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COHERENCE--Is it Clear, Concise and Complete?
e Document Level
e  Section/Paragraph Level
¢ Sentence Level

VOICE/VOCABULARY--Does it Address the Primary and Secondary

Audiences?

LENGTH--Is It Appropriate for the Audience(s)?

Note: Not all of criteria were applicable to every publication and not
every application of the criteria will be covered in this paper. The

applications will be summarized with some specific examples placed
in the appendix.

BOISE STATE CLASSROOM TECHNOLOGY BULLETIN

BACKGROUND

Definition: A non-periodic publication listing the classrooms at Boise
State University equipped with instructional technology and/or
equipment.

Audience: Primary audience: Professors at BSU using classrooms

with instructional technology and/or equipment. Secondary audience:

none defined by client.

Purpose: A reference guide for users who may not know the
equipment is available. The guide provides reasons for why and how
this equipment can be useful in teaching as well as names and
numbers of persons who can train professors how to use equipment.
Process/Goals: This project included receiving text and graphics
electronically from BSU, editing them, and formatting them into a
six-page layout in PageMaker. Because it is a reference guide, the
primary goal was to increase accessibility for users by manipulating
white space, creating short, concise and clear lists of equipment and
placing graphics that will enhance text. The format complements
existing Instructional Technology publications.



Contact: Ben Hambelton, Director of the Simplot/Micron Technology
Center, BSU.

APPLICATION OF CRITERIA '

Accessibility:

Priority:

Because this publication serves as a reference guide, I felt all
material was equally important--the introduction, the lists, and the
article. Therefore all information is represented on the front page:
the introduction in the top half of the page, the lists in the table of f
contents, and the beginning of the article on the bottom half of the
page (see appendix Al). The order of the rest of the publication is
based on use by the audience. Media and Electronically equipped
classrooms are used most often by professors, and so I listed them
first. Under the main headings of "Media and Electronically Equipped
Classrooms" or "Special Purpose Classrooms," I listed the rooms in
alphabetical order. Further, I listed the rooms in the same form in
which the professors receive their classroom assignments, for
example, a professor receives his/her assignment as "Business 112"
instead of "College of Business 112" or some other form, (see
Appendixes A1l-A6).

Headings:

I kept the main headings to a size not much bigger than the
classroom names so as not to distract from the classroom names. This
allowed the classroom names to be easily accessible for the
professors since they are what will be sought (see Appendix A2, A4). 1

Other Graphic Elements:

Since electronically equipped rooms are in both the "Media and
Electronically Equipped Classrooms" and the "Special Purpose
Classrooms," T used an icon to indicate electronic capability. The icon
is explained in the introduction. Its use allows professors to know, at ‘
a glance, whether electronic capability exists and precludes the need “’
for additional headings or explanation in the lists (see Appendixes
Al, A2). T allowed more white space throughout the publication than
is normally seen in a newsletter or flyer, (see Appendix A3), to allow






presenter" was actually the brand name of the overhead document
cameras and often referred to as such. To see how I decided to
clarify this sentence, see Appendix A2 under "Business 102A."

Vocabulary/Voice: _

I directed Ben Hambelton, the author of "Why Use
Technology?" to use "I" throughout the article. As the Director of the
Instructional Technology Department and a professor, Ben could be
trusted to give a dependable account of the reasons to use
technology. I felt his personal account, using "I," would be more

effective than a distant third-person account (see Appendixes Al,
A6).

Length:

Since the lists were the most important aspect of the
publication, I only edited them for clarity and not for length. But
other parts of the publication that might only be read once, for
example, the introduction and the article, were shortened. The entire

publication is six pages; the publication had to be an even-number of

pages for printing. Therefore, I had to balance text, white space and
graphics to fit in six pages.

Note: Page numbers cannot be printed on the laser printers available
to me at USU, but they are present on the disk version. When printed

by BSU, the publication will be three pages front and back, the
pictures will be in color, and it will be printed on a light blue
textured paper.

CONCLUSIONS

The true test of the publication's readability and effectiveness
will be to see how professors respond to it. Unfortunately, this
publication will not be put into circulation until fall semester and so
its success measured by its audience is not available. Despite this,
Ben Hambelton has proofed several editions of the publication and
found the end results very satisfactory.




