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Drablbed the "lasagna’ process becanse l‘" s
Layers, this technology cleans up liqui
horne orgamie and inorgamc contamimants
in dense, claylike sobs. Inarel work s fo-
cused on removing chlorinated solvents.
Because clay s not very permeable, n
holds ground water and other hiquids well,
Tradittonal remediation for this type of site
requires that the liquid in the soil (usually
ground water) be pumped out. The water
brings many of the contaminants with e,
then is chemically treated and replaced—ia
time-consuming and expensive solution,
The lasagna process, on the other
hand, allows the soil to be remediated i
st by using low-voltage electric current 1o
move contaminated ground water through
treatment zones in the soil. Depending on
the characteristics of the individual site,
the process can be done in cither a hu'ri—
zontal or vertical configuration. (See figure
below.)

The first step in the lasagna process is
to “fracture” the soil, creating a series of
zones. In a horizontal configuration, a ver-
tical borehole is drilled and a nozle insert-
ed; a highly pressurized mixture of water
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nesc,iption of the Standard Stethoscope

gisd lislenmg device that amplities and transm
me & onysica! abnormaliies. "
jetec! ng P yment has evolved from the original wooden, fyn
fhis 112 physician, R. T. Lennaec, in 1819, Becau'se ofn:‘.
1S

" a F(Q.'\Ch
. onte " found qacessary 1o develop a device, other than tus e 1

0s
g body Soungs g aid |
n

sh

5 aped nstrument in.
eémale Patients’ mog.

Of 3uscuhtatign (hsten-

"
Tty g SoundS)<

g10 ort explains 10 the beginning paramedical or nursin
A ing principle of the stethoscope. g stud
sgmbz standard stethoscope is roughly 24 inches long and weighs b

o onsists of 2 sensitive sound-detecting and amplitying de 0ut 5 ounces, The
ed against a bodily orea. This amplifying device is attaw;e whose flat syr.
ransmits the body sound to a listening device msenecd A0 g
The swmoscope's Y:ahapad structure contains seven mterlockins‘;n;:f o

ontact piece. (2) lower tubing, (3) Y-shaped metal piece, (4 ces: (1) dia-
metal strip, (6) curved metal tubing, and (7) hollow ear p “pper Aubing,
yous unit (Figure 1). plugs. These pans

em the Structure, as.
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- Hollow ear plugs

FIGURE 1 Stethoscope with Diaphragm Contact Piece (Front View)

The seven major parts of the stethoscope provide support for the instrument, flexibility

o movement for the operator, and ease in use.
In an operating cycle, the diaphragm contact piece, placed against the skin, picks up

sound impulses from the body’s surface. These impulses cause the plastic diaphragm to
vbrate. The amplified vibrations, in turn, are carried through a tube to 3 dividing po‘mL
from here, the amplified sound is carried through two separate but identical series of

tubes to hollow ear plugs.

" Piwe 12 4 Short Description of a Standard Stethoscope.
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munication Situations

Introduction: General Description
A. Definition, Function, and Background of the jtem

B. Purpose (and Audience—for classroom only
C. Overall Description (with general visuals, if applicap
' ie)

D. Principle of Operation (if applicable)

E. List of Major Parts

Description and Function of Parts

A. Part One in Your Descriptive Sequence

1. Definition
2. Shape, dimensions, material (with specific Visuals)

3. Subparts (if applicable)

4. Function

5. Relation to adjoining parts

6. Mode of attachment (if applicable)

B. Part Two in Your Descriptive Sequence (and so on)

Summary and Operating Description
A. Summary (used only in a long, complex description)

B. Interrelation of Parts
C. One Complete Operating Cycle
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ol 8 standard Bumper Jack

jptio? R
o,,cf"’l ~___general Description
jack is a portable mechanism to, ¢

du mper - ais 2 {r
mff"wndar bu h force applied with a lever. Thig |a " tie 1y

omt or

< hroug ck anay
Ther fa ca(rotm one corner of a 2-ton automohile aVes tven 5
(ed perso” Lonsists of a molded steel base supporting 4 ¢, $ta
Be-3tan

ﬂal'we jack ®% tched shaft (Figure 1). Attached 1o the ding

- r
;pe"d'w:’.sm, a bumper catch, and a cylinder for ingeryg, of
: nechd ¢ for the main shaft and leverage mechanigy, 1] A
208 | pxcep Il its parts fit neatly in the car’ + e 1ack v
dle. dismantled. Aliits p tly in the car's trynk
w‘nek operates on a |everageapnncnple, with the
The l"c8 inches and thg car only s of an inch_ during
jch @ device requires manv_ strokes to raise the car off the gfound
roke: S‘rove a lifesaver to @ motorist on some deserted roaq
si may P arts make up the jack: base, notched shaft, lavera
Fve main P d handle 18 mach:
purmpe’ catch, an :

shaft are 5 lever

the jack

operator's hang
2 narmai jacking

. rion of Parts and Their Function
0 crIPhB rectangular base is a molded steel plate that
; (T,in‘ of insertion for the shaft (Figure 2). The base
5 platform containing a 1-inch depressuqn that provides a stabilizing
 the shaft. Stability is increased by a 1-inch cuff around the well. As
wellbfaose rests on its flat surface, the bottom end of the shaft is inserted in.
1o ts stabilizing well

The notched shaft is a steel bar (32 inches long) that provides a
ical track for the leverage mechanism. The notches, which hoid the
r:ech"nism in position on the shaft, face the operator.

The shaft vertically supports the raiseq automobile, and attached to it is
the leverage mechanism, which rests on individual notches

Leverage Mechanism. The leverage mechanism provides the mechanical
sdvantage needed for the operator tq raise the car. It is made to slide up
and down the notched shaft. The main body of this pressed-steel mecha-
aism contains two units: one for transferring the leverage and ane for hold-
ing the bumper catch. -

The leverage unit has four major parts: the cylinder, connecting the
handle and a pivot point; a lower pawl (a device that fits into the notches to
allow forward and prevent backward motion), connected directly to the
cylinder; an upper pawl, connected at the pivot point, and an “up-down” lever,

provides support
slopes upward to

P 12.3 (Continued)
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Bumpar

Atch _'
holder B
Bumpar ':
catch A & i KY
Lig
Bol
ket W;
- (. st «m a
3 for
> 2N v‘\'?d 1o \l“d(
pev’ he "
A Side View of the Sy D & d!
* Slandarg gy, 1o’ .on 87
Dt }‘ \ l c‘ S]O \'Seﬁ
coﬂ MnC*‘V i 1N ¢
One A o S18° _‘ n
which applies or releases pressure on the | o th¢ . ,vel,haT
i . 2 UPDEL nawnd > 108
(Figure 1). Moving the cylinder up ang (mv,,,b,‘ PaW! by mear Ve 5 Dul“m-wn
3 JYVEL Wath 1 oy 1t
alternate release of the pawls, and thus me the hangye > de(mp" i
shaft—depending on the setting of the “yp.do ;:v.-‘f‘:lum up ¢ {he asth op i
transferred by the metal body of the Unitto the o (VL Thy 1, 0¥ \eve‘ageee\
The holder consists of a downsloping qv(“"\,.vvmﬂr CBleh hojge. “;‘beca" w:e i
. X JOVE, narti- o %
wire spring (Figure 1). The spring is mounted in <. N ally bigekgq | " sitio " o s
bumper catch in place during operation. B Way ag gy, %eScend th
bai] “:

Bumper Catch. The bumper catch is a 9.inch
the leverage mechanism to the bumper and he
bumper. Its outer ; inch is bent up to form a lip \Figure 1) wi Shape ot
hind the bumper to hold the catch in place. The two sides 6‘1‘5‘:‘:“?@!35;_
bent back 90 degrees to leave a 2-inch bumper contagy Surﬁar\é‘;i“fﬂ' an
is riveted between them. This bolt slips into the groove i 1o ;. -

mechanism and provides the attachment between the leyer
car.

