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Assembling long reports
This chapter deals with long reports, which will initially outline how to approach their general structure and then focus on more specific examples: feasibility and annual reports.
Both annual and feasibility reports have a major common characteristic, aside from being longer pieces than memos or minutes. These reports are interpretive in nature: they analyze a situation and formulate recommendations or goals.
[bookmark: bookmark196]General characteristics of long reports
Starting out: defining a purpose and an audience
The following section outlines the basic steps of long report writing. Whatever type of report that you are writing, the process should begin with the same general questions.
1. What is this report about?
2. Why is it needed?
3. Who is it for?
This step helps you establish what you are trying to write about, for whom, and what is at stake. Good writing should always hold something at stake, or in other words, have something to say -- make sure that you are writing for a defined purpose!
a) What is the report about and why is it needed?
If you have been provided with terms of reference, you should certainly spend some time on these before rushing to collect your data. Terms of reference (ToR) are usually a document which outlines the purpose, scope, and structure of a project. These could look something like the following:
University Education Committee (University of Bristol) appointed by the organization Senate, Terms of Reference (1 and 2)
1. To develop and articulate the University's vision for education enhancement and innovation via the University's Education Strategy and maintain oversight of its delivery.
2. To make decisions on educational priorities, with the aim of enhancing the academic experience for students and with regard to the Education Strategy and the University's education-related risks and Strategic Performance Indicators (SPIs).
Do not hesitate to spend time analyzing the terms of reference. They should guide how you define the purpose of your report, which is obviously a very important preliminary step. Getting the focus of the report wrong would certainly set you back, so consider each instruction carefully.
b) Who is it for?
The terms of reference should inform you on who the report is addressed to. But on top of the information provided, you should always think about which category your audience fits in.
· Is your audience external or internal?
· Is your audience vertically or laterally situated relatively to you in the company's hierarchy?
· Does your audience include shareholders?
· Does your audience include government officials?
Does your audience include members of the public? Determining who your audience is, their background, and what information they may already have will help you find the right tone, style, and degree of formality.
[bookmark: bookmark199]How to make your report analytical
If your report requires you to handle data, whether qualitative or quantitative, it may be referred to as an analytical report. Shorter reports are rarely analytical, as they prioritize conciseness over detail. However, many types of reports can be analytical, as this is a general term: a report is analytical when its purpose is more than simply informative.
The findings and discussion section in a report is the heart of the analysis. This should detail the results you have found, which should then be discussed. This means that you should not only describe findings, but also analyze and interpret them. The hardest aspect of analytical writing is to avoid simply stating facts, and rather, to adopt a critical attitude towards your topic.
In order to shift your writing from descriptive or factual to analytical or critical, remember to:
· Evaluate significance. Instead of blandly stating "what happened", explain why it is important or relevant that it did.
· Judge the strengths and weaknesses of the information you have gathered. Be critical of your data: don't simply give a picture of the information you have, gauge its relevance, and critique its shortcomings. What does your data fail to encompass? Are there any inconsistencies?
· Argue in favor of a stance by weighing evidence. Compare and contrast data to try and discern the most satisfying solution.

