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Ten Commandments of

Seek to clarify your ideas before communicating.

The more systematically we analyze the problem or idea to be communicated, the
clearer it becomes. This is the first step toward effective communication. Many com-
munications fai} because of inadequate planning. Good planning must consider the goals
and attitudes of those who will receive the communication and those who will be
affected by it.

Examine the true purpose of each communication.

Before you communicate, ask yourself what you really want to accomplish with your
message—obtain information, initiate action, change another person’s attitude? Identify
your most important goal and then adapt your language, tone, and total approach to
serve that specific objective. Don't try to accomplish too much with each communica-
tion. The sharper the focus of your message the greater its chances of success.

Consider the total physical and human setting whenever
you communicate.

Meaning and intent are conveyed by more than words alone. Many other factors
influence the over-all impact of a communication, and the manager must be sensitive to
the total setting in which he communicates. Consider, for example, your sense of
timing—i.e., the circumstances under which you make an announcement or render a
decision; the physical sefting—whether you communicate in private, for example, or
otherwise; the social climate that pervades work relationships within the company or a
department and sets the tone of its communications; custom and past practice—the
degree to which your communication conforms to, or departs from, the expectations of
your audience. Be constantly ‘aware of the total setting in which you communicate.
Like all living things, communication must be capable of adapting to its environment.

Consult with others, whete appropriate, in p
planning communications.

Frequently it is desirable or necessary to seek the participation of others in planning e
communication or developing the facts on which to base it. Such consultation often
helps to lend additional insight and objectivity to your message. Moreover, those who
have helped you plan your communication will give it their active support.

Be mindful, while you communicate, of the overtones as well
as the basic content of your message.

Your tone of voice, your expression, your apparent receptiveness to the responses of
others—all have tremendous impact on those you wish to reach. Frequently overlooked,
these subtleties of communication often affect a listener’s reaction to a message even
more than its basic content. Similarly, your choice of language—particularly your aware-
ness of the fine shades of meaning and emotion in the words you use—predetermines
in large part the reactions of your listeners.



*

[

0.

ood Communication

Take the opportunity, when it arises, ta convey something of
help or value to the receiver.

Consideration of the other person’s interests and needs—the habit of trying to look at
things from his point of view—will frequently point up opportunities to convey some-
thing of immediate benefit or long-range value to him. People on the job are most
responsive to the manager whose messages take their own interests into account.

Follow up your communication.

Our best efforts at communication may be wasted, and we may never know whether
we have succeeded in expressing our true meaning and intent, if we do not follow up
to see how well we have put our message across. This you can do by asking questions,
by encouraging the receiver to express his reactions, by follow-up contacts, by subsequent
review of performance. Make certain that every important communication has a “feed-
back™ so that complete understanding and appropriate action result.

Communicate for tomorrow as well as today.

While communications may be aimed primarily at meeting the demands of an immedi-
ate situation, they must be planned with the past in mind if they are to maintain.
consistency in the receiver’s view; but, most important of all, they must be consistent
with long-range interests and goals. For example, it is not easy to communicate frankly
on «uch matters as poor performance or the shortcomings of a loyal aubordmate—but
postpomng disagreeable communications makes them more difficult in the long rum
and is gctually unfair to your subordinates and your company.

Be sure your actions support your communications.

In the final analysis, the most persuasive kind of communication is not what you say
but what you do. When a man’s actions or attitudes contradict his words, we tend to
discount what he has said. For every manager this means that good supervisory practices
—such as clear assignment of responsibility and authority, fair rewards for effort, and
sound policy enforcement—serve to communicate more than all the gifts of oratory.

Last, but by no means least: Seek not only to be understood
but to understand—be a good listener.

When we start talkmg we often cease to listen—in that larger sense of bemg attuned
to the other person's unspoken reactions and attitudes. Even more serious is the fact
that we are all guilty, at times, of inattentiveness when others are attempting to com-
municate to us. Listening is one of the most important, most difficult—and most
neglected—skills in communication. It demands that we concentrate not only on the
explicit meanings another person is expressing, but on the implicit meanings, unspoken
words, and undertones that may be far more significant. Thus we must learn to listen’
with the inner ear if we are to know the inner man.
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PREFACE

IN THE FIELD OF REPORT WRITING, AUTHORITIES GENERALLY RECOGNIZF.
three methods of acquiring proficiency. The first involves progressive
development from short to longer forms of composition. The second calls
for a series of long reports. The third assists the learner in keeping a
cumulative notecbook of his work, which becomes his own handbook on
report writing. This book emphasizes the third pattern as more active
and creative, but Communication through Reports may be used in con-
nection with either of the other methods.

For convenience, the materials are grouped into three main divisions:
(1) principles and techniques employed in the development of a report,
(2) language fundamentals, and (3) types of reports widely used by man-
agement. Thesc three units of the book are tied together by problems
involving all of them.

Each division of the book builds upon previous chapters, as the reader
compiles his own handbook. He tests his progress when he meets chal-
lenging situations created for him in a progressive sequence at the end
of each chapter. These problems have been devised with a special pattern
in mind. One exercisc supplies a short topic for quick completion; an-
other provides practice in some important phase of writing a report; a
third carries forward two projects which culminate in a long-form career
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vi PREFACE

report and a research report in an arca of special interest to the reader.
Appropriately placed lists of readings offer sources for a broader view and
fuller understanding of the several topics.

Educators, businessmen, industrialists, and leaders in all professions
constantly see the need for better grammar and rhetoric in communica-
tion. A means for intensive review and a source for quick reference are as
necessary as a dictionary and should be as available as a telephone. Part
Two provides such a handy working tool. In functional terms, it sum-
marizes the fundamentals of the language of reports. It warns against
pitfalls. It furnishes a compact handbook for use in the settlement of the
most frequent, troublesome problems.

“To learn by doing” is a reliable maxim. This dynamic approach to
systematic report writing instructs the reader in basic fundamentals,
guides him in preparing his personal encyclopedia of method and forceful
style, and motivates him in actual practice to think straight and write well.

Competence in report writing develops skills in organizing and clari-
fying information. Good writing fosters logical thinking, nourishes the
imagination, and establishes the habit of acquiring knowledge.

PauL DoucLass
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Part One is a unit which describes the
principles, techniques, and operations used
n the development of any report. The actual
form which a report takes, as distinguished
from the method by which it is developed,
depends upon its purpose. Competence in
writing reports of any kind, however, is
achieved through the study of the funda-
mental functions explained in the following
pages.






THE INFORMATION -DECISION PROCESS

IN MODERN MANAGEMENT SOUND THINKING DEPENDS UPON THE FLOW OF
reliable reports. The report gives to an active mind the information neces-
sary to make wisc decisions. By logical arrangement and concise statement,
with clarity and visual simplicity, it digests and brings to usable focus the
results of a thorough inquiry into a problem. The report communicates in-
formation on the basis of which an executive can understand a situation,
make a decision, initiate action, and control outcomes. Thus it serves as a
link in the unending information-decision process of human activity. A
good report puts the product of hard thinking into plain words for quick
reading to guide prudent action.

THE ORDERLY HABIT OF MIND

The ability to write reports constitutes a fundamental skill required of
cvery responsible officer within an organization. It is as necessary to the

S
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equipment of the administrator as mathematical skill has always been to
the work of the engineer. Management quickly recognizes competence in
the preparation of reports; the man who writes them well assumes a posi-
tion of leadership at every point where accurate information supplies the
basis for hardheaded discussion.

The task of writing reports is a stern but rewarding activity. Through ex-
perience in gathering facts and the mental discipline involved in their
orderly presentation and meaningful interpretation, a writer masters a
method of attacking problems. Comnetence in report writing means that a
man has acquired (1) the technigue of careful inquiry, (2) the habit of
orderly thinking trom problems to solutions, and (3) the capacity to make
exact statecment in attractive narrative. The writing of reports thus stands
as a mental and linguistic performance of a high order. The study of report
writing becomes a basic mental discipline much like that of a course on
evidence in law schools.

WEATHER BUREAU REPORTS AS EXAMPLE

The work of the Weather Bureau provides a good introduction to the
operations which go into the writing of reports. Indeed the weather news
in the top corner of the daily newspaper supplies a superlative example of
report writing. The Bureau reduces the specialized work of its intricate re-
search organization to a brief statement to help a farmer deccide whether to
cut his hay:

WEATHER
Cloudy, high around 78° this afternoon. Thursday, rain.

On other pages the newspaper prescnts detailed explanations of this
summary in statistical tables, geographical weather maps, and narrative
discussion. Figure 1.1 outlines the process by which the Weather Bureau
uses every medium of communication to distribute its reports throughout
the nation.

SALESMANSHIP IN REPORT PRESENTATION

A report writer must not take it for granted that his document will be
read. Ralph S. Richardson, head of the technical data department of Gen-
eral Motors Research Laboratories, insists that there must always be a
large clement of “sales effort and showmanship” in any technical writing.
Being a realist, Richardson suffers from no illusions: he knows that a report
must compete for an executive’s time and interest with other reports,
magazines, newspapers, and even golf and bridge games. From his ex-
tensive experience Richardson says that success in engineering and re-
search depends as much upon the ability to present an idea convincingly
as it does upon the ability to perform calculations and experiments. “The
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most miraculous discovery in the laboratory,” he insists, “is not a contri-
bution to our knowledge until the results are recorded and transmitted to
others.”

The General Electric Company recognizes the importance of “selling”
research to such an extent that the budget of its research laboratorics flows
from the appropriations of line departments. Because the research alloca-
tions stand as large sums in departmental budgets, line exccutives want to
know what benefits they get for their money. This concern leads them to
inquire what the laboratory can do to produce the largest return for the
research dollar appropriated. Thus the laboratory constantly faces the ne-
cessity of “selling” its work to the line departments. In this process, General
Electric puts emphasis on reports. It appoints liaison representatives from
the research laboratorics to work with departments and interdivisional
groups. These liaison officers are in fact oral missionarics, “walkie-talkies”
used to catalyze communication. The easy-to-read report becomes a basic
document in the interaction of line and staff.

QUALITIES OF A GOOD REPORT

A good report communicates ‘clear ideas in simple English to busy,
average Americans. It commands attention from the moment a person looks
at it. It stands out conspicuously among other papers and documents on a
desk. It says to the possible reader: “Pick me up! I have something urgent
to tell you.” It is casy-to-read because it talks plainly in straight speech, be-
cause it uses visual aids where they will best carry forward the act of com-

REPORT: Its Meaning According to Word History

Latin = Reportare ( to bear or bring back )

/ must know the answer

fo my problem GO——» [ OOK ———> RESEARCH

BRING BACK THE FACTS <€——EXPLAIN <—FIND OUT

COME BACK
Your 502:’7?

TELL ME WHAT
THE FACTS MEAN—> RECOMMEND ACTION

Fig. 1.2. The report: how ity meaning developed
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munication, and because the organization of the material is orderly and
fast-moving. It sustains interest by the power of its presentation and the
quality of its content. It brings satisfaction when the reader says grate-
fully, “Thank you, sir, I understand. Now I have the facts to guide me and
a recommendation to act upon.”
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TRY YOUR HAND AT THESE ©

® to test your report-writing ability

to encourage observation and analysis

e to indicate your initial capability in the organiza-
tion and presentation of material

¢ to provide material of permanent value for your
notebook

1. Daily papers report weather news in various patterns of presentation. Study
any issue of a metropolitan newspaper and write a brief report on the sub-
ject: “How the X Newspaper Reports Weather News.” In your study begin
with the brief weather report always given on the front page. Follow page
citations to the detailed discussion. In your report, show how the news-
paper uses boxes, charts, tables, maps, and contrasting type faces. Illustrate
your report with clippings to support your observations. Indicate how
specific items of weather information may be of interest to special reading
publics in your geographic area. In making your report use any form of
presentation discussed in chapters 16, 17, or 18.

2. The United States News and World Report has developed editorial tech-
niques to increase the effectiveness of communication and to ease the
reader’s visual task. Study chapter 4. Then write a report on “How the
United States News and World Report Makes News Easy to Understand.”
Support each of your points with illustrations clipped from issues of the
magazine.

3. Read the section in chapter 26 on “Think Memorandums.” Then write a
“think memorandum” in which you suggest that you would like to write
a comprehensive report on your own career interest.

4. Lyman Bryson analyzes the communication act by asking five questions:
(1) Who (2) says what (3) in which channel (4) to whom (5) with what
effect. The United States Tariff Commission, an independent executive
agency, issues a report for the advice of the President and Congress on
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pottery tableware. Eastern Ohio, northern West Virginia, and western
Pennsylvania produce three-quarters of the domestic supply. Nearly
18,000 American employees compete in the domestic markets with the
product of workers in Czechoslovakia, France, Germany, Italy, the United
Kingdom, China, and Japan. The pure white clay known as kaolin, used
to form the paste of porcelain, comes from North Carolina, Florida, and
Georgia. Kentucky, Tennessee, and England produce ball clay. Feldspar
comes from North Carolina, South Dakota, and New Hampshire. Seven
out of every ten producers belong to the Vitrified China Association and
the United States Potters Association. Four out of every five workers be-
long to the National Brotherhood of Operative Potters affiliated with the
American Federation of Labor-CIO. The industry is served by trade journals
including Ceramic Industry, Abstracts of the American Ceramic Industry,
Retailing Home Furnishings, Crockery and Glass Journal, The Ceramic Age,
and the Pottery Gazette and Glass Trade Review. Use Bryson’s analysis of
the communication act and write an information report on the reading
audiences of the Tariff Commission report. Then prepare a short memo-

randum in which you recommend writing the report at X level of reading
difficulty.



METHOD

REPORT METHOD IS A WAY OF THINKING, THE MIND MOVES IN ORDERLY
sequence from problems toward solutions. The writer holds himself to his
subject as a ship keeps to its course. 1deas develop on a firm founda-
tion so that each one leads to conclusions which contain the intellectual
force of the preceding ideas. The mark of a competent reporter lies in his
ability to sense meaningful relationships and to explain them convincingly
with supporting evidence.

FOUR FUNDAMENTAL QUESTIONS

In planning his attack upon his problem a reporter asks four fundamental
questions in these words: (1) Who wants to know? (2) What? (3) Why?
(4) When? The answer to the “who” determines the reading audience. The
answer to the “what” defines the subject. The answer to the “why” explains

10
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the reason for the study. The answer to the “when” sets the time schedule
according to which the work must be performed.

THREE PHASES OF THE TASK

As a method, report writing organizes its operational tactics into three
phases:

1. precise statement of the question to which an answer is desired
2. building and execution of a plan to gather the necessary evidence

3. drafting of the document, tailor-made, to fit the needs of a particular
reading audience.

Phase 1: STATEMENT OF THE QUESTION

The writer’s first step in the development of his report begins when he
proceeds to make the assignment clear. Assignments come to writers in all
kinds of forms. Sometimes they originate in casual verbal requests. At other
times the request may be transmitted as a carefully formulated project
statement prepared by specialists in conference. In whatever form he re-
ceives the request, the writer must become absolutely clear in his own mind
about what his task includes and what it excludes. He should not be timid
about putting questions to his superiors who have assigned the task to him.
He should never begin work with any blind spots in his mind about what is
expected of him. Some industrial engineers verify their assignment by
giving their clients a precisc statement of the task they have undertaken.
This kind of memorandum insures a complete meeting of minds from the
very beginning. The rcporter asks himself, “What exactly am I expected to
do?” He proceeds to write out his idea of the assignment for his own guid-
ance. This statement should be reviewed by the person or persons who
gave him the problem to study. It should be initialed and dated by the
principals to the operation.

Once the assignment has been made clear, the reporter brings his prob-
lem to focus. He states the subject in such a way that he can attack it ob-
jectively. A graduate student at Harvard University once asked President
James B. Conant what he thought was the first requisite of a good chemist.
Dr. Conant quickly replied, “The first requisite of a good chemist is to pick
out the problem on which to work.”

The writer says to his reader: “Now listen to me, Sir. So that we will un-
derstand each other completely, let me state exactly the problem which
you and I are going to explore. Here itis . . .”

A market analyst gets right down to business in a study for a client
when he begins:

The following report presents the results of a general market study on warm
air furnaces to determine (a) the effectiveness of the company’s marketing
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efforts, (b) the acceptability of its products, and (c) the volume of potentiality,
all for the purpose of formulating the company’s future plans for organization,
products, and facilities for the next year and succeeding years.

In the design of an experiment a research worker stated his problem like
this:

I propose to test the assertion of a lady that by tasting a cup of tea made
with milk she can discriminate whether the milk or tea infusion was first
added to the cup.

Phase 2: BUILDING AND EXECUTING THE PLAN

When he has brought the problem into focus, the reporter proceeds to
build his plan of attack. This plan nceds to be mapped out as carefully as
a military mission. The writer asks himself three questions:

1. What tools do I need to record information?
2. To what sources shall I go for evidence?

3. How shall I time and schedule my operations to complete the report
on the deadline date as set?

WORKING TOOLS

The primary working tool of the report writer is an adequate note sys-
tem for recording the information which he collects. A good note system
provides a flexible record in handy form for the effective use of facts and
ideas. The system should be elastic, simple to manipulate, and easy to use.
It should provide for the classification of units of information which are

CODE:
Note Taking

Dow,Earle, Principles of a Note System

New York: Century Company, 1924, pp.124.
Summary

Basic need of good note system:
Contents freely transferable in
1. distinctive units
2. each unit complete in itself
3. each note readily identifiable

and dassifiable by deseriptive key word
4. units easily manipulated to apply

data at any point with least possible
eonl Rt 2 energq bveo

Date: 6/8/55
Comment

[<

Fig. 2.1. Bibliographical note

complete in themselves. These units should be easily identifiable and
capable of organization around key words. The system must provide for
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cross-indexing as well as for classification. Further it must provide for a
card record inventory and control of larger documents such as manuscripts,
reports, charts, maps, and schedules.

To outfit himself for work, the writer should procure

1. A supply of 4” x 6” cards in three colors, white for bibliographical notes,
buff for subject notes, and blue for notes recorded as a direct quotation.
Cards of other sizes may be more convenient for some purposes.

2. A box file for the cards with alphabetical, numerical, or subject sep-
arators.

3. Manila folders 8%” x 11” for the larger materials needed for reference.

4. A looseleaf notebook in which materials may be arranged and rearranged
as they are written.

Some writers find wire-bound notebooks valuable when the pages are
pre-punched so that they can be torn out and transferred to the looseleaf
notebook. In laboratory work the “lab” notebook supplies the original
record of the experiment.

NOTE-TAKING

Notes fall into two general classes: (1) bibliographical records and (2)
subject items. The bibliographical note should be prepared according to
the standard cataloging practices in a library. In Figure 2.1 the bibli-
ography note follows the general form of the library card.

Except for the entry of temporary key words for provisional classifica-
tion, notes should be written in ink. They should be recorded with accuracy
of source and substance, so that no further verification will be necessary.
Carclessness in note-taking can result in subsequent inaccuracy and often
in added labor necessitated by rechecking on the source.

2 2-14—Key to

Subject —1> Copyright Protection: Tndustrial Design | Ovutiine

%“gce*mwdm__mt itional fine arts to
o | Preventing Design Piracy | utilitarian desi
A8 THeuatt Lo Whitman -

Bar A iati
Date | Journal, Marc
Note h 1955 ; —
Taken_ |(Vol41-No3)po | Copyright notice important to |
\ 242- 247 | ward off design pirates. |
s/ie[ss
R“P"te"'-’.Cnp.ng.hi_lim_amdmﬂﬁ_ See also Tndustrial Design <+—Cross
Comment mmmm Reference
| design needed  JWH

Fig. 2.2, Subject note
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KEYSORT NOTES

The necessity for quick access to voluminous reliable notes has resulted
in the development of cumulative note files based on the keysort card. The
Kettering Laboratory, University of Cincinnati, for example, keeps ex-
haustive bibliographical and subject notes on coded keysort cards like the
one shown in Figure 2.3.

For general note-taking purposes, a keysort card of the type indicated in
Figure 2.4 has advantages of long-run uscfulness. These cards cost about a
cent apiece. A two-drawer file provides a highly practical work space. Since
a reporter becomes an expert on the subject he studics, his command over
his field becomes a permanent part of his professional activity. His note
file therefore continues to be a part of his cumulative body of knowledge
about the subject on which he is an authority of growing influcnce.

ooo'ooooo'ooolooo'ooo|o.oooooo
00000000 o0000 OO [ 3 N [ J 0 00 0 o:
2 . 2r T v x - v v T 1 3 L] Qo ’ o L] - t L3 3 i LJ < r € o 3 L A
®- o 2 Cards e e e GNQ. 19,1617
-~ @ oss, W. G., Heller, V.G.: Chromates in animal nutrition. QI27F, MUVP, 47,
-0 J.Ind. Hyg. Toxicol, 28:52- 6, 1946. fz KMTF 6
-0 To find the influence of chromates on growing animals "‘NCR file
-0 white mice, albino rats, and New Zealand rabbits were used as
E experimental animals. The animals were given potassium chromate in their food
[ A and drinking water, and zinc chromate in their food. Metabolism checks were

e
wowiny.

- run on white rats and rabbits.

oo Author concludes: Growth curves show for white rats, the maximum non-
'Y ) toxic level of chromate salts in drinking water 1s 500 ppm. For mature
white rats and mice, the maximum non-toxic level of zinc chromate 1n food
1s 1%. Young rats were stunned and made sterile by 1/8 of 1%. For rats of
e| all ages 1/8 of 1% 1s the maximum amount which can be added to the food

_| without deleterious effect. Since tests for Cr on the blood and urine were

-l negative, 1t may be assumed that chromates did not enter into the blood

«f stream from the alimentary. Digestion trials show that drinking water up
.

'.
[
22 23 uu u
.....

By pernussion, Edward T. Cleary, Ohio River Valley Sanitation Commussion

Fig. 2.3. Keysort bibliographical note

The subject note should identify its content by means of a key word in
the upper left corner. The card should indicate the source of the material
and the authority. It should leave space at the left for the notation of the
date on which the note was taken and for subsequent comment. It should
provide for cross-indexing.

The keysort system provides marginally punched card records of notes
for fast, accurate sorting into any desired classification. The holes around
the sides of the keysort card are coded by notching away that portion of
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the card betwcen the hole and the edge. These notches allow the coded
cards to be separated from the unnotched cards when a sorting needle is
inserted in one of the holes of a group of cards. Since notched cards have
nothing to support them on the ncedle, they fall from the group while the
unnotched cards remain on the needle.

