Long Repons 267

(ds with preniﬁiun. Choose words carefully, and use the same word
P hesame item. Is a tumor a “growth of cells” or simply “cells 7 When de
'*"I!LT,I::HI-l‘}‘li'; echnology, don't suddenly switch and call it “high-speed cable”
e
: m arisons and n:umpies. H}' +.'u|1'|p.l1‘ing new mformation 1o weas yvour
cu_:p iready understands, you help build a bridge between peoples current
F“r'cn?;ﬂd.l_md the new ideas. For example, for a group of nonexperts, you could
.r:-‘]'-'l‘::h!:“_ carthquakes start in this manner:
. e

jmagine an enormous block of gelatin with a vertical knife sht through the mid-
gle of its lower hall. Giant hands are slowly pushing the nght side lorward and
e lekt side back along the shit, creating a strain that eventually splits the

block. (Earthquake hazard analysis, 1984, p. g}

Use an appropriate organizational sequence. For longer descriptions, c¢hoose
e organizational pattern that is most consistent with vour purpose, 1f you want
1 describe how something looks or what parts it has, use a spatial sequence:
Describe the items as vour audience will see them. If you want to describe how
wmething works, use a functional sequence: Describe the workings (functions)
of the device. And if you want to describe how something is assembled, use a
chronological sequence (see “Brief Instructions” and “Procedures” in Chapter 11).

Checklist for Definitions and Descriptions

definttion or description suited to its audience and purpose?
* Isthe expanded definiton adequately developed for its audienc e?
. * Arewvisuals used adequately and appropriately?
* Does the definition appear in the appropnate location?
* Are comparisons and examples used to enhance understanding?
LS A any details missing, needless, or cantusing for this audience?
* Does the description follow the clearest possible sequence?

* Wil the level of techmicality connect with the audience?
* lsthe language clear and concise?

‘ L
Is the terminclogy precise and consistent?

* Is the length of the
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contents, appendines, and an index. Like short reports (see Chapter 10,
reports present adeds and facts to interested parties, decision
audiences. Technical professionals rely on reports as a basis for mhaking inlurmed
decimons on 4 range of matters, from the possible side effects of a new pain ired-
wation w the environmiental 1ishs posed by a certain gasoline additive.
Long reports are called for in situations where an auidience necds di
information, statistics, and background information—the whe
ample, your team of engincers needs to make
best site for 2 toxic waste containme
amd make o decision, s viru hare

_c:n
makers, and other

r...__u.m.
s story. Ty Y=
far-reaching decisions abog the
i fielel, You have several months 1o rescarch
4 eomsulting firm o report on all the televang
information, Thew vestilthing product, o boig report describung the geologic con.
ditinns of potential sites, might contain an appendiv with detaded compuariaing
of topsoil, groundwater, and other conditions,

Audience and Purpose Analysis

Do your best o determine who will read the report. For instance, even if the repont

is addressed 1o tearm menhers, it may be sent o to other managers, the legal
department, or sales and niarketing. If vou can learn about the
members in advance, you can anticipate their various needs as Yol Create |he
report, Befure you start the report, be cear about its true purpose. bur example,
vou may be under the impression that the
audicnce. But after some injtial research, wou learn that yurur manager really wanis
Youl to recommend an action, not just state the facts. Recommending is diffcrent
from informing, so it Mpartant te understand the reason you are writing the
Feport in the first place, For instance, the writers of the biodiesel repuort ex
cerpted in Frgure 12.5 made it clear thay the audience was Georgia legislators
and others making decisions whether U o 10 produce or use biodiesel, The
stating clearly in the introduction, “The pur-

avtual audience

report s intended simply ta inform an

document alsa has a ¢lear puspaose,
pose of thas report s, ,

Types of Long Reports

Causal. Causal reports are wned in situations where
caused samething to happen. Lo example,
Plain why so many apparently healtly
might need o anticpate the possibl
fets of a corporate me

Y need 1o explam what
tibeddival researchers nnly meesd boey
¥ People have sudden heart attacks, Or you
¢ eltects of a particular decision, say, the ef-
Tger on employee s rale, .
Comparative. Comparative reports are

\ pardtive r used when vou pead o rate similar fems
on the basis of specilic eriteria, For exa

i ¢ . : mple, v Ny need o
stk as "Which type of secunty procedure——fjpe

ATsWET questions
install i our company's COMPULEr systpngp®

wall or encryption—should we
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contents, appendixes, and an index. Like short reports {see Chaprer 14, long
reports present wdeas and facts to interestad partics, decision makers, and niher
audiences. Tevhnical professionals rely un reports as a basis for ihing informeg
decisions ona range of maters, from the possible side effecrs of 4 new Pain .
ication b the environomiental risks persedd by a certain gasoline additive.