Mmolded plae that an
'S DeMt 1o fit the . o

N the Ie.'n,a_“

age ungt and the

Jack Handle. The jack handle is a steel bar that serves both as lever g1y,
bolt (or lugnut) remover. This round bar is 22 inches long, § inch in diames
and is bent 135 degrees roughly 5 inches from its outer end. Its gy

Figure 12.3 (Cor
gure 12.3 (Continued)
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A Top View of the Jack Base

.ket wrench made to fit the wheel's lug bolts. its inner end is
gnd 15 8 SO m a bladelike point for prying the wheel covers and for inger
- 1 1o fof

peveleo ~;' , cylinder on the leverage mechanism.
n 1”1(\’1 = z N .
tio ion and Operating Description
conclusion ssembles the jack by inserting the bottom of the notcheg shaft
one quickY albbmg well in the base, the bumper catch into the groove gn the
into the stav! Itlamsm and the beveled end of the jack handle into the cyjin.
mechanistii.

leverage per catch is then attached to the bumper, with the lever set in
he bum
der. T

the “up" pw:?:br exerts an up-down pumping motion on the jack handle
As the 0P

echanism gradually climbs the vertical notched shaft ynul
the le»?’age ”;is raised above the ground. When the lever is in the “down’
mecars‘,vneesame pumping motion causes the leverage mechanism 1o
n. the
poSl“Ofu

descend the shaft.

Pigure 123 (Continued)
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[n an onhine document, su hoas 4 Web pag

tions such as these can casily be linked to, 14,

icks on “leaching field” would be takey 4

tion and other important information s
A slightly longer way 1o define ¢ phrase 54 '

method. You begin by stating the term. They, 4, |, tern

this item belongs to, followed by the features 1,4 ,.| | the b, a8

in that general grouping, Here are some examples o p o ey |, ity

Term Class o Featurpsy

retor: A mixing device . .
Carbu g device. .. ;n g9%0line g, ’
uelinty 3 y, " b
e O0dy .
. . : the cylinde;« " Hor ”’"‘bimx;"*'d
Diabetes: metabolic disease...  causadp, , 4 '
gland or panc,

Jes p

S0rdey of

LETS ¢ N‘MM'

Brief definitions are fine when the audience does |,
¢ Ol re A
(W
aching b g
' field iy . Vof

information. For example, the sentence about the |e

quate in a progress report to a client whose house v, are byild:.. " e

ment that requires more detail, such as a public hegly, . uildip By, ,4'
. : _ =5 cport iy,

contamination, would call for an expanded definitio;, on g Uy

Expanded. Expanded definitions are appropriate whep 4,;
detail. Depending on audience and purpose, an exPﬂndcd( :t}cc‘s Qi
short paragraph or may extend to several pages, If 3 dcvic: l-n Hon My by,
dosimeter (used for measuring radiation exposure), is beino i‘n?ud: 33
first time to an audience who needs 1o understand how thit o Oduced
your definition would require at least several paragraplhs, if , ;:rumem W
cases, your document would evolve from a simple definition ¢ e
defines and describes the device. 0 e that ing

Typical Components of Definitions and Descriptions
Etymology. Sometimes a word’s origin (etymology) can help users undersunf
its meaning. Biometrics, for example, is derived from the Greek big, nmnh&s;‘gi:l
and metron, meaning “measure.” You can use a dictionary to learn xhem;mj

most words.

History and background. In some cases, the history or background of aterm
concept, or procedure can be useful in defining and describing it. For cudes
or researchers who want in-depth information, history and background &8



& and Dast nphong m

r. tor uacts LrYIng to portornm a 1ask history and \mckgvmmd

¢ { unnecessary. It you wanted 16 tnstall a new modem
o abet” rentt dina duu’k senience "‘\“*‘““-“}L that modem stands for
4 o 11¢ " 7 y - :
AL ¢ (lator” But you would not really care about the history of

e dev c\()pt‘d-

TR L0
pIme an

W

it part of the document’s purpose is 10 teach people 1o use

P i usually helpful for vour audience 1 understand how a
fd gav L|vn| example, a manual for a garden rotouler is ntended 1o help
; e Therefore, uscrs should have a sense of how the tiller oper-

1 needs a clean spark plug, and < on, A list of parts is
ng how a device operates, AL

® ol ’

il ¥ ol . rille ‘

f Vrk. UH‘.\ ht“”‘lnc‘ x .

< o v % l]hl?'“‘“‘
ay

Lty considerations
uslbl" o levels of “chm?ahtv. \mfr \an?,uage N a definition or de-
""opﬂ o match the particular audience’s level of experience.
seds | technicians will casily understand )argon related

ts will need language they find familiar, For exa

An au-
to their
mple, the

aon P
wft f‘- § medicd
e pul nonexper

d

goten <

A qumor 82 neoplasm.
| -

¢ sense to most medical professionals. But for an audience outside

aki
: {g wou would need to unpack the term neoplasm and use more accessible
el

hﬂﬁ“‘ge‘ as in
growth of cells that occurs independently of surrounding tissue

mor 1s 8 :
h» seful function.

and serves nou

cansider length and placement. The length of a definition or de_scr'\p\ion should
kwmpriaw for your audience fmd purpose. For example, if your audience

od to know only the very basics abo‘ut a term (such as tumor), you could
Jrite a short sentence. But if your aud‘lence needed more information, you
wuld need to amplify your deﬁmtnpn with a description (say, of the process by
+hich tumor cells displace healthy tissue).

placement is also important. Each time an audience encounters an unfamiliar
em or concept, it should be defined or described in the same area on the page
orscreen. In a printed text, you can accomplish this by placing brief definitions
nan outside margin. On the screen, you would use a hypertext link. Hypertext
ind the Web are perhaps the best answer yet to making definitions and descrip-
tons accessible, because readers can click on the item, read about it, and retun
wtheir original place on the page.
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Figure 12.4 Description of an Electricity Meter.
written description it accompanies come to life.
Source: From Rosenau L. (2000, March). Working knowled
Reprinted by permission of George Retseck.

This exploded diagram helps Make e

ge: Electric Meters, Sciennfic Amerncan g

Use visuals. Visuals can be very important in definitions and descriptions. Yoy
explain as clearly as you like, but as the saying goes, a picture is worth g thousad
words—even more when used with clear, accurate prose. The cutaway duga

(top view) in Figure 12.4 is a description of an electricity meter, designed e
general audience.

Use clear, concise language. Use sentences that are brief and to the poisk
Provide readers with the most important information quickly. If all vour asd
ence needs is a one-sentence definition, don’t write a long description, no nie
how interesting you think it might be.
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ern that is Most consistent \\.ri\h Your purpose. If you w
OB W s hing Io(;).ks o‘r “.rli;a‘l Pi:;\s it hf“s" Use & spatial sequence:
ailE e YU AR S | YU want 16 describe how
P works, use @ functiona chliefkc- escribe the W(?rkmgs (functions)
pethin® and if you want to describe how something is assembled, use 3

\'icc- N o n = ». w B ' e 5
f_ml cequence (see Brief Instructions” and “Procedures in (-haplcr 1
’ .