00 C 0000 0000000000000 0600006000
o, 2 ' a2 [ 1 vy _a 2 L0 LI N S B N JY S 1 I 7 a__ 2 L] l" a2 '.,‘.'.
@[ ee s [se]w 2 fao[w w7 e [s el sli2] o] e e]s|als2]" 13 -
° :1 GROUPS, PROBLEM-CENTERED 6.9.3.4. J-e
e. N deHuszar, George B., Practical Applications of Democracy :”.
o.[- e
o "Do-group" based on participation, people facing problems together- e
i creation of situations. Method = building and using problem-centered |
@[~ groups. Such groups (1) focus attention on one problem, (2 ) break down |- @
PY ..E big problem into smaller units handled one at a time, ( 3 ) unite peopl e
| 1n automatic team-work 1n goal-directed and task-centered activity as o
[ 18 all play with eye on ball ( the problem ). -~ ®
® - Huszar ( Umversity of Chicago as an area specialist ) @
o - 4/28/55 Cross reference group dynamics (over) :‘_.
Flcesersn— ns e “1-——
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0000000 O0COCGOIEOGOSOIOSGSLIOGIOOOIOONOGEOSEOSOCOC® OIS [ J

Fig. 2.4. Keysort card for general note use

When the notc system has been developed, the reporter turns to the
building of his plan of action. An old proverb runs like this: “Plan your
work. Then work your plan.” The reporter gains power by organizing his
effort. Before he begins his detailed work, he needs to think his project all
the way through. A builder does not begin the construction of a sky-
scraper until he possesses the architect’s blueprints. He wants to know
what materials he needs, how and where they are going to be used, what
the completed building is going to look like, and what purpose it will
serve.

As the reporter faces the task of thinking his project through to determine
the specific direction of his action, he asks himself questions. “What infor-
mation do I nced to work through the problem assigned to me?” “Where
shall I look for such information?” He begins to sketch a preliminary road
map of his itinerary to guide him in gathering evidence. Like the lawyer,
a reporter must develop evidence which is logically relevant to his prob-
lem and competent to support the point. Evidence is relevant when it
establishes relationships which have meaning within the frame of
reference of the problem. It is competent when it is trustworthy and
authoritative.

In determining the information which he needs to gather, the reporter
is selective. He wants evidence to bear directly on the topic at issue. At
this point a simple worksheet will help him.
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My problem:
1 2 3
Questions I need to answer | Where I shall go to find the | Time when I shall do the
L answer work
2.
3.
4.
5.
etc.

The list of questions jotted down in Section 1 supplies the preliminary
working outline. The guide to sources of information in Section 2 provides
an action map. The work schedule planned in Section 3 furnishes a time
calendar which keeps the project moving,.

THE COLLECTION OF INFORMATION

Report writing has no research techniques which are especially its own.
It is eclectic. It uses whatever methods or tools at the moment will best
contribute toward finding the answer to the stated question. By every
means at his command the report writer searches for evidence. He finds
this evidence in

1. statements and testimonies obtained from interviews, questionnaires,
enumerations, and registrations
2. written documents

8. real evidence addressed directly to the senses without the intervention of
a witness; that is, by direct inspection, observation, and experiment

TALKING WITH SPECIALISTS

The writer can well begin his collection of information by discussing his
assignment with people who know most about the subject. A visit with
them will open up their experience and give sharpness to his own approach.
By pointed questioning and careful listening he will launch his project
with competent orientation. He will come away from each interview with
some valuable material which the person loans or gives him and with ideas
which enrich his own reflection.

REVIEWING PREVIOUS STUDIES

Once the writer has obtained the guidance of persons who have given
special thought to the general field in which his subject lies, he needs to
find and examine reports which have been previously issued on his or re-
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lated subjects. A writer should find everything which already has been
done so that he will not duplicate effort. A good writer saves his own time
and strengthens his operation by building on the foundations which others
have already competently laid.

DIGGING IN THE LIBRARY

The exploratory phase of research heads up in the library. A good re-
porter is at home among books and documents. As he develops a feel for
his subject, he accumulates notes which lead to further inquiry. The only
way to learn how to use a library is to go to the indexes and go to work.
There are no effective paper lessons which will give a report writer the
experience and skill necessary to learn his way around the library.

The real use of a library begins when the writer enlists the librarian as
his working partner in the project. More time is wasted by beginning
writers at this point than at any other. Librarians are paid to help people
who use the libraries; the writer should put the public, university, com-
pany, or agency librarian to work for him without the slightest feeling that
his request is an imposition. To get the fullest cooperation from a librarian,
the writer should inform her exactly what he is doing, what kinds of ma-
terial he is looking for, what documents he wants, and why. When the
librarian gets a clear picture of what his project is, she actually joins his
“staff” as a colleague. Librarians want to be helpful in this way. The best
advice which can be given to a writer is this: Go directly to the librarian,
explain the project, and use her professional experience.

HISTORICAL BACKGROUNDS

To set his problem in perspective, the writer must project it against
historical backgrounds. To do this he must search old files, abstract letters,
analyze minutes of meetings, summarize documents, and cite laws and
regulations. He works out the “history” or “background” of the problem.
In reconstructing the past the writer needs to be on his guard to evalu-
ate the relative worth of the various sources of evidence. In dealing
with documents he asks himself two questions: (1) “Are the documents
authentic?” (2) “Are the authentic parts credible?” In evaluating state-
ments, he asks whether the primary witness or the ultimate source of
the detail was able and was also willing to tell the truth, whether this
primary witness was accurately reported with regard to the detail un-
der examination, and whether there is any independent corroboration
of the detail. If a detail passes these tests, it is credible historical evi-
dence.

ASKING QUESTIONS

One direct way to gather information is to ask people questions. The
newspaper reporter daily uses this technique quickly to reconstruct the
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relationships involved in an event. By stating questions orally, first to
one person, then to the other, by reference to documents, by inspection
of real evidence, the reporter weighs, sifts, and evaluates his informa-
tion until he believes he has established a reliable story. The five basic
questions which the reporter poses are the familiar Ws: (1) Who? (2)
What? (3) When? (4) Where? and (5) Why? Just as the news reporter
under the discipline of deadline time and column-inch space writes his
version of what happened, lawyers in court question witnesses for evi-
dence to explore an event. From all the testimony produced, the jury de-
cides what are facts and what are not facts. In the same way the report
writer formulates searching questions and directs them to persons who
ought to have special competence in answering them.

DESIGNING A SCHEDULE

Whether questions are asked in personal interview, whether they are
directed to individuals who have special knowledge of the subject, or
whether they are posed by a George Gallup or an Elmo Roper to a general
sample of the population, the inquiring method of gathering facts requires
what is technically known as a “schedule.” A schedule is a carefully pre-
pared arrangement of inquiries to evoke information and evidence for
answering the question at hand.

In designing a questionnaire schedule, the report writer asks himself
four questions:

. What facts do I need to know to explain my problem at this point?
. Why exactly do I need this particular fragment of information?

. Whom shall I ask to give me the answers I want?

4. Why should I ask these persons?

O N

The magazine Woman’s Day asked Elmo Roper to study ladies who
bought the magazine and to report to the publisher about the character-
istics and attitudes of its readers. The Roper organization stationed inter-
viewers in A & P stores to record the names and addresses of some 30,000
persons who bought copies of Woman’s Day. From this list Roper selected
a sample by taking names at random, exercising care to make the sample
correspond with the true cross-section of Woman’s Day buyers and to ap-
portion the names geographically according to Woman’s Day circulation.
Interviewers then personally called upon and directly interviewed 2,006
women sampled from the list. The sample was further classified on the
basis of economic level as (1) prosperous, (2) upper middle class, (3) lower
middle class, and (4) poor. A small section of the questionnaire schedule
developed and used by Elmo Roper in the Woman’s Day study is presented
in Figure 2.5. A schedule sheet serves as a guide in the exploration of a
problem. The United States Department of Commerce, for example, pub-
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8. (ASK FOR EACH MAGAZINE LISTED) About how long ago did you happen to read or look through an sssueof ._ _._. . ?
During
During 19 Before
Oct , Sept , but before Jan. 1 Never
orAug 19 Aug 1 19 (vol.) Don’t know
Good Housekeeping -~ - - « v e = — - 18=1 - - -2 - 3 - 4 .. --5
Ladies’ Home Journal ... . _ . . _ . 19-1 .. . ... 2 -3 4 - s
McCall's .. . JE - e s - 20-1 .- - - - 2 - - - 3 4 b
Woman’s Day . ... . - - - 21-1 . . 2 3 4 5
‘Woman's Home Companion . . .. 22=-1 ... 2 _—- 3 . = . 4 5
ASK ALL RESPONDENTS EXCEPT THOSE WHO Woman's Day . - 4 -4
ANSWERED “NEVER” TO ALL FIVE MAGAZINES IN “g” Woman's Home Companion s . s
©a. Which of these magazines do you think would probably give None or don’t know — e - . -6 —e en _6
you the most practical help in running your home? (HAND
RESPONDENT CARD) ‘ ASK EVERYONE

b. (UNLESS “NONE OR DON'T KNOW™ IN “a”) Which of 10a. Does anyone in your family other than yourself like to read

these magazines ... .. .. .. — .. do you think would ‘Woman's Day?

be next best for giving you practical help in running your Yes_— . 25-1 (Ask B)

home? a b No__ - _.. 2 (Skip to 11)
Most help Next best b. (IF “YES”) Are these other readers male or female or both?

Good Housekeeping ... - - - 231 ~24-1 Male only _ _. _25-3 (Skip to 11)

Ladies’ Home Journal . . .2 .2 Female only 4 (Ask C)

McCall's. .. . . . _ 3 -3 Both _ _ -5 (Ak C)

Fig. 2.5. Roper Schedule: Woman’s Day Study

lishes a check list, shown as Figure 2.6, to help the businessman study the
potential market for a new industrial product.

HOW MANY USERS WILL THERE BE?®

Every manufacturer or distributor wishes that he could count his “sure
prospects as easily as he can count his output. But he never can. You never
have 3,000 or 3,000,000 prospects. Instead you have 8,000 or 3,000,000 pros-
pects—if—if the product is right, if it is packed and shipped right, if the
discounts are right, if business conditions are right.

Since so many factors enter into estimating the number of users, there is
a great temptation to lapse into wishful generalities—unsupported by field
tests or by arithmetic—in counting your prospects. Avoid that at all costs.

These questions will help you to make an initial estimate and then to cut
down that estimate realistically on the basis of stated limiting factors. The
estimate must be cut still more in the light of later sections.

»

Check list on number of users

1. What industries will use the new product? (Are they farmers, manufacturers
of mining machinery, long-haul truckers, or what? List those that first
occur to you.)

1.
2.
3.
4.

° CHECK LIST TO HELP YOU INTRODUCE YOUR NEW INDUSTRIAL PRopucTs (Washington: Govern-
ment Printing Office, 1946), pp 4-6.

PN w

Fig. 2.6. Nonstatistical question schedule for use in forecasting
users of a new product
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2.

Does your product have any possibilities for consumer use? (For
example, if it is a new blowtorch, might it find use in home work-
shops as well as in industry? If so, what?

. Can you count on selling any of your product to the federal gov-

. Can you count on its being used by state and local governments?

ernment, including the armed forces?

How many potential customers (neglecting all competitors and other com-
plicating factors) are there in this country? (In the columns below list
every type of potential user—for example, meat packers or electric
utilities—that you and your friends and associates can think of. Then on
the basis of the U.S. Census of Manufacturers, manufacturers’ registers,
and other sources mentioned at the back of this booklet, put an estimated
number of prospects, either firms or individuals, opposite each type of
user. For example, if your product were an improved electric gluepot,
you would list all major users such as furniture factories and minor users
sucl; as individual cabinetmakers. Total each column and add the two
totals.)

PRIMARY USERS MINOR USERS
Type - Number Type Number
Total primary users _________ Total minor users

Total potential users in U. S.

6. What factors cut down the size of the total market?

a. What percentage of the potential customers are located in sec-
tions of the country where there is little use for the product?
(For example, southern municipalities need little snow-removal
equipment. Industries in natural gas areas are not apt to buy
automatic stokers.)

b. What percentage will be poor prospects because they use
smaller-scale or larger-scale equipment than your product? (For
example, bus companies in small towns may not be able to use
automatic vchicle-washing equipment efficiently.)

c. What percentage are likely to be out of the market because
they already have similar products giving satisfactory service? ——

d. What other market-limiting factors, if any, are peculiar to the
nature of your product, and roughly by what further percent-
ages might they reduce the size of your total market? ——— ——

Total
Fig. 2.6. (cont.)
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7. How many prospects are left for your type of product? (Reduce
No. 5 by the percentage total in No. 6)

8. What additional percentage deductions in the estimated size of
your total market must be made?

a. Deduction for the internal industry situation (patents and the
like)

b. Deduction for competitors” inroads on your market

c. Deduction for price range

Total

9. How many prospects are available after these additional deduc-
tions? (No. 7 less the percentage total in No. 8) Estimated total
available prospects

10. How many of your products would each typical prospect nor-
mally use per year? (If your product would last the typical pros-
pect 5 years, then write )

11. How many prospects can you then estimate for your product for
the first year? (Multiply the number available prospects by the av-
erage number of your product each one would use per ycar; that
is, multiply No. 9 by No. 10) Estimated total available prospects
for first year

12. Is the market for your type of product likely to change in size
during the next 2, 5, or 10 years? —

13. Are there foreign sales possibilities for your product? (If so, yon
may later want to estimate the number of prospects in various
foreign countries. The Department of Commerce can give you
much usetul information on these forcign prospects. In most cases,
however, you will want to establish a domestic market before
branching out abroad.)

Fig. 2.6. (cont.)

OBSERVATION, MEASUREMENT, INSPECTION, AND EXPERIMENTATION

In general, reporters must gather a good deal of information by inspec-
tion, observation, measurement, and experimentation. Take the casc of a
traffic engincer who, by means of a pneumatic hose laid across the high-
way, makes an automatic measurement of the flow of vehicles down an
avenue. His counter clock registers and adds the number of vehicles. The
total, measured by timed intervals, gives a quantification of information
which can be tabulated, charted, and used to analyze a highway problem.
An architectural engineer inspects the conditions of a building. On the
basis of his inspection he writes:

Report of exterior inspection discloses serious brick disintegration in the
north and east walls. In many areas the mortar joints could be scraped out
easily with a knife. The north wall has developed tension cracks along brick
courses, immediately over lintel brick rows, extending upwards several feet.
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This wall has a pronounced outward bulge, starting at the first floor line and
becoming large enough to measure about two inches at midheight of structure.

The brick chimney at the rear of the building and on the east wall is tipped
severely away from the vertical.

Wood lintels over basement windows in the north wall show evidence of
dry rot, and in one case no bearing is provided at one end, the lintel hanging
freely and apparently supported by the sash . . .

Conclusion: All evidence of distress in floors and partitions above the first
floor can probably be attributed to the buckled wood column and displaced
heams in the hallway. Brick-bearing walls, above the first floor, in general,
are disintegrating, and cracks running diagonally above the window and
door openings indicate an unequal foundation scttlement and inability of
brick lintels to support any loads. Poor bearing conditions of floor joists in
brick walls are probably a result of the joists duc to the large midpoint de-
flections.

The entire structure above the first floor can be termed as unsafe for oc-
cupancy.

A surveyor records on his working sheets the measurements which his
instruments read. Weather Bureau metcorologists enter their observations
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Fig. 2.7. Schedule sheet used by Weather Bureau to record observations
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on the schedule sheet shown in Figure 2.7. This standard schedule is
worked out in advance of the observations. It guides the observer in the
selection and classification of data.

Phase 3: DRAFTING THE DOCUMENT
CLEARNESS, UNITY, COHERENCE, AND DIPLOMACY

From the moment that he begins to study his problem, the report writer
is thinking about the form and quality of his final document. He knows
that an effective report possesses four basic qualities. Upon the foundations
of sound reasoning and trustworthy data, a good report makes clear state-
ment as the product of an orderly and confident mind. By sharp focus upon
the precisely-stated problem, it achieves a unity which produces a single-
ness of impression. By a development which makes each part grow nat-
urally out of the section which precedes it, it achieves coherence. By
tactful statement it presents constructive proposals so that they will be
acceptable to the reader without in any way antagonizing him.

So important does General Motors consider these qualities that it
keeps them before its engineers in these words: clearness, unity, coher-
ence, and diplomacy.

A GOOD OUTLINE

makes clear the plan on which the report is built

gives the reader an overview of the contents

identifies important ideas

shows how 1deas are related to one another

subordinates detail to proper perspective

communicates ideas with logical and convincing economy

provides for clearness, unity, coherence, and diplomacy in presentation

insures that the same message will be conveyed to all readers

is consistent in form, giving attention to uniformity in style, indenta-
tion, parallelism, and subordination

Fig. 2.8. Qualities of a good outline

The writer incorporates these four qualities into his report as a result of
careful planning by means of a working outline.

THE WORKING OUTLINE

An outline is the backbone of a report. As soon as the writer can glimpse
his report as a whole, he arranges his thoughts in an orderly sequence on
paper. He may—and most generally will—revise his provisional outline a
number of times as his ideas clarify with research and reflection.

As a help to orderly thinking and as a necessary guide to the proper
classification and organization of notes, a writer adopts some one pattern
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for use in the construction of his outline. The pattern shown in Figure 2.9
uses Roman numerals for the major heading. Capital letters identify the

Title centered > SUBJECT TITLE

Capital Roman numerals for
major headings L

Capital alphabetical letters
for subdivisions

ow>

Arabic numerals for next
subdivisions

@ 1o

Lower case alphabetical letters
for next division

Small Roman nunerals for
further division 1

Roman numerals always abigned at
night, left margin being vanable ———————— ii.

Fig. 2.9. Number-letter outline code

OUTLINE FORM*
1. FIRST MAIN IDEA BEING OUTLINED.

a. Fuct, opinion, or evidence supporting this idea.

(1) Important item relating to a.
(2) Another item rclating to a.

(a) Subordinate data in support of (2).
(b) More data in support of (2).

1. Item to support (b).
(a) Subtopic supporting 1.
(b) Another item supporting 1.
2. Another item in support of (b).
(c) Another point supporting (2).
b. Another fact supporting 1.

2. SECOND MAIN IDEA BEING OUTLINED. Equal to 1, above.

a. Fact supporting second main idea.
(1) Item cxplaining a.
(2) Second item explaining a.
b. Second fact supporting second main idea.

;4’1‘1-:CH151QUES OF MILITARY INSTRUCTION, FM 21-6 (Washington: Government Printing Oﬂwe_,
1954), p. 34.
Fig. 2.10. Army outline form
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chief subdivision. Sections within subdivisions are marked by Arabic
numerals. Further subdivision is indicated by the usc of lower-case letters
and by small Roman numerals.

The Army suggests a variation of this system in the pattern exhibited in
Figure 2.10. Main points arc indicated by Arabic numerals, subtopics by
lower-case letters, and subordinate detail by numbers and letters in
parentheses.

For purposes of correlating the notc system to the outline, the pure
number code outline pattern is especially useful. The pattern identifies
each major section with an Arabic numeral beginning with 1. Subdivision
classification can be made to any degree of refinement merely by repeating
the chapter code number and adding to its scquence numeral. Figure 2.11
shows how the pure number code is worked out for an eight-chapter report.

ESSENTIALS OF MANAGEMENT FOR SUPERVISORS

1. The five phases of supervision
1.1 Planning
1.2 Organizing
1.3 Commanding
1.4 Controlling
1.5 Coordinating

2. The planning function
2.1 Planning as arrangement of means to accomplish objective
2.2 Factors in successful planning
2.2.1 A definite major objective
2.2.2 Small well-defined minor objective
2.2.3 Priorities for munor objectives
2.2.4 The human factor: plan must be sold to people
2.3 Evaluating plans
2.3.1 Steps necessary to accomplish the major objective small enough to facili-
tate detailed planning
2.3.2 Stcps planned 1 detail

8. The organizing function
8.1 Unity of command (Onc boss)
3.1.1 “A man caunot serve two masters.”
3.1.2 Organization chart to show proper channels
8.1.3 Communication through channels
8.1.4 Classification of relationships by job definitions
8.2 Span of control
8.2.1 People. optimum number of subordinates
3.2.1.1 Breaking up group to manageable units
3.2.1.2 Dclegation within group
3.2.1.2.1 Decrease in span of control
3.2.1.2.2 Development of assistants
3.2.2 Distance
3.2.2.1 Shortening span of control
3.2.2.2 Centralized control with decentralized operation
3.2.83 Time
8.2.3.1 Task to be accomplished in time limit
8.2.3.2 Short time jobs requiring fewer controls

Fig. 2.11. Pure number outline system
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8.3 Homogeneous assignments
3.4 Delegation of responsibility with corresponding authority
8.5 Basic types of organization

8.5.1 Line organization

3.5.2 Staff type organization

8.5.3 Line-staff organization

8.5.4 Functional organization

3.5.5 Committee type organization

4. The command function
4.1 Means of putting plans into action
4.2 Making dccisions
4.2 1 Dcfining the problem
4.2 2 Getting the facts
4.2.3 Analyzing the facts
4.2.4 Making the decision
4.2.5 Informing the person
4.3 Exercising leadership
4.4 Giving orders

5. The control function
5.1 Controlling action of men
5.2 Controlling materials
5.2 1 Setting standards of quality
5.2.2 Mcans of impersonally determining how far standards are met
5.3 Controlling processes
5.3.1 Policy manual
5.3.2 Operating manual
5.3.3 Standard practice procedure
5.3.4 Engincering specifications
6. The coordmating function: getting the right person, material, or equipment to the
right place at the right time
6.1 Planning function as determined by
6.1.1 Major and minor objectives
6.1.2 Priority
6.1.3 Dcveloping methodologics
6.1.4 Showing cach member how his part fits into the whole
6.2 Organizing function as determined by
6.2.1 Correct structure
6.2.2 Position classification to carry out each function
6.2.3 Job description
6.2.4 Delcgation with authority
6.3 Command function
6.4 Control function
7. Types of coordination
7.1 Vertical, keeping channels of authority open from top management to worker
7.2 Horizontal, developing tecam play
7.3 Mechanical getting
8. Methods of achieving vertical and horizontal coordination
8.1 Conferences
8.2 Advisory Committecs
8.3 Adnmunistrative orders
8.4 Intcroffice and shop memorandums
8.4.1 Routing slip
8.4.2 Return to sender to verify circuit
8.5 Staff meetings
8.6 Labor-management committees

Fig. 2.11. (cont.)
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According to linguistic pattern, the outline may be built from topical key
words or full sentences. A sentence outline is really an intermediate step
between a topical outline and the complete text. It briefs the whole
report, provides a means for testing the logical order and coherence of
statements and the validity of propositions. Figure 2.12 gives an example
of one section of a sentence outline.

1. The Commander is responsible for all measures within his command.
a. He determines the choice of position.
b. He makes decision about the employment of materials and construction.
c. He enforces camouflage discipline.

Fig. 2.12. Sentence outline

The writer needs to determine and stick to the outline form which best
suits his purpose. No matter what form he selects, he must remember one
fundamental principle: Since a topic is not divided unless there are at
least two parts, an outline should have at least two headings in each order.
If there is an @ there must be a b; if there is a (1), there must be a (2).

WRITING THE MANUSCRIPT

When the final outline is complete, the writer goes to work on the draft
of his report. He sits down and writes with sustained application. There
are no short cuts to the burden of the task. In writing his monumental
history of George Washington, Douglas Southall Freeman showed how
method supports good literary craftsmanship. He plotted his work by the
hour. He would lay the groundwork for a chapter, outline it in detail,
criticize his outline, and then weave his notes into his prose. Finally, he
would polish his style. He kept a logbook of the hours spent in developing
a manuscript. Painstaking effort produces a report of high quality.

