�QB@EKFNRBP�QL�>SLFA�QEFP�MOL?IBJ��VLR�@>K�
PMIFQ� QEB� FKPQOR@QFLK� COLJ� QEB� PRMMIBJBKQ>OV� FKCLOJ>QFLK�
FKQL�PBM>O>QB�M>O>DO>MEP��LO�VLR�@>K�?LIA�QEB�FKPQOR@QFLK��)K�
CFDROB��
�VLR�@>K�PBB�ELT�QEB�PRMMIBJBKQ>OV�AFP@RPPFLK�FP�
AFPQFKDRFPEBA�COLJ�QEB�J>FK�>@QFLK�LC�QEB�PQBM�QEOLRDE�QEB�
RPB�LC�?LIA�C>@B�QVMB��

�
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Figure 3: The main action of the steps above is bolded, while 
supplementary discussion is in regular font. Note also that the 
precautionary label really stands out in this sample. 

 -:3A-31�-:0�+>5@5:3�'@E81�

4EB� NRBPQFLKP� >?LRQ� d!RAFBK@Be� >KA� d#LKQBUQe� B>OFIBFO�
FK� QEFP� @E>MQBO� @>K� EBIM� DRFAB� VLR� FK� J>HFKD� BCCB@QFSB�
I>KDR>DB� @ELF@BP�� 4EB� CLIILTFKD� PR?PB@QFLKP� FK@IRAB�
BUMI>K>QFLKP�LC�@LJJLK� IFKDRFPQF@�CB>QROBP�LC�FKPQOR@QFLK�
J>KR>IP�>ILKD�TFQE�QFMP�CLO�TOFQFKD�@IB>OIV�>KA�@LK@FPBIV�FK�
QEFP�DBKOB��

�9<1>-@5B1�!;;0�

)KPQOR@QFLKP
� IFHB� @LJJ>KAP
� LCQBK� RPB� QEB� FJMBO>QFSB�
JLLA��4L�TOFQB�FK�QEFP�T>V
�>AAOBPP�QEB�>RAFBK@B�AFOB@QIV�
RPFKD� >@QFSB� SLF@B� >KA� PMB@FCF@� SBO?P�� )JMBO>QFSB� JLLA�
QVMF@>IIV� IB>SBP�LRQ�QEB�PR?GB@Q�	dVLRe
�>KA�MLPFQFLKP�QEB�
SBO?�CFOPQ��

4EB� T>V� VLR� >@QR>IIV� TOFQB� QEB� PQBMP
� PBKQBK@B� ?V�
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PBKQBK@B
�J>V�PBBJ�@LKQO>AF@QLOV�QL�TE>Q�MOBSFLRP�TOFQFKD�
@I>PPBP�E>SB�Q>RDEQ�VLR��(LTBSBO
�KLQF@B�ELT�MOLCBPPFLK>I�
FKPQOR@QFLKP� >OB� TOFQQBKcQEBV� RPB� QEB� FJMBO>QFSB�
	@LJJ>KA
� LO� AFOB@Q�>AAOBPP
� >KA� >� ILQ� LC� QEB� PB@LKA�
MBOPLK��4E>Q�FP�BKQFOBIV�>MMOLMOF>QB��9LR�T>KQ�QL�DBQ�VLRO�
OB>ABO�P� CRII� >QQBKQFLK�� &LO� QE>Q� OB>PLK
� FKPQOR@QFLK�PQVIB�
PBKQBK@BP� PLRKA� IFHB� QEBPB�� d0OBPP� QEB� 0>RPB� ?RQQLK� LK�
QEB�COLKQ�M>KBI�QL�PQLM�QEB�AFPMI>V�QBJMLO>OFIV��>KA��9LR�
PELRIA�?B�@>OBCRI�KLQ�QL������

7EF@E� LC� QEB� CLIILTFKD� MOLSFABP� QEB� @IB>OBPQ�
FKPQOR@QFLK>I�PQBM��

]� 0OBPP�QEB�OBA�?RQQLK�QL�?BDFK�MI>VFKD�QEB�D>JB�

]� 7EBK�QEB�OBA�?RQQLK�FP�MOBPPBA
�QEB�D>JB�TFII�
?BDFK�

]� 4EB�LMBO>QLO�PELRIA�MOBPP�QEB�?RQQLK�

4ELRDE�>�RPBO�@LRIA�MOL?>?IV�J>HB�PBKPB�LC�>KV�LC�QEBPB�
PBKQBK@BP
�QEB�CFOPQ�LKB�MOLSFABP�QEB�@IB>OBPQ�BUMI>K>QFLK�LC�
TE>Q�>@QFLK�QEB�RPBO�PELRIA�MBOCLOJBA�?B@>RPB�QEB�>@QFLK�FP�
QEB�CFOPQ�QEFKD�JBKQFLKBA��4EB�PB@LKA
�M>PPFSB�@LKPQOR@QFLK�
ALBP� KLQ� PMB@FCV� TEL� PELRIA� MOBPP� QEB� ?RQQLK�� 4EB� QEFOA�
BU>JMIB� OBCBOP� QL�>�S>DRB� PR?GB@Q
� QEB� dLMBO>QLO
e�TEF@E�
J>V�@LKCRPB�QEB�RPBO��

+ ;>0��4;5/1�

7EBK�TOFQFKD�FKPQOR@QFLKP
�>�@>OBCRI�@LKPFABO>QFLK�LC�TLOA�
@ELF@B�FP�FJMLOQ>KQ�?B@>RPB�FK�PLJB�@>PBP
�QEB�RPBOgP�P>CBQV�
FP�>Q�OFPH��!IT>VP�PQOFSB�CLO�@I>OFQV�>KA�@LK@FPFLK��4L�J>HB�
BCCB@QFSB� AB@FPFLKP� >?LRQ� TLOA� @ELF@B
� @LKPFABO� VLRO�
MOFJ>OV� >RAFBK@BgP� IBSBI� LC� BUMBOQFPB� >KA� @RIQRO>I�
?>@HDOLRKA��9LR�J>V�CFKA�FQ�KB@BPP>OV�QL��
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]� $BCFKB�@LJMIBU�QBOJP��

]� 3MBII�LRQ�>@OLKVJP�QEB�CFOPQ�QFJB�QEBV�>OB�
FKQOLAR@BA�	B�D�
�AFDFQ>I�PFKDIB�IBKP�OBCIBU�
@>JBO>
�$3,2
��

]� ! SLFA�RPFKD�PFJFIBP
�JBQ>MELOP
�PI>KD
�G>ODLK�
	RKIBPP�FQ�FP�ABCFKBA�FK�>�DILPP>OV
�LO�
PR?PQFQRQFLKP�QE>Q�J>V�@LKCRPB�RPBOP��+BBM�
QBOJFKLILDV�@LKPFPQBKQ��

]� 5PB�MI>FK�I>KDR>DB��)K�PLJB�@>PBP
�PBOFLRP�IBD>I�
@LKPBNRBK@BP�@>K�>OFPB�TEBK�>�PBQ�LC�
FKPQOR@QFLKP�FP�RK@IB>O��&LO�JLOB�LK�MI>FK�
I>KDR>DB
�PBB�QEB�TB?PFQB�MI>FKI>KDR>DB�DLS�
	EQQMP���TTT�MI>FKI>KDR>DB�DLS�FKABU�@CJ
��

]� )K@IRAB�QO>KPI>QFLKP�LC�QEB�FKPQOR@QFLKP�FKQL�
JRIQFMIB�I>KDR>DBP��

]� 5PB�?OFBC�>KA�FKCLOJ>QFSB�EB>AFKDP�>KA�
PR?EB>AFKDP��

�;:?5?@1:/E�-:0�$ ->-88185?9�

0>O>IIBI� PQOR@QROB
� LO� M>O>IIBIFPJ
� JB>KP� RPFKD� QEB� P>JB�
DO>JJ>QF@>I� PQOR@QROB� QL� MOBPBKQ� FKCLOJ>QFLK� LO� FAB>P��
0>O>IIBIFPJ� LCQBK� FJMOLSBP� OB>A>?FIFQV� >KA� >FAP�
@LKPFPQBK@V��

4EFP� KRJBOF@>I� IFPQ� LC� FKPQOR@QFLKP� @LKQ>FKP� >� PQBM� QE>Q�
?OB>HP� M>O>IIBI� PQOR@QROB�� 7EF@E� LC� QEBPB� PQBMP� PBBJP�
AFCCBOBKQ�COLJ�QEB�LQEBOP��

��� 2BJLSB�QEB�P@OBT�QL�LMBK�QEB�?>QQBOV�
@LJM>OQJBKQ��

��� )KPBOQ�?>QQBOFBP�?V�CLIILTFKD�QEB�FJ>DB�LK�QEB�
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?>QQBOV�@LJM>OQJBKQ��

��� .LT�VLR�J>V�@ILPB�QEB�@LJM>OQJBKQ
�>KA�P@OBT�
FQ�@ILPBA��

3QBM�QEOBB�?OB>HP�QEB�M>O>IIBI�PQOR@QROB�LC�QEB�IFPQ�?B@>RPB�FQ�
ALBP�KLQ�PQ>OQ�TFQE�>�AFOB@QFSB�SBO?��

$L�QEB�CLIILTFKD�EB>AFKDP�RPB�M>O>IIBI�PQOR@QROB��7EV�
LO�TEV�KLQ��

]� )KPQ>IIFKD�?>QQBOFBP�

]� 4ROKFKD�ABSF@B�LCC�LK�

]� (LT�QL�@E>ODB�VLRO�ABSF@B�

+BBM� VLRO� TLOA� @ELF@BP� >P� >@@RO>QB� >KA� @LKPFPQBKQ� >P�
MLPPF?IB��4EBOB�FP�KL�OB>PLK�QL�J>HB�VLRO�>RAFBK@B�TLKABO�
FC� dQROK
e� dQTFPQ
e� dP@OBT
e� >KA� dQFDEQBKe� JB>K� QEB� P>JB�
QEFKD�� )C� QEBV� AL� JB>K� QEB� P>JB� QEFKD
� AL� KLQ� FKQOLAR@B�
QEB�PVKLKVJ�PFJMIV�QL�S>OV�TLOA�@ELF@B��)C�QEBV�FKAF@>QB�
AFPQFK@Q� >@QFLKP�JLSBJBKQP
� FQ� J>V� ?B� EBIMCRI� QL� BUMI>FK�
QE>Q
�BFQEBO�FK�>�KLQB�LO�>�DILPP>OV��

�;:/8A?5;:?���8;?5:3�'1/@5;:?���<<1:05/1?�

!CQBO� >II� QEB� PQBMP� >OB� @LJMIBQBA
� VLR� JRPQ� PFDK>I� QEB�
@LJMIBQFLK�LC�QEB�Q>PH��%KA�QEB�FKPQOR@QFLKP�TFQE�MLPFQFSB�
@LJJBKQP� >?LRQ� QEB� MOLAR@Q� >KA�LO� QEB� MOL@BPP� QEB� RPBO�
GRPQ�@LJMIBQBA��#LKDO>QRI>QB�QEB�OB>ABO�LK�>�GL?�TBII�ALKB��
3LJBQFJBP� QEBOB� FP� >� MELKB� KRJ?BO� CLO� >� (BIM� ,FKB� FC�
CROQEBO�>PPFPQ>K@B�FP�KBBABA��9LR�JFDEQ�>IPL�ABP@OF?B�QEB�
CFKFPEBA�MOLAR@Q�LO�FKAF@>QB�LQEBO�Q>PHP�QEB�OB>ABO�J>V�KLT�
@LJMIBQB�TFQE�QEB�P>JB�PBQ�LC�PHFIIP�QEBV�RPBA�QL�@LJMIBQB�
QEB�MOL@BAROB��

4EB� ?BKBCFQP� @>K� >IPL� ?B� OBPQ>QBA� ?RQ� J>HB� PROB� KLQ�
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QL�RPB�QEB�BU>@Q�TLOAP�COLJ�QEB�FKQOLAR@QFLK��2B>ABOP�AL�
KLQ�IFHB�QL�OB>A�QEB�P>JB�BU>@Q�TLOAP�MEO>PBP�PBKQBK@BP�FK�
QEB� @LK@IRPFLK� >P� QEBV� AFA� FK� QEB� FKQOLAR@QFLK� ?B@>RPB� FQ�
CBBIP�IFHB�QEB�TOFQBO�T>P�QLL�I>WV�QL�>@QR>IIV�TLOH�LK�QEB�
AL@RJBKQ��

$BMBKAFKD� LK� QEB� Q>PH� @LJMIBQBA� FK� QEB� FKPQOR@QFLKP
�
VLR� PELRIA� FK@IRAB� >AAFQFLK>I� @ILPFKD� PB@QFLKP� >KA�LO�
>MMBKAF@BP�� &LO� BU>JMIB
� QEB� FKPQOR@QFLKP� JFDEQ� OBNRFOB�
QOLR?IB�PELLQFKD�>ASF@B
�COBNRBKQIV�>PHBA�NRBPQFLKP
�@IB>K�
RM�>KA�LO�J>FKQBK>K@B�FKCLOJ>QFLK
�MOLAR@Q�PMB@FCF@>QFLKP
�
LO�PLRO@BP�LC�>AAFQFLK>I�FKCLOJ>QFLK��2BCBOBK@BP�PELRIA�?B�
IFPQBA�>Q�QEB�BKA�>P�TBII��

�����> -<45/?�

0OL?>?IV�JLOB�PL�QE>K�FK�>KV�LQEBO�CLOJ�LC�TOFQFKD�	BU@BMQ�
J>V?B�@LJF@�?LLHP

�DO>MEF@P�>OB�@OR@F>I�QL�FKPQOR@QFLKP��
3LJBQFJBP
�TLOAP�PFJMIV�@>KKLQ�@IB>OIV�BUMI>FK�QEB�PQBM�
TFQELRQ�QEB�>PPFPQ>K@B�LC�FJ>DBP��)IIRPQO>QFLKP�>OB�@OFQF@>I�QL�
OB>ABOP��>?FIFQV�QL�SFPR>IFWB�TE>Q�QEBV�>OB�PRMMLPBA�QL�AL��
9LRO�OB>ABO�TFII�KBBA�DO>MEF@P�QL�OBCBO�QL�>KA�>@Q�>P�>�DRFAB�
QEOLRDE� QEB� MOL@BPP�� 2BJBJ?BO� QL� I>?BI� QEB� DO>MEF@P� >P�
&FDROB��
�&FDROB��
�>KA�PL�LK
�>KA�QEBK�QFQIB�B>@E�DO>MEF@�PL�
OB>ABOP�HKLT�TE>Q�QEBV�>OB�ILLHFKD�>Q��'O>MEF@P�@>K�KBSBO�
CRIIV�OBMI>@B�QBUQ
�>KA�QEBV�-534�?B�OBCBOOBA�QL�TFQEFK�QEB�
PQBM�?V�PQBM�M>OQ�LC�QEB�FKPQOR@QFLKP
�B�D�
�d4FDEQBK�QEB�?LIQ�
IL@>QBA�QL�QEB�IBCQ�LC�QEB�J>FK�PERQLCC�S>ISB�	PBB�&FD���
�?V�
QROKFKD�QEB�PL@HBQ�TOBK@E�@IL@HTFPB�e�

)K�>�QB@EKF@>I�TOFQFKD�@LROPB
�FKPQOR@QFLKP�RPR>IIV�OBNRFOB�
VLR� QL� FK@IRAB� FIIRPQO>QFLKP� LO� LQEBO� HFKAP� LC�
DO>MEF@PcTE>QBSBO� TLRIA� KLOJ>IIV� ?B� RPBA� FK� QEB�
FKPQOR@QFLKP�� 4EB� MOL?IBJ� LC� @LROPB� J>V� ?B� QE>Q� VLR� AL�
KLQ� E>SB� >@@BPP� QL� DO>MEF@P� QE>Q� TLRIA� ?B� PRFQ>?IB� CLO�
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VLRO�M>OQF@RI>O�FKPQOR@QFLKP
�>KA�QE>Q�VLR�AL�KLQ�CBBI�TFIAIV�
@LKCFABKQ� FK� VLRO� >OQFPQF@� >?FIFQFBP�� 4EBOB� >OB� T>VP� QL�
LSBO@LJB�QEBPB�MOL?IBJP��4>HB�>�ILLH�>Q�QEBPB�PRDDBPQFLKP�
>?LRQ� DO>MEF@P� 	EQQMP���TTT�MOFPJKBQ�@LJ�YE@BUOBP�
QBUQ?LLH�DO>MEF@P�EQJI
��9 LR�TFII�PBB�KLQ�LKIV�PRDDBPQFLKP�
CLO�@OB>QFKD�DO>MEF@P
�?RQ�>IPL�OBNRFOBJBKQP�LK�QEBFO�CLOJ>Q��
	3BB�@E>MQBO� �� CLO� JLOB� FKCLOJ>QFLK� LK� DO>MEF@P� >KA�
ABPFDK�
�

'FSBK�QEB�R?FNRFQV�LC�PJ>OQ�MELKBP
�>KA�QEB�FK@OB>PFKD�
NR>IFQV� LC� QEB� @>JBO>P� QEBV� FK@IRAB
� FQ� PELRIA� ?B� KL�
MOL?IBJ� QL� MOLAR@B� EFDE� NR>IFQV� DO>MEF@P� CLO� VLRO�
FKPQOR@QFLKP� CLO� >� @I>PP� MOLGB@Q�� )C� VLR� >OB� @OB>QFKD�
FKPQOR@QFLKP� >P� M>OQ� LC� VLRO� GL?
� VLR� J>V� KBBA� QL� EFOB�
>� MOLCBPPFLK>I� MELQLDO>MEBO� LO� FIIRPQO>QLO
� >KA�LO� OBIV� LK�
AO>TFKDP�?V�BKDFKBBOP�� )K�>KV�@>PB
�FQ�FP�@OR@F>I�QE>Q�VLR�
AL�KLQ�PFJMIV�@LMV�>KA�M>PQB�FJ>DBP�COLJ�FKQBOKBQ�PB>O@E��
	3BB�@E>MQBOP���>KA����CLO�QEB�BQEF@>I�MO>@QF@BP�OBD>OAFKD�
QEB�RPB�LC�DO>MEF@P�
�

�����1?53:�

$L@RJBKQ� ABPFDK� OBCBOP� QL� QEB� T>V� FKCLOJ>QFLK� FP�
LOD>KFWBA�>KA�MOBPBKQBA��"B@>RPB�SFPR>I�BIBJBKQP�OBNRFOB�
IBPP� QFJB� QL� MOL@BPP
� RPBOP� TFII� QVMF@>IIV� KLQF@Bc>KA�
OBPMLKA� QLcNR>IFQV� LC� ABPFDK� ?BCLOB� NR>IFQV� LC� @LKQBKQ��
-FKFJ>IIV
�ABPFDK�FK@IRABP�J>HFKD�@ELF@BP�>?LRQ� I>VLRQ
�
LOABO�LC�FKCLOJ>QFLK
�CLKQ�PFWB
�QVMBC>@B
�EB>AFKDP
�@LILO
�
>KA� TEFQB� PM>@B�� $BPFDK� BIBJBKQP� PELRIA� DRFAB� QEB� RPBO�
QEOLRDE�QEB�FKPQOR@QFLKP�PJLLQEIV��4EFP�JB>KP�J>HFKD�QEB�
AL@RJBKQ�P@>KK>?IB��>�P@>KK>?IB�AL@RJBKQ�>IILTP�RPBOP�QL�
K>SFD>QB�QEOLRDE�QEB�@LKQBKQ�QL�IL@>QB�PMB@FCF@�FKCLOJ>QFLK��
!P�TFQE�>KV�AL@RJBKQ
�AB@FPFLKP�OBD>OAFKD�ABPFDK�PELRIA�
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@LKPFABO� QEB� >RAFBK@B
� MROMLPB
� >KA� LSBO>II� B>PB� LC� RPB��
	3BB�@E>MQBO���CLO�JLOB�FKCLOJ>QFLK�LK�AL@RJBKQ�ABPFDK�
�

�;:?5?@1:/E �&1<1@5@5;:�

5PFKD� ABPFDK� BIBJBKQP� FK� >� RKFCLOJ� T>V� QEOLRDELRQ� QEB�
BKQFOB� AL@RJBKQ� DRFABP� RPBOP� ?V� DFSFKD� QEBJ� >� PBKPB� LC�
TE>Q� QL� BUMB@Q� 	B�D�
� QEB� P>JB� QVMBC>@B� >KA� PFWB� CLO� >II�
EB>AFKDP��QEB�P>JB�I>VLRQ�COLJ�M>DB�QL�M>DB
��

�;:@> -?@�

5PB� ABPFDK� BIBJBKQP� QL� EFDEIFDEQ� PMB@FCF@� FKCLOJ>QFLK� LO�
CB>QROBP� LC� QEB� FKPQOR@QFLKP� 	B�D�
� @>MFQ>IFWFKD� >� TLOA� CLO�
BJME>PFP�� MI>@FKD� >� ?LU� LO� ?LOABO� >OLRKA� >K� FQBJ��
@E>KDFKD� @LILOP� CLO� BJME>PFP
�� #LKQO>PQ� FP� MOFJ>OFIV�
BCCB@QFSB� TEBK� >� AL@RJBKQ� RPBP� @LKPFPQBK@V� LSBO>II�� )C�
QEBOB�FP�>�I>@H�LC�@LKPFPQBK@V
�FQ�FP�JLOB�AFCCF@RIQ�QL�@OB>QB�
@LKQO>PQ��

�853:91:@�

/OD>KFWFKD�FQBJP�LK�>�M>DB�TFQE�ELOFWLKQ>I�>KA�LO�SBOQF@>I�
>IFDKJBKQ� @OB>QBP� EFBO>O@EV� >KA� PQOR@QROB
� >KA� @>K� EBIM�
>@EFBSB�?>I>K@B
�@LKQO>PQ
�LO�@LKPFPQBK@V��

�-8-:/1�

$FPQOF?RQB�FQBJP�BSBKIV�>@OLPP�>�DFSBK�PM>@B��4L�>@EFBSB�
QEFP
� B>@E� FQBJgP� TBFDEQ��QE>Q� FP
� QEB� QBKABK@V� LC� QEB� BVB�
QL� DO>SFQ>QB� QLT>OA� >K� FQBJ��PELRIA� ?B� @LKPFABOBA�� &LO�
BU>JMIB
�PFK@B�>K�FJ>DB�TBFDEP�JLOB�QE>K�QBUQ
�AB@FPFLKP�
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>?LRQ� FJ>DB� MI>@BJBKQ� PELRIA� @LKPFABO� ELT� QL� ?>I>K@B�
FQP� TBFDEQ� >D>FKPQ� LQEBO� FQBJP� FK� LOABO� QL� MOBSBKQ� SFPR>I�
@LKCRPFLK��

+45@1�'<-/1�

5PB� TEFQB� PM>@B� QL� @OB>QB� >� MOLCBPPFLK>I
� ?>I>K@BA�
AL@RJBKQ�� 2>QEBO� QE>K� FKAF@>QFKD� QEB� @LILO� LC� QEB� PM>@B
�
QEFP�ABPFDK�BIBJBKQ�OBCBOP�QL�>K�>?PBK@B�LC�FJ>DBP�>KA�QBUQ��
7EFQB� PM>@B� EBIMP� AFPQFKDRFPE� ?BQTBBK� FKAFSFAR>I� FQBJP�
>KA� DOLRMP� LC� FQBJP� 	F�B�
� PB@QFLKP� LC� QEB� J>KR>I
� >KA�
J>HBP�P@>KKFKD�AL@RJBKQP�B>PFBO��

�>;A<5:3�$>; D595@E�

0I>@B�OBI>QBA�FJ>DBP�LO�@LKQBKQ�@ILPB�QL�LKB�>KLQEBO��&LO�
BU>JMIB
� DOLRMFKD� QLDBQEBO� FJ>DBP� LC� >II� QEB� J>QBOF>IP�
KBBABA�QL�@LJMIBQB�QEB�DFSBK�Q>PH��

�;8;>�

3BIB@Q� @LILOP� QL� @OB>QB� @LKQO>PQ� >KA� BJME>PFP
� QL� DRFAB�
OB>ABOP� >@OLPP� PM>@B
� >KA� QL� ABPFDK� >� SFPR>IIV� MIB>PFKD�
AL@RJBKQ�� 9LR� PELRIA� @LKPFABO� QEB� AL@RJBKQ� LSBO>II� FK�
LOABO�QL�@OB>QB�>�@LKPFPQBKQ�@LILO�P@EBJB��&LO�BU>JMIB
�FC�
VLR�T>KQ�QL�RPB�?IRB�FK�VLRO�AL@RJBKQ
�VLR�TFII�T>KQ�QL�
BKPROB�QE>Q�FQ�FP�RPBA�@LKPFPQBKQIV�>KA�@LJMIBJBKQP�LQEBO�
AL@RJBKQ� @LILOP��� 4EFP� FP� M>OQF@RI>OIV� FJMLOQ>KQ� TEBK�
FKQBDO>QFKD�@LILO�DO>MEF@P�>KA�LO�FJ>DBP��
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)K�VLRO�FKPQOR@QFLKP
�J>HB�DLLA�RPB�LC�EB>AFKDP��.LOJ>IIV
�
VLR�T>KQ�EB>AFKDP�CLO�>KV�?>@HDOLRKA�PB@QFLK�VLR�JFDEQ�
E>SB
� QEB� BNRFMJBKQ� >KA� PRMMIFBP� PB@QFLK
� >� DBKBO>I�
EB>AFKD�CLO�QEB�>@QR>I�FKPQOR@QFLKP�PB@QFLK
�>KA�PR?EB>AFKDP�
CLO�QEB�FKAFSFAR>I�Q>PHP�LO�ME>PBP�TFQEFK�QE>Q�PB@QFLK��4>HB�
>�ILLH�>Q�QEB�BU>JMIBP�>Q�QEB�?BDFKKFKD�LC�QEFP�@E>MQBO��3BB�
EB>AFKDP� 	EQQMP���TTT�MOFPJKBQ�@LJ�YE@BUOBP�QBUQ?LLH�
EB>AFKDP�EQJI
�CLO�@LJJLK�OBNRFOBJBKQP��

 5?@?�

3FJFI>OIV
� FKPQOR@QFLKP� QVMF@>IIV� J>HB� EB>SV� RPB� LC� IFPQP
�
M>OQF@RI>OIV�KRJ?BOBA�SBOQF@>I�IFPQP�CLO�QEB�>@QR>I�PQBM�?V�
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MOL@BAROB� QL� C>FI
� FKGROB� QEBJPBISBP� LO� LQEBOPcBSBK�
PBOFLRPIV�LO�C>Q>IIV��#LJM>KFBP�E>SB�?BBK�PRBA�CLO�JFPPFKD
�
MLLOIV� TOFQQBK
� >KA� LRQ�LC�MI>@B� T>OKFKDP�� &FDROB� ��
MOLSFABP�>K�BU>JMIB�LC�>�@IB>O�MOB@>RQFLK>OV�PQ>QBJBKQ��

�

Figure 4: The precautionary statement stands out and comes 
before any steps are taken. The warning is placed at the beginning, 
before any of the steps, because missing the warning could result 
in material damage or bodily harm. 
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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. 

�
!IPL
� OBJBJ?BO� IBD>I� >KA� BQEF@>I� L?IFD>QFLKP�� )Q� FP� QEB�
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� QEBOB� FP� >� OFPH� LC�
P@>OFKD�QEB�RPBO��!IQBOK>QFSBIV
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�T>OKFKDP
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0OB@>RQFLK>OV� 3Q>QBJBKQP
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>P�QEB�LKB�QL�@LJMIBQB�>�CRQROB�MOLGB@Q��

)K� >� QB@EKF@>I� TOFQFKD� @LROPB
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QL� FJMOLSB� >� @BOQ>FK� >PMB@Q� LC� >� @LJM>KV
� LOD>KFW>QFLK
�
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�LO�LQEBO�?RPFKBPP��)Q�FP�TOFQQBK�QL�>�PMB@FCF@
�HKLTK�
OB>ABO
�TEL�E>P�QEB�MLTBO�QL�>MMOLSB�LO�ABKV�VLRO�MOLGB@Q��
!� DLLA� MOLMLP>I� LCQBK� IB>AP� QL� @LKAR@QFKD� OBPB>O@E� >KA�
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TOFQFKD��4LMF@P�QE>Q�>OB�?>PBA�LK�S>IRBP�>KA�?BIFBCP�AL�KLQ�
C>II�FKQL�QEB�@>QBDLOV�LC�technical�� (FPQLOF@>I�>KA� IFQBO>OV�
QLMF@P�AL�KLQ�NR>IFCV��&LO�BU>JMIB
�>�MOLMLP>I�LK�QEB�QLMF@�
dGone with the Wind�FP�QEB�?BPQ�?LLH�BSBO�TOFQQBKe�TLRIA�
KLQ� ?B� >MMOLMOF>QB
� >P� VLR� @>KKLQ� MOLSB� >KA� SBOFCV� >K�
LMFKFLKcBSBOVLKB� E>P� QEBFO� LTK� Q>PQB�� (LTBSBO
� VLR�
@LRIA� TOFQB� >� MOLMLP>I� QL� OBPB>O@E� QEB� CB>PF?FIFQV� LC�
AB@I>OFKD�Gone with the Wind� QEB� dLCCF@F>I� KLSBIe� LC�
!QI>KQ>
�'BLODF>��

����( E<1?�;2�$>;<;?-8?�

#LKPFABO� QEB� PFQR>QFLKP� FK� TEF@E� MOLMLP>IP� L@@RO�� !�
@LJM>KV�J>V�PBKA�LRQ�>�MR?IF@�>KKLRK@BJBKQ�OBNRBPQFKD�
MOLMLP>IP� CLO� >� PMB@FCF@� MOLGB@Q�� 4EFP� MR?IF@�
>KKLRK@BJBKQc@>IIBA� >� OBNRBPQ� CLO� MOLMLP>IP�
	2&0
c@LRIA� ?B� FPPRBA� QEOLRDE� TB?PFQBP
� BJ>FIP
� PL@F>I�
JBAF>
�KBTPM>MBOP
�LO�QO>AB�GLROK>IP��&FOJP�LO�FKAFSFAR>IP�
FKQBOBPQBA� FK� QEB� MOLGB@Q� TLRIA� QEBK� TOFQB� MOLMLP>IP� FK�
TEF@E� QEBV� PRJJ>OFWB� QEBFO� NR>IFCF@>QFLKP
� MOLGB@Q�
P@EBARIBP� >KA� @LPQP
� >KA� AFP@RPP� QEBFO� >MMOL>@E� QL� QEB�
MOLGB@Q�� 4EB� OB@FMFBKQ� LC� >II� QEBPB� MOLMLP>IP� TLRIA� QEBK�
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BS>IR>QB�QEBJ
�PBIB@Q�QEB�?BPQ�@>KAFA>QB�?>PBA�LK�QEB�MI>K�
TEF@E�?BPQ�PRFQP�QEB�@LJM>KVgP�KBBAP
�>KA�QEBK�TLOH�RM�>�
@LKQO>@Q��

"RQ�MOLMLP>IP�@>K�>IPL�?B�IBPP�CLOJ>I��)J>DFKB�QE>Q�VLR�
>OB� FKQBOBPQBA� FK� ALFKD� >� MOLGB@Q� >Q� TLOH� 	CLO� BU>JMIB
�
FKSBPQFD>QFKD�QEB�JBOFQP�LC�?OFKDFKD�FK�KBT�QB@EKLILDV�QL�
FK@OB>PB�MOLAR@QFSFQV
��9LR�JBQ�TFQE�VLRO�PRMBOSFPLO�>KA�
QOFBA�QL�@LKSFK@B�EBO�LC�QEFP��3EB�JFDEQ�OBPMLKA�?V�P>VFKD
�
d7 OFQB� JB� >� MOLMLP>I� >KA� )gII� MOBPBKQ� FQ� QL� RMMBO�
J>K>DBJBKQ�e�4EFP�FP�JLOB�IFHB�QEB�HFKA�LC�MOLMLP>I�VLR�
TFII�TOFQB�FK�>�QB@EKF@>I�TOFQFKD�@LROPB��

4EBOB�>OB�PBSBO>I�>PMB@QP�LC�QEB�MOLMLP>I�QE>Q�VLR�KBBA�
QL�ABQBOJFKB�?BCLOB�AO>CQFKD��)ABKQFCVFKD�QEBPB�C>@QLOP�>OB�
SFQ>I� QL� @OB>QFKD� >� MOLMLP>I� TEF@E� TFII� ?B�
>@@BMQBAcTEBQEBO�QEB�MOLMLP>I�FP�TOFQQBK�CLO�internal LO�
external readers
� QEB� MOLMLP>I� FP�solicited LO�unsolicited
�
>KA�FC�QEB�PLIRQFLK�FP�known LO�unknown. 

�

Figure 1: Types of Proposals 
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�
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MOLMLP>I
�FQ�FP�@LKPFABOBA�PLIF@FQBA��4EB�
PLIF@FQ>QFLK�J>V�@LJB�FK�QEB�CLOJ�LC�>�AFOB@Q�
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�?RQ�KLOJ>IIV�
PLIF@FQ>QFLKP�>OB�FKAFOB@Q
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>KA�CLOJ>IIV�MR?IFPEBA�CLO�BSBOVLKB�QL�PBB��!�
OBNRBPQ�CLO�MOLMLP>I�	2&0

�OBNRBPQ�CLO�NRLQ>QFLK�
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�>KA�FKSFQ>QFLK�CLO�?FA�	)&"
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0OLMLP>IP� @>K� >IPL� ?B� PLIF@FQBA� LK� >� IL@>I� IBSBI�� &LO�
BU>JMIB
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QE>Q�LCCBOBA�QL�AL�>�CLOJ>I�PQRAV�LC�QEB�FAB>��
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�
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PB@QFLKP� JRPQ� ?B� FK� BSBOV� MOLMLP>I� VLR� TOFQB
� KLO� QE>Q�
QEBV�E>SB�QL�?B�FK�QEB�LOABO�QEBV�>OB� IFPQBA��2BCBO�QL�QEB�
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Figure 2: Common Proposal Sections 

0I>K�QEB�FKQOLAR@QFLK�QL�VLRO�MOLMLP>I�@>OBCRIIV��->HB�PROB�
FQ�ALBP�>II�LC�QEB�CLIILTFKD�QEFKDP� 	?RQ�KLQ�KB@BPP>OFIV�FK�
QEFP�LOABO
�QE>Q�>MMIV�QL�VLRO�M>OQF@RI>O�MOLMLP>I��>
�Define 
the subject��->HB�FQ�@IB>O�QL�QEB�OB>ABO�TE>Q�QEB�QLMF@�TFII�
?B��?
�State the purpose and main point LC�QEB�AL@RJBKQ��
"B� @IB>O� >KA� @LK@FPB� >?LRQ� TEV� VLR� TOLQB� QEB� MOLMLP>I�
>KA�TE>Q�>@QFLK�VLR�T>KQ�QEB�OB>ABO�QL�Q>HB��@
�Stress the 
importance LC�PQRAVFKD�QEFP�MOL?IBJ�LO�FJMIBJBKQFKD�VLRO�
PLIRQFLK��A
�$BSBILM�>Q�IB>PQ�one brief motivating statement 
QE>Q�TFII�BK@LRO>DB�QEB�OB@FMFBKQ�QL�OB>A�LK�>KA�QL�@LKPFABO�
>MMOLSFKD�QEB�MOLGB@Q�	BPMB@F>IIV�FC�FQ�FP�>K�RKPLIF@FQBA�LO�
@LJMBQFQFSB�MOLMLP>I
���B
�forecast the organization�LC�QEB�
MOLMLP>I�� 'FSB� >K� LSBOSFBT� LC� QEB� @LKQBKQP� FK� QEB�
AL@RJBKQ��
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/CQBK� L@@ROOFKD� GRPQ� >CQBO� QEB� FKQOLAR@QFLK
� QEFP� PB@QFLK�
AFP@RPPBP�TE>Q�E>P�?OLRDEQ�>?LRQ�QEB�KBBA�CLO�QEB�MOLGB@Qc�
FQ�FKQOLAR@BP
�QEBK�PQ>QBP�>KA�AFP@RPPBP�QEB�MOL?IBJcTE>Q�
MOL?IBJ
� TE>Q� LMMLOQRKFQV� BUFPQP� CLO� FJMOLSFKD� QEFKDP
�
TE>Q�QEB�?>PF@�PFQR>QFLK�FP��)Q�FP�EBIMCRI�QL�@LSBO�QEB���7gP�
LC� QEB� MOL?IBJ� 	who, what, where, when
� >KA�why
�� &LO�
BU>JMIB
�J>K>DBJBKQ�LC�>�@E>FK�LC�A>V�@>OB�@BKQBOP�J>V�
KBBA�QL�BKPROB�QE>Q�>II�BJMILVBBP�HKLT�#02�?B@>RPB�LC�
KBT�PQ>QB�J>KA>QB��9LR�TLRIA�BUMI>FK�QEB�J>KA>QB
�QE>Q�>II�
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Technical and Professional Writing Genres   283



�-/73>;A:0�;2�@41�$>;.819�
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FKCLOJ>QFLK�>P�M>OQ�LC�QEB�ABP@OFMQFLK�LC�QEB�MOL?IBJ
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� FC�
QEB�MOLMLP>I�FP�RKPLIF@FQBA
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>AAFQFLK>I�MBOPR>PFSB�BIBJBKQ��FQ�PELTP�QEB�>RAFBK@B�VLR�
E>SB� >� PLRKA
� QELRDEQCRI� >MMOL>@E� QL� QEB� MOLGB@Q�� !IPL
�
FQ� PBOSBP� QL� ABJLKPQO>QB� QE>Q� VLR� E>SB� QEB� HKLTIBADB� LC�
QEB�CFBIA�QL�@LJMIBQB�FQ��/CQBK
�QEB�JBQELA�>KA�MOL@BAROB�
PB@QFLK�?BDFKP�TFQE�PBSBO>I
�Q>KDF?IV�PQ>QBA�OBPB>O@E�DL>IP�
?BCLOB�?BFKD�AFSFABA�FKQL�QEOBB�LO�JLOB�FKAFSFAR>I�phases��
&LO�BU>JMIB
�VLR�JFDEQ�PQ>QB�QE>Q�VLR�T>KQ�QL�d@LJM>OB�
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dFKQBOSFBT�>Q� IB>PQ�QTL�MOLCBPPFLK>I�BUMBOQP�FK�QEB�CFBIA�e�
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Figure 3: Project-Specific Sections Which May Appear in Your 
Proposal 

