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Topic № 11. Technical & Business Writing 

What is technical writing business? 

Definition: Technical writing is typically used for creating manuals, technical instructions, analysis 
reports, and product assembly guides. Traditionally, good technical writing includes instruction manuals, 
policy manuals, user manuals, analysis reports, product assembly instructions and other similar 
documents. 

Technical business writers are information designers. This type of writing is used to inform, instruct, or 
direct a specific audience through maximum clarity and precision with a goal in mind, for example - an 
Instruction manual for a shared copy machine in an office.    

Technical business writing should be: 

1. Clear, specific, and direct. 
2. Action-oriented. 
3. Must have efficiency. 
4. Highly Audience specific. 
5. Precise. To the point. Should reach from pt. A to pt. directly. Without any misinterpretation. 

Similarities between Business and Technical writing: 

From a style perspective both types of writings are clear, concise to the point and use specific language 
format. Another similarity is that both are intended to provide information, give instructions that would 
lead to a desired outcome. 

What is difference between technical writing and business writing? 

A big difference between technical and business writing is the audience. Business and technical writing 
are reader-focused, but business writing deals more with interpersonal information than technical writing. 
Businesses will use technical writing when they need to convey more technical information. 

What are the 4 types of business writing? 

Business writing is a purposeful piece of writing that conveys relevant information to the reader in a clear, 
concise, and effective manner. It can be categorized into four types:  

1. Instructional 
2. Informational 
3. Persuasive 
4. Transactional 
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What is technical and business writing with examples? 

Technical writing deals with science, engineering and technology. Typical documents include 
specifications, manuals, data sheets, research papers, field reports and release notes. Business writing is 
just about any other kind of writing people do at work, except journalism and creative writing. 

Why is technical and business writing important? 

The main objective for both business and technical writing is to be useful – to inform, help make a 
purchase decision, build something or operate equipment. Mistakes can be costly, even dangerous, so the 
language for both needs to be clear, concise, unambiguous and accurate. 

Some aspects of Technical Writing 

Technical writing is a style of writing where an author needs to explain a certain subject, typically one 
with a technical or complex nature. Usually, these topics need a decent amount of explanation, instruction, 
or direction. It’s quite a bit different from other writing styles. It also serves a completely different purpose 
than creative, academic, or business writing. 

Usually, technical writers will create easy-to-understand text, whether specific instructions for something, 
a manual, report, or something else entirely. Technical writing creates a clear and efficient way of talking 
about or explaining something and how it might work. 

Technical writing generally falls into two categories: tangible and abstract. Tangible writing deals with 
items that a person can touch or see, like explaining computer software or giving instructions regarding 
building a specific piece of furniture. Abstract writing focuses more on describing things unrelated to 
tangible objects, such as office policies or processes. 

Some aspects of Business Writing 

Business writing is somewhat similar to technical writing, but there are a few key differences. For one, 
business writers usually aren’t concerned with instructing people how to do things; they don’t write 
manuals or instructions. 

Instead, business writers focus on writing pieces for professional settings. Usually, this kind of work is all 
about creating useful writing that conveys important information to a reader concisely, clearly, and 
effectively. 

Some examples include proposals, whitepapers, reports, business cards, memos, and emails. You might 
view it as standard copywriting, but it’s more focused on business use. These writers need to be concise 
and use correct grammar, sentence structure, and professional language. That way, it’s very easy for 
readers to understand while still being appropriate to a formal business setting. 