Figure 2.13 provides an operational guide to aid the writer in developing
his report.

1. SUBJECT:

II. CENTRAL THESIS DEVELOPED IN REPORT:

III. CLARIFICATION OF ASSIGNMENT:
(Who wants what kind of a report? Why? When?)
A. Report assigned to

Name of writer

Fig. 2.13. Report writer’s planning worksheet
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on by

Date Name of officer

under authorization dated

by

Office, board, ageney
B. Reason why the report is wanted:

IV. FOCUSED STATEMENT OF THE PROBLEM:

A. What it includes
B. What it excludes
C. Definition of terms

V. PROPOSED DISTRIBUTION AND CIRCULATION

Confidential

General use

Report to be delivered to

Name
on
Position Office Date due
Estimated number of copies to be prepared
Report will be read by (primary audience)
1.
2.
3.
4.
Report will be of direct interest to (sccondary audience)
1.
2.
3.
Report will possibly interest (tertiary audience)
1.
2.
3.
VI. MECHANICAL DETAILS
A. Report to be processed by
Typewriter-carbon paper ——  Multigraph —
Photo copy ——  Letter press _
Ditto ——  Offset —_—
Mimeograph ———  Other —_—
Multilith _

B. Manuscript instructions
Size of gross page: length
Left margin ————" Right margin
Top margin ———" Bottom margin
Dummy planned

C. Estimated number of words
Double-spaced typewritten pages
Dummy pages—words and spaces each line

Lines each page

” x width ———”

”

r”

Fig. 2.18. (cont.)



D. Time schedule
Date objective for first draft
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195—

Month

195—

Date objective for final draft
Month
E. Provision for review
Committee members
1. , chairman
)
3.
4.
F. Style guides
1. Speech level
Formal
Colloquial —— ——
Technical —
2. Capitalization Suggestions

V1l. ORGANIZATION OF WORKING TOOLS

. Note system

. Notcbook

. Manila folders and file

. Classification and coding system

. Outline type
Number-Letter ———
Pure Number —
Sentence Type _
Other —_—

HOO®E >

Day

VIII. WORK SCHEDULE

A. Questions B. Intormation needed to answer C. Resources

to be questions
answered

Personal | Documentary Real
statements coudence evdence

IX. WORKING OUTLINE

to be
consulted

D. Operations
noeessary
1o ohtain
data, e.g.,
letters,
schedules,
bibliography

E. Time
Plan

X. FINAL OUTLINE

Fig. 2.18. (cont.)
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XI. SPECIALISTS TO REVIEW SECTIONS AND COMMENT
Specialist Section

XII. SCHEDULE OF VISUAL AIDS TO BE PREPARED
Aid Plan for obtaining

Fig. 2.13. (cont.)

LIBRARY REFERENCE GUIDE

The reference books listed in this appendix serve as working tools for
report writers in their research. By the usc of these basic volumes the
report writer can find his way into any area of specialization.

1. CATALOG

Libraries keep a record of the books and documents in their collection
in a card catalog. Well-organized libraries list each book alphabetically in
three different ways, by the

1. name of the author
2. title of the book
8. subject matter arca

If a writer docs not understand the way the library card catalog works,
he should ask a librarian to explain the system to him. Every good profes-
sional librarian will consider a request for assistance as an opportunity for
service. An experienced research worker makes his librarian his confi-
dant, adviser, and counselor. By running through the cards in the subject
matter classification, a writer finds dircctions to the best sources of refer-
ence information. Almost every field has its special bibliographies, diction-
aries, periodicals, and guide books. A first step is to discover these from the
listings in the catalog and to use the basic reference volumes as a point of
departure in further research. The card catalog lists these entries like this:

ART-Bibliographies
ECONOMICS—Periodicals
LAW-—-Dictionaries
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From the card indexed by author’s name, the writer can obtain biographi-
cal information about the dates of the author’s birth and death, the gist of
the book, the date and place of publication, the company publishing the
book, the number of pages, and subjects under which the volume is cross-
referenced. Two catalogs of foreign books list holdings and publications
within Great Britain and France. These are

Catalogue, Department of Printed Books, British Museum, London
Catalogue General des Livres Imprimes, Bibliotheque Nationale, Paris

2. BIOGRAPHY

Because background information on persons involved in events is con-
stantly necessary, a report writer finds the following sources useful in
biographical inquiry:

American Men of Science, 8th ed. Lancaster: The Science Press, 1949.

Current Biography. New York: H. W. Wilson Company. Issued monthly and
bound annually. Cumulative index 1940 to date.

Dictionary of American Biography. New York: American Council of Learned
Societies (Scribner), 1937.

Dircctory of American Scholars. Lancaster: The Science Press, 1951.

Grove’s Dictionary of Music and Musicians, 4th ed. New York: The Mac-
millan Compauy, 1940. Six volumes.

Leaders in Education, 3rd ed. Lancaster: The Science Press, 1948.

Poor’s Register of Directors and Executives in the United States and Canada.
New York: Standard and Poor Corporation, 1928 to date.

Who Was Who. Chicago: The A. N. Marquis Company, last published
biographics-in-brief of biographies sketched in Who’s Who in America,
26 biennial editions since Volume 1, 1899-1900.

Who’s Who. London: A. and C. Black, 1849 to date. Annual listing of
British leaders and some world personalities.

Who’s Who in America. Chicago: The A. N. Marquis Company, 1899 to date.
Revised biennially.

Who’s Who in Engincering, 6th ed. New York: Lewis Historical Publishing
Company, 1948.

City, regional, and professional directories often give information about
persons not listed in these general volumes.

3. FACT BOOKS

Americana Encyclopedia. New York: Americana Corporation.

Columbia Encyclopedia. New York: Columbia University Press. One vol-
ume.

Encyclopaedia Britannica. Chicago: Encyclopaedia Britannica, Inc.

Encyclopedia of the Social Sciences. New York: The Macmillan Company.

Statesman’s Year-book. London and New York: The Macmillan Company,
1864 to date. Annual. Statistical and historical facts.

Statistig;zl Abstract of the United States. Washington: Government Printing
Office.
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Webster's Biographical Dictionary. Springfield, Mass.: G. & C. Merriam Co.

Webster's Geographical Dictionary. Springficld, Mass.: G. & C. Merriam Co.

Webster's New Collegiate Dictionary. Springfield, Mass.: G. & C. Mer-
riam Co.

Webster's New International Dictionary, Unabridged. Springfield, Mass.:
G. & C. Merriam Co.

World Almanac and Book of Facts. New York: New York World-Telegram
and Sun, 1868 to date. Annual. List of associations and societies gives
lead to specialized sources of information.

4. INDEXES

Agricultural Index. New York: H. W. Wilson Company, 1916 to date.

Art Index. New York: H. W. Wilson Company, 1929 to date. Fine arts,
archaeology, architecture, and ceramics.

Cumulative Book Index. New York: H. W. Wilson Company, 1898 to date.

Education Index. New York: H. W. Wilson Company, 1929 to date.

Essay and General Literature Index. New York: H. W. Wilson Company,
1900 to date. Semi-annually cumulatively. Cumulative items 1900-
1933 listed in 1933 volume.

How to Use Shepard’s Citations. Colorado Springs: Shepard’s Citations.

Index to Legal Periodicals. New York: H. W. Wilson Company, 1908 to
date.

Industrial Arts Index. New York: H. W. Wilson Company, 1913 to date.
Science, technology, engincering, and business perjodicals.

International Index. New York: H. W. Wilson Company, 1907 to date.
World periodicals on humanities and science.

Readers’ Guide to Periodical Literature. New York: H. W. Wilson Com-
pany, 1900 to date.

Special Indexes

Engineering Index. New York: American Society of Mechanical Engineers,
1884 to date. Annual alphabetical index to subject and authors. Brief
digest of articles.

The Public Affairs Information Service Bulletin. New York: The Public
Affairs Information Service, 1915 to datc. Weekly and bi-monthly bulle-
tins bound cumulatively each year. Emphasis on political and social
sciences and economics.

The New York Times Index. New York: The New York Times, 1913 to date.
Bi-monthly: bound cumulatively each year.

Abstracts and Digests

Book Review Digest. New York: H. W. Wilson Company, 1905 to date.
Monthly: annual and biennial cumulations; cumulative monthly index.

Chemical Abstracts. Easton: American Chemical Socicty, 1907 to date.

Psychological Abstracts. Lancaster: American Psychological Association,
1927 to date. Signed abstracts.

5. PUBLICATIONS, DIRECTORIES, AND UNION LISTS

American Newspapers. New York: H. W. Wilson Company, 1821-1936.
Union list of files available in the United States and Canada.
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N. W. Ayer & Son’s Directory, Newspapers and Periodicals. Philadelphia:
Ayer and Son, Inc., 1880-1949.

Cumulative Book Index. New York: H. W. Wilson Company, 1898 to date.
Monthly except August; cumulative each year. Cumulative volumes
supplement and form part of United States Catalog listing all books
printed in the United States.

International Ycarbook: Directory of American and Foreign Journals. New
York: Editor & Publishers. Aunual, last January weekly issue, 1920 to
date.

The Publishers Trade List Annual. New York: R. R. Bowker Company (Pub-
lishers Weekly), 1873 to date.

Ulricl’s Periodicals Directory. New York: R. R. Bowker Company, 1947.
Classified guide to selected list of current domestic and foreign peri-
odicals.

Union List of Microfilms. Ann Arbor: J. W. Edwards.

Union List of Serials. New York: H. W. Wilson Company, 1943 with 1945
supplement.

. SEARCH BOOKS

Coman, Edwin T., Jr., Sources of Business Information. Englewood Cliffs,
N.J.: Prentice-Hall, Inc., 1949.

Davis, Marjorie V., Guide to American Business Dircctories. Washington:
Public Affairs Press, 1948.

Hauser, Philip M. and William R. Leonard, Government Statistics for Busi-
ness Use. New York: John Wiley & Sons, 1946.

. COMMERCIAL, FINANCIAL, AND TECHNICAL SERVICES AND SOURCES

Directory of International Scientific Organizations. Paris: Unesco, 1950.

Editor and Publisher Market Guide. New York: Editor & Publishers, 1924 to
date. Newspaper markets by state and city.

Handbook of Scientific and Technical Socicties and Institutions in the
United States and Canada, 5th ed. Washington: National Research
Council, 1948.

Industrial Research Laboratories of the United States, 8th ed. Washington:
National Research Council, National Academy of Sciences.

Market Data Book. Chicago: Advertising Publishers, 1920 to date. Industrial
and trade markets, business publishers, and advertising agencies.

Other Services
Commerce Clearing House includes:

Automobile Insurance Law
Aviation Law

Bankruptcy Law

Carricrs—Federal and State
Congressional Index

Congressional Legislative Reporting
Federal Administrative Procedure
Federal Carriers Case Series—ICC
Federal Contract Cases
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Fire and Casualty Insurance Law

Food, Drug, and Cosmetic Law Quarterly
Food, Drug, and Cosmetic Law Reporter
Government Contracts Reporter
Insurance Cases

Liquor Controls Law

Negligence Law

Public Utilities

Railroad Unemployment Service
Workmen's Compensation Law

Moody's Investors Service includes:

Moody's Banks and Finance—banks, insurance, real estate, investment
trusts

Moody’s Bond Record

Moody’s Bond Survey

Moody’s Dividend Record

Moody’s Governments and Municipals

Moody’s Industrials

Moody's Manual of Investments, American and Foreign

Moody’s Public Utilitics

Moody’s Railroads

Moody’s Stock Survey

Prentice-Hall includes:

Amcrican Labor Arbitration Awards

American Labor Cases

Cuapital Adjustments

Corporation Service

Federal Aids to Finance

Federal Bank Service

Federal Regulations on Income and Excess Profits Taxes

Federal Sccurity Regulations

Fcederal Tax

Federal Tax Citator

Federal Trade and Industrial

Income Tax Laws

Inheritance and Transfer Tax

Installment and Conditional Sales

Labor
Employces Relations and Arbitration
Union Contracts and Collective Bargaining
Personnel Policies and Practices Labor Guide

Oil and Gas Taxcs

Payroll Service

Pensions and Profit Sharing

Property Taxes

Real Estate

Sales Taxes

Securities Regulations

State and Local Tax
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Stock Transfer

Tax Court Decisions

Tax Idecas

Trusts

Unemployment Insurance
Wills, Estates and Trusts

Standard and Poor’s includes:

Called Bond Record

Daily Dividend Record
Standard Corporation Records
Trade and Securitics

. COMPREHENSIVE BOOK GUIDES

Guide to Reference Books, 7th ed. Chicago: American Library Association,
1951. Manual, edited by Constauce Winchell and continuing Isadore
Mudge lists, indexes and briefly described reference works in all fields.
Volume designed for library reference assistants and students.

Legal Bibliography and Legal Research. Washington: National Law Book
Company, 1947; 1949 supp](‘m( nt. Guide to American Law books and
legal research.

Standard Catalog for Public Librarics. New York: H. W. Wilson Company,
1940; supplement 1941. Inclusive but sclected list of books in all fields.
Subject arrangement, analytically indexed.

. GOVERNMENT DOCUMENTS AND INDEXES

Catalog of Public Documents of Congress and of all Departments of the
Government of the United States (short title: Document Catalog).
Washington: Government Pimting Office, 1893-1945 Discontinued,
but valuable for the period covered.

Congressional Record. Washington: Government Printing Office, 1873 to
date. Daily issue of proceedings of Congress when 1 session. Cumu-
lative by session volumes. Index volumes give scparate Senate and
House bills and resolutions by number.

Digest of Public General Bills. Washington: Government Printing Office,
1936 to date. Issued during sessions of Congress. Federal Law Section,
Legislative Reference Service, Library of Congress. Excellent index.

Monthly Check-List of State Publication. Washington: Government Print-
ing Office, 1910 to date. Library of Congress listing.

Official Congressional Directory. Washington: Government Printing Office.
1809 to date. Irregularly issued, usually each session of Congress.

Source Materials of Federal Law—a guide to where and how to find them.
Washington: Federal Bar Association Journal, 1951.

United States Federal Register. Washington: Government Printing Office.
Daily since March 12, 1936. Monthly, quarterly, and annual indexes;
official gazette.

United States Government Organization Manual. Washington: National
Archives, Federal Register Division, 1935 to date. Irregularly issued.

United States Government Publication: Monthly Catalog. Washington: Gov-
ernment Printing Office, 1895 to date. Monthly with cumulative index;
annual cumulation with year’s index.
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United States Laws and Statutes. Code of the Laws of the United States of
America. Washington: Government Printing Office, 1947-1948, five
volumes with annual supplements. General index. Consolidates all gen-
eral and permanent laws.

10. UNITED NATIONS

Checklist of United Nations Documents. New York: United Nations Sccre-
tariat, 1949 to date. Detailed subject index.

United Nations Document Index. New York: United Nations, 1950. Check-
list and index, index cumulated aimually.

United Nations Documents, 1941-1945. London: Royal Institute of Inter-
national Affairs, 1946.

11. AUDIO-VISUAL MATERIALS

American Television Directors. New York: American Television Society,
1946 to date. Official yearbook.

Association of School Film Libraries Catalog. New York: Association of
School Film Libraries, 1939 to date. Looseleaf.

Broadcasting Ycarbook. Washington: Broadcasting Publications, 1935 to
date. Lists AM, FM, and TV stations, network personnel, advertisers,
agencies handling programs, production companies, and FCC rules.

Check-List of Recorded Songs in the English Language. Washington: Di-
vision of Music, Library of Congress, to July, 1940.

Educational Film Guide. New York: H. W. Wilson Company, 1936 to date.

Educational Film Library Association Evaluations. New York: Educa-
tional Film Library Association, 1946 to date.

Educator’'s Guide to Free Films. Randolph, Wisconsin: Educators Progress
Service, 1941 to date. Subject and title index.

Filmstrip Guide. New York: H. W. Wilson Company, 1948 to date.

Ideas on Film. New York: Saturday Review, January 27, 1952. List of 215
film libraries.

Industrial Film Bibliography. Chicago: National Metal Trades Association,
1947 to date. List of films for industrial training.

Motion Pictures, 1912-1939. Washington: Government Printing Office, 1951.
Catalog of copyright entrics, cumulative serics. Comprehensive index.
Supplement, 1940-1949, cumulative volume. Original issue kept cur-
rent by Catalog of Copyright Entrics; Motion Pictures and Filmstrips.

New York Museum of Modern Art Film Library Bulletin. New York: Mu-
seum of Modern Art, 1941 to date.

On the Record. New York: Saturday Review, regular department weekly
issue.

Quarterly Record List. Musical Quarterly. New York: G. Schirmer, Inc.,
January 1935 to date.

Radio Annual. New York: Radio Daily, 1939 to date.

Recordings for School Use. Yonkers-on-the-Hudson: World Book Company,
1942 to date. Catalog of appraisals.

Television Broadcasters Association Official Yearbook of the Television In-
dustry. New York: Television Broadcasters Association. Proceedings
of annual conference, 1944-1945 to date,
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Training Film Annual. Cleveland: Commercial Films, 1949 to date. Sound
slide film catalog.
World Radio and Television Annual. London: S. Low Marston, 1947 to date.

READINGS

GENERAL

Beax, G. B., Indexing and Précis Writing. London: The Macmillan Company,
1930.

Brown, GeorGk E., Indexing. New York. H. W. Wilson Company, 1921.

Distribution Data Guide. Washmgton: Department of Commerce. Issued
monthly; subject-indexed and cross-referenced semiannually as supple-
ments to July and January issues.

Dovrcn, Epwarp W., Outlining for Effective Writing. New York: Harper &
Brothers, 1923.

Hamwmonp, KenNETH R. and Jeremian M. ALieN, Jr., Writing Clinical Re-
ports. Englewood Cliffs, N.].: Prentice-Hall, Inc., 1953.

Juenke, Gracr E., A Study of Précis Writing as a Composition Technique. New
York: Teachers College, 1939.

Keysort Punching and Sorting Manual. New York: The McBee Company, 1953.

Technique of Military Instruction, Army Field Manual 21-6. Washington: Gov-
ernment Printing Office, 1954, pp. 29-35.

HISTORY

GorTscuaLk, Louss, Understanding History. New York: Alfred A. Knopf, 1950.

Guide to the Writing of American Military History. Washington: Department
of the Army, 1951.

Theory and Practice in Historical Study. New York: Social Science Research
Council, 1936.

LAW

Model Code of Evidence. Philadelphia: Amcrican Law Institute, 1942.

REPORTING

MacDoucaLL, Curtis D., Interpretative Reporting. New York: The Mac-
millan Company, 1950.

SCIENTIFIC METHOD

Beverioce, W. 1. B., The Art of Scientific Investigation. London: William
Heinemann, Ltd., 1950.

FIsHER, gONALD A., The Design of Experiments. Edinburgh: Oliver & Boyd,
1949.

Goop, CarteR V., and DoucLas E. Scates, Methods of Research. New York:
Appleton-Century-Crofts, Inc., 1954.

Mann, H. B., Analysis and Design of Experiments. New York: Dover Publi-
cations, 1949,
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Rrrcuie, A. D., Scientific Method. New York: Harcourt, Brace & Company,
1928,

STATISTICAL OPERATIONS

BereLsoN, BArRNARD, Content Analysis in Communications Research. Glencoe:
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TRY YOUR HAND AT THESE o

to practice formulating a report subject
to set up a note system

to develop a work plan

to acquire skill in making outlines

to become more familiar with the library
to develop a report plan

1. Bring to sharp focus a proposal to write a research report on a problem of
special interest to you or one which fits in as a part of a project. Review
Chapter 15, “Memorandum.” Then, in a memorandum, make a precise
statement of the research problem as you propose to study it.

2. Read Chapter 14, “Letters.” Then write a letter using any letter format which
appeals to you. In this letter, explain in detail how you have set up your
note system, how it works, and how it is keyed to your outline pattern.

3. For the rest of your life your career will be one of your primary concerns.
Set up a cumulative note file system on your career subject, which you may
wish to keep current for vears to come. Describe your system in a memo-
randum.

4. Decide what kind of an outline form you are going to use. Then write a
letter explaining why you have selected this pattern and how it works.

5. Prepare a sclective bibliograpliy on your career interest.

6. Using the “Report Writer's Planning Worksheet,” submit a working plan
for your research report.

7. You are asked to prepare a report to forecast the market for a new product.
By the usc of the schedule given in Figure 2.6, prepare a report on any
product of special interest to you. If you have no preference, discuss the
pocket-sized transistor radio.



CASE HISTORY: ORGANIZATION
OF IDEAS

A CASE HISTORY WILL SHOW THE PAINSTAKING METHOD FOLLOWED BY AN
outstanding report writer of the National Resources Planning Board in the
organization of his ideas. The exhibits demonstrate how carefully he built
his plan, how he weighed the relative importance of his topics and allo-
cated space, and how meticulously he executed his assignment.

FORMULATION OF REPORT'S CENTRAL THEME

On October 12 Samuel H. Thompson sat down with pad and pencil to
think about his assignment. He proposed to formulate the central idea of
the report in a concise thesis sentence. Doodling on his pad, he jotted
down ten possible focal statements (Figure 3.1) which expressed the sub-
ject of the report due on December 1. He studied this array, as shown in

40
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Figure 3.1, and checked the ninth alternative as being the one which
seemed to state the central idea he wanted to communicate to his readers.
His mind had located its target; he was going to write about “Energy and
Men-at-Work.”

’%2/
2y 0“»{ malzral 72, woalen peen.
—_Ecmﬁ,fm‘@g_ﬁm_—__
Q//mﬂu n/m/ ca—nnu,m

Conacimpolion
_EQWMMJ;M__.
E/»M O/n// 778 2 e 47 WA

Fig. 3.1. Doodle sheet used to work out central idea

DRAFTING THE WORKING OUTLINE

Thompson kept thinking over his subject. By the next day he saw his
plan more clearly. He restated his basic theme. He was going to write
about “Energy, Production, and Man Power.” At once he began to break
his general topic into units. He blocked out the divisions of his subject,
subdivided these divisions into subsections, and estimated the number of
words and double-spaced typewritten pages which the five divisions of
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10-13-
Outline for Energy Resources Section
of Dec. 1, 19 Report®/
Estimate of space
ENERGY, PRODUCTION, AND MAN-POWER wm"oubi.-'pa . yp-
(1) Hational p W__L___H__WSELJ_HMM) ) 4
(a) Energy, enterprise, and the peoples' needs 400 too0 i
(t) Defense: &ise national enterprise 250
(c) Power, production, geography, and people 350
(2) Coslt men_and jobs —~ 625
(a) Immedinte needs for defense 150
(b) den and jobs and carbon 250
(c) Long-range requirements for national needs 2&5
(3) Petroleun snd natural gasi A Problez in Prudence 3 625
(a) Consumption and sucply 150 /
(b) What do we know of reservess %00
(c¢) Exergency and long-range needs 175
(4) NWater power: Inexhaustible energy and river control 2 625
(a) Weter power is inexhaustible but limited 150 /
(b) Power for defense 175
(c) A lcnger views power, water, and people 300
(5) Electric poweri_ Means of modern production % 875
(a) Electric pover and productivity . 200 -
(b) Electric power for defenses % nation mr'“pph}zs
(c) Power, lsbor, production, and people 350
15
<_/ 3750
1/ A staff report, based on end supported by the actions of the
appropriate technical compittees of the Board.

