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Nevertheless, the two plans show that some problems ca
nb .

one WaY- In such cases, you must c?mpare the possibilities Car:f?xlilgan'ud in more than

most helpfully presents the report information. Y to find the one that

From Outline to Table of Contents
L05 T\_ln an m "o

dy to prepare the table of cont

When you are rea contents for your report, table

ing the outline that helped you write into an aid for the regder. goe‘:a‘ﬁcl:ti’te vi:;lcsb . ?Ofmat ertents whose
€ your and wording are

4 i ble of contents needs to b
ublic outline, t.he ta _ s to be carefully formatted and logical

True, you will Probably demgr_l the table of contents late in the repvz,or:‘.ifﬁn- o meeringhu.
cess. We discuss it here as a logical conclusion to our discussion of outlininlngapr(,"
others involved in the project want to see a well-prepared outline before your ?epo‘:'tt :i

Jone, you can use the following advice to prepare that outline.
Note also that what we say about preparing the headings for the table of cont

applies to Writing the headings f9r the report sections. The two sets of headix?gr; et?\t:stls':m

the table of contents and those in the report itself, should match exactly. Usir;g Word:

Styles to format your headings and its Table of Contents generator to create your table osf

contents will ensure this consistency.

Formatting Decisions. Whatever format you used for your personal outline, you
now need to choose one that your reader will find instructive, readable, and appr,opri-
ate. You create an instructive format by clearly indicating the hierarchy of the informa-
tion. You should use form (font selection, size, style, and color) and placement (location
and indentation) to distinguish among the levels of your contents, as illustrated by the
table of contents of Chapter 12’s sample long report (page 418). You make the format
readable by using ample vertical white space between topics and enabling readers to see
at a glance how the report is organized. Using leaders (dots with intervening spaces)
between your topics and your page numbers can also enhance readability.
An appropriate format is one that your reader expects. Some business readers view
the conventional outlining system (Roman numerals, letters, and Arabic numbers) and
the decimal system (as in 1.2.1) as adding unnecessary clutter to the table of contents.
Instead, they prefer the use of form and placement to show them how the parts relate to
each other. However, in the military and some technical environments, the decimal sys-
tem is expected, and in other contexts, your readers may want the full numerals and let-
ters of the conventional system. In our examples, we use format rather than numbering to
indicate levels of information, but be sure to use whatever format your readers will prefer.

Topic or Talking Headings. In selecting the wording for your table of contents
headings, you have a choice of two general forms: topic headings and talking headings.
Topic headings are short constructions, frequently consisting of one or two words.
They merely identify the topic of discussion, as in “Cost” or “Space Requirements”
Talking headings also identify the subject matter to be covered, but they go a step fur-
ther: They also indicate what is said about the subject. In other words, talking headings
summarize the material they cover, as in “Increase in Cost of Operation” or “Less Space
Required”
The following table of contents is for a longer report recommending the site for a
new food-processing plant. It uses headings that talk:
Introduction to the problem
Authorization by Board Action
Selection of the Potential Sites
Reliance on Government Data
Factors to Be Discussed

Community Attitudes Toward a New Plant
Favorable Reaction of All Towns to a New Employer
Mixed Attitudes of All Towns Toward Our Labor Policies

Labor Supply and Prevailing Wage Rates
Prevalence of Unskilled Labor in San Marcos
357
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Relatively Low Production Near Big Spring and Littefeld

Availability of Utilities
Inadequate Water Supply for All Towns but San Marcos

Unlimited Supply of Natural Gas for All Towns
Electric Rate Advantage of San Marcos and Coleman
General Adequacy of All Towns for Waste Disposal

Adequacy of Existing Transportation Systems
Surface Transportation Advantages of San Marcos and Ballinger
General Equality of Airway Connections

A Final Weighting of the Factors
Selection of San Marcos as First Choice

Recommendation of Ballinger as Second Choice
Lack of Advantages in Big Spring, Coleman, and Littlefield

This contrasting version uses topic headings:
Introduction
Authorization
Purpose
Sources
Preview
Community Attitudes
New Plant
Labor Policy

