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PART 1

Introduction

Traditional textbook instruction on reports can be daunting, especially when you see all the multiple levels of Roman numerals and letters you must assign to an outline, the mysterious organization of note cards, and the maddening rules for typing up endnotes and footnotes. 

These rules have a place and a purpose, but when you are just beginning to understand the concept of what a report is all about, you need as little distraction as possible.  Later, when you have mastered the concepts of audience and purpose and the reason for using proper sources properly, you can apply the

confidence of experience to the more detailed level of traditional reports.

This tutorial is designed to take you step by step through the process of generating a report, and at the end, with a fine report in hand, you will be surprised how much core knowledge of report writing you have mastered.  At that point the intricacies of outline form will make sense, and you can use traditional

texts to fine-tune your report-writing skills for academia, business, and public speaking and writing opportunities.

Each lesson has specific, crucial assignments for you to complete, and each assignment should be evaluated before you go on to the next step.  Because this is a personalized, customized tutorial, each new step will be based on your personal work in the previous step.

Welcome to The Report:  A Simple Start.  I look forward to developing with you a simple, informative, interesting report that will set you on your way to writing effective reports whenever the occasion arises, whenever someone wants your expertise!

                              



Cindy Marsch

                              



Writing Assessment Services

Let's Start With You . . .

If you were interested in learning more about abalone diving in Northern California, would you rather read an article by a championship abalone diver or a term paper by a fourteen-year-old from Iowa who investigated the topic using books from the Dubuque Public Library?

Let's suppose you need to decide whether you ought to take a summer job at Burger King or work in the office at your uncle's lumber mill, since your cousin is leaving the job for college.  Would you ask the manager at Burger King what she thinks about the lumber mill job, or would you ask your cousin?

Your answers to these questions show the foundation of an effective report--it is prepared by an expert!  Of course, the Iowa youngster's term paper could be useful to him as a teaching tool, and the Burger King manager ought to be challenged to "sell you" on why Burger King is your best choice for employment, but these are secondary purposes.  If you want to know the inside story, you need to talk to an insider!  

If you are to write an effective report, you must be, or become, an insider!  Because this is A Simple Start, I will not require you to become an expert in an unfamiliar area, though future report assigners will do that, and it's good for you!  Instead, we will prepare a report on a topic for which you already qualify

as an insider, if not an expert.

To begin, answer this questionnaire:

Do you have a paying job that you know well enough to train someone else in?  Tell what you do, how long you've done it, and two particular things you have learned in that job that you think are useful or interesting.  (For all questions, use the key words indicated so that we can identify them later. You should type or write your responses in a separate document or notebook.)

JOB---

Do you have a hobby or collection that you are particularly passionate about?  What are the characteristics of your personal passion?  Have you read books, attended conferences, or formed a

club for the pursuit of your hobby?  For instance, if you collect Star Trek memorabilia, you might note that you went to your first Trekkie convention at age 10, have every episode of the original series on DVD, and despise "The Next Generation" and its spinoffs.

HOBBY---

Now detail a second job or second hobby you think you might have enough knowledge to report on, and explain why.

SECOND JOB/HOBBY---

Is there something unusual about your life history that qualifies you as an expert in a particular area?  For example, if your father is in the military and you have to move every year or so, you are probably an expert in sorting out junk, living out of a suitcase, either writing old friends faithfully or developing new

friends quickly, or identifying the best swimming pool in a new town.  Do you have a family member with a particular illness, or do you have a famous family member whose fame gets you "inside" where others never get to go?  Think carefully before saying there's nothing special about your life--can you tell true stories about your life that leave people amazed or roaring with laughter?

SPECIAL---

Now list all the books you've read in the last six months, all  the CDs in your "favorites" pile or tunes on your iPod, the TV shows you just can't miss, your favorite vacation destination (that you've actually been to more than once), your favorite sports to watch or to participate in.

FAVORITES---

Now list your "pet peeves"--all the books, TV shows, sports, etc. you can't stand, as well as types of people, habits, or attitudes that drive you crazy, from experience.

PET PEEVES---

Have you done any activity---like babysitting, baking bread, mowing the lawn, washing windows, or other ordinary chores---enough to have developed a set of mental "rules" about how these things are best done?  List two or three of these, with at least two "rules" for each one.

ACTIVITY---

RULE---
RULE---
ACTIVITY---

RULE---
RULE---

Have you read or by observation studied any particular area of interest to the extent that you believe you know more than the "average guy" about it?  For instance, I know of a young boy who studied astronomy on his own so diligently that when he was in 3rd grade, the 6th grade teacher came into his classroom to ask him the diameter and distance from the sun of Uranus.  It doesn't have to be knowledge of that extent!

AMATEUR EXPERTISE---

And, finally, is there anything you feel you know pretty well, but you would really like to have the opportunity to study more extensively?  For instance, my 12yo son has been making stop-motion movies for a couple of years now and knows there is a lot yet to learn.
WANT TO STUDY---

After you complete this assignment, we will work to help you decide what might be an interesting and effective report for you to pursue. 

PART 2                                  

Designing the Report

Because we're beginning a report "from scratch" instead of responding to an assignment, we have to invent a purpose and audience ourselves.  Your work in the section Let's Start With You . . . has given us a place to start--your expertise.  Now we need to consider your expertise to create a purpose, audience,

and potential sources for the report.

Purposes

When you think of a report you might think of a term paper first of all, and until you reach college, most term papers are exercises in writing a term paper.  Once in college, you would find that most term papers are ways of demonstrating your knowledge of a particular academic topic, or the outworking of your efforts to solve a "problem" in an academic field:  "Was Shakespeare the author of _____?" or "The Effects of Nicotine on Fetal Development."  In fact, the dissertation of a Ph.D. candidate is nothing more than a very large, very carefully prepared report!

Take a moment to write about three titles of reports you could write right now based on what you've been studying or reading lately.  Of course, you would probably want to do more research to flesh out a report, but create the titles for term papers you might be interested in doing to fulfill an assignment.