Fig. 3.2. Working outline

the final manuscript copy would require. Thus he developed his first draft
of a working outline (Figure 3.2).
STATING IDEAS FOR CRITICISM

During the next week the writer proceeded with his research. He di-
gested his information. He began to put his ideas down on paper with a
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, Reperl &n.eW FW,MWW@7
(’)WMC%MWW \’%

Fig. 3.3. Idea skeleton for discussion

telegraphic conciseness (Figure 3.3). Always keeping the due-date of his
report before him, as can be seen by the entry in the top left-hand corner,
he wanted to submit his ideas in their naked form to himself and to some
of his colleagues for criticism. Hence he deliberately divorced ideas from
grammatical presentation. At this point he wanted searching comment on
the integrity and correctness of his reasoning.

His worksheet was therefore an “idea skeleton,” a sort of telegraphic
memorandum for the discussion of ideas. The interlineations indicate the
extent to which the criticism of his colleagues and his own further thinking
influenced the development and revision of his ideas.
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TYPEWRITTEN SECTION UNITS

The writer now has his telegraphic notes typewritten. He leaves wide
margins for notes; he wants to see how each idea looks on a page by itself.
Working constantly in terms of word-counts and the deadline date, he
builds his copy to fill the space as he has mapped it out (Figure 3.4).

Dec.2,19 , Report, Energy, Production, and Man-power SHT - 10/19/
-1
Estimated
Words
@,_/‘ (1) National policy for energy resources and power supply.  pp 3066
(2) Energy, enterprise, and the peoples' nmeds. 0 408

Mechanical pover and energy not derived from ﬂ ?M

muscle are fundarental to modern industrial econos,
for right or wrong. In fact, could not supnort fre-
sent populstion without mechanical power - agriculture
a8 well ae industry. Watt and the stea:r engine povered
the industrial revolutionj then iron and steel, rail-
rceds, wider exploitation of mineral resources, miner-
alogy end metellurgy, modern chemistry, mechanical and
automatic procersee. Modern industriel enterprise and
therefnre commercial initiative ir bared on mechanicel
energy and powver. Resultss (1) literation of tne
human race from iimitations c! human and anizal muscle
and brain, and even in some aegree froa limitations of
nature's caprice in zmatters of natural resources and
climate; (2) total war.

Crescendo cf@fv-efopment has been sn rapid in
modern times that the quertion is nov baldly and
bleaklyt will mndern totel war destroy modern so-
calied clvilization?

Fig. 3.4. ldea unit typewritten with wide margins
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FINAL DRAFT OF OUTLINE

Ten days pass as Thompson works on his report. Now he is ready to map
the final report with a matured plan of action (Figure 3.5). He proceeds to
put down his ideas on separate sheets. He is still presenting his ideas with-
out literary form. He is still thinking.

vy | Pelr ke e

1

ENERGY, PRODUCTION, AND MAN-PowEr Y

(1) National policy for energy resources and

power supply
(a) kEnergy, enterprise, and the peoples needs

(b) Defense: First national enterprise

Enan
(c) geography, and people
(2) Coal: Men and jobs

(a) Immediate needs for defense

(6) Yen and jobs and carbon
n

£, o 2 -

(b) lnng-rangex &

(3) Petroleum and natural gas: A problem in prudence

(a) Consumption and supply

(Y (8) What do we know of reserves?

(b) Emergency and long-range needs
(4) Water power: Inexhaustible energy and river contro

(a) Water power 1s inexhaustible but limited

(b) Water power for defense

(c) A longer view: Bower, water, and people

(5) Rlectricity: Means of modern production

(‘) £lectric power and productivity

(@) Electrac power for defense: Grganizanon of
a national supply

(c) Power, lebor, product.on, and people

1/ & staff report, based on &nd supported by the actions of the appropriate technical
comnittees or the 3oard.

Fig. 3.5. Final outline
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REDRAFT OF IDEA SUMMARY

On the basis of his final outline, he redrafts his idea summaries. (Figure
3.6). Again he leaves wide margins for the revision of his ideas.
WRITING THE MANUSCRIPT

Upon the foundations of this solid preliminary work the writer is at last
ready to draft his manuscript. He has digested his facts. He has reflected

Dec.l,19 ,Report = Energy, Production, and Man-power SHE-w-307/20/
«l=
Estimated

Words
(1) National policy for energy resources and

pover supply. 800
(a) Energy, enterprise, and the people's

needs, 200

Mechanical power and energZy not de-
rived from muscle are fundamental to modern
industrial economy. Could not support any-
thing like present population without
mechanical power - agriculture as well
industry. Watt and the steam engine/fpowered
the industrial revolution; then iron and
steel, rai 5 xploitation of

sources, miner: and metallurgy,
ern chemstry, mechanicallinitiative iz ang
based on mechanical energy and power. Res~
sults: (1) liberation of the human race from
limitations of human and animal muscle and
brain, and even in some degree from limita-
tions of nature's caprice in matters of
natural resources and climate; (2) total

war.

Crescendo of power development has

{ Wﬂaﬁ been so rapid in modern times that the

question is now baldly and bleakly: will

W- modern total war destroy modern so-called
civilization or will machine-power be con-
ﬂ’o@m, trolled to produce the goods and the

services and the jobs that the people want

W-m&« and need?

Fig. 3.6. Redraft of idea summary and final copy
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et - 11/8/

Pa/d’l/~m 6

ENERGY, PRODUCTION, AND MAN-POWER

1, National Policy for Energy Resources and Power Supply

It is a commonplace to say that a modern industrial economy like
that of the Umited 3tates is founded on mechanical power and energy
not derived from muscle. The goods and services required by our
130 million people could not possibly be made by nuscle alone. Lnergy
derived from coal, petroleum, natural gas, or water power is funda-
mental,

(a) Energy, enterprise, and the peoples! needs.

Watt and the steam engine powered the industrial revolution hardly
more than a century ago= a century of iron and steel, of railroad
building, of exploitation of mineral and forest resources. Non-muscular
energy applied through mineralogy and metallurgy, through modern chemistry,
and finally through automatic processes can produce enormously greater
quantities of goods and services thun could be made by muscle and also
goods and services that muscle could not mske at all. Modern industrial
enterprise and, therefore, commercial initiative are based on mechanical
em and electrical energy. Among the results to date are (1) liberation
of the human race from limitations of human and animal miscle and brain,
and even in some degree ImmAli.mitabions of nature'!s caprice in matters
of natural resources end climate; (2) total war.

Machine power has made possible warfare between whole nations on
a continental scale. The question for this generation and the next is
whether machine power can be controlled to pruduce) not wnrfare)but. the

goods and the services end the jobs that the people want and need.

Fig. 3.7. Manuscript typed

upon them until the presentation has the qualities of clearness, unity, and
coherence in his mind. He has subjected his ideas to criticism. He has re-
viewed the logic of his presentation by spelling out his ideas on unit sheets.
He knows the relative importance of each section and its word length. Now
his final writing proceeds quickly and easily because his clear thinking has
made possible clear writing.

He delivered his manuscript on time.
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TRY YOUR HAND AT THESE o

to practice formulating a central theme

to prepare a working outline for a manuscript to
meet space requirements

to provide a discipline in composition

PART IlI
4. ENERGY, PRODUCTION, AND MANPOWER"

National Policy for
Energy Resources and Power Supply

through automatic processes can produce enormously
greater quantities of goods and services than could be
made by musde, and also goods and services that muscle

Tt 15 0 commonplace to say that a modern mndustrnal
economy like that of the Umted States 1s founded on
mechanieal power and energy not dernved from muscle
The goods and services requued by our 130 milhon
people could not possibly be made by musde alone
Energy dernved from coal, petroleum, natural gas, or
water power 18 fundamental

Energy, Enterprise, and the People’s Nerds

Watt and the steam engine poweled the industrial
revolution hardly more than a century ago—a century
of 1ron and steel, of railrond building, of exploitation of
nuneral and forest resources Nonmuscular energy
apphed through mineralogy and metallurgy, through

would not make at all  Modern mdustual enterprise
and, therefore, commereial mitiative are based on
mechanical and electrical energy. Among the results
are (1) liberation of the human race fiom hmitations
of human and ammal muscle and bran, and even in
some degree from the hmitations of nature’s capnee n
matters of natural resources and climate, and (2) total
war.

Machine power has made possible warfare between
whole nations on a continental scale  The question for
this generation and the next 1s whether machine power
can be controlled to produce, not warfare, but the
gouds and the services and the jobs that the people

modern  chemistty, through electneaty, and finally want and need.

Fig. 3.8. The printed page

1. An editor invites you to prepare a manuscript of 1200 words giving the
result of your market study based on the schedule in Figure 2.6. Following
the procedure discussed in the case history document presented in this
chapter, develop the report to the writing stage. Your work papers should
include your doodle sheet on which you worked out your central idea, the
development of the outlines, the schedule for allocating spacc weight to
the various topics, the idea skeleton for discussion, the idca units as type-
written with wide margins for further correction and comment, the final
outline, and the redraft of the idea summary.

2. Write the 1200-word report.



CLEAR STATEMENT

A GOOD WRITER PRODUCES EASY-TO-READ REPORTS BY MAKING CLEAR
statement. He sees sharply what he wants to say. He says directly what he
sees. He edits severely what he writes. He thinks straight, talks plain, and
takes pains to ease his reader’s visual task.

The size and complexity of modern organization and the necessity for
shaping policies to cope with the tempo of contemporary change combine
to create a demand for linguistic clarity and visual simplicity. Business to-
day places a premium on competent skills in writing and reading. The
effectiveness of written presentation is called readability; the skill with
which a person reads a report is his reading ability. Improvement in presen-
tation helps the reader to grasp more quickly and exactly what the writer
says. Improvement in reading skill enables the reader to comprehend the
writer’s ideas more quickly.

49
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The modern executive must read abundantly, but he must also read
selectively and carefully. For this reason, increasingly serious scientific at-
tention is being given to the problem of increasing the speed at which
people read and the rate at which they comprehend. This interest in help-
ing people to read faster or better, has led to the establishment of reading
laboratories, reading improvement training and advisory services, reading
counselors, remedial reading programs, and to the production of devices,
tests, films, machines, and optical apparatus to encourage reading im-
provement. Gadgets range from the reading rate controller, which me-
chanically moves lines into the field of vision by measured acceleration, to
a machine called the “tachistiscope,” which flashes digits on a screen to
increase the width of what the eye grasps. Harvard University has designed
films to help readers, and optical companies are producing the opthalmo-
graph, which diagnoses eye movements by taking photographic records of
such physical operations as fixation and regression. As corporate policy,
industrial firms like General Motors place new emphasis on reading skills
and writing habits.

Side-by-side with this concern for improvement in reading ability has
come the professional interest in better writing. Robert Gunning Associates,
for example, serve as professional counselors on the subject of clear writ-
ing. Since its formation in 1944, the firm has worked with the staffs of
dozens of publications and industrial corporations from coast to coast. The
work of Rudolf Flesch in promoting readability has become so well known
that “flesching” has emerged as a verb readily understood as meaning
“measuring the difficulty of a piece of writing.”

While he was in federal government service in World War II, Flesch
gave a classic example to illustrate what clear statement means. A price
control regulation defined “ultimate consumer” in these 58 words:

Ultimate consumer means a person or group of persons, generally consti-
tuting a domestic household, who purchase eggs generally at the individual
stores or retailers or purchase and receive deliverics of eggs at the place of
abode of the individual or domestic household from producers or retail route
sellers and who use such eggs for their consumption as food.

Flesch translated this definition into a clear statement of ten words:
Ultimate consumers are people who buy eggs to eat them.

Or, to wrap up the idea in another eggshell, we might mention the state
university home economist who gave farmers’ wives these instructions for
removing the contents without destroying the shell: “Take an egg. Care-
fully perforate the basal end. Then duplicate the process in the apex. Then,
applying the lips to one of the apertures and by forcibly exhaling the
breath, discharge the shell of its contents.” Old Aunt Cissie, who had been
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istening carefully, turned to Grandma Abigail and whispered: “Beats all
1ow different these new fangled ways is. When 1 was a girl, we just poked
1 hole in each end—and blowed!™

IPENCER’S PHILOSOPHY OF STYLE

More than a century ago, and long before the concept of readability was
:oined, Herbert Spencer spelled out some principles basic to clear state-
nent. He asserted as his fundamental proposition the idea that the writer
>wes his reader a courtesy: “economy in attention.” Said Spencer, in
substance:

[

. A writer ought to save his reader time.

2. He should enable his reader to grasp his ideas with the “least pos-
sible mental effort.”

3. Language makes the clearest statement when, like an efficient ma-
chine, it performs on the principle that “the more simple and better
arranged the parts, the greater will be the effect produced.”

4. An advantage exists in expressing an idea in the smallest number of
words and in the smallest number of syllables.

5. Friction and incrtia in language can be reduced by
a. the right choice and placement of words
b. the best arrangement of clauses in a sentence
c. the proper order of purposeful and subordinate propositions.

6. In every sentence, the sequence of words should present the con-
stituents of the thought in the order most convenient for the build-
ing up of that thought.

7. In every sentence, there is some one order of words more effective
than any other. This order presents the clements of the proposition
in the most cohesive succession. As in a narrative, the events should
be stated in such sequence that the mind may not have to go back-
wards and forwards in order rightly to connect them.

8. In a sentence the words and expressions most nearly related in
thought should be brought closest together.

9. In a group of scntences, the arrangement of ideas should be such
that each of them may be understood as it comes, without waiting
for subsequent ones.

10. In achieving economy of the reader’s attention, some ways of divid-
ing and presenting a subject will be more striking and effective than
others, irrespective of logical cohesion.

1 Adapted from Robert P. Court, “How to Get an Idea Across,” Effective Com-
nunication on the Job (New York: American Management Association, 1956), p. 88.
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11. The concrete word is preferable to the abstract, because abstrac-
tions require the reader’s effort in hanging an idea on an image. A
writer should avoid a sentence such as this:

In proportion as the manners, customs and amusements of a nation
are cruel and barbarous, the regulations of their penal code will be
severe.

The writer should use image-creating words.

As men delight in battles, bullfights, and combats of gladiators, so
will they punish by hanging, burning, and the rack.

12. “Non-Latin” or Saxon English words express ideas with forcefulness
because readers are more familiar with the vocabulary, because the
association between the word and the image which it evokes is
better established, becausc they arc comparatively short, and be-
cause they are more apt to be concrete than abstract.®

The pattern for expressing clear ideas in plain words, as Herbert Spen-
cer explained it, has been stated and restated by generations of writers. In
a little volume written at the request of the British Treasury, Sir Ernest
Gowers recommends three rules to guide writers on how best to convey
meaning without ambiguity. He says:

1. Use no more words than are necessary to express your meaning.
2. Use familiar words rather than far-fetched.
3. Use words with a precise meaning rather than those that are vague.2

The King’s English opens with the classic statement that

anyone who wishes to become a good writer should endeavor . . . to be
direct, simple, bricf, vigorous, and lucid. . . . The words to be chosen are
those that the probable reader is sure to understand without waste of time
and thought.3

Sir Arthur Quiller-Couch lays down three rules to apply in the construction
of straight prose when he says:

1. Almost always prefer the concrete word to the abstract.
2. Almost always prefer the direct word to the circumlocution.

* See Lane Cooper, The Art of the Writer (Ithaca: Cornell University Press, 1952),
Chapter XIII, pp. 236-71 for full text of Herbert Spencer’s essay, “The Philosophy of
Style.” The essay originally appecared in the Westminster Review, October 1852.

2 Sir Ernest Gowers, Plain Words (London: H. M. Stationery Office, 1952), p. 34.

8H. W. Fowler and F. G. Fowler, The King's English (Oxford: Clarendon Press,
1908), pp. 1, 3.
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8. Gencrally use transitive verbs that strike their object; and use them in
the active voice. . . . For as a rough law, by his use of the straight
verb and by his economy of adjectives you can tell a man’s style, if it
be masculine or neuter, writing or “composition.”

HOW GUNNING CUTS THROUGH THE “FOG”

Robert Gunning cuts through what he calls “fog” by applying these ten
principles to the building of clear statement:

. Keep sentence average short—twenty words or less.
. Keep sentences variable.

. Prefer the simple to the complex.

. Prefer the familiar to the far-fetched.

. Keep verbs active.

. Avoid unnecessaiy words.

. Use words the reader can picture.

. Relate the communication to the reader’s experience.

C o N3 Ul R WO

. Write as you talk.

—
(=]

. Write to express rather than to impress.®

HOW FLESCH WRITES “PLAIN TALK”

Rudolf Flesch says that “plain talk” is chiefly a question of language
structure and the spacing of ideas. As his recipe, he advises writers to use
short sentences with many root words.® He says:

COPY is hard to read and understand if it has
1. long involved sentences

2. abstract words with many affixes and

3. few or no personal references.

COPY is easy to read and understand if it has
1. short simple sentences

2. simple concrete words with few affixes and

3. many personal references.”

4 Sir Arthur Quiller-Couch, On the Art of Writing (New York: G. P. Putnam’s Sons.
1943), p. 166.

5 Robert Gunning, The Technique of Clear Writing (New York: McGraw-Hill Book
Company, Inc., 1952), p. 38.

¢ Rudolf Flesch, The Art of Plain Talk (New York: Harper & Brothers, 1946), p. 66.

" Writing for the Millions! A Study of What Makes It Hard or Easy to Read (New
York: Macfadden Publication).
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Newsweek wants “simplicity in writing.” What does Newsweek mean
by “simplicity?” Here is the catalog of requirements:
1. simple, dircct, untwisted sentence structure unburdened with clauses,
adjectives, and encumbrances
. short sentences of about 18-word average length
. vivid and concrete words which avoid affixes and abstractions

. action verbs conveying personality and doing the work of adjectives

[SLT SNV I (V]

. fewer adjectives, the action itself doing the work of the adjectives.®

DEVELOPMENT OF PERSONAL STYLE

When the rules for clear writing are studied together, three common
factors emerge: (1) orderly thinking, (2) the careful choice of words, and
(3) the painstaking construction of the sentence. As a writer gains compe-
tence in writing reports, he develops a style of his own. Sir Arthur Quiller-
Couch observes that style “essentially resembles good manners. . . . It
comes of endeavoring to understand others, of thinking for them rather
than for yourself—of thinking, that is, with the heart as well as the head.™

DEVICES TO AID CLEAR STATEMENT

A writer devises appropriate methods to strengthen his skill in making
clear statement. The most important procedure is the construction of the
paragraph for quick reading and thorough comprehension.

A writer who bears his reader’s interest in mind builds each phrase, each
sense grouping of words around the key words most important to explain
his idea. These key words are the nuclei of his sentences. Just as the sen-
tence has key words around which its meaning is built, so the paragraph is
built around a central thought. This central thought ought to be clear to
the reader. By looking for the key words in the sentence and the central
thought in the paragraph, the reader gets the writer’s message. The im-
portance of idea sequence and word relationship in communication can be
appreciated when the writer realizes that at one pause in the movement
of the eye, a good reader, reading well-written prose, can take in four unre-
lated letters or two unrelated words (10 letters) or one phrase of six re-
lated words (30 letters)! The writer who consciously designs his sentences
with attention to the relationship of phrase-units in thought takes a long
step in the direction of clear statement.

SIGNALS TO GUIDE THE READER
A writer further helps his reader by placing along the reading path
devices to alert and guide the reader’s eyes. These devices are really

8 What Newsweck Wants (New York: Newsueek), p. 16.
9 Quuller-Couch, On the Art of Writing, p. 86.
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signals warning the reader of the approach of important divisions in the
organizational development. The writer’s chief gadgets for giving these
signals to his reader are:

1. Type styles and sizes
a. CAPITAL LETTERS FOR CHAPTER HEADINGS
b. Bold face for sectional divisions within chapters
c. Italic
1. for subtitles within sectional divisions
2. for emphasis within a sentence to indicate important concepts
or phrases

2. Tabulation in numerical sequence
a. Here is an example:
The basic steps in the production of Buna S from butadiene and
styrene are:
1. Emulsification
2. Polymerization
8. Cougulation
4. Collection
b. Frequently the enumeration is written out:
First,
Second,
Third,
3. Arrangement in alphabetical sequence

A. Developed within the paragraph in the general flow of the sentence;
for example:

Should it be found necessary to extend government aid to the
synthetic industry in order to obtain the desired volume output,
the methods chosen might be (a) through “capital” subsidies in the
form of sale or lease of the plants or rentals based on only a frac-
tion of their original costs; or (b) through continuing aids, such as
tariff or other import restrictions, or direct subsidization in some
form.

B. Developed in an indented and tabular form, as:

1. Imports of natural rubber should be maintained on the maxi-
mum scale consistent with the objectives of insuring an ample
supply of rubber. . .

2. As a matter of national security, the government should maintain
a large stockpile of rubber. . . .

3. Some part of the existing capacity for producing bulk-use syn-
thetic rubber should be. . . .

TABLES AND CHARTS

Communication is made quick and vivid by the proper use of tables and
charts, devices of visual shorthand. Tables, charts, graphs, and pictorial
representation should be included at points where they make the writer’s
meaning clearer than words.

The writer saves his reader time by using
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1. Maps—to show geographical locations and distribution
2. Charts—to visualize a process or picture statistical data

8. Tables—to show at a glance the relationships between a mass of organized
data.

To use visual summaries such as tables, charts, and maps properly, a
writer must digest the material in his text and assimilate its significance
into the general flow of his thought. Compilations of figures must not in-
trude into the text like an unexpected guest; they must merge smoothly
into the rhythm of the writing. The reference to a table should never be
perfunctory; the text should tell why the table is included. The table is
then left by itself to carry forward the thought sequence. Unless tabular
material can be woven into the text as an organic part of the development,
it should be placed in the appendix for reference use. All of this comment
is to say only that charts and tabular material for inclusion in the text must
serve a specific purpose at the exact point where they are used. Otherwise
a table or chart may interrupt the reader’s forward thought movement; it
causes the reader to stumble or to skip it if he follows a logical sequence
of thought devclopment.

FIVE FAULTS WHICH ADD TO READING DIFFICULTY
A reader is confused by at least five writing faults. These are

. punctuation used to atone for poor sentence structure
. parenthetical expressions

. out-of-place modifiers

. absence of keywords

U A W DD

. irrclevant words within phrases.

1. Punctuation used to atone for poor sentence structure. The use of
punctuation as a wedge to insert additional information can interrupt the
reader’s grasp of the main thought.

