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Writing is something that technical 
professionals can struggle with. Here 
are some tips to help you effectively 

tell your 
story and 

reach your 
audience.

1

Know your audience, purpose, and 
medium. An effective message is 

appropriate for all three. Put yourself 
in your reader’s shoes. Why are they 
reading your work? What’s the goal? 
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Choose quantitative over qualitative. 
Be specific! Generalizations and 
ambiguity weaken your arguments. 

Use a consistent system for units of 
measurement. Include a space 
between a number and its unit (e.g., 
6 ft.). Write numbers and symbols 
together without any spaces (e.g., 
75%).
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Use plain language. This is not the 
same as dumbing down or 
oversimplifying! It’s about using 
words and terms that are familiar to 
your audience. Plain language 
principles also encourage the use of 
clear graphics and active voice. 
Federal Plain Language Guidelines is 
an excellent resource.
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Be concise. Flowery, poetic language 
may be acceptable for novels, but it’s 
not appropriate for technical writing. 
Short sentences enhance readability. 
Trim your text by deleting unnecessary 
adverbs and adjectives, and by 
eliminating redundant phrases.  

Vs.

https://www.plainlanguage.gov/media/FederalPLGuidelines.pdf
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Use the right amount of detail. Too 
much detail leads to disinterest, 
while too little leads to 
disappointment. Say what you need 
to say, not what you want to say. 
Stick to what matters to your readers. 
Write for them, not for you.

Spend time away from your writing. 
Write an ugly first draft (quantity is 
more important than quality). Give 
your brain a chance to forget what 
you wrote, then go back and edit 
your work. Use read out loud tools to 
listen to your words. Take another 
break, then proofread your project.

6 Hack 

These tips should help eliminate 
some of the fear and anxiety you may 
have about technical writing. They 
should also make the whole task 
easier and more productive.
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