: .omet
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= ChBCk“St for Definitions and Descriptions

™ length of the definition or description suited to its audience and purpose?
: the expanded definition adequately developed for its audience?
‘ I:,e Jisuals used adequately and appropri.ately?
+ Does the definition appear in the appropriate location?
 Are COMPBrisoNs and examples used to enhance understanding?
+ Are any details missing, needless, or confusing for this audience?
» Does the description follow the clearest possible sequence?
» Will the level of technicality connect with the audience?
« |sthe language clear and concise?
+ |sthe terminology precise and consistent?
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contents, appendixes, and an index Like shory !

'l ‘"
a7 b e
als rely on reparis g, '
decisions ona range of matters, trom the Possil OF g

e
ication 1o the environmenial risks posed by “u.|,“,,.:'i' AL ?
Long reports are called for in Situations \\},U.,\ f_ "Ming \dd; " Py
information, \l'.nisli(_’s. and background Intormag g, DG e
ample, your team of engineers needs to, m ,
best site for a toxic waste containment fie

reports present ideas and facts lo Interested p
andiences, Technical profession

1} :
Ne wheo
ake far "achin.

Id. You have 2 % decys O

; : Yeral (s
: e , o consulting gy, 10 repn, My,
mformation. Their resulting product, 4 long, report d T on 4 -r‘q“
‘ A . 2 LU n \ e .
ditions of potential sites, might contain an appendi bing the w-," ey
. ‘ W s
of topsoil, groundwater, and other conditiong "h der s

‘hlp_l Sz i ((h.
L 'm

and make a decision, so you hire

Audience and Purpose Analysis

Do your best to determine who will read the
is addressed to team members, it may be sent op Gt O
department, or sales and marketing. If you cap learn aiy, o anager, ‘h:pn“
members in advance, you can anticipate their Varioys n)l.” the agyyy ,,x“‘um
report. Before you start the report, be clear about it 1y, "

: : true p ey
you may be under the impression that the report js imcnqj ;‘ﬂn h‘
audience. But after some initial research, you learn thy, YOUT manaeey . 0"
3 \dndgcr To
alk

you to recommend an action, not just state the facts. Recommen +

from informing, so it’s important to understand the rcasn11m~mdm'
report in the first place. For instance, the writers of ‘hL l:'.(r)g-
cerpted in Figure 12,5 made it clear that the audience wyq : “esc\r
and others making decisions w -~ l:“?fl)sla l‘ i
document also has a clear pur ol SL‘ _“"{l_tsei.
pose of this report is . . ” Uction,

report, For im!mw

."ﬂu (,(1
5¢. For e

hether or not 1o produc
pose, stating clearly in the

Types of Long Reports

Causal. Causal reports are used in situations where vou need 1o explin
caused something to happen. For example, medical rescarchers my need to
plain why so many apparently healthy people have sudden heart attacks O
might need to anticipate the possible effects of a particular decision, sy, the
fects of a corporate merger on employee morale,

Comparative. Comparative reports are used when you need to rate similar
on the basis of specific criteria. For example, you may need to answer questa
such as “Which type of security procedure—firewall or encryplion—shouldd
install in our company’s computer system?”
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|y reports are used when your purpose is 10 asse

: !".'Nluhul 0. For example, if your company needs t know whethe

jbi"w' dea of ¥;|J'u;|ifv the cost of an interactive Web site, You would ncecl
‘ \:.Im('| acs;‘ril7t’ the results i‘n a {easibility report.

Pl e categories overlap. Any single study m

Jo¥7 s thE ches. The sample report in Figure 12
1w a 1 AL S

‘.(.\l }

gned 10 &
5 W

ss the prac

ay In fact require yor

9is an tXample. Thy
newer the question, “Should the state of Georgia use an

' Model for Long Reports
a

Genef ur audience and purpose, do some basic research, Then sketc]
mal."z;-“g.}\:uh headings and subheadings for the report
‘ thine
,ﬂ,ugh o e introduction engages and orients the audience and provide
0. [b“icﬂ\' as possible for the given situation. Often writers who are fa
und s OF )dl;d are tempted to write long introductions because they have
he P(ri(kno‘ vledge about the product or issue. But readers don't generall

' de“‘;'(‘; gorgia faces two issues that may provide a unique opportunity for rural
e State o,omh. The firstissue is that major urban areas of the State have air

omic %te ms that will require actions to reduce sources of pollution. One major
fiy pro urce 1s from exhaust emissions from cars and trucks. The use of

Wseoluel sources such as biodies.el can make a ;igniﬁcant reduction in certain

e missions, thus reducing pollution and improving air quality,
wTuhs; esecmd issue facing the State is depressgd crop farm incomes due to low
~atket prices for the many oilseeds produced. Prices for soybeans, cottonseed and
ueh quality peanuts have been at very'lqw Ievel; for the last four years. These low
2 s have reduced farm incomes. Ad_dmonallly, disposal of animal fat by-products
:?W vegetable oils may become increasingly difficult in the future.

The opportunity for economic growth resldes In the processing of these oilseeds
and other suitable feedstocks produced within the State into biodiesel. The new fuel
canbe used by vehicles traversing the State, thus reducing air pollution and
wowding another market for Georgia produced oilseeds while creating a value
sdded market for animal fats and spent oils. The benefits of biodiesel go far beyond
the clean burming nature of the product. Biodiesel is a renewable resource helping
reduce the economy’s dependency on limited resources and imports. Also, biodiesel
wi heip create a market for farmers and certain feedstocks and help reduce the
smourt of waste oil, fat and grease being dumped into landfills and sewers.

The purpose of this report is to provide decision makers with information on the
easibuity of producing biodiesel in Georgia.

I
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Potential Drawbacks to Biodiese|
Biodiesel can be COrrosve to rubber m
be stored in concrete
to be reduced in size t
petroleum prices, bio

atenals ang hiner
lined tanks. In some ca

0 create a higher cylin
diesel 1s more costly to
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Georgia Diesel Demand

According to the Petroleum Marketing Monthly, Published by e Energy |ns
tion Administration, 4.64 mitlion gallons of diesel were sold per day gv Intormg.
2000. This included all diesels, low and high sulfur, autg ang tarm, amg bty
about 3.89% of the national annual demand. ey
Several institutions that are influenced or controlled by the g1ane
are large users of digsel fuel. Demand from school districts iy the metro Ay
(21 counties) amounted 1o 9,702,798 gallons used in 2000. MARTA sUimates :?
6,644,070 gallons of diesel in 2000 Finally, the Georgia Department of Trangsomy
used 1,521,957 gallons of diesel in 2000 statew; :
use close to 18 million gallons of diesel p

: : : |  the amaunt of
diesel used in the Metro Atlanta counties during 2000,

The Biodiesel Production Process

The technology of converting vegetable oils and animal fat

$ 1010 biodiesel 15 2 wel
established process. Th

main products - methyl ester (biodiesel)

thatis recycled back through the system. The prnmary product, methy! ester, is

better known as biodiesel The glycerine and fats can be sold to generate added
income from the process.

