University of Washington

Department of Technical Communication

TC 310, Autumn 2002

Assignment #1:  Document Formatting

Assigned:  Tuesday, 1 October 2002

Due:  Thursday, 3 October 2002 (before class)

Short Description

Congratulations on your new job!  We are happy to have you here.  The creation of the TC department is an important step for the company -- but more about that later.  For now, I have your first assignment.

Corporate has asked that we explore document formats that the company could adopt.  In a meeting with them, we discussed the fact that there may not be a single “best” document format, but rather a collection of document formats where individual formats are each appropriate to a specific audiences and/or goal.  Corporate accepted this idea in principle, but asked for some examples.  Thus, your first assignment is to generate a document format that addresses a specific audience/goal.  I am asking your new colleagues to do the same -- so we should have a wide variety of example formats to share with corporate.

Requirements:

For this assignment, you should format the sample document (available through the course website) in a way that makes sense for a goal/audience of your choosing.  You should submit a single formatted Microsoft word document. 

Suggested Procedure:

1. Retrieve the sample document, available from the class website (http://faculty.washington.edu/jturns/tc310-autumn02).  The file is available through the link entitled, “Document to be formatted for assignment.” 

2. Pre-format the document

· Use the standardized word headers (heading 1 and heading 2) to format the level 1 and level 2 headings present in the document.

· Use the standardized caption style to format the figure and table captions.

· Insert an automatically generated table of contents

· Redefine the normal style as double spaced, ¼” indents at the beginning of each paragraph, Arial, 10 point font. 

· Create a style called quotation for the single breakout quotation paragraph. Define this style to indent the quotes ½”, to use courier font, and to single space the quotes, and to have a 12 point spacing above and below the quote.

· Create a style called bibliography for the bibliographic citations at the end of the document.   

3. Choose a specific audience/goal from the list below (or devise your own specification):

· Easy to skim:  The goal of this format would be to create a document that is easy to read quickly and in the presence of many distractions.  For example, this format might have more white space, and the text might be more “chunked.”  

· Environmentally friendly (paper saving):  This format might include smaller fonts and less space between paragraphs.  The format might also have smaller margins and fewer lines between paragraphs.

· Distinctive, professionally designed:  To create a distinctive look, you might vary the fonts, colors, and spacing of the different paragraph styles.  

4. Customize the formatting of the document to address the audience/goal of your choosing.  To create your format, please redefine the normal, heading 1, heading 2, quotation, and bibliography styles to have character and paragraph properties different from the default properties in Microsoft Word (or the ones you defined in step 2).  Be creative, have fun.    

Objectives of this assignment:

As a result of this assignment, you will have the opportunity to 

· Develop an understanding of Microsoft Word Styles

· Gain an appreciation for the effectiveness of using styles

· Practice making choices about styles

· Identify ways a technical communicator can customize a document to achieve a goal

· Identify/recognize issues that contribute to the effectiveness of a document

Tips:

· The online help in Microsoft word is extensive.  I would encourage you to try using the online help (particularly if you have not used it).  

· If you have a question, please post the question to the class bulletin board:  http://catalyst.washington.edu/webtools/epost/register.cgi?owner=jturns&id=3027.  By posting your question to the bulletin board, you can (a) maximize the speediness of a response since the question can be answered by anyone in the class, and (b) help the other students in the class who may want to know the answer also.      

Submission:

This assignment is due in class on Thursday, 10/3/02.  Please bring both a paper copy and an electronic copy of your “solution” to class on Thursday.  