Work, principally in the field of accounting analysis (particularly cost
analysis, but comprising also analysis of import invoices, exploratory studies,
and commodity classifications), has been done for the office.

The comma after work and the elaborate qualifying phrase set off in paren-
theses slow up the reading process.

2. Parenthetical expressions. Parenthetical expressions interrupt the flow
of thought and compel the reader to regress to recover relationships and
meaning. They complicate meaning because they insert an idea within an
idea.
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When two or more persons—whether they are male or female, related or
unrelated—have the same surname (spelled identically) the surname with the
least identification (fewer initials, or, perhaps, in some cases—as in famous
men of ancient history—there may be only the last name) should be alpha-
betized ahead of the names with more identification.

3. Out-of-place modifiers. An out-of-place modifier makes the eyes
move back and forth to locate connectional words.

The wool grown in the United States is almost wholly from Merino and
crossbred sheep ranging in quality from 46s to 70s.

At the request principally of the Board, the Commission’s New York office
is carrying out an extensive program of analysis of imports, at present cover-
ing scveral hundred import classifications.

How much simpler to read:

Chiefly at the request of the Board, the Commission’s New York office is
presently carrying out an extensive program of analysis of several hundred
import classifications.

4. Absencc of key words. The absence of key words to guide the eye as
it moves on the page costs the reader time. In the following tabulation
each item begins with a series of words which communicate nothing.

a. As to the impact of the transition from war to peace upon rubber develop-
ments already undertaken in Latin America, the problem is perhaps not
intrinsically . . .

b. With respect to the role which rubber may play in diversifying the econ-
omies of these countries . . .

c. As regards the interest of the United States in eking out, from Latin-Ameri-
can sources, its supplies of natural rubber pending . . .

d. So far as concerns insuring the availability, on a permanent basis, or substan-
tial supplies of . . .

Passing over the fact that “as regards” and “so far as concerns insuring”
are themselves suspect in the company of clear words, a good writer notes
four tabulated observations all beginning with meaningless words. The
key words are missing.

5. Irrelevant words within phrases. Extravagant use of meaningless
words wastes time. Here, for example, is an 11-word line that merely
shuffles its feet:

It is to be expected, however, that with further experience . .

This passage can be written in nine words to convey meaning from the
very beginning of the sentence.
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With further experience, science will undoubtedly improve synthetic rubber.

Here is a 12-word line cluttered with phrases:

It should be noted that the cost problem with respect to alcohol will be seen
tovary . . .

Meaning can start at the beginning of the sentence by the use of straight
speech:

The cost of alcohol differs from . . .

SCHOPENHAUER ON COMPOSITION DESIGN

Schopenhauer liked to compare a writer at work on the design of his
composition with an architect drawing the blueprints for a building. Be-
fore the architect sets to work, Schopenhauer observed, he

sketches out his plan and thinks it over down to its smallest details. Nay,
most people write only as though they were playing dominoes; and as in this
game the pieces are arranged half by design, half by chance, so it is with the
sequence and connection of their sentences. They only just have an idea of
what the general shape of their work will be, and of the aim they set before
themselves. Many are ignorant even of this, and write as the coral-insects
build; period joins period, and the Lord knows what the author means.1?

When a writer builds his sentences and paragraphs with the same pains-
taking skill which an engineer demonstrates in drafting a blueprint, a
craftsmanlike composition results. The language speaks straight and talks
plain.
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10 Cooper, The Art of the Writer, p. 234.
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TRY YOUR HAND AT THESE o

e to learn to be aware of the necessity for clear
statement

e to strive for a readable style

e to develop familiarity with devices which ease
the reader’s visual task

® to stimulate a personal interest in the improve-
ment of reading skill
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1.

o

3.

4.

You are asked to prepare a staff memorandum, like the model given on
page 306, proposing a simple, effective program of reading improvement.
Assume that the program is to be carried out privately by each man.
Recommend the work books, giving consideration to the readings sug-
gested for this chapter.

An air matériel command manual contains this passage:

(1) An employee who has a grievance or his representative will normally
present the grievance, in the first instance, orally to the immediate su-
pervisor. The supervisor will consider it promptly and impartially, col-
lecting the necessary facts and reaching a decision. If the cmployee is
not satisfied with the solution of the problem, he will be advised that he
may discuss the problem with the next supervisor.

(2) If the employee feels that an interview with the immediate super-
visor would be unsatisfactory, he or his representative may, in the first
instance, present his grievance to the next supervisor in line. When an
employee fecls an interview with the second supervisor would like-
wise be unsatisfactory, he may scek counsel from the civilian personnel
officer or his employee relations counselor, whose role will be to advise
and aid him in facilitating the employec’s approach to a supervisory
level determined appropriate by the facts in the particular case.

Evaluate this passage by applying Herbert Spencer’s principles of clear
statement. Rewrite the passage. Then in a memorandum to the respousible
agency explain what you did in reworking the paragraphs.

Refer to page 33 in Flesch’s How to Test Readability. Compare the re-
statement by Flesch with your own.

Review your summary of the practices of the United States News and
World Report and the discussions in this chapter. Then revise your report
based on the schedule in Figure 2.6, to incorporate devices to ease the
reader’s visual task.



TABLES

IN THE REPORTER'S EQUIPMENT, SKILL IN WORKING WITH NUMBERS STANDS
second only to his ability to use words. His effective use of figures in a table
organizes, classifies, and condenses meaningful rclationships for easy
reference. The intersection of a vertical column and a horizontal row, each
a definite representation, points up an important relation.

FUNCTIONAL USEFULNESS OF TABLE

In his report presentation a writer relies on a table to serve a particular
purpose at a particular point in the exposition. Perhaps months of effort
and hundreds of dollars have been expended in the collection of informa-
tion which he organizes into a few inches of space. The facts in that table,
however, clinch the point.

To desecrve space in a report, a table must perform a single and sharply
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focused purpose. In clarifying his purpose the writer asks himself, “Why do
I want to say this to whom?” In the hard thinking which table planning
requires, the writer asks seven more questions which enlarge on this basic
formula:

A GOOD TABLE
. has a sharply focused purpose

. clearly explains this purpose in a title and subtitle

. has box headmgs and “stubs” which are specific and unambiguous

. arranges figures in clear-cut classifications

. distributes totals in classes which completely contain them

. organizes the facts so that the mcanings at the intersections of horizontal
rows and vertical columns have real significance

. justifies by totals the accuracy of the component classes

. places important totals where they can be most quickly read

. subordinates details within major categones

. gives the reader the briefest, most accurate, and useful informnation

. fits the page or space allowed to it

. is up-to-date and issued on time

ot
< © C O VU 0O DO b~
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Fig. 5.1 Qualities of a good table

. Who will read these figures?

. Why will such persons read these figures?

. What do these people want to know or what does the writer want to
tell them?

What factual relationships are significant?

. How can the data best be grouped to tell the story?

What numbers are to be included in cach class?

What classifications arc generally accepted as standard?

W 1O

N oo

When he has the answers to these questions, the writer is ready to design
his table.

KINDS OF TABLES

Tables may be classified as statistical, accounting, and analytical. They
may also be classified as “text tables” and “reference tables.” The text table
performs a functional role in the development of the report. The reference
tables generally come in an appendix at the end of the report; there the
specialist may consult and study them.

ANATOMY OF THE TABLE

A table has a skeletal structure. Each part has a function to perform
within the whole pattern, as a study of Figure 5.2 will show. The table
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distributes data on two axes: (1) the horizontal and (2) the vertical. In
table language the vertical axis is referred to as “the column.” The hori-
zontal axis is called “the row.” The point at which the row intersects the
column establishes the significant relationship. The vertical stub, usually
located at the left, describes the content of the column. The horizontal
box heads, located across the top of the table, explain the rows. When the
table is properly built, the box and stub legends describe the numbers
placed in the various categories. Jointly they explain every number in the
table.

The technical vocabulary used in referring to the parts of a table needs
brief discussion.

Table is the entire tabular presentation.

Body is the tabular part of the table without the title or footnotes.

Field describes the area lying to the right of the stub and below the box
head within the body of the table where figures are entered. It does not
include the stub or box head.

Title Subtitle
STUB
ABCDEFG HIJK LMNOPQRSTUVW
Stub Abcd Efghijkl Mnop Qrstuvwxy Zabcde
Heading - N
1\ Abcde Abcdefghi jk1
é Fgh A;cge Abgcde A Abcde
e I Jklmno & Mnopq \{t
No. 1 > RN 5 3 BOX HEAD
Line *v}\
I();::gl::xt:(;n\: TOTAL « . | 3,456\ 9,012 7>§0\ 6,789 | £y567
ABCDEF . ., . 1,2514 8,901 451 6,78
3 Ghi jklmnop- 567 567 123
Line 4| Mnopgrstu «| 890 784 8| 7 456 Multicolumn
Caption 5 Qrstuvwxyza 123 12 23 12 9 Heading
6 Vwxyzabc . | a/U56 345 1 345 12
G BCDEFGH . . . | 4,567 | 1,234 | 7,890 78 L
Capon™_ 8 N\(Idklmop . g% | M557 | L33 |~ | 2
9 Mnopgrstu . 123 89 45 4 123 Column
0| Rstuwwx . . 4561 123| 678| T8N 456 Headings
Reference \
Symbol 11 \VWXYZABCDEFG. | 1,23k | 4,56 012 | 1,234 0
12 Bcdefghi . 123 ggo [ éEgL 567 12
3 Fghiklmnop 456 12 T 89 456
w Column
1k OPQR . . | 7,890 3,456 | 1,234 | 1,2 8,901 Designation
15 qrstuvwxyz | 125 | 789 | 567 56N T3k (See text)
16 XYZ8 o . 456 12 890 789 67
Reference 17 Abcdefghi . 789 345 123 12 0
Notes 18| Fgnif%/ . 12 678 Uus6 345 12
a/ Abcdefg hijk lmnop Coll

b/ Abcd efgh 1Jk lmnopqr
Courtesy Adjutant General, U.S. Army
Fig. 5.2.
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Title is the brief but accurate description of the content of the table
worded in topical, not sentence, form. It should begin with the most
significant key word.

Stub is the vertical column at the side of the table. It contains the cap-
tions indicating what kind of data is entered in the horizontal lines of the
field. Usually it is located on the left side of the table. In two-page tables,
however, a duplicate stub may be put on the right side, as well, to make
reference easy.

Box head refers to all the column headings across the top of a table.
These headings indicate the kinds of information to be entered in.the
vertical columns of the field below.

Footnote presents supplementary information necessary for the inter-
pretation of the table.

CLASSIFICATION

The gathering of the information which goes into the content of a table
requires statistical research experience. This section deals only with the
presentation of the data. Early in the planning of the whole report, careful
thought must be given to the use and preparation of tables. There must
be a good reason for including every column and row. Hence, the writer
must

. determine the purpose of the table

. decide on kinds of information he wants collected

. develop the schedules for collecting it

. design a preliminary working table

describe the table in a brief and carefully worded title

. elaborate the title in a subtitle, if nccessary

. spell out the classifications into which he is going to put his numbers

. sort his data into an array; if appropriate, group it by frequency dis-
tributions and process it to the degree of refinement necessary

. add up the numbers in the various classifications as he has marked
them down on his tally sheets

10. draw up the final table for inclusion in the report

0o ULk Lo

©

In designing the preliminary table, the writer sits down with his ruler,
pencil, and worksheet and thinks of the relationships he wants to describe
at the intersection points of the vertical columns and horizontal rows in
his table. He defines his categories in concise statements and plays with his
data until he can locate all the numbers in appropriate pigeonholes. As
he proceeds, the writer will bump into cases which do not fit into the
classifications as he has defined them. At this point he needs to review his
stub and box headings until he has classifications into which all the indi-
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vidual items can be fitted and generalized. All figures must have cells to
fall into.

An advertising magazine wants to determine how many subscribers are
executives who make decisions about the appropriation of advertising
funds. The reporter drafts a tally worksheet schedule like this:

Position Number of Subscribers Head Office b4
TOTAL

President H Ht
Vice-President W W n

Media Executive +Hit 1l

Account Executive it 41

Non-Agency Subscriber St W i [l it Hi |

STANDARD TABULAR STYLE

When all the preliminary work has bheen done, the writer is ready to
preparc the final draft of the table. The make-up of a typewritten table has
been pretty well standardized according to the following specifications:

1. Center the title above the table. Type all letters in capitals and do not
underline. Center the subtitle and capitalize important words.

Center title; TABLE 6. ARRESTS BY SEX Center subtitle;
all caps 25 Most Frequently Committed Crimes :gidt:lm important
Per Cent
Offense Charges Total Number Male |Female
Male | Female Total
Total 793,871 | 717,088 | 76,683 100.0 100.0 | 100.0
Criminal Homicide | 6,336 5,482 854 .8 .8 1.1
Drunkenness,..... |178,165 | 162,202 | 15,963 22.6 22,8 | 20.9

Estimated Value in Thousands of Dollars Percent of Total
Ready for Issue Oobl.
Technicel Service Avait- tguted For
and Total ing Obligated For Un- -
Major Group n Rnu:::: Final | 0 oblee o 5:‘ 3:;:;- M’
Storage Assem- ! tod Issue Opors- | Int.Ald | gated | ", Re. "
bly gate to tional | and Army | serve ::vy

Army | Reserve | Navy

TOTAL « o o v s o « o o |1,23,567 | 890,123 | 145,678 | 9,012,345 | 678,901 | 234,567 | 89,012 | 3u.5 |678| 90.1 | 2.3
ORDNANCE DEPARTMENT . . . . | 4,567,890 | 123,456 | 78,901 | 2,345,678 | 901,234 | 456,789 | 12,345 | 67.8 |90.1| 23.6 | 5.6
SrAllAMmS + o v a0 b0 s 789,012 | 34,567 | 8,901 23,456 | 78,901 | 23,456 | 78,901 | 23.% |56.7| 89.0 | 1.2
Artillery « o« « « o o o o o| 3u5,678| 90,123 | 4,567 | 890,123 | 45,678 | 90,125 | 4,567 | 89.0 [12.3| k56 | 7.8
TENKS o« + o b o 0 v e s v a s 901,234 | 56,789 | 1,234 56,789 | 12,345 | 67,850 | 1,234 | 56.7 189.0| 12.5 | k5
Self-Propelled Weapons . . .| 678,901 | 23,456 | 7,890 | 123,456 | 78,901 | 23,456 | 7, 12,5 |u5.6| 78.9 | 1.2
Combat Cars and Carriers . . 36,567 | 89,123 | 4,567 | 890,123 | 45,678 | 90,125 | 4,567 89.0 |12.3 | 45.6 | 7.8

Courtesy Adjutant General, U.S. Army
Fig. 5.3. Example of varied rulings



66 TABLES

2. Capitalize stub captions as titles. Put major group captions in the stub
in capitals and underline. Put subcaptions in initial caps.

3. Capitalize important words in column hecadings and center vertically
and horizontally in the space available. Because the centering of typed
material often does not correspond to the mechanical spacing of a

MOTION PICTURE PRODUCTION SUMMARY Column headi
/caplElIza as

~ titles
Stub caption. Approved for Rélease
important worN
capitalized |—Center
Type of Film This Year —e—1 FrorTzontally
Number | Per Gent‘
of Total \Center
vertically and
horizontally
TOTAL PICTURES .ovceeeees | 123 100.0
Major group FOREIGN LANGUAGE FIIMS 123 53.6
captlon/
caps 901 23.3
Portuguese .. 678 16.2
Chinese «ecee l¢56a 12.1

Subcaption French cecooces lZJ 2.0
Initial caps

SCELLANEOUS ssceccsscs 678 16.1

Leader - -

Film bulletins .. 34 5.0
Special Projects .. 89 L
Industrial Services ... 128/ 1.5

8/ Footnote
b/ Footnote

typewriter, the operation requires careful manipulation by the typist
unless the machine is equipped to half-space both horizontally and

vertically.
4. Extend the captions in the stub to within a space of the first vertical
ruling by leaders (..... ) made by periods typed in every other space.

Be sure that the leaders line up vertically.

5. Use the asterisk (*) for a reference symbol when there is only one
reference. Where references exceed one, use a sequence of lower-case
letters set off from the context by an underscore and diagonal: a/.
Place the reference symbol at the point of reference, with a spacing on
either side. Generally locate the symbol to the right of the point of
reference. Place an identical symbol before the note explaining the
reference.
Place units of measurement in the box head of the table.
Set off each three digits in a figure by a comma.
. Enter zeros to indicate none, but show absence of data by dashes or

a reference symbol in the appropriate cell.

©N®
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Place a dollar sign ($) before the first item in the column of figures and
before totals, but omit the sign from other entries when all the figures
entered in the column refer to sums of money.

Locate totals in positions where they will be seen first. Such positions
of preference are generally the first line of the table running immedi-
ately under the box and the first column running immediately against
the stub designations.

STANDARD SPACING

In typing tables in his manuscript, a writer will find the following sug-
gestions helpful.

1.

2

o Ut

Type a subtitle immediately beneath the title, without leaving a
blank line.

. Separate the column headings from the title or subtitle by one blank

space.

. Allow one blank space between the column headings and the first

caption in the stub.

. Space the stub as follows:

a. Place totals above the items of which they are the aggregate,
type TOTAL in capitals, and indent four spaces, except in ac-
counting rcports where accounting style must be followed.

b. Allow one blank line between major group caption and sub-
caption. Indent subcaptions two spaces more than group
captions.

c. Where subcaptions are longer than the major captions, indent
the major caption two spaces, and make the subcaption flush
with the left margin of the table.

. Allow a blank line between total and group captions.
. Underline group captions where space is at a premium, and omit the

blank space.

. Place a total column to the left of the columns of which it is the ag-

gregate in the box head, except in accounting reports where account-
ing style must be followed.

. Locate derived figures such as averages, ratios, and percentages in

the column at the right of base figures.

. Leave two spaces between text, tables, and charts.

INGENUITY IN TYPING TABLES

The actual typing of the table requires a good deal of ingenuity. A few
suggestions for the typist should be helpful.

L

Type or count the number of characters and spaces needed for the
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longest caption in the stub and the largest figure in each column, ex-
clusive of the headings. Allow at least two spaces between columns.

. Revise the width of the coordinate columns to make them all equal

to the widest; then retype the matcrial in this arrangement.

3. Allocate additional spaces where they will be most useful to bring
width up to standard. Increase the width of related columns uni-
formly and place remaining extra spaces in the stub.

4. Fit column headings to the space available. Like the newspaper head-
line writer, the report writer may be compelled to try a number of
different word and space arrangements before he works out a satis-
factory pattern.

5. Save space by grouping related columns and placing words common
to each in over-all headings. Center multicolumn headings in a
double space above column headings. To save space, the writer can
also hyphenate a word with two or more syllables, locate it on two or
more lines, and use standard abbreviations.

[39]

TABLE RULING

In drafting tables and in trial typing, the writer makes his rulings in
pencil. When he is ready to make the final draft, however, he or his drafts-
man uses a ruling pen and black ink to make the proper lines. A table re-
quires two weights of line: (1) a heavy ruling, and (2) a light ruling. The
heavy horizontal rulings are drawn the full width of the table immediately
above the column headings and also below the field, leaving one blank
space below the last line of the stub. All other rulings are light. Light
vertical rulings are drawn between adjacent columns including the stub
and first column, but not at the sides of the table. Rulings horizontally
across the field are not necessary although they are sometimes used in the
field of a table in which many of the cells must be left blank. In this case,
rulings after about every fifth line are needed to guide the eye from the
line captions to the appropriate data.

SMALL TABLE IN TEXT

Where tabular material is too limited to justify presentation in a table,
it can be run into the text without title or rulings. The material should be-
gin the second space below the preceding text and be centered horizon-
tally. Subsequent text should begin on the second line below the last line
of the table.

Year Lowest Price
1925 35.0
1926 36.0
1927 33.0

1928 16.5
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LOCATION OF TEXT BETWEEN TABLE AND CHARY
When a page contains table, text, and chart, some of the text should be
placed between chart and table. Under this arrangement, the table goes
either at the top or bottom of the page, depending on whether the table
introduces the chart or merely supports it. When the chart and table are
not related, the natural sequence of the discussion determines their
placement.

SUPPORT OF FIGURES WITH VIVID NARRATIVE

Skillful interpretation through vivid narrative should be used to intro-
duce figures into the text. One way of achieving cffectiveness lies in re-
ducing the numbers to somc units which the reader can casily compre-
hend. One writer makes the lifeless figures in a table live by expressing
them in this way:

Every 5 minutes during last year someonc in the United States was feloni-
ously assaulted or killed. During each average day 146 persons were robbed
and the cars of 468 others werc stolen. With the passing of each day 1,129
places were entered by burglars; and in addition, every 30 scconds on the
average throughout the year, a larceny was recorded. The total volume of
crime last year was up 1.5 per cent across the nation.

USE OF TABLES TO EMPHASIZE HIGHLIGHTS
Tables often emphasize highlights in a presentation which, if expressed

in a straight prose paragraph, could easily be missed by the reader. Fig-
ures 5.4 and 5.5 compare the effectivencss of a budget justification when

The lastest available figures published by the Department of Labor, Bureau
of Labor Statistics, indicate an over-all commodity price increase of approxi-
mately 22 per cent in a year. That report indicated an advance of 40 per cent
for foods, 28.6 per cent in farm products, approximately 16 per cent in textile
products, 13 per cent in fuel and lighting materials, 12.6 per cent in building
materials, 20.4 per cent in manufactured products, and approximately 7 per
cent in miscellaneous commodities. The increases in commodity prices, as
indicated by the Department of Labor, were applied to the types and per-
centages of the various commodities used in connection with “Care of In-
mates” classification of expenses; for example, expenditures approximate 51
per cent for food, 17.4 per cent for clothing, 13 per cent for farming opera-
tions, and 18.6 per cent for all other items. The application of the percentages
of increases in commodity prices to the percentage of actual utilization amount
in the over-all aggregate to $812,490, representing an increase in the per
capita rate from 56.1¢ per man per day, to an estimated per capita rate of 72¢
for the fiscal year.

The item “Care of Inmates,” therefore, is computed on the basis of an
estimated average population of 14,000 inmates at a daily per capita of 72¢,
a total of $3,689,280, which is $822,570 more than provided in the appropri-
ation. Of that amount, $812,490 is due to commodity price increases and
$10,080 for the one additional day in 1948, which is a leap year.

Fig. 5.4. Narrative budget justification
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the figures are hidden in the narrative and when they are raised to a high
level of visibility by organization in tables.