 Qlycering, feed quality fat and methanal

Figure 126 Body of the Biodiesel Report. e g
= i 3 . > o le

Source: From “A Study on the Feasibility of Biodiesel Production in Georgia” by b‘n

Shumaker, et al. February 3, 2003, Reprinted by permission of George A. Shumaker.
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M L asscen in the portion of !h.c
c'clu"_‘;u;mn is important hccau'tc it answery the questions th
he "“':;mc analysis. In the conclusion, YOu summarize, interpret, and recom-
spaf ¢ \uhnl‘!‘h you have interpreted evidence at cach st

: age of vour analysi

e | el | \ sis

et ‘)n(hl“i““ presents 4 bru.ul‘ Interpretation and SUBRESES a course of actior;

.( > v - d " > - l

your ¢ P yropriate. Your conclusion .s.h(-)u\d Provide a clear and consistent per

Jhere 'e n the whole document. Don't introduce new ideas, facts, or sratistics in
A i)

mnch’s‘on'

at originally

the

jusions . ‘
%‘1’;‘; exist a variety of potential feedstocks both in Georgia and nearby states

yld be utilized to produce biodiesel. Th_e_se feedstocks vary sianif;
| :’::: gepending on supply and demand condition as well as '“arrletgsuui::‘:{ in

-onditions. Feedstock Costs represent between 50 and 75 percent of the cost of
producing biodiesel, and thus a reliable source of low priced feedstocks 1s critical
o success. A 15 million gallon biodiesel plant would require about 27% of the

«egetable and animal fats currently available within the state of Georgia, This

tacility would produce 750 million gallons of 2% blend for approximately twice the
| state demand. A 20% blend will create 75 million gallons of B20 or (G ghly 0%
e Georgia diesel market.

The processing technology for producing biodiesel is well established and
presents little technological risk. The production of biodiesel is a very efficient
process, returning about 3.2 units of energy for each unit used in production.
Biodiesel is thus an excellent renewable fuel source. Biodiesel can be very easily
ntegrated into the existing petroleum distribution system from the handling,
chemical, physical and performance perspectives.

Lacking government mandates or subsidies, a feedstock cost of about 10

cents per pound or less, given current diesel fuel prices, is needed for biodiesel 10
be cost competitive.

[ R —
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fechnual sections. Users van refer to any of the
together, according to their needs

Title page. |he mle Pagc gives the FEPOTL title 1
then athibations or the name of the Organzation \
the title announces the report’s purpose an

subie. s

such as analysis, proposal, feasibility, or Progress o
d » 15 In § Py
n
n
. "
Letter of transmittal. Many long reports inc lude 4
4s i . SACler o
to a specific reader. This letter might ) ity
ittal .
‘ ) ’ !']dr
* Acknowledge individuals and OTRANIZations thy ey
* Reter (o sections of special interest Iped vy |
. . 3 . e
* Discuss limitations of your study Pon

' | ‘ | Y OF any problerm. N gark
* Discuss possible follow-up investigations -

ering 4

s 2 y Uy
* Offer personal (or off-the-record) observatione a
Urge the recipient to immediate action

If a report is being sent to numerous People who 4
C v

o St - Sz R 2 . o AT1011¢
bear various relationships to you, individual letters of try usly

Wali
NSmityy) : ‘llhtd

‘1"{ vdf‘(

Table of contents. Help readers find the information they're |
viding a table of contents. In designing your table, folloy (h:\:'htmg b .
* Number the front-matter (transmittal letter, Py
roman numerals. (The title page, though not listed, is
Number glossary, appendix, and endnote PAges with ary }‘:vunlcd as
tinuing the page sequence of your report PrODET. in wh: 4 - umery)
page of the report text.
* Include no headings in the table of contents not listed
headings in the report; the report may, however,
listed in the table of contents.
* Phrase headings in the table of contents exactly as in the report
* List headings at various levels in varying type styles and indention
* Use leader lines (......... ) to connect headings to Page numbers, Ajio |
of dots vertically, each above the other, 1B g

al)dt‘ a(‘ ) a 1 n
p ke\ “‘ h Owey.
N

dy headm

contain Suhh“dings m.

List of tables and figures. On a separate page following the table of contenty’
or integrated with it, list the tables and figures appearing in the repor,

Abstract or executive summary. Reports are often read by many people; re-*
searchers, developers, managers, vice presidents, customers. For readers who e
interested only in the big picture, the entire report may not be relevant, o most
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"n“,nh. prec cded by an abstract 1short
1 bricf description, vou explain the

U an cxwcative sum-

'€ e

X L in U nclusion. Bu i 1ssue. desanibe how vou
Witk » yOUT CONCIUSHK SY redde 1
:«”'\ | ind s1ate you : ¥ redders can then flip through the
@ el 107 sections of importance o them
aret s s . N
ot g our abstract. follow these suggestions
y Y

e your abstract stands alone in terms of meaning.
. ﬂ««‘ ;(»r 3 gt‘"cml audience. Readers of the abstract are likely to vary m ex-
Cwrite ' haps more than those who read the report ise
hnical data.
new m!'ormatipn. §imp|y sumrparif.e the report.
vour information n the following sequence:
dentify the issue or !wcd that led to the report.
Offer the major findings frnn_\ the body of the report.
;. jnclude a condensed conclusion and recommendations, if any.

i . If; therefore,
PE  jate all 1€€

.\dd na

st
. Pre

gixes. Add one or more appendixes to your report o you have large blocks
i other documents that arc relevant but wil bog readers down if

of m.;lgrl;llhgfmiddlc of the document itself. For example, if your report on th
. : :]eclridt-" at your company refers to another report issued by the loc:l

,‘11‘ 0 ompanY; you may wish to include this second report as an appendix
u(ﬂnt);:; tems that belong in an appendix might include complex formul;ls in-

O:m qucgtions and responses, maps, PhOtO_graphs, sample questionnaircs’and
tm:lak d responses, texts of laws and regulations, and the like. Do not stuff an.
wub ixes with needless information or use them unethically for burying bad ‘\))r

l:,arrassing news that bclon%s in lhc? report proper. Title each appendix clearly:
Yot ik A projected Costs. Mcnuor'n the appendix early in the introduction,
nd refer readers to it at appropriate points in the report: “(see Appendix A)”

See, for example, Appendixes A and B in this textbook.

glossary. Use @ glossary if your report contains more than two or three techni-

al terms that may not be understood by all audience members. Use standard

definitions in your glossary: Refer to company style guides or technical dictio-
naries. If fewer than five terms need defining, place them in the report introduc-
ion as working definitions, or use footnote definitions. If you use a separate
glossary, announce its location: “(see the glossary at the end of this report).”

List of references. List each of your outside references in alphabetical order or
inthe same numerical order as they are cited in the report proper.

Nc.x all reports have all of these supplements. For example, the biodiesel report
'[Flgure 12.9) omits the letter of transmittal because this report was presented
in person. And, in that report, the introduction (Figure 12.5) also functions as
the abstrac}. No glossary is needed because the opening pages present an ex-
panded definition of biodiesel, its uses and production. A long appendix con-
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taming caleulations and tormulas has been omitted here, to save Space, Finauy
there i.s no formal list of references because the bulk of the research i based or;
public sources or hired consultants, each cited in the text (as on Page 10, boy_
tom, in Figure 12.9), .

For examples of manv of these supplements in a student-written report, se,
“Feasibility Analvsis of a Career in Technical Marketing, “ on the accOmpanying

Web site, at www.ablongman.com/gurak.

Usability Considerations

Clearly identity the problem or goal. To address the true purpose of the Situa-
non, vou must caretully identify vour goal. Begin by defining the main questions
nvolved in the report and then outlining any subordinate questions. Your legis-
lator, for example, might posc this question: “Will producing biodiesel benefi;
the state of Georgia?” Answering this question is the main goal of the report;
however. this question leads to others, such as “What are the drawbacks of biodiese]
use?” Create a goal statement, such as “The goal of this report is to examine and
evaluate claims about the production of biodiesel in the state of Georgia.” (See
pages 276281 for the complete Biodiesc] report.)