Labor Factors
Unskilled Workers

Skilled Workers
Wage Rates

Available Suppliers
Adequate Areas
Inadequate Areas

Utilities
Water
Natural Gas
Electricity
Waste Disposal

Transportation
Surface
Air
Conclusions
First Choice
Alternative Choice
Other Possibilities
Which of these versions is better? The answer depends on the situation. Talking
heads would be appropriate if your readers are extremely busy, trust your judgment, and
are likely to skim the supporting facts. Topic headings, because they do not announce
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oint of the section, are better for readers who wa
told what t© think about them. Nt to see the facts before being

Jelism of Construction. As a general rule,

evel of the table of contents in the same grammatlca{ ?:r::}:.oll:\l?)mw?rl ew d

headings should be parallel in structure. For example, if the first ma‘_’:)rsl-‘cqu‘al-lgvcl

Loun phrase: the rest of t}}e major beads should be noun phrases. if t)he ﬁ:admg iy
jevel heading under a major head is an -ing phrase, all second-level headi:: oy
section Sl&?UJ_d be t-;,:itp :nraes::s. . B e

This rule is no ercise in grammar; its purpose i imilari

you will recall from Chapter 4, parallelism helps yofr rfaderss::dil:(s):’a:énxi:?}t\y; o
ics are alike and go together. If you state similar topics in different forms, your | e
will become blurry, and your reader will have trouble following you. It is u’s)l’laﬂ gog »
sidered permisstble to vary the form from one section and level to another; t)llmat :
the second-level heads in one section need to match, but they do not need to match
the second-level heads in the other sections, and the third-level heads do not need
to match the second-level heads. Just be sure that the headings on each level of each
section are parallel.

The following headings illustrate violations of parallelism:

programmer Output Is Lagging (sentence).

Increase in Cost of Labor (noun phrase)

Unable to Deliver Necessary Results (adjective phrase)
Making the headings all noun phrases would fix the problem:

Lag in Programmer Output

Increase in Cost of Labor

Inability to Deliver Necessary Results

headings at each

Oryou could make all the headings sentences, like this:
Programmer Output Is Lagging.
Cost of Labor Is Increasing.
Information Systems Cannot Deliver Necessary Results.
Here's a different kind of faulty parallelism:
Managers Prefer an Intranet

U.S. Employees Prefer a Social Media Site
A Newsletter Is Preferred by Overseas Employees

The third heading is “off.” Can you see why? If you answered that it switches from
active to passive voice, you're right.

Concise Wording. Your headings should be as concise as possible while still being
clear and informative. Although the following headings are informative, their excessive
length obviously hinders their communication effectiveness:
Personal appearance enhancement is the most desirable feature of contact
lenses that wearers report.
The drawback of contacts mentioned by most people who can't wear them is
that they are difficult to put in.
More comfort is the most desired improvement suggested by wearers and
nonwearers of contact lenses.
Obviously, the headings contain too much information. Just what should be left out
depends on your judgment. Here is one possible revision:
Most Desirable Feature: Personal Appearance
Prime Criticism: Difficulty of Insertion
Most Desired Improvement: Comfort
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CHAPTER 11 Preparing Informati




hhn‘.,

&% 3 .:PMH_WﬂQ-‘“‘Qd

nh‘;—mh = o readebiity recommnend inchuding these wepg,

hin% VMMhhhm“m.uﬂmh

chooge, ‘f“h&-hmmuh-m-dm-,h
*mem

M‘m In the wording dm-hddheﬁ-sdwm‘,
O Prodiuction in Temas
OB Production in California
Ol Produciion in Lovisiana
As a rule, if you make the headings talk well, there is Eittle chance of
mm:@mmmwmuwww“
them talk-

Texas Leads in O Producion.
Califiormia Hoids the Runner-up Posiion.
Rapidly Gaining Louisiana Ranks Third
W%Jmkmwmdmmmmkmu
headings that will make it intevesting, precise, and logically stroctured.