Long reports are called for in sitwations where an audience necds dets o
mfurmation. statistics, and background information—the whole sturk. For pq.
ample, your wam of engineers needs 1o make far-reaching decisions abowr e
best site for a tosic waste containment Feld, You have several months 1o rescarch
and make 3 decision, so you hire a consulting tom o report on all the relevng
intormation. Their resulting product, a long report dlescribung the geologic con.
dilons of _.___:......_.:.r_ shles, fight contiain an .__.__d__..:._._I with detaled VO g
of topsoil, groundwater, and other conditions.

Audience and Purpose Analysis

Do vour best to determine who will 1ead the report. For instance, even if the repart
15 addressed to team members, it may be sent o 1o other managers, the legal
department, or sales and marketing. 1T youu can learn about the actual audignce
members in advance, you can anticipate their various needs as you crewle the
report. Befure you start the report, be dear alout its true purpose. For example,
vou may be under the impression that the report is intended simply to inform an
audience. But after some initial research, vou learn tha your manager really wants
yuu to recomune il an action, not just state the facts, Recommending is different
from informing, so s important 1o understand the reason you are writing the
report in the first place. For instance, the writers of the bivdiesel report ex-
cerpied in Figure 125 made it clear that the dudience was Georgia legislitars
and others making decisions whether or not o produce or use biodiesel, The

document also has a clear purpose, staling clearly in the introduction, “The pur-
pose of this reportis. .~

Types of Long Reports

Causal. Causal reports are used i situations where you nieed 10 explain what
caused samething tw happen. For example, niedic | rescarchers muay need to ev
Plain why s many apparently healiby People have sudden heart attacks. Or you
might need 1o anticipate the pomssible eftects of 3 Particular decision, sav, the ef-
fects of a corporate merger on employee motale, T

Comparative. Comparative reports ary
un the basis of specific criterig,
such as “Which typ
install in our gom

Lswel we
For example,
¢ of security procedire—
PANY's computer systems®

henw vou need to rate simnilar items
YOU may need to answer questions
firewall or encryption—should we
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Imtreduction |

The State of Georgie faces two issues that may provide & unique epporiunly 187 ural

economic growth, The first issue is thal major uwrbon areas of the State have air

gualay problems that wall reguire achions Lo reduce sources of pollution. One major

pollution source is from exhaust emissions rom cars and trucks. The use of ;
ternativi fual sources such as bipdiesel can maka a signilicant reduchion in cgTam

exhaust emissions, thus reducing pollstion and impraving air gualty.

The second issue facing tha State is deprossed crop faim incomes due to low
market prices for tha many ilsewds producad. F ripes far soybesns, coltonsesd and
trush guality peanets hsvo been al very lowr tewels for tha last four years. These low
prices heye roduced farm inCOmOs. Additionally, disposal E aniral lat by-products
#nd spon) vegetable ods may becoma EEE:,..__E_,__ difficult in tha future.

Thi opportunity for uconomic grown rasicus in e processing of these oilseeds
wnd othar sulinhle faedstocks produced within the State inta biadi sal. The new lupl
can b usod by veliclos travorsing tho Stol, thug rmduging ar polfution and
providing another market for Geargia produced olseeds while creating a value
sdted market for srimal lats and spent ois. The _"_..:_..:_,. of hiodipgel go tar _"_E_E._n_
th clean burning nature of tho product Biodigsel i6 b ronuwakle resousce halping
redice thi peonomy’s dependency an wnitard regources and imporis, Also, biodiesel
wiill belg create » market fof tarmers and certain feedsiocks and help reduce the
BMOUNT of wasty oil, fal and grease being dumped into landfills and sawars.