Provide enough information but not too much. Any usable analysis must address

€ needs. interests, and technical expertise of your audience. A long history of
the development of the pacemaker may be interesting to you but inappropriate
for vour report. As vou plan the report, find out how much of the information
vou've gathered readers need in order to make a decision. Also, make sure vour
technical terms are not too complex for your audience. If you have a mixed audi-
ence. provide a glossary where readers can look up unfamiliar terms. If your re-
port 1s posted to a Web site, vou can use hyperlinks for glossary terms.

Provide accurate information. Make syure your information is as accurate as
possible and, to the best of your ability, without bias. Use reputable information
sources, particularly for statistical data. Be carefy] when taking information from
the Web; Web sites often sound credible but cap be based on biased or inaccurate
information (see Chapters 4 and 5). Also, make sure you interpret information
fairly and provide valid conclusions based op, your best research. Assume, for ex-
ample, that you were writing a report to fecommend the best brand of chain saw
for a logging company. In reviewing test reports, you learned that one brand:
Bomarc, is easiest 10 operate but also has the fewest safety features. Both pieces of
information should be included in the report, regardless of your personal prefer”
ence for this brand.

Use approp "', " vieusis, As di.scussed in Chapter 9, visyal information can ”_’3'( c
complex statistics and numeric data €asy to understand Graphs are especid y
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Source: From “A Study on the Feasibility of Biodiesel Production in Georgia™ by Professor Geori
Shumaker, et al. February 3, 2003. Reprinted by permission of George A. Shumaker.
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Figure 12.9 (Continued)
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Use action verbs. Fspecially when recopny,
verbs suchoas evamne, evalwate, determn, ur ¢

Pyt use determamation when you e detern

/ ﬁ
§ o Checklist ior Long Reports

* Does the report grow from a clesr dudence a4
* Does the report address a clearly identifipd prob
* |8 the report’s langth and information adequme
* Is the mformation accurate and unbiasad?

* Is there enough information for readers 10 mak
* Are all necessary components (mcludmg front
* Are visuals used whenever possible tg aiq o
* Arv headings informative and adequate?

* Are action verbs used generously?

* Is the level of technicality appropriate for th
* Is the language clear and concise?

Putpoge anal
lem or goap
Gnd app!r)or.i.p ‘

o he

"reer)
& an mlmmod 020189

and engd Matter} pe

Widady
Mmunicatign? )

¢ intended dudience?

Proposals

Proposals encourage an audience to take some form of direct a
rize a project, purchase a service or product, or othe o,
for solving a problem. Although proposals often
ments as reports, they have one specific PUTPOSE: 10 prapose an 2t

of actions. This purpose differs from MOTe generic reports, yh; -;,hfm o sen
for other purposes, as noted carlier. Proposals can be called t'or\|r\kaﬁt?
situations: a request to fund a training program for new cmpmwinmd
tion to change the curriculum in your English or biology dt’partmm: '\u
the USS. Defense Department on a missile contract, Dcp:'hdingon the \“”‘d.
proposals may be short or long and may be written in the form of 3 ; By
letter, or a memo, i

: on; tg
fwise SUpport 5 SPeafyc
Lontain the ym, basic o,

Audience and Purpose Analysis

In science, business, industry, government, and education, proposals are writg.
for any number of audiences: managers, executives, directors, clients, boad.
members, or community leaders. Inside or outside the organization, these pes
ple review various proposals and then decide whether the plan is worthwhi
whether the project will materialize, and whether the service or product m&?
At the most general level, the purpose is to persuade your audience. More sy
ically, proposals often answer questions about the nature of the problen &
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1.¢an be
N 3 varie 3
€eS, 3 Sugpa,
nent, 2 bi

the situato

of a report.a

) Reports 283

penehits of your proposed pl
lan

Lot
L Comnlae

dates, schedules

g5 0f proposals

\sl{'~ may be \t'll\llkd b, Un\”"kﬂ\‘d \n‘tlkll |

A o " I €1 \ 2

prot 1”“\[“{ by a Jient or customer, For e ‘."'\“‘vn\ arsl

pee " yecializing 10 highway CXample, i those that have

‘ H'wl“”” SpE 4 phway construction YOU represent -

s : Y n " an eg

et RET from a local township asking M MaY receive n engi

B YOu 1o big £ 4 Tequest tor

‘}“M PP 1S 1ssuc | to
n REP 181 d to numerous comp 3 :
PAtes T0ad project.

; all the others. U ‘ v and v
qack up against hers. Unsolicited proposals | T proposal will n
y $te . "W o Aals have nee
s 1 |f you arc & new advertising agency in 1 \ave not been specif; LL\\d
OWn, you chhcally
+ YOU May )

al radio stations sug rasti
) gesting that 1
> : ICY USC
‘ YOUr

1o l(‘\‘ e
_!}\ SCNd out ‘h“n

10l

' } AL TR -
certist! gency for their
1s¢ the
0 5pcnd

Juct OF SeTVice. For an unsolicited proposa

19 needs.
audience for 2 solicited proposal has made 1}
« aue the rec

jucst

as much time intr ' '
ntroducing yourself or providing | et
ding b '

n\\‘K‘ oL

‘ (s » o] Hld
metime k-\nk'd \| ‘\ l
L S P O (l

» Pro¢

ol the | o
¢ u will need to catch your readers’ attent
! 1on q

~: <ales), YO

s n \.llkh). )

al . for them 1O continue reading; uickly and ¢

i ading: perhaps by printing a and provide
; $ 4 Price comp

Ive
on the first page, for example.
and unsolicited proposals can take the following f
) lorms.

m“‘l“ ;
i fecs 4rison

\’,!’ you G
licited

goth sO
Plamli“g proposal. A plannilng proposal offers solutions 10 a proble
o for imP“‘""mf’m- [t might be a request for Runding1a E‘\ 1-:“\;“\‘” sugges-
aewspapen an archn.cclural .plun for new facilities at a ski ‘m;.t ‘nr‘ \‘ :\L N
clop enerBY alternatives to fossil fuels. Figure 12.10 is a short p‘\‘m,;n‘\‘,d:] e
ihat Was solicited and will be used internally within the company «*_tv\f‘:\‘«\_‘;\}

Corporation has contracted a team of communication consultants to design in

house writing workshops, and the consultants must convince the client that their
methods will succeed. After briefly introducing the problem, the authors develop
their proposal under three headings and two subheadings, making the document

aasy to read and to the point.