LO6 wierpost  WRITING THE REPORT
BT SOCEL E e Bytheﬁmeyunwr‘neymrmpomymwinhveahudydnncapoddalofwﬂin&
Ymuilhznwﬁnm—qndpmbablymﬁnm—pmhlcnandpnrpnsemnmm

consistent in fime
mm guﬂeymlhrmxghyommtﬁ.Ymvﬁﬂbneqﬂmdwﬁnmdanormdedm
ﬁndinginnotm.andyuuwﬂlhaveo:gan‘nedyourhnmputaﬁcmsuftheéntaimna
wmmmhﬁkmmﬂ&mmouﬂimwﬁhm
expressed facts and observations.
Whmymdm&yuurrqmttyourﬁrstptiomyismgettheﬁgmﬂlmgsnidinﬂg

rightadu:As(hapaGadvis&,mshmﬂmtstﬁvefmaperfeudmﬁdmﬁmt&mg
amundUndamdtbatsumepleoesmﬂsmmwmethmsdva,whﬂcoﬂ:cswm
bennnilmae«ﬁﬂimh.Alkmymmdfmmovealmxg.sﬁtchingmgeﬂm-ﬂxem
Once you have a draft to work with, you can perfect it.
thnrensmg.kttheadvmmthepmnouschaptetsbeyomgmde. As with all the
hxﬁmmmpsprwhudydiswseedmsbouldmmunicueasdnﬂymd
qnxﬂyasposﬁlﬂe.Yourrmdﬁsmnemvaluable,andyourmkhavmgymnepmms-
rudorevmigmxedifyoudonotkeepthisfadinmmdUsebothwordsandfnmnb

ting to get your contents across efficiently.
Ymanhdpymnwnderreceivethempon’smmgedmﬁybygivingm@m
ingredients are a reader-

some specific qualities of well-written reports. Two critical i
ceutaedbeginningandmdingSmhchamﬁaisﬁcsasobjecﬁﬁty,mnsinencymﬁme
vicwpoingcnherence,andintaatmnalsoenhancethemoepﬁonofyommpmt%

review these topics next.

Beginning and Ending
Aryxablythcmostaiﬁcalpartsofyourreponwinbethebeginningmdcnding
Infac&mrchenagreethattheseamﬁxemostﬁequenﬂymdpansofampm
Chapter 12 goes into detail about report beginnings and endings, but some general
advice is in order here.

Whatever other goals it may achieve, the opening of your report should convey what
PmblﬂnYOUStUdied.howyousmdiedit,and(atl&astgmmﬂy) what you found out.
Why’?Becann;ethc:sea:ethefactsthzuthermdermostwantstoknowwhenhem‘S\he

first looks at your report.
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Hereisa simple introduction that follows this patter
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maoertoﬁndoufwhysalesweredownmt

: he Salisb

mmagef.observedtheoperatuons and a: ury store, | int,

o mover ' Ssessed the en ' erviewed the
ey T hmapp“’ms to have resulted in a loss of c‘:"::n t. A high rate of

teriorating neig SO seems to be a contributing ta m:_“ers. though the ¢

Ina formal report, some brief sections may precede this sta
o tement
E e ot b o . o 5
matter (for €x pf 8 e page, letter of transmittal, table of cont extensive front
summary)- What ollows the purpose statement can also vary de enté]»3 and executive
and mmgﬂmagod t:‘he report (for example, it may or may not be ag e:) SR size
more de N Wi:t iu research methods and limitations or to anﬁonﬁ:zte 0 g6 mito
how the ak0 Stie t(})xns Wlll bF organized). But whatever kind of re sll_)tecnﬁcany
writing, maxe sure that the beginning gets across the subject of the report poh et o
dataitis basgd upon, and_ its likely significance to the reader. port, what kind of
Your ending w111 provide a concise statement of the repo}t,s —— &
facts, mtel’prg:;ons, or t}:’ecorx}mendaﬁons. In a short report, you n[::)),'osm: \;Vhether
mwmy:::) 4 o;] tghs'eﬁ ;b?ef paragraph, since the specific findings will bl:e );:sl;'ntio
see in y port. In a.longer report, you should make this section a
thorough restatement of your main findings, formatted in an easy-to-read w r}r}m{}el
the gist (“so what did you find out?”) and the significance (“why should I ay.?”o
your report should be clear. Y care?”) of

