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overview:
motivation
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background:
standards


• IEEE 26512:2011 [Systems and software engineering — Requirements for 
acquirers and suppliers of user documentation]
„The supplier shall monitor and control the progress and the quality 
of the user documentation products or services throughout the 
contract.“


• 82079:2012 [Preparation of instructions for use — Structuring, content 
and presentation]
„Instructions for use shall be proof-read by persons other than the 
writer or translator, preferably a native speaker of the final text, with 
knowledge of the product in question.“
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tools


Usage of spelling and grammar checkers


• drawn x drown,


• two x tow,


• which x witch


• from x form


• than x then


• relay x rely


• center x centre


• names, products, acronyms


Create your specific checklist
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what to look for:
words
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• Keep your terminology consistent


• Use the most specific word:


• change the timeout value


• open the application


• Avoid ambiguous words:


– large, certain, small, big, and so on







what to look for: 
sentence
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Ambiguity


Technical writers should avoid annoying readers.


• Use noun instead of pronoun
To connect a client with an application, enter its name and 
a password. 


• Avoid noun clusters
system communication settings backup


• Passive
all values can be found in







what to look for: 
sentence
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Ambiguity


One sentence = one information


Information structure
A + B. B + C. C + D.


Sentence length
• max. 25 words for plain text 
• max. 20 words for instruction procedure







what to look for:
structure
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Check if


• complete


• without duplicity


• well organised







what to look for:
structure
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insider´s tips
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1. Have enough time


2. Create and use a checklist


3. Do not hesitate rewriting


4. Do not explain too much


5. Proofread the beginning of the text again


6. Control the transfer of corrections


7. Check your table of contents, figures and tables


8. Check the name of your company/product


9. Check the document without reading
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