Example: You work for the human resources department of a company. You are asked to write a report about the company's past hiring policy, with the goal of uncovering the most effective hiring strategy.
[bookmark: bookmark201]Descriptive writing:
This study measures the effectiveness of various hiring policies at company X in the past 10 years. Results show that Linked In is no longer the preferred or most effective platform from which to hire new employees. The different hiring strategies examined in this study consist of Linked In, Indeed, Smart Recruiters, Facebook, as well as traditional recruitment agencies.
[bookmark: bookmark203]Improved analytical writing:
This study calculates the effectiveness of several hiring policies based on the renewal of recent recruits' probation period (or lack thereof) over the past 10 years at Company X. This timeline was chosen because of the popularization of other hiring platforms (Facebook, Indeed, Smart Recruiters) in the last decade, and its influence on hiring policies. Results indicate a drop in the effectiveness of the previously dominant platform Linked In.
[bookmark: bookmark205]Collecting data
After defining the purpose and audience of your report, the next step you need to think about is gathering the necessary information, which will form the basis of your analysis. The questions you should ask yourself are:
· What information do I need?
· Where can I get it?
Method of collecting data will very much depend on its nature. Different types of methods may include:
· Interviews
· Surveys and questionnaires
· Statistics
· Observation
More theoretical sources such as academic literature may be used, as well as archives and records. Whichever way of collecting information you choose, make sure to take notes and document your sources precisely. This will be important when writing up your report.
[bookmark: bookmark207]Sorting through material
After gathering your information, sorting through the most relevant sources and facts is the next step. It's not always easy when information on a particular theme is abundant, but you won't be able to integrate every source you have read or fact you have gathered in your report.
Try to bring together related facts or points. Make a list of information which seems to "go together"; these categories can help you come up with sections or chapters later in your report. If something doesn't fit into a category, it may have to be left out.
To ensure that your selected information is relevant, try and relate each point to the theme of your report. You can do this by formulating a sentence tying each fact or source of information to the overarching topic.
[bookmark: bookmark209]Planning your findings
So, it might seem strange to advise "planning" your findings, but you certainly need to have an idea of where you are headed before you start writing. Essentially, this is the way towards analyzing your data. Ask yourself:
1. What story does the data seem to tell?
2. How representative/reliable is your data?
3. What are its potential limitations?
4. Are there tensions/contradictions between some of the evidence?
Once you have simply described the data (1), you need to keep digging deeper. Acknowledging limitations (2 and 3) will always strengthen your report, and help you anticipate objections. On top of that, tensions in the data (4) are often the most interesting aspects: they allow you to develop a nuanced interpretation of the information you have collected.
Remember, all of these steps must always be connected to the aim and theme of the report. The findings section should be an answer to the question asked in your introduction.
[bookmark: bookmark211]Writing up!
By now, you should have a basic draft of your information and your analysis. It's time to start writing out the report properly. Remember the basic structure of the overall report and that of each section should be:
(1) Broadly introduce the matter
(2) Define the issues and key terms
(3) State your take/observation/interpretation
(4) Present supporting evidence
(5) Contrast with over evidence
(6) Conclude
By using this structure in each paragraph or section, you will be sure to write effectively, without losing sight of your topic. Concerning your writing style, use simple language and concise sentences, as is required by technical writing in general.
[bookmark: bookmark213]Reviewing and redrafting
Your first draft might need some sprucing up – rewriting some sections is probably necessary to make sure the report forms a cohesive ensemble. While rereading the report, the questions you should ask yourself are "does this flow?" and "does this make sense?". Adding logical linking words can often help to ease transitions and clarify the argumentative structure.
	Reason
	Consequence
	Contrast
	Similarity/ addition
	Concession
	Comparison
	Time

	Because
Seeing that
Since 
Why
In order (that)
	Consequently
As a result 
In light of
So
	Nevertheless
However
Despite 
In spite of
Nonetheless
Unlike
	In addition
Similarly
Moreover 
Likewise 
Equally 
Like
As well as
	Though 
Even though 
Although 
While
	Rather 
than 
Then
Whereas
	By the time
As long as
Before 
Once
Still



Presentation and formatting
Once you are satisfied with the substance of your report, presentation should be your next concern. Consistency between headings should be checked, as well as page numbers. Also, remember to make sure your report complies with the formatting guidelines. Proofread the report, keeping an eye out for grammar, spelling, or punctuation mistakes.
Last but certainly not least, check and double-check your referencing! Citations should be accurate and include page numbers when direct quotes have been used. Refer to Chapter 1 for more detailed instructions on referencing.
These general steps apply to a variety of different long reports, but applications, purpose and process vary widely between different kinds of reports. So now, let's look at some more specific types of long reports.
[bookmark: bookmark215]Feasibility reports
What is a feasibility report?
This is where things get a bit more specific. A feasibility report or a feasibility study report (FSR) is a statement that tries to create a type of action. These are generated to help decision makers weigh up and choose between options by evaluating how desirable and practical a project is (Lumen, 2020). The usefulness of a feasibility report can span from planning a wedding to policies aimed at rehousing vulnerable persons.

