
This two-day workshop will strengthen your skills to convey technical information in plain language, so that 
your documentation is easy to understand and easy to follow for the reader. You will learn and practise key 
concepts, critique samples and review checklists. With the tools and techniques provided, participants will 
be equipped to plan, write and edit technical documents, working their way through the writing process 
to convey complex or technical information clearly and exploring how to determine an audience’s needs as 
well as strategies for editing various documents.

Audience
This course is designed for employees working in a technical environment, intermediate and experienced 
writers who produce a variety of documentation and need to convey technical information aimed at various 
audiences.  Also, managers who edit the work of their team will gain practical techniques to present persuasive 
messages to achieve desired outcomes.

Duration: 2 days

Price: $1095.00

Objectives 
Upon completion of this workshop, participants will be able to:
• Determine the needs of various audiences
• Plan a writing project
• Organize the time needed to create different types of documentation
• Write in plain language, avoiding the use of highly technical terminology
• Create step-by-step procedures that enable a user to complete the task(s) safely and correctly
• Create front-end sections for procedures
• Leverage headings and chunk information to increase readability
• Use diagrams, tables, lists, examples and analogies effectively to convey technical information
• Develop clear process descriptions, as needed
• Edit a document to improve logic flow, consistency, grammar and punctuation, etc.

Instruction Methodology
The workshop includes interactive discussion, editing exercises, writing assignments with feedback from the 
instructor, and critiquing of actual samples to enhance editing skills. The exercises will provide hands-on practice 
in planning, composing and editing a text for various audiences.
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