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Grading: 

Midterm Exam:  % 25

Final Exam: % 50

Homeworks+ Presentations+ Interview Rehearsal: % 25

Office Hours: 

Tuesdays: 4-5 PM,   Wednesdays: 10-11 AM

Lecture Hours: 

Thursdays: 1-3 PM
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Week Date Topics to be Covered

1 16-02-2017 Introduction, Technical writing vs. Creative writing

2 23-02-2017 Basics of technical communication

3 02-03-2017 Correspondence: Memos and electronic mails, 

4 09-03-2017 Business letters; letter of inquiry, complaining letter

5 16-03-2017 Application letter, 

6 23-03-2017 Resumè (Curriculum Vitae)

7 30-03-2017 Job Application

8 06-04-2017 Effective Presentation

9 08-16/04-2017 MIDTERM EXAM WEEK

10 20-04-2017 Company Presentations

11 27-04-2017 Company Presentations

12 04-05-2017 Job Interviews

13 11-05-2017 Technical Description

14 18-05-2017 Manual, User’s guide preparation

15 25-05-2017 Patent search, patent applications

Final Exams:  29.05 – 10.06/2017,  Overall Make-up Exam: 19-23/06/2017
May 27th, 2017: Beginning of Ramadan

Course Content
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Ödevler

- Dönem boyunca, belli aralıklarla işlenen konularla ilgili ödevler verilecektir.

- Seçilen ödevler öğrencilere derste sunulan bilginin tam olarak anlaşılmasına ve

kavranmasına yardımcı olacak şekildedir.

- Ödev soruları ile ilgili öğrencilerin birbirlerine danışması, takıldıkları yerleri

birbirlerine sorması, vb. oldukça doğaldır. Ancak, sonuçta teslim edecekleri

ürün kendilerinin olmalıdır (ilerideki profesyonel meslek hayatlarında da bu

böyle olacaktır).

- Öğrenciler dersle ve ödevlerle ilgili sorularını ve anlayamadıkları noktaları ilgili

öğretim üyelerine sorabilir. Kısa sorularınız için e-posta, en uygun yoldur.
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İş hayatında başarılı olmak için

- İyi bir yabancı dil bilgisine sahip olmak

- Sözlü ve yazılı iletişimde bunu etkin bir şekilde kullanabilmek gerekir.

Bilginiz ve kabiliyetleriniz ne kadar fazla olursa olsun

- Birlikte çalıştığınız mesai arkadaşlarınızı

- Takım liderlerini, yöneticilerinizi kullanacağınız dil ile ikna edebilmelisiniz.

Bu da ancak, çok güçlü bir yazılı ve sözlü iletişim becerisi ile mümkündür.

(Yabancı) Dilin Önemi:

…

Söz ola kese savaşı

Söz ola kestire başı

… Yunus Emre  
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Dersin Amacı

Öğrencilere,

İş hayatına atıldıkları zaman yabancı kişi ve kuruluşlarca olabilecek ilişkilerinde 

başarılı olmaları için gerekli yazılı ve sözel iletişim becerilerini kazandırmaktır.
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I. Introduction

TECHNICAL WRITING

“Technical writing conveys specific information about a technical subject to a 

specific audience for a specific purpose. 

The words and graphics of technical writing are meant to be practical: that is, to 

communicate a body of factual information that will help an audience 

understand a subject or carry out a task.” 

Michael H. Markel

Director of Technical Communication, Boise State University 
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1.1 Characteristics of Effective Technical Writing

 Clarity – easily understood by intended audience

 Accuracy – factual, correct, free from bias 

 Comprehensiveness – all necessary information included 

 Accessibility – headings, indexes, table of contents

 Conciseness – clear without excess verbiage 

 Correctness – grammatical and follows conventions 



ME 2004 Business English
KARADENİZ TECHNICAL UNIVERSITY – DEPT. OF MECHANICAL ENGINEERING

Clarity
Avoid Jargon and Define the Unfamiliar:

Jargon: A vocabulary particular to a place of work or group of people 

(abbreviations, slang)

- If you need to abbreviate, define the term in its first occurrence. 

Ex: American Society of Mechanical Engineers (ASME), was founded in 

1880.

- Audience familiarity with the topic determines appropriate use of jargon.

Italicize first occurrence of unfamiliar terms and define them right 

away:

Ex: Retina is  a light-sensitive tissue, found at the back of the eye, that 

converts light impulses to nerve impulses. 
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Accuracy

- Technical documents must be as objective and unbiased as you can  

make them.

Comprehensiveness

- A good technical document supplies

all the necessary information , sufficient details readers need.

- It provides the background or fundamentals of the topic so that readers

unfamiliar with the subject can understand it.   
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Accessibility

- A good technical document is made of small independent sections that

allow readers to find the appropriate section.

Conciseness

- You need to provide all the necesesary information in concise manner: 

eliminating unnecessary phrases, choosing shorter words, structuring

smaller sentences.

Correctness

- Use of grammar rules, punctuations, spelling should be correct. 
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Conciseness / Brevity

Use words efficiently:

- Do not use extra/unnecessary words.

- Pare your language down to the essential message you want to get

acroos to your readers. 

- Place the most important message first

Ex. 1: Despite winning the game, the Patriots made several errors in the first 

half.

Ex. 2: Despite making several errors in the first half, the Patriots won 

the game.

Ex. 3: The Patriots won the game, despite making several errors in the 

first half.

- Remove redundancy: Do not make repetitions through the text.    