A city council, for example, may want to know how the costs compare for different rehousing strategies. Furthermore, they may also want to know how the general public will react to different options. Providing a report analyzing these factors will go a long way in helping them to choose which action to pursue. It is also useful to understand how to compose a feasibility report as many of its parts are relevant in other areas. For example, analyzing the feasibility of something is key to creating project proposals.
[bookmark: bookmark218]How to write a feasibility report
As a feasibility report is essentially an analysis of how good an option is, it is important that the writer includes the following considerations.
· [bookmark: bookmark220]Consider alternatives
A feasibility should be an unbiased analysis of an option. It is important, therefore, that alternatives are fully evaluated and considered rather than bulldozing one item through.
· [bookmark: bookmark222]Think about your audience!
Is your argument appropriate (Lumen, 2020)? How relevant is your analysis to the decision makers? In other words, think about the feasibility of your feasibility report. There would be no point, for example, in considering the feasibility of demolishing nationally protected homes and replacing them with apartment complexes in a democratic society.
· [bookmark: bookmark224]Research your sources
Decision makers will likely want assurance that the sources that you draw from to support your argument are credible (Lumen, 2020). One dodgy source can ruin the validity of your entire argument.
A feasibility report may be structured as follows. Remember, you may need to adjust depending on what is most relevant to your piece and that the actual layout of a feasibility report will vary from project to project.
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Report Body
	1. Introduction
Introduce the problem and the proposed solution (Boyd, 2020).
Example: this might cover the housing shortage for vulnerable persons in a city and the proposal to build new homes on brown belt land.
2. Background
This section will provide important contextual information (Boyd, 2020).
Example: this may outline the city councils housing policy, the government's housing policy, the history of the problem of housing vulnerable persons, and any other relevant information.
3. Criteria
Next, you may want to outline the criteria for your ideal outcomes in a separate section (Lumen, 2020). The criteria are descriptions of how you are evaluating the feasibility of a potential solution (Boyd, 2020).
Example: you may be evaluating a potential housing policy based on economic, political, and environmental criteria.
4. Method
Including a methods section will up your credibility as an author; state the sources that you drew from here and why (Lumen, 2020).
Example: you may have drawn from governmental datasets which are a well-respected resource.
5. Overview of Alternative Options
Summarize the main points of alternative options (Lumen, 2020). Organize this in a clear and understandable format.
Example: this may include building homes on brown belt land or creating a scheme for individuals to offer a bedroom to vulnerable persons.
6. Evaluation
This will be the main chunk of your report. Here, you will evaluate the options that are being considered with the criteria that you have specified (Lumen, 2020). It is also useful to compare the recommended option to the current situation (Boyd, 2020).
Example: you may wish to compare building homes on brown belt sites with the costs of renting temporary accommodation.
Remember to support this option with thorough evidence.
7. Conclusions
Outline the conclusion that you have drawn. How were the alternatives evaluated (Lumen, 2020)? Which option comes out on top?
8. Recommendations
Finish up with your recommendation. Drawing from your own experience, knowledge, and evaluation of the options, which should be adopted by the decision makers?
Example: having observed the adoption of this policy in other cities and given that it is the most economically and politically feasible, you have concluded that homes should be built on brown belt land.