Audience/Client Analysis 

$BP@OF?B�QEB�>RAFBK@B�LC�QEB�CFK>I�OB@LJJBKA>QFLK�OBMLOQ�
	TEF@E�J>V�?B�AFCCBOBKQ�QE>K�QEB�>RAFBK@B�CLO�QEB�MOLMLP>I
�
BPMB@F>IIV� FC� QEB� MOLMLP>I� FP� >K�internal document 
;OBNRBPQFKD�QFJB�>KA�MBOJFPPFLK�COLJ�PLJBLKB�TFQEFK�QEB�
LOD>KFW>QFLK<�?RQ�QEB�CFK>I�OBMLOQ�FP�>K�external document
;QEB� OB@LJJBKA>QFLK� @>K� LKIV� ?B� MRQ� FKQL� >@QFLK� ?V�
PLJBLKB�LRQPFAB�QEB�>RQELOgP�LOD>KFW>QFLK<
��9LR�J>V�KBBA�
QL� AFP@RPP� CLO� TELJ� QEB� OBMLOQ� FP� ABPFDKBA
� QEBFO� QFQIBP�
>KA� GL?P
� QEBFO� QB@EKF@>I� ?>@HDOLRKA
� >KA� QEBFO� >?FIFQV� QL�
RKABOPQ>KA�QEB�OBMLOQ��

';8A@5;:�

)C� VLR� >OB� TOFQFKD� >� HKLTK�PLIRQFLK� MOLMLP>I
� VLR� J>V�
T>KQ�QL�FK@IRAB�>�PB@QFLK�TEF@E�CL@RPBP�LK�VLRO�PLIRQFLK��
4L�@OB>QB�QEFP�PB@QFLK
�VLR�TFII�KBBA�QL�AL�PLJB�OBPB>O@E�
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TFII� KLQ�present� QEB� PLIRQFLK� QL� VLRO� MOL?IBJ�� (LTBSBO
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�1?/>5<@5;:�;2�@41�$>;<;?10�+;>7��&1?A8@?�;2�@41�
$>;61/@��

->KV� MOLMLP>IP� ABP@OF?B� QEB� CFKFPEBA� MOLAR@Q� LC� QEB�
MOLMLPBA�MOLGB@Q��)K�>�QB@EKF@>I�TOFQFKD�@LROPB
�QEFP�JB>KP�
ABP@OF?FKD� QEB� TOFQQBK� AL@RJBKQ� VLR� MOLMLPB� QL� TOFQB�
	>�H�>��OB@LJJBKA>QFLK�OBMLOQ
�>P�TBII�>P�FQP�>RAFBK@B�>KA�
MROMLPB��MOLSFAFKD�>K�LRQIFKB
�>KA�AFP@RPPFKD�FQBJP�PR@E�
>P� IBKDQE
� RPB� LC� DO>MEF@P
� ?FKAFKD
� >KA� PL� CLOQE�� )K� QEFP�
P@BK>OFL
� QEBOB� J>V� ?B� LQEBO� TLOH� PR@E� >P� @LKAR@QFKD�
QO>FKFKD�PBJFK>OP�LO�MOLSFAFKD�>K�LKDLFKD�PBOSF@B��!Q�QEFP�
B>OIV� PQ>DB
� VLR� JFDEQ� KLQ� HKLT� >II� QE>Q� FQ� TFII� Q>HB� QL�
@LJMIBQB�VLRO�MOLGB@Q
�?RQ�VLR�PELRIA�>Q�IB>PQ�E>SB�>K�FAB>�
LC�PLJB�LC�QEB�PQBMP�OBNRFOBA��
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&1?1->/4�

0OLSFAB� OBPB>O@E� LK� VLRO� QLMF@�� 9LRO� PLRO@BP� PELRIA� ?B�
@ROOBKQ
�TFQEFK�QEB�I>PQ�QTL�	�
�LO�QEOBB�	�
�VB>OP�FC�MLPPF?IB��
)Q� J>V� ?B� EBIMCRI� QL� CL@RP� LK� OBPB>O@E� GLROK>IP� LO�
KBTPM>MBOP� CLO� MR?IFPEBA� >OQF@IBP
� MR?IFPEBA� FKQBOSFBTP
�
MR?IFPEBA�PMBB@EBP
�BQ@��CLO�QLMF@P�TEF@E�KBBA�QEBK�KBTBPQ�
PQ>QFPQF@P�>KA�FKCLOJ>QFLK��9LR�TFII�KBBA�>Q� IB>PQ�QEOBB�LO�
CLRO�AL@RJBKQP�QE>Q�>AAOBPP�>�MOL?IBJ�PFJFI>O�QL�QEB�LKB�
VLR�E>SB�@ELPBK�� !IQELRDE�VLR�TFII�KLQ�CFKA�VLRO�BU>@Q�
PFQR>QFLK�MOL?IBJ
�VLR�TFII�CFKA�AL@RJBKQP�>?LRQ�PFJFI>O�
MOL?IBJP�� 4EBPB� AL@RJBKQP� PELRIA� E>SB� PFJFI>O�
MLMRI>QFLKP
�BKSFOLKJBKQP
�TLOHCLO@BP
�BQ@��&LO�BU>JMIB
�
FC� VLR� MOLMLPB� QL� FJMIBJBKQ� >� PERQQIB� ?RP� PBOSF@B� COLJ�
QEB�M>OHFKD�ILQ�QL�VLRO�TLOH�MI>@B�CLO�BCCF@FBK@V
�VLR�J>V�
CFKA� AL@RJBKQP� COLJ� LQEBO� TLOHMI>@BP
� TFQE� PFJFI>O�
@FO@RJPQ>K@BP
� TEF@E� BUMBOFBK@BA� PFJFI>O� MOL?IBJP� >KA�
PLISBA� QEBJ� ?V� MOLSFAFKD� PERQQIB� ?RP� PBOSF@BP�� 4EB�
OBPB>O@E�TFII�MOLSFAB�VLR�TFQE�FKCLOJ>QFLK�QE>Q�S>IFA>QBP�
VLRO� QLMF@� >P� >� MOL?IBJ� >KA� VLRO� PLIRQFLK
� >P� TBII� >P�
S>IFA>QFKD� VLRO� MOLMLPBA� FJMIBJBKQ>QFLK
� JBQELAP� LC�
LMBO>QFLK
�@LPQP
�>KA�?BKBCFQP�>P�@OBAF?IB��

�9<8191:@-@5;:�

)K�HKLTK�PLIRQFLK�MOLMLP>IP
�VLR�J>V�ABP@OF?B�TEBK
�TEV
�
>KA�ELT�QEB�PLIRQFLK�TFII�?B�RPBA�CLO�QEB�CFOPQ�QFJB��4EFP�
FP�PFJFI>O�QL�QEB�-BQELAP�LC�LMBO>QFLK�PB@QFLK��ELTBSBO
�FQ�
CL@RPBP�LK�>�QOF>I�MBOFLA�QL�PBB�FC�QEB�PLIRQFLK�FP�CB>PF?IB�>P�
MI>KKBA��4ERP
�VLR�TFII�MF@H�>�QFJB�QE>Q�ALBP�KLQ�FJM>@Q�
QEB� KLOJ>I� LMBO>QFLK� LC� BUFPQFKD� MOLDO>JP�M>QQBOKP� LC�
LMBO>QFLK�BQ@��)K�>AAFQFLK
�ABP@OF?B�QEB�ILDF@P��QEB�IL@>QFLK
�
TEL�TFII�?B�FKSLISBA
�@LPQP
�TE>Q�FP�BUMB@QBA�QL�E>MMBK
�

290   Michael Beilfuss, Staci Bettes, and Katrina Peterson



QEB�A>QB�>KA�QFJB
�QEB�ARO>QFLK
�>KA�PL�LK��%UMI>FK�TEV�VLR�
@ELPB�QEFP�QFJB�CLO�FJMIBJBKQFKD�QEB�PLIRQFLK��)ABKQFCV�ELT�
VLR�TFII�L?PBOSB�>KA�OB@LOA�QEB�MOLDOBPP�AROFKD�QEFP�QOF>I��

( 1-9�!-:-3191:@�

)C� TLOHFKD� FK� QB>JP
� QEFP� PB@QFLK� >AAOBPPBP� CLRO� J>FK�
MLFKQP��>
�When, where
�>KA�how frequently�TFII�VLRO�DOLRM�
JBBQ� QL� AFP@RPP� QEB� LKDLFKD� MOLDOBPP� LC� QEB� MOLGB@Q�� ?
�
7EBK� KLQ� JBBQFKD� FK� MBOPLK
� TE>Q� JBQELAP� >KA�
QB@EKLILDFBP�TFII�QEB�DOLRM�RPB�QL�@LJJRKF@>QB�TFQE�LKB�
>KLQEBO��@
�(LT�TFII�@LKCIF@QP�?BQTBBK�DOLRM�JBJ?BOP�?B�
OBPLISBA�� A
� 7E>Q� OLIBP� TFII� VLRO� DOLRM� JBJ?BOP� PBOSB�
FK�QEB�DOLRM�PQOR@QROB��	3BB�@E>MQBO����CLO�FKCLOJ>QFLK�LK�
QB>J�OLIBP�>KA�J>K>DBJBKQ
�

&5?7�!-:-3191:@�

4EFP� PB@QFLK� IFPQP� MLPPF?IB� FPPRBP� QE>Q� @LRIA� L@@RO� AROFKD�
QEB�FJMIBJBKQ>QFLK�LC�VLRO�MOLMLP>I�MI>K
�TFQE�JB>KP�QL�
LSBO@LJB� QEBPB� FPPRBP�� )KCLOJ>QFLK� TFII� FK@IRAB� MLPPF?IB�
OL>A?IL@HP� >KA� TE>Q� VLR� TFII� AL� QL� LSBO@LJB� QEBPB�
PBQ?>@HP�� 4EBPB� @>K� ?B� QB@EKF@>I� EROAIBP
� OBPB>O@E�?>PBA�
FPPRBP
� P@EBARIFKD� L?PQ>@IBP
� ?RADBQ>OV� IFJFQP
� LO� BSBK�
MOL?IBJP�FJMIBJBKQFKD�VLRO�PLIRQFLK��

 13-8��8-A?1?�

�3LJB� MOLMLP>IP� FK@IRAB� IBD>I� @I>RPBP� TEF@E� LRQIFKB� >KV�
IBD>I� LO� @LKQO>@QR>I� >DOBBJBKQP� J>AB� CLO� QEB� MOLGB@Q�� )K�
QEB� TLOHCLO@B
� >DOBBJBKQP� >OB� LCQBK� J>AB� ?>PBA� LK�
MBOCLOJ>K@B
� JBBQFKD� AB>AIFKBP
� >KA�LO� NR>IFQV� LC� TLOH
�
TEF@E�@>K�>CCB@Q�M>VJBKQ�LO�FK@RO�CBBP��!AAFQFLK>IIV
�VLRO�
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@LJM>KV�J>V�E>SB�?LFIBOMI>QB�IBD>I�@I>RPBP�QL�>@@LJM>KV�
>II�TOFQQBK�AL@RJBKQP��4EBPB�>OB�@LJJLK�FK�J>KV�MOFS>QB�
FKARPQOFBP�>KA�DLSBOKJBKQ>I�ABM>OQJBKQP��

��<<1:05/1?�

!MMBKAF@BP� @LKQ>FK� >KV� FKCLOJ>QFLK� QE>Q� J>V� ?B�
FKQBOBPQFKD� QL� QEB� OB>ABO
� ?RQ� TEF@E� >OB� KLQ� @LJMIBQBIV�
KB@BPP>OV�QL�QEB�MOLMLP>I�@LKQBKQ��4EBV�J>V�FK@IRAB�CRII�
PRJJ>OFBP� >KA� OBPMLKPBP
� >� MOL?IBJ� >K>IVPFP
� >KA� >KV�
FKCLOJ>QFLK� QE>Q� FP� JB>KFKDCRI� QL� QEB� MOLMLP>I�� &LO�
BU>JMIB
�>� IFPQ�LC�MLQBKQF>I�PROSBV�LO�FKQBOSFBT�NRBPQFLKP�
QL�?B�>PHBA
�@LJJLK�PQ>QFPQF@>I�A>Q>�LK�QEB�QLMF@
�LO�LQEBO�
JLOB�FK�ABMQE�FKCLOJ>QFLK�QE>Q�EBIMBA�PE>MBA�QEB�MOLGB@Q��
!MMBKAF@BP� >OB� DBKBO>IIV� RPR>IIV� I>?BIBA� TFQE� IBQQBOP�
	!MMBKAFU� !
� !MMBKAFU� "
� BQ@�
� >KA� >OB� QEB� I>PQ�
@LJMLKBKQP� LC� QEB� AL@RJBKQ�� 	3BB�@E>MQBO� �� � CLO� JLOB�
ABQ>FI�LK�>MMBKAF@BP�@LKQBKQ
�

����$>;<;?-8��1?53:�-:0�'@E81�

9LRO�MOLMLP>I�PELRIA�?B�SFPF?IV�>QQO>@QFSB
�?RQ�>IPL�B>PV�QL�
OB>A�>KA�CLIILT�PQ>KA>OA�CLOJ>Q�CLO�QEB�QVMB�LC�AL@RJBKQ�
RPBA��4EB�JLPQ�FJMLOQ>KQ�M>OQ�LC�>KV�MOLMLP>I�FP�CLO�QEB�
OB>ABO�QL�B>PFIV�CFKA�QEB�FKCLOJ>QFLK�QEBV�KBBA�QL�>MMOLSB�
VLRO�MOLGB@Q��

-LPQ� MOLMLP>IP� CLIILT� >� PQ>KA>OA� ?IL@H� CLOJ>QcLKB�
FK@E�J>ODFKP
�PFKDIB�PM>@BA�QBUQ
�PHFM�LKB�PM>@B�?BQTBBK�
M>O>DO>MEP
�TFQE�KL�M>O>DO>ME�FKABKQ>QFLK��9LR�>IPL�KBBA�
EB>AFKDP�>KA�PR?EB>AFKDP�QL�FABKQFCV�>KA�DOLRM�>OB>P�LC�
@LKQBKQ�>KA�PMB@FCF@�PB@QFLKP��4EB�EB>AFKDP�IBSBIP�PELRIA�
@LKQO>PQ� TFQE� LKB� >KLQEBO
� TEFIB� OBJ>FKFKD� @LKPFPQBKQ�
QEOLRDELRQ�QEB�AL@RJBKQ��9LR�J>V�>IPL�E>SB�DO>MEF@P�FK�
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VLRO� OBMLOQ
� TEF@E� PELRIA� ?B� ABPFDKBA� QL� @OB>QB� >�
@LKPFPQBKQ� PQVIB� TFQE� QEB� QBUQ�� ,>PQ
� BSBK� QELRDE� JLPQ� LC�
VLRO�MOLMLP>I�FP�CLOJ>QQBA� FK�?IL@H�M>O>DO>MEP
�VLR�PQFII�
KBBA�QL�@LKPFABO�QEB�J>GLO�BIBJBKQP�LC�ABPFDKc@LKQO>PQ
�
OBMBQFQFLK
�>IFDKJBKQ
�>KA�MOLUFJFQV�	#2!0
��	3BB�@E>MQBO�
� �CLO�JLOB�FKCLOJ>QFLK�LK�AL@RJBKQ�ABPFDK
�

0OLMLP>IP� >OB� TOFQQBK� FK� >� MOLCBPPFLK>I
� ?RQ� KLQ�
?ROB>R@O>QF@
�PQVIB��4EFKH�LC�QEFP�>P�>�MI>FK� 	KLK�IFQBO>OV
�
PQVIB
�?RQ�TFQE�PLJB�>MMB>I�QL�BJLQFLK�	M>QELP
��->HB�PROB�
VLR�RPB�QBOJP�QE>Q�>OB�B>PFIV�RKABOPQLLA�?V�QEB�>RAFBK@B�
>KA�ABCFKB�QBOJP�TEBOB�KB@BPP>OV��"B�>P�@IB>O�>KA�@LK@FPB�
>P�MLPPF?IB��

!�MOLCBPPFLK>I�>MMB>O>K@B�FP�>�?>PF@�OBNRFOBJBKQ��)C�VLRO�
AL@RJBKQ� FP� IBPP� QE>K� MOLCBPPFLK>I
� VLR� @>K� @LRKQ� LK� FQP�
MOLJMQ�AFPJFPP>I��4EBOB�PELRIA�?B�KL�BOOLOP�FK�PMBIIFKD�LO�
DO>JJ>O
�>KA�>II�FKCLOJ>QFLK�PELRIA�?B�@LK@FPB
�>@@RO>QB
�
>KA�@IB>OIV�OBCBOBK@BA�TEBK�>MMOLMOF>QB��)KCLOJ>QFLK�QE>Q�
MBOQ>FKP�QL�@OBAF?FIFQV�PELRIA�?B�B>PV�QL�CFKA�>KA�OBIBS>KQ
�
FK@IRAFKD�@LKQ>@Q�FKCLOJ>QFLK��)C�QEB�AL@RJBKQ�BUFPQP�FK�>�
E>OA�@LMV�CLOJ
�FQ�PELRIA�?B�MOFKQBA�LK�>�IBQQBOEB>A��)C�QEB�
AL@RJBKQ�FP�PR?JFQQBA�FK�>K�BIB@QOLKF@�CLOJ
�FQ�PELRIA�?B�FK�
>�CFIB�CLOJ>Q�QE>Q�MOBPBKQP�VLRO�AL@RJBKQ�>P�VLR�FKQBKABA��
7 LOA�MOL@BPPFKD�CFIBP�J>V�E>SB�QEBFO�CLOJ>QQFKD�@E>KDBA�
LO� >AGRPQBA� ?>PBA� LK� C>@QLOP� VLR� @>KKLQ� @LKQOLIcIFHB�
P@OBBK� PFWBc>KA� FKCLOJ>QFLK� @>K� PEFCQ� LRQ� LC� MI>@B
�
J>HFKD�FQ�AFCCF@RIQ�QL�RKABOPQ>KA��)K�QEFP�@>PB
�0$&�CLOJ>Q�
J>V� ?B� RPBA� QL� MOBPBOSB� @LKQBKQ� IL@>QFLK� >KA� >SLFA� >KV�
FK>ASBOQBKQ�CLOJ>Q�@E>KDBP�TEBK�FQ�FP�AFPMI>VBA��

����&1 B5?5;:�/41/785?@�2;>�<>;<;?-8?�

!P� VLR� AO>CQ� >KA� OBSFPB� VLRO� MOLMLP>I
� @EB@H� CLO� QEB�
CLIILTFKD��
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R�!/93�>@3>:/<<7<5�2317A7=<A��)ABKQFCV�TE>Q�HFKA�LC�
MOLMLP>I� VLR� TFII� ?B� TOFQFKD� 	FKQBOK>I�BUQBOK>I�� PLIF@FQBA�
RKPLIF@FQBA��HKLTK�LO�RKHKLTK�PLIRQFLK
�>KA�FABKQFCV�QEB�
>RAFBK@B�QVMB
�PHFII�IBSBI
�KBBAP
�>KA�FKQBOBPQP��

R�)A3�B63�@756B�4=@;/B��/CQBK
�MOLMLP>IP�CLIILT�>�?IL@H�
CLOJ>Q
� ?RQ� @EB@H� TFQE� VLRO� FKPQOR@QLO� LO� QEB� MOLMLP>I�
PR?JFPPFLK�DRFABIFKBP�QL�FKPROB�VLR�>OB�RPFKD�QEB�CLOJ>Q�
OBNRBPQBA�� )C� QEBOB� >OB� P>JMIBP� MOLSFABA
� RPB� QEBJ� CLO�
SFPR>I�@LJM>OFPLK��

R� �6319� AC0;7AA7=<� 5C723:7<3A��(LT� PELRIA� QEB�
MOLMLP>I� ?B� PR?JFQQBA�� 7E>Q� QVMBP� LC� CLIILT�RM�
AL@RJBKQP� LO� >@QFLKP� >OB� @LKKB@QBA� QL� VLRO� MOLMLP>I� FC�
>@@BMQBA��7EL�TFII�QEBPB�AL@RJBKQ�>AAOBPP
�>KA�TEBK�>OB�
QEBV�OBNRFOBA��

R��@/4B�G=C@�>@=>=A/:��->HB�AB@FPFLKP�>?LRQ�QEB�QVMB�
LC�@LKQBKQ�PB@QFLKP�QL�FK@IRAB�FK�VLRO�MOLMLP>I�QL�JBBQ�QEB�
PR?JFPPFLK�OBNRFOBJBKQ
�QEB�OBNRFOBJBKQP�CLO�QEB�QVMB�LC�
MOLMLP>I
�>KA�QEB�JLPQ�BCCB@QFSB�T>V�QL�MOBPBKQ�VLRO�FAB>�
QL�QEB�OB>ABO��

R� 'BG:3� /<2� �3A75<��%KPROB� QE>Q� QEB� PB@QFLKP� LC� VLRO�
MOLMLP>I� >OB� FK� >� ILDF@>I
� K>QRO>I� LOABO� >KA� QE>Q� VLR� RPB�
PR?�EB>ABOP�>KA�?RIIBQP� 	>KA�>KV�LQEBO�CLOJ>QQFKD�PQVIBP
�
@LOOB@QIV��

R� &3D7A3�� @3D7A3�� @3D7A3�� !� IBPP� QE>K� MOLCBPPFLK>I
�
DO>JJ>QF@>IIV�FK@LOOB@Q� MOLMLP>I�@>K�?B�OBGB@QBA�� %KPROB�
VLR�E>SB�FK@IRABA�>II�@LKQBKQ�KB@BPP>OV
�>KA�OBSFPB�>KA�BAFQ�
QL�BKPROB�@I>OFQV�>KA�@LOOB@Q�PQVIB�LC�QEB�>RAFBK@B��
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������6F@QLOF>�">RBO
�-LOD>K�$RKHBO
�

!IBU�7EFQK>E
�->OF>�(BOK>KABW�
	���
����������
JB>QQLVLR DJ>FI�@LJ�
$>QB��->O@E��
������
4L��-OP��3JFQE
�0OLCBPPLO�
&OLJ��6F@QLOF>�">RBO
�!IBU�7EFQK>E
�-LOD>K�$RKHBO
�>KA�

->OF>�(BOK>KABW�
3R?GB@Q��)K@OB>PFKD�!T>OBKBPP�>KA�3>IBP�LC�5K@LKSBKQFLK>I�

#RQP�LC�-B>Q�>Q�%IFQB�-B>QP�
�
;3;=@/<2C;�
�
�
)K�QEFP�MOLMLP>I�TB�TFII�BUMI>FK�>�MOL?IBJ�QE>Q�IL@>I�?RQ@EBO�

PELMP�>OB�C>@FKD�FK�JLABOK�PJ>II�QLTK�!JBOF@>��QEB�I>@H�LC�
P>IBP�JB>QP�QE>Q�>OB�fRK@LKSBKQFLK>Ig�FK�QEB�!JBOF@>K�AFBQ
�
PR@E�>P�DFWW>OAP
�LCC>I
�>KA�LUQ>FI��7B�>IPL�TFPE�QL�OBPB>O@E�
T>VP�QL�OBAR@B�T>PQB�>KA�J>UFJFWB�MOLCFQP�CLO�QEB�IL@>I�
?RQ@EBO�PELM
�%IFQB�-B>QP
�QEOLRDE�KBT�J>OHBQFKD�PQO>QBDFBP�
QE>Q�TFII�>MMB>I�QL�QEB�@LJJRKFQV��/RO�MROMLPB�FP�QL�ABP@OF?B�
LRO�MI>K�QL�OBPB>O@E�QL�FJMOLSB�QEB�BCCF@FBK@V�>KA�BIFJFK>QB�
T>PQB�FK�?RQ@EBO�PELMP�>KA�@LKSFK@B�VLR�QEFP�MOLGB@Q�FP�TLOQE�
>K�FKSBPQJBKQ�FK�QFJB�>KA�OBPLRO@BP��7B�>OB�M>PPFLK>QB�>?LRQ�
QEB�FAB>�QE>Q�BSBOV�M>OQ�LC�QEB�>KFJ>I�PELRIA�?B�RPBA�CLO�
ERJ>K�@LKPRJMQFLK�>KA�QE>Q�IL@>IIV�LTKBA�?RPFKBPPBP�PELRIA�
LMBO>QB�FK�QEB�JLPQ�BCCF@FBKQ�>KA�@LPQ�BCCB@QFSB�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�@LKPRJBOP��

�
0OL?IBJ�$BP@OFMQFLK�
%IFQB�-B>QP�FP�>�IL@>I�?RPFKBPP�QE>Q�J>OHBQP�>�S>OFBQV�LC�@RQP�

LC�?BBC
�MLOH
�>KA�I>J?��!IQELRDE�QEB�JLPQ�MLMRI>O�@RQP�
FK@IRAB�DOLRKA�?BBC
�Q�?LKB
�>KA�PFOILFK
�%IFQB�-B>QP�>IPL�
MOLSFABP�@RQP�PR@E�>P�QLKDRB�>KA�LUQ>FI��(LTBSBO
�QEBPB�JB>QP�
>OB�KLQ�J>OHBQBA�>KA�HBMQ�FK�QEB�?>@H�LC�QEB�PELM��4EBV�>OB�
LCQBK�QEOLTK�>T>V�LO�DOLRKA�FKQL�ALD�CLLA�>P�KLQ�J>KV�
@RPQLJBOP�MRO@E>PB�QEBPB�@RQP��4EFP�FP�>K�FPPRB�CLO�PBSBO>I�
OB>PLKP
�FK@IRAFKD��

�

296   Michael Beilfuss, Staci Bettes, and Katrina Peterson

mailto:meattoyou@gmail.com


i �����4EFP�DLBP�>D>FKPQ�QEB�FAB>IP�LC�QEB�@LJM>KV
�TEF@E�
FK@IRAB
�dEBIMFKD�FQP�KBFDE?LOP�>KA�OBAR@FKD�T>PQBe�	%IFQB�
-B>QP
�����

�

�
�
��

* Business/client name and URLs have been altered for 
privacy in this proposal 
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i �����5K@LKSBKQFLK>I�@RQP�AL�KLQ�RPR>IIV�E>SB�>�MI>@B�FK�>�
-FATBPQBOK�!JBOF@>K�AFBQ
�?RQ�>OB�PQFII�BAF?IB�>KA�RPBA�FK�>�
S>OFBQV�LC�@RIQRO>I�AFPEBP��
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�FC�>KV
�@LRIA�?B�RPBA�QL�
J>OHBQ�QEBPB�RK@LKSBKQFLK>I�@RQP�BCCB@QFSBIV
�PL�QE>Q�>II�BAF?IB�
>KA�RP>?IB�M>OQP�LC�QEB�>KFJ>I�>OB�KLQ�T>PQBA��)C�QEFP�FPPRB�FC�
KLQ�OBJBAFBA�PLLK
�QEBPB�M>OQP�LC�QEB�>KFJ>I�TFII�@LKQFKRB�QL�
DL�QL�T>PQB�TEBK�QEBV�@LRIA�?B�RPBA�FKPQB>A�CLO�ERJ>K�
@LKPRJMQFLK�>Q�>�OB>PLK>?IB�MOF@B��,LPFKD�QEBPB�P>IBP�TFII�>IPL�
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�
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5MLK�OBQROKFKD�QL�QEB�3Q>QBP
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>DOF@RIQROBe�	+OB?P
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�-O��&OBBJ>K�E>P�LSBO@LJB�J>KV�
PQORDDIBP�TFQE�LTKFKD�>KA�LMBO>QFKD�>�?RQ@EBO�PELM
�>KA�FP�
PQFII�IB>OKFKD�>?LRQ�QEB�AFCCBOBKQ�>PMB@QP�LC�>DOF@RIQROB
�COLJ�
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�
Phase I-How can local butcher shops better reach their 

customers regarding alternative cuts of meat? 
 
7 B�TFII�PROSBV�@RPQLJBOP�LC�%IFQB�-B>QP�QL�PBB�TE>Q�QEBFO�

MBO@BMQFLK�LC�QEBPB�>IQBOK>QFSB�@RQP�FP�>KA�QEBFO�TFIIFKDKBPP�QL�
?RV�RPB�QEBJ��7B�TFII�>PH�TE>Q�C>@QLOP�>OB�@LKPFABOBA�FK�QEBFO�
MRO@E>PFKD�@ELF@BP
�>P�TBII�>P�FC�QEBV�>OB�>T>OB�QE>Q�%IFQB�
-B>QP�LCCBOP�LQEBO�@RQP�LC�JB>Q�QE>Q�>OB�KLQ�>P�MLMRI>O�TFQE�
@RPQLJBOP��!ILKD�TFQE�QEFP
�TB�TFII�@LIIB@Q�CBBA?>@H�COLJ�QEB�
DBKBO>I�@LJJRKFQV
�QL�PBB�FC�QEBOB�>OB�@BOQ>FK�C>@QLOP�QE>Q�J>HB�
FKAFSFAR>IP�JLOB�IFHBIV�QL�MRO@E>PB�QEBPB�JB>QP��"B�FQ�
B@LKLJF@>I�LO�@RIQRO>I�MOBCBOBK@B
�QEFP�HKLTIBADB�?>PB�TFII�
>IILT�RP�QL�CLOJ�>�PQOLKD�@LIIB@QFLK�LC�A>Q>
�>KA�COLJ�QEBPB�
PROSBVP
�TB�TFII�?B�>?IB�QL�ABQBOJFKB�ELT�QL�?BPQ�>MMB>I�QL�QEB�
@RPQLJBO�OBD>OAFKD�RK@LKSBKQFLK>I�@RQP�LC�JB>Q��7B�TFII�>IPL�
OBPB>O@E�LKIFKB�QL�CFKA�OB@FMBP�CLO�QEBPB�JB>QP
�>P�%IFQB�-B>QP�
>IPL�MOLSFABP�OB@FMBP�CLO�FQP�MOLAR@QP�>Q�QEB�PELM. 

 
Phase II-What are the current methods used for advertising 

these unconventional cuts, and what can be changed to 
increase awareness? 

 
7 B�TFII�FKQBOSFBT�>�@ROOBKQ�BJMILVBB�LC�%IFQB�-B>QP�FK�

LOABO�QL�>P@BOQ>FK�QEB�@ROOBKQ�J>OHBQFKD�PQO>QBDFBP�OBD>OAFKD�
RK@LKSBKQFLK>I�@RQP�LC�?BBC
�MLOH
�@EF@HBK
�I>J?
�>KA�?FPLK��
7 B�TFII�>IPL�CL@RP�LK�TE>Q�HFKAP�LC�@RPQLJBOP
�FC�>KV
�
@ROOBKQIV�MRO@E>PB�QEBPB�MOLAR@QP
�>KA�FC�QEBOB�>OB�>KV�LQEBO�
RPBP�CLO�QEBPB�@RQP�LC�JB>Q�TFQEFK�QEB�?RPFKBPP��7B�TFII�>PH�
TE>Q�QEB�BJMILVBB�?BIFBSBP�TFII�FK@OB>PB�P>IBP�LC�QEBPB�JB>QP
�
TEFIB�AB@OB>PFKD�T>PQB�>KA�J>UFJFWFKD�MOLCFQ��4EFP�
FKCLOJ>QFLK�TFII�DFSB�RP�>K�FKPFAB�MBOPMB@QFSB�LC�%IFQB�-B>QPgP�
@ROOBKQ�MO>@QF@BP�>KA�>K�BJMILVBBgP�SFBT�LC�@RPQLJBOP�>KA�
J>OHBQFKD�PQO>QBDFBP��

�
Phase III-What are other successful local butcher shops 

doing to increase awareness about these unconventional cuts 
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of meat and how are they successfully able to maximize 
profits? 

 
7 B�TFII�FKQBOSFBT�IL@>I�?RQ@EBO�PELMP�FK�QEB�/HI>ELJ>�#FQV�

>KA�4RIP>�>OB>�QL�PBB�ELT�QEBV�DL�>?LRQ�PBIIFKD�QEBPB�
RK@LKSBKQFLK>I�@RQP�LC�JB>Q��7B�TFII�>IPL�FKQBOSFBT�?RQ@EBO�
PELMP�LRQPFAB�LC�/HI>ELJ>�QL�PBB�FC�QEBOB�FP�>�AFCCBOBK@B�FK�
@RPQLJBO�MOBCBOBK@B�>KA�LO�AFCCBOBKQ�LO�KBT�FAB>P�LK�ELT�QL�
?BQQBO�RQFIFWB�QEBPB�@RQP��7B�TFII�>IPL�>PH�ELT�QEBPB�?RQ@EBO�
PELMP�AB>I�TFQE�QEB�P>IBP�>KA�RP>DB�LC�RK@LKSBKQFLK>I�@RQP�LC�
JB>Q��4EFP�FKCLOJ>QFLK�TFII�DFSB�RP�>�DLLA�FKPFDEQ�FKQL�ELT�
%IFQB�-B>QP�@LRIA�@LKPFABO�@E>KDFKD�QEBFO�J>OHBQFKD�JBQELAP�
QL�?BQQBO�PBII�QL�QEFP�@LJJRKFQV��

�
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���
��� ���)KQBOSFBTP�3ROSBVP�#LJMIBQBA����%SBOVLKB�

���
��� ���#LJMIBQB�/KIFKB�2BPB>O@E� ���-LOD>K�

���
���

���0OLLCOB>AFKD�%AFQFKD�LC�&FK>I�
2BMLOQ�

���%SBOVLKB
�J>FKIV�
->OF>�

���
���

���3R?JFQ�2>T�$>Q>�)KQBOSFBT�
4O>KP@OFMQP� ���%SBOVLKB�

���
��� ���3R?JFQ�&FK>I�2BMLOQ� ���6F@QLOF>�
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�

i ���%IB@QOF@>I�%KDFKBBOFKD�->GLO�
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i ���%UMBOFBK@BA�TFQE�

>IQBOK>QFSB�@RQP�LC�JB>Q�
i ���#%! 4�->OHBQFKD�

#LJJFQQBB�>KA�)%%%�0R?IF@FQV�
$FOB@QLO�

�

i ���#LKAR@QFKD�
>KA�@LJMFIFKD�
PROSBVP�

i ���4ROKFKD�FK�
>II�KB@BPP>OV�
M>MBOTLOH�

i ���"F�TBBHIV�
!@QFSFQV�2BMLOQP�

�

-LOD>K�

$RKHBO�

�

i ���!KFJ>I�3@FBK@B�->GLO
�0OB�
6BQ�

i ���0OBPFABKQ�LC�&)4�	&OBPEJ>K�
FK�4O>KPFQFLK
�

i ���(>P�J>KV�@LKQ>@QP�
i ���)KBUMBOFBK@BA�TFQE�

RK@LKSBKQFLK>I�JB>Q�	DOB>Q�CLO�
MLIIFKD�NRBPQFLKP
�

�

�

i ���/OD>KFW>QFLK�
>KA�QFJB�
J>K>DBJBKQ�

i ���#LKAR@QFKD�
>KA�@LJMFIFKD�
PROSBVP�

i ���'L�QL�
NRBPQFLK�D>I�

!IBU�

7EFQK>E�

�

i ����7 LOHP�FK�?RQ@EBO�PELM�>KA�>P�
>�@LLH�

i ����!KFJ>I�3@FBK@B�->GLO
�
0OB�6BQ�

i ����%UMBOFBK@BA�AFCCBOBKQ�
@RIQROBP�QEOLRDE�QO>SBI�

�

i ���#LKQ>@QFKD�
LQEBO�IL@>I�?RQ@EBO�
PELMP�

i ��
"BK@EJ>OHFKD�

i ���'L�QL�JB>Q�
?RQ@EBO�PELM�DRV�

�

Technical and Professional Writing Genres   305



->OF>�

(BOK>KABW�

�

i ���!DOF?RPFKBPP�->GLO�
i ���3QF@HIBO�CLO�DO>JJ>O�
i ���! SFA�@>OKFSLOB�
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)KAFSFAR>IP�J>V�?B�EBPFQ>KQ�QL�AFP@RPP�QEBFO�MRO@E>PFKD�

E>?FQP
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LRO�PROSBVP
�>�CL@RP�DOLRM�LC�%IFQB�-B>QPgP�@ROOBKQ�@IFBKQP�J>V�
?B�JLOB�IFHBIV�QL�>KPTBO�MRO@E>PFKD�NRBPQFLKP�QE>K�QELPB�
Q>HFKD�>K�>KLKVJLRP�PROSBV�LKIFKB��

�
4FJB�>KA�OBPLRO@B�>IIL@>QFLK�@LRIA�?B�>K�FPPRB�TFQE�QEFP�

MOLGB@Q��)C�LKB�MBOPLK�FP�KLQ�>?IB�QL�JBBQ�EFP�EBO�AB>AIFKB�ARB�
QL�S>OFLRP�OB>PLKP
�QEB�PLIRQFLK�@LRIA�?B�B>@E�MBOPLK�E>P�>�
M>OQKBO�QL�MOLLCOB>A�TE>Q�E>P�>IOB>AV�?BBK�ALKB�>KA�QEBK�MF@H�
RM�TEBOB�QEB�MBOPLK�E>P�IBCQ�LCC��

�
,>PQ
�FKQBOSFBTP�TFQE�IL@>I�?RQ@EBO�PELMP�@LRIA�ELIA�IBPP�

QE>K�EBIMCRI�OBPRIQP��4EB�PELMP�J>V�KLQ�T>KQ�QL�OBIB>PB�QEBFO�
LTK�J>OHBQFKD�FAB>P�LO�ELT�QEBV�RPB�QEBPB�MOLAR@QP��)C�RK>?IB�
QL�FKQBOSFBT�IL@>I�@LJMBQFQLOP
�TB�TFII�@LKQFKRB�QL�@LKQ>@Q�
LQEBO
�JLOB�AFPQ>KQ�?RQ@EBO�PELMP�QL�DBQ�FKCLOJ>QFLK
�>P�TBII�>P�
@LKAR@Q�LK�IFKB�OBPB>O@E�QL�PRMMIBJBKQ�QEB�A>Q>��

�
&3A3/@16�"332A�/<2�$@=831B��=ABA�
�
4EB�OBPLRO@BP�OBNRFOBA�QL�P>QFPCV�QEB�OBPRIQP�TB�>OB�PBBHFKD�

OBSLISBP�>OLRKA�MLIIP�>KA�FKSBPQFD>QFLK��7B�TFII�?B�
OBPB>O@EFKD�ELT�QL�FK@OB>PB�>T>OBKBPP�>KA�P>IBP�LC�
RK@LKSBKQFLK>I�@RQP�LC�JB>Q�>Q�%IFQB�-B>QP�4EB�MELKB�@>IIP�QL�
S>OFLRP�?RQ@EBO�PELMP�TFII�?B�COBB�LC�@E>ODB��4EB�MLIIFKD�TFII�
?B�Q>HBK�COLJ�@RPQLJBOP�LC�%IFQB�-B>QP�>P�TBII�>P�C>JFIFBP
�
PQRABKQP
�>KA�QEB�DBKBO>I�@LJJRKFQV�RPFKD�COBB�LO�B>PFIV�
>@@BPPF?IB�PRMMIFBP�CLRKA�LK�@>JMRP��4EB�DOLRM�
@LJJRKF@>QBP�BCCB@QFSBIV�QEOLRDE�'OLRM-B�>KA�'LLDIB�$L@P
�
PL�KL�@LPQ�TFII�?B�KB@BPP>OV�LK�>KV�AB@FABA�JBBQFKDP��

�
�3<347BA�/<2��3/A707:7BG�=4�&3A3/@16�
�
4EB�?BKBCFQP�LC�QEFP�OBPB>O@E�>OB�C>O�OB>@EFKD��/C�@LROPB
�QEB�

OBPB>O@E�LRQ@LJBP�TFII�FJJBAF>QBIV�?BKBCFQ�QEB�%IFQB�-B>QP
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FK@OB>PBA�P>IBP�>KA�OBSBKRB
�IB>AFKD�QL�>�JLOB�PQ>?IB�B@LKLJV��
,>PQ
�FKAFSFAR>IP�FK�QEB�3QFIIT>QBO�>OB>�J>V�E>SB�FJMOLSBA�
NR>IFQV�LC�IFCB
�FC�TB�@>K�RK@LSBO�Q>@QF@P�QL�MBOPR>AB�
@LJJRKFQV�JBJ?BOP�QL�RPB�QEBPB�@RQP�LC�JB>Q�QE>Q�>OB�@EB>MBO�
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!P�TB�>OB�CL@RPFKD�LRO�OBPB>O@E�LK�IL@>I�DOLRMP�>KA�
?RPFKBPPBP
�LRO�OBPB>O@E�FP�CB>PF?IB��!P�PBBK�FK�QEB�2BPB>O@E�
.BBAP�>KA�0OLGB@Q�#LPQP�PB@QFLK�>?LSB
�LRO�@ROOBKQ�OBPB>O@E�
MI>K�ALBP�KLQ�OBNRFOB�>KV�LRQI>KAFPE�@LPQP�LO�PMB@F>IFWBA�
BNRFMJBKQ��QEBOBCLOB
�QEBOB�FP�>�ILTBO�@E>K@B�LC�FPPRBP�>OFPFKD�
ARB�QL�LRO�MI>K��!AAFQFLK>IIV
�MLPPF?IB�FPPRBP�FK�I>@H�LC�
OBPB>O@E�E>SB�?BBK�>AAOBPPBA�FK�QEB�2FPH�->K>DBJBKQ�PB@QFLK��

#LK@IRPFLK�
7 B�QE>KH�VLR�CLO�VLRO�QFJB�>KA�BKQERPF>PJ�FK�>IILTFKD�RP�

QL�FKSBPQFD>QB�MOLAR@Q�MOBCBOBK@BP�>KA�>PMFOFKD�QL�EBIM�QEB�
@LJJRKFQV�PBB�QEB�JLOB�dLAAe�QVMBP�LC�JB>Q�GRPQ�>P�>MMB>IFKD�
>KA�>@@BPPF?IB�>P�MLMRI>O�@ELF@BP��7B�>OB�FKQBOBPQBA�QL�EB>O�
>KV�CROQEBO�FAB>P�VLR�E>SB�QL�EBIM�QEB�@LJJRKFQV�LC�3QFIIT>QBO�
>KA�%IFQB�-B>QP�4EOLRDE�BKIFDEQBKFKD������>KA�@RPQLJBOP�
TFQE�LRO�CFKAFKDP
�TB�ELMB�QL�@OB>QB�>�?FDDBO�J>OHBQ�CLO�QEB�
RK@LKSBKQFLK>I�@RQP�LC�JB>Q�>KA�QL�J>HB�QEBFO�FJ>DB�JLOB�
>@@BMQ>?IB���0IB>PB�@LKQ>@Q�RP�>Q�JB>QQLVLR DJ>FI�@LJ�FC�VLR�
E>SB�NRBPQFLKP�LO�KBBA�CROQEBO�FKCLOJ>QFLK��
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�
!?LRQ�RP�	����
�� Elite Meats��2BQOFBSBA�COLJ�

EQQMP���TTT �%IFQBJB>QP�@LJ�
�
+OB?P
�#��	����
��3QFIIT>QBO�JB>Q�PELM�LCCBOP�@O>CQ�?RQ@EBOFKD��

Farm Talk���2BQOFBSBA�COLJ�EQQM���TTT�C>OJQ>IHKBTPM>MBO�@LJ�
KBTP�PQFIIT>QBO�JB>Q�PELM�LCCBOP�@O>CQ�
?RQ@EBOFKD�>OQF@IB=�?��A����@�A����B����AC����>�B�@�����EQJI�
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VLR� @>K� PQRAV� VLRO� QLMF@� >KA� VLRO� EVMLQEBPFP�� 4EB�
CLIILTFKD� IFPQ� FK@IRABP� QEB� PFU� J>FK� QVMBP� LC� OBPB>O@E�
NRBPQFLKP��

]� �=;>/@/B7D3�?C3AB7=<A� �ILLH�CLO�QEB�
PFJFI>OFQFBP�>KA�AFCCBOBK@BP�?BQTBBK�JRIQFMIB�
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S>OF>?IBP. 