Research (or grant) proposa
emist at a university might
ion Agency for funds to id
licited by many agencies, includ-

posals are s0
and the National Institutes of Health. Each

delines for proposal format and con-
and carefully articu-

crally be other
perts. Other

|s request approval and funding

Research proposal.
address a rescarch proposal

for research projects. A ch
10 the Environmental Protect
in local groundwater. Research pro
ing the National Science Foundation
agency has its own requirements and gui
tent. Successful research proposals follow these guidelines
late the goals of the project. In these cases, proposal readers will gen

ientists, so writers can use language that is appropr!
by students reqt

mesearch proposals might be submitted

graduate research projects. In Fi 11, the writer usct
Was i ‘ -  the prograd

and was careful to relate his researc als of the prog

entify toxic contaminants

ate for other eX
or under-

jesting funds f
\‘L‘d torm

i the px‘c.\(\‘i
m.

gure 12
h to the g0
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Danr Mary

Thanks for sanding the writing samples trom ..
YOur +

Horo is what wa'te domng to design 4 reBhatic appro, o TR g
Assossiment of Neods | O
Altar conferring with technicians in both Jack’s g 1

onalyzing thei writing samples, we identifieg B 'S royp .
*Improving readability ~Ehy of Moo, h

e achioving pracise diction

s summanzing information

* organizing a sot of procedures

« formulating various memo reports

« analyzing audionces for upward Communicatg
* writing persuasive bids {or transter or Promotign
* Writing persuasive sufgestions

Proposed Plan
Based on the neoeds listed above, we hayg limite

to eight carefully selected and readily achievablg i

d our jne
Strugy

Qoals. O Packyy,

Course Outline. Our eight, two-hour sessions

1. achieving sentence clarity

2. achieving sentence conciseness

3. achieving fluency and precise diction

4. writing summaries and abstracts

5. outlining manuals and procedures

6. editing manuals and procedures

1. designing various reports for various purposes
8. analyzing the audience and writing Persuasively

Classroom Format. The first three meetings wil| be lec
weekly exercises to be done at home and editeg collec

are Stfuc[l”ed
as fO“OwS

students will have begun to appreciate writing as a deliberate process.
If you have any suggestions for refining this plan, please let us know

€ 12.10 Planning Proposal.



nyRepors 2B

1 Lannon
s pewoody

nr Johr
1 Sorre
March 16. 2

' sal for Determining the Fansibinity ot Markee
ad Western White Pine eting

S bie ) pe

.u(ﬂ‘
U oy four decades, huge losses of weste
v mz orthern Rockies, primarily ﬂ““butat;\: mh‘\‘w"hg:w have oc-

(o dhe attack of the mountain pine beetle. Esumated annUD-\“e blister
wst 8 liion oard feet Because of the low natural ,es‘s‘ana mortality
18" phster rust, this high mortality rate is expected to comc‘r‘iu(: W;“‘:

nget-
s not harvested while the tree 1s dyin
g e 0 A0 (watp and crack. The sapwoot 1 s
colofed py blue §tam, a fungus carried by the mountain pine beex\e‘s dis-
e in continues 10 stand after dea_th, heart cracks devel 3
work together 10 cause degradation of the lumber and cgg' These
sequeny

Yy
white piné !

sratement of Problem
e pine mortality reduces the value of white pine stumpage because th
se the

; ber market will not acce tit. Th
commeraa‘l jum et Wi ptit. There are tw R
i this problem: First, in the face of rising demandoi‘:)\ra ‘ajo‘c‘)?iphca‘
, vast

fons © :
lie unused; second, dead
amounts ©f timber ; second, dead trees are left to »
e woods, Where they are rapidly becoming a major fire :::a\:g“;:ate .
ere in

porthern 1dan0 and elsewhere.

sed Solution
ossible solution t0 the problem of white pine mortality and waste |
eisto

|
|
5
earch for markets other than the conventional lumb
e
’ faw years have seen a burst of popularity and growing ;e“r:\z:::tg The last
ored barn boards and wormy pine for interior paneling. Some fi or weath-
’ the country are marketing defective wood as specialty rod"ms around
firms call the wood from which their products come "distpressu%l?' i
will use hereafter to refer to dead and defective white p‘mee\ O aterm|
white pine will quite possibly find a place in such a market ) Distressed

Scope
To assess the feasibility of developing a market for distressed white pine \

plan to pursue six areas of inquiry:

1. What products are presently bei
_ eing produced from
what are the approximate costs of production? dead wood, and

Figare 12,11 Undergraduate Research Proposal.
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2. How large is the demand for distmssedwOm, ’

3. Can distressed white pine meet this demand ap Oductgy
meet it? S Well ag Othey

4. Does the market contain room for distressed

5 What are the costs of retrieving and milling d,st:';‘: Ping?

6. What prices for the products can the market bag,y - White Ding

Methods

My primary data sources will include cons

Professor of Wood Utilization, and Dr. svlé';ag(;?s With ¢ Jamg

mist—both members of the College of Forestry, W"d!";a“- Forpg Ez Hi,

also inspect decks of dead white pine at Severa| l;e. and Range ?no.

processing mill to evaluate it as a possible base ofcanons ang o.M

round out my primary research with a letter and teleph operanons_

cessors and wholesalers of distressed materia| Phone sury

Secondary sources will include publications op, the

ber and a review of a study by Dr. Hill on the uses of de::i:hqf Oeag

e ping

By of Dro.

My Qualifications
I have been following Dr. Hill's study on dead white pine f
June of this year, | will receive my B.S. in forest manage”?f Years |,
lar with wood milling processes and have firsthayg - oM fan.
logging. My association with Dr. Hill and Dr. Bergman ivexper'e““! it
portunity for an in-depth feasibility study. SVeS mg the op-

Conclusion
Clearly, action is needed to reduce the vast accumulations of gagg whi
te

pine in our forests. The land on which they stang is among the

ductive forests in northern Idaho. By addressing the six areas ofo ‘Snt o
mentioned earlier, | can determine the feasibility of directing cam?laﬂw
labor to the production of distressed white pine products. With your amj
proval, | will begin research at once. :
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sales proposals offer services on pragyy, be solicited or
P ol '-I.ilcd. several firms may be COMPEling {or the . Ny,
% " snht ey hY O LOMMIEee apaynag
, e ral
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L a0 your
wveral arhey, Sales Proposals
| m i the situation calls far the
J ters
WM 5 l(
\ L&

L1 he stttation
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Lung Mepors 287

s iy NMay

M 1o e |,“"
,v()pns.ll. you tollow the Bindeline,
S i ]
a longe! ln. you have cear headings, 4 T
qulf" l""kc s ?
apld

A iccensfy) slex pirgy
¢ yaR<r o CUsStomers that your product of YTV Wrpaswes 1haose of any
ml": sersuades the sample sales proposal i Figuee | 12, the

e Sé
I3 L 5 In
l’.’- “()rv :

y is best for the job, what qualificaticy,,
1 inery v , : . 3
con P‘:\ macht e involved, What you indude in
54 ' 3
J\\'|1-" L";-‘ s from the chient or by ”“"”“K"
sdehines
nde {5 e s,
py the & our audicnec nee
LTRR )
u()n ;
ma

Wriley l‘!p‘.\ln\

'PANY Can affer,
al i

.Il\ can
A siles Propos

determined
analysis

o the Kinichs of oy

components of Proposals
Wpica| ing your audience and purpose analysis, you shoyld perform some m
Aftes conduclt‘l"ﬁ)):_ example, you might look into the
i pescarcil-
basic

very lates technology for

lem or doing the project; compare the costs, benefits,

., the proble hes; comact others in your field for their suggestions: s
\’lﬂgf rious approaches;

packs of ¥a

; L ey
enerate a rough outline with headings and subheadings for
and so on- T;h,‘;.';leg outline in Figure 12,13 is general enough 1o adapt your
oposa .
e PIPRS )
ific situation osals can be short (letter or memo format) or long (re
Asnoted.lpropprop osal, include the components and suppleme
on ’ . -
mat). Foga_n 4 ling report: abstract, introduction, body,
. c I < v =
wnta";nclude a letter of transmittal, e
dixes.

and draw. | 125 |

port for.
nts ordinarily
conclusion, and appen-
specially if your Proposal is unsolicited.