[bookmark: bookmark226]


Back Matter
Reference Page:
Appendix: Provide more detailed discussions on the criteria used in feasibility analysis, as well as examples of the criteria (Lewinson, 2012).
	For more information on how to reference, see Chapter 1.
	FEASIBILITY STUDY
APPENDIX
Appendix A: Survey Questions 
Appendix B: Links to News Articles 
Appendix C: Differences Between The Environmental Impacts of Brown Belt Building and Green Belt Building Database
Appendix D: An Example of Brown Belt Building



[bookmark: bookmark228]Useful language
There are a number of technical terms that are frequently used in feasibility reports.
	Economic feasibility
 Political feasibility 
Environmental feasibility 
Recommendations 
Evaluations 
Methodology
Approach
	Identified 
solution

Cost-
effectiveness

Practicality



Annual reports
What is an annual report?
Annual reports are essentially a summary of an organization's mission and history, which outline their achievements over the past year (McGurgan, 2020). They are basically a report on the "health" of an organization, written for the benefit of the media, analysts, the community, stakeholders, and shareholders (McGurgan, 2020).
Knowing how to write an annual report can also be useful when constructing other similar pieces. The evaluative nature of an annual report can, for example, help when writing up summaries. Furthermore, public companies in the US are legally required to produce comprehensive annual reports, under the Securities and Exchange Commission (FreshBooks, 2020). Though smaller companies and non-profit organizations are not legally required to, it has become standard practice amongst most sectors. They come in an array of formats, which can range from simple documents to highly produced booklets. The main purposes of an annual report are to:
· [bookmark: bookmark230]Summarize financial information
This is an outline of an organization's financial year, which helps the audience to know how much the organization owns and how much it owes, its capacity to make money and how it funds its operations (McGurgan, 2020).
· [bookmark: bookmark232]Showcase achievements
Aside from financial achievements, other achievements are showcased in an annual report. This may include advances made in research or awards the organization has received (McGurgan, 2020). This section will help any investors or participants in your organization feel reassured about their involvement.
· [bookmark: bookmark234]Promote the organization
Annual reports are also used to promote an organization. Emphasis on a specific achievement, such as distributing x resources to vulnerable people, is placed to market the organization. Within this, you may want to include the testimonies of clients, employees or other individuals and groups who have been impacted by your mission. This section will add a necessary human touch to the financial talk.
· [bookmark: bookmark236]Provide additional information
You may wish to include key figures in your organization, such as the board of directors, a brief bit of information and their photographs. Additionally, a letter to an organization's shareholders should be included at the start of an annual report (McGurgan, 2020). This letter should be written by the highest position in your organization, such as the Chief Exec, and will outline key points, including an overview of profits, and information about any upcoming plans.
[bookmark: bookmark238]How to write an annual report
When writing an annual report, it is important to keep a few things in mind.
· [bookmark: bookmark240]Outline and emphasize your key message
Your annual report is not merely a bland outline of your organization's financial progress. It is also an opportunity to sell yourself. Make sure to tie your main accomplishments to descriptions of your activities, goals, and plans.
· [bookmark: bookmark242]Be organized
You cannot include everything in your annual report - doing so would be overwhelming and off-putting to your reader. Before your write up, make sure to plan what you are including. Apart from the basics, your annual report should have a key thread - a storyline tying it together (FreshBooks, 2020).
· [bookmark: bookmark244]Be honest
Transparency is key to gaining the trust of your reader. If you skew your report to include only the positives, you could find yourself in a troublesome situation when word gets out about some of your issues. Remember to approach your report in a professional and unbiased manner. Don't oversell your accomplishments and don't omit any issues that you've faced (FreshBooks, 2020).
· [bookmark: bookmark246]Use an engaging design
Your report should not be one giant block of text. Aside from including too much information, the next no-no is to put off your reader before they've even started reading. Report styles will vary from organization to organization, but it good to break up and elaborate on your message by using headings and subheadings, infographics, and colored text boxes and quotes. The following outlines the general structure of an annual report. Some components will be more applicable to for-profit businesses - the next section will outline how to make necessary adjustments for non-profits. 
	1. The Chairperson's Letter
This is the first thing that your reader will see and will set the tone of your entire piece. A brief overview of key developments, financials and objectives should be provided. Outline the main challenges and successes of an organization.
2. Table of Contents
See "Feasibility Reports" for an example.
3. Profile
This section provides the bigger picture of your organization, including your vision and central objectives. The face of the organization should also be included, such as details of directors, the registered office, investor profiles, products/ services which are a major revenue source, profile of competitors and any risk factors (FreshBooks, 2020).
4. Management Discussion and Analysis
This will move onto the business side, providing an overview of performance over the past three years which may include a discussion of sales, income, and profits.
Additional information which may be important should be included here. This may include any new products or services that have been developed, business acquisitions or shifts in marketing strategies (FreshBooks, 2020).
5. Achievements
You may wish to include an additional section outlining your organization's achievements over the past year. Include stories, photographs, or small case studies if appropriate.
6. Financial Statements
The finances are usually the most important part of an annual report, which provide an analysis of financial performance to your reader.
Financial statements will usually include a
· Balance sheet
· Financial statement
· Cash flow statement
· Income statement
· Financial notes outlining the organizations accounting methods
· Additional information such as pension plan contributions (McGurgan, 2020), or comments by auditors.