POSSIBLE REPORT TITLES

1---

2---

3---   

Students aren't the only people who write reports.  Professionals use them in business, too.  In its simplest form a report might be nothing more than a summary of the day's transactions at a gift shop.  Many professional reports are proposals, like an architect's proposal to design a building for a prospective

client with certain characteristics, time-to-completion, and price.  Your first professional report may well be the resume you prepare in order to start looking for a job.  The proposal part of that package would be your cover letter, in which you propose yourself as a good candidate for the job.

What report title could you or one of your parents use for a real report at work?

WORK REPORT---

List three skills you might put into your next resume if you were looking for a job:

RESUME SKILLS

1---

2---

3---

After school and work, most people have churches, clubs, or other activities they are a part of, and reports can be used for these, too.  Often these reports are oral, in the form of speeches.  The President's "State of the Union Address" each year is a report, as is the Girl Scout Cookie Chairman's summary of cookie sales

for the troop.

List two oral reports you've given or heard recently--give them titles even if they didn't officially have titles, and tell who was listening:

TITLE---

AUDIENCE---
TITLE---

AUDIENCE---

Author-Audience

If you go to a meeting to hear a speaker who is an authority in her field, you want the speaker to be an expert.  If some in the audience are also experts, they want to see if she has a new perspective on the material, or they may want to let her defend a position they disagree with.  As the author of a report, you,

too, want to have authority, to speak or write confidently and with real knowledge, even if that comes ultimately from books you've studied or interviews you've done.

In our meeting scenario, the audience has take the trouble to come to the meeting, maybe even having paid to be there, and the speaker/author should have some regard for the audience as "customers."  As you create a scenario for your report, keep in mind your need to keep your audience, your "customers," happy. 

To do this, you need to establish common ground with them by referring to things they already know, and then branch out to the new information you have to give them.

Try to complete these sentences, putting yourself in the place of a speaker at a meeting, say of a club you're a part of.  Begin with the "common ground" you share with the audience, and then branch out with a "new" statement:

JUST LIKE YOU, I USED TO THINK---

BUT THEN I DISCOVERED---

I KNOW MANY OF YOU PREFER TO---

AND I DID, TOO, UNTIL---

YOU'VE HEARD ABOUT---

BUT DID YOU KNOW---?

Sources

Just as we want speakers and writers of reports to be authorities in their own right, we also want them to have done their "homework," to be familiar with other expert opinions. Once you've chosen your purpose and audience, you need to decide what other authorities you want to bring in to support your points. 

Remember the day's transactions report for the gift shop?  The clerk compiling that report can use the machine-generated cash register report as a source to back up his own report.  For your resume, your references are your sources to back up your claims about your qualifications.

Jot down what you think might be appropriate sources for a writer to use for each of the following types of reports (Be as specific as possible--narrow it down.):

SERMON ON LOVING ONE'S NEIGHBORS---

ARTICLE IN A MEDICAL JOURNAL ABOUT A WONDERFUL NEW THERAPY FOR PINKEYE---

LETTER TO THE EDITOR URGING VOTERS TO SUPPORT YOUR FAVORED CANDIDATE---

In the real world, you want to be sure you're pursuing a report idea for which you have access to authoritative sources.  If you live way out in the country and have no way to get to a library easily,  you are probably better off not choosing a report that requires you to compare the editorial pages of five metropolitan newspapers over a three-week period to report on their editorial perspectives.  On the other hand, if your grandfather is visiting who was a soldier in Vietnam, you have a wonderful opportunity to use him as a source if you need to write a report on that war for a history class.  In fact, in that case, you would want to modify the report plan itself in order to make the best use of his knowledge.
The Internet makes research so much easier today than it used to be that it is tempting to just rely on the Internet. But for this report we want to limit your use of the Internet. 
Moving into Your Design

With some ideas about the purpose, author-audience, and sources for reports, let's move into creating your report design.  You should have some feedback about your work in the section Let's Start With You . . ., and now it is time for you to use my report to develop two possible designs for a report.  We'll then evaluate these two to decide which one to use in developing your report.

Go now to the Blueprint and Sample Design pages and follow the instructions, creating your own Design page before the next step.

B L U E P R I N T

Designing the Report

Take another look at your work and any comments for Let's Start With You . . . and see if you can tell at a glance what you might like to do for your report.  If not, take these steps to narrow your search. Print out your work and try using colored ink to make your notes stand out.  First, X out lightly any areas you know you do not want to pursue, for whatever reason.  Next, put a circle around any groups of items (for example, the list of music CDs) that seem interesting as a group.  After that, put a star or asterisk next to particular items that strike you as interesting or promising.  Follow the same process with any notes others may have made.

Now, does anything emerge?  Please feel free to generate whole new topic areas, particularly as these thoughts have had a while to settle into your mind now.

Now get some real paper (I suggest you do not just work in a computer file.) for exploration and brainstorming, and set it up this way:

Across the top of one sheet, write the topic or group name
TOPIC---

On the next line, write the main idea you have about a report on that topic.
REPORT IDEA---

Skip down a couple of lines and put in the left margin each of these items to be detailed on the lines next to them:

PURPOSE---

Why you would write such a report

AUTHORITY---
What qualifies you to address this topic

AUDIENCE--- 
Who would want to read and would benefit from this report

SOURCES---

What other experts you can consult on the topic

Follow the same process for a second (and possibly third) topic, on separate sheets.

With the two or three sheets before you, does one stand out as the best topic?  If not, add these categories to each sheet:

OBSTACLES---
What might keep you from doing a good job with this topic

HELP---

What might be a special help to make this topic generate a great report

Please study my sample topic exploration, and once you have made your decision, go on to the section Choosing and Using Sources.