As is obvious by the similarity in last names, Ben Hambelton is
my father. Working with and for my father has proved useful in
simulating a real job experience. First of all, since he lives in Boise,
ID, most of the text and most of our correspondence was transferred
electronically via e-mail and fax, a situation not uncommon for
technical writers. I made only two, one-hour meetings in person
throughout the duration of the project (and of course some phone
calls). Handling the project electronically proved frustrating as well
as convenient. The frustration stemmed from differences in software
that made conversion difficult and caused delays. Delays were also
caused when I needed an answer right away in order to proceed, and
Mr. Hambelton would not be able to read his mail and respond
quickly (like on the weekends). Yet working electronically did prove
useful in some instances. For example, when I needed an answer in a
day or two, I could just leave him a message--less time-consuming
than tracking him down personally. Also when text was transferred
electronically, I could directly save it on disk, saving me the step of
retyping or scanning it from hard copy.

Also, working with material rather unfamiliar to me but very
familiar to the client proved to be a small obstacle in enhancing
readability. Suggestions I made to change things had to be
substantiated and could not conflict with the meaning of the text.
Since I was not familiar with the text, some of my suggestions
proved superfluous or ineffective. Yet other changes were necessary.
For both the client and myself, it was sometimes hard to decipher
which changes would add or detract from the clarity of the meaning.
This was also my father's first time working with a technical writer,
and so he was not used to someone making heavy editorial changes
to his writing. In order for him to understand my changes, I needed
to supply concrete, logical reasons. This required me to dredge-up
material from the back of my mind and thus utilize the curriculum of
many of my past technical writing classes. In this way, I was able to
apply, in a real life situation, the theories I had only dabbled into in
the classroom.




EIMCO NEWSLETTER

BACKGROUND

Definition: A bi-annual newsletter, written by design engineers for
operators. The newsletter includes personnel spotlights and technical
articles.

Audience: Carrousel operators of waste water treatment plants
designed by EIMCO, Salt Lake City, an engineering firm. Operators
may have remedial to advanced knowledge of bio-chemical processes
and equipment. The primary audience consists of operators with a
college degree since they make up the bulk of the employees; the
secondary audience consists of operators with only a high school
education.

Purpose: To obtain and exchange technical information among
Carrousel operators. To highlight operator achievement. To provide
questionnaires that will better the relationship between operators
and designers. To further the knowledge associated with the
operation of the system.

Process/Goals: Obtained text from engineers and edited it so that it
will be understandable and interesting for operators of all levels of
expertise. This entailed keeping the sentences, paragraphs and
articles short--something the operators could read in the break
room--while keeping the technical jargon, supported with
visuals/graphics, as simple as possible.

Contacts: Jeff McBride, engineer EIMCO

APPLICATION OF CRITERIA

Note: Due to employee cutbacks at EIMCO in the last four months, the
engineers are behind in their regular tasks. Because the newsletter is
of secondary concern, the finishing of the articles has been delayed.
As of the last week of May, I had not yet received them. I intend to
finish the entire newsletter when I receive the complete text (new
target date June 8). Therefore the following analysis will be

restricted to the front page of the newsletter.















the first task "task one," I specifically wrote what the task is: "When
you receive the submission” (see Appendixes C2, C3).

Other Graphic Elements:

I incorporated two different widths of columns, applied
alternately throughout the publication. I wanted to create a fun
format that was different from the usual yet had a set pattern (see
Appendixes C2, C3). I also used different heading icons, but the rest
of the fonts and text styles are the same. Again, this was in an effort
to create some regularly patterned uniqueness. Throughout the text I
used underlining, bullets and numbering to increase accessibility.
The bulk of the tasks could be described in lists, which I used, yet I
complimented the lists with text to prevent the booklet from being
distant. I am having some simple black and white line art
incorporated as the graphics; more complex artwork, such as photos,
would detract from the more complex format of the text.

Coherence:

Document Level:

I felt that the readers could not fully understand the
procedures by just being told about them. So, I decided to also try to
show them. Therefore the booklet contains an extensive appendix of
examples (see Appendix C7-C10).

Section/Paragraph Level: and Sentence Level:

I hope that I have not written any elliptical sections or
sentences, but I realize that as the author it is hard for me to judge.
The booklet is currently being reviewed by current and new editors.

Voice /Vocabulary:

Although this booklet is meant to inform, I also wanted it to be
entertaining. I chose informal, light-hearted voice and vocabulary to
accomplish this. I used "you," and other informal language that was
almost corny at times. I also used imperative phrases, such as "send
the letter..," with an implied "you." Using imperative verbs created
direct commands that state the steps simply without a lot of
wordiness (see Appendix C3).
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