The item “Care of Inmates” is estimated at $3,689,280. This is computed
on an average population of 14,000 at a daily per capita cost of 72¢. The in-
crease over the previous appropriation is due to:

Increase in commodity prices $812.,490
Additional day (leap year) 10,080
Total mcrease over previous appropriation $822,570

The daily per capita cost reflected in the previous appropriation is 56.1¢. For
the current year it is estimated to be 72¢, made up as follows:

COMMODITY Average daily Increase this

per capita cost year over last

in cents year (cents)

(last year)

Food 28.6 114
Clothing 9.8 1.8
Farm operations 7.3 1.1
All other 104 1.5
Total 56.1 159

The estimates of increase in the four commodity groups are based upon the
commodity price index data of the Bureau of Labor Statistics, as follows:

B. L. S. Increase this Est. percentage

COMMODITY GROUP  year over last increase applied
year (per cent) to our cost
components

Food 40.0 40.0
Textile products 16.0 18.2
Mfgd. products 20.4
Farm products 28.6
Fuel & ltg. mater. 13.0 15.3
Building materials 12.6
Miscellaneous 7.0

Fig. 5.5. Tabular budget justification

Officers Position Salary Thrft Total Payments
payments account remunera- toward
payments tion annuity
purchases
Eugene Holman  Director and $170,000 $16,013 $186,013 $23,905
President
F. W. Abrams Director and 145,000 13,638 158,638 26,801
Chairman of
Board
Orville Harden Director and 124,782 11,900 136,682 18,375
Vice-President
John R. Siman Director and 107,500 9,994 117,494 18,870

Vice-President

Fig. 5.6. Tabular prescntation to visualize facts
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TABULAR SUMMARIES

Tabular form is often used merely to visualize facts for quick reading,
Such tables and diagrams are not properly statistical tables, but serve as a
convenient device for clear presentation. By carcful analysis and concise
statement, an enormous amount of information can be given clearly in a
small space. In the table given as Figurc 5.6, a firm of certified public ac-
countants analyzed the incomes of some top officers of a Standard Oil
Company. To draft this table, the accountants had to conduct extensive
research into documents, minutes, and resolutions. In the convenient refer-
ence table shown as Figure 5.7, a broadcasting analyst has boiled down the

facts which relate to the measurement of radio audiences.

RADIO AUDIENCE MEASUREMENT METHODS

METHOD OF AUDIENCE ADAPTABILITY TO
TECHNIQUE DATA COLLECTION CHARACTERISTICS MEASURED COMMUNITY STATION USE
1. Comcidental  Telephone 1. Percentage of radios on 1. Telephone method requires battery of
“Hooper” Personal 2. Program hsteming trained operators skilled in securing and
Interview 3. Sponsor identification recording answers
4. Composition of listener family 2. Similar difficulty 1n personal interview
3. Doesn’t give enough information about pro-
grams unless used regularly
4. Usually doesn't give socic-economic facts
about audience
2 Diary Controlled mail distnbu- 1. Program listening by sndividual end family 1. Expenwve for single program, but cheaper
Panel tion and collection by Per- 2. Total audience and average -ud-enoe than other methods for a complete descrip-
sonal interviewer. Facts 3. Program I and h tion of etation listening
recorded by lstener fam- relationship 2. Difficult to tabulate meaningfully, but very
ily. Used by American Re- 4. Socio-economic characteristics of program useful 1f properly executed
search Bureau and station audience
3 Aud 1 b and 1 Radio set tuming over a peniod of time (Can be purchased only from A. (. Neilsen
“Nielsen” collects tapes, makes au- 2. Buying habits correlated with radio tuning Co.)
dit of garages, basement 3. Type of audience flow 1. Does not measure opinions or individual
and pantry shelves 4. So h of aud 1 g
2. Sample criticized because of design and
failure to parallel wgnal strength
4 Unaided Telephone 1. Same as concidental, but involves Listen- 1 Tendency to underrate small station audi-
Recall Personal interview ers’ ability to re: ence size
Controlled mal 2. Used for station audience coverage 2. Useful if individual program lstening not
measured
3 Requires memory
4. Should not be used if other method avail-
able
5 Aided Personal interview roster 1. Number lmmng any time wnhm reull 1. O popular new or
Controlled mail period in tel and small sud
“Pulse” homes - 2. Small station likely to understats its audi-
2. Number listening to any station, telephone ence on any particular day
6 Program Studio audience presses 1. Audience likes, disbkes and indifference, 1 Not easmly avalable
Analyzer buttons controlling pens muinute by minute in lhistening to studio- 2. Useful chiefly for network program building
attached to a moving tape produced programs
7 Listener ‘Controlled mail or per- 1 Audience likes, dishkes and ndiieroncs, 1. Must securc couperation in sdvance of
Jury sonal interview a. individual performers Pprogram
b program situations 2. May be difficult to maintain balanced sam-
¢ continuity ple of hstener types
d. commercial messages 3. Listeners may react as “experts”
2. Aud ini garding hanical 4. Easy for commumity station to use if co-
considerations operation can be secured
s. signal strength 5. Yields much information of immediate
b. broadcast hours value 1n enough tume available for pre-
c. program sequence selecting the sample and organizing neces-
3. Audience opinons regarding service policy, sary material
news policy, etc
8. Listener Personal 1nterview 1. Listener opinons of programs and talent 1. Easy to plan, conduct, tabulste, but may
Opinion Controlled mail 2. Listener suggestions for changes in policies be difficult to interpret
Poll and programmung 2. R skill in develop-
3. Socio-economic characteristics of station ment and application of findings
audience 3. Inexpensive and useful when properly done
9. Signal “Engineers use field strength 1. Determines mntensity of station’s mgnal at 1. A prel before sample
St th i i, selected locations (05 millivolt per meter within prumry coverage area in any other
Tests is conmdered satisfactory by F.C.C. for method

primary coverage)

2.

Tells where station can be clearly heard
but not who listens or when they listen

George Fisk, “Defining and Measuring Radio Audiences,”

No. 10, Part 11, State College of Washington
Fig. 5.7. Tabular Analysis

ECONOMIC AND BUSINESS STUDIES, Bulletin
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TRY YOUR HAND AT THESE o

® to acquaint yourself with the structure of the
table

to simplify communication in reports

to practice constructing and using tabular mat-
ter

1. Write a memorandum describing how tables have been used in at least
three report situations to simplify communication. Illustrate your points by
clipping the tables and including them in your report.

2. Develop a table to show the average comparative incomes of a half dozen
vocations, including the one which you are studying for your career, long-
form report.

3. Using the technical terms which identify the component parts of a table,
write a letter of instructions to a research associate. Explain to him the
reason why you want the table and what relationships it should show.
Attach a dummy of the proposed table.

4. A United Nations agency employs a staff of 306 people. You wish to
classify the nationality of this staff according to these broad geographic
areas: British Commonwealth, United States, American Republics exclusive
of the United States, Europe, Asia, Africa, and the Middle East. The ata
are as follows: Australia, 16; Belgmm,4 Cadada, 22; Cgb&,l enmark§
Franee, 11; Gpeece 3; Haiti; 1; Iud.hivl I'relamt Iraqy'1; Italy, '
Eebanong 1; M"exmﬁ‘l Netherlandsig New Zealancﬁ’S Norwayy9; Perv,
4; P}uhppm Fél Partugalfl; Stateless] 3; Swedeny!5; Switzerlandy'4; Syria,,
1;AThailand Union, & South Africa, 2; United Kingdom;374; United
States 102. In building the table, give numbers and percentages.

5. From data in the World Almanac, prepare a table to show the relationships
in ten private universities between number of students enrolled, the number
of faculty members, and the amount of endowment. Show the ratio of
faculty to students and the amount of endowment per enrolled student.



CHARTS

FOR CENTURIES, CHARTS HAVE BEEN USED BY SAILORS TO GUIDE THEM IN
navigating the seas. The marine map helps the captain to locate the posi-
tion of his ship in relation to land or dangers to be avoided. It indicates the
distarce to be sailed and the direction of his course. It presents facts in
relationship so that the eye can grasp them quickly. It communicates in-
formation on which the safety of the ship depends. When a writer thinks
of his chart in terms of this background, he gets a clear picture of how to
use a graph in a report.

By the location of spots on a diagram, a chart brings to sharp visual
focus a system of interrelationships which have decisive meaning.

EFFECTIVE USE OF CHARTE

A wrriter uses a chart in his report when, in lieu of words, the visualiza-
tion will tell the story (1) more fully, (2) more clearly, (3) in less time, and

73
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(4) in less space. A chart must add clarity and economy to communication.
It serves its purpose, as Figure 6.1 indicates, when it leaves the reader
with a coherent, unified, and usable image.

A GOOD CHART
. is clear in purpose
. explains itself in a concise, yet fully descriptive, title
. directs its message to clearly identified reading publics

e o

. adapts the tone and idiom of presentation to the reading publics for whom
it is designed

. meets the audience on its own level of interest

6. moves forward the thought of the report, acting as an organic link in the
development of the whole presentation

7. thoroughly works through the characteristics of the data presented

548

8. makes a clear visual statement.of a complex subject
9. clarifies and emphasizes decisive relationships in the information presented

10. leaves the reader with a coherent, unified, and usablc image

Fig. 6.1

ANATOMY OF THE CHART

Like the table, the chart has a definite structural form. The skeleton
consists of vertical and horizontal rulings. The various parts have techni-
cal names, which are shown in Figure 6.2.1

DESIGN OF THE GRAPH

When a writer decides that a chart will help him in making clearer
statement, he sits down with his pencil to block out the design of the ideas
he wants to communicate. He jots down a title and subtitle in headline
style. The title of the chart is important because it catches the reader’s eye
first. It ties into the onward flow of the presentation in the text.

What size shall the chart beP This is the writer’s next question. His
answer depends upon the amount of space he allocates to the chart in the
report dummy. Charts reproduce best when they are drafted to 150 per
cent of their final reproduced dimensions, so that publication results in a
reduction of one third. By being explicit in describing what kind of a chart

! Illustrations and much basic text describing chart types are reproduced by the
pernussion of the Adjutant General. This important matenal was prepared under the
direction of the late John D. Witten, World War II colonel, GSC, chief statistician,
Armed Scrvice Forces and 1ssued for m-service struction under the title Standards of

Presentation by the Statistics and Progress Branch, Control Division, Headquarters,
Army Service Forces, War Department.
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Courtesy Adptant General, U S Army
Fig. 6.2. Anatomy of a chart

he wants, what purpose it is to serve, and what statistical material it is to
visualize, the writer makes the draftsman his partner in presentation.
Figure 6.3 presents a form for preparing instructions to the draftsman.
Generally this draftsman will be the writer himself!

INSTRUCTIONS TO CHART DRAFTSMAN
. Brief description of what the chart must show in the context of the report:
2. Title of chart:
. How the chart will be used:
. Where the chart will be used:

. Size of the chart (state exact measurements, so that draftsman’s work will
meet space requirements):

6. When the chart is needed:
(Time schedule against which the draftsman must work)

7. Important relationships to be stressed in the chart:

8. Detailed description of the chart as the writer visualizes it, together with
rough draft:
9. Statistical table from which the draftsman is to construct the chart:

SR

(91 S N}

10. Special suggestions:

Fig. 6.3
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CHOICE OF CHART BEST FITTED TO VISUALIZE IDEA

For every relationship which the writer needs to visualize in his report,
some one particular form of chart exists best to communicate the idea.
The choice of that one most appropriate graph can be made from many
available types. The following pages discuss the structure and functions
of a number of standard chart forms. By mastering these fundamental
forms and by an ingenious adaptation of them to his needs and audience,
the writer with his draftsman can give to his visual aids incorporated into
his report presentation the same high tone and quality which characterize
his manuscript.

TYPES OF CHARTS
Standard charts fall into five general classifications:

Curve charts join the plotted points of a series of data and form a
continuous line or curve

Surface charts represent numerical values by the vertical dimensions
of a surface

Column charts represent numerical values by the height of a vertical

bar
Bar charts represent numerical values by the length of horizontal bars

Combination charts provide wide latitude for invention to provide
clear statement

CURVE CHARTS

A curve chart (Figure 6.4) is the most common form of graph to show
series data. It is an eftective means of comparing two or more series, per-
mitting the visual comparison of a large number of plotted values in a
compact space. When there are few plotted values in the series or when
the movement of the data is violent or irregular, the curve chart is not
usually the best format in which to present the figures.

A multiple-curve chart (Figure 6.5) brings together two or more related
curves for purposes of comparison. These curves may be independent of
each other or may be interdependent, as a total and its components. In
either case, the number of curves compared should generally be limited to
a few. If more than two or three crossing curves must be shown, they can
usually be shown more effectively in two charts than in one.

A cumulative-curve (Figure 6 6) presents data such as the accumulated
totals of deliveries of equipment. This gathering process tends to smooth
fluctuations and is particularly appropriate when the primary interest is
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Fig. 6.5. Multiple curve chart

in over-all results for an extended period. By this type of chart a writer can
compare results “so far this year” with those for the “same period last year”
or with an annual objective or goal.

A staircase chart (Figure 6.7) provides an alternate method of connect-
ing the plotted points of a series. It is an intermediate betwcen the sloping
curve chart and the column chart. Staircase curves are particularly suitable
for presenting data in which the periods are of irregular length or changes
in amounts are abrupt, and for showing averages during periods, with
relation to data for points of time. They are seldom suitable for presenting
more than one series of data if the curves cross.

A supplementary scale chart (Figure 6.8) provides another method of
bringing two series together for purposes of comparison. In this type of
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Fig. 6.7. Staircase chart

chart, “supplementary” scales, consisting of certain ratios based on the
primary series, are employed. For example, instead of using two absolute
amount curves to compare the number of officers with the total military
strength, a curve representing the officer strength might be shown against
supplementary curves representing 6, 7, and 8 per cent of total strength.

A logarithmic scale chart (Figure 6.9) can be used effectively in certain
situations. If a logarithmic amount scale is used in place of the usual
arithmetic amount scale, the resulting chart presents a picture of rate of
change instead of amount of change. This type of chart should be used
with caution because it may be misunderstood by persons not familiar
with it. A safe procedure is to use logarithmic charts in conjunction with
arithmetic charts that show the same data.
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Fig. 6.9. Arithmetic and logarithmic scales chart

SURFACE CHARTS

Simple surface charts serve principally to emphasize magnitude with
relation to movement. When subdivided, the surfaces in this type of chart,
as Figure 6.10 indicates, effectively show components of totals and es-
pecially percentages of totals. A writer should not confuse a surface chart
with an area chart or use a surface chart (1) when accurate reading of
values is desired for more than one component, (2) when an irregular
layer will unduly distort the contour of others above it, or (3) when
changes within the series are abrupt enough to cause optical distortion of
the strata.
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A simple surface chart (Figure 6.10) is merely a single curve on which
the space between the curve and base line has been shaded to form a
surface. This manner of presentation emphasizes the magnitude of total
amounts rather than the differences or changes in amounts. The zero
should always appear on such a chart because its omission distorts the
picture and may give an entirely false impression of changes in total
amounts.

AMOUNT

AMOUNT

Fig. 6.10. Simple surface chart

A staircase surface chart (Figure 6.11) is similar to a simple surface
chart except that it employs a staircase instead of a slope curve. This type
of chart is almost the same in appearance as the connected column chart
illustrated in Figure 6.15 but is somewhat different in use. The staircase
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Fig. 6.11. Staircase surface chart
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treatment is more appropriate for data which have a continuous flow or
carry-over. The column presentation is appropriate for data in which there
is no carry-over.

A subdivided surface chart (Figure 6.12) is a drawing in which the
values of a number of component series are represented by the height of
surfaces or layers placed one on top of the other. This type of chart is also
known as the strata chart or a multiple surface chart. Strata charts are sel-

AMOUNT

Fig, 6.12. Subdivided surface chart

dom effective when one of the components fluctuates sharply. Unless the
erratic layer can logically be placed at the top, a subdivided column chart
(Figure 6.17) should be used.

The 100 per cent surface chart (Figure 6.13) is a subdivided surface

PERCENT

- — - ——————————— e

[ ptumtedebendedndada b R R Lt g b R R

Fig. 6.13. 100 per cent surface chart
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chart in which the total of all strata is 100 per cent. This type of chart
covers a period of time during which components vary in their proportion
to the whole. The use of a 100 per cent strata chart in conjunction with a
strata chart showing absolute amounts may often be desirable to show two
aspects of the same fundamental data.

COLUMN CHARTS

Column charts are useful for presenting data built up from zero for
each period shown. When continuous data, in which there are carry-overs
through successive dates, are dealt with, however, the surface charts are
a more effective method of visualization.

The column chart is not a bar chart. It is used to compare data for a
given item at different times. The bar chart compares data for different
items at the same time. Although it is easy to understand, the column chart
is relatively difficult to design effectively. A report writer uses column
charts to good advantage to (1) emphasize total magnitudes in a single
series of data, (2) show a few components of totals, and (3) show a range
of values or deviations from a normal or standard. Column charts are not
the best form to (1) compare several series of data, (2) show a large num-
ber of plottings, or (3) show numerous components of totals.

A simple column chart (Figure 6.14) consists of a series of columns
drawn from a common base line. This style of chart is particularly effective
for showing growth or development because it presents a stronger picture
than a curve showing the same data. As in the case of the surface chart, the
zero line should never be omitted from a column chart. The columns
should not be broken, except to show an occasional “freak” value.

AMOUNT
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Fig. 6.14. Simple column chart
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A connected column chart (Figure 6.15) omits the space between col-
umns. Sometimes spoken of as a “contiguous column chart,” it closely
resembles the staircase surface chart shown in Figure 6.11. Connected
columns are used when there are so many columns that they cannot other-
wise be shown wide enough to be effective.

-
]
]
]
]
]
!
|
[}
]
]
|
|
1
|
|
[}
1
|
[}
1
[}
!
[}
[}
]
]
|

AMOUNT

TIME

el e - - e = - =
AMOUNT

Fig. 6.15. Connected column chart

A grouped column chart (Figure 6.16) is a variation sometimes suitable
for comparing two, but rarely more, independent numerical series. This
chart is most effective when used for a series that differs materially in size
or in trend. To emphasize the group arrangement, the horizontal spacing
between groups should be no less than the width of one column.

L S |

Fig. 6.16. Grouped column chart
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A subdivided column chart (Figure 6.17) depicts component parts by
varying the height of segments of the columns. Such a chart is also known
as a “segmented column” or “composite column” chart. In purpose it is
similar to the subdivided surface chart (Figure 6.12), but it more effec-
tively shows sharply fluctuating values. In using this type of chart there is
a tendency to show too many components, making individual parts diffi-

AMOUNT
AMOUNT
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Fig. 6.17. Subdivided column chart

cult to identify and compare. For effective presentation, the number of
components should be small, and each segment should be set off by a
distinctive shading.

The net deviation column chart (Figure 6.18) is one of the forms of
deviation column charts which provide space below the zero line to plot

AMOUNT
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Fig. 6.18. Net deviation column chart
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negative values downward as well as space above the zero line for plotting
positive values. The net deviation column chart is especially useful in
showing variations from an estimate or requirement. A column can extend
either above or below the base, but not both.

The gross deviation column chart (Figure 6.19) provides a device for
comparing net results directly with the gross figures from which they are

POSITIVE

AMOUNT
AMOUNT

—— e ——— ——— . ———————————

Fig. 6.19. Gross deviation column chart

derived. Columns extending up from a base line, for example, might
represent data such as receipts, and those extending downward might
represent shipments. The difference between the lengths of these columns
is the “net” which appears as a segment of the longer column, either above
or below the zero line as the case may be.

it
i

AMOUNT
AMOUNT

Fig. 6.20. Floating column chart
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A floating column chart (Figure 6.20) is a special variation of the sub-
divided column type. The total length of the column represents the total
of the two main components, one of which is plotted above the base line
and the other below, the latter often being considered to carry an un-
favorable connotation. The total length of the column, for example, might
represent the total number of contracts completed during a month, the
portions above the base line indicating the number completed on or
ahead of schedule, and the portions below the base indicating those com-
pleted behind schedule. This type of chart differs from the net deviation
chart in that each column may extend both above and below the base.
Floating columns, in effect, are subdivided columns with the division be-
tween segments used as the base. The over-all length of the column is thus
subordinated to the comparison of the segments.

A range chart (Figure 6.21) emphasizes the difference between two sets
of values. The top plotting represents a maximum value, the bottom a
minimum value, while the distance between indicates the range. Supple-
mentary information such as the average value can be readily included by
means of small wedges or other indicators. The range treatment can also
be used for surface charts.
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Fig. 6.21. Range chart

BAR CHARTS

The bar chart differs from the curve, surface, and column charts in hav-
ing only one numerical scale. This scale measures magnitudes horizontally;
the vertical dimension is used for listing the items covered. Because the
horizontal arrangement presents a definite contrast with the vertical ar-
rangements of columns, the bar chart provides a ready visual distinction
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between item comparisons and time series-data or frequency distributions.
In bar charts the sequence of items is particularly important. Appropriate
sequences may be (1) alphabetical, (2) chronological, (3) geographical,
(4) qualitative—according to some attribute of data, (5) quantitative—in
order of the magnitude of the data, (6) progressive—in order of develop-
ment. The zero line in the bar chart should never be omitted. Bars should
not be broken except to show occasional “freak” values.

Bar charts may be used effectively to show how a number of items differ
from one another as to one or two characteristics or to show how a number
of items differ as to the distribution of components. A writer should not
use bar charts to present time trends or frequency distributions.

A simple bar chart (Figure 6.22) consists of a series of horizontal bars
drawn to the right of a common base line and measured by a few vertical
scale lines. The thickness of the bars has no measurement value and
therefore should be uniform. A bar is used to indicate a different category,
such as a total or an average. The writer may set it off from the other bars
by additional space or by using a different shading.

CAPTION AMOUNT

ITEM A
ITEM 8
ITEM C

ITEM O

Fig. 6.22. Simple bar chart

A bar-and-symbol chart (Figure 6.23) adds supplementary information
to a bar comparison by using crossbars, diamonds, circles, and other sym-
bols to present the supplementary information. Forecasts, averages, or
other standards are often shown in this way. The most common use of
symbols on a bar chart, however, is to show data as of some previous time
period for comparison with the data shown by the bars themselves. This
type of chart can sometimes be used to summarize a number of time-trend

charts.
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A subdivided bar chart (Figure 6.24) effectively shows a limited num-
ber of components, rarely more than three or four, common to a group of
items. This type of chart is sometimes called a “segmented bar” or “com-
posite bar” chart. The largest or most important component is generally
placed next to the zero line. As in the subdivided column charts, a writer
cannot readily make close graphic comparison of components except for

Fig. 6.23. Bar-and-symbol chart

those next to the base. When he uses the subdivided chart to show the
percentage distribution of components, he constructs all the bars of equal
length and provides for direct comparisons by the components adjacent to
the 100 per cent line as well as for those next to the zero line. This varia-
tion is known as the “100 per cent bar chart.”
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CAPTION AMOUNT
ITEM A

ITEM B8

ITEM D
ITEM E
ITEMF
ITEM G

[]

[}

[

!

|

!

|

1

[

|

' ITEM C
|

!

1

!