Combine overlapping sentences when possible.  
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https://www.youtube.com/watch?v=h0dHLhpS5M8

Example on How to Simplify

https://www.youtube.com/watch?v=h0dHLhpS5M8
https://www.youtube.com/watch?v=h0dHLhpS5M8
https://www.youtube.com/watch?v=h0dHLhpS5M8
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Simplicity

Specific details are sometimes needed, but balance the details

considering the audience needs.

Language

Prefer active voice:

- It is more stronger than passive voice and better for efficient

communication.

Remove Ambiguity:

- Do not overuse pronouns, particulary ‘it’, ‘this’, ‘those’, ….
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Creative Writing vs. Technical Writing

 Creative writing is fictional and imaginative

 Entertaining, provocative, and captivating.

 It can be artistic, figurative, symbolic, 

ambiguous, even vague.

Creative  writing can break rules. 

 It is subjective, with the thoughts, opinions, 

and attitudes of the writer. 

 It uses a general vocabulary understood by 

a general audience narrowed somewhat by 

age group or interest. 

Creative writing can be lucrative for the few 

who create best

 Technical writing is factual. 

 Informative, instructional, or persuasive. 

 It needs to be clear, precise, and 

straightforward, leaving no room for 

misinterpretations.

 It needs to follow accepted standards for 

grammar and format.

Must be objective.

 It uses specialized vocabulary dependent on 

the topic as well as on the familiarity of the 

target audience with the topic.

It provides career opportunities with good 

salaries for thousands and thousands of writers 

in all kinds of businesses and industries. 
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An example of a literary (creative) sentence:

The wind was blowing fiercely and the air outside was growing chilled. 

An example of a scientific sentence: 

Onshore winds travelling at 45 km per hour brought temperatures down to 

15 degrees Celsius. 

Creative Writing vs. Technical Writing
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1.3 Types of technical writing to be covered in lectures

A. Reports 

A1. Progress/inspection reports 

A2. Feasibility reports 

A3. Research/laboratory reports, Etc. 

B. Correspondence 

 B1. Memos 

 B2. Electronic mails 

 B3. Letters 

 B4. Resumes, Etc. 

C. Manuals 

 C1. Instructions (user guide) 

C2. Procedures 

 C3. Process descriptions (how to make?) 

D. Proposals 



ME 2004 Business English
KARADENİZ TECHNICAL UNIVERSITY – DEPT. OF MECHANICAL ENGINEERING

Types of Technical Communication

- All type of notes,

- Memos, 

- Letters

- Forms

- E-mails

- Reports

- Proposals

- New media tools: CD’s, DVD’s, Web pages, e-books, podcasts,

Instructions & Instructional Materials

Standardize everything from the operation of manufacturing equipment to 

procedures for personnel practices. 

Every product should be accompanied by technical documents to direct assembly, 

guide operation, recommend maintenance and trouble-shoot common problems.
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1.4 Steps for technical writing 

The writing process, which is highly recursive, has several identifiable and 

overlapping stages: 

 Inventing and exploring,

 Planning and organizing,

 Drafting,

 Revising,

 Editing.
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During this stage, writers

- assess their knowledge, read and review available background references,

- ask questions and discuss ideas,

- conduct experiments, take notes, and make decisions about how they’ll

represent their task.

Inventing and Exploring 
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Writers need to do two types of planning:

- First, they should use informal or formal

time-and project-management tools.

- Second, they need to make decisions

about a variety of elements: content,

purpose, task, audience, constraints,

organization, and design.

Planning and Organizing 
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• This stage involves writing the text and preparing the visuals.

• Because writers also re-plan as they see a draft evolving in a different

direction from their original plan, drafting overlaps with the next stage:

revising.

Drafting
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- Writers read and reread their drafts to examine and improve choices in content,

structure, organization and design.

- Writers can use informal or formal document testing-to gather feedback to help

in revision.

Revising

http://secondary-writing-instruction.wikispaces.com/The+Writing+Process
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- Writers identify and correct inconsistencies and errors in a draft.

- They can focus on content correctness, design accuracy and consistency,

proofreading, and administrative tasks.

Editing

 Save it for the final draft. 

 Take a break before proofreading your final document. 

 Work from hard copy.

 Keep it slow.

 Be especially alert for problem areas in your writing. 

 Proofread more than once. 

 Never rely on the computer. 

Guidelines for Proofreading

Technical Communication, 12th edition,John M. Lannon,Laura Gurak
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Good writing doesn’t happen overnight; it requires planning, drafting, rereading,

revising, and editing.

• Learning and improvement requires self-review, peer review, subject-matter

expert feedback, and practice.

• There are no shortcuts; practice makes perfect!

Sentence Structure of Technical Writing, Nicole Kelley,

Program in Writing and Humanistic Studies @ MIT, 2.671, Fall 2006

Famous quotes on practicing
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1.5 Exercises on the steps for technical writing 

Draft
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1.5 Exercises on the steps for technical writing (Cont’d)

Revision Example
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Revision Example (Cont’d) 
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Sections of a Scientific Paper

- Abstract (the study and main outcomes are summarized)

- Introduction (Background information and/or earlier

literature is given, the aim of the study and its difference from

the available literature is stated)

- Experimental (If the study is an applied one, information

on experiments, tests are given)

- Results & Discussion (Experimental / test results are

discussed, comments on the results are provided in a

persuasive manner)

- Conclusion (main outcomes, important results are

rephrased, possible future work directions are given)

- Acknowledgments (Gratitude section for the

contributors who are not among the authors, financial

supports, grants, etc.)

- References

A typical scientific paper usually consists of following parts