The purpase of this report 15 1o provide d pciginn makers with information on the
leasibilty of producing biediesel in Georgia.
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710 Chapter 12 Complex Communic#ten Seluatian

hout the tepic. 1n the introduction, identify the topics ;.
i ; ST o

saeribe the problem or 155Ue, and explain the 1. Prt’s
. an et hods (Interviews, lileratiere scarche,, and
| working definitions, but if you hiave more m:;_._ {wor ._E three, place defir.
1 inally, briefly state your conclusion, Don't make readers w4,

1o find out what you arc recommending or advi, ng.
1 the introduction to the biodiesg| .,

need long history lessons &
gin and significance, define ord
purpuse. Hriefly identify your rest

soonl.
liens in a glossary. |
through the entire repeTt ;
The strength of such breviry ¢an be secn it
port shuwn in Fipure 12,5,

Body. The by describies and explains your findings. Present a clear and dutaileg
' 1. ¥ % : H3 1 r

picture of the evidence, inter Prebiions, and reasaning on which you will bas
conclusion. Divide topics into subtopics, and use informative headings as ands 1

: 5 o S, ; i & et
s._,,...mm.:.,:_... asinthe _u_:._.f._._ section af the —.___:_._._..E._ repaart ﬁmrrqﬂﬂﬁ“_ in Figure | 28,

ur

Potential Drawbacks to Biodiesel

Biadiasel can be corrosive to rebber matarials and liner materials. Bindiesel cannot
be stored in concrete lined tanks. 10 same cases, the fusl intake orifices may nead
to be reduced in size to creata a higher cylinder pressura. And, given currant
petrolem prices, biodiesel is mora costly to produca than biodiesal.

Georgia Diesel Demand
Accarding to the Petroleum Marketing Manthly, published by the Energy tnforma-
tion Administratian, 4.6¢ million gallons of diasel wera sold per day in Gaorgia in
20001, This included &l diesels, low and high sulfue, aute and farm, emounting @
aboet 5E9% of the natonal annual demand.

Swveral institutions mal are nfluenced or controlied by the state governmant
are large users of diesel fugl Oemand from school districts in tha metra Atlanta
{21 cournities] amovnied to 9,702,798 gallons used in 2000, MARTA estimates using
6,654,070 gallons of diesol in 2000. Finally, tha Gaorgia Department of Transpd rtanon
used 1,521,557 gailons of diese| in 2D00 staiewide. Thesa throe institutiens alone

use Close o 18 mithon gallons of diosel per year. Map 1 illustrates the amount of
diesel used in the Matra Atanla cauntias durieg 2000,

The Biodiesel Production Proces

Tha tochnalogy of convelting wogotuhie oils and animal fats intp hiodiasel 18 a will

established process. Tha most cammenly used and mast economical process is

n_____n.:.__u base catalyeed esterfication of the fat with methanal typically redarred

H%w: __,_.._u.w_.,am,_;__ ester process”, Essentially the process involves combining the

s _.___. methanol and sodivm ar pelassiurn hydroxide: This process ereates four
& Rroducts - methyl ester (biadiesel), glycerine, feed quality tat and methanat

that is tecyclad back through th i
better known a3 findiesel. ah the system. The primary product, methyl ester, 1s

. The gt i .
income from the progass. diyeerine and fats can be sold to generate added

m:..—..r“ﬂ _Mm mrE._._.. -.; nu-_ﬂ mr_n._.m._.ﬁi Hﬂﬂ.n:.n. A
Sawrre: F A Sy Feaathiling nf T cLlsEn 4
Yhe Ml Ludy un the WP nk _“_.nﬁw_ﬂu_-._. Frodu Li ; i ; :

i ik o LlsEm an _r-_-_..-._.ﬂ_h b Prodesscr L

i
28 Kepeimted by perimissinn of Giewrge A, Shizmaker,
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longRaports 2N

dy of your VEpaL) will vary greatly, depending on the audience, topi, pu
2 tapi, pur-

b :
e ] situation.