Being Objective
As we have said, a good report is objective; it
5 . A ; it presents all relevant facts and int
them logically, without bias. Y soctivi : A erprets
and yo ufl wﬁgng style. our objectivity should be evident in both your content

Objectivity as a Basis for Believability. An objecti i i

that is essential to good report writing—l:Zlievabilthy.tgwfrﬁna:szx:ngnﬁmr:gf?;
emotionally charged language may at first glance appear to strengthen your report. But
if bias is evident at any point in a report, the reader will question the credibility o.f the
entire report. Maintaining objectivity is, therefore, the only sure way to make report

writing believable.

The Question of Impersonal versus Personal Writing. Recognizing the need
for objectivity, early report writers worked to develop an objective style of writing. Since
the source of bias in reports was people, they reasoned that objectivity was best attained
by emphasizing facts rather than the people involved in writing and reading reports.
So they tried to take the human beings out of their reports. The result was impersonal
writing—that is, writing in the third person, without I, we, or you perspectives.

In recent years, some writers have opposed this approach. They argue that personal

writing is more forceful and direct than impersonal writing. They point out that writ-

ing is more conversational and therefore more interesting if it brings both the reader

and the writer into the picture. They contend that objectivity is an attitude—not a mat-
he personal style can be just as objec-

ter of pronoun use—and that a report written in t
tIve as a report written in the impersonal style. These writers argue that impersonal
Wwriting frequently leads to an overuse of the passive voice and a dull writing style.
(While this last claim may be true, impersonal writing need not be boring. One has
only to look at the lively style of many newspaper articles to see that impersonal writing
can be interesting.)

As with most controversies, the arguments on both side
ations, personal writing is better. In other situations, impers

s have merit. In some situ-
onal writing is better. And

in still other situations, either type of writing is good.
P g1k on. First, you should

Your decision should be based on the facts of each report situati

S:ISider the expectations of those for whom you are prepari
prefer an impersonal style, use it—and vice versa. Then you s
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POINta Out, the format and makeup  © W found out that 20 percent of your mariet had
never heard of your store.

e o o
your

@S0 need to W“Who‘:‘hbwofbnm.amyouwm
Stylistic SCide how formal your report will be on the

Same point: )

* The study
revealed that 20 percent of the rticipants
Were unaware of Jacob's Foods. pare
L]
Our study revealed that 20 percent of the participants
were unaware of your store.

Did you notice the decreasing level of formality? What ac_
counts for the differences? Be sure 1o ChoOSe & style they
matches the relationship you have with your readers ang
their preferences. But whatever style you choose, wing

clearly and readably.

formality of the situation. In general, personal writing is appropriate for informal sity.

ations and impersonal writing for most formal situations.
Here are contrasting examples of the personal and impersonal style:

Personal

Having studied the advantages and
disadvantages of using coupons, |
recommend that your company not
adopt this practice. If you used coupons,
you would have to absorb their cost.
You would also have to hire additional
employees to take care of the increase

in sales volume.

Impersonal
A study of the advantages and

disadvantages of using coupons
supports the conclusion that the Mills
Company should not adopt this practice.
The coupons themselves would cost

require additional personnel to take care
of the increase in sales volume.

Notice that both versions are active, clear, and interesting. Strive for these effects no
matter which style you choose.
Being Consistent with Time

A report that has illogical time shifts—for example, one that says “The managers
responded . .. ” (past tense) in one place but “The employees say . . .” (present tense)
in another place—confuses the reader. Thus, it is important that you maintain a

consistent time viewpoint.

You have two main choices of time viewpoint: past or present. Although some
authorities favor one or the other, either viewpoint can produce a good report. The
important thing is to be consistent—to select one time viewpoint and stay with it. In
other words, you should view all similar information in the report from the same posi-

tion in time.