A background section (sometimes used as an immduc\iom can be
e In Figure 12.10, the writer's opening sentence (*Thanks for send.
b lop}g- nsamgplc:s from your technical support staff”) provides a quick Kes
ingthe w?u}?egcomext for the project. This sentence is brief bccaug the writer
mierio -{ that the reader is very familiar with the project. For a new au-
(Dl'rcct],‘ assumes T d 1o be cxpal‘ldt’d into a h)ngcr p'.l[dgl'ﬂph
ience, this single sentence might nee ; antsinastatement
diease, ject. The background section may contain a state
of background on the project.

' et ay take
fthe problem or issue. If the topic warrants it, the background section m W ta

of the pro 4
up several pages.

: B et ay wish to
Objective. If your audience needs this information st“‘d ‘“‘"V:‘::“ ‘{u offer 3
provide a clear statement of the proposal’s objectWes:‘ Ourtﬂl:i':t
| -—
Plan to make areas of the library quiet enough for serious study

sal 1s short or
Clear statement of what is being proposed. Whether ym‘lr‘ .;:ir‘(:‘::;swh‘n btk
bng, Make it casy for your audience to locate the exact details
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Subject Proposat to Dig & Trench and M,

Ve §

"N e
Dear M. Havar:

I've inspected your Proparty

and woy\g be han,
Scaping project necessary for

the devnh)‘)mm~t‘;>,‘“.' ¥ the
YUUr v e ']:!‘
The backhoe | use cuts a span 3 teet wige
feet—more than an adequate depth for the mainjig 00 as
Because this backhoe is on tracks rather thap yea. - P'Pe v

erated, it is particularly efficient in Mmoving roekg

years of experience with backhoe work
similar to this one.

and can din :
D
‘S and S hy L lo Ia;
| havg Morg . - gq
and haya : Wafy,

a0 by

CO”“D";}Q‘;;’j
After examining the huge boulders that p) 50 your
convinced they can be moved only if | dig out underneay (mnpfepﬁmmr
pressure with the hydraulic ram while you pysh forward g men Uwarg
with your D-9 Caterpillar, Wuth this method, we cap Move gng, Ol
enable you to farm that now Inaccessib|

: e tract BE(‘,‘duse of itg Dwmu t0
larger backhoe will save you both time and money in the long ryn

ock aCcess

This job should takg 12 to 15 hours, unlefss Wi encounter SUDS“’?aceleogE
formations. My fee is $200 per hour. The actthat | provide ™Y 00 dynapes
ing crew at no extra charge should be an advantage tg yq because yy,
have so much rock to be moved.

Please phone me anytime for more information. I'm sy

& We can do the i
economically and efficiently.

sre 12.12 Sales Proposal.

Figure 12.13

Pro‘\o,\i n}."-
..Pnjpoﬁcd .
the details ¢

Budget ant
and budge
countant
the propo
lishing a t

Usabilif
Understa



. con

gudget and
and budge
ountant
the propos:

hhing &

Usability Consi

Understand the au
sons to meet their §
do for me’
dient’s
panning proposa
needs and then moves

pro

non
{ Problem andd Ohjoct

nons ol V«‘l'\nv\nu\

Pl Lo M
o Ju.UH‘(JH“HH“HH|ng

Budv "

el 1 Die
" 1e! | 1 l ]
¢ arials ANt quipment
!
g Ave jable fFacilines
f N.\.-u:mi Facihues
Cost

G
‘\‘n‘\‘“‘(
Feas hihty

§ Results

clusion
qummary of Key Points

B Request for Action

A (;(‘l\cf.l‘ P 0]‘0_\3\‘ ()\lllil\c That You Can i\d u
: ’ ‘.\‘“ to Your Situa 1
r b 100,
. “-\‘-‘“‘.‘h p((\‘\()ﬁi\‘ \'hﬂ\\'n il\ ‘:i\:\\‘l‘ 12 \\ “\C ‘\\\ d \\L \d. |}
v ' X caQny g‘
ik‘l& o warn \‘ \hk‘\_' want 10 se¢

" s the obvious pl

ace for reac

osal involves financial costs, make sure your cost
to understand. 1f you work with an 1\
1o check your figures. If
Us g,u'\dc\'mcs for estab-

If your prop
ccurate and easy
_ask that person

ou follow the clien

costs.
ction 18 &
¢ financi
1, make surcy

1 8¢
al specialist

or olhc
al 18 .\\)\iCilL‘(

budget.

derations

dience’s nee
pecific needs.
proposa\
ations, and
10, the W
0 a propos

ants specific SUgBes”
Their biggest question 18 cwhat will this plan
demonstrate & clear understanding of the
then offer e solution. In the
riter begin t of
ed plan of actiot

ds. The propos;\\ audience W

2" Make your
¢ assessmen

blem and expect
| in Figure 12. s with 2 clea

quickly int

A
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laintain a clear focus on benefits

‘\'}lnﬂ.«_
hat they will gain by

<”I Ibl'

adopting you, pl
wludes a numbered Jist of exact|

¥ ﬁ.}u! !
chnical support st

' Lk
aff 1akes the in\mun:m

se honest and supportable claims,
f money as well as contr
gal foundation. False
tation but also invite |

Becays th
actual ()|)lig;l114»l|'-. I
Promises noy only d

AWsUits
wake sure you say so, |

'rl,;a(,,,,j

dMaye |}

1
|

wWrn

Af the Solution,

: ',‘rnn,?!,,‘.: "
: orexample, if yoy g, PrOBGIng (T en, >
rver, make it clear what Capabilitics ths server } BT "
. . v ids 4 1 I
nder certain arcumstances, A wel) A
a? » "
. . ~ . A "f‘
se appropriate visuals, See Chapter 9 fo, a discy, A
u ,‘.vl'),’j !,f Vi al
Vrite clearly and concisely. Make gyre your docyy
; - et
on verbs, and avoids puffed-up language or tery, this " Meagyy, lead .
udience. If necessary for 4 mixed audience wigj, diff(.,'l' are 10, echn,, %
glossary. M8 technicy |, . ™
4
Ise convincing language. There is NO need to be gy
] ‘ W W "
ou are trying to sell yourself or your ideas, 50 be sure 4, 1 Wiiing Pl
: : h Write 2 d,
vill move people to action. Use statistics (“for the thirg Year * 4 Qotymen o
as been ranked as the number | architectyre firm in the Mi :jn 1O,y by
. [ $ ‘. P ! oy "‘vt'\t i
entences (“We know you will be satisfied with 1he results™) 4 dmag
Checklist for Proposals
* Are all required proposal components included?
* Is the problem clearly identified?
* Is the objective clearly identitied?
* Is the proposed plan, service, or product stated clearly and prominenty?

* Does the proposal demonstrate a clear

understanding of the client’s problem zng
expectations?

* Is the background section appropriate for this audience’s needs?
* Does the proposal maintain a clear focus on benefits?

* Is the proposed solution appropriate and realistic?

* Is the cost and budget section accurate and easy to understand?
* Are the claims honest and supportable?

* Are all foreseeable limitations identified?

* Are visuals used effectively?

* Is the language convincing and precise?

* Does the tone encourage acceptance of the proposal?
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1

¢

.