s AT

EE.EEF Asseen it the poetion of the hiodiesel repert excerpted in Figure 12,7
e conchusion 18 H.Eﬂc_...,:: because 1t answers the questians that _w:.r. _.F.._:_
,_._:r_._. the analysis, In the conclusivn, you summarize, interpret, andd ,.Tr.r._._;.:v.
B_u_._.__. .__..__.__"._._.___._m___._. Wi have .._.._.p_-_._-_.._.__.;_ evidence al cach slage ol wrar il vats
- n..__.._._.__.._.ﬂL_..:.._ ﬁ_._._.._,._.__..__.m a broad __.;_..._.ﬂ_._.;..::___. annd Lt _.____7_3_.,. Wl __..“_r”_._.“

"

whert B..E._.._ﬂ:._:n. Your conclusion should prowide a <lear and comsislent per-
gpective OR the who'e document, Dan't introduce new ideas, facts, or statistics in
ihe comclusion.

—

Conclusions
Tharg ewist 3 variety of potentiak feedstocks ot in Gesrgia and nearby s1aiRs
that could e utilizad 1o preduce biodiezel. These teadstocks vary significanty in
prica depending an gupply and demand conditon 48 will a3 markat strugtural
ronditions. Feedsioch LO3S represent DetwEen 50 and 75 percent of the cost of
producing pipdieset, and thus & relahie sUdTce of low priced fe pistacks s critical
o suceass, & 15 miliion gailon pindiese! olant would raqeire about 7% 9l tha
waaptahle and ammal fats currently available within the state of Georgia. This
Facility wouid produce 750 millien gallons of 7% biend far agprogmately twice the
state demand. & 20% plend waly oreals 7% mitlian galions of B20 er reughly 0% of
the Georgie des:| market. A -
Tre pracessing 1echnology v producing bidiesel 13 weil gstablished and
presents bl te chological risk. The produstion at bindiesel 1§ 3 vary gfficignt
process, returning gboel =2 unitg al ENETOY for each uml n.mﬂ_ in production.
Biodizsel is Lhys an gxcellent ranawake fugl sourc e Bipliesel can e vary aasily
integrated inta the gxishing petriaum distribiiinn SysTem Frgm the handling.

chamical, physizal and perigrmanct perspectivid
Lacking government mandatas of ﬁ._Eaam. a ___.E_._ﬂ““,...n_ﬂ,__”ﬂﬂn_u_ﬂnn_uh“w_,._m@z N
cenls pEf pound ar Bss, glven gurrent Aigsel ul prices, & neded far

by ©os1 Compiatitv,

Figure 12.7 Cancluslon Goction of the Baoticstl _..._,.F._E.ﬁ_ by Prisfeesur Leorge A
S, Froven ~A Sy un she Feqeitalie ol Paesbirac] T i f...__ﬂ_ﬂ I3 e & !
styurmaker, et al. Teliruazy %, 2003 Bept red By ﬂa:::nr_.._ of Cetsrge & parmaker

Front Matter and End Matter in Long Reports

A long document must be casily avcessible and must n__..nc::.._._._.___.h...._.ﬁ :.ﬂw.m ..r.._ﬁ_...w
warious inlerests, Preceding the repart s fratit pafier: the title Page, leticr @
..q.m._.._.m__._.__.:.s__.. tahle of conten andd ﬂ._...m_:hnn £or 5L myary af the R,—._n_._._“ a.nﬁsnnﬂ.ﬂ.
Following the repont 1as needad) 15 grecf prabier The glossary. mﬁﬁn_.___._.z..n._.: thit
hist of references cived can wither provide suppurting data ot help users follow
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772 Chagler b2 Complex Communicatiod Sipatiang

fer to any of these supplements or skip them ).

ctions, Uscrs cdn e

technical se .
heir needs.

together, according ta 1

Title page. The tithe page gives the report title, the names of all author., 4y
their affiliations ur the name of the organizaticon _:E_. comm _._Es_:mL the repon
The title announces the repurt’s purpuse andd u.._._Em.r.H ,H_m using descriptive words
cach as analysis, proposi fonsibyility, or progress {asin Figure 12.9).