If you adopt the past-time viewpoint, you treat the research, the findings, and the
writing of the report as past. Thus, you would report the results of a recent survey in
past tense: “Twenty-two percent of the managers favored a change”” You would write
a reference to another part of the report this way: “As Part II indicated, . . > Your use
of the past-time viewpoint would have no effect on references to current and future
happenings. It would still be proper to write a sentence like this: “If the current trend
continues, 30 percent will favor a change by 2015 Prevailing concepts and proven con-
clusions are also exceptions. You would present them in present tense. For example,
you would write “Solar energy is a major potential source of energy” and “The findings

indicate that managers are not adequately trained”
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writing in the present-time viewpoint

present
logiC“uY h.e assumed to bc'current at the time of ‘::t: current all informay;
ted in its proper place in the past or future Th' ng. All other ‘nfora on that can
" recent survey in these words: “Twenty-two p;r CC:‘I:’OY;’\‘: would l’tponn::lemn is pre-
You “.;ould refer t(l)' another part of the text like this: A“‘pe Managers fayor al’;::lu o:'
referring o eking & futuge ref would write: “In 2009 only 12 prerclés: - * But
jon” And In ma L . Sluttree reference, you would write: Z] percent held this op .
perccnt will hold this opinion by 2015 : “If this trend continy p1r;(-)

es,

mcluding Transitions
well-written report reads as one continuous story, wi
. ' : Y, with the part
ofd?lslﬂow is the result of goo_d, logical organization. Bit r:cimol":thly ol
- neede din ongu reIporltls. As you will see in Chapter 12, a special Zeltl . g
be need e'd as well. In reports, however, lesser transitional tech liques ar i
e e i chniques are useful to
As Chapter 4 explains, transitions are word
s or sentences that sho i i
e{‘ P;::S 2? : se;;:ence, paragraph, or document. In reports. t:eth:elauonsmps
gmthegend ofi al?tsaa w?y of relating this part to the preceliingypar? ;ﬁpeal' &
e partas a forward look. Or they may appear within e
at help move the flow of information sperasords

betwe
the be
appear 2t
or phrases

Sentence Transitions. Throughout the r
g eport you can im i
network of thought by using sentence transitions. ’I)}Imey are espeEE;)l‘{; }’::lf;ﬁllcorll)netwctmg
etween

parts of the report.
In the following example, the report parts are connected by sentences that make

a forward-looking reference and thus set
d up th j i

2o 8 rooth and logical p the next subject. As a result, the shift of

These data show clearly that alternative fi

‘ ' _ uel cars are the most economi

nonably,' thetlf: opera:;nor? by gas and hydrogen and their record for |o$iz€:étur:g;rets-

2:25? 3;;; mzrrr;ta:: anec:tl)c;ed edge over gas-fueled cars. Before a definite conclusi;'-v

reached, however, one more vital compatri
o parison should be
The final sentence above clearly i
y introduces the subsequent discussi i

' ' ‘ sion -
tional comparison. Here is another example of a forecasting sentence: ofan addi

s ut a 1
! £ :"93, g , bse ation f‘eveals a

The rea.der knows to expect a discussion of the discrepancies next.

I.’lacmg topic sentences at key points of emphasis is another way of using sentences
to link the various parts of the report. Usually the topic sentence is best placed at the
paragraph beginning. Note in the following example how topic sentences maintain the

flow of thought by emphasizing key information.

The Acura accelerates faster than the other two brands, both on a level road and
on a 9 percent grade. According to a test conducted by Consumer Reports, Acura
1’%32295 a S_peed of 60 miles per hour in 13.2 seconds. To reach the same speed,
ce},\t a fgquwes 13.6 seconds, and Volkswagen requires 14.4 seconds. On a 9 per-
rea qua. e, Acura reaches the 60-miles-per-hour speed in 29.4 seconds, and Toyota
ches it in 43.3 seconds. Volkswagen is unable to reach this speed.
r wheels than the others, Acura has the best
um of sliding on wet or icy roads,
Id, wet winter months. Since
ar wheels, a comparison of

5:2;;1% it carries more weight on its rea
i im pg r?af the three. Trgc.tion, which means a minim
P r:jt to safe driving, particularly during the col
theg is directly related to the weight carried by the re '

€ weights should give some measuré of the safety of the three cars. According to

; .
waetia r'leleas_ed by the Automobile Bureau of Standards, Acura carries 47 percent of its
ght on its rear wheels. Nissan and Toyota carry 44 and 42 percent, respectively.
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Lines Gleane

*
:c"""gm.ldrunimothhommd
With & tree | don't have.