[bookmark: bookmark248]
The dilemma for non-profits
Though it is not legally required for non-profits to produce annual reports in the US, it is highly recommended. These documents are often important to building trust with your donors and supporters.
The main dilemma that non-profits face when writing annual reports, however, is what should be included? When so many guides are geared towards responding to investors and shareholders, it can be difficult to determine what should and should not be prioritized in your report.
Here are some key tips for non-profits:
· [bookmark: bookmark250]Do explain your financials
You may not be working for profit, but that doesn't mean that you shouldn't include the details of your finances. Differently to an annual report that is geared towards investors, however, it is likely that your donors will have less of a grasp on the financial mumbo jumbo. You should include a paragraph or two in plain language which simply explains the content of your graphs, tables, or charts (Miller, 2020). It may also be useful to include some infographics to engage your audience - more on this later!
· [bookmark: bookmark252]Include donor lists
Swap out the investor profiles for those of your donors. Recognizing those who give to your organization is one of the most important purposes of an annual report for non-profits. However, it is important to strike a balance between listing donors and the rest of your report's content. If your list is too long, consider reorganizing your layout or scaling back a bit (Miller, 2020).
· [bookmark: bookmark254]Emphasize and personalize your achievements
Your achievements section should occupy more space than in a company's annual report. Include more personal stories and examples which will relate to your donors. Additionally, this section should outweigh your financial achievements. Donors want to know what is being done with your money, not how you raised it (Miller, 2020).
· [bookmark: bookmark256]Include photos
Many of your readers will simply flick through your report -- it is most effective to catch their attention with the use of photos. These can help to accessibly demonstrate the story that your organization is telling. Remember to include captions which connect your photographs to an achievement or goal (Miller, 2020).
[bookmark: bookmark258]Useful language
Here is a more detailed breakdown of the standard sections in a long technical report, and the language that is conventionally used.
· Title page: The title of your report should be as short and to the point as it can be.
· Terms of reference: if writing a report in response to a request, you may be provided with terms of reference. These should specify what you should write the report about and how you should write it. The terms of reference are there to help you define the scope and the purpose of your report.
· Summary: a synthesis of the contents of the report.
· Table of contents: at the beginning of the report, a list of the sections covered.
· Introduction: preliminary section broadly presenting the topic at hand.
· Methods/Procedure: section detailing the process of data collection.
· Findings: section focusing on the description of the data. Discussion/Recommendations: conclusions drawn from the data.
· Conclusion: overall remarks on the topic and the observations it invites.
· Bibliography/References: list of consulted sources.
· Appendices: additional detailed documents too long to be included in the body of the report, such as drawings, tables of data or graphs.
· Acknowledgements: section to acknowledge the help of others in writing your report.
· Glossary of technical terms: list defining technical terms in the report.
[bookmark: bookmark0]
Paragraphs and Sections
Somewhere in your schooling, a good English teacher probably taught you how to write good paragraphs. The key, the teacher said, was starting with a solid topic sentence that introduced the paragraph and provided its theme. The essays you wrote in high school contained long paragraphs, which really did benefit from topic sentences.
Technical writing differs from the literary essays you wrote in high school. Technical prose simply cannot afford a topic sentence for every paragraph. The paragraphs in technical prose are more utilitarian, less rigidly structured, and generally shorter than in literary criticism. In technical prose, two-sentence paragraphs are common. In such short paragraphs, a topic sentence is hardly warranted. The opening sentence in a technical paragraph does not need to state a theme; it merely needs to introduce the topic at hand or to build on the topic that preceded it.
A section is a collection of one or more paragraphs (plus any lists, tables, or figures). A section that consists of several paragraphs does require an introductory paragraph. This introductory paragraph should start with one of the following:
· a topic sentence
· a bulleted or numbered list of topics covered in this section
This chapter details the special requirements for paragraphs in technical prose.
[bookmark: bookmark2]Sentence Transitions
A transition is a word or phrase that helps ease readers into the next sentence. The following is a list of common transition terms in technical prose:
· however
· for example
· nevertheless
· by contrast
· by comparison
· in other words
· unfortunately
· that is (but don’t use this one too often)
Transitions terms typically appear at the beginning of a sentence. For example, consider the following use of a transition term in the second sentence:
	Transitions terms typically appear at the beginning of a sentence. For example, consider the use of a transition term in this sentence.



