[image: image1.png]



[image: image2.wmf]Technical DOCUMENT wrIting

The difficulty of literature is not to write, but to write what you mean

Robert Louis Stevenson
A course for those in the technical environment needing to effectively communicate in writing and thus develop their relationships with colleagues and customers.

DURATION


2 days

WHO SHOULD ATTEND?  -  
Project Managers; Engineers; Technicians; Technical Writers; 

Project Assistants; Technical Managers; Researchers

Course Content:  The course has two major components:

The first component covers the general rules of grammar and syntax in writing, paying particular attention to writing in the technical and business environment. Aspects covered include planning, structure and organisation of written work. 

The second component deals with the types of writing that may be encountered in the technical environment. This would include proposals, progress reports, recommendations, emails and general correspondence. 

The examples used in the course are of a technical nature and are relevant to course delegates
Methodology:  The methodology employed in the course has a strong practical element. The course is based on a practical construction project which runs for the duration of the programme. This project is used in its various stages to generate pieces of writing. By linking the writing exercises to an immediate technical project, the writing has relevance and obviates the need to create imaginary projects. Technical concepts are thus dealt with and reinforced with immediacy and appropriately.  

In addition to writing technical articles, delegates are encouraged to discuss aspects of writing norms and difficulties. Through interaction, delegates often obtain clarity on issues that have presented difficulties in the past or where they have experienced confusion. 

An important consideration of the course is that it is not prescriptive. Aspects of grammar, syntax and English usage are dealt with according to their correct usage. In terms of writing style and format, the principles of Best Practice are used, but consideration is given to individual company requirements. This allows course delegates to apply what they have learned on the course to their own needs once they get back to their place of work.
Follow Up:  Although a great deal of content is covered over the two days of the course, it is unrealistic to expect that delegates will be able to practise and reinforce the content as might ideally be needed. Delegates are therefore invited and encouraged to remain in contact with the course presenter with regard to any queries that might arise subsequent to the course. Additionally, delegates are invited to send pieces of work for checking and comment in terms of writing correctness and style, should they wish to do so.
COURSE OUTCOMES

1.
Introduction

Background to technical writing

· Writing in the workplace

· Definition of Technical Writing

· Exercises

The Reader

· The Role of the Reader

· Technical Expertise

· The Reader's Organisational Proximity

· Culture and Attitude

Writing Ethics

2.
The Technical Writing Process

a.
Research

b.
Planning

c.
Drafting – Sentences and Paragraphs 
d.
Editing – Clarity and Organisation

e.
Formatting

f.
Proofing

g.
Distribution of the Completed Report

h.
Exercises and Writing assignments

3.
Elements of the Report

a.
Summarising and Outlines

b.
Definitions

c.
The Introduction

d.
Grammar and Style

e.
Format

f.
Use of Visual Aids

g.
The Conclusion

h.
Appendices

i.
Referencing
 4.
Applications of Writing

a.
Reports

· Informal Reports

1.
Site reports

2.
Trip reports

· Formal Reports

1.
Recommendations

2.
Feasibility Reports

3.
Progress reports

b.
Proposals

c.
Instruction manuals

d.
Professional communication

· Letters

· Memos

· Email

e.
Job Applications

· Resume writing
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( Course, registration details and fees


Course name: 	Technical Document Writing		


	


Cost per delegate: 	R4 500.00 SAICE Member


			R5 500.00 Non SAICE Member


Dietary Requirements:	____________________________


Registration Fees are inclusive of VAT, Teas & Lunch





( Date and venue





16-17 August Cape Town





SAICEbus10/00713/13





Pease fax registration form to +27 (0)11 805 5971


E mail: � HYPERLINK "mailto:cpd.sharon@saice.org.za" ��cpd.sharon@saice.org.za� (Sharon Mugeri)





( Authorisation





Full name: ......................................................................





Position: .........................................................................





Tel: ........................................  Fax: ................................





Cell phone number: .........................................................





Email address: .................................................................





Signature: ..................................   Date:     /      /





Please note that this registration is invalid without a signature





( Method of payment





( Bank transfer	( Crossed cheque made payable to: The South African Institution of Civil Engineering


( Visa Mastercard           





Card number: .................................................................





Card holder’s signature: ..................................................





Expiry date: .................................  CVV: …………………





Bank transfers must state the  delegate name/s 


Transfers should be made to:


STANDARD BANK, Parktown, Account Name: SAICE 


Branch code: 00 03 55, Account Number: 200 853 058





All payments to reflect the invoice number





( Company details





Company name: ..............................................................





Address: ..........................................................................





....................................................... Post code: ...............





Tel: ........................................  Fax: ................................





VAT Registration number: ……………………………………. 





Website:..........................................................................














( Our contact details


Company name: The South African Institution of Civil 


Engineering (SAICE)





Address: 	SAICE House, Block 19, Thornhill Office Park, 		Vorna Valley, Midrand


		Private Bag X200, Halfway House, 1685


Tel:		+27 (0)11 805 5947


Fax:		+27 (0)11 805 5971


Email:		� HYPERLINK "mailto:cpd.sharon@saice.org.za" ��cpd.sharon@saice.org.za�


Website:	www.civils.org.za





( Delegates details


Title�
Full Name�
Job title�
Contact No.�
Email�
Dietary Req.�
�
�
�
�
�
�
�
�
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�
�
�
�
�
�
�
�
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�
�
�
�
�
�
�
�
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�






TERMS AND CONDITIONS: ADMISSION CONDITIONS:  PRE- PAYMENT is required. Please note: No delegates will be allowed to the event without proof of payment. CANCELLATION POLICY: The full fee is payable if cancelled less than 5 working days prior to the event. Delegates registering after the cancellation date are also liable for the full fee should they cancel.  Please ensure that you receive a cancellation fax.  Delegates booking and not attending will be liable for the full fee. Substitute delegates are welcome but names must be advised on a company/department letterhead. An administration fee of 10% is charged in the event of cancellation.  SAICE reserves the right to cancel the course in the event of unforeseen circumstances