]� �/CA/:�?C3AB7=<A��ILLH�CLO�OBI>QFLKPEFMP�
?BQTBBK�QTL�LO�JLOB�L@@ROOBK@BP��

]� �3A1@7>B7D3�?C3AB7=<A��PBBH�LRQ�>�ABP@OFMQFLK�
>KA�BUMI>K>QFLK�CLO�>�PMB@FCF@�PFQR>QFLK��

]� �F>:=@/B=@G�?C3AB7=<A��EBIM�QOV�QL�?BQQBO�
RKABOPQ>KA�PLJBQEFKD�QEOLRDE�L?PBOS>QFLK��

]� $@3271B7D3�?C3AB7=<A��ABQBOJFKB�TE>Q�TFII�
E>MMBK�FK�QEB�CRQROB�LO�FC�>�@E>KDB�E>MMBKP. 

]� �<B3@>@3B7D3�?C3AB7=<A��D>QEBO�CBBA?>@H�LK�>�
QLMF@�LO�MBO@BMQFLK�TFQELRQ�>IQBOFKD�QEB�
LRQ@LJB��

!CQBO�@OB>QFKD�VLRO�NRBPQFLKP
�VLR�TFII�KBBA�QL�AB@FAB�QEB�
?BPQ�QVMB	P
�LC�OBPB>O@E�QL�EBIM�VLR�>KPTBO�QEBJ��

�

&FDROB����4VMBP�LC�2BPB>O@E�1RBPQFLKP�!@QFSFQV�
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	����4;;?5:3�&1?1->/4�( E<1?�

4EBOB� >OB� KRJBOLRP� QVMBP� LC� OBPB>O@E� >KA� PLRO@B� QVMBP�
>S>FI>?IB�QL�@LJMIBQB�VLRO�OBPB>O@E��4EB�QVMB�LC�OBPB>O@E�
VLR�@ELLPB�PELRIA�?B�?>PBA�LK�QEB�OEBQLOF@>I�PFQR>QFLK�LC�
QEB�AL@RJBKQ
�>P�TBII�>P�QEB�>PPRJMQFLKP�VLR�J>HB�>?LRQ�
QEB�J>FK�>RAFBK@B��&LO�BU>JMIB
�CLO�>�?>PF@�>ODRJBKQ>QFSB�
BPP>V
� VLR� DBKBO>IIV� RPB� PB@LKA>OV� OBPB>O@E� COLJ�
MR?IFPEBA
�MBBO�OBSFBTBA�PLRO@BP��(LTBSBO
�TFQE�QB@EKF@>I�
AL@RJBKQP
� QEB� QVMB� LC� OBPB>O@E� TFII� LCQBK� S>OV�� &LO�
FKPQ>K@B
� FC� VLR� >OB� @OB>QFKD� >� MOLMLP>I� LK� >� @LJJRKFQV�
FPPRB
�VLR�J>V�FK@LOMLO>QB�IL@>I�KBTP�PLRO@BP�PQLOFBP�>?LRQ�
QEB� QLMF@� >KA� @LJJRKFQV� ABJLDO>MEF@P
� FK� >AAFQFLK� QL�
@OB>QFKD�>�@LJJRKFQV�PROSBV��

.L� PLRO@B� QVMB� FP� ?BQQBO� LO� TLOPB� QE>K� LQEBOP�� 7E>Q�
J>QQBOP� FP� QE>Q� FQ� >AAOBPPBP� QEB� CLIILTFKD� >OB>P� CLO� VLRO�
PMB@FCF@�QLMF@
�DBKOB
�>KA�>RAFBK@B��$LBP�FQ��

]� (BIM�VLR�IB>OK�JLOB�?>@HDOLRKA�FKCLOJ>QFLK��

]� !KPTBO�VLRO�OBPB>O@E�NRBPQFLK��

]� #LKSFK@B�VLRO�>RAFBK@B�QE>Q�VLRO�>KPTBO�FP�
@LOOB@Q��

]� $BP@OF?B�QEB�PFQR>QFLK�PROOLRKAFKD�VLRO�OBPB>O@E�
NRBPQFLK��

]� 2BMLOQ�TE>Q�LQEBOP�E>SB�P>FA�>?LRQ�VLRO�
OBPB>O@E�NRBPQFLK	P
��

3LRO@B� QVMBP� >OB� DBKBO>IIV� AFSFABA� FKQL� QTL� J>FK�
@>QBDLOFBPcprimary research� >KA�secondary research��
Primary Research�FP�OBPB>O@E�QE>Q�VLR�@LIIB@Q�>KA�@OB>QB�
VLROPBIC��4EFP�@>K�FK@IRAB�>@QFSFQFBP�PR@E�>P�L?PBOSFKD�VLRO�
BKSFOLKJBKQ
� @LKAR@QFKD� PROSBVP� LO� FKQBOSFBTP
� AFOB@QIV�
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OB@LOAFKD� JB>PROBJBKQP� FK� >� I>?� LO� FK� QEB� CFBIA
� LO� BSBK�
OB@BFSFKD�BIB@QOLKF@�A>Q>�OB@LOABA�?V�@LJMRQBOP�J>@EFKBP��
Secondary Research� FP� OBPB>O@E� QE>Q� RPBP� A>Q>� >KA� FAB>P�
QE>Q�E>SB�?BBK�@LIIB@QBA�>KA�>K>IVWBA�?V�LQEBO�FKAFSFAR>IP�
>KA�MR?IFPEBA�CLO�LQEBOPg�RPB��

�-@-�( >5-:3A8-@5;:�

&LO� VLRO� OBPB>O@E� QL� ?B� @LKPFABOBA� S>IFA
� FQ� FP� LCQBK�
OB@LJJBKABA� QE>Q� VLR�triangulate� VLRO� A>Q>�� "V�
triangulate
� TB� JB>K� QE>Q� VLR� FK@IRAB� FKCLOJ>QFLK� COLJ�
QEOBB�AFCCBOBKQ�HFKAP�LC�PLRO@BP��&LO�BU>JMIB
�FC�VLR�TBOB�
OBPB>O@EFKD� QEB� MLPPF?IB� BKSFOLKJBKQ>I� BCCB@QP� LC� >� KBT�
@EBJF@>I� MI>KQ� ?RFIQ� KB>O� >� IL@>I� OFSBO
� VLR� J>V� @ELLPB�
QL� FKQBOSFBT� BKSFOLKJBKQ>I� ?FLILDFPQP� >?LRQ� QEB� MLQBKQF>I�
OFPHP�LC�QEB�MI>KQgP�IL@>QFLK
�OBPB>O@E�K>QFLK>I�FK@FABK@BP�LC�
MI>KQ�@LKPQOR@QFLKP�KB>O�I>ODB�?LAFBP�LC�T>QBO
�>KA�@LJM>OB�
LCCF@F>I� T>QBO� NR>IFQV� >K>IVQF@P� COLJ� ?BCLOB� >KA� >CQBO� QEB�
@EBJF@>I� MI>KQ� >MMB>OBA�� 5PFKD� QEOBB� QVMBP� LC� A>Q>� FP�
PQ>KA>OA� FK� >@>ABJF@� MR?IFPEFKD� >KA� P@FBKQFCF@� OBPB>O@E��
S>OFBA� QVMBP� LC� FKCLOJ>QFLK� TLOH� QLDBQEBO� QL� @OB>QB� >�
@LJMIBU
�I>ODBO�>ODRJBKQ��4EFP�>IPL�J>HBP�VLR
�QEB�>RQELO
�
>MMB>O�JLOB�@OBAF?IB�>KA�VLRO�OBPB>O@E�JLOB�QELOLRDE��

!P�VLR�?BDFK�VLRO�OBPB>O@E�MOL@BPP
�HBBM�>�CBT�FAB>P�FK�
JFKA��

�� ������#ELLPB�VLRO�OBPB>O@E�QVMB�?>PBA�LK�TE>Q�TFII�VFBIA�
A>Q>�CLO�VLRO�OBPB>O@E�NRBPQFLK	P
��

�� ������%KPROB�VLR�E>SB�BKLRDE�QFJB�QL�CB>PF?IV�ABIFSBO�
VLRO�OBPB>O@E�FK�QEB�QFJB�VLR�E>SB�QL�@LJMIBQB�>�MOLGB@Q��

�� ������ #ELLPB� OBPB>O@E� >KA� A>Q>� QE>Q� FP� BQEF@>I�� 	3BB�
@E>MQBO���CLO�JLOB�FKCLOJ>QFLK�LK�BQEF@P�>KA�OBPB>O@E
�
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10.4 Types of Primary Research 10.4 Types of Primary Research 

3LJBQFJBP
� QEB� FKCLOJ>QFLK� VLR� KBBA� FP� KLQ� VBQ� TOFQQBK�
LO� MR?IFPEBA�� &LO� BU>JMIB
� FC� VLR� >OB� @OB>QFKD� >� OBMLOQ�
LSBO�QEB�CB>PF?FIFQV�LC�FJMIBJBKQFKD�>�CLLA�M>KQOV�LK�VLRO�
@LIIBDB�@>JMRP
�VLR�TFII�KLQ�IFHBIV�CFKA�MR?IFPEBA�A>Q>�LK�
ELT�J>KV�BKOLIIBA�PQRABKQP�TLRIA�>@QFSBIV�@LKQOF?RQB�QL�
QEB�M>KQOV��)K�QEBPB�PFQR>QFLKP
�VLR�KBBA�QL�@OB>QB�VLRO�LTK�
A>Q>� QL� ?>@H� RM� VLRO� >ODRJBKQ� LO� >KPTBO� VLRO� OBPB>O@E�
NRBPQFLK�� 4EBPB� PLRO@BPcTEBOB� VLR� @OB>QB� VLRO� LTK�
A>Q>c>OB�HKLTK�>P�primary sources. 

"BILT� >OB� ABQ>FIP� LK� PBSBO>I� @LJJLK� QVMBP� LC� MOFJ>OV�
OBPB>O@E��FKQBOSFBTP
�PROSBVP
�MLIIP
�L?PBOS>QFLKP
�>KA�A>Q>�
LO�J>M�>K>IVPFP��

�

Figure 2: Types of Primary Research 
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�:@1>B51C�

)KQBOSFBTP� >OB� LKB�LK�LKB� @LKSBOP>QFLKP� ?BQTBBK� QEB�
FKQBOSFBTBO�>KA�>�MBOPLK�TEL�E>P�RKFNRB�FKPFDEQ�FKQL�QEB�
QLMF@��-LPQ�LC�RP�RPB�MBLMIB�>P�PLRO@BP�FK�LRO�MOFS>QB�IFSBP
�
PR@E�TEBK�TB�>PH�>�COFBKA�CLO�>�OBPQ>RO>KQ�OB@LJJBKA>QFLK�
LO�TEBQEBO�>�JLSFB�FP�TLOQE�T>Q@EFKD��7EFIB�TB�J>V�>PH�
MBLMIB�CLO�QEBFO�FKMRQ�A>FIV
�FKQBOSFBTP�>OB�>�CLOJ>I�T>V�LC�
D>QEBOFKD�FKPFABO�FKCLOJ>QFLK�LK�>�QLMF@�TB�J>V�LQEBOTFPB�
I>@H�� 4EBOB� >OB� PBSBO>I� C>@QLOP� VLR� JRPQ� @LKPFABO� TEBK�
ALFKD�>K�FKQBOSFBT�CLO�OBPB>O@E�MROMLPBP��

7EBK� @ELLPFKD� >K� FKQBOSFBTBB
� QEFKH� >?LRQ� TE>Q� QVMB�
LC�FKCLOJ>QFLK�VLR�KBBA���7EL�@>K�DFSB�VLR�QEFP�FKPFDEQ��
7EL� E>P� QEB� ABQ>FIP�� #>K� LKB� MBOPLK� >KPTBO
� LO� AL� VLR�
KBBA� JRIQFMIB� FKQBOSFBTP�� d%UMBOQPe� >OB� KLQ� GRPQ�
OBPB>O@EBOP�TFQE�0E$P�ALFKD�>@>ABJF@�TLOH��0BLMIB�@>K�
PMB>H�TFQE�>RQELOFQV�CLO�AFCCBOBKQ�OB>PLKP��4EBV�@>K�E>SB�
PR?GB@Q� BUMBOQFPB� 	E>SFKD� ALKB� P@ELI>OPEFM� FK� QEB� CFBIA

�
PL@FBQ>I� MLPFQFLK� 	>� OBIBS>KQ� TLOH� QFQIB

� LO� PMB@F>I�
BUMBOFBK@B�	IFSFKD�LO�TLOHFKD�FK�>�M>OQF@RI>O�PFQR>QFLK
��!K�
RM�@ILPB
� CFOPQE>KA� SFBT� LC� QEB� PFQR>QFLK� DFSBP� QEBJ� QEB�
>RQELOFQV�QL�PMB>H�>P�>K�BUMBOQ�LK�QEB�QLMF@��

4EBOB� >OB� PBSBO>I� QVMBP� LC� FKQBOSFBTP� QL� @ELLPB� COLJ��
#ELLPB�QEB�QVMB�?>PBA�LK�QEB�QLMF@
�QEB�QVMB�LC�MBOPLK	P
�
VLR� TFPE� QL� FKQBOSFBT
� >KA� TE>Q� FP� @LKSBKFBKQ� CLO� QEB�
FKQBOSFBTBB��3LJB�FKQBOSFBT�QVMBP�FK@IRAB��

]� �<27D72C/:�4/13�B=�4/13��4EB�PQ>KA>OA�
FKQBOSFBT
�RPBA�CLO�KLK�PEV�M>OQF@FM>KQP�TFIIFKD�
QL�PE>OB�QEBFO�QELRDEQP�LK�QEB�QLMF@��

]� ( 3:3>6=<3��!�DLLA�LMQFLK�TEBK�QO>SBI�FP�KLQ�
MLPPF?IB
�?RQ�FQ�@>K�?B�AFCCF@RIQ�QL�CRIIV�AL@RJBKQ�
QEB�@LKSBOP>QFLK��
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]� �;/7:�� !�DLLA�LMQFLK�TEBK�P@EBARIBP�>OB�
@LKCIF@QFKD��FQ�>IILTP�CLO�FKQBOSFBTBB�QL�OBPMLKA�
>Q�QEBFO�@LKSBKFBK@B��

]� �=1CA��@=C>��5PBCRI�TEBK�>�PLIL�M>OQF@FM>KQ�FP�
EBPFQ>KQ�LO�TEBK�VLR�T>KQ�QL�>PH�QEB�P>JB�
NRBPQFLK	P
�QL�JRIQFMIB�MBLMIB��

)K�>K�FKQBOSFBT
�VLR�T>KQ�QL�>PH�NRBPQFLKP�QL�DBQ�FKPFABO�
ABQ>FIP
�RKFNRB�L?PBOS>QFLKP
�>KA�BUMBOFBK@BP�TFQE�QEB�QLMF@�
LO� @ROOBKQ� PFQR>QFLK�� %K@LRO>DB� QEB� QBIIFKD� LC� PQLOFBP� >KA�
>KB@ALQBP�� 4EB� ?BPQ� T>V� QL� DBQ� FKPFABO� FKCLOJ>QFLK� >KA�
ABQ>FIBA� >KPTBOP� QL� FP� >PH�open-ended questions
� LO�
NRBPQFLKP� QE>Q� >PH� CLO� BUQBKPFSB� ABQ>FIP� >P� LMMLPBA� QL�
PFKDIB�TLOA�>KPTBOP��	3BB�PB@QFLK����� �CLO�QFMP�LK�TOFQFKD�
LMBK�BKABA� NRBPQFLKP
� 4EBPB� ABQ>FIP� @>K� >AA� ABMQE� >KA�
FKPFDEQ� QL� VLRO� QLMF@
� >KA� PLJBQFJBP� BSBK� AFOB@Q� VLR� QL�
LQEBO� >OB>P� VLR� E>A� KLQ� QELRDEQ� QL� OBPB>O@E�� $L� KLQ� ?B�
PROMOFPBA�FC�>K�FKQBOSFBT�Q>HBP�VLR�LCC�FK�@LJMIBQBIV�KBT�
AFOB@QFLKP
�LKB�QE>Q�QROKP�LRQ�QL�?B�JR@E�JLOB�FKQBOBPQFKD�
QE>K�QEB�AFOB@QFLK�VLR�TBOB�CLIILTFKD�?BCLOB��

/C�@LROPB
�FKQBOSFBT�@LKQBKQ�JRPQ�?B�BS>IR>QBA�GRPQ�IFHB�
>KV�LQEBO��,FHB�>KV�LQEBO�PLRO@B�J>QBOF>I
�QEB�>KPTBOP�>KA�
A>Q>�VLR�D>QEBO�@LRIA�?B�?F>PBA��+BBM�QE>Q�MLPPF?IB�?F>P�FK�
JFKA�TEBK�RPFKD�QEB�FKCLOJ>QFLK��4E>Q�FP�M>OQ�LC�BUBO@FPFKD�
QEB�@OFQF@>I�QEFKHFKD�QE>Q�OBPB>O@E�>PPFDKJBKQP�>OB�C>JLRP�
CLO� MOLAR@FKD�� 0LQBKQF>IIV� ?F>PBA� LO� KLQ
� PLJBQFJBP� >�
PLRO@BgP�CFOPQE>KA�BUMBOFBK@B�FP�?BPQ
�>KA�OB@LDKFWFKD�TE>Q�
QEBV� LCCBO� @>K� EBIM� VLR� LMBK� RM� QL� AFSBOPB� FAB>P� >KA�
TLOIASFBTP� QE>Q� VLR� TLRIA� LQEBOTFPB� JFPP�� 5PB� DLLA�
FKQBOSFBT� QB@EKFNRBP
� PR@E� >P� MRQQFKD� QEB� FKQBOSFBTBB� >Q�
B>PB
�RPFKD�>@QFSB�IFPQBKFKD�QB@EKFNRBP�QL�BK@LRO>DB�QEBJ�
QL�Q>IH
�>PHFKD�CLIILT�RM�NRBPQFLKP
�>KA�QE>KHFKD�QEBJ�>Q�
QEB�BKA�LC�QEB�FKQBOSFBT��
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'A>B1E�

0>MBO�LO�BIB@QOLKF@�PROSBVP�MOLSFAB�>KPTBOP�QL�NRBPQFLKP�
OBI>QBA�QL�QEB�QLMF@�� "RQ�?B�>T>OB�QE>Q�>KPTBOP�>OB�LCQBK�
IFJFQBA�?V�QEB�PROSBV�>RQELO
�JB>KFKD�QEB�A>Q>�D>QEBOBA�FP�
LKIV�>P�DLLA�>P�QEB�NRBPQFLKP�>PHBA��3ROSBVP�>OB�RPBA�QL�
IB>OK�JLOB�>?LRQ�>�PMB@FCF@�DOLRM�LC�MBLMIB� 	>IPL�HKLTK�
>P� >�sample

� >KA� FK@IRAB� IL@>IFWBA� FKCLOJ>QFLK� PR@E� >P�
>QQFQRABP
�E>?FQP
�LO�KBBA�CLO�@E>KDB��

9LR�JRPQ�CFOPQ�AB@FAB�TE>Q�QVMB�LC�FKCLOJ>QFLK�VLR�KBBA�
QL�HKLT��7E>Q�FP�QEB�MROMLPB�LC�QEB�PROSBV��7EL�>KA�TE>Q�
AL� VLR� T>KQ� QL� HKLT� JLOB� >?LRQ�� 3ROSBVP� TFII� Q>ODBQ� >�
@BOQ>FK� DOLRM� LC� MBLMIB� TFQE� PMB@FCF@� @E>O>@QBOFPQF@P�� &LO�
BU>JMIB
�FC�VLR�TFPE�QL�OBPB>O@E�QEB�BCCB@QFSBKBPP�LC�>�KBT�
MLIF@V�FK�QEB�TLOHMI>@B
�VLR�TLRIA�T>KQ�QL�DBQ�OBPMLKPBP�
COLJ�>II�ABM>OQJBKQP�QE>Q�>OB�>CCB@QBA�?V�QEB�MLIF@VcKLQ�
GRPQ�COLJ�LKB�ABM>OQJBKQ��4EFP�DOLRM�LC�MBLMIB�FP�@>IIBA�
>� sample�� 9LRO� P>JMIB� J>V� E>SB� ?OL>A� LO� IFJFQBA�
@E>O>@QBOFPQF@P
�?RQ�FQ�FP�FJMLOQ>KQ�QL�Q>ODBQ�QELPB�TEL�E>SB�
QEB�@E>O>@QBOFPQF@P�VLR�ABPFOB��

4EB� J>FK� @>QBDLOFBP� LC� PROSBVP� >OB� E>OA@LMV� 	M>MBO
�
>KA�BIB@QOLKF@��9LRO�@ELF@B�TFII�ABMBKA�LK�QEB�QLMF@�>KA�
QEB�P>JMIBcTEBOB�>KA�ELT�>OB�QEB�?BPQ�MI>@BP�QL�Q>ODBQ�
VLRO� FKQBKABA� P>JMIB� LC� MBLMIB�� )K� QEB� >?LSB� BU>JMIB
�
FC�VLR�CL@RP�LK�BJMILVBBP� LC�QEB�?RPFKBPP
�VLR�J>V�DBQ�
JLOB�OBPMLKPBP�?V�E>KAFKD�LRQ�M>MBO�PROSBVP�FK�QEB�?OB>H�
OLLJ�LO�?V�DLFKD�ABPH�QL�ABPH�FC�VLR�E>SB�>�C>FOIV�JL?FIB�
LO�@LII>?LO>QFSB�TLOHMI>@B�� (LTBSBO
�FC�QEB�TLOHMI>@B�FP�
JLOB�OBPBOSBA�LO�TLOH�FP�FKAFSFAR>I
�>K�BJ>FIBA�BIB@QOLKF@�
PROSBV�J>V�?B�JLOB�BCCB@QFSB��-LOB�LCQBK
�MBLMIB�@ELLPB�
BIB@QOLKF@�PROSBVP�CLO�@LKSBKFBK@B�>KA�AFPQOF?RQB�QEBJ�SF>�
IFPQPBOSP
� @LJM>KV� BJ>FI� IFPQP
� >KA� PL@F>I� JBAF>�� /K� QEB�
GL?
�VLRO�@LJM>KV�J>V�MOLSFAB�>@@BPP�QL�M>FA�PLCQT>OB
�
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?RQ�QEBOB�>OB�J>KV�COBB�LMQFLKP�>S>FI>?IB
�PR@E�>P�'LLDIB�
&LOJP
�3ROSBV-LKHBV
�>KA�3ROSBV'FWJL��

5KIFHB� >K�FKQBOSFBT
�TFQE�PROSBVP�VLR�T>KQ�QL�J>FKIV�
>PH�closed questionscNRBPQFLKP�TEBOB�VLR�LCCBO�>�IFJFQBA�
>JLRKQ� LC� OBPMLKPBP� QL� @ELLPB� COLJ�� 9LR� @>K� RPB� PLJB�
LMBK�NRBPQFLKP
�?RQ�JLPQ�LCQBK�VLR�TFII�MOLSFAB�QEB�>KPTBO�
LMQFLKP� 	B�D�
� d$L� VLR� @LKPFABO� QEB� CLIILTFKD� PQ>QBJBKQ�
QORB�LO�C>IPB�e�LO�d(LT�J>KV�QFJBP�>�TBBH�AL�VLR�TLOH�
LRQ��>
�����QFJBP��?
�����QFJBP��@
�����QFJBP��A
���LO�JLOB�
QFJBP�e��B
�.BSBO
��

&LO�>�PR@@BPPCRI�PROSBV
�VLR�TFII�RPR>IIV�KBBA�QTL�QVMBP�
LC� NRBPQFLKP��demographic questions� >KA� content 
questions. Demographic questions >PH� CLO� DBKBO>I�
@E>O>@QBOFPQF@P�LC�QEB�OBPMLKABKQ
�PR@E�>P�>DB
�IL@>QFLK
�LO�
DBKABO�� 4EB� QVMB� LC� ABJLDO>MEF@� NRBPQFLKP� VLR� >PH� TFII�
ABMBKA�LK�QEB�P>JMIB�CLO�QEB�PROSBV��Content questions�>OB�
NRBPQFLKP�>?LRQ�QEB�QLMF@�VLR�>OB�OBPB>O@EFKD��	3BB�PB@QFLK�
���� �CLO�QFMP�LK�TOFQFKD�@ILPBA�BKABA�NRBPQFLKP
�4EBPB�DFSB�
FKPFDEQ�FKQL�QEB�OBPMLKABKQgP�CBBIFKDP�>KA�HKLTIBADB�LC�QEB�
QLMF@�VLR�>OB�OBPB>O@EFKD��

$;88�

3FJFI>O� QL� >� PROSBV
� >� MLII� FP� >� PFKDIB
� @ILPBA� NRBPQFLK�
>PHBA� LC� QEB� Q>ODBQ� P>JMIB�� 4EB� DL>I� LC� >� MLII� NRBPQFLK�
FP�QL�D>RDB�RPBOgP�CBBIFKDP�QLT>OA�>K�FAB>
�RPR>IIV�FK�LKB�
PFJMIB�NRBPQFLKcTEL�FP�FKQBOBPQBA��7EL�E>P�EB>OA�LC�QEFP�
QLMF@��7LRIA�QEB�>RAFBK@B�?B�FKQBOBPQBA�FK�FJMIBJBKQFKD�
>�@BOQ>FK�@E>KDB��&LO�BU>JMIB
�MBOE>MP�VLR�TFPE�QL�HKLT�
ELT�J>KV�MBLMIB�FK�VLRO�TLOHMI>@B�TLRIA�MOBCBO�CLRO�A>V�
MBO� TBBH� TLOH� P@EBARIB
� VLR� @LRIA� B>PFIV� @OB>QB� >� MLII�
NRBPQFLK�QL�DBQ�QEFP�FKCLOJ>QFLK��9LR�TFII�KLQ�OB@BFSB�FK�
ABMQE� FKCLOJ>QFLK� TFQE� >� PFKDIB� MLII� NRBPQFLK�� QEBOBCLOB
�
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MLII� NRBPQFLKP� PELRIA� ?B� RPBA� FK� @LKGRK@QFLK� TFQE� LQEBO�
CLOJP�LC�OBPB>O@E�TEBK�RPBA�CLO�MOLCBPPFLK>I�OBPB>O@E��

#.?1>B-@5;:�

/?PBOS>QFLK�FP�T>Q@EFKD�>KA�ABP@OF?FKD�>K�FPPRB�CFOPQ�E>KA
�
QL� @OB>QB� @LILOCRI� ABP@OFMQFLKP� >KA� ABQ>FI�� /?PBOS>QFLK� FP�
>� DLLA� @ELF@B� TEBK� VLR� T>KQ� QL� IB>OK� JLOB� >?LRQ� QEB�
PFQR>QFLK�>P�FQ�K>QRO>IIV�L@@ROP��/?PBOSB�QEB�FPPRB�TEBK�FQ�
FP�E>MMBKFKD
�?>PBA�LK�MOFLO�HKLTIBADB��9LR�TFII�T>KQ�QL�
L?PBOSB� QEB� FPPRB� JLOB� QE>K� LK@B� 	MOBCBO>?IV� S>OV� A>QBP�
>KA�QFJBP
�QL�PBB�FC�>KV�M>QQBOKP�ABSBILM
�FC�QEB�J>DKFQRAB�
LC�QEB�MOL?IBJ�AFCCBOP�COLJ�VLRO�LOFDFK>I�>PPBPPJBKQ
�LO�FC�
QEB�MOL?IBJ�FP�@LKKB@QBA�QL�LQEBO�>OB>P�VLR�J>V�E>SB�KLQ�
@LKPFABOBA��

/?PBOS>QFLK� PELRIA� CL@RP� LK� OB@LOAFKD� ABQ>FIP� >KA�
@OB>QFKD� ABQ>FIBA� ABP@OFMQFLKP� LC� QEB� BSBKQ�� &FOPQ�MBOPLK�
L?PBOS>QFLK�FP�?BPQ
�QELRDE�VLR�@>K�DBQ�some�FKPFDEQ�COLJ�
OB@LOABA�FJ>DBP��4EB�AO>T?>@H�LC�MOBOB@LOABA�FJ>DBP�FP�
QE>Q� VLR� LKIV� DBQ� FKCLOJ>QFLK� COLJ� LKB� MBOPMB@QFSB
� >KA�
J>V�JFPP�LRQ�LK�LQEBO�L?PBOS>?IB�PBKPLOV�FKMRQ��QEBOBCLOB
�
FQ�FP�?BQQBO�QL�L?PBOSB�>KA�J>HB�KLQBP�CFOPQ�E>KA��

4EB� A>Q>� KBBAP� QL� ?B� SBOFCF>?IBcKLQ� GRPQ� DBKBO>I�
FJMOBPPFLKP�� &L@RP� LK� PMB@FCF@� FK@FABKQP� >KA�
@LKSBOP>QFLKP
� ABP@OF?B� QEB� PBQQFKD
� >KA� MOLSFAB� LQEBO�
@LK@OBQB� ABQ>FIP� QE>Q� @>K� ?B� SBOFCFBA� LO� L?PBOSBA� SF>�
FKPQORJBKQ>QFLK��2B@LOA�>KA�ABP@OF?B�VLRO�FJMOBPPFLKP�FK�
QEB�JLJBKQ��AL�KLQ�OBIV�PLIBIV�LK�JBJLOFBP��&LO�BU>JMIB
�
>�@LJJLK�FPPRB�>@OLPP�QEB�RKFSBOPFQV�@>JMRP�FP�@OLTAFKD�
FK� QEB� 3QRABKQ� 5KFLK� AROFKD� IRK@E�� /?PBOSFKD� >KA�
OB@LOAFKD�ABQ>FIP�AROFKD�IRK@E�TLRIA�>IILT�VLR�QL�ABP@OF?B�
QEB� FPPRB
� FABKQFCV� AFCCBOBKQ� >PMB@QP� LC� QEB� MOL?IBJ
� >KA�
I>QBO� MOLSFAB� PLIRQFLKP� ?>PBA� LK� VLRO� L?PBOS>QFLKP��
(LTBSBO
�VLR�JRPQ�J>HB�L?PBOS>QFLKP�FK�>�OBIF>?IB�T>V��
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)C� VLR� T>KQBA� QL� ABQBOJFKB� TEBQEBO� QEBOB� T>P� PRCCF@FBKQ�
PB>QFKD� FK� QEB� 3QRABKQ� 5KFLK� AROFKD� QEB� IRK@E� ELRO
� FQ�
TLRIA� KLQ� ?B� BKLRDE� QL� PFJMIV� ABP@OF?B� QEB� AFKFKD� >OB>�
>P� d?RPVe� LO� d@OLTABAe� >OLRKA� IRK@EQFJB�� )KPQB>A
�
P@FBKQFCF@>IIV�ABQBOJFKB�ELT�?RPV�>KA�@OLTABA�QEB�AFKFKD�
>OB>� FP
� MBOE>MP� ?V� @LRKQFKD� ELT� J>KV� PB>QP� LMBKBA� RM�
TFQEFK�>�DFSBK�QFJB�MBOFLA
�LO�?V�@LRKQ�ELT�J>KV�MBLMIB�
>QB�QEBFO�JB>I�PQ>KAFKD�LO�PFQQFKD�LK�QEB�CILLO��

�-@-�;>�!-<��:-8E?5?�

)C� VLRO� DOLRM� E>P� >� QLMF@� QE>Q� FKSLISBP� M>MBOTLOH
� A>Q>�
PEBBQP
� J>MP
� LO� LQEBO� AL@RJBKQ� QVMBP
� VLR� J>V�
FK@LOMLO>QB�QEBFO�>K>IVPF�FKQL�VLRO�MOFJ>OV�OBPB>O@E��)C�VLR�
>OB� ALFKD� OBPB>O@E� LK� PMB@FCF@� FPPRBP� FK� >� ?RFIAFKD� LO�
?RPFKBPP� 	KRJ?BO� LC� >S>FI>?IB� LRQIBQP
� OBKLS>QFLK� LO�
BUM>KPFLK�MI>KP
� I>@H�LC�LCCF@B�PM>@B�CLO�KBT�BJMILVBBP
�
BQ@�

� VLR� @LRIA� >K>IVWB� ?IRBMOFKQP
� J>MP
� LO� A>Q>�
PMOB>APEBBQP�� )J>DFKB� VLR� >OB� OBPB>O@EFKD� LRQIBQ�
>S>FI>?FIFQV�FK�QEB�@>JMRP�IF?O>OV��9LR�@LRIA�@LKPRIQ�J>MP�
LC�QEB�IF?O>OV�QL�PBB�QEB�@ROOBKQ�LRQIBQ�IL@>QFLKP�>KA�TFOFKD�
>@@BPPF?FIFQV�� 9LR� @LRIA� @LJM>OB� QEBPB� J>MP� QL� LIABO�
SBOPFLKP�LC�QEB�IF?O>OV�PBQRM
�LO�@LJM>OB�QL�J>MP�LC�PFJFI>O�
IF?O>OFBP� QL� PBB� ELT� QEBV� MOLSFAB� BKLRDE� LRQIBQP� CLO�
PQRABKQP�� )C�MLPPF?IB
�RPB�>Q�IB>PQ�QEOBB�PFJFI>O�AL@RJBKQP�
CLO�>K>IVPFP�QL�PELT�>�QOBKA��


	�� ��>1-@5:3��:@1>B51C�-:0�'A>B1E�
%A1?@5;:?�

4L�MOBM>OB�CLO�PBSBO>I�QVMBP�LC�MOFJ>OV�OBPB>O@E� 	J>FKIV�
FKQBOSFBTP
� MLIIP
� >KA� PROSBVP
� VLR� TFII� KBBA� QL� @OB>QB�
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NRBPQFLKP��4EB�@LKQBKQ�LC�QEB�NRBPQFLKP�PELRIA�>IFDK�TFQE�
VLRO�OBPB>O@E�DL>IP��4EBPB�NRBPQFLKP�@>K�?B�AFSFABA�FKQL�
QTL� QVMBPcopen-ended questions� >KA� closed-ended 
questions��

"BCLOB�VLR�?BDFK�AO>CQFKD�VLRO�PROSBVP
�FKQBOSFBTP
�LO�
MLIIP
�VLR�PELRIA�IB>OK�>P�JR@E�>?LRQ�QEB�QLMF@c>KA�VLRO�
P>JMIBc>P� MLPPF?IB�� #LKAR@QFKD� PB@LKA>OV� OBPB>O@E� LK�
QEB�QLMF@�>KA�P>JMIB�@>K�EBIM�VLR�DBQ�>�PLIFA�CLRKA>QFLK�
CLO� VLRO� MOFJ>OV� OBPB>O@E�� 4EFP� TFII� EBIM� VLR� @LKPQOR@Q�
NRBPQFLKP� QE>Q� DIB>K� PLIFA� A>Q>� >KA� EBIM� VLR� Q>FILO� QEB�
OBPB>O@E� QL� QEB� OBPMLKABKQ	P
�� 4EBK
� @LKPQOR@Q� VLRO�
FKQBOSFBT
� PROSBV
� >KA� MLII� NRBPQFLKP� QL� EBIM� dCFII� FK� QEB�
D>Me� @OB>QBA� ?V� JFPPFKD� LO� FK@LJMIBQB� OBPB>O@E� LK� QEB�
QLMF@��

+>5@5:3�#<1:��:010�%A1?@5;:?�

Open-ended questions�>OB�PQOR@QROBA�QL�BK@LRO>DB�ABQ>FIBA�
OBPMLKPBP�TEF@E�CL@RP�LK�QEB�OBPMLKABKQgP�BUMBOFBK@BP�LO�
CBBIFKDP�� 4EB� MLFKQ� FP� QL� BK@LRO>DB� >� IBKDQEFBO� >KPTBO��
QEBPB� NRBPQFLKP� PELRIA� ?B� >PHBA� FK� >� T>V� QE>Q� OBNRFOBP�
JLOB�QE>K�>�dVBP�KLe�OBPMLKPB��/MBK�BKABA�NRBPQFLKP�>OB�
BPMB@F>IIV�FJMLOQ>KQ�CLO�FKQBOSFBTP��&LO�BU>JMIB
�VLR�J>V�
>PH� PLJBLKB
� d7E>Q� AL� VLR� QEFKH� >?LRQ� QEB� @>KAFA>QBP�
ORKKFKD�CLO�J>VLO�e�4EFP�FP�>K�LMBK�BKABA�NRBPQFLK�QE>Q�
BK@LRO>DBP� >� ABQ>FIBA� OBPMLKPB�� 4L� @OB>QB� LMBK�BKABA�
NRBPQFLKP
�FQ�FP�EBIMCRI�QL�?BDFK�QEB�NRBPQFLK�TFQE�TLOAP�>KA�
MEO>PBP�PR@E�>P�explain, describe, tell me about
�LO�walk me 
through your experience withÉ��

+>5@5:3��8;?10��:010�%A1?@5;:�

Closed-ended questions�>OB�PQOR@QROBA�QL�IFJFQ�QEB�>S>FI>?IB�
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OBPMLKPBP
� RPR>IIV� QL� >� PFKDIB� TLOA
� KRJ?BO
� LO� MEO>PB�
LMQFLK�� )K�QEB�@>PB�LC�PROSBV�>KA�MLII�NRBPQFLKP
�VLR�@>K�
IFJFQ� QEB� OBPMLKPB� BSBK� CROQEBO� ?V� MOLSFAFKD� >KPTBO�
@ELF@BP��!�@ILPBA�NRBPQFLK�SBOPFLK�LC�QEB�J>VLO�BU>JMIB�
>?LSB� FP
� d7EF@E� @>KAFA>QB� CLO� J>VLO� AL� VLR� IFHB� QEB�
JLPQ�e� TFQE� QEB� @>KAFA>QBPg� K>JBP� IFPQBA� >P� >KPTBO�
LMQFLKP�� /O� d$L� VLR� ?BIFBSB� QEB� @ROOBKQ� @>JMRP� AFKFKD�
LMQFLKP�MOLSFAB�BKLRDE�S>OFBQV�CLO�SBDBQ>OF>K�AFKBOP�e�

%A1?@5;:�(E<1?�

7EBK�VLR�@OB>QB�@ILPBA�NRBPQFLKP�CLO�>�PROSBV�LO�MLII
�VLR�
TFII�>IPL�J>HB�AB@FPFLKP�>?LRQ�QEB�QVMB�LC�NRBPQFLKP�VLR�
RPB��4EBOB�>OB�PBSBO>I�QVMBP�LC�@LJJLK�NRBPQFLKP�QVMBP�QL�
@ELLPB�COLJ
�FK@IRAFKD�?RQ�KLQ�IFJFQBA�QL��2>KHFKD�3@>IBP
�
!DOBBJBKQ� 3@>IBP
� 9BP�.L� 1RBPQFLKP
� -RIQFMIB� #ELF@B
�
>KA�#EB@H�!II�4E>Q�!MMIV��
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Figure 3: Commonly Used Closed Question Examples; Multiple 
choice question from Example Analytical Report (see section 
10.7). 