Sample Design 

Tweaking Betty Crocker

Enhancing the Economy and Nutrition of Convenience Foods

PURPOSE  
 To show how additions of basic ingredients can stretch expensive convenience foods and improve their nutritional value

AUTHORITY 
I've done it a lot, with overall success

AUDIENCE  
People who shop and cook, especially those willing to take the time to do it better

SOURCES
· Amy Dacyczyn, The Tightwad Gazette
· Nutrition labels (before and after) and Fitday.com
· Kim, the Home Ec major (interview)

----------------------

OBSTACLES 

1. Dealing with too many products
2. Getting lost in technical stuff

3. Finding others don’t want to experiment

HELPS     

1. Limit to one main meal, one dessert

2. Use a chart to compare important stuff

3. Suggest failsafe options

PART 3

Choosing and Using Sources

Now that you have settled on a topic you think you want to "live with" for the duration of this report, you must go about choosing sources and using them properly.  Your primary source is your own knowledge, and that may point you to the first rank of sources you wish to consult.  For instance, if you are a computer wizard and want to write a report on the intricacies of some special computer operation for folks just entering that realm, you might turn first to a book on your shelf written by someone who

helped make you an expert!  Or if you want to help your reader choose the right car mechanic, you might refer him to a national index of reliable mechanics.  In this case, the list would be a good "starting place" for your reader, but if it turned up no good options for him, he'd need your report to guide him in the

next step.

Person, Place, or Thing

Traditional reports use books and articles as sources--some might even refer the reader to a film or television show.  But we have experts all around us, and for The Report: A Simple Start, I want to help you think beyond these traditional sources.

First, for your chosen topic, do you know any person you could talk to, either face-to-face or on the phone, who is an expert on the subject?  Try to use someone who has a different experience with the material or even a different opinion on the topic than you do. If you have a computer on-line service, a wonderful way to get another opinion is to post a question to a message board in a forum that addresses your subject area. List below some people who might serve as sources if you were writing a report on:

SETTING UP A HOME GYM—
COMMUNITY COLLEGE VS. UNIVERSITY---

IMPROVING AUTO GAS MILEAGE---

Now how can a place help you write a report?  If you're writing on the best way to build a baseball card collection, a sports card shop or convention could be a great help, even if only to give you access to the right person or book to consult.  Pretend you're reporting on the rise of soccer as an alternative to Little League, and you've decided to visit your local soccer fields on a Saturday morning to provide an "on the scene" report.

Using these headings, write an imaginary phrase or two that might go into your report.

MIX OF THE SEXES---
INVOLVEMENT OF PARENTS---

SPORTSMANSHIP---

(Consider, too, how a trip to the Little League fields could enhance your comparison!)

What things can go into a report?  Certainly you won't paste your moldy bread samples from your mold experiment into the report folder, but you could use digital photos of the bread.  Drawings could be more practical in some cases, and charts and graphs can

quickly organize information for you. Finding just the perfect chart, say of the number of children involved in youth soccer programs for each year in the last decade, could be a definite enhancement to your report.  In the same way, you can use in your report all sorts of data that others have already organized, and you don't even need to draw or scan the original documents. 

We'll discuss how to present sources later, but for now consider what things might be useful for the following reports:

RENOIR'S USE OF LIGHT IN HIS PAINTINGS---

CHOOSING A BICYCLE---

SOLVING RUBIK'S CUBE SYSTEMATICALLY---

Traditional Sources

After considering what person, place, or thing could enhance your report, we turn now to the usual sources--books and magazine articles.  Most writing textbooks have guides to using the library and looking up source materials to use for a report, and you are certainly welcome to use those.  However, for The Report: A Simple Start, I do not want to you get bogged down in research techniques.  The main idea--that you can use all sorts of sources, including books--is crucial to your understanding of what a report is really all about.

So make a trip to the library, and find your favorite haunt, the shelves that hold books about aquarium fish, or the dog-eared off-road-vehicle magazines.  Or use your own shelves at home, if such sources are there.  Do gather a few written sources to have in hand as you begin using sources in your report.

Now write what kind of "expert" you think would have these sources piled on a bedside table:

BOOK: THE GREATEST GENERALS---

MAGAZINE: CUISINE---

CATALOG: DISCOUNT SOFTWARE---

Keeping Sources Organized

As you delve into your materials, perhaps as you review in your mind the two interviews you had with ice cream shop owners, you will find you need a way to organize your materials.  "Now which one said frozen yogurt tends to get freezer burn?"  This is where notecards and a master list come in handy.  Keep a pile of notecards (the small ones are best) with you as you read your magazine article, leaf through your catalog, or review your notes from your interview.  It is possible to do all this on the computer, but I suggest at least printing out and cutting up your “cards” for sorting. You should also prepare a master list at this point of all the sources you plan to use.  See the BLUEPRINT and Sample pages for help with these. 

Recording "Live" Sources
Because some of your sources are "one-time" opportunities, like the visit to the soccer field, or a speech or interview, you will find it helpful to use a fast means of keeping track of what is going on.  A tape recorder or other device could be used in both types of situations, either for recording your source's words or for making your own oral comments about what you see going on (if it will not disturb those around you).  Then, when you are alone with the recording, listen to it one time through, jotting down notes on a piece of paper as they occur to you.

Listen through again, this time stopping the recording at important spots to "quote" the speaker as accurately as possible on a notecard.  Put quotation marks "like this" around what he or she actually says, and try not to paraphrase (tell it in your own words) quite yet.  Later, when you see how these statements will fit into your report, you can alter the wording.  Once you've made a set of notecards for one of your "live sources," mark each card with a title or symbol to remind you of the source, and use this same marking on your master list.  You may use a doodle if you like, or a title abbreviation, or some initials.
Of course you could do an online chat with the person, too, keeping a copy from which to cite references. Email is okay, but chat is quicker and more “fresh.”
Recording Permanent Sources

Any documents you use for your report--product labels, catalogs, newspaper articles--should be read through carefully at least once and then approached with notecards in hand.  Perhaps the first time through you could note on paper particular pages that intrigued you, so you don't miss them when you take notes.  But don't start taking lots of notes on page one, or you'll have too many!  

Again, make an entry on your master list for each source, and mark each note from that source so you can identify it.  In addition, in a multiple-page document, be sure to write the page number of your note on the card as well.  You should "quote" most brief notes, but if an idea is too large to fit on your card, then summarize it (without quotation marks).  If you want the first and last part of a paragraph, but you don't want the middle, you may show you're leaving the middle out by using three dots (ellipses) in its place.  See the last of the Sample Notecards for an example.