Letter of transmitlal, Many lung reperts include a tetter of transmittal, sdiresse
1o @ specific reader. This letler might

Acknowledpe individuals and arganizations that helped with the repart
Hefer 1o sections of special interest

Discuss limitations of your study or any problems in gathering data
Dhiscuss possible follow-up investigations

Oflfer personal (or off-the-record? observations

* Urge the Fosipient to mnediate action

If a report is being sent to numerous people whe are variously qualified and
bear various relationships to you, individual letters of transmittal may vary.

Table of contents. Help readers find the information they're looking for by pro-
viding a table of contents. In designing vour tahle, fullow these guidelines:

» Mumber the front-nwatter (transmittal fetter, abstract) pages with lowercase
roman numerals. [The title page, though not listed, is counted as page 1
E:E._wm__ glussary, appendix, and endnote pages with arabic numerals, con:
tinuing the page sequence of your report proper, in which page 1 is the first
page of the report text,

Include no headings in the table of contents nat listed as headings or sub-

headings in the repart; the report may, however, contain subheadings 191
listed in the talle of comionts,

Mavan st Il viie
ﬂ _: .,_,., headings in the tabile of contents exactly as in the repurt.
st el ings an variows levels i varying type styles and indention.

Ll bvndor fines o ] 5, B o
Lo e o0 Conmeet Beadin I ig it
Hable il 5 L0 e 1 uibers AlignT

...m. T ER Z_hm_._...._...— cach _m_uﬂ_.:._.. .H._.E ____._“_._.r.._. i

List of tabiles and figures. O ;5

dls L =4 B 4 15
ar integrated with it, list the patake page following the table of contel

tables and figures appearing in the report

Pﬂﬂ-u_nﬂn-a:mn.

utiva

searchers, dey SUMMArY, Reparts are often re d by many people ™
T5, developers, Managers vad by maoy P

i Fil . :
interested only in the big i ice presidents, custoimers, For readers who are
B Pcture, (he citire repurt may not be relevant. 50 st
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longReparis 273

[o0B reports mﬁn_naﬂ.ﬁmj_,.., Enﬁmmﬁn_@ by an abstract (short] or an executive sum-
7 - onger - #“___ this brief description, vou explain the issue, describe how you
oad ity and state your ¢ 3l ; i .
arched i : , ¥ r Eﬂ&c.ﬁs:_ Busy readers can then flip thraugh the
i ument 1 locate sections of impartance to them.

0 preparing Yo ur ahstract, follow these supgestions:

o Make sure your alstract stands alone in terms of meaning,

. _______Ew for a general aidicnce. Readers of the abstract are likely to vary inex-
perlise, perhaps more than those who read the repont itshfs therefore,
wanslate all technical data.

+ Add no pew information, Simply summarize the report.

s Present vour information in the fullowing sequence:

1. Tdentify the issug or need that led to the report.
3. Offer the major findings from 1he body of the report.
3, Incude a condensed conclusion and recommendations, if any.

s to your report if you have large blocks
relevamt but will bog readers down if
ple, if your Tepart on the

Appendixes. Add one or more appendixe
of material or uther documents that are
placed 1 the middie of the document itself, For cxam
cost of electricity at your company refers to another peport issued by the local
wtility company, you may wish to include this second report a5 a pm_ﬂmu._.__wn. .
Other itetns that belong inan appendix might include com En.ﬁ.*:an:_”._mr in-
terview questions and responses, Maps EESmEE.__P .,,E._E_w QUL NAIres and
tabulated respamses, 1EXts of Laws and regulations. and ﬁ.?m. like. Do 1ot stufl ap-
pendixes with peedless ipformation o Use them ..;.__...E__n.:__.__. for burying bad or
embarrassing news that belonys in the report propeT- Ticle E_.h_._ uﬂﬁmna_ﬂ n_w.ﬂ_n:.”
“Appendix Al __5,._?29.._ Costs” rfention the appendis ;.e.:._w.. in the inteo :L._,Er
and refer readers wit at appropriate points :._.:E report " (see Appendix Ab
See, for examples Appendixes A and B in this textbook.

ssary il your report conbl

o by all audie
cal terms thal may not be anderstoud by . Use ginca
_ iry: Meler o canapany slyle puiddes ©r technical dictio-

delimilions ln your i . . .
naries. 1 fewer thal {jwe 1erns peed defining place tlem ._.__ the E.:__._..“_,,:_;“..,___.“ﬂ
ki ' v T | i, TE O U ET L
tion as working definiiane: or une foolOE uers: _._ ernid oof tsis pepeort v____
m__sv......_i._,.n:s:p:rm :.ﬂ___im:.:;_. " gee e plossary al bl e e ’ :

g pieTe than bwa or three techni-

I L3
Seawan o g e Mg, Ll standard

o relerences in .;:J__..Evngr.:" order of

List of refarences. List each of youl ntsic
i the same aumerical order 3% gy are ¢ited in the repoth propee.