When a sentence twists abruptly from the previous sentence, a transition term acts much like a squiggly road sign warning readers of a quick turn up ahead. For example, in the following passage, consider the sharp turn the second sentence makes from the first:
	Newton’s formulas work remarkably well. These formulas fail miserably when objects are very small or are moving very rapidly.



Adding a transition term supplies a warning to the reader, so the following passage reads more easily:
	Newton’s formulas work remarkably well. However, these formulas fail miserably when objects are very small or are moving very rapidly.



The wise writer pays attention to transitions. Without transitions, paragraphs often sound static and forced. With well-chosen transitions, writing sounds more natural and conversational. Ironically, speakers in actual conversations do not use many transition words.
Vocal inflections, facial expressions, and hand gestures act as transitions in real-life conversations.
In the following table, notice how much more fluid the passages with transitions sound.
The Value of Transitions
	Without Transitions
	With Transitions

	The C compiler can process 1,000 lines of code per second. The rate slows when the host is fully loaded.
	The C compiler can process 1,000 lines of code per second. However, the rate slows when the host is fully loaded.

	Most commercial airplanes can cruise at altitudes up to approximately seven miles. The Boeing 757 cruises at 37,000 feet.
	Most commercial airplanes can cruise at altitudes up to approximately seven miles. For example, the Boeing 757 cruises at 37,000 feet.





The only downside to using transitions is that they make sentences a little longer. Nevertheless, transitions aid clarity and help engage the audience.
	Conjunctions Are Not True Transitions		
It is tempting to start a sentence with But or And. But don't do it in technical writing. And here's why – but and and are conjunctions, great for intrasentence transitions but not appropriate for intersentence transitions.
	Note that starting a sentence with a conjunction is fine in fiction. The rules of fiction are not as rigid as those for technical prose. Furthermore, in real-world conversations (which is something that fiction writers try to emulate), speakers start sentences with conjunctions all the time.