1

I

|

!

|

| ITEMH
|

Fig. 6.24. Subdivided bar chart
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A grouped bar chart (Figure 6.26) permits comparison of a number of
items in two, and rarely more, respects at the same time. A writer should
shade the bars in sharp contrast so that comparison of items is used as the
basis for determining the sequence. He may use the category of major in-
terest generally as the basis for determining the sequence. To emphasize
the group arrangement vertical space between groups should be no less

CAPTION

ITEM A
ITEM B
ITEM C
ITEM D
ITEM E
ITEM F

ITEM G

ITEM H

o e - - . - - - = e W W e e

Fig. 6.25. 100 per cent bar chart

than the width of a bar. When space permits, he will find that the grouped
bar chart is preferable to the bar-and-symbol treatment for describing
this kind of data. Groups of more than two bars are seldom desirable be-
cause they present too many comparisons at one time.

.................... —————————

TITLE
cAPTION AMOUNT

ITEM A
ITEM &
ITEM €
ITEM O
ITEM €

ITEm F

Fig. 6.26. Grouped bar chart



90 CHARTS

A paired bar chart (Figure 6.27) provides an alternate method of com-
paring a number of items in two respects. It is particularly appropriate
and even preferable when different units or scales are required for each
category. Instead of grouping the bars, the writer sets them opposite each
other, one set extending to the right of the designations and the other to
the left. The bars at the right, for instance, might represent the cost per

r--------——--------——---------‘

TITLE

AMOUNT A CAPTION AMOUNT B

e - - - - - —————————

Fig. 6.27. Paired bar chart

unit, those at the left the number of units produced. Bars extending to the
left, as with columns extending below the zero line, carry a slightly un-
favorable connotation. If the nature of the data permits such an arrange-
ment, the writer should use it.

A deviation bar chart (Figure 6.28) likewise presents bars extending to

r
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Fig. 6.28. Deviation bar chart
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the left and right, but in this visualization the bars appear at the left or

right for comparing differences between actual results and some estimate

or standard, especially when these differences are so small that a scale

suitable for showing the total amounts would not provide an effective

picture. Bars extending to the right, for example, represent “more than
. ” and bars extending to the left represent “less than . . .”

A sliding bar chart (Figure 6.29) is substantially a variation of the sub-
divided bar chart. The length of the bar represents the total of two main
components, one of which extends to the left of the base line and the other
to the right. The two segments may be shaded differently and even further
subdivided if appropriate. A writer may use this type of chart to show
either absolute values or percentage values where each bar represents 100
per cent.

(o D G G G P T G - I ————— - — — —— — — — - — — -

CAPTION  PERCENT PERCENT
ITEM A B

ITEM €

ITEM F

ITEM G

ITEM W
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Fig. 6.29. Sliding-bar chart

COMBINATION TYPES OF CHARTS

By the combination of graphic forms a writer can develop charts that
clearly present the characteristics of the information he is discussing.
When he develops such combinations, however, he must remember that
what he is trying to do is not to invent a novel form but rather to devise the
best means to communicate information clearly, concisely, and accurately.

A surface-and-curve chart (Figure 6.30) uses a curve to represent a
standard or requirement in conjunction with a simple surface chart pic-
turing the actual level of attainment. This is a simple but effective com-
bination chart. The writer will find that it is generally inadvisable to add
an independent curve to a subdivided surface chart, but there are some
occasions when such a combination is useful,
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The column-and-curve staircase (Figure 6.31) often makes a more strik-
ing picture than two curves showing the same information. This form of
chart is especially suitable for comparing two quite different kinds of
things, one of primary and one of secondary interest.

Fig. 6.30. Surface-and-curve chart

The column-and-slope curve chart (Figure 6.32) is a special column-
and-curve combination which is very useful. Columns measure results
for each period against a standard or goal which is indicated as a straight
line or staircase curve. A slope curve showing the aggregate difference
between results and goal is then superimposed. At a glance the reader sees
the results for each period and the cumulative effect of these results.

LABEL S
AN

AMOUNT
AMOUNT

e

Fig. 6.31. Column-and-staircase chart
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The split-scale combination (Figure 6.33) provides a format on which
effective results can be charted by showing different phases of a subject
on separate grids. The chief purpose of this combination is to provide both
a close-up of the current picture and a look back at the over-all picture
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Fig. 6.32. Column-and-slope curve chart

prior to the current period. The chart can be used to compare yearly totals
with current monthly data which have been cumulative, to compare cur-
rent results with earlier results, or to show quarterly averages over a
number of years compared with monthly data for the current year.

A pie chart compares data by subdividing a circle into sector areas
which compare the relationships of the information visualized. Although
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Fig. 6.33. Split-scale combination chart
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the pie chart is simple to construct and is both direct and nonstatistical,
the eye does not compare areas and angles as easily as it does linear
distances. By presenting data in a bar rather than in a pie chart, the writer
gives his reader a more accurate picture. The bar chart fits better on the
page. The writer can moreover subdivide the bars if he wishes. A series of
pie charts is also less satisfactory for showing a number of totals than a
serics of subdivided bar or column charts. One of the chief uses of the pie
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Fig. 6.34. Comparative presentation of the same data:
Arithmetic, logarithmic, and index log scales
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chart has been the explanation in budget statements and fiscal analysis of
where the dollar comes from and goes to.

A logarithmic scale chart (Figure 6.34) provides a useful means for com-
paring ratios instead of absolute amounts. The two dangers which a writer
faces in using a log-scale chart are that (1) he will use it improperly, and
(2) the chart will be misread even if properly used. For these reasons a
writer should use it only when he cannot visualize his data satisfactorily
by some other means, such as a conventional percentage measurement.
Before he uses a log-scale chart he should decide that his interest in using
it is only in rate of change rather than in amount of change. If he does use
this style of chart, he should clearly explain that it shows rate of change.

Briefly stated, on the arithmetic scale equal distances represent equal
amounts. Thus the distance from 1 to 2 is the same as the distance from 2
to 3, 3 to 4, and so on. On the logarithmic scale, equal distances present
cqual ratios. Thus the distance from 1 to 2 is the same as the distance
from 2 to 4, 4 to 8, 8 to 16, and so on—in each case a ratio of 1 to 2. This
property of a logarithmic scale produces the characteristic feature that a
series of constant percentage changes plotted on a chart having a log-
arithmic amount scale appear as a straight line. Equally important is the
fact that a given rate of change always appcars at the same angle, whether
occurring at the top or at the bottom of the chart. The arithmetic scale
chart has ncither of these features. Curves plotted on a chart having a
logarithmic amount scale, therefore, present a picture of rate of change.
By the use of this type of chart a writer can compare rates of increase or
decrease between different curves or between different portions of the
same curve. He can, for example, compare the rate of increase in work
load with the rate of increase in personnel, to determine whether the two
were consistent or divergent.

Graphic tables provide an arrangement for entering data classified into
a few main groups by means of an appropriate visual device used to indi-
cate each group. By means of status and progress charts, shown in Figure
6.35, for example, a writer can group information in comparative summary
fashion. By ingenious adaptation of this form of presentation, he can
greatly simplify presentation of data for quick reading and control
purposes.

The status chart is probably the most useful of all graphic tabulations.
It highlights good or bad conditions and can be used to show either quali-
tative or quantitative data in terms of performance, condition, or other
status measurement. The format is highly adaptable to a variety of cross-
classifications.

The progress chart is a graphic check list used to record the progress or
lack of progress through a series of processes or operations. In using this
type of presentation the writer will often find it desirable to indicate the
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date of completion of the various steps and the scheduled date of per-
formance of steps to be taken.

Maps serve a necessary purpose when the element of geographic dis-
tribution is paramount and when the visualization would be much less
effective in any other form. Before using a map a writer should be sure
that he cannot show the same data to more advantage by actual graphic
comparison. ‘
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Fig. 6.35. Graphic tables: Status and progress charts

Pictographs are pictorial symbols which may be substituted for bars in
a chart. The number of pictures indicate quantities, each symbol repre-
senting a certain number of units. The symbol should portray the type of
person or thing with a clear and certain identification. Pictographs are
especially useful in making reports more interesting to laymen.
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No matter what type of graph is selected as the vchicle for the com-
munication of ideas, the writer should always remember that the object of
graphic presentation is not to be novel or spectacular, but to make clear
statement. When properly used, graphic language helps a writer to be
precise, direct, accurate, and interesting. By careful study of graphic
method, a writer will develop the habit of selecting the right kind of
chart for the right purpose. By analytic visual thinking he will bring to
focus in cach chart the decisive facts which need to be shown in their re-
lationships.

Pictures, like charts in a report, describe situations and explain rela-
tionships. Often they communicate ideas more vividly, accurately, and
satisfactorily than words can do. To be a genuine part of the presentation
the picture, as a general rule, should be photographed especially for the
report, for the purpose it is to serve, and for the point of its appearance.
Figure 6.36 summarizes the qualities of a good report picture.

In planning a picture a writer thinks through what he wants to com-
municate by means of the picture. He identifies the significant ideas,
positions, types, and relationships which he wants to emphasize. He de-
velops a “fecling” for the picture as well as a mental understanding of its
subject. Then he works with his photographer to take the picture so that
it will be strong with functional action. Good pictures result onlyfrom the
painstaking and patient teamwork of photographer and writer. As a rule
the writer lacks the technical skill of the photographer; the photographer
lacks the fecling for the subject which the writer has developed. Together
writer and photographer can produce pictures which increase the effec-
tiveness of reports.

USE OF SLIDE CHARTS FOR TECHNICAL PRESENTATION

Technical presentation makes effective use of slides to show charts to
groups. Because he may use them often a report writer needs to understand
how to build slides. The preparation of a slide chart involves four op-
erations:

1. selection of material to be included in the presentation
2. composition of the text

3. drafting of the chart

4. production of the slide

Eight qualities summarized in Figure 6.37 combine to produce a good slide
chart which is at once simple, brief, and legible.

In selecting material for a slide chart the writer must determine the
significant relationships that can be presented graphically and in logical
sequence. In composition he necds to give attention to (1) spacing, (2) the
size and style of lettering, (3) line thickness, and (4) color. The techniques
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involved in color slide reproduction are beyond the scope of this discus-
sion. It is, however, worth mentioning that the General Electric Research
Laboratory uses the Ektachrome process. This method yields a positive
film transparency which can easily be bound between sheets of cover glass.

In preparing a slide the chart draftsman bears in mind that the curve is
the most important part of the communication and therefore should have
the heavicst weight of line to distinguish it sharply from the background.
The general features of a good slide chart as suggested in Figure 6.37 are
based on an original vertical chart 6” x 8%” including the margins. Since
the outside dimensions of the standard slide are 3%” x 4”, the draftsman
should follow the proportion of 3:4 in the preparation of his copy.

A GOOD REPORT PICTURE

1. has technical excellence as a photograph

2. attracts and holds the reader’s interest, inducing him to stop, look, and
read

3. develops and emphasizes a point by means of the visual image

4. ties into the context of the presentation, picking up the thread of the word
narrative, moving it forward, and setting the stage for a further develop-
ment of the thesis of the report

5. is accurate and genuinely significant

6. represents the result of a studied effort on the part of the report writer to
give visual expression to idcas and representations which can best be com-
municated by a photograph

7. is authentic, objective, and colored by a feeling which the writer wants
the reader to have toward the subject

8. possesses representative action and human interest in a fully functional
setting

9. is introduced, when necessary to the style, by a one-line overhead which
sharply and interestingly alerts the reader to the purpose of the picture at
that particular point in the report

10. is explained by a caption—brief, descriptive, compact, and written to fit the
unit count on the dummy

11. is in harmony with the policy of the organization issuing the report

12. is laid out on the page and in context as an integral part of the flow of
the report

13. leaves the reader with a representative image

14. shows thoughtful composition, idea content, and insight on the part of
the writer and his photographer

Fig. 6.36
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A GOOD SLIDE CHART

1. shows material selected and arranged so that the audience can quickly grasp
the idea

. focuses on one idea

. presents that idea with visual clarity

w0 1o

. keeps the number of words of text to a minimum-—under 30 including the
title

«o

eliminates text, letters, and lines not essential to clear statement

6. uses legible type which can be read by spectators at room distance—an inch-
high letter for 25 feet of reading distance

7. assumes that the key words on the chart will be explained by the speaker

8. is sent to photographer reasonably in advance of need—at least three days
for black-and-whitc and a week tor color

Fig. 6.37

The size of the lettering on the draft chart depends upon the quantity
of material presented and the maximum viewing distance. Slides which
will be easily scen by the audience requirc a letter height which is di-
rectly proportional to the maximum viewing distance, inverscly propor-
tional to the minimum viewing distance, and inversely proportional to
the magnification of the copy on the screen. The working schedule of the
letter height related to viewing distance recommended in Figure 6.37
should be helpful. The American Society of Mechanical Engineers sug-
gests that the calculation of minimum legible letter size can be determined
from this formula:2

distance, farthest focal length
i spectator to screen of lens in inches
He}%'hlt (Ef]c:-lner N _ 0040 x p ' 5 llens Inin
slide (mches) distance, lantern 12
to screen

The society has found that legibility throughout the average lecture hall
or auditorium is assured if the smallest lettering on the slide consists of
capital Gothic letters 0.040 inches to 0.045 inches high with a line width
of about 0.006 inches.

General Electric Research Laboratory technical editors visually test
slide material by what is known as the D/S = 6 formula in which D repre-
sents the maximum distance from the observer to the screen and §S the

2 See Engineering and Scientific Charts (New York: American Society of Mechani-
cal Engineers, 1947), p. 9.
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width of the screen picture. The original copy of the material to be repro-
duced in the slide is viewed at a distance by the formula
v=DW
S 12
in which V represents the viewing distance in feet, W the width of copy
in inches, D the maximum distance from the observer to the screen, and S
the width of the screen picture.

Printers describe type sizes by “points.” A point is 1/72 of an inch,
measured from the top of the tallest lower casc letter, as for example [ or k
to the bottom of a descending letter like p. Otherwise stated a point is
equivalent to .0138”.

The General Electric Research Laboratory uses the lettering specifica-
tions for slide copy preparation summarized in Figure 6.39.

MaxiMuM VIEWING DISTANCE MinimMuMm LETTER HEIGHT
(feet) (inches)
10 %
20 %
40 1%
60 2%
80 3
100 3%

Fig. 6.38. Relationship of viewing distance to letter height

Under urgent conditions slide copy may be prepared on the typewriter,
preferably in UPPER CASE PICA, but typewritten copy for slides must
be held within an area not larger than 6%” by 9”. Pica lettering runs 10
letters to the inch. An original typewritten chart of 54%” x 7% inches repro-
duced at 40 per cent of its original dimensions will then give a good pro-
jection. A glossy print or half tone can be reproduced on a slide. To give
the appearance of authority, slide charts should be carefully prepared and
designed by expert draftsmen.

GUIDE TO CHART-MAKING EQUIPMENT

A kit necessary to make charts includes

Drawing board 12”7 x 177 or 16” x 21”7
T-square 18"  or 24"
Triangles 5” 45° or 8”

6” 30°-60° or 9”

For pencil work

Engineer’s triangular scale 127 or 187
H and B drawing pencils
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Set of 12 or 24 Mongol Colored Indelible pencils—strong, thin leads

Indelible leads may also be used as watercolor

Red, green, yellow, and blue very hard Mongol pencils for plotting. These
pencils will not smear

Art gum

Ruling pen

Add for ink work

Compass, pen-and-ink combination
Waterproof ink
Ink eraser—mechanical type if you are working on heavy paper

For hand lettering

Speedball pens and lettering guide book; pens available in wide selection of
widths and styles

Horizontal Capital
Unit of Lettering apita Minimum
Measurement Where Gothic Number of
Shown . P?ssible L/etters Grid Rulings

7
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renste\ GRADES OF ZINC
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.P TEMPERATURE OF SPECIMEN, DEG.CENT.

R3S

~.
o~

Position of  Grid Rulings Break at Closed Symbols for
Slide Number  Labels and Symbols Observed Points
Label
(Thumb Spot)
Extracted from “American Standard Engineerng and Scientific Charts for Lantern Shdes” (ASA
555‘.41/:139942‘). %lty’l- lpg’m:lzsiswn of the publisher, The Amencan Socicty of Mechanical Engineers,

Fig. 6.39. Suggestions for good slide chart construction
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Payzant pens—equipped with well to carry ink; nine width; useful for borders
or heavy trend lines

Leroy socket pen—for advanced work; can be used with Leroy mechanical
lettering set

Stock lettering

Paper

Strathmore—3 ply; 1-ply for charts on which scales, titles, or trend labels are
to be typed

Color and crosshatching

For crosshatching and color use Zip-a-Tone which comes in 17 different
colors and 50 black-and-white patterns. These materials are manufactured
by the Para-Tone Company, 343 South Dearborn Street, Chicago 4, Illi-
nois. Colored tapes may be used, but they do not always come in the right
widths.

Commercial suppliers offer various kinds of acetate material with ad-
hesive backs for use in lettering, the construction of pictograph, and charts.
Some of the trade names are Art type, Chart-pak, Fototype, and Vistype.
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TRY YOUR HAND AT THESE o

to become acquainted with the structure of the
chart

to use charts for simplifying reports

to recognize effective pictures for reports

to learn how to construct and use slides

to practice making and using charts, pictures,
and slides

1. Clip ten different kinds of charts. Identify them according to types discussed
in this chapter. Using technical terms in your explanation, indicate by the
use of one of your charts the component parts of the chart skeleton.
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2.

3.

From the table developed in problem 4 of Chapter 5, design an appropriate
chart.

From the table developed in problem 5 of Chapter 5, design an appropriate
chart.

. Clip five pictures which are related to the field in which you are writing your

long form career report. Tell why they are effective or ineffective illustra-
tions.

. In your long form career report vou are going to be able to use three pictures.

Dccide what three situations will tell the most about the career. Then write
a letter to vour brother, who is a good amateur photographer, asking him to
take the pictures you want.

. Design two slides which will summarize the conclusions reached in your

report based on problem 7 of Chapter 2.



READABILITY

REPORTS ARE WRITTEN TO BE READ. THE LANGUAGE THEREFORE SHOULD BE
as easy to read as the subject permits. The composition of straight speech
results from the painstaking effort of the writer to make his manuscript
readable. In working through his problem, he has been concerned more
with getting the best solution than with its clear communication. Now he
faces the responsibility of making his document as readable as possible.

READING THE MANUSCRIPT ALOUD

At this point the writer gains much by reading his manuscript to himself
aloud, sentence by sentence, paragraph by paragraph. The rhythm of his
voice tells his sensitive ear much about the balance and effectiveness of his
phrases, much about the logic, coherence, and flow of his ideas. He goes
back and rereads sentences which do not sound quite right. He changes
words and alters phrases until they speak the thoughts he wants them to

105




106 READABILITY

express. He strengthens transitions and ties his ideas together to form a
coherent progression without “blind spots.” At this late stage a good writer
has the gumption to go back and recast sentences, to restate paragraphs,
and to reorganize sections that do not completely satisfy him. He performs
this task much as the barber takes his shears and trims ragged spots before
he finally wets and combs his customer’s hair.

CRITICISM OF OTHERS

The writer cannot look at his own work with full objectivity. He needs
to know what other people think of his text. Their criticism will help him
to uncover defects in content and style which he has overlooked. By ask-
ing laymen as well as experts to read specific sections on which he wants
advice, he begins to see how readers are going to react to his writing. He
weighs every suggestion, using each valid criticism to improve his copy.
He cultivates the habit of appreciation, not resentment, when others give
him helpful suggestions. He never rises to the defense of bad writing just
because he wrote it. His goal, like the objective of every artist, is a perfect
performance.

REVIEW OF SENTENCE LENGTH

Language, however perfect it may be from the standpoint of grammar
and logic, can be hard or easy to read. Research shows that one factor
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Fig. 7.1. Sentence profile: words per sentence
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which makes reading difficult is the long sentence. Every formula for
measuring the level of reading difficulty includes sentence length. A
writer can use the simple chart suggested in Figure 7.1 to visualize the
length of his sentences within a paragraph. In good report writing the
average sentence ranges from 14 to 21 words.

To use the Sentence Profile a writer merely counts the number of words
in each sentence and plots the length as a vertical column. The picture
which results will show how the length of the sentences in a paragraph
correspond to the normal in good report writing. It will further show
whether sentences vary in length. Of course they should, to keep the
paragraph from getting monotonous.

EVALUATION BY USE OF A PARAGRAPH SCHEDULE

At some points a writer may wish to find out how his paragraphs com-
pare with generally accepted standards of good writing. The Paragraph
Evaluation Schedule in Figure 7.2 suggests some yardsticks. If a writer
finds his paragraphs running over 100 words, he needs to ask himself
whether they deal with more than one central thought.

PREFERENCE FOR SHORT WORDS

Some writers want a mathematical index to tell them how hard or how
easy the reader will find the language. Every formula for measuring read-
ing difficulty recognizes that hard words make hard reading,.

A writer can make a rough prediction as to whether he is meeting his
audience on its own ground by checking the number of words of more
than one syllable in his text. Let him sclect thirty 100-word samples at ap-
proximately equal distances throughout his report. The random selection
assures enough text to make the sample statistically reliable; the 100-word
units make percentage calculation easy. The writer takes his pencil and
strikes out all the words of one syllable, that is, all the monosyllables. He
then counts the unmarked words which remain, that is, the polysyllables.
The sum of these words of more than one syllable gives the percentage of
polysyllables in the manuscript.! When this percentage excceds 30, the
writing tends to be over the eighth grade level; the writer is shooting over
the heads of three-quarters of the American people. In a manuscript for
general reading, 70 per cent of the words should be monosyllables. Per-
haps a writer thinks it impossible to express great ideas in short words?
Then he should study the Lord’s Prayer. Four out of every five of its 69
words are one-syllable words.

1 George R. Johnson, “An Objcctive Method of Determining Reading Difficulty,”
Journal of Educational Research, April, 1930, pp. 293-97.
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GUNNING’S “FOG INDEX"

During the last fifteen years research has been making progress in the
statistical measurement of reading difficulty. The two formulas most gen-
erally used today were developed by Robert Gunning and Rudolf Flesch.
These readability specialists built on the findings of a number of scholars
who began the inquiry well before the outbreak of World War II.

After sixteen years in newspaper and editorial work, Gunning estab-
lished himself as a counselor on “clear writing” for large corporations.
Among his clients he counts the United Press, the Scripps-Howard News-
papers, and the Standard Oil Company of New Jersey. Gunning has built
his professional career on the assertion that people who have something
to say can learn to say it simply. He insists that “wisdom goes arm in arm
with simplicity” and that “the keen mind is one that can absorb a compli-

1. Paragraph STANDARD OF Goop WRITING WRITER'S PERFORMANCI
Pages 2J paragraphs 1o a double-
spaced typewritten page
Words 100
Sentences 5
2. Sentence
Number of words 14-21
Simple sentences 40%
Complex sentences ) 40%
Compound sentences 20%
Periodic sentences® 45%
Loose sentences 55%
Declarative scntences 90%
Interrogative sentences 8%
Iiperative sentences 2%
Sentences beginning
with subject 40%
3. Words
Prepositions (each 100
words) 10
Personal references (each
100 words) 6
Polysyllables (each 100
words) 30

*# See Chapter 10 for explanation of periodic and loose sentences.