B L U E P R I N T

Master List

Your own work and others’ comments based on the Design page should have helped you determine a direction to go in for gathering sources.  It would be best if you gathered at least one non-traditional source (a person, place, or thing) and at least one traditional source (book or article), using a total of at

least three sources.  Please follow this BLUEPRINT and study the Sample Master List to create your Master List, and study the Sample Notecards page to format your notecards.

As for the last BLUEPRINT, set up your own sheet of notebook paper this way:

Across the top, write Master List and your working title for the report.

For a "person" source, either an interview or a speech, provide this information:

          Name and title, if appropriate

          Organization or business, if appropriate

          Where and when you met or heard this person, and in what manner (phone interview, speech, etc.)

For a "thing," like a CPR poster at the fire station or a photo of someone's special way to wear a baseball cap (for a report on headwear styles), write this down:

          The source of the thing--where you found it

          The nature of the thing--what it is

          Any documentation on the thing (photographer's name, brand name, etc.)

For a document, like a book or magazine article, give this information:

          The title of the whole thing--Book, Newspaper
          The title of the part of it you are using--"Article in a Magazine"

          The full name of the writer or writers  

          The publisher, place published, and first and last date published

          The page numbers the work is found on, if you are using just a part

For anything that doesn't fit the above categories, be as complete as possible in describing the source so that someone reading your report could find it again.

Sample Master List

Master List

Tweaking Betty Crocker

Enhancing the Economy and Nutrition of Convenience Foods

Kim Fabrizio, bachelor's degree in Home Economics.  E-mail correspondence March 27-29, 1996

Jell-o Brand Cheesecake Mix, Regular, nutrition label

Lucerne Brand 1% Milkfat Cottage Cheese, nutrition label.  n.d. Safeway, Inc., Oakland, CA

Green Giant Create-a-Meal Szechuan Stir-Fry, nutrition label.  1995 Pillsbury Co., Minneapolis, MN

Shanghai Stir-Fry Vegetables (frozen), nutrition label.  1995 ZB Industries Inc., San Pedro, CA

The Tightwad Gazette, "Cutting the Cost of Baking" and "How to Avoid Feeling Deprived."  Amy Dacyczyn, Villard Books, New York, 1992, 1993. Pages 201-205, 230-232

Sample Notecards

	Kim E-mail

Principles to follow:

· For baked items, add equivalent wet and dry to balance out texture.

· You can’t change something that’s already mixed (dough).


	This note from an e-mail correspondence just summarizes the expert’s major points—thus no quotation marks.

	Shanghai Stir-Fry Vegetables

(1 cup serving) 

30 calories

0 grams fat

2 grams fiber

1 gram protein

(Cost $5.99/20 servings = $.30/serving)
	This card just gathers the most important information from the label—so I can compare labels. Note the “unit cost” I calculated.

	Tightwad, “Deprived”

“First, recognize that you are engaged in the discipline out of choice. . . . ‘I eat leftovers because curbing my food bill is something I can do to reach my goal.’”

Page 230


	Note that I tell which article I used and the page number. Also see the quote within a quote and the ellipses (dots).


PART 4                                 

Constructing an Outline

After gathering notecards with interesting material for your report, you are ready to build the scaffolding to hold it all together.  The outline is an organizational tool that you use in the same way you used your Design page, to help keep your work focused on your purpose.

First Rendering

Just as architects begin their big projects with rough sketches, your outline should begin with the "big picture."  Has your process of taking notes redirected your thought in any way? 

Put your Design page on the table in front of you (I always prefer doing my "card work" on my bed!), and go through your stack of cards, asking whether each one fits the original parameters and making a "yes" pile and a "no" pile.

Purpose 
Does it help do what you said you wanted to do?
Authority 
Does it help support your own authority?  If not, can  you argue against it successfully?
Audience 
Will it appeal to your chosen audience?  Is it too complex or too simple?
Sources 
Even if it's not from your original sources plan, is it consistent with the kinds of sources you wanted to use?
Obstacles 
Does it run into the problems you were afraid of? (Put these in the "No" pile)
Helps 

Does it help overcome any of the obstacles? (Put these in the "Yes" pile)

Now you need to evaluate the sizes of your "Yes" and "No" piles. If the "Yes" pile is the biggest, you will be able to render your outline with the Design page as a model, and you may even be able to find a place for some of the "No" cards as you go.  If the "No" pile is the biggest, you will either need to go back to your sources (or others) to generate more notecards for the "Yes" pile, OR you will need to do a new Design page to reflect your new direction.  It is important to have a Design page as a background for your outline, to help keep you "on track."

Briefly sketch out the shape your report seems to be taking.  Can you see how the parts of the report could be generated from your notecards and experience?  Write down on a sheet of notebook paper the material you might want to put in for the typical outline elements I've suggested in my Sample First Outline on the following page.  Three options for good development of this report include How To, Steps in a Process, and The Best ______.   My sample is a typical How To pattern.
Sample First Outline

Tweaking Betty Crocker

Enhancing the Economy and Nutrition of Convenience Foods

(Need a better title--don't have any Betty Crocker!)

Introduction
Set the stage with a "story"

Hard day, need supper, want nutrition, want cheap

Statement of Problem

Convenient is NOT cheap nor nutritious

Cheap is NOT convenient
Nutritious is NOT convenient nor cheap

Use examples

Possible Solutions

Frozen starter meal (Green Giant) 
Meal from scratch

Problems--hard to do scratch, not enough GG

Better Solution

Frozen starter with additions

Other Applications of Solution
Cake mixes, noodle mixes, etc.

Conclusion--Have to make tradeoffs--just pick the best one for you!

Alternate Outline Patterns
Steps in a Process
 Introduction—the big picture, the controversy, the solution (thesis statement)

Step 1—each step with discussion of the “con” of the step

Step 2

Step 3

Conclusion

The Best _____ 
 Introduction—the big picture, the controversy, the thesis

Con Argument—the alternative to the thesis idea, dismissed

Pro Argument

Pro Argument

Conclusion

Sorting Notecards

This is the fun part!  With your First Outline in front of you, deal out your notecards into piles according to the parts of the First Outline they seem to fit best.  When you're done you will have a visual picture of what work remains to be done:

If the notecards are evenly distributed, with a few for each part, you're fine.

