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peporting Techrical Information (S8eventh Edition). Ecaneth
W, Houp and Thomas E. Pearsall. New York: Macmillan, 1992,

35 pages.

This book, invarious editions, has been around for more than 20
I8 longevity can be attribuled in no amall part 1o the Bt that it is generally
anexcellent resource. It's a thick book because the authors keep adding new
and useful Informabion. Princlpal additlens o the Tih edition include a
chapler on decument deslgn that relates specifically o the use of word
processing technobogy, a chapter on collaborutive writing, and the inclusion
of planning and revision checkiists at the end of moat chapters,

Other changes that may be less obvious Include an expanded section on
dorumentation and an expanded and beller organized grammar “hand-
bool.” Documentation material is based on the Modern Language Asaocia-
llon system, which the authors see as “the simplest of all the major systems
and, therefore, the easlest to leamn.” The grammar *handbook® includes new
seclions on acrornyms and non-sexist language. The latter, though siralght-
Forwind and uselul, is somewhal superflicial. It would have been better to
include this toplc in the body of the text and treat it in greater depih.

A fnal important addition to the new verion B o color Inserl on
computer graphies. The aulhors recognize that the use of computer graph-
fes, often in eolor, Is becoming comman In technleal reports.

The book 8 organized In slx parts. The frat part covers the basica of
technical wriling, with chapters progressing from the beginning of the
composing process in siiuational analbysis through the gathering of Informa-
ton and the final polishing of the report. Part 11 deals with the techniques
ol technieal writing. It covers erganlzing materials to lnform, to define and
deseribe, and (o persuade., Fart [ treats document deslgn and Part IV covers
cxlended applications of tec hnical writing {e.g.. Instructions, proposals, and
progreas reports]. Oral reports are subject to separate treatment in Parl V,
which hos an appropriate emphasis on presentation graphics, Part V1 is the
prammar “handboolk.”

Appendices inchide a sample report, an excellent guide to technical
I--'I'ﬂh::dnrt sources, and a bibliography. A comprehenshee and useful index in
e lnachesd.

The success of this book begins with the authors’ understanding of
i=chnical wriling as a problem-sobing process, They treal this process as a
means to an end that may range in skee and comphexdty from a stmples memo
I o series ol books. Thelr approach makes the boolk, designed as a classroom
l=xl, a worlthwhile addition to the professional writer's reference shell, For
coam ple, each of us would dowell to review Chapler 6, “Achleving a Readable
Style,® from tme to Ume. It reminds us to use active verbs, to avold noun
iirings and empty words, and to care about good sentence and paragraph
Slructure, Bul It also wams against being too concerned about following the
ruiles, Wrling, the authors recognize, 8 a craft, not a sclence. [ am inclined
o compare Reporting Technical Information with Paul Anderson’s Technical
""l'"ﬂl!rg Harcourl Brace Jovanovich, 2nd edition 1831). 1 prefer Anderson,
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because of his reader-cenlered apprach. But Houp and Pearsall haove stood

the test of time precisely because their work 18 a standard In the feld. This

new edition Improves on & classic by updating both content and format.
Every wriler working with techrical subject matter con beneflt from IL

Robert G, Hays

University of lHnods

Designing Technical Reports (Second Edition) J. C. Mathes and
Dwight W. Stevenson. New York: Macmlllan, 1991, B06 pages.

This book s mis-tithed. [ expected it to be something of & compankon o
Houps amnd Pearsall’s Reporfing Technical nformation, abowve, with an
emphasls on desligning technical reports once they had been sritien. Nal sa,
Mathes and Stevenson, in thelr words, “treat writing as a deslgn task. one
which roquircs predealgn anabyals and declalons and then moves In a
ieliberate way threugh a logical sequence of design declslons.” The title
nodwithstanding, the primary emphasis of this book s en wriling and
editl

ﬁa meore posibive side, this book clearly largets a speciflc audience. It
asaumes that “practicing professionals and managers on the job™ in Indus-
try, business, and government have writlen communication responsibllities
for which they're not abvays prepared, Who can argue with that?