Although transitions are wonderful, don’t feel obligated to force them into every sentence. Moderation is also powerful.
Paragraph Length
In high school English class, you may have been taught to write paragraphs to the following formula:
· The first (or topic) sentence introduces the paragraph.
· The middle three sentences are the body of the paragraph.
· The final sentence summarizes the paragraph.
Consequently, every paragraph consumed roughly five sentences.
When writing technical prose as an adult, you might have brought along that same rigid formula (one paragraph - five sentences). Allow me to liberate you—a paragraph should be as long or short as is needed. Some paragraphs should weigh a skimpy two or three sentences, while others should weigh a robust seven or eight sentences. Both weights are equally healthy.
Many good writers vary the length of paragraphs. Changing the length keeps readers awake. Some writers intentionally pop in an occasional lengthy paragraph after a quick series of short paragraphs. Your high school English teacher might not approve, but your readers will.
Yes, an occasional one-sentence paragraph is fine.
Beware of the rambling, massive paragraph that just never ends. When editing such a paragraph, I sense that the writer hasn’t figured out the right key to press to trigger a new paragraph. A one-ton paragraph possesses an intimidating amount of girth and heft. Reading such paragraphs is a chore, which is why many readers simply skip over them. The obvious solution is to divide morbidly obese paragraphs into multiple svelte, healthy ones.
When writing for a medium (such as newspapers) that contains very narrow columns, your paragraphs must be exceedingly short, oftentimes only a sentence or two.
The opening sentence of a paragraph should flow fairly naturally from the preceding paragraph. For example, in the following passage, notice that the opening sentence of the second paragraph transitions by tightly summarizing earlier facts before segueing to the next topic:
		Dolphins are outstanding swimmers that can move at up to 30 miles per hour. Some dolphin species can hold their breath for up to ten minutes. Eventually though, dolphins must come up for fresh air since they have lungs, not gills. 
	Although dolphins both breathe air and swim expertly, dolphins are not amphibians. True amphibians start their life in water prior to transitioning...



Many editors frown on starting a paragraph with a transition term, feeling that transition terms connect sentences, not paragraphs. For example, some editors would forbid the following paragraph opening:
	However, dolphins are not amphibians.



If you cannot make a paragraph flow naturally from its predecessor, then place that paragraph in a new or different section.
You should divide any document longer than a page or two into distinct sections. Doing so makes the document easier to write and easier to read. Each section must begin with a section header, which is its title. The following are some guidelines for sections and section headers:
· The opening sentence of a section should establish the section’s purpose.
· Each section must contain at least one sentence. That is, you may not place two sections in a row without intervening text.
· Section names are not body text and should not be treated as such. For example, a section header cannot act as a valid introduction to a list; you must supply the introductory sentence in body text.
· Section levels should rarely go more than three levels deep, counting the title of the document (or the chapter title) as the top level. In other words, beyond that top level header, you should only supply two additional levels of headers. At the fourth level, many readers lose track of the hierarchy, which leads to confusion.

	Should You Number Section Headers?
	Many documents provide a multilevel section number in front of each section name, as in the following section header:
	3.6.4 Orcas Make Poor Pets
	You should place section numbers on the following types of documents:
· Engineering documents that serve a legal purpose. For example, documents that are attachments to a contract almost always contain section numbers. Section numbers reduce ambiguity when lawyers discuss the contract.
· Engineering documents in which section numbers are a contractual requirement. For example, most military organizations require documents to contain section numbers.
	When writing for a lay audience, avoid section numbers. To members of a lay audience, section numbers appear formal and intimidating, rather like a big red “nerd crossing ahead” warning flag being waved in their faces.



[bookmark: bookmark4]Summary of Paragraphs and Sections
When reviewing your writing, ask yourself the following questions about each paragraph:
· Does each sentence flow naturally into the sentence that follows?
· Do sentences sound choppy? If so, consider adding transition terms to the beginning of choppy sentences.
· Do any sentences start with conjunctions instead of proper transition terms?
· Does each paragraph flow naturally into the paragraph that follows?
· Do any paragraphs start with transition terms? They usually should not.
· Are any paragraphs too long? Be wary of paragraphs longer than eight sentences or so. Chop lengthy paragraphs into two or three shorter ones.
· Do all the sentences in a paragraph belong together, or do some sentences veer so far off course that they belong in another paragraph?
· When reviewing your writing, ask yourself the following questions about each section:
· Is each section header descriptive? In other words, does each section actually describe what the section header says it should?
· Can any section headers be more specific? For example, calling a section header “Orcas” might not be not nearly as informative to readers as calling it “Orcas: Diet.”
· Are all the paragraphs in a section related, or do some paragraphs belong in a new or different section?
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