If the notecards are very skimpy for one part, you need to generate some more research for that part, perhaps going to another source.

If the pile of notecards is disproportionately huge for one part, ask yourself:

    

Am I getting in too deep?  Should I limit my topic here?

    

Should I use just this pile and generate a whole report with this focus?

    

Should I throw out some of the notecards here?  Are there duplications?

Take whatever steps are necessary to smooth out problems here, and you're ready to move into the next stage of outlining. 

Refining the Outline

Now take up each pile of notecards in turn and generate a Descriptive Outline, an outline that describes the material you actually have instead of prescribing what the material will be.  Let's say you have two notecards for the introduction section, one that quotes a newspaper article describing the response of

local volunteers to a recent tornado, and another that laments the decline of brotherly love in America today. Your report's purpose is to show that people respond to needs they see right around them. Write out below what you think might be a good "title" for this introduction.

TITLE---

After generating a set of basic headings for the Descriptive Outline, see if you can further break down any of the headings into smaller portions.  For example, for a report entitled "Beginning a Baseball Card Collection," a heading entitled "Sources for Baseball Cards" might be further broken down into sections describing mail order sources, kinds of hobby shops, and so forth, with each section including details on the relative merits of the sources described within that section.  On the other hand, in a report entitled "Beginning a Collection of Anything" (not recommended, by the way!), just one section at most should be devoted to baseball cards, with a mere sentence describing the sources for them. 

It is all a matter of getting the right proportion.  The way your Descriptive Outline looks on paper, the sizes of your piles of notecards, yet another review of your Design page--all contribute to your getting the right "feel" for your report.  Please review the following Sample Descriptive Outline, complete your own, and you are ready for the first draft!

Sample Descriptive Outline
Getting More Out of the Box
Enhancing the Economy and Nutrition of Convenience Foods

Introduction

Set the stage with a scenario—the need for convenience


Work in the challenge—convenience is expensive, often not nutritious, often skimpy quantity


Preview solution—one or two simple ingredients can do the trick

The tradeoff continuum


KFC $12 and terrible nutrition


Deli $6 and terrible nutrition


Lean Cuisine $15 and good nutrition


Green Giant starter $7 and good nutrition


From-scratch $5 and good nutrition



Quickly discard KFC and Deli

Focus on frozen options


Discard Lean Cuisine for expense


Compare Green Giant with “scratch”



GG only a little more expensive, and nutrition comparable



GG demands little thought—it’s all there



GG has the flavor advantage


BUT GG won’t feed my whole family, and it CAN, with a little help

How to improve GG


Just three cups frozen veggies (90 cents) makes it feed five instead of just three



(Do total cost comparison)


Also reduces calories from fat to 38% from 41% 

Other improvements to try—just a quick rundown, with exceptions


Flour added to cake or brownie mixes—smaller pieces feel substantial


Cottage cheese added to box cheesecake mix—but might be a bit runny


100% more noodles or rice added to Noodle-Roni, Rice-a-Roni

Conclusion


Main principle—“Neighbor” ingredient goes “piggy-back” on prepared mix


Make the most of what’s available (Amy D. quote good here)



Time, money, nutritional needs
PART 5                                 

Building a First Draft

Now that you've finished your Descriptive Outline, you are ready to code your notecards and move into your first draft. 
Coding Notecards and Outline

To guard against everyday disasters, you'll want to code the notecards so you can quickly reorganize them if necessary. First, be sure your stack of notecards is in the same order that helped you construct the outline.  Then decide how you want to code them.  You could use a system of Roman numerals and letters, as for a traditional report, or you may want to use abbreviations to identify the parts of your outline.  For example, see if you can understand my code for my Sample Descriptive Outline:

          Intro--stage, challenge, preview

          Tradeoff

          Focus--Lean C., GG, scratch

          Improve GG

          Improve other

          Concl.

Each of these code words, like "Focus--scratch," will be written in a particular place on the appropriate card.  I use the upper left corner and red ink for easy sorting.  If you use letters or numbers, be sure to identify the organization in the way you use them, and keep the code written on the outline as well.  For

instance, "Focus--scratch" could be identified as "III.C."  Do you understand why?  "Improve GG" would be "IV," and so forth, like this:
I. Intro

a. Stage

b. Challenge

c. Preview

II. Tradeoff

III. Focus

a. Lean C.

b. GG

c. Scratch

IV. Improve GG

V. Improve other

VI. Conclusion
Creating a Writing Environment

To properly begin the draft you need to create a proper environment--quiet, comfortable, convenient for spreading out your cards, and unlikely to be disturbed for a good length of time (say two hours or so).  In college I used to cocoon myself in my room and set up everything on my bed.  Another good place is a big table in a quiet library.  Find your own good working environment, and gather these supplies before you go:

Paperclips or stapler or tape     Clean notebook paper     Ink pens you like
Highlighter marker       Descriptive Outline
Pencils and eraser       Notecards      Pocket-type folder

Again, it is possible to do all this on the computer, but I strongly advise you to try it this time with the suggested materials. You may be surprised to learn what you can learn that way.
Beginning to Build

One of the best ways to get started is to think of your notecards as bricks and your outline as scaffolding for the "building" you are constructing.  Writer's block shouldn't be a problem, since your ideas were begun a long time before this session, and you need only to arrange and mortar the "bricks" of your notecards.

Take up just the few notecards assigned to your introduction and read through them. Do they arrange themselves into a logical order, or can you work out a good order for them?  Once arranged, number the cards in order within the "Introduction" (or your similar) classification.  Begin writing on one side of clean notebook paper, in ink, double spacing, thinking of your own words as the mortar to hold these notecard bricks together.  You may actually paperclip or tape the cards to the paper as you go, perhaps highlighting the part of the text on the card that you actually want to use.  

If you need to rewrite the card information to fit properly within your intro paragraph but will eventually need to cite the source, then put on your paper the code you have created for the card you used to create that thought.  For example, in my introduction I use an idea from Kim Fabrizio, but I change it

enough that I'd rather rewrite it than clip the card to the paper, I'll do my rewrite but put in the margin, clearly marked, "Intro #4" to show I've used that card, also labeled “Intro #4,” in that place.