* "B?ﬁierearcouidedwimninewm\outolvlng
warning of its intentions.
® '"’menrywbdowwasdown,butfounditwasup
Mmlmmyh&mdhmghit.
. loolidedwithastaﬁomrytmekoomingtheotherway.
. Apedestﬂanhitmeandwentundermycar.
® The guy was all over the road. | had to swerve a
number of times before | hit him.
o lpulledawayhommesideofmeroad,glanoedatmy
mother-in-law, and headed over the embankment.
* | was having rear-end trouble when my universal joint
gave way, causing me to have this accident.

- WE s
Ve I s

d from Accident Reports Submitted to Insurance Companie,

My car was legally parked as it backed Fto the othey
car.

Itoldpolioetrutlwunothluw,mmmm,
hat, | found that | had a fractured skull.

I was sure the old fellow would never make it to the
other side of the road when | struck him.
'l‘hepedestrianhadmideawﬁchcﬁmcﬂontom,m
ran over him.

The indirect cause of this accident was a fittle guy in o
small car with a big mouth.

The telephone pole was approaching. | was
attempting to swerveoutorfthewaywheﬂi‘\g’.tmckmy
front end.

Transitional Words. Although the most important function of transitions is to cop.
nect the major parts of the report, transitions are also needed between the lesser parts.
If the writing is to flow smoothly, you will need to connect clause to clause, sentence to
sentence, and paragraph to paragraph, as Chapter 4 advises.
Numerous transitional words are available. The following list shows such words and
how you can use them.

Relationship
Listing or enumeration of subjects

Word Examples
In addition
First, second,. . .
Besides
Moreover
On the contrary
In spite of
On the other hand
In contrast
However
Likeness Also
Likewise
Similarly
Cause-effect ' Thus
Because of
Therefore
Consequently
For this reason

Contrast
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R,uﬂonshlp Word Examples
Dq;,u;natlon or elaboration For example
To illustrate
For instance
Also
Too

Helpful as transitions are, you should use them only when they are
including them would prov1'de a useful preview or leaving themyout vl:/t:ejzld‘r(:lhm
abruptness: For example, avoid such boring, unnecessary transitions as “This cc?n 1 tcllcc
the discussion of Topic X. In the next section, Y will be analyzed” e

Maintaining Interest

Like any other form of writing, report writing should be interesting. Actually, interest
s as important as the facts of the report because communication is not likely’to occur

without it. Readers cannot help missing parts of the message if their attention is al-

Jowed to stray. (If you have ever tried to read dull writing when studying for an exam
ou know the truth of this statement.) ’

To write interestingly, avoid business clichés and unnecessarily abstract language. Re-
member that behind every fact and figure there is life—people doing things, machines
operating, a commodity being marketed. A technique of good report writing is to bring
that life to the surface by using concrete words and active-voice verbs as much as possible.
Keeping your wording efficient also helps maintain the reader’s interest.

But you can overdo efforts to make report writing interesting. Such is the case when-
ever your reader’s attention is attracted to how something has been said rather than
to what has been said. Effective report writing simply presents information in a clear,
concise, and interesting manner. Report-writing style is at its best when the readers are
prompted to say “Here are some interesting facts” rather than “Here is some interesting

writing.”