For example, the biodiesel report

tot all reports fave i o lements.
: Lave all of these supp iy ; ; .
{Figure 12.9) omits the letter of Lransmiitti] beedyse (his report was presented

i person. And, in that report, e iptroductivn (Figlre 12.5) also functons as
the absiract. Mo plossary is nected because the wpening Pages present an £n-
panded definition of bindiesel, its 1353 arsl m_.qc.._.,_ﬁz._u:. A long ..;._dE.F,E cul-
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o d farmulas has beett pmitted here, b0 save space. 1y
:._”___..,..mnnu.__f. referenues because the bulk of the research is hawg
i consultants each cited i the text (as on page 11, by,

faining caleulat
there is o forn
public sources or hived

§o v 129 . "
tom, in guee 1221 : student-written repao:
For examples of many af these supplements in & FEPUIL, sz

“Leasibiliy Analysis al a Career in Technical Marketing, = o0 the accompuayg

Wb site, al .,._.5.4_,,._ur__,_:m:._.:.__z,:._:. nrak.

Usability Considerations

Clearly identify the problem of goal. To address the 1rue purpose f the v
tian. vou must carefully wlentily your goal. Begin by 1._,._:::& ::._._::_: st
imvolved in the report and then sutlining any wcf._d:__:._..:... guestions, Your legrs-
fatot, far example, might pase this question: “Will producing _.___”:_._E_ henefit
the state uf Georgial” Answering this guestion is the main goal of the repor;
however, this question leads to others, such as “What are the drawbacks of biodies]
wse?” Create a goal stalement, such as “The goal of this report is to examine and
evaluate claims ahout the production of bicediesel in the state of Geergra! See
pages 776-281 for the complete Bimliese] report.]

Provide enough inlormation but not too much. Any usable analysis must address
the needs, intesests, and 1echnical expertise of your audience, A long history of
the development of the pacemaker may be interesting 1o you but inappropiate
foir your eepare. As you plan the repert, find out how much of the irformation
vou've gathered readers need in order to make a decision. Also, make sure your
technical terms are not too comyplex for your audience, If you have a mixed audi-
ence, pravide a plassary where readers can look up untamiliar terms. 16 your £
port is posted o a Web site, you can use hypetlinks for glossary 1erms.,

Provide accurate information. Make sure your informarion is as accurate &
prorssibile .n.__.__._:.F._ thie besl al veur ability, without bias, Use reputable L Frmation
sorrees, partis ularly fur stavistical data, Be careful when taking infornution fromt

m:m Web; .J__,._ eb sites viien sound credible but can be based on biased or insoourte
miarmation (see ()

it ._ ._.w:.__r.-_._..__ arul 5. ._.___.w:_ nkake sury vl m_-_.r._.r.__.n.. .—_.__.._..:.2._._____.:._

) P g i d

fas J.“q_q.u_”_._. .___ _._.Ir L .__.__._..L _..E.:.__.uw:___:_. _r._.._._r_ 1371 yolir sl _.......";___._._..._f Assune, for €8
e B YOu were wriling 3 report b recomymend the best Brand of cham =%

—. ] ._ Ju AL [ i L

i 1 u _..-__.-“_._h.._.n.__._. ﬁ__. ._....r._'._.r.__.._.__.—w..__. 1 _. I —u “_ﬁ:.r L'1TE _l_.p_. L1 :
. 5 L Cs £ _M. i . ! . _ o