Once done with the introduction, go on to your first body section, tackling the draft bit by bit, one small stack of notecards at a time.  When you finish with the draft, you will have a strange hodgepodge of notebook papers with cards taped or clipped on in various spots.

Changing Plans

If you find yourself unable to proceed at some point in the draft, perhaps because you can't make a transition from idea to idea, or because you need some more info from a source, do the best you can for now.  Do not interrupt the drafting process!  In the meantime, make a note on the draft, maybe "Need a transition here" in a box in the appropriate place.  Other notes you might make are "Get more info from XYZ Corp. on doohickeys" or "Do I really want this?"

Once the first draft is complete, you need to take a well-deserved break, for several hours at the very least.  If your drafting has told you you need some more source information, you may go in search of it, but you might wait until you do the next stage, evaluating the draft, to track down more source material.

Congratulations--the hardest part is done!

Part 6
Evaluating and Modifying the Draft

Just as architects and contractors must inspect a building as it is going up, so you must inspect your draft at this point, evaluating and modifying the content.  Before you get started, you may find it helpful to type up a fresh copy of your draft, double spaced, to help you get a better look at your work thus far.  If typing is a big hurdle for you, try just copying the draft out again in longhand. Of course a good draft on the computer may be modified easily later as you refine your work.
A special note for computer users:  Even if you compose your work "on screen," it is a good idea at this point to make a printed copy to work with.  With printed pages (double spaced, on one side of the paper), you can spread your pages out, rearrange them, make marginal notes, and later even cut them up and rework them!  I know you can do all this on screen to some extent, but I believe you will find there is no substitute for a copy you can hold in your hands.

Inspecting

A good architectural inspection requires taking careful notes, measurements, and perhaps photographs, and comparing the work-in-progress with the original plans.  Your inspection of your draft will work the same way.

First, make a quick outline of the paragraphs you have created, writing down on a piece of paper the main idea of each paragraph.

If as you do this you find a paragraph of two different ideas all run together, make a note on the draft for where the new paragraph should start, and describe it on your paper outline as a separate paragraph.  When you're done, go back and compare the draft description with your Descriptive Outline.

How does the Descriptive Outline compare to what you've really done in your draft?  Have you discovered a section that needs to be expanded, thrown out, or added in?  Do you need to make a choice

between two options that are leading in different directions? Do you need more research?  Your answers to these questions will vary greatly from another writer's answers, and another’s evaluation of your work will help answer some of these questions, too, as you plan for the next stage in your writing.

Rebuilding

Once you know what you need to do, you must set about doing it.  Hard as it is, you may have to do some demolition.  Has a part of your writing been built with skimpier materials than another part?  If the weakness is in your sources, you'll need to do some more research for that section, using better materials to back up your purpose and authority.  If a section of your work just repeats the material in another section, you'll need to get rid of it, perhaps salvaging some bits to work back into the other parts (recycling!).

Reinspecting

Depending on how much reworking you need to do to make your report work, you may have to repeat the above steps several times.  Perhaps if you are tempted to become discouraged you could remember that the best writers in the world often spend years writing their masterpieces, doing exhaustive research, going over each sentence repeatedly to get just the right rhythm. And many famous writers die leaving behind manuscripts that were never published, never quite "good enough."

You could find yourself on an endless treadmill, though, grinding through the piece over and over because you're never quite satisfied.  There comes a time when a piece of writing must be laid aside, perhaps the project begun again from scratch.  And, mercifully, in school, you have deadlines to meet, so that you have to do the best possible job in a certain amount of time.

PART 7           
Giving Credit

Everyone appreciates getting credit for a job well done, and that includes the people you used as sources to create your report.  Your own readers might want to explore your report subject further by checking out your sources for themselves.  For academic reports, your readers will want you to prove some of your assertions, and you can do that by citing--or making notes about--your sources.

If you have kept careful records of your sources, through your code words and lists, you should have little trouble organizing your citations.  At this point you will go through the all-but-final version of your report and write in the code we will be using, then use a Sources page to give your readers an at-a-glance reference to your sources.

A special note about "style sheets":  In the academic and professional world, the various disciplines have their own favorite ways to cite sources, and you may have heard of MLA, APA, and perhaps Turabian styles.  Your English textbook probably uses the MLA form, but you will see others as you go further in your own field and even as you read scholarly books.  Footnotes are seldom to be seen anymore in colleges and universities, and most publishers are moving to the concept of common sense, rather than a "sacred style," for citations.  It is your job to learn what is required of you for particular assignments.

For this brief report, we will use an internal citations form, putting in parentheses within the text a short form of the source, then having a Sources list at the end.  Please take the time to see how this format compares to the one taught in your handbook and find out what your instructors in different subjects will want for future papers. Even if your word processing program has a citations program, we’re going to skip it for now.
Instead of getting all bound up in the tiny mechanical details of source citation so that you lose the larger view, please remember your purpose for citing sources:  You want your reader to know where you got  your authority or information, and you want to be fair to the source, to give him/her credit.  Anyone reading your report should be able to tell what material comes from another source, and then he should be able to find that source and consult it for himself, if desired.

The best way to understand the tricks of citing sources is to study an example as you are doing your own work, so I will give guidelines in the Blueprint and Sample Citations and Sample Sources on the following pages.  There are always exceptions for special cases, and you should get counsel as you complete this part of the report. You're nearly there now!

B L U E P R I N T

Giving Credit

Citations should come at the end of each passage quoted or paraphrased.  Your citation will be the source author's name in parentheses to refer the reader to your Sources page. Carefully compare these instructions with the Sample Citations page.
· Within the parentheses, you will give the author's last name, then a comma, then the page number(s) the material appears on in the source, if applicable.  Note that material in parentheses follows your text sentence.

· You may omit the parenthetical reference if the source is clearly noted within the text.

· Do not identify the source within your text in every citation.  Instead, present the material and then your parenthetical reference.

· Some material, like lists of figures, is better presented in table form--always consider your reader!  Note that the two sources cited are separated by a semicolon.

