Notes for WFW Ch. 6 Reports

I. Context

A. Situation

1. Usually reader-initiated or requested.

2. Jobs are often at stake-so heavy use of passive voice to alleviate blame.

3. Audience is often hostile to findings.

4. Topics can be controversial.

B. Purpose

1. To inform

2. To persuade

i Appeal to needs and values

ii Use evidence the audience will accept

C. Audience

1. Decision makers, need to know what to do with it.

2. Multiple reader categories, expert through general.

II. Discourse Strategies

A. Persuasion. See I.B.2. above.

B. Navigation & Location aides are important.

1. Multiple reader categories, some may not need to read the entire document.

2. Reports are often long.

C. Ancillary Documents needed.

1. Secondary readers may need to use the more technical information to implement changes based on the decision about the report.

2. Glossary may be needed for general readers.

D. Organizational pattern

1. Problem, background and rational

2. Objectives

3. Methods/procedures

4. Results

5. Conclusions

6. Recommendations

E. Graphics are often needed for multiple audiences

F. Conventional format.

1. Writing style is formal

2. Tone is impersonal