.mn ATS 15 SISy o _n._—._n.m....___... _.u_r__. "LV._.“_ _.. _ _. : b _._H

informtion should be included ip 1l P Heonat sdfity features. farh m_u_,._..p._...
¢ o far:
ence far this hrand. 0 the report, regardless of your personal pree

Use appropriate visuals, As J;
vomplex s1alistics and numer
usefial for analyzing Fisiing or fy
and charts are helpful for oo

L5 ] : . gl : ¥

. _.E_m; m ﬂ_.__.ﬁﬁmw 9, visual information cat ma

gt Ll
i Ma casy to understand, Graphs are ??i,..___s
T trermls, levels, andd lonpg-term Fovpecasts- Taok*

Mparing dara, Photographs and diagrams are AP

Scanned by CamScanner



'l

[ S T e

Ll

-

L

L B

Long Reperts 275

[ent WY o show 4 component or special feature. Be sure your visual is

[ :
M.._ﬂ“__..nu peal :ﬂ" an.“uﬂ__u..-zf_.w_.m text, and be careful not to overuse visuals, For
Fample the biodiesel report in Figure 12.9 makes good use of diagrams, such as
e ORC featured in Figure 12.8.

—wn._;oa__.n—.____.um __Em_..__.__:”nm. .w.mnm&zmm and subheadings in your report announce
what each section cONAINS. The heading " 1ata Analysis” does not really say much,

whereas the heading “Physiological Tlects and Health Risks” otfers a clear, m
jormative preview of the content of 4 section.

ed every bit of information
5 cumbersome,
1. Use active
part before

write clearly and concisely. Even rcaders who ne
i your report don't want e be bogged down with prose that i
ad., Keep your language erisp and clea

inded, and hard to re:
ue or editor to copyedit your e

lonp-w
enever possible. Ask a colleag

yoice wh
itis printed.

Soybean Acreage, by County,

Georgia 2000

: £ ahopmient
Soutce: Center for Agribusiness apd Egurimie Lpeveiop

Figure 12.8 Visual from the Biodiesel Report:

P
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282  Chapter 12 Complex Communication Situations

nmending a plan of action, use acyj,
or recormend. Avoid nominalizang ..
ermine, for example.

Use action verbs. Fspecially when recot
verbs such as examine, cvaluate, determine,
Don't use determination when you mean det

Checklist for Long Reports

* Does the report grow from a clear audience and purpose analy
* Does the report address a clearly identified problem or goal?
* |s the report's length and infarmation adequate and appropriate for the subject?
* |s the information accurate and unbiased?
* |s there enough information for readers to make an informed decision?
e Are all necessary components lincluding front and end matter) provided?
| * Are visuals used whenever possible to aid communication?
 Are headings infarmative and adequate?

= Are action verbs used generously?
e |5 the level of technicality appropriate for the intended audience?

5157

* |s the language clear and concise?

Proposals

Proposals encourage an audience to take some form of direct action: to autho-
rize a project, purchase a service or product, or otherwise support a specific plan
for solving a problem. Although proposals often contain the same basic ele-
ments as reports, they have one specific PUrpose: to propose an action or series
of actions. This purpose differs from more g{-nﬂic reports, which can be used
for other purposes, as noted earlier. Proposals can be called for in a variety of
situations: a request to fund a training program for new employees, a sugges-
tion to change the curriculum in your English or binlogy dep.:rfmcnl. a bid to
the U.S. Defense Department on a missile contract, Depeﬁding on the situation,

prﬂpuﬂli may be shart or |ﬂI‘Ig and nay he written in the form of a r,_np.;]rt, d
letter, or a memo.

Audience and Purpose Analysis

In science, business, industry, gOVernment
E:njrirsnu]m't—trcr of .uluiu-nr.:t:'.-'.: managers, exccutives, directors. clients, board
ple rﬂ.;c;.l,..r::::“u"“}' leaders, Inside or outside the organization. these Pe
whether the project Fﬁlpmﬂh '.m.d then decide whether the plan s worthwhile:
At the most :::rn:*rﬂ 1;”- 1mntmah?":' and whether the service or product is useful
ically, Pmii‘ﬂﬂ|5 .;;ﬁ;:e ! th": PUTPose is to persuade vour audience. More speet”

and t'ih:c;l'linn_ prnpﬁuh are writlen
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