COLLABORATIVE REPORT WRITING LO7 Prepare reports

In your business career, you are likely to participate in numerous collaborative writing CollehosNe
projects, and the end product of many of them is likely to be a report. Group involve-

ment in report preparation is becoming increasingly significant for a number of rea-

sons. For one, the specialized knowledge of different people can improve the quality

of the work. For another, the combined talents of the members are likely to produce a

document better than any one of the members could produce alone. A third reason is

that dividing the work can reduce the time needed for the project. And fourth, many

different software tools allow groups to collaborate easily and well from different places.

Determining the Group Makeup
The first step is to decide who will be in the group. The availability and competencies (?f
the people in the work situation involved are likely to be the major factors. At a mini-
mum, the group will consist of two. The maximum will depend on the number actually
needed to do the project. As a practical matter, however, a maximum of ﬁ\{e is a good
rule since larger groups tend to lose efficiency. All major areas of specialization needed

to investigate the problem should be represented by the team me{nbers.
In most business situations the highest ranking administrator in the group serves as

leader, In groups made up of equals, a leader usually is appointed or elected. When no
leader s 5o designated, the group works together informally. In such cases, ¥1owevezi
an informal leader usually emerges. Especially with group writing projects, it1s 8 §00
idea to have one person in charge of overseeing the entire process.
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* Encourage all members to share their perspectives
before making key decisions.
® Handle confrontation constructively. If team members
fall short, call them on it by letting them know the
group needs them.
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emotions.

* Cultivate an affirmative environment.
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Busbwﬁeview1ua.2001.mmaq.w5m
Publishing, Web, 8 Juty 2012.

Creating the Ground Rules

In organizations where teamwork is common, the ground rules for participation in 2
group may be understood. But students and worki g professionals alike may find it
helpful to establish explicit guidelines for the participants.

Some rules may govern the members’ interactions. For example, a rule might be
“Listen respectfully and actively to what others are saying, without interrupting” Or
it might instruct members to use “I” language (“I think . . ”) rather than “you” lan-
guage (“The problem with your idea is . . ”) when disagreeing. Others might cover more
logistical issues, such as conscientiously doing one’s share of the work, keeping the group
informed if problems arise, and being on time with one’s contributions.

Ideally, the group will generate its own ground rules to which all members will agree.
Some instructors find that actually drawing up a contract and having each member
sign it is a good way to get group work off to a good start and prevent problems down

the line.

Choosing the Means of Collaboration
Not that many years ago, groups needed numerous face-to-face meetings m order to
get their work done. Today there are many other venues for group .interacnon& Yqur
group should put careful thought into the choice of media that wﬂl enable effective
collaboration while taking into account members’ time constraints, distance from each
other, and technological preferences. . ;
If possible, you should have at least two face-to-face meetings—one at the start 0
the project and another near the end (for example, when doing tl?e final revisions). But
the bulk of the collaborating may take place by email, by discussion board, or through
such online collaborative authoring tools as Google Docs or wikis (see Chapter 17).
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You might even use a live-meeting applicati
. ion or Skype to converse with
. - . e
Whatever tools you use, it is vitally important that you choose them consc;)?slzt:flg

create any ground rules that will apply to their use.

Making a Project Plan

Especially when the desired outcome is a co i

sFrucmre its task§ to meet the project’s goals.I%Jesri;ngt,ﬁelfefZizg: éfsiigeglfnggup should
tion and any additional considerations, the group should prepare a timelin tehnexi( oy
states or shows the deadline for each task. A Gantt chart can be ver usefu(; 1 ne ?dy
lines (see Chapters 14 and 17), but even a simple list or table can }s,uﬂice I?lzrzl%;tiese
your plan should make clear who is responsible for what. If your group .has tak1 o
inventory of its strengths before its planning, you can match members up withevr:/t?;

they do best (for example, doing research or revising a document).
Your plan can also describe in some detail the desired form and style of the final

document (such as which template it will use or whether or not it will use “you™). The
more the group determines such matters up front, the less scrambling it will need to do

at the end to generate a coherent, consistent-looking report.