Sources should be listed in alphabetical order on their own page, with enough information to help your reader find the source himself on the Internet or in a library, if applicable.  Be sure to follow as closely as possible the format I have shown on the Sample Sources page.

Note that the first entry, by Gary Belsky, is a magazine article.

If it had no author, it would begin with "Seven . . ." and would fit in the list just before "Shanghai."

The second source, Amy Dacyczyn's book, is a typical book citation.  

For an interview, you should use the format shown for Kim Fabrizio, using "Interview" in place of my "E-mail correspondence."  

The next two items in my list are unusual--package labels.  Take your best shot at providing entries for items that do not fall into one of these categories, and get help to rework them as needed.  There is no need for you to learn all the permutations of source citation forms just now.  In fact, as long as you have

guidelines to follow for reference, you need never "memorize" these at all.
The last entry is a blog page with no real author, so it begins with the title in the article and is alphabetized by that title. Note, too, that this is an Internet source. Yours should match. (This is a “dummy” entry not used in my 1996 version of this tutorial.)

Sample Citations

· A nationally known "tightwad" agrees that we should not feel deprived in this lifestyle:  "First, recognize that you are engaged in the discipline out of choice." (Dacyczyn, p. 230)

· Kim Fabrizio, a home economist, stresses that we must be sure to balance out additions of wet ingredients with additions of dry.

· The added cup of stir-fry vegetables, while it increases the calories by 30, also adds 2 grams of fiber, 1 gram of protein, and no additional fat. (Shanghai)

· Adding just one cup of plain vegetables for each serving of the Green Giant product, prepared as directed, improves the nutrition and provides a huge serving.  The numbers work out even better if you use the addition of vegetables to stretch the recipe to serve 4 or 5.
	Item 

Per Serving
	Meal Kit

As directed
	Plain 

Vegetables
	Kit and Veg.
To serve Three
	Kit and Veg.
To Serve Five

	Calories
	340
	30
	370
	234

	Calories from fat
	140
	0
	140
	84

	Fat Grams
	15
	0
	15
	9

	Fiber Grams
	5
	2
	7
	5

	Protein Grams
	28
	1
	29
	18




(Green Giant; Shanghai)
Sample Sources 

Sources

Belsky, Gary.  "Seven Money Mistakes Everyone Makes."  Reader's Digest, January 1996, 105-108.

Dacyczyn, Amy.  The Tightwad Gazette.  New York:  Villard Books, 1993.

Fabrizio, Kim.  Home Economist.  E-mail correspondence, March 27-29, 1996.

Green Giant Create a Meal Szechuan Stir-Fry.  Nutrition label. Minneapolis, Minnesota:  Pillsbury Co., 1995.

Shanghai Stir Fry Vegetables.  Nutrition label.  San Pedro, California:  Z B Industries Inc., 1995.

-----. “The Tightwad Gazette – 4 Things I Learned from the Queen of Thrift.”  Mr. and Mrs. Not Made of Money. http://notmadeofmoney.com/blog/2009/03/the-tightwad-gazette-things-i-learned-from.html  .  March 11, 2009.

PART 8

Polishing and Moving On

Now that your report is in a somewhat final form, you are ready to do the final polishing worthy of a project that has taken so much time and effort.  Just as you would wash and wax a car that you had lovingly rebuilt from old parts, you should do the final things necessary to make your report as professional and clean as possible.

Detailing

The body of your report, the text your readers interact with, must be as clean and free of grammatical and typographical errors as possible.  You demonstrate your care for your reader and for your work by the amount of effort you put into these details.  Before you type up (or print out) your final version, you will

want to proofread very carefully.

Read out loud through your text, listening to the sound of the sentence rhythms.  If something strikes your ear as awkward or strange, mark it and come back later to rework it if necessary.  If a word's spelling catches your attention, mark that to double-check, and also attend to words that might not be quite the right choice for the context.  You should have already worked through most major structural problems, but if you feel tentative about, say, your use of commas, it will be worth it to consult a handbook for a mini grammar lesson that you can apply throughout the report.  As a final proofreading effort, read your

report backwards.  Having to look at each word individually helps you see errors you might otherwise have glossed over. 

And just before you type up your final version, after all the proofing and fixing, go through and double-check your sources.  Make sure that each place you have a source cited, the citation fits with a source on your Sources page (which should be the last page of your report).  Be sure the page numbers you note are

actually the places where the material cited can be found, etc.

For your final typed version, use a title page modeled after mine for this tutorial, with changes appropriate for your purpose. The text itself should be double spaced, with inch-wide margins all around, and typed in an easy-to-read font.  Follow the Sample Sources page as a model for yours, and note that you do not have to include a formal outline at the beginning of the report.  Finally, bind the report into a folder or simply staple it in the upper left-hand corner. For an online class or evaluations you will submit a well-formatted document.
Produce something you are proud of, and your reader will have regard for what you have to say.

Moving On

This tutorial has been an exercise in creating a report on a topic familiar to you, helping you learn the purpose behind reports of all kinds.  In your future academic, professional, and personal pursuits, you will find occasion to make all sorts of reports.

Though many academic reports may seem at first to cover unfamiliar territory, you will find that the paper assigned at the beginning of the term in Macroeconomics doesn't seem so strange once six weeks have rolled by and you understand macroeconomics a bit better.  No teacher has a desire to read a paper written by someone completely ignorant of the topic at hand.  Instead, your academic papers are to be an outgrowth of your thinking in a course, an opportunity for you to apply your own thoughts about a topic to the material you have studied.

Certainly professional reports are just a higher-level version of the report you have done here.  If your professional report is part of an effort to land a contract or to justify a raise, you will want to put all your best efforts into its construction.

And even as a Boy Scout leader or election campaign worker, you will find need to make reports to your constituents, the people who look to you for your expertise and knowledge.  Your experience with other reports will make these "real life reports" much easier to complete, just as making speeches helps each next speech feel less intimidating.

I hope that as you move on to other opportunities to construct reports you will find reason to use your work on this report as a template for your future efforts.  The notebook itself, with instructions, blueprints, and samples for each step, will help you organize your process the next time you must write a report!