�
4EB�QVMB�LC�NRBPQFLK�VLR�@ELLPB�TFII�ABMBKA�LK�QEB�QVMB�

LC�FKCLOJ>QFLK�VLR�T>KQ�QL�HKLT���"BILT�>OB�QTL�PFJFI>O�
NRBPQFLKP� >KA� >KPTBO� LMQFLKP�� ELTBSBO
� QEB� QVMB� LC� A>Q>�
D>QEBOBA� TFII� ?B� AFCCBOBKQ�� )J>DFKB� VLR� >OB� OBPB>O@EFKD�
AFCCBOBKQ� QVMBP� LC� @>JMRP� FJMOLSBJBKQP�� )C� VLR� >PH�
PQRABKQP�QL�d#EB@H�>II�QE>Q�>MMIV
e�VLR�@>K�PBB�TEF@E�FAB>P�
>OB�DBKBO>IIV�MLMRI>O�LO�RKMLMRI>O��)C�VLR�>PH�QEB�PQRABKQP�
QL�d2>KHe�QEB�FAB>P
�VLR�@>K�RPB�QEB�A>Q>�QL�FKCBO�TEF@E�FP�
QEB�JLPQ�MLMRI>O
�PB@LKA�JLPQ�MLMRI>O
�>KA�PL�CLOQE��)Q�FP�
>�PIFDEQ�AFPQFK@QFLK
�?RQ�@>K�J>HB�>�AFCCBOBK@B�AROFKD�A>Q>�
>K>IVPFP��

�

Figure 4: Comparing Question for Different Data Results. 

�>1-@5:3��:?C1>?�

9LR�JRPQ�DFSB�>MMOLMOF>QB�OBPMLKPB�@ELF@BP�CLO�>II�@ILPBA�
NRBPQFLKP�� 4EB� QVMB� LC� OBPMLKPBP� TFII� S>OV� >@@LOAFKD� QL�
TE>Q�QVMB�LC�FKCL�VLR�KBBA�QL�HKLT
�ELT�VLR�@>K�DBQ�>P�
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JR@E� S>OF>QFLK�DLLA� A>Q>� >P� MLPPF?IB
� >KA� >IPL� QEB� QVMB�
LC�NRBPQFLK�VLR�>PH��9LR�PELRIA�FK@IRAB�>Q�IB>PQ�LKB�null 
>KPTBO�LMQFLK�CLO�JLPQ�NRBPQFLKP��&LO�BU>JMIB
�no answer, 
prefer not to answer
� LO�other�� 4EFP� LMQFLK� >IILTP�
OBPMLKABKQP�QL�>KPTBO�NRBPQFLKP�TEBK�QEBFO�LMQFLK�FP�KLQ�
MOLSFABA� >KA�LO� @LKQFKRB� QEB� PROSBV� FC� >� NRBPQFLK� J>HBP�
QEBJ�RK@LJCLOQ>?IB��

�;99;:��??A1?�

2BD>OAIBPP� LC� TEBQEBO� VLR� @OB>QB� >K� LMBK� LO� @ILPBA�
NRBPQFLK
� VLR� PELRIA� >SLFA�negatively worded� questions
�
double-barreled�questions,�>KA�biased questions��

]� "35/B7D3:G�E=@232�?C3AB7=<A��>PH�CLO�KBD>QFSB�
A>Q>��&LO�BU>JMIB
�FC�VLR�>PHBA
�d(LT�J>KV�
QFJBP�MBO�TBBH�>OB�VLR�RK>?IB�QL�>@@BPP�QEB�
ALLO�IL@H�>CQBO�ELROP�e�VLR�>OB�>PHFKD�CLO�ELT�
J>KV�QFJBP�PLJBQEFKD�ALBP�not�L@@RO��4EFP�QVMB�
LC�MEO>PFKD�@>K�@LKCRPB�PLJB�OBPMLKABKQP
�
TEF@E�@LRIA�IB>A�QL�?>A�A>Q>��)Q�FP�?BPQ�QL�OBSFPB�
QEBPB�NRBPQFLKP�QL�>PH�CLO�>�MLPFQFSB�>JLRKQ
�
PR@E�>P�d(LT�J>KV�QFJBP�MBO�TBBH�>OB�VLR�able
QL�>@@BPP�QEB�ALLO�IL@H�>CQBO�ELROP�e�

]� �=C0:3�0/@@3:32�?C3AB7=<A��>PH�>?LRQ�QTL�LO�
JLOB�FAB>P
�PR@E�>P
�d(LT�J>KV�QFJBP�MBO�TBBH�
AL�VLR�PMB>H�TFQE�PQ>CC�>KA�>AJFKFPQO>QFLK�TEBK�
VLR�E>SB�>�MOL?IBJ�e�4EFP�NRBPQFLK�>PHP�>?LRQ�
QTL�AFCCBOBKQ�FAB>PcPMB>HFKD�TFQE�PQ>CC�>KA�
PMB>HFKD�TFQE�>AJFKFPQO>QFLK��4EB�>JLRKQ�LC�
@LKQ>@Q�MBO�TBBH�@LRIA�S>OV�DOB>QIV�?BQTBBK�
QEBPB�QTL�DOLRMP��)K�@>PBP�PR@E�>P�QEBPB
�OBSFPB�
QEB�NRBPQFLK�QL�>AAOBPP�LKIV�LKB�QLMF@�LO�PMIFQ�
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FKQL�JRIQFMIB�NRBPQFLKP��

]� �7/A32�?C3AB7=<A��J>HB�>PPRJMQFLKP�>?LRQ�QEB�
OBPMLKABKQ�LO�IB>A�QEB�OB>ABO�QL�>K�>KPTBO��&LO�
BU>JMIB
�d(LT�J>KV�QFJBP�>�TBBH�AL�VLR�
BK@LRKQBO�QEB�QBOOF?IB�PB>QFKD�PFQR>QFLK�>Q�QEB�
3QRABKQ�5KFLK�e�TFII�BK@LRO>DB�VLRO�>RAFBK@B�
QL�SFBT�QEB�PB>QFKD�PFQR>QFLK�>P�dQBOOF?IBe�BSBK�FC�
QEBV�E>A�KLQ�MOBSFLRPIV�@LKPFABOBA�QEB�PFQR>QFLK�
QL�?B�MOL?IBJ>QF@��)Q�@>K�?B�AFCCF@RIQ�QL�KLQ�
FJMI>KQ�FAB>P
�@LKCRPB�QEB�M>OQF@FM>KQ
�LO�
@LJMFIB�JFPIB>AFKD�FKCLOJ>QFLK��&LO�BU>JMIB
�
FJ>DFKB�VLR�TLOH�CLO�>K�F@B�@OB>J�@LJM>KV
�
>KA�KBBA�QL�MOLSB�QE>Q�@EL@LI>QB�F@B�@OB>J�FP�QEB�
JLPQ�MLMRI>O�CI>SLO��9LR�>PH�FK�VLRO�PROSBV
�
d$L�VLR�IFHB�@EL@LI>QB�F@B�@OB>J�e�
2BPMLKABKQP�TFII�MOL?>?IV�P>V�dVBP�e�(LTBSBO
�
QEFP�FP�KLQ�>�@LJMIBQB�PROSBV��*RPQ�?B@>RPB�>�
MBOPLK�IFHBP�@EL@LI>QB�F@B�@OB>J�ALBP�KLQ�JB>K�
FQ�FP�QEB�JLPQ�MLMRI>O�CI>SLO��)KPQB>A
�VLR�PELRIA�
>PH�PBSBO>I�NRBPQFLKP
�LKB�LC�TEF@E�JFDEQ�
PMB@FCF@>IIV�>PH�OBPMLKABKQP�QL�OBSB>I�QEBFO�
C>SLOFQB�F@B�@OB>J�CI>SLO��

!Q�LQEBO�QFJBP
�VLR�J>V�IB>A�QEB�OBPMLKABKQ�TFQE�MEO>PFKD�
LO� J>HB� >PPRJMQFLKP� LC� ELT� QEB� OBPMLKABKQ� >KPTBOBA�
B>OIFBO�NRBPQFLKP��&LO�BU>JMIB
�FC�VLR�>OB�ALFKD�OBPB>O@E�
LSBO�BUQBKAFKD�IF?O>OV�ELROP
�VLR�@LRIA�>PH��

]� $L�VLR�QEFKH�QEB�IF?O>OV�PELRIA�BUQBKA�QEBFO�
ELROP��

9BP���.L���->V?B���.!�

]� 7EBK�PELRIA�QEBV�BUQBKA�QEBV�BUQBKA�QEBFO�
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ELROP��

���>J�������>J���/MBK����EOP�

]� 7E>Q�QB@EKLILDV�AL�VLR�T>KQ�QL�FJMOLSB�>Q�QEB�
IF?O>OV��

MOFKQBOP���JLOB�@LJMRQBOP���JLOB�LRQIBQP�
)K�QEB�>?LSB�BU>JMIB
�QEB�PB@LKA�NRBPQFLK�FP�TOFQQBK�>P�

QELRDE�QEB�>KPTBO�QL�QEB�CFOPQ�NRBPQFLK�TFII�?B�Yes
�?RQ�QE>Q�
J>V�KLQ�?B�QEB�@>PB��7E>Q�FC�QEB�MBOPLK�>KPTBOBA�No�LO�
Maybe QL�QEB�CFOPQ�NRBPQFLK��4EB�PB@LKA�NRBPQFLK�E>P�KL�
LMQFLK�QL�>IILT�CLO�AFPPBKQ�LO�AFP>DOBBJBKQ��!IPL
�NRBPQFLK�
QEOBB� >PPRJBP� QE>Q� QEB� OBPMLKABKQP� T>KQ� QL� FJMOLSB�
PLJBQEFKD� QB@EKLILDV�OBI>QBA� 	TFQELRQ� QEBJ� P>VFKD� PL

�
>KA�QEB�OBPMLKPBP�IFJFQ�QEB�>KPTBOP�QL�LKIV�QEOBB�>OB>P�LC�
QB@EKLILDF@>I�FJMOLSBJBKQ��
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Figure 5: Secondary Research Categories. 
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�<271/B=@A��-RIQFMIB�MLFKQP�LC�SFBT�>OB�>@HKLTIBADBA�
>KA� AFP@RPPBA� ILDF@>IIV� >KA� @IB>OIV�� PQ>QBJBKQP� >OB�
PRMMLOQBA� TFQE� AL@RJBKQ>QFLK� COLJ� >� S>OFBQV� LC� OBIF>?IB�
PLRO@BP�� MROMLPB� FP� @IB>OIV� PQ>QBA�� QEB� LOD>KFW>QFLKgP�
d!?LRQe� PQ>QBJBKQ� OBSB>IP� >� @LJJFQJBKQ� QL� QORQE�� QEB�
LOD>KFW>QFLKgP� OB>ABOPEFM� @>KKLQ� ?B� B>PFIV� AFSFABA� >ILKD�
@LJJLK� ABJLDO>MEF@� IFKBP� 	B�D�
� DBKABO
� MLIFQF@>I�
>CCFIF>QFLK
�>DB
�BQ@
��

]� �C@@3<1G��

�3G� %C3AB7=<�� 7EBK� T>P� QEB� FQBJ� LC� FKCLOJ>QFLK�
MR?IFPEBA�LO�MOLAR@BA��

�<271/B=@A��0R?IF@>QFLK� A>QB�� >PPFDKJBKQ� OBPQOF@QFLKP�
	B�D�
�VLR�@>K�LKIV�RPB�>OQF@IBP�COLJ�QEB� I>PQ�CFSB�VB>OP
��
VLRO�QLMF@�>KA�ELT�NRF@HIV�FKCLOJ>QFLK�@E>KDBP�FK�VLRO�
CFBIA� 	B�D�
� QB@EKLILDV� LO� EB>IQE� QLMF@P� TFII� OBNRFOB� JLOB�
OB@BKQ� FKCLOJ>QFLK� QL� OBCIB@Q� O>MFAIV� @E>KDFKD� >OB>P� LC�
BUMBOQFPB
��

]� �C273<13��

%C3AB7=<�� 7EL� FP� QEFP� FKCLOJ>QFLK� TOFQQBK� CLO� LO� QEFP�
MOLAR@Q�ABSBILMBA�CLO��

�<271/B=@A��,>KDR>DB��PQVIB��QLKB��?F?IFLDO>MEFBP��

]� �� �5@5:3�';A>/1?�

)C� VLR� @OB>QB� VLRO� LTK� OBPB>O@E� A>Q>� RPFKD� MOFJ>OV�
OBPB>O@E� 	FKQBOSFBT
� PROSBV
� BQ@�

� VLR� AL� KLQ� KBBA� QL�
MOLSFAB� >� CLOJ>I� @FQ>QFLK� CLO� QE>Q� A>Q>c?B@>RPB� VLR�

344   Michael Beilfuss, Staci Bettes, and Katrina Peterson



@OB>QBA�FQ
�VLR�LTK�FQ��(LTBSBO
�VLR�JRPQ�MOLMBOIV�@FQB�>KV�
FKCLOJ>QFLK�VLR�RPB�COLJ�>II�PB@LKA>OV�PLRO@BP��

�5>1/@�%A;@1�

2BPB>O@EBOP� AL@RJBKQ� >KVQEFKD� QE>Q� FP� AFOB@QIV� NRLQBA��
4EFP�@>K�?B�>�MEO>PB
�PBKQBK@B
�M>O>DO>ME
�LO�ILKDBO�PB@QFLK�
Q>HBK�COLJ�>�PLRO@B��->HB�PROB�QL�MI>@B�NRLQ>QFLK�J>OHP�
	� d�� e� 
� >OLRKA� QEB� ?LOOLTBA� J>QBOF>I� QL� PELT� QE>Q� FQ� FP�
BU>@Q�MEO>PFKD�RPBA�FK�QEB�PLRO@B��9LR�JRPQ�>IPL�MOLSFAB�
>�@LOOB@Q�@FQ>QFLK�>Q�QEB�BKA�LC�QEB�PBKQBK@B�@LKQ>FKFKD�QEB�
?LOOLTBA�FKCLOJ>QFLK�>KA�@OB>QB�>�CRII�OBCBOBK@B�>Q�QEB�BKA�
LC�QEB�AL@RJBKQ�LK�>�OBCBOBK@B�M>DB��

$->-<4>-?1�-:0�'A99->E�

0>O>MEO>PBA�LO�PRJJ>OFWBA�FKCLOJ>QFLK�>IPL�KBBAP�QL�?B�
AL@RJBKQBA� RPFKD� >� @FQ>QFLK�� 0>O>MEO>PFKD� FP� OBPQ>QFKD�
FAB>P�Q>HBK�COLJ�PLJBLKB�BIPB�>KA�MRQQFKD�QELPB�FAB>P�FKQL�
VLRO�LTK�TLOAP��4EB� I>KDR>DB�RPBA�KBBAP�QL�?B�LOFDFK>I�
>KA� COBPE�� 9LR� @>KKLQ� PFJMIV� PTFQ@E� >� PBKQBK@B� >OLRKA�
LO� RPB� >� QEBP>RORP� QL� PT>M� LRQ� >� CBT� TLOAP�� 9LR� JRPQ�
@LJMIBQBIV� MRQ� QEB� PLRO@BgP� FAB>P� FKQL� QEB� TOFQBOgP� LTK�
TLOA�	QEFP�FP�RPR>IIV�ALKB�?V�QROKFKD�>T>V�COLJ�QEB�PLRO@B�
J>QBOF>I� >KA� OBMEO>PFKD� QEB� >RQELOgP� PQ>QBJBKQP� COLJ�
JBJLOV
��1RLQ>QFLK�J>OHP�>OB�KLQ�RPBA
�?RQ�VLR�JRPQ�RPB�
>� @FQ>QFLK� QL� DFSB� @OBAFQ� QL� QEB� LOFDFK>I� PLRO@B�� )Q� FP� >IPL�
EBIMCRI�QL�>AA�>QQOF?RQFSB�Q>DP�QL�QEB�M>O>MEO>PB��

)C�VLR�E>SB�AFCCF@RIQV�AB@FAFKD�FC�VLR�PELRIA�@ELLPB�>�
AFOB@Q�NRLQB
�>�M>O>MEO>PB
�LO�>�PRJJ>OV�FK�VLRO�AL@RJBKQ
�
QEFKH�>?LRQ�QEB�CLIILTFKD�ORIBP��

]� )A3�/�27@31B�?C=B/B7=<��FC�QEB�TLOAFKD�FP�SBOV�
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BILNRBKQ�LO�@IB>O
�LO�FC�@E>KDFKD�QEB�TLOAFKD�
TLRIA�J>HB�QEB�NRLQB�ILPB�FQP�FJMOBPPFLK��9LR�
@>K�>IPL�AFOB@QIV�NRLQB�>K�>RQELOFQV�LK�>�QLMF@�QL�
>AA�@OBAF?FIFQV��

]� )A3�/�>/@/>6@/A3��FC�QEB�FAB>�FP�JLOB�FJMLOQ>KQ�
QE>K�QEB�TLOAFKD��!IPL�RPB�>�M>O>MEO>PB�QL�
@E>KDB�QEB�BJME>PFP�LC�>K�FAB>
�@E>KDB�QEB�PQVIB�
LC�TLOAFKD
�PELT�VLRO�RKABOPQ>KAFKD�LC�
@LJMIBU�FAB>P
�@LKABKPB�IBKDQEV�FAB>P�FKQL�
JLOB�@LK@FPB�BUMI>K>QFLKP
�LO�IFKH�QLDBQEBO�
FAB>P�QE>Q�JFDEQ�LQEBOTFPB�?B�PBM>O>QBA�?V�
IBKDQEV�M>O>DO>MEP�LO�M>DBP�LC�PRMMLOQFKD�
AL@RJBKQ>QFLK��

]� )A3�/�AC;;/@G� �TEBK�VLR�KBBA�QL�PFJMIFCV�LO�
@LKABKPB�>�I>ODBO�TLOH�FKQL�QEB�?>PF@�MLFKQP��

*5?A-8?�

!KV� SFPR>IP
� DO>MEF@P
� >KA� MF@QROBP� TEF@E� VLR� AFA� KLQ�
@OB>QB�VLROPBIC�KBBA�QL�?B�@FQBA�� /CQBK
�FKAFSFAR>IP�QEFKH�
QEBV�@>K�PK>D�>K�FJ>DB�COLJ� 'LLDIB�>KA�@LMV�>KA�M>PQB�
FQ� FKQL� >� M>MBO� LO� MOBPBKQ>QFLK� TFQELRQ� @FQFKD� FQ�� QEFP� FP�
MI>DF>OFPJ��!KVQEFKD�QE>Q�T>P�KLQ�@OB>QBA�FK�TELIB�?V�QEB�
TOFQBO�KBBAP�QL�?B�@FQBA��9LR�J>V�>IPL�TFPE�QL�IFJFQ�FJ>DB�
PB>O@E�OBPRIQP�QL�LMBK�PLRO@B�FJ>DBP�LKIV�?BCLOB�PBIB@QFKD�
>�DO>MEF@�QL�RPB
�QL�>SLFA�@LMVOFDEQ�FPPRBP��	3BB�@E>MQBO���
CLO�FKPQOR@QFLKP�QL�IFJFQ�VLRO�LKIFKB�DO>MEF@P�PB>O@E
�

#B1>-88�

!IT>VP�DFSB�@OBAFQ�QL�>KLQEBO�MBOPLKgP�FAB>P�LO�TLOH��KBSBO�
M>PP� QEBJ� LCC� >P� VLRO� LTK�� 4EBOB� >OB� KRJBOLRP� CLOJ>Q�
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PQVIBP�>S>FI>?IB
�PR@E�>P� -,!
� !0!
�#3%
�>KA� !-!�� )C�
VLR� >OB� KLQ� DFSBK� >� PMB@FCF@� CLOJ>Q� QL� RPB� FK� VLRO�
AL@RJBKQ
� @ELLPB� >� PQVIB� RPBA� FK� VLRO� CFBIA� >KA� BKPROB�
VLR�>OB�RPFKD�FQ�@LOOB@QIV�� 'RFABP�>OB�>S>FI>?IB�LKIFKB�CLO�
BSBOV�PQVIB
�>P�TBII�>P�ABQ>FIBA�MR?IFPEBA�J>KR>IP�CLO�TEBK�
VLR�KBBA�QL�DBQ�JLOB�FK�ABMQE�� !�CBT�TB?PFQBP�QE>Q�J>V�
EBIM�VLR�TFQE�@FQ>QFLKP�FK@IRAB��2BCBOBK@B_FQB�1RF@H_FQB�
	EQQMP���TTT�@FQB�>R@HI>KA�>@�KW���EQJI

� 4EB� /TI�
	EQQMP���LTI�MROARB�BAR�LTI�MROARB=LTI�EQJI
� 
� #FQ>QFLK�
->@EFKB�	TTT �@FQ>QFLKJ>@EFKB�KBQ

��>KA�#FQB�4EFP�CLO�-B�
	EQQM���TTT�@FQBQEFPCLOJB�@LJ�
��

!KA�LC�@LROPB
�VLRO�RKFSBOPFQV�IF?O>OV�E>P�J>KV�CLOJ>Q�
>KA�PQVIB�DRFABP
�?LQE�BIB@QOLKF@�>KA�MOFKQ�CLOJ>Q
�QL�EBIM�
VLR�TFQE�?>PF@�@FQ>QFLKP�>KA�JLOB�PMB@FCF@
�PQVIFWBA�>PMB@QP�
LC� CLOJ>Q�� 	3BB�@E>MQBO� �� CLO� FKCLOJ>QFLK� LK� BQEF@P� >KA�
@FQ>QFLK
��

Media Attributions 

]� 4VMBP�LC�2BPB>O@E�1RBPQFLKP�

]� 0OFJ�2BP�

]� 1RBPQFLK�%U>JMIBP�

]� $FCC�A>Q>�1�

]� 3B@�2BP�#>Q�
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�4-<@1>�

���:-8E@5/-8�&1<;>@?�

�4-<@1>�'E:;<?5?�

4EB� PQ>KA>OA� @LJMLKBKQP� LC� QEB� QVMF@>I� >K>IVQF@>I� OBMLOQ�
>OB� AFP@RPPBA� FK� QEFP� @E>MQBO
� FK@IRAFKD� MOBIFJFK>OV�
@ELF@BP
� >RAFBK@B� >KA� MROMLPB� @LKPFABO>QFLKP
� @LJJLK�
PB@QFLKP�LC�OBMLOQP
�>KA�CLOJ>Q��!P�VLR�OB>A�>KA�RPB�QEBPB�
DRFABIFKBP
� OBJBJ?BO� QE>Q� QEBPB� >OB� dDRFABIFKBP
e� KLQ�
@LJJ>KAJBKQP�� $FCCBOBKQ� @LJM>KFBP
� MOLCBPPFLKP
� >KA�
LOD>KFW>QFLKP� E>SB� QEBFO� LTK� S>OFBA� DRFABIFKBP� CLO�
OBMLOQPcVLR�TFII�KBBA�QL�>A>MQ�VLRO�MO>@QF@B�QL�QELPB�>P�
TBII�QEB�LKBP�MOBPBKQBA�EBOB��)K�>AAFQFLK�QL�QEB�@LKQBKQ�>KA�
PQVIB�LC�>�PQ>KA>OA�OBMLOQ
�QEB�BKA�LC�QEB�@E>MQBO�FK@IRABA�
ABQ>FIP�LK�QTL�PMB@FCF@�PR?DBKOBP�LC�OBMLOQP�QE>Q�VLR�J>V�
KBBA�QL�TOFQB�AROFKD�VLRO�BAR@>QFLK�>KA�?BVLKAcProgress 
Reports�>KA�Internship and Co-op Reports��



�
��:@>;0A/@5;:�

!K>IVQF@>I�OBMLOQP�E>SB�PMB@FCF@>QFLKP�>P�AL�>KV�LQEBO�HFKA�
LC� MOLGB@Q�� 3MB@FCF@>QFLKP� CLO� OBMLOQP� FKSLISB� I>VLRQ
�
LOD>KFW>QFLK� >KA� @LKQBKQ
� CLOJ>Q� LC� EB>AFKDP� >KA� IFPQP
�
ABPFDK� LC� QEB� DO>MEF@P
� >KA� PL� LK�� 4EB� >AS>KQ>DB� LC� >�
OBNRFOBA� PQOR@QROB� >KA� CLOJ>Q� CLO� OBMLOQP� FP� QE>Q� VLR� LO�
>KVLKB�BIPB�@>K�BUMB@Q�QEBJ�QL�?B�ABPFDKBA�FK�>�C>JFIF>O�
T>VcVLR� HKLT� TE>Q� QL� ILLH� CLO�>KA� TEBOB� QL� ILLH� CLO�
FQ��2BMLOQP�>OB�RPR>IIV�OB>A�FK�>�EROOV��0BLMIB�T>KQ�QL�DBQ�
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QL�QEB�FKCLOJ>QFLK�QEBV�KBBAcHBV�C>@QP
�@LK@IRPFLKP
�>KA�
LQEBO�BPPBKQF>IPc>P�NRF@HIV�>P�MLPPF?IB��

&LO�BU>JMIB
�VLR�JFDEQ�CFKA�OB>AFKD�>��GLROK>I�>OQF@IBP�
KLKB� QLL� PQFJRI>QFKD�� .BSBOQEBIBPP
� GLROK>I� >OQF@IBP� >KA�
OBMLOQP� >OB� FJMLOQ>KQ� >KA� @>OBCRIIV� @O>CQBA�� 4EB� OFDFA�
CLOJ>Q� >KA� L?GB@QFSB� PQVIB� IBKA� QEBJ� >� RKFSBOP>I� RQFIFQV�
PL�OB>ABOP�COLJ�S>OFLRP�AFP@FMIFKBP�@>K�OB>AFIV�>@@BPP�>KA�
RPB�QEB�@LJMIBU�FKCLOJ>QFLK��9LRO�MOLCBPPLOP�TFII�@LKCFOJ�
QE>Q� ?RPV� >@>ABJF@P� O>OBIV� OB>A� OBMLOQP� >KA� >OQF@IBP�
IFKB>OIVcJ>KV�OB>ABOP�@RQ�OFDEQ�QL�2BPRIQP�>KA�$FP@RPPFLK�
LO�ILLH�LSBO�QEB�Q>?IBP�>KA�CFDROBP�?BCLOB�OB>AFKD�>KVQEFKD
�
QEBK�GRJM�>OLRKA�QL�QELPB�?FQP�LC�QEB�OBMLOQ�QE>Q�>OB�JLPQ�
OBIBS>KQ� QL� QEBFO� KBBAP�� /CQBK
� QEBFO� DL>I� FP� QL� O>MFAIV�
BU@IRAB�FKCLOJ>QFLK�QEBV�AL�KLQ�T>KQ�LO�KBBA��

4EB� P>JB� @>K� ?B� P>FA� CLO� >KV� QVMB� LC� OBMLOQ�� )Q� FP�
BPMB@F>IIV�FJMLOQ>KQ�CLO�VLR�QL�TOFQB�OBMLOQP�FK�>�C>PEFLK�
>@@BMQ>?IB� CLO� VLRO� >RAFBK@B� >KA� QLMF@
� TEBOB� QEBV� @>K�
B>PFIV� IL@>QB� QEB� ABPFOBA� FKCLOJ>QFLK�� !P� VLR� MOBM>OB�
QB@EKF@>I� OBMLOQP� CLO� VLRO� @I>PPBP
� VLR� E>SB� ?RFIQ�FK�
QBJMI>QB� FK� TEF@E� QL� MRQ� VLRO� FKCLOJ>QFLK
� >KA� VLR� @>K�
MIRD� FK� QL� >� QOFBA� >KA� MOLSBK� QBJMI>QB� QE>Q� E>P� BSLISBA�
LSBO� J>KV� VB>OP�� 5KABOPQ>KAFKD� >KA� @LKCLOJFKD� QL� QEFP�
QBJMI>QB�TFII�EBIM�VLR�QL�LOD>KFWB�@LJMIBU�FKCLOJ>QFLK�>P�
TBII�>P�JBBQ�VLRO�OB>ABOgP�PMB@FCF@�KBBAP��

7EBK�VLR�TOFQB�QB@EKF@>I�OBMLOQP
�KLQF@B�ELT�OBMBQFQFSB�
PLJB� PB@QFLKP� >OB�� 4EFP� ARMIF@>QFLK� E>P� QL� AL� TFQE� ELT�
MBLMIB� OB>A� OBMLOQP�� 4EBV� J>V� PQ>OQ� TFQE� QEB� BUB@RQFSB�
PRJJ>OV
�PHFM�>OLRKA
�>KA�MOL?>?IV�KLQ�OB>A�BSBOV�M>DB��
9LRO� @E>IIBKDB� FP� QL� ABPFDK� OBMLOQP� PL� QE>Q� QEB� OB>ABOP�
BK@LRKQBO�VLRO�HBV�C>@QP�>KA�@LK@IRPFLKP
�KL�J>QQBO�ELT�
JR@E�LC�QEB�OBMLOQ�QEBV�OB>A�LO�FK�TE>Q�LOABO�QEBV�OB>A�FQ��
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���( E<1?�;2�&1<;>@?�

2BMLOQP� >OB� >� @LJJLK� >KA� FJMLOQ>KQ� M>OQ� LC�
@LJJRKF@>QFLK� FK� QEB� TLOHFKD� TLOIA�� 4EBV� @>K� RMA>QB�
OB>ABOP� >?LRQ� MOLDOBPP� LK� >� MOLGB@Q
� FKCLOJ� LC� PLJB�
>@QFSFQV
�PELT�OBPB>O@E�LK�>K�FQBJ
�J>HB�OB@LJJBKA>QFLKP�
QL� QEB� OB>ABO
� AL@RJBKQ� >� MOL?IBJ
� OBNRBPQ� CRKAFKD
� LO�
PR?JFQ�>�@>II�QL�>@QFLK��4EBPB�>OB�LKIV�PLJB�BU>JMIBP�LC�
TE>Q� >� OBMLOQ� @>K� AL�� 4EBOB� >OB� PBSBO>I� QVMBP� LC� OBMLOQP�
VLR� J>V� BK@LRKQBO� FK� VLRO� @I>PPBP� LO� FK� QEB� TLOHCLO@B
�
FK@IRAFKD��

]� '173<B7471�@3>=@BA��OB@LOA�>KA�BUMI>FK�
FKCLOJ>QFLK�CLRKA�QEOLRDE�P@FBKQFCF@�FKNRFOV��
MOLMLPBP�>�EVMLQEBPFP�QE>Q�FP�LCQBK�MOLSBA�OFDEQ�
LO�TOLKD��

]� �<4=@;/B7=</:�@3>=@BA��@>OOV�FKCLOJ>QFLK�COLJ�
LKB�M>OQ�LC�QEB�@LJM>KV�QL�>KLQEBO��PR@E�>P�
CFK>K@BP
�BJMILVBB�PQ>QFPQF@P
�BQ@��

]� $@=831B�1=;>:3B7=<�@3>=@BA��OBPLISB�>K�FPPRB
�
>KA�LCQBK�RPBA�QL�BS>IR>QB�QEB�PR@@BPP�LC�>�
MOLGB@Q��@OB>QBA�>Q�QEB�BKA�LC�>�MOLGB@Q��

]� &3A3/@16�@3>=@BA��@LKABKPB�>KA�EFDEIFDEQ�
OBPB>O@E�@LJMIBQBA�LK�>�QLMF@��

]� &31=;;3<2/B7=<�@3>=@BA��MOBPBKQ�OBPB>O@E�QL�
OB@LJJBKA�>�PMB@FCF@�>@QFLK	P
�QL�OBPLISB�>�
MOL?IBJ��

]� �3/A707:7BG�@3>=@BA��>PPBPP�>KA�AFP@RPP�QEB�
SF>?FIFQV�LC�>�PMB@FCF@�>@QFLK�LO�@E>KDB��

4EB� MROMLPB� LC� >II� OBMLOQ� QVMBP� FP� QEB� P>JBcQL� @IB>OIV�
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>KA�>@@RO>QBIV�ABP@OF?B�PLJBQEFKD�QE>Q�E>P�E>MMBKBA�LO�FP�
E>MMBKFKD��



���&1<;>@�$A><;?1�-:0��A051:/1�

)K�>�QB@EKF@>I�TOFQFKD�@LROPB
�QEB�OBMLOQ�>PPFDKJBKQ�PBOSBP�
PBSBO>I� MROMLPBP�� >
� FQ� DFSBP� VLR� PLJB� BUMBOFBK@B� FK�
TOFQFKD�>�OBMLOQ��?
�AFPMI>VP�VLRO�OBPB>O@E�LK�>�QLMF@��>KA�
@
�PELTP�ELT�VLR�@>JB�QL�VLRO�@LK@IRPFLKP�LK�QE>Q�QLMF@��
4EB�OBMLOQ�FP�LCQBK�QEB�@LK@IRPFLK�LC�>�TBBHP�ILKD�OBPB>O@E�
>KA�TOFQFKD�MOL@BPP�QE>Q�DLBP�QEOLRDE�J>KV�PQ>DBP�RKQFI�FQ�
DBQP�QL�QEB�BKA�MLFKQ��

!KLQEBO� MLFKQ� QL� HBBM� FK� JFKA� OBI>QBP� QL� QEB� >RAFBK@B�
CLO�AFCCBOBKQ�HFKAP�LC�OBMLOQP��#LKPFABO�QEB�BU>JMIB�LC�>�
OBMLOQ� TOFQQBK� QL� >� PRMBOSFPLO� >Q� >� PLI>O� MLTBO� @LJM>KV�
LSBO� QEB� BCCB@QFSBKBPP� LC� QEB� PLI>O� M>KBIP� @ROOBKQIV� RPBA�
>Q� >� IL@>QFLK�� 4EB� OBMLOQgP� MOFJ>OV� >RAFBK@B� J>V� ?B� >K�
BUB@RQFSB
� TELPB� HKLTIBADB� LC� QEB� QB@EKF@>IFQFBP� FP� SBOV�
?OL>A��4EB�BUB@RQFSB�TFII�OB>A�QEB�OBMLOQ�>KA�RKABOPQ>KA�
QEB�MOLCFQP�>KA�ILPPBP
�?RQ�TFII�KBBA�QL�@LKPRIQ�>�QB@EKF@F>K�
QL� RKABOPQ>KA� QEB� QB@EKF@>I� >PMB@QP� LC� M>KBI� RP>DB�� 4EB�
@LKQBKQ� >KA� I>KDR>DB� RPBA� CLO� QEBPB� QTL� AFCCBOBKQ�
>RAFBK@BP� TFII� KBBA� QL� ?B� >AGRPQBA� QL� CFQ� QEB� TOFQFKD�
PFQR>QFLK�� 	3BB�@E>MQBO� ��� CLO� ABQ>FIP� LK� OBSFPFKD� CLO�
JRIQFMIB�>RAFBK@BP
�
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4EB�CLOJ>Q�>KA�IBKDQE�LC�>K�>?PQO>@Q�@>K�S>OV�
ABMBKAFKD�LK�QEB�?RPFKBPP�LO�CFBIA
�QELRDE�FQ�FP�
LCQBK�>OLRKA���������TLOAP
�ABMBKAFKD�LK�
OBMLOQ�IBKDQE��)K�DBKBO>I
�>?PQO>@QP�PELRIA�CLIILT�
QEB�P>JB�@EOLKLILDF@>I�LOABO�>P�QEB�OBMLOQ
�
@LKQ>FK�?OFBC�?RQ�PMB@FCF@�FKCLOJ>QFLK�COLJ�B>@E�
PB@QFLK
�>KA�RPB�MEO>PBP�>KA�PBKQBK@BP�MRIIBA�
AFOB@QIV�COLJ�QEB�OBMLOQ�TFQELRQ�@E>KDFKD�QEB�
I>KDR>DB��9LRO�>?PQO>@Q�J>V�S>OV�PLJBTE>Q�
COLJ�QEB�IFPQ�?BILT�ABMBKAFKD�LK�QEB�PB@QFLKP�LC�
VLRO�OBMLOQ��!K�>?PQO>@Q�TFII�DBKBO>IIV�@LKQ>FK�
QEB�CLIILTFKD�FKCLOJ>QFLK��

]� 4LMF@�LO�MOL?IBJ�
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�
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]� 3Q>QFPQF@>I�>K>IVPBP�

]� 2BPRIQP�LC�QEB�PQRAV�

]� )JMIF@>QFLKP�LC�QEB�PQRAV�	QEB�@LK@IRPFLKP
�

%UB@RQFSB� 3RJJ>OV�� !KLQEBO� @LJJLK� QVMB� FP� QEB�
BUB@RQFSB�PRJJ>OV
�TEF@E�>IPL�PRJJ>OFWBP�QEB�HBV�C>@QP�
>KA�@LK@IRPFLKP�@LKQ>FKBA�FK�QEB�OBMLOQ��4EFKH�LC�QEFP�>P�FC�
VLR�RPBA�>�VBIILT�EFDEIFDEQBO�QL�J>OH�QEB�HBV�PBKQBK@BP�FK�
QEB�OBMLOQ�>KA�QEBK�PFMELKBA�QEBJ�>II�LRQ�LKQL�>�PBM>O>QB�
M>DB�>KA�BAFQBA�QEBJ�CLO�OB>A>?FIFQV��4VMF@>IIV
�BUB@RQFSB�
PRJJ>OFBP� >OB� LKB�QBKQE� QL� LKB�QTBKQFBQE� QEB� IBKDQE� LC�
OBMLOQP����QL����M>DBP�ILKD��&LO�ILKDBO�OBMLOQP
�LKBP�LSBO�
���M>DBP
�QEB�BUB@RQFSB�PRJJ>OV�PELRIA�KLQ�DL�LSBO�QTL�
M>DBP��4EB�MLFKQ�LC�QEB�BUB@RQFSB�PRJJ>OV�FP�QL�MOLSFAB�
>� PRJJ>OV� LC� QEB� OBMLOQcPLJBQEFKD� QE>Q� @>K� ?B� OB>A�
NRF@HIV��

&FDROB����!?PQO>@Q�>KA�%UB@RQFSB�3RJJ>OV�%U>JMIBP�
�
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OB>ABOP�TE>Q�QLMF@P�>OB�@LSBOBA�FK�QEB�OBMLOQ
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AB@FPFLKP��

]�  3D3:A�=4�63/27<5A��)K�ILKDBO�OBMLOQP
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]� * 3@B71/:�A>/17<5��&FOPQ�IBSBI�PB@QFLKP�E>SB�BUQO>�
PM>@B�>?LSB�>KA�?BILT
�TEF@E�FK@OB>PBP�
OB>A>?FIFQV��

]�  3/23@�2=BA��,B>ABO�ALQP�ELOFWLKQ>IIV�@LKKB@Q�
QEB�ABP@OFMQFSB�EB>AFKDP�LK�QEB�IBCQ�QL�QEB�M>DB�
KRJ?BOP�LK�QEB�OFDEQ��

Technical and Professional Writing Genres   365



->HB�PROB�QEB�TLOAP�FK�QEB�4/#�>OB�QEB�P>JB�>P�QEBV�>OB�FK�
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4EB� OBMLOQgP� ?LAV� @LKQ>FKP� QEB� OBMLOQgP� @LKQBKQ�� )K� QEBPB�
PB@QFLKP
� VLR� TFII� FKQOLAR@B� VLRO� QLMF@
� QBII� RP� TE>Q�
OBPB>O@E�VLR�CLRKA�>KA�ELT�VLR�L?Q>FKBA�QEB�FKCLOJ>QFLK
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AFP@RPP� QEB� PFDKFCF@>K@B� LC� VLRO� CFKAFKDP
� >KA� @LK@IRAB�
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� MOL?IBJ
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!K�BPPBKQF>I�BIBJBKQ�LC�>KV�OBMLOQ�FP�FQP�FKQOLAR@QFLK��->HB�
PROB� VLR� >OB� @IB>O� LK� FQP� OB>I� MROMLPB� >KA� @LKQBKQ�� )K� >�
QB@EKF@>I� OBMLOQ
� QEB� FKQOLAR@QFLK� MOBM>OBP� QEB� OB>ABO� QL�
OB>A�QEB�J>FK�?LAV�LC�QEB�OBMLOQ��4EB�FKQOLAR@QFLK�PELRIA�
LCCBO�FJJBAF>QB�@LKQBUQ�CLO�QEB�OB>ABO�?V�BPQ>?IFPEFKD�QEB�
FJMLOQ>K@B� LC� QEB� QLMF@� >KA� ?V� ABP@OF?FKD� FQP� K>QROB� >KA�
P@LMB��9LR�PELRIA�ABP@OF?B�VLRO�PMB@FCF@�>MMOL>@E�QL�QEB�
MOL?IBJ�>KA�BPQ>?IFPE�ELT�VLRO�FKSBPQFD>QFSB�TLOH�JBPEBP�
TFQE� QEB� KBBAP� LC� QEB� CFBIA� LO� TFQE� LQEBO� TLOH� QE>Q� E>P�
?BBK�ALKB��4EB�dCRKKBI�PVPQBJe�LC�LOD>KFW>QFLKcJLSFKD�
COLJ�>�?OL>A�>MMOL>@E�QL�>�DO>AR>IIV�K>OOLTBA�P@LMBcFP�
OB@LJJBKABA�� 0OBPBKQ� QBKPB� FP� MOBCBOOBA�� !K� BCCB@QFSB�
FKQOLAR@QFLK� TFII� RPR>IIV� FK@IRAB� >II� LO� PLJB� LC� QEB�
CLIILTFKD�FKCLOJ>QFLK
�FK�>KV�LOABO��

]� $BCFKB�QEB�PR?GB@Q�LC�QEB�OBMLOQ�
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)KQOLAR@QFLKP� O>KDB� COLJ� LKB� QL� PBSBO>I� M>DBP� FK� IBKDQE
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>KA�JRPQ�>IT>VP�FK@IRAB�>�@IB>OIV�TLOABA�>@@LRKQ�LC�QEB�
OBMLOQgP� L?GB@QFSB�� RPR>IIV� >Q� QEB� BKA� LC� QEB� FKQOLAR@QFLK�
	3LJB� TOFQBOP� BSBK� FK@IRAB� >� PELOQ� PBM>O>QB� PR?PB@QFLK�
I>?BIBA� d/?GB@QFSBe
�� (LTBSBO
�QEB� @LKQBKQ� >KA�FKQBKQ� LC�
QEB� L?GB@QFSB� >KA� MROMLPB� PQ>QBJBKQ� QBKA� QL� LSBOI>M�� )Q�
FP� >IT>VP� FJMLOQ>KQ� QL� PQ>QB� VLRO� CFK>I� @LK@IRPFLK
�
OB@LJJBKA>QFLK	P

�LO�>@QFLK�VLR�T>KQ�QEB�OB>ABO�QL�Q>HB�
FK�QEB�FKQOLAR@QFLK
�>P�FQ�FP�QEB�dJ>FK�MLFKQe�LC�QEB�OBMLOQ��

4EB�@LKQBKQ�LC�>�OBMLOQgP�FKQOLAR@QFLK�FP�PFJFI>O�QL�QEB�
FKQOLAR@QFLKP� LC� MOLMLP>IP� >KA� LQEBO� MOLCBPPFLK>I�
@LOOBPMLKABK@B��4EB�BUQBKQ�LC�TEF@E�VLR�FK@LOMLO>QB�QEFP�
@LKQBKQ� ABMBKAP� LK� QEB� MROMLPB� >KA� QEB� >RAFBK@B�� &LO�
BU>JMIB
� FC�VLRO�OBMLOQ�FP�FKQBOK>I� 	TOFQQBK� CLO�VLRO�LTK�
PRMBOSFPLOP

� VLR� J>V� PMBKA� IBPP� PM>@B� LK� ?>@HDOLRKA�
FKCLOJ>QFLK� 	QEBV� IFHBIV� HKLT� >?LRQ� QEB� PFQR>QFLK� LO�
MOL?IBJ

� LO� FC� QEB� OBMLOQ� FP� PLIF@FQBA� 	VLR� TBOB� >PHBA�
CLO� QEB� OBMLOQ

� VLR� J>V� KLQ� KBBA� >P� JR@E� BJME>PFP� LK�
QEB� FJMLOQ>K@B�� #LKSBOPBIV
� FC� VLR� TOFQB� >K� RKPLIF@FQBA�
OBMLOQ�>ASL@>QFKD�CLO�>�PMB@FCF@�@E>KDB
�VLR�TFII�KBBA�QL�
BJME>PFWB�?LQE�QEB�?>@HDOLRKA�FKCLOJ>QFLK�	QL�BUMI>FK�QEB�
MOL?IBJ
� >P� TBII� >P� QEB� FJMLOQ>K@B� 	QL� PELT� >� KBBA� CLO�
@E>KDB
��4EBPB�>OB�>II�@LKPFABO>QFLKP�QL�J>HB�?>PBA�LK�QEB�
QVMB�LC�OBMLOQ�>KA�QEB�>RAFBK@B��

9LRO�FKQOLAR@QFLK�J>V�?BKBCFQ�COLJ�QEB�>AAFQFLK�LC�PLJB�
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PB>O@EBP� QL� JBOB� PRJJ>OFBP� LC� >OQF@IBP
� ?RQ� QEB�
CRKA>JBKQ>I�L?GB@QFSB�FP�>IT>VP�QEB�P>JBcQL�BPQ>?IFPE�QEB�
EFPQLOV� LC� QEB� MOL?IBJ� FKSBPQFD>QBA� ?V� PRJJ>OFWFKD� QEB�
what
� how
� >KA�why LC� QEB� TLOH� QE>Q� E>P� >IOB>AV� ?BBK�
ALKB��7OFQFKD�>�IFQBO>QROB�OBSFBT�OBNRFOBP�VLR�QL�BPQ>?IFPE�
OBI>QFLKPEFMP� >JLKD� CFKAFKDP� COLJ� LQEBO� OBPB>O@EBOP� >KA�
QL�@LKABKPB�J>KV�M>DBP�LC�MR?IFPEBA�J>QBOF>I�FKQL�PELOQBO�
PBDJBKQP��9LRO�>?FIFQV�QL�>PPFJFI>QB�J>QBOF>I�FP�@OFQF@>I��

3QVIFPQF@>IIV
� IFQBO>QROB� OBSFBTP� >OB� LCQBK� TOFQQBK� FK� QEB�
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�?RQ�J>KV�>RQELOP�C>SLO�QEB�MOBPBKQ�QBKPB�FC�QEB�
OBPB>O@E�FP�OB@BKQ��0>PPFSB�SLF@B�J>V�PBBJ�QBJMQFKD�QL�RPB
�
?RQ� >@QFSB� SLF@B� FP� MOBCBOOBA
� ?B@>RPB� VLR� @>K� PJLLQEIV�
MI>@B� QEB� K>JBP� LC� >RQELOP� FKQL� QEB� PR?GB@Q� PILQ� LC� QEB�
PBKQBK@B�� d9LIA>P� >KA� ,ILVA� 	����
� MOLMLPB� >� @EBJF@>I�
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DBIP�e�
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MOFK@FMIBP
�

]� ->QBOF>IP
�>MM>O>QRP
�LO�JB>PROBP�RPBA�	0EVPF@>I�
>PMB@QP
�

]� 0OL@BAROBP�CLIILTBA�	4EB�MOL@BPP
�

3QVIFPQF@>IIV
� M>PPFSB� SLF@B� >KA� M>PQ� QBKPB� SBO?P� >OB�
PLJBQFJBP� RPBA� FK� QEFP� PB@QFLK
� ?RQ� ?B� PROB� QE>Q� VLRO�
PBKQBK@BP� >OB� TOFQQBK� BCCF@FBKQIV� >KA� @LKQ>FK� PFJMIB�
PR?GB@QP� >KA� SBO?P� TEBK� MLPPF?IB�� 4EB� ?>PF@� CLOJ� LC�
AFOB@QIV�PQ>QFKD�dTE>Q�T>P�ALKB��TEV�FQ�T>P�ALKB�QE>Q�T>Ve�
PELRIA�?B�RPBA�OBMB>QBAIV�FK�QEFP�PB@QFLK��

&1?A8@?�

4EB�2BPRIQP�>KA�$FP@RPPFLK�TLOH�QLDBQEBO�QL�MOBPBKQ�QEB�
CFKAFKDP� LC� VLRO� OBPB>O@E�� 4EB� 2BPRIQP� TFII� ?B� AFOB@QIV�
OBI>QBA�QL�VLRO�-BQELA��(LTBSBO
�Q>HB�@>OB�KLQ�QL�FK@IRAB�
VLRO� BUMBOFJBKQ>I� JBQELAP� EBOBcQE>Q� FP� QEB� GL?� LC� QEB�
MOBSFLRP�PB@QFLK��&L@RP�LK�what VLR�CLRKA
�KLQ�how�VLR�
CLRKA�FQ��
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4EB�J>FK�AFCCBOBK@B�?BQTBBK�QEB�2BPRIQP�>KA�$FP@RPPFLK�
FP� QE>Q� QEB� 2BPRIQP� @LKQ>FKP� O>T� A>Q>� >P� FQ� T>P� OBMLOQBA�
LO�AFP@LSBOBA��)Q�JRPQ�?B�L?GB@QFSB
�RK?F>PBA
�BJLQFLKIBPP
�
>KA� COBB� COLJ� GRADJBKQ�� 4EB� $FP@RPPFLK� FKQBOMOBQP� >KA�
BUMI>FKP�QEB�PFDKFCF@>K@B�LC�QEB�A>Q>
�CLOJFKD�>K�>ODRJBKQ�
?V�AB@I>OFKD�TE>Q�VLR�QEFKH�@BOQ>FK�A>Q>�JB>KP�>KA�ELT�FQ�
CFQP�QLDBQEBO��)J>DFKB�VLRO�OBMLOQ�FP�>�MRWWIB��"V�QEB�BKA�LC�
QEB�OBMLOQ
�VLR�T>KQ�QEB�OB>ABO�QL�PBB�QEB�@LJMIBQB�MF@QROB��
)K� QEFP� P@BK>OFL
� QEB� 2BPRIQP� >OB� VLRO� MRWWIB� MFB@BP�� 4EB�
$FP@RPPFLK�FP�TEBOB�VLR�>PPBJ?IB�QEB�MFB@BP�CLO�QEB�OB>ABO��

&LO�JLPQ�OB>ABOP
�QEB�2BPRIQP�FP�>K�FJMLOQ>KQ�PB@QFLK�LC�
QEB�OBMLOQcVLRO�OB>ABOP�JRPQ�B>PFIV�CFKA�VLRO�A>Q>�FK�LOABO�
QL� FKQBOMOBQ� FQ�� 9LR� PQO>FDEQCLOT>OAIV� MOBPBKQ� QEB� OBPRIQP�
LC� VLRO� BUMBOFJBKQ
� RPR>IIV� TFQE� JFKFJ>I� AFP@RPPFLK��
.>QRO>IIV
� QEB� RPB� LC� Q>?IBP
� DO>MEP
� >KA� CFDROBP� FP�
BPMB@F>IIV�FJMLOQ>KQ�EBOB
�>P�>OB�BUMI>K>QFLKP�LC�ELT�A>Q>�
TBOB� ABOFSBA�� 9LRO� 2BPRIQP� TFII� IFHBIV� @LKQ>FK� QEB�
CLIILTFKD�@LKQBKQ��

]� "OFBC�FKQOLAR@QLOV�PRJJ>OV�LC�VLR�J>GLO�OBPRIQP�

j� !Q�IB>PQ�LKB�ABQ>FIBA�M>O>DO>ME�CLO�
each�LC�QEB�J>GLO�CFKAFKDP�LO�FAB>P�

j� $>Q>�AFPMI>VBA�RPFKD�@E>OQP
�DO>MEP
�
>KA�Q>?IBP�CLO�OBCBOBK@B�

j� "OFBC�@LK@IRAFKD�PQ>QBJBKQ�LC�J>GLO�
CFKAFKDP�

j� 4O>KPFQFLK�QL�QEB�$FP@RPPFLK�

4EB�2BPRIQP�PELRIA�FK@IRAB�PLIFA�A>Q>�VLR�CLRKA�QEOLRDE�
OBPB>O@E�� )C� VLR� >OB� TOFQFKD� >K� FKCLOJ>QFLK>I� OBMLOQ
� QEB�
A>Q>�FP�@OR@F>I�CLO�QEB�OBMLOQgP�MROMLPBcQL�DFSB�PQ>QFPQF@P�
>KA�LQEBO�A>Q>�QL�QEB�OB>ABO��7 FQE�LQEBO�QVMBP�LC�OBMLOQP
�
PR@E� >P� OB@LJJBKA>QFLK� LO� CB>PF?FIFQV
� VLRO� A>Q>� TFII�
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FKCLOJ� QEB� OB>ABO
� ?RQ� >IPL� I>V� QEB� DOLRKATLOH� CLO� >K�
BSBKQR>I� @LK@IRPFLK� LO� OB@LJJBKA>QFLK�� 9LR� J>V� KLQ�
KB@BPP>OFIV�FK@IRAB�all�QEB�A>Q>�VLR�CLRKA�LK�QEB�QLMF@
�?RQ�
VLR�JRPQ�FK@IRAB�>II�relevant�A>Q>��)K@IRAB�QEB�FKCLOJ>QFLK�
	LO� >OB>P� LC� FKCLOJ>QFLK
� QE>Q� TFII� ?B� LC� FKQBOBPQ� >KA�
>MMIF@>?IB�QL�QEB�OBMLOQgP�>RAFBK@B�>KA�MROMLPB��7E>Q�ALBP�
QEB� OB>ABO� KBBA� QL� HKLT� QL� QORPQ� VLRO� FKQBOMOBQ>QFLKP� LO�
OB@LJJBKA>QFLKP�I>QBO�FK�QEB�OBMLOQ��7E>Q�T>P�FKQBOBPQFKD
�
PROMOFPFKD
� LO� PFDKFCF@>KQ� FK� PE>MFKD� VLRO� >K>IVPFP� LO�
LMFKFLKP��

7EBK� AO>CQFKD� >KA� OBSFPFKD� QEFP� PB@QFLK
� VLRO� PQVIB�
PELRIA� CL@RP� LK� PELTFKD� QE>Q� VLR� >OB� OBMLOQFKD� QEB�
FKCLOJ>QFLK
�KLQ�FKQBOMOBQFKD�FQ�	VBQ
��!SLFA�QBOJP�PR@E�>P��

h��
PBBJP�

h��
>MMB>OP�

h��
JB>KP�

h��
ILLHP�
>P�FC�

h��
FKAF@>QBP�

h��
PRDDBPQP�

h���TB�
?BIFBSB�

h���TB�
QEFKH�

h���$BP@OFMQLO�TLOAP�QE>Q�FKAF@>QB�MLPFQFSB�
LO�KBD>QFSB�OBPRIQP�	excellent, worse, 
better, great
�BQ@�
�

�

�5?/A??5;:�

)K�QEB�$FP@RPPFLK
� ILDF@>I�ABAR@QFLKP�>OB�J>AB
�BOOLOP�LC�
LO�>J?FDRFQFBP�FK�QEB�A>Q>�PELRIA�?B�AFP@RPPBA
�>KA�@>RP>I�
OBI>QFLKPEFMP�JRPQ�?B�@LKCFOJBA��)Q�FP�FJMLOQ>KQ�KLQ�QL�OBIV�
LK� >� Q>?IB� LO� CFDROB� QL� AL� QEB� TLOH� CLO� VLRcVLR� JRPQ�
@LK@FPBIV�FKQBOMOBQ�>KA�BUMI>FK�QEB�JB>KFKD�LC�VLRO�OBPRIQP��
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2BJBJ?BO
�QEFP�FP�TEBOB�VLR�MRQ�VLRO�MRWWIB�QLDBQEBO�CLO�
QEB�OB>ABO��"BT>OB�LC�J>HFKD�PTBBMFKD�DBKBO>IFW>QFLKP�LO�
RKCLRKABA�PQ>QBJBKQP��$L�KLQ�?B�>CO>FA�QL�AFP@RPP�OBPRIQP�
>KA�A>Q>�COLJ�AFCCBOBKQ�PB@QFLKP�QLDBQEBO�FC�ALFKD�PL�EBIMP�
VLR�ABSBILM�>�PQOLKDBO�>ODRJBKQ�QE>K�SFBTFKD�QEBPB�MFB@BP�
LC� FKCLOJ>QFLK� PBM>O>QBIV�� 9LRO� $FP@RPPFLK� TFII� IFHBIV�
@LKQ>FK�QEB�CLIILTFKD�@LKQBKQ��

]� "OFBC�FKQOLAR@QLOV�M>O>DO>ME�TFQE�LSBO>II�
PQ>QBJBKQ�>?LRQ�VLRO�@LKQBKQ�

]� %UMI>K>QFLKP�CLO�QEB�@LK@IRPFLKP�VLR�E>SB�>?LRQ�
QEB�OBPB>O@E�	7E>Q�AL�QEBV�JB>K��7EV�AL�VLR�
QEFKH�QE>Q�FP��%UMI>FK�VLRO�OB>PLKFKD�
�

]� 2BCBOBK@BP�QL�QEB�A>Q>�FK�QEB�2BPRIQP�	9LR�TFII�
KLQ�AFP@RPP�>KV�new A>Q>cBUMI>FK�QEB�A>Q>�VLR�
E>SB�>IOB>AV�TOFQQBK�>?LRQ�
�

]� "OFBC�PRJJ>OV�LC�QEB�J>FK�MLFKQP�>KA�QO>KPFQFLK�
QL�QEB�2B@LJJBKA>QFLKP�LO�QEB�#LK@IRPFLK�

9LR� J>V� CBBI� IFHB� QEB� $FP@RPPFLK� FP� OBMBQFQFLRP
� >P� VLR�
OBCBO� QL� FKCLOJ>QFLK� BPQ>?IFPEBA� FK� LQEBO� PB@QFLKP� LC� QEB�
OBMLOQ��4EB�HBV�AFCCBOBK@B�FP�QE>Q�QEB�$FP@RPPFLK�analyzes 
QEB� FKCLOJ>QFLK� >KA�displays� TE>Q� FQ� >II� JB>KP� CLO� QEB�
OB>ABO
� TEF@E� FP� TEV� QEB� $FP@RPPFLK� @LJJLKIV� PQ>KAP�
>ILKB��)K�VLRO�CRQROB�@>OBBO
�QEBOB�@LRIA�?B�PLJB�PFQR>QFLKP�
TEBOB�VLR�>OB�>PHBA�QL�@LJ?FKB�QEB�A>Q>�>KA�FKQBOMOBQ>QFLK�
FKQL� >� d2BPRIQP� >KA� $FP@RPPFLKe� PB@QFLK
� LO� @LJ?FKB� QEB�
d$FP@RPPFLK� >KA� #LK@IRPFLKe� 	PR@E� >P� TFQE� GLROK>I�
>OQF@IBP
�� )C� PR@E� @LJ?FK>QFLKP� L@@RO
� FQ� FP� FJMLOQ>KQ� KLQ�
QL� JFKFJFWB� LO� OBAR@B� QEB� >K>IVPFP� >KA� @OFQF@>I� QEFKHFKD�
@LJMLKBKQP� LC� QEB� $FP@RPPFLK�� (LTBSBO
� FK� JLPQ�
P@BK>OFLP
� >� PQ>KA�>ILKB� $FP@RPPFLK� FP� QEB� JLPQ� BCCB@QFSB�
T>V�QL�MOBPBKQ�VLRO�>K>IVPFP�>KA�FKQBOMOBQ>QFLK�QL�MBOPR>AB�
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QEB�OB>ABO�9LR�J>V�>IPL�@LKPFABO�OBCBOOFKD�?>@H�QL�QEB�HBV�
IFQBO>QROB�LC�VLRO�FKQOLAR@QFLK�LO�IFQBO>QROB�OBSFBT
�FC�QEBPB�
PB@QFLKP� >OB� FK@IRABA� FK� VLRO� OBMLOQ�� 9LR� @>K� BKIFDEQBK�
VLRO�OB>ABOP� 	>KA�BIBS>QB�VLRO�TLOH
�?V�AFP@RPPFKD�VLRO�
A>Q>�FK�OBI>QFLK�QL�QEB�MR?IFPEBA�OBPRIQP�LC�LQEBOP��

0>PPFSB� SLF@B� J>V� PBBJ� QBJMQFKD
� ?RQ� >@QFSB� SLF@B� FP�
S>IR>?IB
�BPMB@F>IIV�>P�VLR�J>HB�>� ILDF@>I�>PPBOQFLKP�>KA�
@I>FJP�?>PBA�LK�VLRO�FKQBOMOBQ>QFLK�LC�QEB�A>Q>��!P�>�ORIB
�
RPB�M>PQ�QBKPB�QL�PRJJ>OFWB�VLRO�>@QR>I�OBPRIQP� 	d.FKBQV�
CFSB� MBO@BKQ� LC� OBPMLKABKQP� PQ>QBAae
�� RPB� MOBPBKQ� QBKPB�
QL�MOBPBKQ�BPQ>?IFPEBA�C>@QP�LO�MOBPBKQ�VLRO�FKQBOMOBQ>QFLKP�
	d4EB�EBIFRJ�PFKQBOFKD�A>Q>�PELTa�e
��

&1/;991:0-@5;:?�

4EB� 2B@LJJBKA>QFLKP� CLIILTP� QEB� $FP@RPPFLK
� FC� VLRO�
OBMLOQgP� MROMLPB� FP� QL� OB@LJJBKA� >� PMB@FCF@� >@QFLK� LO�
@E>KDB
�LO�QL�DFSB�>K�LSBO>II�>PPBPPJBKQ�LC�>�PFQR>QFLK
�PR@E�
>P�TFQE�CB>PF?FIFQV
�OB@LJJBKA>QFLK
�LO�MOLGB@Q�@LJMIBQFLK�
OBMLOQP�� 4EFP� PB@QFLK� PELRIA� ?B� @LK@FPB� >KA� QL� QEB� MLFKQ��
2B@LJJBKA>QFLKP�PELRIA�?B�?>PBA�LK�VLRO�A>Q>
�>KA�>II�
OB@LJJBKA>QFLKP� PELRIA� IFKH� QL� OBPB>O@E� CLRKA� FK� QEB�
2BPRIQP�>KA�$FP@RPPFLK��9LRO�2B@LJJBKA>QFLKP�TFII�IFHBIV�
@LKQ>FK�QEB�CLIILTFKD�@LKQBKQ��

]� !K�L?SFLRP�QO>KPFQFLK�RPFKD�PFDK>I�MEO>PBP�>KA�
EB>AFKDP�

]� 2BPQ>QBJBKQ�LC�QEB�OBMLOQgP�J>FK�MLFKQP�	7E>Q�
AFA�VLRO�PQRAV�PELT�ABJLKPQO>QB��7E>Q�AFA�VLR�
MOLSB�AFP>MMOLSB�KLQ�MOLSB�
�

]� 3Q>QBJBKQ�LC�OB@LJJBKA>QFLKP�	)ABKQFCV�����
>@QFLKP�QE>Q�QEB�OB>ABO�PELRIA�CLIILT��#LKPFABO�
RPFKD�?RIIBQP�QL�@LKQO>PQ�VLRO�OB@LJJBKA>QFLKP�
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>KA�J>HB�QEBJ�B>PV�QL�CFKA�LK�QEB�M>DB�
�

4EB�2B@LJJBKA>QFLKP�>KA�#LK@IRPFLK�@>K�?B�@LJ?FKBA�
FKQL�LKB�PB@QFLK
�LO�?B�AFSFABA�FKQL�QTL�PBM>O>QB�PB@QFLKP��
4EB�@ELF@B�ABMBKAP�LK�QEB�QVMB�LC�AL@RJBKQ
�QEB�MROMLPB
�
>KA�QEB�>RAFBK@B��

�;:/8A?5;:�

)K�JLPQ�CLOJP�LC�TOFQFKD
�TB�RPB�QEB�TLOA�conclusion�QL�
OBCBO�QL�QE>Q�I>PQ�PB@QFLK�LO�M>O>DO>ME�LC�>�AL@RJBKQ��4EB�
#LK@IRPFLK�PELRIA�MOLSFAB�QEB�BU>@Q�@LK@IRPFLKP�VLR�E>SB�
>OOFSBA�>Q�>P�QEBV�OBI>QB� QL�VLRO�BUMBOFJBKQ>I� L?GB@QFSBP��
#LK@IRPFLKP�J>V�?B�IFPQBA�>KA�KRJ?BOBA
�>KA�FQ�PELRIA�?B�
J>AB�@IB>O�ELT�QEBV�@LKQOF?RQB�QL�QEB�RKABOPQ>KAFKD�LC�QEB�
LSBO>II�MOL?IBJ��)K�>�PBKPB
�VLR�>OB�DLFKD�?>@H�QL�QEB�?FD�
MF@QROB�MOLSFABA�?V�VLRO�FKQOLAR@QFLK
�FK@LOMLO>QFKD�VLRO�
@LK@IRPFLKP�FKQL�QE>Q�MF@QROB��

,FHB� QEB� 2B@LJJBKA>QFLKP
� QEFP� PB@QFLK� PELRIA� ?B�
@LK@FPB�>KA�QL�QEB�MLFKQ��4EFP�PB@QFLK�J>V�?B�PELOQcLCQBK�
>?LRQ�QEB�P>JB�IBKDQE�>P�QEB�>?PQO>@Q���)C�QEB�-BQELA�ILLHP�
IBDFQFJ>QB
�QEB�2BPRIQP�>MMB>O�QELOLRDE
�>KA�QEB�$FP@RPPFLK�
ALBP�>�@IB>O�GL?�BUMI>FKFKD�ELT�FQ�CFQP�QLDBQEBO
�QEBK�VLRO�
#LK@IRPFLK�PELRIA�?B�TBII�OB@BFSBA�TFQELRQ�BUQO>P��

4EBOB� >OB� >Q� IB>PQ� CLRO� T>VP� QL� @LK@IRAB� >� OBMLOQ��a 
summary
�>�true conclusion,�>�@LJ?FK>QFLK
�>KA�nothing��
-LOB�LCQBK�QE>K�KLQ
�QEB�CFK>I�PB@QFLK�FP�PLJB�@LJ?FK>QFLK�
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
�@LJMIBU
�
EB>SFIV�ABQ>FIBA
�>KA�FC�VLR�T>KQ�VLRO�OB>ABOP�QL�
@LJB�>T>V�TFQE�QEB�OFDEQ�MBOPMB@QFSB
�>�
PRJJ>OV�FP�FK�LOABO��&LO�PELOQ�OBMLOQP
�
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PRJJ>OFBP�@>K�PBBJ�>?PROAcQEB�OB>ABO�QEFKHP�
d9LRgSB�GRPQ�QLIA�JB�QE>Q�e�3RJJ>OFBP�KBBA�QL�
OB>A�>P�FC�QFJB�E>P�M>PPBA
�QEFKDP�E>SB�PBQQIBA�
ALTK
�>KA�QEB�TOFQBO�FP�SFBTFKD�QEB�PR?GB@Q�COLJ�
EFDEBO�DOLRKA��

]� N(@C3O��=<1:CA7=<��!�dQORBe�@LK@IRPFLK�FP�
CLRKA�FK�JLPQ�QVMBP�LC�AL@RJBKQP��&LO�BU>JMIB
�
FK�QEB�?LAV�LC�>�OBMLOQ
�VLR�JFDEQ�MOBPBKQ�
@LKCIF@QFKD�QEBLOFBP�>KA�BUMILOB�QEB�OBI>QBA�A>Q>��
/O�VLR�JFDEQ�E>SB�@LJM>OBA�AFCCBOBKQ�JLABIP�
>KA�?O>KAP�LC�PLJB�MOLAR@Q��)K�>�dQORBe�
@LK@IRPFLK
�VLR�TLRIA�MOBPBKQ�VLRO�OBPLIRQFLK�
LC�QEB�@LKCIF@QFKD�QEBLOFBP
�VLRO�@ELF@B�LC�QEB�
?BPQ�JLABI�LO�?O>KAcVLRO�CFK>I�@LK@IRPFLKP��

&LO�JLPQ�OBMLOQP
�VLR�TFII�KBBA�QL�FK@IRAB�>�CFK>I�PB@QFLK��
7EBK�VLR�MI>K�QEB�CFK>I�PB@QFLK�LC�VLRO�OBMLOQ
�QEFKH�>?LRQ�
QEB�CRK@QFLKP�FQ�@>K�MBOCLOJ�FK�OBI>QFLK�QL�QEB�OBPQ�LC�QEB�
AL@RJBKQ�� !� @LK@IRPFLK� ALBP� KLQ� KB@BPP>OFIV� GRPQ�
PRJJ>OFWB�>�OBMLOQ��)KPQB>A
�RPB�QEB�@LK@IRPFLK�QL�BUMI>FK�
QEB�JLPQ�PFDKFCF@>KQ�CFKAFKDP�VLR�J>AB�FK�OBI>QFLK�QL�VLRO�
OBMLOQ�QLMF@��

&FDROB����d4ORBe�#LK@IRPFLK�%U>JMIB�
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&FDROB����3RJJ>OV�#LK@IRPFLK�%U>JMIB�

]� �=;07</B7=<� �)K�MO>@QF@B
�QEB�MOB@BAFKD�T>VP�
LC�BKAFKD�OBMLOQP�>OB�LCQBK�@LJ?FKBA��9LR�@>K�
>K>IVWB�CFK>I�PB@QFLKP�LC�OBMLOQP�>KA�FABKQFCV�
BIBJBKQP�QE>Q�PRJJ>OFWB
�BIBJBKQP�QE>Q�
@LK@IRAB
�>KA�BIBJBKQP�QE>Q�AFP@RPP�PLJBQEFKD�
OBI>QBA�?RQ�>Q�>�DBKBO>I�IBSBI��

"BILT� >OB� PLJB� MLPPF?IB� @LJ?FK>QFLKP� CLO� >� JFUBA�
@LK@IRPFLK��

]� 0OLSFAB�>�?OFBC
�DBKBO>I�ILLH�QL�QEB�CRQROB��
PMB@RI>QB�LK�CRQROB�ABSBILMJBKQP�

]� %UMILOB�PLIRQFLKP�QL�MOL?IBJP�QE>Q�TBOB�
AFP@RPPBA�FK�QEB�J>FK�?LAV�LC�QEB�OBMLOQ�	OBCBO�QL�
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>FK�?LAV�
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LC�QEB�OBMLOQ�

]� 0OLSFAB�PLJB�@>RQFLKP
�DRFABIFKBP
�QFMP
�LO�
MOBSFBT�LC�>AS>K@BA�CRK@QFLKP�

]� %UMILOB�QEB�B@LKLJF@P
�PL@F>I�FJMIF@>QFLKP
�
PELOQ�>KA�ILKD�QBOJ�@LKPBNRBK@BP
�MOL?IBJP
�
IBD>I�>PMB@QP
�>AS>KQ>DBP
�AFP>AS>KQ>DBP
�
?BKBCFQP
�LO�>MMIF@>QFLKP�LC�QEB�OBMLOQ�PR?GB@Q�
	?RQ�LKIV�DBKBO>IIV�>KA�?OFBCIV
�

]� "=B67<5��"=��=<1:CA7=<���)Q�FP�MLPPF?IB�QL�BKA�
>�AL@RJBKQ�TFQE�KL�@LK@IRPFLK�	LO�final section
�
TE>QPLBSBO��(LTBSBO
�FK�JLPQ�@>PBP
�QE>Q�FP�>�?FQ�
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MRO@E>PFKD�E>?FQP
�>KA�TBOB�S>IFA�CLO�LRO�OBPB>O@E�QL�TE>Q�
DLBP�FKQL�QEB�@LKPRJBOgP�@ELF@B�LC�JB>Q�@LKPRJMQFLK��!�CRII�
IFPQ�LC�PROSBV�NRBPQFLKP�@>K�?B�CLRKA�FK�!MMBKAFU�!��
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�
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QL�>P@BOQ>FK�QEB�@ROOBKQ�J>OHBQFKD�PQO>QBDFBP�>OB�OBD>OAFKD�
RK@LKSBKQFLK>I�@RQP�LC�?BBC
�MLOH
�@EF@HBK
�I>J?
�>KA�?FPLK��
7 B�>IPL�CL@RPBA�LK�TE>Q�HFKAP�LC�@RPQLJBOP
�FC�>KV
�@ROOBKQIV�
COBNRBKQ�QEB�?RPFKBPP��7B�>PHBA�TE>Q�QEB�BJMILVBB�?BIFBSBP�
TFII�FK@OB>PB�P>IBP�LC�QEBPB�JB>QP
�ABJ>KA�LC�QEBPB�MOLAR@QP
�
>KA�FC�QEBOB�>OB�>KV�LQEBO�RPBP�CLO�QEBPB�@RQP�LC�JB>Q�TFQEFK�
TEFIB�AB@OB>PFKD�T>PQB�>KA�J>UFJFWFKD�MOLCFQ���4EFP�
FKCLOJ>QFLK�D>SB�RP�>K�FKPFAB�MBOPMB@QFSB�LC�%IFQB�-B>QP�>KA�
>K�BJMILVBBgP�SFBT�LC�@RPQLJBOP�>KA�J>OHBQFKD�PQO>QBDFBP��

�
$6/A3������#<:7<3�&3A3/@16�7<B=��3<347BA�/<2�

�3<16;/@97<5�
�
7 B�FKQBOSFBTBA�LQEBO�IL@>I�?RQ@EBO�PELMP�FK�QEB�/HI>ELJ>�

#FQV�>KA�4RIP>�>OB>�QL�PBB�ELT�QEBV�TBKQ�>?LRQ�PBIIFKD�QEBPB�
S>OFBQV�JB>QP��7B�>IPL�FKQBOSFBTBA�?RQ@EBO�PELMP�LRQPFAB�LC�
/HI>ELJ>�QL�PBB�FC�QEBOB�T>P�>�AFCCBOBK@B�FK�@RPQLJBO�
MOBCBOBK@B�>KA�LO�AFCCBOBKQ�LO�KBT�FAB>P�LK�ELT�QL�?BQQBO�
RQFIFWB�QEBPB�@RQP��)K�>AAFQFLK
�TB�>PHBA�ELT�QEBPB�?RQ@EBO�
PELMP�AB>IQ�TFQE�QEB�P>IBP�RP>DB�LC�RK@LKSBKQFLK>I�@RQP�LC�
JB>Q��!P�TBII
�TB�@EB@HBA�QEB�MOF@B�AFCCBOBK@BP�?BQTBBK�
AFCCBOBKQ�PELMP�QL�PBB�FC�QE>Q�@LRIA�E>SB�?BBK�>�MLQBKQF>I�
MOL?IBJ��4EFP�FKCLOJ>QFLK�TFII�D>SB�RP�>�DLLA�FKPFDEQ�FKQL�
ELT�%IFQB�-B>QP�@LRIA�@LKPFABO�@E>KDFKD�QEBFO�J>OHBQFKD�
JBQELAP�QL�?BQQBO�PBII�QEBPB�QVMBP�LC�JB>Q�FK�QEB�3QFIIT>QBO�
>OB>��&ROQEBOJLOB
�TB�OBPB>O@EBA�LKIFKB�CLO�OB@FMBP�LO�LQEBO�
RPBP�CLO�RK@LKSBKQFLK>I�@RQP�LC�JB>Q
�FK�>AAFQFLK�QL�?BKBCFQP�
>KA�MLQBKQF>I�ALTKPFABP�QE>Q�@>K�?B�ABOFSBA�COLJ�MRO@E>PFKD�
>KA�@LKPRJFKD�QEBPB�@RQP�LC�JB>Q��
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�
)K�QEFP�PB@QFLK
�TB�TFII�OBMLOQ�QEB�OBPRIQP�LC�QEB�PROSBV�TB�

@LKAR@QBA�QEOLRDE�'LLDIB�&LOJP�QL�COFBKAP
�C>JFIV
�>KA�
@LKPRJBOP�LC�%IFQB�-B>QP�7B�TFII�>IPL�OBMLOQ�FKCLOJ>QFLK�
D>OKBOBA�QEOLRDE�QEB�FKQBOSFBT�LC�>K�%IFQB�-B>QP�BJMILVBB�
>KA�LKIFKB�OBPB>O@E�FKQL�QEB�?BE>SFLOP�LC�JB>Q�@LKPRJBOP�>P�
QEBV�J>HB�QEBFO�JB>Q�MRO@E>PFKD�AB@FPFLK���4EB�PB@LKA>OV�
OBPB>O@E�@LKAR@QBA�FK�QEFP�PQRAV�TFII�@LKSBV�QEB�EB>IQE�>KA�
B@LKLJF@�?BKBCFQP�LC�@LKPRJFKD�RK@LKSBKQFLK>I�@RQP�LC�JB>Q�
SBOPRP�QEB�JLOB�OBKLTKBA�@ELF@BP��

�
'C@D3G�&3AC:BA�
�
7 B�OB@BFSBA�PROSBV�OBPRIQP�COLJ�MBOPLK>I�FKQBOSFBTP
�

BIB@QOLKF@�PROSBVP
�PL@F>I�JBAF>�PROSBVP�>KA�PROSBVP�
AFPQOF?RQBA�QL�@LJJRKFQV�JBJ?BOP�>KA�@RPQLJBOP�LC�%IFQB�
-B>QP�!II�LC�QEB�PROSBVP�TBOB�@LKAR@QBA�>KA�OB@LOABA�QEOLRDE�
'LLDIB�&LOJP��7B�AFA�KLQ�Q>ODBQ�>KV�PMB@FCF@�DOLRM�LO�
FKAFSFAR>I�LK@B�QEBV�TBOB�FKPFAB�QEB�PQLOB��!�QLQ>I�LC�����
OBPMLKPBP�TBOB�OB@LOABA�CLO�LRO�PROSBVP��4EB�PROSBV�@LKPFPQBA�
LC����NRBPQFLKP�QE>Q�PLRDEQ�QEB�OB>PLKP�?BEFKA�@ELF@BP�LC�JB>Q�
MRO@E>PBP�FK�QEB�3QFIIT>QBO�@LJJRKFQV��3B@LKAIV
�TB�ILLHBA�QL�
PMB@FCF@>IIV�ABSBILM�?BQQBO�J>OHBQFKD�PQO>QBDFBP�CLO�%IFQB�-B>QP�
>KA�QEBFO�LCC>I�>KA�S>OFBQV�JB>QP
�TEBQEBO�QE>Q�T>P�Q>ODBQFKD�>�
@BOQ>FK�ABJLDO>MEF@�LO�QEB�DBKBO>I�MR?IF@��

�
4EB�PROSBV�@LKPFPQBA�LC�CLROQBBK�NRBPQFLKP�CL@RPBA�LK�

RK@LKSBKQFLK>I�@RQP�LC�JB>Q�>KA�QEB�MLPPF?IB�C>@QLOP�
OBPMLKPF?IB�CLO�PT>VFKD�QEB�@LKPRJBO�>T>V�COLJ�?RVFKD�QELPB�
RK@LKSBKQFLK>I�@RQP�LC�JB>Q
�SBOPRP�QEB�JLOB�QO>AFQFLK>I�>KA�
QVMF@>I�QVMBP�LC�MRO@E>PBP�LC�JB>Q�	PBB�!MMBKAFU�!
��4EB�
PROSBV�OB>@EBA�>�DLLA�P>JMIB�PFWB�LC�����MBLMIB��TB�TBOB�
>?IB�QL�D>FK�>�DOB>QBO�RKABOPQ>KAFKD�LK�QEB�?RVFKD�?BE>SFLOP�
LC�>�TFAB�S>OFBQV�LC�JB>Q�@LKPRJBOP�FK�QEB�@LJJRKFQV��
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&FDROB����!DB�LC�2BPMLKABKQP�
�
&FDROB���PELTP�QEB�>DB�O>KDBP�LC�QEB�OBPMLKABOP��4EB�

OBPMLKPBP�COLJ�QEB�PROSBV�>OB�PELTK�>P�>�MFB�@E>OQ�FK�CFDROB����
4EFP�PQ>QFPQF@�PELTP�QE>Q������LC�QELPB�PROSBVBA�TBOB�RKABO�
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�QEB�
MRO@E>PFKD�@ELF@BP�TFQE�FK�QEB�@LJJRKFQV��4EB�J>GLOFQV�LC�
PROSBV�OBPMLKABKQP�ABJLKPQO>QBA�QL�?B�TFQEFK�QEB�>DB�O>KDB�LC�
���QL����VB>OP�LIA
�TEF@E�J>HBP�PBKPB
�>P�QEB�@LJJRKFQV�FP�
@ROOBKQIV�>�J>GLOFQV�LC�PQRABKQP�>QQBKAFKD�/HI>ELJ>�3Q>QB�
5KFSBOPFQV��

�
&FDROB����#LJJRKFQV�0RO@E>PFKD�(>?FQP�
�
&FDROB���PELTP�QEB�OBPMLKPBP�TEBK�QELPB�PROSBVBA�TBOB�

>PHBA�QL�IFPQ�QEB�QEOBB�JLPQ�@LJJLK�QVMBP�LC�JB>Q�QEBV�
MRO@E>PB�TEBK�DOL@BOV�PELMMFKD��4EB�QLM�QEOBB�MRO@E>PBA�
JB>QP�TBOB�@EF@HBK�?OB>PQP�>KA�QEFDEP�	����

�DOLRKA�?BBC�
	�����

�>KA�PQB>H�	�����
��!JLKD�QEB�IB>PQ�MRO@E>PBA�TBOB�
@RQP�PR@E�>P�LUQ>FI�>KA�DFWW>OAP��4EFP�
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JB>Q�>KA�QEBK�OBPB>O@E�QEB�J>OHBQFKD�JBQELAP�>KA�>MMB>IFKD�
C>@QLOP�QL�QEB�JB>Q�@LKPRJBOP�FK�QEB�@LJJRKFQV��

�
&FDROB����,FHBIFELLA�QL�4OV�"BBC�4LKDRB�
�
&FDROBP���>KA���ABJLKPQO>QB�ELT�TB�>PHBA�QEB�OBPMLKABKQP�

QL�D>RDB�ELT�IFHBIV�QEBV�TLRIA�?B�QL�QOV�?BBC�QLKDRB�>KA�MLOH�
@EBBHP�	GLTI
��4EB�TFIIFKDKBPP�LC�QEB�OBPMLKABKQ�QL�QOV�QEBPB�
JB>QP�T>P�O>QBA�LK�>�P@>IB�LC���QL��
�TFQE���?BFKD�>?PLIRQBIV�
KLQ�>KA���?BFKD�dABCFKFQBIV�VBP�e�&FDROBP���>KA���PELT�QEB�
OBPMLKPBP�QL�?BBC�QLKDRB�>KA�MLOH�@EBBHP�	GLTI
��4EB�
OBPMLKPBP�PELTBA�>�����@E>K@B�LC�dVBP
�ABCFKFQBIVe�QOVFKD�
MLOH�@EBBHP��QEFP�T>P�QEB�EFDEBPQ���IBSBI�O>QFKD�LC�>II�JB>QP�
QE>Q�TBOB�MOBPBKQBA�CLO�O>QFKD���/K�QEB�CIFMPFAB
�?BBC�QLKDRB�
E>A�QEB�JLPQ�OBPMLKPBP�OB@LOABA�>P�d>?PLIRQBIV�KLQe
�TFQE����
LC�����OBPMLKABKQP�O>QFKD�FQ�>P����4EBPB�OBPMLKPBP�TBOB�KLQ�
PROMOFPFKD��!JBOF@>�-FATBPQ�@RIQROB�E>P�PE>MBA�MBLMIB�QL�
LKIV�B>Q�QEB�JLPQ�@LJJLK�QVMBP�LC�JB>Q�IFHB�@EF@HBK�>KA�
?BBC
�>P�T>P�PBBK�FK�CFDROB����

�
�
�
�
�
�
�
�

&FDROB����,FHBIFELLA�QL�4OV�0LOH�#EBBH�
�

��

�

Technical and Professional Writing Genres   407



�

�

�
�
&FDROB����!ASBOQFPFKD�4OBKAP�FK�#LJJRKFQV�
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&FDROB���AFPMI>VP�QEB�PROSBV�NRBPQFLK�TEF@E�>PHP�FK�TE>Q�

CLOJ�QEB�OBPMLKABKQP�RPR>IIV�PBB�LO�EB>O�>ASBOQFPBJBKQP�CLO�
IL@>I�?RPFKBPP��4EB�OBPRIQP�TBOB�������CLO�PL@F>I�JBAF>
�
������CLO�KBTPM>MBO
�������QBIBSFPFLK
�CLO�������CLO�O>AFL
�
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������CLO�QO>SBI�TB?PFQBP�	'LLDIB
�9BIM
�BQ@�
��

�
&FDROB����2BPMLKPBP�QL�6FPR>I�2B@FMB�
�
&FDROB���FIIRPQO>QBP�QEB�OBPMLKPBP�>P�QL�TEBQEBO�>�MOBM>OBA�

AFPE�LC�LUQ>FI
�T>P�>MMB>IFKD�LO�KLQ�>Q�CFOPQ�DI>K@B��/C�QEB�
OBPMLKABKQP
��������@ELPB�dABCFKFQBIV�TLRIA�B>Qe
�������
QELRDEQ�QEB�AFPE�T>P�dDOLPP
�TLRIA�KLQ�B>Qe
�������TBOB�
FKAFCCBOBKQ��4EB�J>GLOFQV�LC�QELPB�PROSBVBA�?BIFBSBA�QEFP�LCC>I�
@LLHBA�ILLHBA�>MMBQFWFKD��
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�
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�LC�>ASBOQFPBJBKQ�QEB�

OBPMLKABKQP�TBOB�JLPQ�IFHBIV�QL�QORPQ��4EB�LMQFLKP�TBOB�QEB�
P>JB�>P�FK�CFDROB���MIRP�>�J>D>WFKB�LMQFLK�>KA�OBPRIQBA�FK�
������QORPQBA�PL@F>I�JBAF>�QEB�JLPQ�LC�>S>FI>?IB�@ELF@BP
�
������QORPQBA�QBIBSFPFLK�>AP
�������QORPQBA�O>AFL�PMLQP
�������
QORPQBA�KBTPM>MBO�>ASBOQFPBJBKQP��4EB�S>PQ�J>GLOFQV
������
�
QORPQBA�MBOPLK>I�OB@LJJBKA>QFLK�	TLOA�LC�JLRQE

�TEFIB�QEB�
KBUQ�MLMRI>O�AB@FPFLK
�QO>SBI�TB?PFQBP�PR@E�>P�'LLDIB�>KA�
9BIM
�T>P�PBIB@QBA�?V�����LC�OBPMLKABKQP��"V�C>O
�QEB�JLPQ�
QORPQTLOQEV�CLOJ�LC�>ASBOQFPBJBKQ�QL�QELPB�TEL�OBPMLKABA�QL�
QEB�PROSBV�T>P�MBOPLK>I�OB@LJJBKA>QFLK�>KA�TLOA�LC�JLRQE��

�
�<B3@D73E�&3AC:BA�
�
7 B�FKQBOSFBTBA�>�M>OQ�QFJB�BJMILVBB�LC�%IFQB�-B>QP�QE>Q�

RPR>IIV�TLOHP�>Q�QEB�COLKQ�JB>Q�@LRKQBO�>P�>�@>PEFBO��!Q�QEB�
COLKQ�@LRKQBO
�PEB�COBNRBKQIV�FKQBO>@QP�TFQE�JLPQ�LC�QEB�
@RPQLJBOP�>KA�LSBOPBBP�QO>KP>@QFLKP�TEBK�JB>Q�FP�MRO@E>PBA��
"B@>RPB�LC�EBO�OBPMLKPF?FIFQFBP
�PEB�T>P�>?IB�QL�>KPTBO�PBSBO>I�
LC�LRO�NRBPQFLKP�FK�ABMQE��!CQBO�JBBQFKD�TFQE�QEFP�BJMILVBB
�
TB�TBOB�?BQQBO�>?IB�QL�RKABOPQ>KA�QEB�MOL@BPPBP�CLO�
MRO@E>PFKD
�PQLOFKD
�>KA�PBIIFKD�RK@LKSBKQFLK>I�@RQP�LC�JB>Q�
>KA�LCC>I
�>P�TBII�>P�QEB�QVMBP�LC�@RPQLJBOP�QE>Q�DBKBO>IIV�?RV�
QEFP�QVMB�LC�JB>Q�>KA�M>OQP�LC�QEB�>KFJ>I��&ROQEBOJLOB
�TB�
IB>OKBA�TE>Q�E>MMBKP�QL�QEBPB�M>OQP�FC�QEBV�>OB�KLQ�PLIA��4EB�
NRBPQFLKP�QE>Q�TBOB�>PHBA�FK�QEB�FKQBOSFBT�@>K�?B�CLRKA�FK�
!MMBKAFU�"��

�
4EB�BJMILVBB�QE>Q�TB�FKQBOSFBTBA�T>P�>?IB�QL�DFSB�RP�>�

S>IR>?IB�FKPFDEQ�FKQL�QEB�@RPQLJBOP�LC�%IFQB�-B>QP��'BKBO>IIV
�
PEB�P>FA�QE>Q�TEFIB�@LIIBDB�PQRABKQP�COLJ�/HI>ELJ>�3Q>QB�
5KFSBOPFQV�AL�@LJB�FK�>Q�QFJBP
�QEBV�AL�KLQ�J>HB�RM�QEB�
J>GLOFQV�LC�QEB�@RPQLJBOP��d!�ILQ�LC�LRO�@RPQLJ�LOABOP�LO�>KV�
I>ODBO�JB>Q�MRO@E>PBP�>OB�COLJ�QEB�
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�
@LKPRJBOP�SFPFQ�QEB�PQLOB�>KA�J>HB�MRO@E>PBP�>CQBO�TLOH��

�
4EB�BJMILVBB�>IPL�D>SB�S>IR>?IB�FKPFDEQ�FKQL�QEB�@RPQLJBOP�

QE>Q�?RV�RK@LKSBKQFLK>I�@RQP�LC�JB>Q
�PR@E�>P�?BBC�QLKDRB
�?RV�
QEBJ�CLO�d@RIQRO>I�OB>PLKP�e�&LO�BU>JMIB
�PEB�PQ>QBA
�d>�ILQ�LC�
(FPM>KF@�MBLMIB�@LJB�FK�>KA�?RV�?BBC�QLKDRB
e�MBOE>MP�
?B@>RPB�dQLKDRB�Q>@LP�>OB�OB>IIV�MLMRI>O�e�7EBK�>PHBA�QL�DL�
JLOB�FK�ABMQE�>P�QL�TEL�?RVP�PMB@FCF@�RK@LKSBKQFLK>I�@RQP�LC�
JB>Q
�PEB�P>FA�QE>Q�TEFIB�(FPM>KF@�>KA�)KAF>K�@RIQROBP�TBOB�QEB�
J>FK�DOLRMP�QE>Q�?RV�QEFP�HFKA�LC�JB>Q
�SBQBOFK>OV�PQRABKQP�>KA�
QEB�BIABOIV�>IPL�J>HB�QEBPB�MRO@E>PBP�COLJ�QFJB�QL�QFJB��3EB�
QBIIP�LC�>�QFJB�QE>Q�>�CBT�SBQ�PQRABKQP�@>JB�FK�>KA�B>@E�>PHBA�
CLO�?BBC�QLKDRB�FK�LOABO�QL�dMO>@QF@B�PRQROFKD�LK�e�
&ROQEBOJLOB
�PEB�P>FA�QE>Q�QEB
�dLIABO�DBKBO>QFLKaIFHBP�?BBC�
IFSBO�e�

�
4EB�BJMILVBB�>IPL�BUMI>FKBA�BU>@QIV�TE>Q�HFKA�LC�JB>QP�

>KA�MOLAR@QP�>OB�>S>FI>?IB�CLO�MRO@E>PB�COLJ�%IFQB�-B>QP��)K�
QEB�COLKQ�@LRKQBO�QE>Q�E>SB�>�ABCFKFQB�>KA�PELOQ�PEBIC�IFCB
�PEB�
BUMI>FKBA�QE>Q�%IFQB�-B>QP�E>P�d>II�@RQP�LC�JB>Q
�MLOH
�?BBC
�
I>J?
�@EF@HBK
�>KA�?FPLK�e�3EB�>IPL�@LKCFOJBA�LRO�?BIFBC�QE>Q�
QEB�?RPFKBPP�PLIA�LCC>I�PR@E�>P�?BBC�QLKDRB�>KA�LUQ>FI
�>KA�>IPL�
>AABA�QE>Q�%IFQB�-B>QP�PBIIP�J>OOLT�?LKBP�>KA�IFSBO
�>P�TBII�>P�
MFD�B>OP�QE>Q�>OB�MOFJ>OFIV�PJLHBA�>KA�RPBA�CLO�ALD�QOB>QP��3EB�
>IPL�AFSRIDBA�QE>Q�QEBV�>OB�KLQ�>?IB�QL�J>OHBQ�>II�M>OQP�LC�>K�
>KFJ>I
�>P�%IFQB�-B>QP�FP�dM>OQKBOBA�TFQEe�/35gP�&LLA�>KA�
!DOF@RIQRO>I�0OLAR@QP�#BKQBO
�>KA�PQ>QBP
�d3LJBQFJBP
�TB�@>KgQ�
DBQ�BSBOVQEFKD�FK�ARB�QL�QEBFO�OBDRI>QFLKP�LC�TE>Q�QEBV�E>SB�QL�
IBD>IIV�AFPMLPB�LC�e�

�
7EBK�>PHBA�>?LRQ�QEB�J>OHBQFKD�>KA�>ASBOQFPFKD�PQO>QBDFBP�

FK�MI>@B�CLO�S>OFBQV�JB>QP�>KA�KLK�QO>AFQFLK>I�@RQP
�QEB�
BJMILVBB�BUMI>FKBA
�d4EBOBgP�KLQ�JR@E�LC�>�J>OHBQFKD�
PQO>QBDV�?BEFKA�QELPB�PMB@FCF@�@RQP
e�QEB�JLPQ�IFHBIV�OB>PLK�
?BFKD�QE>Q�QEB�J>FK�OB>PLK�QEBPB�QVMBP�LC�JB>Q�>OB�MRO@E>PBA�
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4EB�MROMLPB�LC�QEFP�FKQBOSFBT�FP�QL�D>FK�>K�FKPFAB�

MBOPMB@QFSB�LC�%IFQB�-B>QP
�>KA�QL�DBQ�>�?BQQBO�RKABOPQ>KAFKD�LC�
QEB�J>OHBQFKD�>KA�>ASBOQFPFKD�PQO>QBDFBP�QE>Q�>OB�>IOB>AV�FK�
MI>@B��7B�TFII�?B�>PHFKD�NRBPQFLKP�@LK@BOKFKD�RK@LKSBKQFLK>I�
@RQP�LC�JB>Q�PR@E�>P�?BBC�QLKDRB
�LUQ>FI
�>KA�IFSBO��
!AAFQFLK>IIV
�TB�>OB�QOVFKD�QL�DBQ�>K�FAB>�LC�QEB�QVMBP�>KA�
@E>O>@QBOFPQF@P�LC�@RPQLJBOP�QE>Q�MRO@E>PB�QEBPB�@RQP�LC�JB>Q��
4EFP�FKQBOSFBT�PELRIA�Q>HB�>?LRQ����QL����JFKRQBP��4EFP�
FKCLOJ>QFLK�TFII�?B�FK@IRABA�LK�>�OBMLOQ�QE>Q�J>V�LO�J>V�KLQ�
?B�MOBPBKQBA�QL�VLRO�BJMILVBO
�-O��!A>J�&OBBJ>K��

�
�� ������#LRIA�VLR�ABP@OF?B�QEB�HFKA�LC�@RPQLJBOP�VLR�FKQBO>@Q�

TFQE�TEFIB�TLOHFKD��
�
�� ������4BII�JB�>?LRQ�QEB�MOLAR@QP�%IFQB�-B>QP�PBIIP��
�
�� ������7E>Q�HFKA�LC�RK@LKSBKQFLK>I�@RQP�ALBP�%IFQB�-B>QP�

LCCBO��
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�� ������$BP@OF?B�QEB�PQO>QBDV�LO�MOL@BPP�FK�MI>@B�QL�J>OHBQ�LO�
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Progress reports� FKCLOJ� >� PRMBOSFPLO
� >PPL@F>QB
� LO�
@RPQLJBO�>?LRQ�MOLDOBPP�VLR�E>SB�J>AB�LK�>�MOLGB@Q�LSBO�
>� @BOQ>FK� MBOFLA� LC� QFJB�� 4EB� MOLGB@Q� @>K� ?B� QEB� ABPFDK
�
@LKPQOR@QFLK
�LO�OBM>FO�LC�PLJBQEFKD
�QEB�PQRAV�LO�OBPB>O@E�
LC�>�MOL?IBJ�LO�NRBPQFLK
�LO�QEB�D>QEBOFKD�LC�FKCLOJ>QFLK�
LK�>�QB@EKF@>I�PR?GB@Q��9LR�TOFQB�MOLDOBPP�OBMLOQP�TEBK�FQ�
Q>HBP�PBSBO>I�TBBHP�LO�BSBK�JLKQEP�QL�@LJMIBQB�>�MOLGB@Q��
)K� QEB� MOLDOBPP� OBMLOQ
� VLR� BUMI>FK� >KV� LO� >II� LC� QEB�
CLIILTFKD��

]� (LT�JR@E�LC�QEB�TLOH�FP�@LJMIBQB�

]� 7E>Q�M>OQ�LC�QEB�TLOH�FP�@ROOBKQIV�FK�MOLDOBPP�

]� 7E>Q�TLOH�OBJ>FKP�QL�?B�ALKB�

]� 7E>Q�MOL?IBJP�LO�RKBUMB@QBA�QEFKDP
�FC�>KV
�
E>SB�>OFPBK�

]� (LT�QEB�MOLGB@Q�FP�DLFKD�FK�DBKBO>I�

� A:/@5;:�

0OLDOBPP� OBMLOQP� E>SB� PBSBO>I� FJMLOQ>KQ� CRK@QFLKPcQEBV�
OB>PPROB�OB@FMFBKQP�QE>Q�VLR�>OB�J>HFKD�MOLDOBPP
�QE>Q�QEB�
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MOLGB@Q�FP�DLFKD�PJLLQEIV
�>KA�QE>Q�FQ�TFII�?B�@LJMIBQB�?V�
QEB� BUMB@QBA� A>QB�� 4EBV� MOLSFAB� OB@FMFBKQP� TFQE� >� ?OFBC�
ILLH�>Q�PLJB�LC�QEB�CFKAFKDP�LO�TLOH�LC�QEB�MOLGB@Q��4EBV�
>IPL� DFSB� OB@FMFBKQP� >� @E>K@B� QL� BS>IR>QB� VLRO� TLOH� LK�
QEB�MOLGB@Q�>KA�QL�OBNRBPQ�@E>KDBP��4EBV�@>K�CLO@B�VLR�QL�
BPQ>?IFPE� >� TLOH� P@EBARIB� PL� QE>Q� VLR� TFII� @LJMIBQB� QEB�
MOLGB@Q�LK�QFJB
�>KA�MOLGB@Q�>�PBKPB�LC�MOLCBPPFLK>IFPJ�QL�
VLRO�TLOH�>KA�VLRO�LOD>KFW>QFLK��!P�TBII
�FC�QEB�MOLGB@Q�FP�
KLQ�DLFKD�PJLLQEIV
�QEB�MOLDOBPP�E>P�E>IQBA
�LO�QEB�MOLGB@Q�
FP� KLQ� IFHBIV� QL� ?B� @LJMIBQBA� LK� AB>AIFKB
� QEB� MOLDOBPP�
OBMLOQ� @>K� DFSB� VLR� >� @E>K@B� QL� AFP@RPP� MOL?IBJP� FK� QEB�
MOLGB@Q� >KA� QERP� QL� CLOBT>OK� OB@FMFBKQP�� 4EBV� @>K� ?B� >K�
LMMLOQRKFQV�QL�BPQ>?IFPE�QEB�KBBA�QL�OB>PPBPP�LO�OBBS>IR>QB�
QEB�P@LMB
�JBQELAP
�LO�QFJBIFKB�TFQE�PLJBLKB�TEL�E>P�QEB�
>RQELOFQV�QL�FKQBOSBKB
�OBSFPB�DOLRM�EFBO>O@EFBP�OLIBP
�>KA�
BUQBKA�AB>AIFKBP��
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)K�>�VB>O�ILKD�MOLGB@Q
�QEBOB�>OB�@RPQLJ>OFIV�QEOBB�MOLDOBPP�
OBMLOQP
�LKB�>CQBO�QEOBB
�PFU
�>KA�KFKB�JLKQEP��$BMBKAFKD�
LK� QEB� PFWB� LC� QEB� MOLDOBPP� OBMLOQ
� QEB� IBKDQE� >KA�
FJMLOQ>K@B�LC�QEB�MOLGB@Q
�>KA�QEB�OB@FMFBKQ
�QEB�MOLDOBPP�
OBMLOQ�@>K�Q>HB�QEB�CLIILTFKD�CLOJP��

]� !3;=� �!�PELOQ
�FKCLOJ>I�OBMLOQ�QL�PLJBLKB�
TFQEFK�VLRO�LOD>KFW>QFLK�

]�  3BB3@��!�PELOQ
�FKCLOJ>I�OBMLOQ�PBKQ�QL�PLJBLKB�
LRQPFAB�VLRO�LOD>KFW>QFLK�

]� �=@;/:�&3>=@B��!�CLOJ>I�OBMLOQ�PBKQ�QL�
PLJBLKB�LRQPFAB�VLRO�LOD>KFW>QFLK�
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4EB�OB@FMFBKQ�LC�>�MOLDOBPP�OBMLOQ�T>KQP�QL�PBB�TE>Q�VLR�
E>SB�>@@LJMIFPEBA�LK�QEB�MOLGB@Q
�TE>Q�VLR�>OB�TLOHFKD�LK�
KLT
�TE>Q�VLR�MI>K�QL�TLOH�LK�KBUQ
�>KA�ELT�QEB�MOLGB@Q�FP�
DLFKD�FK�DBKBO>I��

)K� LQEBO� TLOAP
� QEB� CLIILTFKD� QEOBB� PB@QFLKP� >OB� HBV�
FK� >KV� MOLDOBPP� JBJL� LO� MOLDOBPP� OBMLOQ�� >
� 7LOH�
>@@LJMIFPEBA�FK�QEB�MOB@BAFKD�MBOFLA	P
��?
�7LOH�@ROOBKQIV�
?BFKD� MBOCLOJBA�� >KA� @
� 7LOH� MI>KKBA� CLO� QEB� KBUQ�
MBOFLA	P
��

)K�LOABO�QL�>ABNR>QBIV�AFP@RPP�QEFP�@LKQBKQ
�VLRO�MOLDOBPP�
OBMLOQ� PELRIA� @LKQ>FK� QEB� CLIILTFKD� QEOBB� J>FK� PB@QFLKP
�
>P� TBII� >P� >KV� LC� QEB� LMQFLK>I� PB@QFLKP� ?BILT� TEF@E� >OB�
OBIBS>KQ�QL�VLRO�MOLGB@Q��

!/7<�A31B7=<A��

]� )KQOLAR@QFLK�QE>Q�OBSFBTP�QEB�MROMLPB�>KA�P@LMB�
LC�QEB�MOLGB@Q�

]� $BQ>FIBA�ABP@OFMQFLK�LC�VLRO�MOLGB@Q�>KA�FQP�
EFPQLOV�

]� /SBO>II�>MMO>FP>I�LC�QEB�MOLGB@Q�QL�A>QB
�TEF@E�
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>II�>PPBPPJBKQ�LO�>MMO>FP>I�LC�QEB�MOLGB@Q�>Q�
QEFP�QFJB�
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7EBK�@OB>QFKD�>�MOLDOBPP�OBMLOQ
�QEBOB�>OB�PBSBO>I�BIBJBKQP�
QL� HBBM� FK� JFKA�� ->HB� PROB� VLR� RPB� QEB� OFDEQ� CLOJ>Q�� )C�
QEFP�FP�CLO�>�@LROPB
�@EB@H�TFQE�VLRO�FKPQOR@QLO��FC�FQ�FP�CLO�
>� TLOH� MI>@B
� @EB@H� TFQE� VLRO� PRMBOSFPLO�� 7 OFQB� >� @IB>O�
LMBKFKD�M>O>DO>ME�OBJFKAFKD�VLRO�OB@FMFBKQ�LC�QEB�MOLGB@Q�
VLR�>OB�TLOHFKD�LK�>KA�QE>Q�VLR�>OB�MOLSFAFKD�MOLDOBPP�LK�
QE>Q�MOLGB@Q��5PB�EB>AFKDP�QL�J>OH�LCC�QEB�AFCCBOBKQ�M>OQP�LC�
VLRO�MOLDOBPP�OBMLOQ
�M>OQF@RI>OIV�QEB�AFCCBOBKQ�M>OQP�LC�VLRO�
PRJJ>OV� LC� TLOH� ALKB� LK� QEB� MOLGB@Q�� $L� KLQ� ?B� >CO>FA�
QL�RPB�IFPQP�>P�>MMOLMOF>QB�bFK�C>@Q
�QEBV�>OB�EBIMCRI�PL�QEB�
OB>ABO�@>K�B>PFIV�EFQ�QEB�EFDEIFDEQP�LC�VLRO�@ROOBKQ�MOLDOBPP��
0OLSFAB�PMB@FCF@Pc>SLFA�OBIVFKD�LK�S>DRB
�LSBOIV�DBKBO>I�
PQ>QBJBKQP�>?LRQ�QEB�TLOH�ALKB�LK�QEB�CFK>I�OBMLOQ�MOLGB@Q��
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TLOH�>Q�QEB�@LJMIBQFLK�LC�>K�FKQBOKPEFM�LO�@L�LM��!IQELRDE�
>K� FKQBOKPEFM� LO� @L�LM� JFDEQ� KLQ� ?B� IFKHBA� AFOB@QIV� QL� >�
@I>PP
�QEB�>@Q�LC�TOFQFKD�QEB�OBMLOQcTEF@E�FP�LCQBK�>@EFBSBA�
FK� QEB� CFK>I� TBBHP� LC� QEB� BUMBOFBK@B� LO� FK� QEB� PBJBPQBO�
CLIILTFKD�QEB�TLOHcFP�>�TOFQFKD�FKQBKPFSB�BUMBOFBK@B��

� A:/@5;:�

4EB�AL@RJBKQ�MOLSFABP�>�PFJMIB�JB>KP�CLO�VLR�QL�OBMLOQ�
QL�VLRO�C>@RIQV�PRMBOSFPLO�LK�?LQE�QEB�@LKQBKQ�>KA�S>IRB�
LC�VLRO�TLOH�>PPFDKJBKQ
�>KA
�JLOB�FJMLOQ>KQIV
�DFSBP�VLR�
>�@E>K@B�QL�OBCIB@Q�LK�QEB�TLOH�VLR�E>SB�ALKB�FK�?LQE�>�
MBOPLK>I�>KA�MOLCBPPFLK>I�J>KKBO��

9LR� PELRIA� QEFKH� LC� VLRO� OBMLOQ� >P� ?LQE� >� CLOJ>I�
>@>ABJF@�>PPFDKJBKQ�>KA�>P�>�MBOPLK>I�LMMLOQRKFQV�QL�RPB�
>KA� BKE>K@B� VLRO� PHFIIP� >P� >� @LJJRKF@>QLO�� *RPQ� >P�
PR@@BPPCRI�MBLMIB�QEOFSB�?V�?IBKAFKD�QEBFO�CLOJ>I�BAR@>QFLK�
>KA�BUMBOFBK@B�TFQE�@OFQF@>I�PBIC�>PPBPPJBKQ
�VLR�@>K�RPB�
VLRO�OBMLOQ�QL�OBSFBT�TE>Q�VLR�E>SB�IB>OKBA
�ABQ>FI�TE>Q�
VLR�E>SB�>@@LJMIFPEBA
�>KA�D>RDB�VLRO�MBOPLK>I�DOLTQE��
!IPL
�VLR�JFDEQ�LCCBO�VLRO�OBMLOQ�>P�>�TOFQFKD�P>JMIB�QL�>�
MLQBKQF>I�BJMILVBO��
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&OBNRBKQIV
�VLR�TFII�?B�DFSBK�DRFABIFKBP�CLO�TOFQFKD�VLRO�
OBMLOQ�COLJ�>�C>@RIQV�PRMBOSFPLO
�>KA�FQ�FP�@OFQF@>I�QE>Q�VLR�
CLIILT�QEBPB�DRFABIFKBP��)Q�FP�>IPL�FJMLOQ>KQ�QE>Q�VLR�QOB>Q�
QEBPB�DRFABIFKBP�>P�PQ>OQFKD�MLFKQP�O>QEBO�QE>K�BKAFKD�LKBP��
&LO� FKPQ>K@B
� FC� VLR� >OB� MLPBA� TFQE� QEOBB� NRBPQFLKP� QL�
@LKPFABO� FK� >� M>OQF@RI>O� PB@QFLK� LC� VLRO� OBMLOQ
� VLRO�
OBPMLKPBP� QL� QEBPB� NRBPQFLKP� PELRIA� ?B� QELRDEQCRI� >KA�
BUM>KPFSB� O>QEBO� QE>K� GRPQ� PFJMIB� LKB�PBKQBK@B� >KPTBOP��
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�VLR�PELRIA�PBB�QEBPB�NRBPQFLKP�>P�PQ>OQFKD�MLFKQP�
QE>Q�TFII� IB>A�VLR�QL�LQEBO�OBI>QBA�NRBPQFLKP�LC�VLRO�LTK�
ABPFDK��4EB�?LQQLJ�IFKB�FP�QEFP��!KV�OBMLOQ�DRFABIFKBP�VLR�
>OB�DFSBK�PELRIA�?B�SFBTBA�>P�>�PR?PQ>KQFSB�CO>JBTLOH�QE>Q�
>T>FQP�VLRO�FKQBOMOBQ>QFLK�>KA�BI>?LO>QFLK
�KLQ�>P�>�PFJMIB�
1�>KA�!�LO�CFII�FK�QEB�?I>KH�BUBO@FPB��

/KB� FJMLOQ>KQ� KLQB� >?LRQ� VLRO� OBMLOQ�� 9LRO� OBMLOQ�
PELRIA� ?B� OBSFBTBA� ?V� QEB� BJMILVBO� ?BCLOB� QROKFKD� FQ� FK�
QL�VLRO�>ASFPLO��9LRO�BJMILVBOgP�OLIB�EBOB�FP�MOLMOFBQ>OV
�
F�B�
�QEB�BJMILVBO�PELRIA�?B�@LKPFABOBA�QEB�dLTKBOe�LC�QEB�
OBMLOQgP�@LKQBKQ��9LR�JRPQ�?B�@BOQ>FK�QE>Q�VLRO�BJMILVBO�
TFII� >IILT� QEB� @LKQBKQ� LC� VLRO� OBMLOQ� QL� ?B@LJB� MR?IF@
�
>KA� QEB� BJMILVBOgP� OBSFBT� LC� VLRO� OBMLOQ� FP� PQ>KA>OA�
MO>@QF@BcGRPQ�>P�>�MOLGB@Q�J>K>DBO�OBSFBTP�>KA�BKALOPBP�
QEB� TOFQQBK� TLOH� LC� EFP� LO� EBO� QB>J� JBJ?BOP�� !P� PR@E
�
AL�KLQ�FK@IRAB�QO>AB�PB@OBQP
�PBKPFQFSB�A>Q>
�LO�@LMVOFDEQBA�
FKCLOJ>QFLK�FK�VLRO�OBMLOQ��

&1<;>@��;:@1:@�

!P� >� @LJMIBJBKQ� QL� >KV� DRFABIFKBP� VLR� >OB� DFSBK
� QEB�
CLIILTFKD�PB@QFLKP�TFII�>FA�VLR�FK�DBKBO>QFKD�ABQ>FI
�J>HFKD�
VLRO� OBMLOQ� PQVIFPE
� >KA� QOB>QFKD� FQ� >P� >� MOLCBPPFLK>I�
MOLAR@Q���+BBM�FK�JFKA�QE>Q�FKQBOKPEFM�>KA�@L�LM�OBMLOQP�
>OB� QVMF@>IIV� ?RFIQ� >OLRKA� PMB@FCF@� J>GLOP� LO� MOLDO>JP��
4EBOBCLOB
� >ASF@B� VLR� CFKA� LK� QEB� TB?� CLO� LKB� MOLDO>J�
JFDEQ� KLQ� ?B� @LOOB@Q� CLO� >KLQEBO
� BSBK� TFQEFK� QEB� P>JB�
P@ELLI��!IT>VP�@EB@H�TFQEFK�VLRO�MOLDO>J�LO�ABM>OQJBKQ�
LCCF@B�QL�BKPROB�VLR�>OB�CLIILTFKD�QEB�>MMOLMOF>QB
�JLPQ�RM�
QL�A>QB�DRFABIFKBP��

4EB� PMB@FCF@P� LC� VLRO� OBMLOQ� @LKQBKQ� TFII� S>OV� ?>PBA�
LK� QEB� DRFABIFKBP� MOLSFABA� ?V� VLRO� C>@RIQV� PRMBOSFPLO��
(LTBSBO
� >II� C>@RIQV� PRMBOSFPLOP� TFII� ?B� FKQBOBPQBA� FK�
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OB>AFKD� >?LRQ� QEOBB� J>FK� PR?GB@QP��your employer
� your 
duties
�>KA�your evaluation of the work experience. 

