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Suggested Answers to Quizzes
To facilitate the use of the quizzes, we have placed the quizzes themselves in the back of the 

book and included the suggested answers here. 

Quiz for Chapter 1, Suggested Answers 

1. What are some ways that technical communication differs from other kinds of college writing?

This question might be answered by referring to Figure 1.2, which lists six characteristics of 

technical communication: interactive and adaptable, reader oriented, produced collaboratively, 

visual, bound ethically and visually, and international and cross-cultural.  

2. List two ways in which technical documents are “interactive” and “adaptable.” Students could 

refer to the interactivity of links in websites, the changeability of paper documents, and the 

ability of writers to respond to their readers.

3. List and describe three ethical, legal, and political issues that impact technical communication. 

Some of the items mentioned in the book are the following: rights, justice, fairness, product 

liability, copyright, environmental issues, and macro-political and micro-political issues. 

4. Why are international and cross-cultural issues becoming so important to technical 

communication? Students might mention that companies now need to work in global markets. 

They might also point out that even domestic documents for use in North America still need to 

address a diverse group of readers.

5. What are five ways to learn new software quickly? The book lists seven ways: Ask experts, 

learn by exploring, use help, start with simple tasks, go to the software company’s website, run 

an Internet search, and do it over and over. Students shouldn’t need to get the wording right, and 

perhaps they can add a few of their own to the list.  

Quiz for Chapter 2, Suggested Answers 
1. How can a technical writer go about profiling readers? By using the Five-W and H 

questions:

a. Who are the readers? 

b. What do they need? 

c. Where will they be reading? 

d. When will they be reading? 

e. Why are they reading? 

f. How are they reading? 

2. What do we mean when we say that readers are wholly responsible for reading your 

texts? (6 points) 

We mean that we as writers have to make sure that our documents are as clear as 

possible. We won’t be standing over our readers’ shoulders explaining what we “meant to 

say,” so we have to make sure that we get things right the first time.  
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3. Who are the four audiences for whom we write? List them and describe them. 

a. Primary Readers: These are the action-takers, the people who will be reading the 

document and then doing something as a result.  

b. Secondary Readers: These are the people who advise the primary readers. If the 

primary readers have to make a decision, then they might consult the secondary 

readers.

c. Tertiary Readers: These are the evaluators. They will be evaluating your proposal 

and your company and even to a certain indirect extent, you. It may be that these 

readers will never read your document, but you still want to keep them in mind as 

you write.

d. Gatekeepers: These are the supervisors at your company who will decide whether 

your document goes out at all. Though a document isn’t really written directly for 

them, you still need to keep them in mind so that it can meet their requirements.  

4. What are the four contexts of use for readers? List and describe them.  

a. Physical Context––the places and instances where the actual readers will read the 

document

b. Economic Context––the money issues that affect how the document will be 

interpreted and the action that can be taken. 

c. Political Context––the micro and macro political trends that guide readers 

d. Ethical Context––the personal, social, and environmental issues that affect the 

readers

5. Consider the instructions for putting together a toy train. What are the four contexts of 

use for this particular document?  

a. Physical Context––Readers will probably read the document while they’re putting 

the train together, so it has to be easy to use. For example, it should be able to be 

left open so that the readers’ hands are free. The type and the diagrams should be 

big enough so that readers can read them without holding the instructions as close 

as they would hold a book.

b. Economic Context––Readers have already bought the toy, so they’re going to 

want to be able to put the toy together easily. They might be more inclined to be 

frustrated if they’ve already spent their money; therefore, we’ve got to make sure 

that it’s easy to use. We don’t want anyone getting so frustrated that they bring 

the box back to the store.

c. Political Context––Politics, at least in the larger sense, don’t really affect this 

situation. The main thing that we’re trying to do is make sure the customer is 

satisfied.

d. Ethical Context––The ethical context really is ours as the writers. We’ve already 

taken someone’s money; therefore, we have to do everything we can to make 

them satisfied.

6. Consider instructions for hazardous materials. What are the contexts there?  

a. Physical Context––Readers will probably read the document in a couple of 

situations. Normally, they’ll be required to familiarize themselves with its content 
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before they ever begin work in an environment that might pose some hazard. 

However, they may well find themselves reading the document during an 

emergency. Therefore, it has to be easy to use.

b. Economic Context––Economics matters because improper handling of hazardous 

waste costs money, either in clean-up costs, lost productivity, or health care. The 

number-one priority is safety, but economics does matter in this case.  

c. Political Context––Politics, at least in the larger sense, don’t really affect this 

situation. The main thing that we’re trying to do is make sure the worker is safe.  

d. Ethical Context––The ethical challenge is mutual here: We writers have an ethical 

obligation to ensure safety just as readers do. Again, we have to make this 

document as user-friendly as possible. If readers are wholly responsible for 

reading, we better make sure our instructions are as clear as a bell. 

7. What is the difference between a need and a value? How might they conflict? A need is 

something the readers of the document cannot do without. If they need to make a 

decision, they need the best information or instructions possible, and therefore I need to 

make sure my document is clear. Values will vary more widely; they might change from 

person to person. If I need to give a great deal of information, but my readers value 

speed, then I have to craft my document in order to get around this conflict.  

8. What are the basic search engine signs I can use in order to profile my readers?  

The + sign in front of a word tells the search engine to find only pages that have that 

word in them. 

The – sign in front of words will eliminate pages with information that I don’t want. 

  

? * % Wildcard symbols can help with a phrase in which you don’t know all the words. 

Quiz for Chapter 3, Suggested Answers 
1. Define and explain the four stages of teaming.  

a. In forming, team members define the mission, set objectives, define 

responsibilities, and establish a schedule. 

b. In storming, team members handle disagreements, experience tension and anxiety, 

doubt leadership, address conflict, and feel uncertain and frustrated. 

c. In norming, students form consensus, refine objectives and outcomes, solidify 

team roles, and focus group members on mission and objectives. 

d. In performing, team members share a vision, delegate tasks, and resolve conflicts. 

2. What is a mission statement?  

A mission statement states the purpose of a team or an organization.  

3. What is the difference between objectives and outcomes?

Objectives state general goals for a project; outcomes state the specific tasks that will 

achieve those goals. 