PART 9                                  

Bonus: “Designing the Report” Revisited

This section may look familiar, because you've already done most of it the first time through this tutorial.  But it will be interesting to see how your ideas may have changed since you responded to these items a number of weeks ago.  We're going to see what you've learned!

Because we're beginning a report "from scratch" instead of responding to an assignment, we have to invent a purpose and audience ourselves.  Your work in the section Let's Start With You . . . has given us a place to start--your expertise. Now we need to consider your expertise to create a purpose,

audience, and potential sources for the report.

Purposes

When you think of a report you might think of a term paper first of all, and until you reach college, most term papers are exercises in writing a term paper.  Once in college, you would find that most term papers are ways of demonstrating your knowledge of a particular academic topic, or the outworking of your efforts to solve a "problem" in an academic field:  "Was Shakespeare the author of _____?" or "The Effects of Nicotine on Fetal Development."  In fact, the dissertation of a Ph.D. candidate is nothing more than a very large, very carefully prepared report!

Take a moment to write on these lines about three titles of reports you could write right now based on what you've been studying or reading lately.  Of course, you would probably want to do more research to flesh out a report, but create the titles for term papers you might be interested in doing to fulfill an

assignment.

TITLE---
TITLE---

TITLE---

Students aren't the only people who write reports.  Professionals use them in business, too.  In its simplest form a report might be nothing more than a summary of the day's transactions at a gift shop.  Many professional reports are proposals, like an architect's proposal to design a building for a prospective client with certain characteristics, time-to-completion, and price.  Your first professional report may well be the resume you prepare in order to start looking for a job.  The proposal part of that package would be your cover letter, in which you propose yourself as a good candidate for the job.

What report title could you or one of your parents use for a real report at work?

WORK REPORT---

List three skills you might put into your next resume if you were looking for a job:

SKILL---
SKILL---

SKILL---

After school and work, most people have churches, clubs, or other activities they are a part of, and reports can be used for these, too.  Often these reports are oral, in the form of speeches.  The President's "State of the Union Address" each year is a report, as is the Girl Scout Cookie Chairman's summary of cookie sales

for the troop.

List two oral reports you've given or heard recently--give them titles even if they didn't officially have titles, and tell who was listening:

TITLE/AUDIENCE---
TITLE/AUDIENCE---

Author-Audience

If you go to a meeting to hear a speaker who is an authority in her field, you want the speaker to be an expert.  If some in the audience are also experts, they want to see if she has a new perspective on the material, or they may want to let her defend a position they disagree with.  As the author of a report, you,

too, want to have authority, to speak or write confidently and with real knowledge, even if that comes ultimately from books you've studied or interviews you've done.

In our meeting scenario, the audience has take the trouble to come to the meeting, maybe even having paid to be there, and the speaker/author should have some regard for the audience as "customers."  As you create a scenario for your report, keep in mind your need to keep your audience, your "customers," happy. 

To do this, you need to establish common ground with them by referring to things they already know, then branch out to the new information you have to give them.

Try to complete these sentences, putting yourself in the place of a speaker at a meeting, say of a club you're a part of.  Begin with the "common ground" you share with the audience, then branch out with a "new" statement:

"JUST LIKE YOU, I USED TO THINK---

BUT THEN I DISCOVERED---"

"YOU'VE HEARD ABOUT---

BUT DID YOU KNOW---?"

Sources

Just as we want speakers and writers of reports to be authorities in their own right, we also want them to have done their "homework," to be familiar with other expert opinions.  Once you've chosen your purpose and audience, you need to decide what other authorities you want to bring in to support your points. 

Remember the day's transactions report for the gift shop?  The clerk compiling that report can use the machine-generated cash register report as a source to back up his own report.  For your resume, your references are your sources to back up your claims about your qualifications.

Jot down in the spaces provided what you think might be appropriate sources for each of the following types of reports (Be as specific as possible--narrow it down.):

SERMON ON LOVING ONE'S NEIGHBORS---

ARTICLE IN A MEDICAL JOURNAL ABOUT A WONDERFUL NEW THERAPY FOR PINKEYE---

LETTER TO THE EDITOR URGING VOTERS TO SUPPORT YOUR CHOSEN CANDIDATE--

In the real world, you want to be sure you're pursuing a report idea for which you have access to authoritative sources.  If you live way out in the country and have no way to get to a library easily,  you are probably better off not choosing a report that requires you to compare the editorial pages of five metropolitan newspapers over a three-week period to report on their editorial perspectives.  On the other hand, if your grandfather is visiting who was a soldier in Vietnam, you have a wonderful opportunity to use him as a source if you need to write a report on the war for a history class.  In fact, in that case, you would want to modify the report plan itself in order to make the best use of his knowledge.
If I had it to do all over again . . .

If you were starting this report tutorial all over again today, would you choose the same topic? If not, why not?

IF I WERE STARTING AGAIN, I WOULD CHOOSE---

Could you have changed the focus of it a little bit and made it work better?  What do you think would have been a better approach?

A BETTER APPROACH WOULD HAVE BEEN TO---

What did you discover about sources in the course of doing this report?  Was it hard to find a particular kind of source?  Did you have any surprises?

MY FEELING ABOUT THE SOURCES IS---

If you were required to do a follow-up report to this one, or a companion piece, what might you title the new report?

FOLLOW-UP REPORT TITLE---

If you were starting all over from square one, name three report ideas that you might try:

REPORT IDEA---
REPORT IDEA---

REPORT IDEA---

If your best friend were starting this report tutorial tomorrow, what would you tell him/her?

"WHATEVER YOU DO, DON'T DO IT ON---

BECAUSE---"

"YOU MIGHT TRY USING---

AS A SOURCE."

"YOU KNOW SO MUCH ABOUT---,

YOU COULD WRITE A REALLY GOOD REPORT ABOUT IT."

"YOU COULD CALL IT---

AND WRITE IT FOR---"

THANK YOU!  I hope you have learned a lot about the process of writing a report with this tutorial, and I hope to serve your family again in the future.

Cindy Marsch

Writing Assessment Services

7 January 2011
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