Researching and Writing the Report
However the group decides to operate, the following activities typically occur, usually

in the sequence shown.
projects, the participants

1. Determine the Problem and Purpose. As in all report

tmhuSt de'ter.mine just what the report must do. Thus, the group should follow

d'e preliminary steps of determini pose of the projectas
iscussed previously. They also nee shared sense of the

report’s intended readers and their needs.

ng the problem and pur
d to develop a coherent,
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2. Identify the Factors. The group next determines what needs to be studied in order
to achieve the report’s purpose. This step involves determining the factors of the

| jobs aromies, end we are eurrently ciossing b5 dorate @ argamzations tharwill -
help them. At this timie we are supporting the focd bank hemeless shelter and:
rovwwerfire river sevher rha rvantniroed (wich SwAing reaels

problem, as described earlier in the chapter. An advantage of collaboration is

that several minds are available for the critical thinking that is so necessary for

identifying the factors of the problem.

3. Gather the Needed Information. Before the group can begin writing the report,
it must get the information needed. This activity can include any of the types of
research discussed in Chapter 13. In some cases, however, group work begins
after the information has already been assembled, thus eliminating this step.

4. Interpret the Information. Determining the meaning of the information gathered

isthenextlogicalstepforthegmup.Inthisstep,theparﬁcipantsapylylhe

findings to the problem and select the appropriate information for the report. In
doing so, they also give meaning to the facts collected. The facts do not speak for
themselves. Rather, group participants must think through the facts, identify their

significance, and interpret them from the readers’ points of view.
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: orgam'ze the Material. Just as in an
3 next organize§ the material selecteg ?0[:‘ ;:e:?:::::iwﬁ""s Project, the
structure on time, place, quantity, factor, or olher| (;:{ T.h'Y will bage ms:(::;’o §
 plan the Report’s Componm.ts and Style. A next logic:l“omhip; in the data, s
makeup of the report. In this step the formality of the 'lteP is planning the
length of the I'CPOH: a.nd the intended audience need “ t";""non, the anticipated
Chapter 12_). In addmop. the team needs to agree on s‘?che considered (see
style, the kinds of headings to use, and whether to use the ':::‘s‘:': as the report’s
nt- or past-time

=2}

viewpoint.

7. Assign Pt:!rts to Be Wr{tten. After the planning has b
jts attention to the writing. The usual practici isafo ::srilgi"::&:he Broup next turns
the report. person a part of

8. Write PA_zrts Assigned. Following comes a period of individ
writes his or her part. Ijlac_h should apply the ideas in Chaplzlrx’_":-aﬁbach participant
selection, sentence design, paragraph construction, and tone, out word

9, Revise Collaboratively. The group meets and reviews each X

i ; erson’s contributi
the full re-Porti This s'h ould be a give-and-take session wit}l: each pe1?;:;:1’1:12'(uniw:oIl1 and
participating. It requires courteous but meaningful criticisms. It also requi t¥1
the partlgpantS be open minded, remembering that the goal ;s to s
best possible document. construct the
10. Edit the Final Draft. After the group has done its work, i
- - , one membe;
asph ed the tlask (gedmng the final draft This editor gives the doc;;sm:r::l:u §
consiitent Ztny e and serves as the major proofreader. However, since the document
reflects on all members, they should assist with the final proofreading
If all the work has been done with care and dili ' d
: gence, this final draft
report better than anyone in the group could have prepared alone. should be a

THERE'S MORE . ..
How can you find out if your reader read your report? What are six team personality
es? Scan the QR code with your smartphone or use your Web browser to find out at

typ
www.mhhe .com/lesikar13e. Choose Chapter 11 > Bizcom Tools & Tips.

1. Your work on a report begins with a business problem, which will determine your
Write clear problem and
purpose statements.

report’s purpose.
« Get the problem in mind by gathering all the information you need about it.

+ Develop a problem statement from the information.
« Then write a purpose statement that will capture the goal of your research and

your report.
* Understand that you may need to revise your problem and purpose statements

as you proceed with your research.
2. From the problem statement, determine the factors involved. N
s
+ These may be subtopics in information reports. . e
* They may be hypotheses (possible explanations) in problems requiring a solution.

» They may be bases of comparison in problems requiring evaluations.
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