Designing Technisal Reports includes much of the standard fare youw'd
expect (once you gel past the title). It also has some interesting additions to
the typleal content of such works, For example, a section on “additional
Issues™ Includes a chapter on wriling in the muliinational context and
another on secepling legal and ethical reaponaibilities. In the croas -cultural
communication proceas, the authors note, the function of wrilten commu-
nication can change dramatcally, They dom't ireat the multinational context
in depth, unforiunately, bul they do offer some praclical examples of
business cormespondence in French, Spanish, and Japanese, with appropri-
ate atlention o subtle differences mandated by different eultural settings,

The chapter on legal and ethlcal responsibdlitles @& good. [is premise s
that technlcal and profeasional documents are by definition ethical acts, a
fact the writers who produce them shoukd never lose sight of. The basic
message 1o the wriler 15, "You are accountable.”

Another sirength of this book Is the quality of examples It offers.
Sophisticated technleal reports, proposals, memoranda, and correspon-
dence from government agencles, business, and industry are used through-
oul o demonstate effective communication techniques in varous contexts,
The professional communleator will be encouraged to sée that sound, tried
and true communication principles stll work In even the most complex
technlcal sltuations.

While this work continues the first edition’s focus on engineering, it also
draws examples from such diverse fickds as banking, health care, social
service, and Insurance, The emphasis also shifls more appropriately to the
sharl, informal report. Toplcally, it atill gets dosm to important elemenis of
communication; identifying audicnces, sddresaing audience needs, defin-
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ing purposes. and such nitty-gritty things as sentence and paragraph
structure, clarily, and economy of language.

The final chapter la devoled to electronde communication tools. Unfor-
tunately, it offers Hitle information not avatlable in misch more comprehen-
ahve form through other sources.,

Designing Technical Reports 1s not a book I'd recommend for the
communicitions professional’s reference shell, ICs (oo specialized and adds
too Uttle to what one with communieations tralning and expericnce already
knows. It seems betler sulted to the techniclan who needs more direction
relative to a communications responsibllity, and even here iUs not the best
source around,

Roberi G, Hays
Universily of llilnols

IBM Dictionary of Computing (Nlnth Edition). October 1991.
International Business Machines Corporation, P.O. Box 121965,
Research Triangle Park, NC 27709, 644 pages. 535,

The [EM Dictioncany of Compuiing s a dictionary of Information process-
ing. personal computing, telecommunications, office systems, and [1BM
apecliic terms, including deskiop publishing terms. The publishers say that
the dictionary provides a comprehenatve reference for anyone who uses,
maintalns, or has an interest in information processing systems, communi-
catlon procucts and [acilitles, personal computers, and office systems,

Eniries are arranged in the same manner as those in Webster's Ninth
New Collegiate Dictionany—alphabetically on a letter-by-letter basts.

Each entry consists of a single-word or mulliple-word lerm or the
abbreviation or acronym for the term followed by a commentary that
neludes one or more definltions or references. Each entry includes the

* an ftem number If two or more meanings are possible,

* & usage label Indicating the area of application: for example, “in

printing” Is included In the definltion for em,

* a descriptive phrase giving the basle meaning of the term,

* annotative sentences ghving explanatory information,

* references directing readers to other entries,

* source labels definitions without sources are [BM deflnitions,

Scattered Lthroughout the 644 pages are 184 lllustrations.

The IBM Dictionary of Comprting, by far, surpasses other dictionaries in
lerms of number of entries, comprehenstreness, organisation, and Hustra-
tons. Itis an excellent reference book for communications offices generalty,
and espectally, for specialists who must deal with computers and computer
folks who use & lod of jJargon.

Pwould think it imvaduable for communicators whose offices have or will
“oon merge with computer sections, The dictionary also comes In handy
“hen reading computer literature and magazines above Lhe novice level.

The [HM Dictionan; of Computing s avallable from IBM representatives
or your IBM Branch office.

Carol Sanders Reiner
University of Arkansas
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