’GCUSJ ‘_! “.\hnlk'

g -

["l/‘l | ¥
WINT'NG' (lh('msc a su.ltmtum and an audience, and prepar
‘ | defimuion specifically designed for this audience’ ‘l CIdnf
: °F =4 d ce's lev
ganding: In addition to the usability considerations nnuc .
| pages

et ;
unts guidclmcs:

o st these
o o the tevel of detail. Definitions vary greatly in length and d
pectde * 1 few words in parentheses to a complete essay. How c‘;

ssay. muc

cqil: 0% yudience need in order to follow your expl
ns ¢ . Xp ana"‘On or y
grasp

oul P ' ‘ g

yml ‘ the tert premsCly. I'he narrower your class, the clearer

\eaning: stress 1S classified as an applicd force; saying that stcmsoRr

fnee - weals v o " £as . . S 1S

e OF takes place w‘hen ... fails to reflect a specific classificatio

) 1S prcciscly classified as a metabolic disease, not as a medi n.|
2 ICa

L ’ ly. 1f istineui

D'.’-ﬁ,n,,,uatc the term accurately. the distinguishing features are too

proad, they will apply to more than this one item. A definition of brief

as 3 "legat document used in court fails to differentiate a brief from all

other legal documents (wills, affidavits, and so on).

Avoid circular defintions. Do not repeat, as part of the distinguishing

¢ word you are defining. “Stress is an applied force that places

stress on @ body”1s a circular definition.

Exp«md your definition selectively. Begin with a one-sentence definition

and select from a combination of development strategies.

Use negation 10 show t.vhcit a term does not mean. For example, raw statis-

tics are not “information data become information only after they have

been evaluated, interpreted, and applied.

feature, th

9 FOCUS ON WRITING. Choose another situation and audience, and prepare a
wchnical description for this audience’s level of technical understanding. As
wu prepare your description, refer to the usability considerations on pages

%35-267 and to these guidelines:

Always begin with some type of orienting statement. Descriptions rarely
call for a standard topic or thesis statement, because their goal is simply
to catalog the details that readers can visualize. Any description, how-
ever, should begin by telling readers what to look for.

Choose descriptive details to suit your purpose and the reader’s needs.
Selec} only details that advance your meaning. Use objective details to
PfOYldc a picture of something exactly as a camera would record it. Use
subjective details to convey your impressions—to give readers a new
way of seeing or appreciating something, as in a marketing brochure
(see Figure 11.12).
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o« Sclect (ll'hlu_‘ thicat cre concrete and spq
able picture. Mast often, description
abstraction and generality.

Vague Exact

at high speed #O miles per howug

a tiny office an 8-by- 10-foor offic,
the scal the rubber O-ring

o Use sensory details as needed. Allow reader,
readers touch and taste. Use vivid comparison, ¢ SR
to life. Rely on action verbs to convey the enery, ¢ T Pictu,

o Order details in a clear sequence. Descriptions gege, . " ""l';!r’?'. e

general-to-specific order—whichever parallcls 14, ».r,'/s,l. ,' :M

would have if viewing the item. Details may afy, by . m 1

be arrg
i i i 5 - #fTanged -y
to the dominant impression desired. Bed o,

) e b

1y

e 4

3. FOCUS on WRITING. Choose a specific situation and audien
5 ~ie
a long report that documents a causal, comparative, feasibiliny and p,,
some combination of these types. As you prepare oy, Y an .

oia g L Fepor, !r; —a
usability considerations on pages 274-282 and the fo])¢uw; efer 1,

: NE 2uidelyn,,
For Causal Analysis

« Be sure the cause fits the effect. Keep in mind thar fault
extremely common, especially when people ignore
or confuse mere coincidence with causation.

* Make the links between cause and effect clear Idenuify
cause (the one most closely related to the effect) a¢ W
causes (the ones that precede the immediate cause)
immediate cause of a particular airplane crash migh‘ be 2 fuei :
explosion, caused by a short circuit in frayed WITIng, caused by {z&
design or poor quality control by the manufacturer. DiSCUSSmg(;n:'*v."jl
immediate cause often only scratches the surface of 1he problem ‘

* Clearly distinguish among possible, probable, and definite cayse. ‘th
the cause is obvious, limit your assertions by using perhaps, prohabiy
maybe, most likely, could, seems to, appears to, or similar qualifiers that
prevent you from making an unsupportable claim.

Y Causal T2y %
other possibl 58
ible ¢
b\%

the imm

el ay the ﬁm‘

For example. the

For Comparative Analysis

* Rest the comparison on a clear and definite basis. Make comparisons of
the basis of costs, uses, benefits and drawbacks, appearance. o resulss.
In evaluating the merits of competing items, identify your specific o
teria and rank them in order of importance.

» Give both items balanced treatment. Discuss points for each iem @
identical order.
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| clartfy the comparison or contrast through . redible

; cxamples.
b, if necessary, 10 find examples that readers <

an visualize.

 cither o hlock pattern ot 4 point-by-point pagtern, (n the block

~fipst one ptem is discussed fully and 1hen the next. Choose a
patle '.,.n-,”' when the overall picture is more important than the indi-
| ‘“,;;‘t\ ‘

e point-by-point paltern, ane point about both items is dis-
"+ (hen the next point, and so on. Choose

j a1 ‘ : 4 point-by-point
b when specific points might be hard to remember unless placed
J b 803

plock pattern Point-by-point pattern
<A First point of item A
[((‘“ i . . .
First point First point of item B

second point
Third point, €tc.
Second point of item A

jtem B
Eirst point Second point of item B
Second point etc.
Third point
el

. Order your points for greatest emphasis. Try ordering your points from
least to most important, dramatic, useful, or reasonable. Placing the most
griking point last emphasizes it best.

« Ifyouare writing an evaluative comparison, offer your final Judgment, Base
your judgment squarely on the criteria presented.

For Feasibility Analysis

« Consider the strength of supporting reasons. Decide carefully which are
the best reasons supporting the action or decision being considered, based
on solid evidence.

» Consider the strength of opposing reasons. Remember that people usually
see only what they want to see. Avoid the temptation to overlook or
downplay opposing reasons, especially for an action or decision that you
have been promoting. Consider alternative points of view, and examine
all the evidence.

* Recommend a realistic course of action. After weighing all the pros and
cons, make your recommendation—but be prepared to backtrack if you
discover that what seemed like the right course of action turns out to
be wrong,
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ﬂ The Collaboration Window

Warking in groups of four, (lc\'rln'p an unsolicited Proposal for .

lem, improving a situation, or s_allsfwng a need in yoy, Schog) ’v"”ig ;

workplace. Begin by hruinsmn‘mng ds 4 4roup to come up with ‘,! e

issues or problems to nddrcss.m your proposal. Narrey, Your Jig \

group 1o focus on a specific issue or idea that you think will v

topic for a persuasive proposal {review Pages 283-287 foy details . ¥l & i

types of proposals and the components ut.cach')_
Your proposal should address a clcgrly u'lcnuﬁcd dudience of dec;

and stakcholders on the issue you are discussing, Qonduct an audien(cl:*(,n Mikey

analysis to define the characteristics of the audwncc- YOU are nd
As you develop and revise your proposal, keep the f""““"ing

' ¢

"."""g to
Buldelingy o .
o Spell out the problem (and its causes.) clearly and convincingl, Giv
detail for your audience to appreciate thf* problem’s imp‘"h‘tnc: oy
the implied question “Why is this such a big deal?” A
o Point out the benefits of solving the problem. Answer the implied o .
“Why should we spend time, money, and effort to d this?” JUestion
. oj]er‘ a realistic solution. Stick to claims or a§scrt§0ns YOu can sy At
the implied question “How do we know thl_s will work?” :
o Address anticipated objections to your soluno.n. Consider caretully the g
ence’s skepticism on this issue. Answcr‘lhc implied question “Why shy "
we accept the things that seem wrong with your plan?”
» Induce readers to act. Decide exactly what you want readess 1, d0, a1 i
reasons why they should be the ones to act. Answer the implied Questiog |

“What action am I supposed to take?