, ;A>��9<8; E1>�

$BP@OF?B�QEB�BJMILVBO�VLR�TLOHBA�CLO�FK�QELOLRDE�ABQ>FI��
!P�VLR�AL�PL
�@LKPFABO�FK@IRAFKD�QEB�CLIILTFKD�BIBJBKQP��

]� )KQOLAR@B�QEB�BJMILVBOgP�@LKKB@QFLK�QL�VLR�?V�
MOLSFAFKD�>K�LSBOSFBT�LC�VLRO�MLPFQFLK
�
FK@IRAFKD�TEBOB�VLR�TLOHBA
�CLO�ELT�ILKD
�>KA�
ELT�QEB�MLPFQFLK�CFQ�FKQL�VLRO�BAR@>QFLK��

]� $BP@OF?B�QEB�K>QROB�LC�QEB�MLPFQFLK�VLR�EBIA�FK�
OBI>QFLK�QL�QEB�BJMILVBOcTE>Q�FP�QEB�MLPFQFLKgP�
S>IRB�QL�QEB�@LJM>KV��7EV�ALBP�QEB�@LJM>KV�
EFOB�FKQBOKP��

]� 7EBK�>MMOLMOF>QB
�NRLQB�HBV�@LJM>KV�
IFQBO>QROBcB�D�
�>�?OL@EROB
�>�JFPPFLK�PQ>QBJBKQ
�
>�TB?�M>DBcQL�PRJJ>OFWB�QEB�@LJM>KVgP�
S>IRBP�>KA�@RIQROB��

]� 'FSB�>K�LSBOSFBT�LC�QEB�BJMILVFKD�
LOD>KFW>QFLKgP�PFWB
�PQOR@QROB
�>KA�@LJJFQJBKQ�
QL�FKQBOKPEFM�@L�LM�MLPFQFLKP��5PB�QEB�@LJM>KV�
IFQBO>QROB�LO�TB?�M>DB�QL�EBIM�VLR�DBKBO>QB�
ABQ>FI
�?RQ�>SLFA�PFJMIB�@RQ�>KA�M>PQB�
@LJMLPFKD��

]� $BQ>FI�ELT�QEB�MLPFQFLK�CFQ�FKQL�QEB�LSBO>II�
@LJM>KV�LOD>KFW>QFLK��

]� /RQIFKB�PLJB�LC�QEB�BJMILVBOgP�HBV�DL>IP�>KA�
@E>IIBKDBP
�EFDEIFDEQFKD�QELPB�MOL?IBJP�LO�
MOLGB@QP�TFQE�TEF@E�VLR�TBOB�PMB@FCF@>IIV�
@E>ODBA��
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/RQIFKB�VLRO�PMB@FCF@�OBPMLKPF?FIFQFBP�>KA�QFB�QEBJ�FKQL�>KV�
I>ODBO� MOLGB@QP� TFQE� TEF@E� VLR� TBOB� FKSLISBA�� $BQ>FIBA�
>@@LRKQP�PELRIA�?B�DFSBK�LC�PR@E�FPPRBP�>P�QEB�CLIILTFKD��

]� 9LRO�PMB@FCF@�A>V�QL�A>V�OBPMLKPF?FIFQFBP�>KA�
>@QFSFQFBP��4ROK�EBOB�QL�VLRO�A>FIV�OLRQFKB�
>@QFSFQFBP
�OB@LOA�HBBMFKD�JBQELAP
�>KA�>KV�GL?�
ABP@OFMQFLK�MOLSFABA�?V�QEB�BJMILVBO��

]� $RQFBP�VLR�QLLH�LK�LO�TBOB�>PPFDKBA�?BVLKA�QEB�
PQ>KA>OA�GL?�ABP@OFMQFLK��

]� !@QFSFQFBP�FK�@LLOAFK>QFLK�TFQE�MOLGB@Q�QB>JP�LO�
@L�TLOHBOP��

]� 3MB@FCF@�QB@EKF@>I�CRK@QFLKP�LC�VLRO�MLPFQFLK��

]� 4EB�>@>ABJF@�?>@HDOLRKA�KB@BPP>OV�CLO�>KV�
MOLGB@Q�VLR�TLOHBA�LK��

]� 4EB�DL>IP�LC�>KV�MOLGB@Q�VLR�TBOB�FKSLISBA�FK��

]� +BV�A>Q>
�BNR>QFLKP
�LO�PLCQT>OB�QE>Q�VLR�
DBKBO>QBA�LO�RPBA��

]� .>JBP�>KA�CRK@QFLKP�LC�J>@EFKBOV�LO�
FKPQORJBKQP�QE>Q�VLR�LMBO>QBA��

]� !K>IVPFP�>KA�>MMIF@>QFLK�LC�A>Q>�QL�VLRO�
M>OQF@RI>O�MOLGB@Q��

]� $L@RJBKQP
�OBMLOQP
�LO�MOBPBKQ>QFLKP�QE>Q�VLR�
TBOB�OBNRFOBA�QL�@LJMIBQB��

, ;A>��B-8A-@5;:�;2�@41�+;>7��D<1>51:/1�

4EB� BS>IR>QFLK� FP� FJMLOQ>KQ� KLQ� GRPQ� CLO� VLRO� C>@RIQV�
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PRMBOSFPLO
�?RQ�CLO�VLRO�>@>ABJF@�ABM>OQJBKQ
�VLRO�MBBOP
�
>KA� CLO� VLR� MBOPLK>IIV�� !P� >� T>V� QL� BS>IR>QB� VLRO�
BUMBOFBK@B
�BI>?LO>QB�LK�>OB>P�PR@E�>P�QEB�CLIILTFKD��

]� 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@B�J>AB�QL�
VLRO�@>OBBO�ABSBILMJBKQ
�DL>IP
�>KA�DOLTQE��

]� #LKQOF?RQFLKP�LC�QEB�TLOH�BUMBOFBK@B�QL�VLRO�
PBIB@QFLK�LC�CRQROB�@LROPBTLOH
�BFQEBO�?B@>RPB�
VLR�CLOBP>T�KBT�KBBAP�ARB�QL�QEB�TLOH�LO�
?B@>RPB�>�@L�TLOHBO�J>AB�OB@LJJBKA>QFLKP��

]� !PPBPPJBKQ�LC�@LROPBP�VLR�@LJMIBQBA�QE>Q�TBOB�
QEB�JLPQ�LO�QEB�IB>PQ�>MMIF@>?IB�QL�VLRO�
FKQBOKPEFM�@L�LM��.LQB�PMB@FCF@�@LROPBP�>KA�
MOFK@FMIBP�PQRAFBA�FK�QEBPB�@LROPBP��

]� .LQBTLOQEV�AFPQFK@QFLKP�?BQTBBK�VLRO�BAR@>QFLK�
>KA�LK�QEB�GL?�BUMBOFBK@B��

]� 7EBQEBO�QEB�FKQBOKPEFM�@L�LM�J>AB�DLLA�RPB�LC�
VLRO�QB@EKF@>I�?>@HDOLRKA��

]� 9LRO�IBSBI�LC�MBOPLK>I�P>QFPC>@QFLK�TFQE�QEB�
FKQBOKPEFM�@L�LM�>KA�TEBQEBO�LO�KLQ�VLR�TLRIA�
OB@LJJBKA�FQ�QL�LQEBOP��

]� 9LRO�>PPBPPJBKQ�LC�ELT�QEB�FKQBOKPEFM�@L�LM�
@LRIA�?B�FJMOLSBA�CLO�LQEBOP��

&1<;>@�'@E81�

.L�LKB�BUMB@QP�VLR�QL�BJRI>QB�3E>HBPMB>OB�>P�VLR�TOFQB�
VLRO�OBMLOQ�	FK�C>@Q
�VLR�E>A�?BQQBO�KLQ�AL�PL
��)KPQB>A
�VLRO�

446   Michael Beilfuss, Staci Bettes, and Katrina Peterson



OB>ABOP�TFII�BUMB@Q�VLRO�FKCLOJ>QFLK�QL�?B�@IB>O�>KA�VLRO�
FAB>P�QL�?B�CIRFA��4EBOBCLOB
�>P�VLR�@LJMLPB�VLRO�OBMLOQ
�
BJMILV�QEB�CLIILTFKD�PQVIFPQF@�?BK@EJ>OHP��

]� 0>V�PMB@F>I�>QQBKQFLK�QL�PR?GB@Q�SBO?�>DOBBJBKQ�
>KA�SBO?�QBKPB
�QEB�QTL�JLPQ�@LJJLK�PBKQBK@B�
IBSBI�MOL?IBJP�FK�QB@EKF@>I�TOFQFKD��

]� &>SLO�PELOQ�M>O>DO>MEP�LSBO�ILKD�LKBP��

]� #LKP@FLRPIV�?RFIA�VLRO�M>O>DO>MEP�>OLRKA�QLMF@�
PBKQBK@BP
�BSBK�SBOV�PFJMIB�PBKQBK@BP�PR@E�>P�
d-V�A>FIV�>@QFSFQFBP�CBII�FKQL�QEOBB�@>QBDLOFBP�e�)Q�
TFII�EBIM�HBBM�VLR�CL@RPBA��

]� 3BIB@QFSBIV�RPB�QO>KPFQFLK�TLOAP�>Q�QEB�
?BDFKKFKDP�LC�MFSLQ>I�PBKQBK@BP�>KA�M>O>DO>MEP��
4O>KPFQFLK�TLOAP�MOLSFAB�PFJMIB�T>VP�CLO�VLR�QL�
DRFAB�QEB�OB>ABOgP�QEFKHFKD��/MBKFKD�>�PBKQBK@B�
TFQE�>�TLOA�PR@E�>P�d3MB@FCF@>IIVe�QBIIP�QEB�
OB>ABO�QE>Q�VLR�>OB�>?LRQ�QL�BI>?LO>QB
�TEFIB�>�
QO>KPFQFLK�PR@E�>P�d#IB>OIVe�FJMIFBP�TOFQBO�
@LKQBJMI>QFLK��

]� 5PB�>@QFSB�SLF@B�JLOB�QE>K�M>PPFSB��

]� %UMILFQ�>@QFSB�SBO?P
�BPMB@F>IIV�>P�VLR�ABP@OF?B�
VLRO�>@@LJMIFPEJBKQP��!P�TFQE�>�O\PRJ\
�QEFKH�
FK�OBI>QFLK�QL�QEFKDP�VLR�demonstrated, 
performed, defined, improved, mapped, 
programmed, organized, presented
�BQ@��

]� 5PB�>K�ELKBPQ
�RM?B>Q
�PFK@BOB�QLKB
�BPMB@F>IIV�
FK�QEB�@LK@IRPFLK�LC�VLRO�OBMLOQ�TEBK�VLR�>PPBPP�
QEB�FKQBOKPEFM�LO�@L�LMgP�S>IRB�QL�VLR�MBOPLK>IIV��
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&FDROB�����)KQBOKPEFM�2BMLOQ�%U>JMIB�

Media Attributions 

]� 0>OQP�LC�OBMLOQ�

]� 3R?�,BQQBO�
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]� #LSBO�M>DB�DLLA�

]� #LSBO�M>DB�?>A���

]� ,FQBO>QROB�2BSFBT�

]� #LK@IRPFLK�3RJJ>OV�

]� 2BC�0>DB�

]� !MMBKAFU���

]� !MMBKAFU���

]� 0OLDOBPP�2BMLOQ�

]� )KQBOKPEFM���
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�4-<@1>�
���#> -8�&1<;>@?�

�4-<@1>�'E:;<?5?�

4EFP�@E>MQBO�PE>OBP�?>PF@�MOFK@FMIBP�CLO�QEB�MOBM>O>QFLK�>KA�
ABIFSBOV�LC�LO>I�OBMLOQP��)Q�DFSBP�>K�LSBOSFBT�LC�BUMB@QBA�
PQOR@QRO>I�@LKSBKQFLKP��ELT�QL�PBQ�RM�>K�FKQOLAR@QFLK
�?LAV
�
>KA�@LK@IRPFLK��3FK@B�MOBPBKQ>QFLKP�LCQBK�FK@IRAB�>�SFPR>I�
@LJMLKBKQ
� QEB� @E>MQBO� LCCBOP� DRFABIFKBP� CLO� @OB>QFKD� >K�
BCCB@QFSB� 0LTBO0LFKQ
� 0OBWF
� LO� +BVKLQB�� )Q� FK@IRABP� QFMP�
CLO� ABSBILMFKD� BCCB@QFSB� PIFABP
� TEFIB� >@HKLTIBADFKD� QEB�
AO>T?>@HP� LC� MOBPBKQ>QFLK� PLCQT>OB�� )Q� >IPL� LCCBOP�
PRDDBPQFLKP� QL� EBIM� PMB>HBOP� MOBM>OB� TBII
� LSBO@LJB�
>KUFBQV
�>KA�@LKPFABO�QEBFO�PMB>HFKD�@LKQBUQ��4EB�@E>MQBO�
@LK@IRABP�TFQE�QELRDEQP�LK�MOBPBKQ>QFLK�ABIFSBOV��


��
��:@>;0A/@5;:�@;�#> -8�$>1?1:@-@5;:?�

)K@OB>PFKDIV
�BJMILVBOP�OBMLOQ�QE>Q�QEBV�OBNRFOB�BU@BIIBKQ�
@LJJRKF@>QFLK�PHFIIP
�KLQ�GRPQ�FK�MOFKQ�?RQ�>IPL�FK�MBOPLK��
9LRO� BJMILVBO� TFII� IFHBIV� @>II� LK� VLR� QL� ABIFSBO� >K� LO>I�
OBMLOQ� >Q� PLJB� MLFKQ� FK� VLRO� @>OBBO�� 7EBQEBO� VLR� >OB� >K�
BKDFKBBO�LO�>�TOFQBO
�>�MOLCBPPFLK>I�LO�>�PQRABKQ
�>�?RPFKBPP�
MBOPLK�LO�>�P@FBKQFPQ
�VLR�TFII�KBBA�QL�@LJJRKF@>QB�TBII�
TFQE� PRMBOSFPLOP
� @LIIB>DRBP
� @IFBKQP
� >KA� QEB� MR?IF@�� &LO�
JLPQ
� QEFP� FK@IRABP� >Q� IB>PQ� >K� L@@>PFLK>I� CLOJ>I�
MOBPBKQ>QFLK�� &LOJ>I� MOBPBKQ>QFLKP� FK� QEB� TLOHMI>@B�
RPR>IIV� Q>HB� LKB� LC� QEOBB� CLOJP�� �
� FKCLOJ>QFLK>I
� �
�
MBOPR>PFSB
�LO��
�FKPQOR@QFLK>I��)KCLOJ>QFLK>I�MOBPBKQ>QFLKP�
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>OB� RPBCRI� CLO� OBMLOQFKD� LK� OBPB>O@E� LO� DFSFKD� >� MOLGB@Q�
RMA>QB�� 0BOPR>PFSB� MOBPBKQ>QFLKP� @>K� ?B� RPBA� QL� J>HB�
MFQ@EBP� QL� @IFBKQP� LO� PRMBOSFPLOP�� )KPQOR@QFLK>I� LO� ELT�QL�
MOBPBKQ>QFLKP�>OB�CLOJ>QQBA�QL�QB>@E
�BUMI>FK
�LO�QO>FK��� )K�
B>@E� FKPQ>K@B
� VLR� TFII� E>SB� >� @E>K@B� QL� PELT@>PB� VLRO�
PHFIIP
�LCQBK�EV?OFAFWFKD�LO�@LJ?FKFKD�AFCCBOBKQ�JLABP�LC�
@LJJRKF@>QFLK�?>PBA�LK�VLRO�M>PQ�QO>FKFKD��&LO�BU>JMIB
�
>�ELT�QL�MOBPBKQ>QFLK�TLRIA�@LKKB@Q�VLRO�>?FIFQV�QL�TOFQB�
@IB>O� QB@EKF@>I� FKPQOR@QFLKP� TFQE� VLRO� >?FIFQV� QL� MOBPBKQ�
TBII��9LRO�DL>I�>P�>�PMB>HBO�TFII�AFCCBO�?>PBA�LK�@LKQBUQ
�
?RQ�QEB�?BPQ�MOBPBKQ>QFLKP�PE>OB�@BOQ>FK�@E>O>@QBOFPQF@P�QE>Q�
VLR�TFII�T>KQ�QL�@LKPFABO��

)K� QB@EKF@>I� MOBPBKQ>QFLKP
� IFHB� JLPQ� LQEBO� DBKOBP� LC�
QB@EKF@>I�@LJJRKF@>QFLK
�DLLA�SFPR>I�FKCLOJ>QFLK�ABPFDK�
FP� BPPBKQF>I�� 	3BB�#E>MQBO� �� LK� AL@RJBKQ� ABPFDK� CLO�
>AAFQFLK>I�QFMP�>KA�DRFABIFKBP�
�6FPR>I�>FAP�>OB�RPBCRI�CLO�
FK@OB>PFKD�>RAFBK@B�RKABOPQ>KAFKD�LC�?LQE�QEB�PR?GB@Q�>KA�
QEB� LOD>KFW>QFLK� LC� >� MOBPBKQ>QFLK�� 0OBPBKQBOP� PELRIA�
OBJBJ?BO�QEBV�E>SB�>K�>OO>V�LC�LMQFLKP�CLO�SFPR>IP
�COLJ�
IFSB� ABJLKPQO>QFLKP� >KA� FKQBO>@QFSB� >@QFSFQFBP� QL� LIA�
C>PEFLKBA�TEFQB�?L>OAP��ELTBSBO
�MOBPBKQ>QFLK�PLCQT>OB�FP�
QEB� JLPQ� @LJJLKIV� RPBA� LMQFLK�� /C� QEB� MOBPBKQ>QFLK�
PLCQT>OB� @ELF@BP
� 0LTBO0LFKQ� FP� TFABIV� RPBA� FK� QEB�
TLOHMI>@B�>KA�FK�BAR@>QFLK>I�PBQQFKDP��/QEBO�PLCQT>OB�IFHB�
0OBWF� LO� 'LLDIB� 3IFABP� >OB� ?B@LJFKD� JLOB� MLMRI>O� >KA�
MOBPBKQ�J>V�LC�QEB�P>JB�LMMLOQRKFQFBP�>KA�@E>IIBKDBP���!P�
VLR�QEFKH�QEOLRDE�VLRO�LMQFLKP
�?B�>T>OB�QE>Q�B>@E�@ELF@B�
E>P�FQP�PQOBKDQEP�>KA�TB>HKBPPBP��&LO�BU>JMIB
�0LTBO0LFKQ�
@>K�?B�>�SBOV�BCCB@QFSB�QLLI�CLO�PQRABKQP�>KA�MOLCBPPFLK>IP�
FC�RPBA�>MMOLMOF>QBIV
�?RQ�BCCB@QFSB�RPB�LC�QEFP�QLLI�FP�KLQ�>P�
FKQRFQFSB�>P�LKB�TLRIA�QEFKH��4EB�CLIILTFKD�PB@QFLKP�TFII�
EBIM�VLR�QL�PQOR@QROB�VLRO�MOBPBKQ>QFLK�TBII�>KA�QL�@LKPFABO�
QEB�MOLP�>KA�@LKP�LC�B>@E�ABPFDK�@ELF@B��
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!� @IB>O� MOBPBKQ>QFLK� PQOR@QROB� FP� >K� BPPBKQF>I� >PMB@Q� LC�
PMBB@E� MOBM>O>QFLK�� 3FJFI>O� QL� QEB� >@>ABJF@� BPP>V� >KA�
LQEBO� DBKOBP� LC� TOFQFKD
� >� PMBB@E� E>P� QEOBB� M>OQP�� >K�
FKQOLAR@QFLK
�>�?LAV
�>KA�>�@LK@IRPFLK��%>@E�LC�QEBPB�QEOBB�
M>OQP�FK@IRABP�@BOQ>FK�M>QQBOKP�LO�OEBQLOF@>I�JLSBP�QE>Q�QEB�
PMB>HBO�PELRIA�FK@LOMLO>QB��

7EBK�PQOR@QROFKD�VLRO�MOBPBKQ>QFLK
�FQ�J>V�?B�EBIMCRI�QL�
CFOPQ�AO>CQ�>K�LRQIFKB��4EFP�JBQELA�BK>?IBP�VLR�QL�ABQBOJFKB�
BPPBKQF>I� @LKQBKQ� >KA� J>FK� MLFKQP
� TEFIB� BU@IRAFKD�
FKCLOJ>QFLK�QE>Q�FP�KLQ�PQOF@QIV�OBIBS>KQ�QL�VLRO�?FD�MF@QROB�
DL>IP�� 9LR� E>SB� AFCCBOBKQ� LMQFLKP� QL� BKPROB� QE>Q� >II� QEB�
BPPBKQF>IP� >OB� FK@IRABA�� CLO� BU>JMIB
� VLR� @>K� MI>@B� VLRO�
J>GLO� MLFKQP� LK� PIFABP� >KA� QEBK� FIIRPQO>QB� TFQE� BU>JMIBP�
VLR� E>SB� MOBM>OBA�� /QEBO� LMQFLKP� FK@IRAB� @>OOVFKD�
KLQB@>OAP� LO�>K�LRQIFKB� QL�QEB�MLAFRJ
�ABMBKAFKD�LK�QEB�
PBQRM��

!P�VLR�J>HB�QEBPB�AB@FPFLKP
�>IT>VP�@LKPFABO�TEL�VLR�
>OB� >P� >� PMB>HBO
� LO� VLRO� RKFNRB� PMB>HFKD� PQVIB� >KA�
@E>IIBKDBP�� )C� VLRO� E>KAP� QBKA� QL� PE>HB� >� ?FQ
� FQ� J>V� ?B�
EBIMCRI�QL�ELIA�PLJBQEFKD�QL�PQB>AV�QEBJ
�?RQ�FC�VLR�>OB�
@LK@BOKBA� >?LRQ� QEB� MLPPF?FIFQV� LC� ELIAFKD� JRIQFMIB�
J>QBOF>IP� 	>KA�MLPPF?IV�AOLMMFKD�QEBJ

�VLR�@>K�@LKCFKB�
JBJLOV�>FAP�QL�>�PFKDIB�PEBBQ�LC�M>MBO��)Q�J>V�?B�TFPB�QL�
@>OOV�>�?OFBC�LRQIFKB�LC�J>GLO�MLFKQP�TFQE�VLR�QL�LCCPBQ�QEB�
MLPPF?FIFQV�LC�LJFQQFKD�FJMLOQ>KQ�FKCLOJ>QFLK��4EFP�PQO>QBDV�
>IPL� EBIMP� QL� >SLFA� ILPFKD� J>FK� MLFKQP� FK� QEB� @>PB� LC� >�
QB@EKLILDV�J>ICRK@QFLK�FC�VLR�TFII�?B�OBCBOBK@FKD�PIFABP��

�<B@=2C1B7=<�
)KQOLAR@QFLKP� >KA� @LK@IRPFLKP� >OB� MLFKQP� LC� BJME>PFP��
MPV@ELILDF@>IIV� PMB>HFKD
� TB� QBKA� QL� OBJBJ?BO�
FKCLOJ>QFLK� MOBPBKQBA� CFOPQ� >KA� I>PQ� JLOB� @IB>OIV� QE>K�
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FKCLOJ>QFLK� QE>Q�FP�?ROFBA�FK�QEB�JFAAIB�� 4EB�CFOPQ�TLOAP�
VLR�P>V�TFII�>IPL�PBQ�QEB�QLKB�CLO�QEB�OBPQ�LC�VLRO�PMBB@E��
4EBOB�J>V�KLQ�?B�>KV�LKB�?BPQ�T>V�QL�PQ>OQ�>�PMBB@E
�?RQ�
QEB�CLIILTFKD�>OB�PLJB�EBIMCRI�DRFABIFKBP�QE>Q�TFII� J>HB�
PQ>OQFKD�>�PMBB@E�JR@E�B>PFBO��

0BOE>MP� JLPQ� FJMLOQ>KQIV
� @>MQROB� QEB� >RAFBK@BgP�
>QQBKQFLK�>P�VLR�FKQOLAR@B�QEB�QLMF@��)C�VLR�AL�KLQ�BKD>DB�
QEB� >RAFBK@B� >Q� QEB� LRQPBQ
� FQ� TFII� ?B@LJB� JLOB� AFCCF@RIQ�
QL�AL�PL�>P�VLR�@LKQFKRB�PMB>HFKD��3Q>OQFKD�>�PMBB@E�TFQE�
d(BV� BSBOV?LAV�� )gJ� DLFKD� QL� Q>IH� QL� VLR� QLA>V� >?LRQ�
PL@@BOe� >IOB>AV� PLRKAP� ?LOFKD� >KA� TFII� KLQ� BKD>DB�
>RAFBK@B� JBJ?BOP� TEL� >OB� KLQ� PL@@BO� C>KP�� )C� VLRO�
>RAFBK@B�E>P�ABBJBA�VLRO�PMBB@E�QL�?B�?LOFKD
�QOVFKD�QL�
FKCLOJ
�MBOPR>AB
�LO�BKQBOQ>FK�QEBJ�?B@LJBP�BUMLKBKQF>IIV�
JLOB� AFCCF@RIQ�� )KPQB>A
� @LKPFABO� RQFIFWFKD� PLJB� LC� QEB�
QB@EKFNRBP�PRDDBPQBA�?BILT��

7EBK�PBIB@QFKD�>K�LMBKBO
�VLR�T>KQ�QL�J>HB�PROB�QE>Q�
QEB�LMQFLK�VLR�@ELLPB�FP�>MMOLMOF>QB�>KA�OBIBS>KQ�QL�VLRO�
PMB@FCF@�>RAFBK@B��$FCCBOBKQ�>RAFBK@BP�TFII�E>SB�AFCCBOBKQ�
?>@HDOLRKAP�>KA�HKLTIBADB
�PL�VLR�PELRIA�CFOPQ�ABQBOJFKB�
TEBQEBO�PMB@FCF@�FKCLOJ>QFLK�VLR�MI>K�LK�RPFKD�TLRIA�?B�
>MMOLMOF>QB� CLO� QEBJ�� &LO� BU>JMIB
� FC� VLR� >OB� DFSFKD� >�
PMBB@E�LK�C>JFIV�RKFQP�QL�>�DOLRM�LC�FKAFSFAR>IP�LSBO�QEB�
>DB� LC� ��
� PQ>OQFKD� VLRO� PMBB@E� TFQE� >� OBCBOBK@B� QL� QEB�
QBIBSFPFLK� PELT� 'LPPFM� 'FOI� J>V� KLQ� ?B� QEB� ?BPQ� FAB>�
?B@>RPB� QEB� >RAFBK@B� J>V� ?B� RKC>JFIF>O� TFQE� QE>Q� PELT��
!IPL� @ELLPB� >K� >QQBKQFLK�DBQQFKD� ABSF@B� >MMOLMOF>QB� CLO�
VLRO� PMBB@E� QLMF@�� )AB>IIV
� VLRO� >QQBKQFLK�DBQQFKD� ABSF@B�
PELRIA�E>SB�>�OBIBS>KQ�@LKKB@QFLK�QL�VLRO�PMBB@E��

&LO�B>PV�OBCBOBK@B
�EBOB�>OB�PLJB�@LJJLK�ABSF@BP�RPBA�
>P�PMBB@E�LMBKBOP��

]� ��<�/<312=B3�=@�@343@3<13�B=�1C@@3<B�3D3<BA�
BKD>DBP�>K�>RAFBK@B�TFQE�>�?OFBC�>@@LRKQ�LO�
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PQLOV��.LQF@B�QEB�BJME>PFP�EBOB�FP�LK�QEB�TLOA�
d?OFBC�e�!�@LJJLK�JFPQ>HB�PMB>HBOP�J>HB�
TEBK�QBIIFKD�>K�>KB@ALQB�FP�QL�J>HB�FQ�QLL�ILKD��
4EB�>KB@ALQB�PELRIA�?B�PELOQ�>KA�E>SB�>�@IB>O�
MLFKQ��&LO�BU>JMIB
�@LKPFABO�QEFP�>QQBKQFLK�DBQQBO�
CLO�>�MBOPR>PFSB�PMBB@E�LK�COFSLILRP�I>TPRFQP��
d/K�*>KR>OV����LC�QEFP�VB>O
�3@LQQ�!KQELKV�
'LJBW
�*O�
�>KA�>�CBIILT�FKJ>QB�BP@>MBA�COLJ�>�
0RB?IL
�#LILO>AL
�G>FI��$ROFKD�QEBFO�BP@>MB�QEB�
ARL�>QQBJMQBA�QL�O>MMBI�COLJ�QEB�OLLC�LC�QEB�G>FI�
RPFKD�>�J>HBPEFCQ�I>AABO�LC�?BA�PEBBQP��$ROFKD�
'LJBWgP�>QQBJMQ�QL�P@>IB�QEB�?RFIAFKD
�EB�
PIFMMBA
�CBII�CLOQV�CBBQ
�>KA�FKGROBA�EFP�?>@H��
'LJBW�QEBK�CFIBA�>�I>TPRFQ�>D>FKPQ�QEB�G>FI�CLO�
J>HFKD�FQ�QLL�B>PV�CLO�EFJ�QL�>QQBJMQ�>K�
BP@>MB�e�)K�QEFP�@>PB
�QEB�PMB>HBO�FP�EFDEIFDEQFKD�
>�KBTP�BSBKQ�QE>Q�FIIRPQO>QBP�TE>Q�>�COFSLILRP�
I>TPRFQ�FP
�PBQQFKD�RM�QEB�PMBB@E�QLMF@�>?LRQ�>�
KBBA�CLO�@E>KDB�FK�ELT�PR@E�I>TPRFQP�>OB�
E>KAIBA��9LRO�PMBB@E�QLMF@�FP�QEB�MROMLPB�LC�QEB�
>QQBKQFLK�DBQQBO
�KLQ�QEB�LQEBO�T>V�>OLRKA
�PL�?B�
PROB�QL�>SLFA�>KV�J>QBOF>I�QE>Q�PBBJP�LSBOIV�
MBOPLK>I�LO�ALBP�KLQ�CFQ�QEB�PR?GB@Q��

]� ��AB/@B:7<5�AB/B3;3<B�AB/B7AB71�4/1B�@>K�BKD>DB�
VLRO�>RAFBK@B�TFQE�OBIBS>KQ�FKCLOJ>QFLK�>?LRQ�
VLRO�QLMF@��)C�VLRO�PMBB@E�FP�>?LRQ�LFI�
@LKPBOS>QFLK
�VLR�@LRIA�PQ>OQ�?V�P>VFKD
�d!�
"LBFKD�����>FOIFKBO�ELIAP���
����D>IILKP�LC�
CRBI�e�!�PMBB@E�LK�QEB�MPV@ELILDV�LC�AOB>JP�
JFDEQ�?BDFK�TFQE�QEFP�QELRDEQ��d4EB�>SBO>DB�
MBOPLK�E>P�LSBO��
����AOB>JP�>�VB>O�e�!IQELRDE�
PQ>OQIFKD�PQ>QBJBKQP�>OB�CRK
�FQ�FP�FJMLOQ>KQ�QL�RPB�
QEBJ�BQEF@>IIV��	3BB�#E>MQBO���LK�BQEF@P�CLO�
JLOB�FKCLOJ>QFLK�LK�BQEF@P�>KA�MOLCBPPFLK>I�
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@LJJRKF@>QFLK�
�->HB�PROB�QE>Q�VLRO�LMBKFKD�
PQ>QBJBKQ�FP�C>@QR>I��4EB�FKQBOKBQ�FP�CRII�LC�
PQ>OQIFKD�@I>FJP�QE>Q�>OB�PFJMIV�KLQ�>@@RO>QB
�PL�
TEBK�VLR�CFKA�>�PQ>QBJBKQ�VLR�TLRIA�IFHB�QL�
RPB
�VLR�E>SB�>K�BQEF@>I�ARQV�QL�>P@BOQ>FK�FQP�
QORQE�	>KA�@FQB�FQ�@LOOB@QIV
�?BCLOB�VLR�RPB�FQ��

]� ��@63B=@71/:�?C3AB7=<�J>V�?B�>�DLLA�T>V�QL�
AO>T�VLRO�>RAFBK@B�FKQL�VLRO�QLMF@��&LO�
BU>JMIB
�>�PMB>HBO�Q>IHFKD�>?LRQ�QEB�EFPQLOV�LC�
-LQEBOgP�$>V�@LRIA�PQ>OQ�?V�>PHFKD�QEB�
>RAFBK@B
�d$L�VLR�OBJBJ?BO�QEB�I>PQ�QFJB�VLR�
QLIA�VLRO�JLJ�VLR�ILSBA�EBO�e�)K�QEFP�@>PB
�QEB�
PMB>HBO�ALBP�KLQ�BUMB@Q�QEB�>RAFBK@B�QL�PELRQ�
LRQ�>K�>KPTBO
�?RQ�O>QEBO�QL�QEFKH�>?LRQ�QEB�
NRBPQFLK�>P�QEB�PMBB@E�@LKQFKRBP��

]� ��27@31B�@343@3<13�B=�G=C@�/C273<13�J>V�?B�>K�
BU@BIIBKQ�JBQELA�QL�BKD>DB�QEBJ��9LRO�>RAFBK@B�
FP�QEB�PFKDIB�JLPQ�FJMLOQ>KQ�C>@QLO�FP�@O>CQFKD�
VLRO�PMBB@E
�PL�FQ�J>HBP�PBKPB�QE>Q�VLR�JFDEQ�
>@HKLTIBADB�QEBJ�FK�PLJB�T>V��(BOB�FP�>K�
BU>JMIB��d!P�PQRABKQP�>Q�/HI>ELJ>�3Q>QB
�VLR�
>KA�)�HKLT�QEB�FJMLOQ>K@B�LC�PBIB@QFKD�>�J>GLO��
)K�QLA>VgP�@LJMBQFQFSB�TLOIA
�TB�KBBA�QL�@ELLPB�
>�J>GLO�QE>Q�TFII�IB>A�QL�BJMILVJBKQ�>KA�
MOLSFAB�RP�TFQE�CRICFIIFKD�@>OBBOP��4E>QgP�TEV�)�
T>KQ�VLR�>II�QL�@LKPFABO�J>GLOFKD�FK�
@LJJRKF@>QFLK�e�)K�QEFP�BU>JMIB
�QEB�PMB>HBO�
OBJFKAP�QEB�>RAFBK@B�LC�QEBFO�PE>OBA�PQ>QRP�>P�
/HI>ELJ>�3Q>QB�PQRABKQP�>KA�RPBP�QEFP�@LJJLK�
DOLRKA�QL�>@HKLTIBADB�QEB�FJMLOQ>K@B�LC�
PBIB@QFKD�>�J>GLO��

]� �<�=>3<7<5�?C=B/B7=<�FP�>KLQEBO�T>V�QL�
@>MQROB�VLRO�IFPQBKBOPg�>QQBKQFLK��->V?B�VLR�TFII�
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CFKA�>K�FKQBOBPQFKD�NRLQ>QFLK�FK�LKB�LC�QEB�
>OQF@IBP�LO�?LLHP�VLR�OB>A�TEFIB�OBPB>O@EFKD�
VLRO�PMBB@E��1RLQ>QFLKP�J>V�>AA�>K�BIBJBKQ�LC�
CRK�QL�>�PMBB@E��d!P�QEB�I>QB�>@QOBPP
�C>PEFLK�
F@LK
�>KA�PL@F>I�>@QFSFPQ�!RAOBV�(BM?ROK�LK@B�
KLQBA
�f.LQEFKD�FP�FJMLPPF?IB��4EB�TLOA�FQPBIC�
P>VP�)gJ�MLPPF?IBg�e�!P�TFQE�QEFP�BU>JMIB
�?B�
PROB�QL�@OBAFQ�QEB�PLRO@B�CFOPQ�FC�VLR�RPB�>�
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��)C�VLR�
AL�KLQ�TFBIA�QEB�PTLOA�@>OBCRIIV
�VLR�@>K�ILPB�
VLRO�>RAFBK@B�SBOV�NRF@HIV��/KB�LC�QEB�?FDDBPQ�
JFPQ>HBP�>�PMB>HBO�@>K�J>HB�FP�QL�RPB�PLJB�
CLOJ�LC�ERJLO�QE>Q�QEB�>RAFBK@B�BFQEBO�ALBP�KLQ�
CFKA�CRKKV�LO
�TLOPB
�CFKAP�LCCBKPFSB��4EFKH�
>?LRQ�ELT�FK@LJMBQBKQ�QEB�@E>O>@QBO�LC�-F@E>BI�
3@LQQ�PBBJP�LK�QEB�QBIBSFPFLK�MOLDO>J�4EB�
/CCF@B
�FK�M>OQ�?B@>RPB�LC�EFP�FKBCCB@QFSB�RPB�LC�
ERJLO��!P�TFQE�LQEBO�>QQBKQFLK�DBQQFKD�ABSF@BP
�
VLRO�ERJLO�JRPQ�?B�OBIBS>KQ�QL�VLRO�QLMF@�>KA�
JRPQ�OBPMB@Q�VLRO�>RAFBK@BgP�PBKPFQFSFQFBP��

4EFP� IFPQ� LC� LMBKFKD� ABSF@BP� OBMOBPBKQP� >� PQ>OQFKD� MLFKQ�
CLO�?BDFKKFKD�VLRO�PMBB@E��!P�FKAF@>QBA
�VLRO�PBIB@QFLK�LC�
>QQBKQFLK� DBQQBO� FP� KLQ� LKIV� ABMBKABKQ� LK� VLRO� >RAFBK@B
�
VLRO�QLMF@
�>KA�QEB�L@@>PFLK
�?RQ�>IPL�LK�VLRO�MOBCBOBK@BP�
>KA�PHFIIP�>P�>�PMB>HBO��

�=2G�
!P� TFQE� QEB� LQEBO� PB@QFLKP� LC� QEB� MOBPBKQ>QFLK
� HBBM� FK�
JFKA�QEB�FJMLOQ>K@B�LC�>RAFBK@B�BKD>DBJBKQ��)K�DBKBO>I
�
QEB�JLOB�FKQBO>@QFSB�QEB�MOBPBKQ>QFLK
�QEB�?BQQBO��QEB�JLOB�
VLR�HKLT�VLRO�>RAFBK@B
�QEB�?BQQBO��2BJBJ?BO�QE>Q�B>@E�
MBOPLKgP� IB>OKFKD� PQVIB� AFCCBOP� COLJ� QEB� KBUQ
� PL� AL� VLRO�
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?BPQ� QL�BKD>DB� VLRO�>RAFBK@B� FK�AFCCBOBKQ� T>VP
� MLPPF?IV�
?V�FK@IRAFKD�ABQ>FIP�QE>Q�>MMB>I�QL�QEB�CFSB�PBKPBP�	PBKPLOV�
ABQ>FIP
�� 9LR� JFDEQ� >IPL� FK@IRAB� >RAFL
� Q>@QFIB
� >KA�LO�
HFKBPQEBQF@�@LJMLKBKQP�FK�>AAFQFLK�QL�VLRO�@ELPBK�SFPR>I��

7 FQE�BUMBOFBK@B
�VLR�TFII�IB>OK�QL�D>RDB�VLRO�>RAFBK@BgP�
IBSBI�LC�BKD>DBJBKQ�>KA�J>HB�PJ>II�>AGRPQJBKQP�QE>Q�EBIM�
QEBJ� QL� PQ>V� FKSLISBA�� $BMBKAFKD� LK� @LKQBUQ
� FQ� J>V� ?B�
>MMOLMOF>QB� QL� FK@IRAB� PLJB� JLSBJBKQ�� MBOE>MP� VLR� >PH�
VLRO�>RAFBK@B�QL�BKD>DB�TFQE�LKB�>KLQEBO�FK�PJ>II�DOLRMP
�
TEF@E�@>RPBP�>�PJ>II�PM>QF>I�PEFCQ
�LO�MBOE>MP�VLR�VLROPBIC�
Q>HB�>�CBT�PQBMP�@ILPBO�QL�>�TEFQB?L>OA��)KQBDO>QFKD�MOLMP�
LO�OBIBS>KQ�E>KA�DBPQROBP�J>V�>@EFBSB�>�PFJFI>O�BCCB@Q��/RO�
BVBP�K>QRO>IIV�CLIILT�JLSBJBKQ
�PL�PLJBQEFKD�>P�PFJMIB�
>P� T>IHFKD� >@OLPP� QEB� OLLJ� @>K� PBOSB� QL� FK@IRAB� JLOB�
JBJ?BOP�LC�QEB�>RAFBK@B�>KA�EBIM�QEBJ�QL�OB�BKD>DB��4EB�
QB@EKFNRBP� VLR� @>K� BJMILV� TFQEFK� QEB� ?LAV� LC� >�
MOBPBKQ>QFLK�>OB�J>KV�>KA�S>OFLRP
�?RQ�>P�>?LSB�>II
�HKLT�
VLROPBIC� >KA� HKLT� VLRO� >RAFBK@B�� 	3BB�#E>MQBO� �� CLO�
>AAFQFLK>I�FKCLOJ>QFLK�LK�>RAFBK@B�
�

�=<1:CA7=<�
4EB� @LK@IRPFLK� E>P� QEOBB� PMB@FCF@� BIBJBKQP� QE>Q� VLR� TFII�
T>KQ�QL�FK@LOMLO>QB��'FSBK�QEB�K>QROB�LC�QEBPB�BIBJBKQP�>KA�
TE>Q�QEBV�AL
�QEBPB�PELRIA�DBKBO>IIV�?B�FK@LOMLO>QBA�FKQL�
VLRO�@LK@IRPFLK�FK�QEB�LOABO�QEBV�>OB�MOBPBKQBA�?BILT��

��� '75</:�B63�3<2��!�DLLA�@LK@IRPFLK�PELRIA�
@IB>OIV�PFDK>I�QEB�BKA�LC�>�PMBB@E��9LR�J>V�?B�
QEFKHFKD�QE>Q�QBIIFKD�>K�>RAFBK@B�VLR�>OB�>?LRQ�
QL�BKA�FP�>�KL�?O>FKBO
�?RQ�J>KV�PMB>HBOP�AL�KLQ�
MOBM>OB�QEBFO�>RAFBK@B�CLO�QEBFO�@LK@IRPFLK��
7EBK�>�PMB>HBO�GRPQ�PRAABKIV�PQLMP�PMB>HFKD
�
QEB�>RAFBK@B�FP�IBCQ�@LKCRPBA�>KA�AFP>MMLFKQBA��
)KPQB>A
�DFSB�IFPQBKBOP�>�@IB>O�PFDK>I�PL�QE>Q�QEBV�
@>K�JBKQ>IIV�LOD>KFWB�>KA�@>Q>ILD�>II�QEB�MLFKQP�
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VLR�E>SB�J>AB�CLO�CROQEBO�@LKPFABO>QFLK�I>QBO��

'BKBO>IIV
� QEB� B>PFBPQ� T>V� QL� CLOB@>PQ� QEB� BKA� LC� VLRO�
PMBB@E�FP�QL�FK@IRAB�>�SBO?>I�PFDK>I�QE>Q�FP�JBQ>�AFP@ROPFSB�
	LO� PBIC�OBCBOBKQF>I� FK� PLJB� PBKPB
� OBCBOOFKD� ?>@H� QL� QEB�
PMBB@E�FQPBIC
��7FQEFK�>�MR?IF@�PMB>HFKD�@LKQBUQ
�MBOFLAF@�
JBQ>�AFP@ROPFSB� OBCBOBK@BP� EBIM� >K� >RAFBK@B� QL� QO>@H� >�
PMB>HBOgP� MOLDOBPP� COLJ� FKQOLAR@QFLK� QL� @LK@IRPFLK��
#LJJLK� CLOJRI>QFLKP� FK@IRAB� MEO>PFKDP� IFHB� FK�
@LK@IRPFLK
� FK� PRJJ>OV
� >KA� QL� @LK@IRAB�� $BMBKAFKD� LK�
VLRO�>RAFBK@B
�VLR�J>V�@ELLPB�>�JLOB�@LKSBOP>QFLK>I�LO�
@OB>QFSB�JBQELA�LC�PFDK>IFKD��VLR�TFII�T>KQ�QL�J>HB�PROB�
QE>Q� QEB� CO>JFKD� ALBP� KLQ� PLRKA� QLL� @IF@E\�� 9LR� E>SB�
J>KV�LMQFLKP
�?RQ�FQ�PELRIA�?B�@IB>O�QL�BSBOVLKB�QE>Q�VLR�
>OB� >?LRQ� QL� @LK@IRAB�� !IPL� ?B� >T>OB� QE>Q� PLJB� LC� QEB�
@LJJLK�CLOJRI>QFLKP� 	>KA�P>VFKD�QEBJ�JLOB�QE>K�LK@B
�
@>K�E>SB�>K�RKFKQBKABA�KBD>QFSB�BCCB@Q��4EB�>RAFBK@B�J>V�
AB@FAB�VLR�>OB�CFKFPEBA�>KA�QRKB�LRQ
�IFHB�ELT�JLSFB�DLBOP�
DBQ� RM� >KA� IB>SB� AROFKD� QEB� @OBAFQP� FK� >� JLSFB�� )C� QEFP�
FP�>�@LK@BOK
�VLR�@>K�FKPQB>A�DL�PQO>FDEQ�QL�QEB�PRJJ>OV�
BUMI>FKBA�CROQEBO�?BILT��

��� &3AB/B3�;/7<�>=7<BA��)K�QEB�FKQOLAR@QFLK�LC�>�
PMBB@E�VLR�ABIFSBOBA�>�MOBSFBT�LC�VLRO�J>FK�
MLFKQP��FK�QEB�@LK@IRPFLK�VLR�TFII�IFHBIV�ABIFSBO�
>�OBSFBT��2BMBQFQFLK�FP�BPMB@F>IIV�FJMLOQ>KQ�FK�
LO>I�@LJJRKF@>QFLK��FK@IRAB�MI>KKBA�
OBARKA>K@V
�?RQ�>SLFA�?BFKD�LSBOIV�OBARKA>KQ��
*RPQ�>P�VLR�AFP@RPPBA�>KA�J>AB�QO>KPFQFLKP�QL�
VLRO�J>FK�MLFKQP�AROFKD�QEB�?LAV�LC�QEB�PMBB@E
�
?B�PROB�QL�OBSFBT�QEB�J>FK�MLFKQP�FK�QEB�
@LK@IRPFLK��4EBPB�PQBMP�FK@OB>PB�QEB�IFHBIFELLA�
QE>Q�QEB�>RAFBK@B�TFII�OBQ>FK�VLRO�J>FK�MLFKQP�
>CQBO�QEB�PMBB@E�FP�LSBO��
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�>�JBJLO>?IB�BKAFKD�
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->HB�QEBPB�TLOAP�@LRKQ
�PFK@B�QEBV�>OB�QEB�I>PQ�
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@LRIA�QEFKH�LC�VLRO�PMBB@E�>P�>�KF@B�AFKKBO�>Q�>�
C>K@V�OBPQ>RO>KQ��QEB�FKQOLAR@QFLK�FP�QEB�
>MMBQFWBO�QE>Q�DBQP�BSBOVLKB�OB>AV�CLO�QEB�J>FK�
@LROPB
�QEB�?LAV�PB@QFLK�FP�QEB�dJB>Q�>KA�
SBDBQ>?IBP
e�>KA�QEB�@LK@IRPFLK�FP�IFHB�ABPPBOQ��
"RQ�E>SB�VLR�BSBO�E>A�>�KF@B�JB>I�QE>Q�BKABA�
TFQE�>K�RK>MMBQFWFKD�ABPPBOQ��2BD>OAIBPP�LC�ELT�
DLLA�QEB�OBPQ�LC�QEB�JB>I�T>P
�VLR�MOL?>?IV�
T>IHBA�>T>V�TFQE�>�KBD>QFSB�CFK>I�FJMOBPPFLK��

4EB�@IFK@EBO�FP�IFHB�QEB�FKSBOPB�LC�QEB�>QQBKQFLK�DBQQBO��9LR�
T>KQ�QL�PQ>OQ�QEB�PMBB@E�PQOLKD
�>KA�VLR�T>KQ�QL�BKA�QEB�
PMBB@E�PQOLKD��4EBOB�>OB�>�KRJ?BO�LC�T>VP�VLR�@>K�J>HB�
VLRO� @IFK@EBO� PQOLKD� >KA� JBJLO>?IB�� 9LR� @>K� @LK@IRAB�
TFQE� >� @E>IIBKDB
� LO� >� @>II� QL� >@QFLK�� )K� >� PMBB@E� LK� QEB�
KB@BPPFQV� LC� CRKA�O>FPFKD
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QLM�>KA�>�@>P@>AFKD�PBOFBP�LC�?RIIBQBA�IFKBP�LC�QBUQ�FKPFAB�
>�PIFABgP�J>FK�QBUQ�?LU��(BOB�FP�>K�BU>JMIB�LC�QEFP�HFKA�LC�
PIFAB��

Figure 1: Slide organized around a cascading series of bulleted 
lines of text. 

�
"RIIBQ�MLFKQP�CLOJ>Q�MOBPBKQ>QFLKP�E>SB�PBSBO>I�?BKBCFQP��

&FOPQ
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�MOBPP�%KQBO�CLO�>�
KBT�IFKB
�>KA�EFQ�4>?�QL�@OB>QB�>�PJ>IIBO�?RIIBQ�LO�3EFCQ�4>?�
QL� J>HB� >� I>ODBO� ?RIIBQ�
� 3B@LKAIV
� QEBV� >OB� RPBCRI� CLO�
EFDEIFDEQFKD�FJMLOQ>KQ�TLOAP�LO�K>JFKD�@LK@BMQP�QE>Q�>K�
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Figure 2: Slide that utilizes illustrated points format, emphasizing 
pictures with text in a supporting role. 

)IIRPQO>QBA�MLFKQP�CLOJ>Q�PIFABP�E>SB�PBSBO>I�?BKBCFQP��4EBV�
>OB� BU@BIIBKQ� CLO� PELTFKD� @LK@BMQR>I� OBI>QFLKPEFMP� LO�
ABJLKPQO>QFKD� MEVPF@>I� OBI>QFLKPEFMP� ?BQTBBK� L?GB@QP��
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An interactive or media element has been 
excluded from this version of the text. You can 
view it online here: 

https://open.library.okstate.edu/
technicalandprofessionalwriting/?p=40 
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>P� >KKLV>K@BP�� )KPQB>A
� J>HB� PROB� QE>Q� SFBTBOP� @>K� OB>A�
PIFABP�B>PFIV�COLJ�QEB�?>@H�LC�QEB�OLLJ��!IPL�QOV�QL�ABPFDK�
VLRO� PIFABP� PL� QE>Q� QEBV� @LKQ>FK� FKCLOJ>QFLK� QE>Q� VLRO�
SFBTBOP� JFDEQ� T>KQ� QL� TOFQB� ALTK�� &LO� BU>JMIB
� DLLA�
MOBPBKQ>QFLKP�LCQBK�@LKQ>FK�A>Q>�MLFKQP�QE>Q�PMB>HBOP�@>KKLQ�
GRPQ� O>QQIB� LCC� LO� NRF@H� PRJJ>OFBP� LC� HBV� @LK@BMQP� QE>Q�
SFBTBOP� TFII� KLQ� ?B� >?IB� QL� J>HB� RM� LK� QEB� CIV�� )C� VLR�
@>KKLQ� BUMI>FK� ELT� QEB� PIFABP� >AA� S>IRB� QL� VLRO�
MOBPBKQ>QFLK
� FQ� JFDEQ� ?B� ?BPQ� QL� >SLFA� RPFKD� QEBJ�
>IQLDBQEBO��

4L� DBQ� >� CBBI� CLO� TE>Q� J>V� >KKLV� VLRO� >RAFBK@B
� QOV�
'LLDIFKD� d>KKLVFKD� 0LTBO0LFKQ� MOBPBKQ>QFLKP�e� !IPL�
@LKPFABO�ABPFDKFKD�VLRO�MOBPBKQ>QFLK�QL�>IILT�CLO�>RAFBK@B�
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M>OQF@FM>QFLK�FKPQB>A�LC�M>PPFSB�SFBTFKD�LC�>�PIFABPELTc>�
DLLA�DOLRM�>@QFSFQV�LO�>�QTL�T>V�AFP@RPPFLK�FP�>�C>O�?BQQBO�
T>V�QL�HBBM�>K�>RAFBK@B�BKD>DBA�QE>K�>�PQ>IB
�OBMBQFQFSB�PBQ�
LC�PIFABP��

)K� PRJJ>OV
� >� QLLI� FP� LKIV� >P� BCCB@QFSB� >P� QEB� MBOPLK�
RPFKD� FQ�� 0OBPBKQ>QFLK� PLCQT>OB� IFHB� 0LTBO0LFKQ� ALBP� KLQ�
J>HB� PQRABKQP� PQRMFA� >KA� MOLCBPPLOP� ?LOFKD�� O>QEBO
� MLLO�
RPB�LC�QEFP�QLLI�J>HBP�CLO�FKBCCB@QFSB�MOBPBKQ>QFLKP�>KA�@>K�
IB>A� QL� I>WFKBPP� FK� ?LQE� QEB� >RAFBK@B� >KA� QEB� MOBPBKQBO��
->KV� LC� QEB� MOL?IBJP� TFQE� MOBPBKQ>QFLKP� OBPRIQ� COLJ�
OB>AFIV�>@@BPPF?IB�QLLIP�?BFKD�RPBA�?V�FKAFSFAR>IP�RKQO>FKBA�
FK� OEBQLOF@>I� >KA� SFPR>I� ABPFDK�� &LOQRK>QBIV
� PQRABKQP� LC�
QB@EKF@>I� @LJJRKF@>QFLK� @>K� FJMIBJBKQ� >� @E>KDB� LC�
PQO>QBDV�QL�J>HB�MOBPBKQ>QFLKP�JLOB�BCCB@QFSB��


����$>1?1:@-@5;:�$>1<->-@5;:�

2BPB>O@E�PELTP�QE>Q�MR?IF@�PMB>HFKD�O>QBP�>JLKD�MBLMIBgP�
QLM� CB>OP�� PLJB� PROSBVP� PRDDBPQ� QE>Q� FQ� O>KHP� >?LSB� CB>O�
LC�PRODBOV
�LO�BSBK�AB>QE��7EV�AL�PL�J>KV�MBLMIB�AFPIFHB�
MR?IF@� PMB>HFKD�� 4EFP� FP� >� @LJMIBU� NRBPQFLK
� >KA� QEB�
>KPTBO�FP�QFBA�QL�C>@QLOP�?LQE�MBOPLK>I�>KA�MPV@ELILDF@>I
�
O>KDFKD�COLJ�M>PQ�BUMBOFBK@B�>KA�QO>FKFKD�QL�@RIQROB�>KA�
@LKQBUQ��4EB�QBOJ�DILPPLMEL?F>�@LJ?FKBP�QEB�'OBBH�TLOAP�
CLO�dQLKDRBe�>KA�dCB>O�LO�AOB>Ae�QL�OBCBOBK@B�>�PBSBOB�CB>O�
LC�MR?IF@�PMB>HFKD��0BLMIB�TEL�PRCCBO�COLJ�DILPPLMEL?F>�
QBKA� QL� COBBWB� FK� COLKQ� >RAFBK@BP�� 4EFP� CB>O� J>V� PROC>@B�
FK�PFQR>QFLKP�PR@E�>P�OBPMLKAFKD�QL�>�MOLCBPPLO�FK�@I>PP�LO�
E>SFKD�QL�FKQBO>@Q� TFQE�>�PQO>KDBO
�KLQ�GRPQ�DFSFKD�CLOJ>I�
PMBB@EBP��

(BOB� >OB� PLJB� PQO>QBDFBP� QL� EBIM� LSBO@LJB� >KUFBQV� >P�
VLR�MOBM>OB�CLO�VLRO�MOBPBKQ>QFLK��)K�>AAFQFLK�QL�MI>KKFKD�
QEB� ABQ>FIP� LC� @LKQBKQ� >KA� ABIFSBOV
� ?B� PROB� QL� MOBM>OB�
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MEVPF@>IIV��!ABNR>QB�PIBBM�>KA�OBPQ�>OB�@OR@F>I��9LR�JFDEQ�
?B�QEFKHFKD�PR@E�>�QEFKD�FP�FJMLPPF?IB�FK�@LIIBDB�LO�FK�>�
ABJ>KAFKD�CRII�QFJB�GL?
�TEBOB�PIBBM�ABMOFS>QFLK�>KA�I>QB�
KFDEQP� @LJB� TFQE� QEB� QBOOFQLOV�� (LTBSBO
� OBPB>O@E� PELTP�
QEB�BUQOBJB�BCCB@QP�>�IFCBPQVIB�LC�IFJFQBA�PIBBM�@>K�E>SB
�C>O�
?BVLKA�V>TKFKD�LO�ALWFKD�LCC�FK�@I>PP��%KBODV�IBSBIP�	>KA�
VLRO�>?FIFQV�QL�?B�>IBOQ�AROFKD�QEB�PMBB@E
�TFII�?B�>CCB@QBA�
?V�I>@H�LC�PIBBM��

!P� VLR� MOBM>OB
� VLR� J>V� T>KQ� QL� B>Q� PLJBQEFKD� QE>Q�
FP� MOLQBFK�?>PBA� ?BCLOB� PMB>HFKD�� )K� LQEBO� TLOAP
� @EBBPB�
LO� MB>KRQ� ?RQQBO� LK� TELIB� DO>FK� QL>PQ
� 'OBBH� VLDROQ
� LO�
BDDP� CLO� ?OB>HC>PQ� TLRIA� ?B� MOBCBO>?IB� QL� JLOB� PRD>OV�
LMQFLKP�� !IPL�TB>O�@ILQEBP�QE>Q�>OB�@LJCLOQ>?IB�?RQ�JBBQ�
QEB�@LKQBUQgP�CLOJ>IFQV�OBNRFOBJBKQP��7B>O�QEB�P>JB�LRQCFQ�
TEBK� VLR� OBEB>OPB� QEB� MOBPBKQ>QFLK� PL� QE>Q� VLR� TFII� CBBI�
@LJCLOQ>?IB� T>IHFKD� >KA� JLSFKD� FK� QE>Q� >QQFOB��
#LJCLOQ>?IB
�MOLCBPPFLK>I�PELBP�TFII�DFSB�VLR�>�CFOJ�?>PB�
CLO� VLRO� MLPQROB�� 9LR� JFDEQ� @LKPFABO� RQFIFWFKD� PLJB�
PQOBQ@EFKD� LO� OBI>U>QFLK� QB@EKFNRBP� QE>Q� TFII� ILLPBK� VLRO�
IFJ?P� LO� QEOL>Q�� 4FDEQBKFKD� >KA� PQOBQ@EFKD� VLRO� E>KAP
�
>OJP
� IBDP
�>KA�QEOL>Q�CLO�>�CBT�PB@LKAP�?BCLOB�PMB>HFKD�
@>K�EBIM�OBIB>PB�PLJB�LC�QEB�QBKPFLK��!IPL
�?OFKD�PLJBQEFKD�
QL� AOFKH� QL� MOBSBKQ� AOV� JLRQE
� >KA� Q>HB� PBSBO>I� ABBM�
?OB>QEP� 	QL� OBIB>PB� PQOBPP� >KA� PQB>AV� VLRO� SLF@B
� ?BCLOB�
@IFJ?FKD� LK� PQ>DB�� 0BLMIB� QBKA� QL� PMB>H� C>PQBO� >KA� >Q� >�
EFDEBO� MFQ@E� TEBK� QEBV� >OB� KBOSLRP� >KA� DFSFKD� >�
MOBPBKQ>QFLK�� ->HB� >K� BCCLOQ� QL� PMB>H� >Q� >� @LJCLOQ>?IB�
M>@B� >KA� >SLFA� IBQQFKD� VLRO� SLF@B� OFPB� QLL� EFDE�� $L� KLQ�
>MLILDFWB�?BCLOB�VLR�DFSB�VLRO�MOBPBKQ>QFLK��?BFKD�KBOSLRP�
FP�KLOJ>I
�>KA�>IQELRDE�VLR�J>V�CBBI�GFQQBOV
�@E>K@BP�>OB�
VLRO�>RAFBK@B�TFII�KLQ�JFKA�LO�TFII�KLQ�BSBK�KLQF@B��

�=<B3FBC/:�$@3>/@/B7=<�
4EB�JLOB�VLR�@>K�HKLT�>?LRQ�QEB�SBKRB�TEBOB�VLR�TFII�
?B�PMB>HFKD
�QEB�?BQQBO��7EBKBSBO�MLPPF?IB
�@EB@H�LRQ�QEB�

470   Michael Beilfuss, Staci Bettes, and Katrina Peterson



PM>@B� FK� >AS>K@B�� &LO� BU>JMIB
� FC� VLR� TBOB� OBNRFOBA� QL�
DFSB� >� PELOQ� Q>IH� CLO� >� GL?� FKQBOSFBT
� VLR� TLRIA� T>KQ� QL�
HKLT�TE>Q�QEB�OLLJ�TFII�?B�IFHB
�FC�QEBOB�FP�BNRFMJBKQ�CLO�
MOLGB@QFLK
�ELT�I>ODB�QEB�>RAFBK@B�TFII�?B
�>KA�ELT�PB>QFKD�
TFII�?B�>OO>KDBA��#LKPFABO�MO>@QF@FKD�VLRO�MOBPBKQ>QFLK�FK�
>�OLLJ�QE>Q�FP�PFJFI>O�QL�QEB�>@QR>I�PM>@B�TEBOB�VLR�TFII�
ABIFSBO�FQ��4EB�?BPQ�>ASF@B�CLO�@LKQBUQR>I�MOBM>O>QFLK�FP�QL�
?B�LK�QFJB
�BSBK�B>OIV�� )C�VLR�E>SB�QL�ORPE�FK�>Q�QEB� I>PQ�
JFKRQB
�FQ�TFII�?B�AFCCF@RIQ�QL�PQ>V�@>IJ�>KA�CL@RPBA�CLO�QEB�
PMBB@E�� )C� VLR� >OB� B>OIV
� VLR� J>V� ?B� >?IB� QL� J>HB� PROB�
BNRFMJBKQ�FP�TLOHFKD
�LO�BSBK�@LKSBOPB�TFQE�QEB�>RAFBK@B�
>P�QEBV�BKQBO��0OLCBPPFLK>I�PMB>HBOP�LCQBK�AL�QEFP�QL�OBI>U�
QEBJPBISBP
�?RFIA�@OBAF?FIFQV
�>KA�D>FK�HKLTIBADB�QL�>A>MQ�
QEBFO�MOBPBKQ>QFLKP�QL�QEB�>RAFBK@B��"BFKD�LK�QFJB�TFII�EBIM�
VLR�@OB>QB�>�DLLA�CFOPQ�FJMOBPPFLK�>KA�QERP�BKE>K@B�VLRO�
@OBAF?FIFQV�?BCLOB�QEB�>@QR>I�PMBB@E��

$@=1@/AB7</B7=<�/<2�$@3>/@32<3AA�
0OL@O>PQFK>QFLK�FP�QEB�DOB>Q�BKBJV�LC�MOBM>OBAKBPP��&IRFA
�
>OQF@RI>QB�MR?IF@�PMB>HFKD�OBNRFOBP�OBMB>QBA�MO>@QF@B�?BCLOB�
QEB�>@QR>I�ABIFSBOV��4EB�CFOPQ�QFJB�QE>Q�VLR�P>V�QEB�TLOAP�
PELRIA� KLQ� ?B� TEBK� VLR� >OB� FK� COLKQ� LC� VLRO� >RAFBK@B��
0O>@QF@FKD�FP�QEB�?BPQ�T>V�QL�CBBI�@LKCFABKQ�>KA�FK�@LKQOLI�
LC�QEB�TLOAP�VLR�PMB>H��!P�VLR�MO>@QF@B
�QFJB�VLROPBIC�QL�
?B�@BOQ>FK�QE>Q�VLRO�PMBB@E�JBBQP�QEB�QFJB�IFJFQ��PMB>HFKD�
TFQEFK� QEB� BUMB@QBA� QFJB� FP� >� @>OAFK>I� ORIB� LC� MR?IF@�
PMB>HFKD�� 0O>@QF@B� >ILRA
� MOBCBO>?IV� TFQE� PLJBLKB� QL�
IFPQBK
� TEFIB� RPFKD� VLRO� SFPR>I� >FAP�� )C� VLR� @>K� OB@LOA�
VLROPBIC�FK�LOABO�QL�>K>IVWB�DBPQROBP�>KA�ABIFSBOV
�VLR�TFII�
?B�>?IB�QL�CFKB�QRKB�>KA�>AGRPQ�BIBJBKQP�LC�VLRO�PMB>HFKD�
PQVIB�� 4EB� JLPQ� BCCB@QFSB� T>V� QL� D>FK� >� OBMRQ>QFLK� >P�
PLJBLKB� TEL� ALBP� KLQ� OBPMB@Q� >K� >RAFBK@B� 	LO� PLJBLKB�
TEL� PELRIA� KLQ� ?B� >IILTBA� QL� ORK� JBBQFKDP
� FP� QL� Q>IH�
ILKDBO�QE>K�QEB�>IILQQBA�QFJB�� .LQ�LKIV�TFII�MO>@QF@B�EBIM�
VLR�QL�CBBI�@LJCLOQ>?IB�TFQE�MOBPBKQ>QFLK�ABIFSBOV
�?RQ�FQ�
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TFII� >IPL� BKPROB� QE>Q� VLR� AL� KLQ� RMPBQ� VLRO� >RAFBK@B� ?V�
ORKKFKD�LSBO�QEB�QFJB�IFJFQ��

&FK>I�.LQB��)C�VLR�>OB�>K�>RAFBK@B�JBJ?BO
�VLR�@>K�EBIM�
PMB>HBOP�QL�CBBI�JLOB�@LJCLOQ>?IB
�>Q�IB>PQ�>�IFQQIB�?FQ��"B�>K�
BKD>DBA�IFPQBKBO�COLJ�?BDFKKFKD�QL�BKA��9LR�@>K�FJ>DFKB�
QE>Q�>�PMB>HBO�FP�DLFKD�QL�?B�JLOB�KBOSLRP�FC�QEB�>RAFBK@B�
ILLHP�?LOBA�COLJ�QEB�PQ>OQ��!�PMB>HBO�TFQE�IBPP�>KUFBQV�TFII�
AL�>�?BQQBO�GL?�>KA�?B�JLOB�FKQBOBPQFKD
�PL�DFSB�QEB�PMB>HBO�
VLRO�CRII�>QQBKQFLK
�KLA�>ILKD�QL�J>FK�MLFKQP
�>PH�NRBPQFLKP�
TEBOB�>MMOLMOF>QB
�>KA�PQ>V�LCC�VLRO�MELKB�RKIBPP�VLR�>OB�
RPFKD�FQ�QL�Q>HB�KLQBP��

�


�����185B 1>E�(5<?�

7E>Q� CLIILTP� >OB� PLJB� DBKBO>I� QFMP� VLR� PELRIA� HBBM� FK�
JFKA
�?RQ�QEBV�>II�BPPBKQF>IIV�ABOFSB�COLJ�LKB�SBOV�PQO>FDEQ�
CLOT>OA�MOBJFPB��MO>@QF@B�VLRO�PMBB@E�?BCLOBE>KA
�>Q�ELJB�
LO�BIPBTEBOB
�QEB�T>V�VLR�TFII�DFSB�FQ��

]� 0O>@QF@B�VLRO�PMBB@E�>ILRA��4EFP�QB@EKFNRB�
BK>?IBP�PMB>HBOP�QL�IB>OK�QEB�TLOAP�>KA�?B�
MOBM>OBA
�?RQ�FQ�>IPL�IBQP�QEBJ�HKLT�LC�>KV�
MLQBKQF>I�MOL?IBJP��3BKQBK@BP�LK�M>MBO�AL�KLQ�
>IT>VP�QO>KPI>QB�TEBK�PMLHBK��0O>@QF@FKD�LRQ�
ILRA�>IILTP�PMB>HBOP�QL�FABKQFCV�>KA�CFU�FPPRBP�
TFQE�MOLKRK@F>QFLK�>KA�ABIFSBOV�?BCLOB�DBQQFKD�
RM�FK�COLKQ�LC�QEB�>RAFBK@B��

]� ! SLFA�BU@BPPFSB�?LAV�JLSBJBKQP��4EFP�FK@IRABP�
KBOSLRP�LO�RKKB@BPP>OV�E>KA�JLQFLKP
�
RKKB@BPP>OV�Q>MMFKD�LC�CBBQ�LO�E>KAP
�BQ@��"RQ�
>IPL�>SLFA�PQ>KAFKD�PQL@H�PQFII��PLJB�E>KA�
DBPQROBP�@>K�HBBM�QEB�>RAFBK@B�BKD>DBA��
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]� %IFJFK>QB�CFIIBO�TLOAP�PR@E�>P�dREe�>KA�dRJ�e�
2B@LOAFKD�VLROPBIC
�LO�>PHFKD�>�COFBKA�QL�IFPQBK�
QL�VLRO�PMBB@E
�@>K�EBIM�VLR�QL�FABKQFCV�QEFP�
QBKABK@V��)K�PLJB�@>PBP
�FQ�J>V�?B�MLPPF?IB�QL�
FKQBDO>QB�JB>KFKDCRI�M>RPBP�FK�QEB�MI>@B�LC�CFIIBO�
TLOAP�QL�OBAR@B�QEBFO�COBNRBK@V��

]� 0OLGB@Q�VLRO�SLF@B��3LCQ�PMLHBK�PMB>HBOP�J>V�
E>SB�QL�PMB>H�ILRABO�QL�BKPROB�QE>Q�BSBOVLKB�@>K�
EB>O
�TEFIB�>SLFAFKD�QEB�>MMB>O>K@B�LC�PELRQFKD�
LO�OB>@EFKD�>K�>THT>OAIV�PNRB>HV�MFQ@E��)C�VLR�
TFII�?B�RPFKD�>�JF@OLMELKB
�MO>@QF@B�FK�>AS>K@B�
ELT�VLR�TFII�ELIA�FQ�>KA�QEB�SLIRJB�VLR�TFII�
RPB��

]� !OQF@RI>QB�PBKQBK@BP�@IB>OIV��!D>FK
�?B�>T>OB�LC�
VLRO�LTK�QBKABK@FBP��)C�VLR�QBKA�QL�BIFAB�TLOAP
�
LO�FC�VLR�E>SB�>�OBDFLK>I�>@@BKQ�QE>Q�AFCCBOP�COLJ�
VLRO�>RAFBK@BgP
�VLR�J>V�KBBA�QL�PILT�ALTK�
>KA�MO>@QF@B�BKRK@F>QFKD�FK�>�T>V�QE>Q�PLRKAP�
K>QRO>I�O>QEBO�QE>K�CLO@BA��

]� !AA�FKCIB@QFLK�>KA�BUMOBPPFLK��0OBPBKQBOP�TEL�
PMB>H�FK�>�JLKLQLKB�TFII�E>SB�AFCCF@RIQV�
HBBMFKD�>K�>RAFBK@B�BKD>DBA��

]� 2BCRPB�QL�?B@LJB�CIRPQBOBA��)K�J>KV�@>PBP
�>K�
>MLILDV�FP�RKKB@BPP>OV�>KA�TFII�LKIV�AO>T�
RKARB�>QQBKQFLK�QL�JFKLO�LSBOPFDEQP
�TEBQEBO�
MBO@BFSBA�LO�>@QR>I��)KPQB>A
�Q>HB�>�?OB>QE
�OB�
CL@RP
�>KA�JLSB�LK�TFQE�QEB�PMBB@E��

]� ->HB�BVB�@LKQ>@Q��)C�FQ�CBBIP�>THT>OA�QL�
J>FKQ>FK�AFOB@Q�BVB�@LKQ>@Q
�ILLH�>OLRKA�QEB�
OLLJ�>Q�CLOBEB>A�IBSBI
�LO�>�MLFKQ�PIFDEQIV�>?LSB�
SFBTBOPg�EB>AP
�J>HFKD�PROB�QL�FK@IRAB�QEB�
BKQFOB�>RAFBK@B��
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]� ->FKQ>FK�>K�LMBK�?LAV�MLPQROB��#OLPPBA�>OJP
�
CLO�BU>JMIB
�@>K�J>HB�>�PMB>HBO�PBBJ�@ILPBA�
LCC�QL�QEB�>RAFBK@B��)K�@LKQO>PQ
�LMBK�E>KA�
DBPQROBP�QE>Q�>OB�KLQ�BU@BPPFSB�QBKA�QL�
@LJJRKF@>QB�>�@LOOBPMLKAFKD�LMBKKBPP�QL�
>RAFBK@B�BKD>DBJBKQ�>KA�FAB>P��

4EBOB� FP� KL�MOBPBQ� M>QQBOK� CLO�MBOCB@Q� ABIFSBOV�� (LTBSBO
�
TFQE�MO>@QF@B�BSBOVLKB�@>K�FJMOLSB��&LO�>�CBT�>AAFQFLK>I�
QFMP�>KA�PRDDBPQFLKP
�@EB@H�LRQ�QEFP�>JRPFKD�4BA8�Q>IH�LK�
9LR4R?B�?V�7FII�3QBMEBK��

An interactive or media element has been 
excluded from this version of the text. You can 
view it online here: 

https://open.library.okstate.edu/
technicalandprofessionalwriting/?p=40 

	EQQMP���TTT�VLRQR?B�@LJ�T>Q@E�S��3�&$G&"G�L
��
!P�VLR�MO>@QF@B�VLRO�MOBPBKQ>QFLK�PHFIIP
�OBJBJ?BO�QE>Q�

B>@E� PMB>HBO� FP� BKQFOBIV� RKFNRB
� >KA� TB� B>@E� BJ?LAV�
AFCCBOBKQ� BUMBOFBK@BP� >KA� FKQBOBPQP�� 4EFP� JB>KP� QE>Q� >II�
PMB>HBOP�JRPQ�CFKA�QEBFO�LTK�JLPQ�BCCB@QFSB�PQVIB��

Media Attributions 

]� #LMV�LC�(4-,PIFAB�

]� #LMV�LC�%UQBOK>I#33PIFAB�
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4EFP�FP�TEBOB�VLR�@>K�>AA�>MMBKAF@BP�LO�LQEBO�?>@H�J>QQBO��
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