Fig. 7.2. Paragraph evaluation schedule
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cated problem and state it in simple dircect terms that will transfer the
idea quickly and accurately to the minds of others.” Gunning labels as
“fog” all writing which fails to make ideas clear. He has built a new busi-
ness as a consultant in clear writing by holding to the principle that
“readers resist prose which requires more than high-school sophomore
skill.”2

Gunning developed a formula to measure the difficulty of reading matter
by the use of a “yardstick.” He wanted a tool which would be (1) easy to
use, (2) reliable in measurement, and (3) valuable to call a writer’s at-
tention to the factors which cause readers most difficulty. After much ex-
perimentation he built a formula to include the two factors of (1) average
number of words in a sentence and (2) the number of “hard words,” de-
fined as words of three or more syllables, in each 100 words of text. He
called his formula the “fog index.” Here it is:

SP 4+ PS X .4=FogIndex

In this formula S P stands for the average sentence length. This figure is
obtained by dividing the number of words in a passage of text by the num-
ber of its sentences. P S means the percentage of words of three or more
syllables, that is polysyllables.

To find the “fog index” of his manuscript, a writer marks out samples of
approximately 100 words each, spaced evenly throughout the document.
In counting these samples he stops his count with the sentence that ends
nearest to the 100-word total. He then divides the number of words in all
the passages by the number of sentences. The result is the average sentence
length. This figurc is placed in the formula as the S P item. Next he counts
the number of three-syllable (or more) words in each 100-words and sub-
stitutes this figure for P S in the formula. In counting these polysyllables
the writer does not count words which are capitalized, words which are
combinations of short, easy words, like “bookkeeping,” or verb forms
raised to the three-syllable level by adding “ed” or “es,” like “created.” (3)
Gunning thinks that casy reading matter should have a “fog index” of ap-
proximately nine. Finally, he adds S P and P S and multiplies by .4. The
result is the “fog index,” which corresponds to school grades.?

THE FLESCH FORMULA

Probably the most gencrally used and discussed measure of readability
is the formula developed by Rudolf Flesch. Born in Austria in 1911, Flesch
took his undergraduate and graduate degrees from Columbia University

2 Robert Gunning, “For Easy Reading,” Library Journal, March 15, 1952, p. 476.
Also Gunning’s The Technique of Clear Writing (New York: McGraw-Hill Book Com-
pany, Inc., 1952), pp. 36-37.

8 For a discussion of the formula, see Robert Gunning, The Technique of Clear
Writing (New York: McGraw-Hill Book Company, Inc., 1952), pp. 36-39.
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between 1940 and 1943. Serving successively as research assistant to the
American Association of Adult Education, the Columbia Broadcasting
System, and information specialist in the Office of Price Administration
in World War II, he quickly became a foremost authority in the field of
readability. Corporations such as General Motors and the Associated
Press became his clients.

Flesch developed his basic formula in his doctoral dissertation at Co-
lumbia under the direction of Professor Irving Lorge in Teachers College.
Teachers College published the study in 1943. To understand the history
and background of readability formulas, one must read Flesch’s disserta-
tion. Flesch explained his formula fully and more popularly in his book,
The Art of Plain Talk. He later simplified the presentation for use by
government writers in a twelve-page five-cent leaflet developed in coop-
eration with the Procedures and Records Committee of the Council on
Personnel Administration and published in 1946 by the Government Print-
ing Office. The New York Daily News produced a motion picture demon-
strating readability, and Macfadden Publications publicized the formula
in a spiral-bound manual. In 1951 Flesch reduced his formula to a handy
pocket book. General Motors incorporated the “yardstick” into a copy-
righted pocket gadget called the “Reading-Ease Calculator.” In his next
recent volume, How to Test for Readability, Flesch divided his previous
formula into two parts. His Reading Ease score is worked out like this:

. Multiply the average sentence length by 1.015 - e
. Multiply the number of syllables per 100-words by .846 .
. Add (1) and (2)

. Subtract this sum from o ).(:IRS
Less No. 3

(9,1 0O DO

. The reading difficulty level is

The reading difficulty score, as derived from the use of this particular
Flesch formula, locates the writing on a scale ranging from 0 to 100. At
the bottom of the scale writing is so difficult that it is unreadable for all
practical purposes. At the top the language is easy for any literate reader.
A reading ease scoring table will be helpful in evaluating the difficulty of
the language:*

ReADING EASE SCORE ScHooL GRADE LEVEL READABILITY CHARACTERISTIC
90 to 100 4th Very easy 90%

80 to 90 5th Easy 86%

70 to 80 6th Fairly easy 80%

60 to 70 7th or 8th Standard 75%

50 to 60 Some High School Fairly difficult 40%

30 to 50 High School; Difficult 24%

some college
0to 30 College Very difficult 4%%

4 Adapted from Rudolf Flesch, How to Test Readability (New York: Harper &
Brothers, 1951), p. 6, and Flesch, The Art of Plain Talk (New York: Harper & Brothers,
19486). p. 205, by permission.
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Flesch’s second formula provided an interest index. His human interest
score is worked out like this:5

1. Multiply the number of “personal words” per 100 words by 3.635
2. Multiply the number of “personal sentences™ per 100 sentences by .314
3. Add (1) and (2)

4. The human interest score is

In using the human interest formula, a writer should bear in mind that
personal words are all first, second, and third person pronouns and all
words that have masculine or feminine gender. Personal sentences are
spoken sentences marked by quotation marks, questions, commands, re-
quests, and other words directly addressed to the reader, including ex-
clamations and grammatically incomplete sentences. Just as in the case of
the reading ease score, the Flesch human interest index locates the writing
on a scale ranging from 0 (dull) to 100 (dramatic). Flesch describes the
style indicated by his index as follows:®

HuMaN INTEREST SCORE DESCRIPTION OF STYLE
60 to 100 Dramatic
40 to 60 Highly Interesting
20 to 40 Interesting
10 to 20 Mildly Intcresting
0to 10 Dull

In 1954 Flesch issued a new formula)in his book, How to Make Sense.
By simplifying thc mathematical technique for gaging the ease with
which people read, the new formula includes the counting of all “specific
words,” such as personal words, numbers, dates, and names, as well as
the number of punctuation marks in every 100 words.” Although this
formula is of interest to specialists in readability, the report writer will
find the formulas described in How to Test Readability most helpful for
his particular purposes. It was on the basis of this formula that General
Motors Corporation developed the Reading Ease Calculator published by
Science Research Associates.

TRANSLATION OF HARD PASSAGES

No amount of statistical measurement of readability can produce sim-
pler and more understandable English. The various devices can only
tell a writer how difficult a passage is, how long his sentences are, how

8 Flesch, How to Test Readability, pp. 8, 10.

6 Ibid., p. 10.

7 A table comparing published methods of measuring the readability of adult ma-
terials can be found in George R. Klarc and Byron Buck, Know Your Reader (New
York: Hermitage House, 1954), pp. 102-103. See also pp. 161-64 of this study for an
explanation of the Farr, Jenkins, and Patterson simplified Flesch reading ease for-
mula, which substitutes a count of the number of one-syllable words for that of the
number of syllables.
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many hard words he has used, how foggy and abstract he has been. The
mathematical measurement of his style can make him aware of his diffi-
culty. The writer himself is the only person who can put words on paper
in easy-to-read sequence. The writcer is the one who must put all the rules
into action.

When he needs a tonic, a writer can take a difficult passage and “trans-
late” it with the help of his Webster’s dictionary. He can hunt for shorter
and plainer words. By the very act of looking a word up in the dictionary
and seeing what is said about it, about its word history, about its syno-
nyms, he will come upon simpler and more familiar words. He will im-
prove heavy sections of his text. Sometimes he will find it helpful to refer
to the General Basic English Dictionary. Any device which helps him to
think about words will assist him to achieve clearer statement.

HABIT OF CLEAR STATEMENT

In the end, clear statement becomes a habit. A writer matures as his
hard work makes it easy for his reader to understand the subject. Ways of
measuring readability are only whips that drive a writer to his task until
he has eliminated “fog” and talks “plain.”

TRY YOUR HAND AT THESE o

e to become adept at using short words

e to learn how to keep sentences short

e to experiment with formulas for testing read-
ability

1. As an example of the power of short words, take the 24th Psalm in the Bible.
First count off 100 words. Then strike out all words of one syllable. Count
the remaining words, the polysyllables. The sum of the polysyllables will give
an index of the difficulty of the words in the passage.

2. Take two editorials, one from the Wall Street Journal and one from The New
York Times. Evaluate each editorial by the use of Gunning’s “fog index.”
Then rewrite the more difficult in the pattern of the one casier to read. Draft
a memorandum to the editor, explaining why one editorial is easier to read
than the other. Repeat the assignment by evaluating any two front-page
news stories from the same two newspapers.

8. You are an engineering student and take the position that a readability
formula does not apply to language in your ficld. Give reasons for your posi-
tion. Take into consideration the observation of a General Motors report
specialist who asserts that he has never seen an engineering report too simply
written.

4. You are asked to write a one-page statement for eighth-grade students on
careers in the field you have chosen. Measured by the Flesch Reading Ease
formula, the score of your manuscript must range between 60 and 70. This
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means that the average sentence must run about 17 words and the average
word about 1.5 syllables. Draft the statement on the level approximate to the
grade.

5. By the use of Gunning’s “fog index” score your career report.
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THE FINAL EVIDENCE OF CRAFTSMANSHIP IN REPORT WRITING LIES IN THE
accuracy of the completed manuscript. When a writer submits his report,
he says in substance:

Here is my copy. I have edited it—every fact, every word, every sentence. It
says exactly what I want it to say.

An accurate manuscript develops as a result of painstaking revision.
Especially it is the product of refinements made on the last draft which
precedes the final typing. Working from this copy, a typist can produce a
letter-perfect document.

UNIFORMITY IN STYLE

The achievement of uniformity in style becomes a major concern of the
writer and his editor. The writer can simplify the whole editorial process

114
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by determining at the beginning of his task a style plan for the guidance
of his typist as well as himself. He asks himself questions such as these:
“What is to be style for abbreviation, capitalization, headings, names of
persons, names of places, punctuation, spelling, sideheads, subheads, and
numbers?” Almost every publication and institution has a style pattern
with some features of its own which need to be followed.

STANDARD COPY PRACTICES

Standards for the final draft of the manuscript are quite generally agreed
upon. The manuscript, unless otherwise specified, should be typewritten
on one side only of 8%” X 11” good quality white paper. This size sheet
is convenient. It fits standard typewriters, file cabinets, and mailing en-
velopes. The typist should use a black ribbon and be sure that her type
faces are clean.

For purposes of appearance and to help the printer make composition
estimates, elite or pica type should be used throughout. All typewriter
lines should approximate the same length. Uniform margins should be
maintained. The text should be double-spaced, with single-spacing used
for extracts, quotations, and special materials to be set in smaller type.
New paragraphs should be uniformly indented five spaces. Manuscript
pages should be numbered consecutively in the upper right-hand margin
corner of each page of copy.

The Government Printing Office prefers to have footnotes numbered
by chapters from 1 to 99.

METHOD OF REPRODUCTION

Most reports are issued as typewritten documents. They are prepared
for limited and immediate use. As a general rule of thumb, ten or less
copies can be most economically prepared by the use of carbon paper.
For every type and quantity of report, however, one best method of re-
production cxists. The guide to reproduction methods given in Figure 8.1
inventories and evaluates these various methods to show the one best
suited for each kind of work.

WORKING WITH THE PRINTER

When the report is to be issued as a printed document, the writer needs
to work closely with the printer. Printers know a lot about the habits of
writers. If a printer were asked to give advice, his comment would run
something like this:

1. Give me clean copy.

a. Please, Mr. Writer, read and edit your manuscript so thoroughly that I
will not have to guess what you mean or shudder at your inconsistencies.
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b. Let me take it for granted that when you submit your copy you have
made all the changes you are going to make.

c. Correct errors that may have crept into the copy during the final typing.

d. Retype over-edited copy. As a writer, you know what you say, but pity
me! Too often 1 have to figure out words like a puzzle in relation to
context.

e. Retype illegible handwriting which has been added to the copy. Your
handwriting looks more familiar to you than it does to me. I can read the
typewritten script so much easier!

f. Don’t change your mind after you submit your copy. Late changes make
my work harder and your bill larger.

g. Don’t do your editing after you get your proof.

h. Submit your copy for approval to the boss before you deliver it to me. Let
him change his mind on your typewritten copy, not on my galley.

i. Be sure words and names are spelled correctly. Be consistent in their use.

j- Don’t make paragraphs longer or shorter when you read proof.

k. Be complete in vour copv. Don't insert additional material which you
have forgotten to include.

(&)

. Tell me the kind of type you want to use.

a. Sit down with me and go over your manuscript. I have had a lot of ex-
perience that will help you.

b. Make type selection which adds to the attractiveness of the presentation
and to the effectiveness of communication.

3. Show me with a dummy.

a. Type your copy on layout sheets which correspond with the pages to be
printed so that your copy will fit the space you intend it to occupy. Tell
me exactly where you want capitals, bold face, and italics.

b. Bluck out your space on the dummy to include tables, charts, and
pictures.

TYPING LAYOUT SHEETS

Upon request the printer will supply the writer with typing layout
sheets. The writer may find it advantageous to typewrite his final copy on
them. To decide on the design of a typing layout sheet, a writer and his
printer discuss the page size and type face. The printer has a list of the
number of characters per inch for each type face. When the type face is
selected, the character count of the typewritten sheets can be made to
correspond exactly with that of the page proof as the printer will return
it to the writer. By the use of the page dummy the writer can also deter-
mine the area necessary for charts, illustrations, and tables. Good presenta-
tion depends upon close collaboration between the writer and his printer.
Printers have had a lot of experience with writers. They can and want to
use their experience to help. A writer should take his manuscript and sit
down with his printer for a quiet talk. Both have a common objective: to
manufacture a carefully prepared manuscript so that it will command
the greatest respect and reading attention. How can a writer wrap up his
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ideas visually in the most potent package? That is the question which
the writer and the printer must answer together.

PREPARATION OF TABLE AND CHART COPY

To simplify the work of the printer, the writer should type copy for
tables on separate sheets but indicate their location in the manuscript.
Likewise he should indicate the location of all charts, illustrations, photo-
graphs, and line drawings. He should number the item to coincide with
the position marks on the manuscript and in the dummy. Legends and
captions, if they must be set separately, should be prepared on separate
sheets and keyed to the appropriate illustration or table and the manu-
script location.

UNDERSCORING OF TYPE STYLES

Various type faces arc indicated by underscoring according to the
following formula:

bold face single wavy line

italics single straight line

bold face italics wavy line over straight line ~
SMALL CAPITALS two straight lines —=———
CAPITALS three straight lines ====——==

LOCATION OF HEADS

All heads and subheads should be located in their proper places in the
text. If the style for the head will require special composition, the copy for
such heads and subheads should be grouped on separate sheets for the
convenience of the compositor.

BOOK MAKE-UP

Some reports are issued in book form. While the make-up of a book
varies somewhat, a standard sequence runs like this:

Half title . i
Blank page R . . ii
Full title ) . . iii
Copyright notice . . .. . iv
Dedication . R ¥4
Blank page . vi
Preface .. recto
Table of contents . recto
List of tables, illustrations, charts, and cases recto
Part title recto (p. 1)

Blank page . R R verso (p. 2)
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Text . o R recto (p. 3)
Appendix . . recto
Notes (if consolidated by chapters for the whole volume) recto
Glossary . recto
Bibliography verso or recto
Index (author index precedes subject index if division is made between

them) . . recto

The text of book pages should be numbered consecutively in Arabic
numerals. Preliminary matter such as forewords and prefaces should be
marked by the use of small Roman numerals.

The first chapter of a book begins on the right-hand page. Other chap-
ters may follow on left- or right-hand pages unless a chapter begins a
division or part. Then it should begin on a right-hand page. Title pages
are not necessary on small leaflets or pamphlets, particularly when they
repeat the cover information.

COPYRIGHT PROCEDURE

The copyright law provides for the exclusive proprietorship of a work
for a first term of 28 years. The copyright may be extended by proper
application for a second term of 28 years.

The Register of Copyrights divides works subject to copyright into
the following classifications: '

CLass ApPPLICATION FOrRM TyrPE oF WORK

A Form A Book published in the United States.
Forin A-B Ad Interim Book or periodical in English first published out-
side the United States.

Form A-B Foreign Book or periodical in a foreign language published
outside the United States.
B Form B Periodical.
Form B35 Contribution to a periodical.
C Form C Lecture, sermon, address, prepared for oral de-
livery.
D Form D Dramatic or dramatico-musical composition.
E Form E Musical composition.
Form E Foreign—Musical composition.
F Form F Map.
G Form G Work of art; model or design for work of art.
Form GG Published three-dimensional work of art.
H Form H Reproduction of a work of art.
1 Form 1 Drawing or plastic work of a scientific or techni-
cal character.
J Form J Photograph.
K Form K Print and pictorial illustration.
Form KK Print or label used for article of merchandise.
L Form L Motion-picture photoplay.

M Form M Motion picture other than photoplay.
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The procedure to obtain a copyright certificate is simple. Any person
may secure copyright for his work by taking these steps:

1. Imprinting the word “Copyright” with the year date of publica-
tion and the name of the copyright proprietor on the title page or the
page immediately following it, as for example:

© Copyrnight, 195x by
John J. Smith

2. Obtaining and executing an application with affidavit for registration
on a form supplied by the Register of Copyrights, Library of Congress,
Washington 25, D.C.

3. Mailing promptly after publication with the statutory notice of
copyright two complete copies of the best edition by delivery to the
postmaster with a request that the work be transmitted frec of charge.

4. Mailing in a separate envelope bearing letter postage the applica-
tion form accompanied by the registration fee of $1.00.

The Copyright Office issues to the copyright claimant a certificate of
registration.

PROOFREADER’S MARKS

A writer will find it helpful to master the sign language used by proof-
readers and printers as a shorthand to request editorial corrections.

READINGS

Appraisal and Control of Duplicating Services. Washington: Government Print-
ing Office, 1949.

ATA Handbook. New York: Advertising Typographers Association of America,
Inc., 1956.

BenBow, Jonn, Manuscript and Proof. New York: Oxford University Press,
1937.

Bices, Jonn R., An Approach to Type. New York: Pellegrini & Cudahy, 1952.

DeLopaTeckt, EUGENE, Advertising Layout and Typography. New York:
Ronald Press, 1952.

JoueHLIN, G. Louis, Basic Reference Forms. New York: F. S. Crofts & Com-
pany, 1941.

Lasky, JosepH, Proofreading and Copy Preparation. New York: Mentor Press,
1946.

MELcHER, DANIEL and Nancy Larrick, Printing and Promotion Handbook.
New York: McGraw-Hill Book Company, Inc., 1949.

NicHoLsON, MARGARET, A Manual of Copyright Practice. New York: Oxford
University Press, 1945.

Preparing a Technical Manuscript. New York: McGraw-Hill Book Company,
Inc., 19583.

Price, CHARLEs MATLOOK, Advertising and Editorial Layout. New York: Mc-
Graw-Hill Book Company, Inc., 1949.
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SkiLLIN, Marjorie E., RoBert M. Gay, and others, Words into Type. New
York: Appleton-Century-Crofts, 1948.
SweET, Frep A., Handbook for Writers, Editors, and Typists. New York: E. P.
Dutton & Company, 1939.
TavLor, Howarp B. and Jacor ScuEr, Copy Reading and News Editing.
Englewood Cliffs, N.J.: Prentice-Hall, Inc., 1951.
“Preparation of Copy for the Press,” Webster's New Collegiate Dictionary.
Springfield, Mass.: G. & C. Merriam Co., 1949.
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LA

Make correction indicated in mar-
gin

Retain crossed-out word or letter; let
it stand.

Retain words under which dots ap-

effatc  pear; write “Stet” in margin.

X
=
wv
Ve

N s @{gi ig

u Dh®O©

Appears battered; examine.
Straighten lines,
Unevenly spaced; correct spacing.

Line up; i.e., make lines even with
other matter.

Make no break in the reading; no

No paragraph; sometimes written
“run in.”

Here is an omission; see copy.

Make a paragraph here.

Transpose words or letters as indi-
cated.

Take out matter indicated; dele.

Take out character indicated and
close up.

Line drawn through a cap mcans
lower case.

Upside down; reverse.
Close up; no space.
Insert a space here.
Push down this space.
Indent line one em.
Move this to the left.
Move this to the right.

™
/A

wf
Qu?
e

Raise to proper position.

Lower to proper position.

Hair space letters.

Wrong font; change to proper font.
Is this right?

Put in lower case (small letters).

. Put in small capitals.

Put in capitals.

Put in caps and small caps.
Change to Roman.

Change to Italic.

Under letter or word means caps.
Under letter or word, small caps.
Under letter or word means Italic.
Under letter or word. bold face.
Insert comma.

Insert semicolon.

Insert colon.

Insert period.

Insert interrogation mark.

Insert exclamation mark.

Insert hyphen.

Insert apostrophe.

Insert quotation marks.

Insert superior letter or figure.
Insert inferior letter or figure.
Insert brackets.

Insert parenthesis.

One-em dash.

Two-cm parallel dash.

Proofreader’s marks
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4.e. not appear that the earlifst printers had any method of e/
v/ correctmg/srrom before the fonn was on the press/ The learned The @ £
& dearned correctors of the ﬁrst two centuries of printing were not
H l proof]readers in our sense/ they “fere rather what we should /erm L9
ot/ office editors. Their labors were,chiefly to see that the proof corre, /+/
sponded to the copy, but that the printed page was correct in its
@a/ / /atnmtyftbat—tbe-\g‘oﬁqque%ﬂe and that the sense was right. ST
J  They cared bus little about orthography, bad Ietters or purely printeg§b / ,ﬁ/
errors, and when the text seemed to them wrong they consulted fresh
authorities or altered it on their own responsibility. Good proofs;\ in , /
hot # the modern sense, were impossilfle until professional readers were x
%‘ employed/ men who[h;ad_lﬁa printer’s education, and then spent 7
4',/ many years in the correc&‘m of proof. The orthography of English,
which for the past century has undergone little change, was very
b/ f = ﬂuctu{ting until after@ publication of Johnson's Dictionary, and
capitals, which have besn used with considerable regularity for the
M past(80)years, were previously used on the[miss[or|hif] plan. The 22
9 approach to regularity, fo far as we hax% may be attributed to the i/
growth of a class of professional proof readers, and it is to them that
we owe the correctness of modern printing. AMore er/ors have been @ %/

found in the Bible than in any other one work. For many generahons
it was frequently the case that Bibles were brought out stealthdy, load

from fear of governmental interference. AThey were frequently printed sul, dee W
[ from imperfect texts, and were often modified to meet the views of
ﬁ/ those who publi.\"»\ed them,.\The story is related that a certain woman d]
in Germany, whe-was the wife of afrinter, and had become disgusted £ a/w%a'
3 /,f / with the continual assertionf of the[superiorify]of man over woman zo»z.
which she had heard, hurried into the composing room while her
husband was at supper and altered a sentence in thevﬂxble,\(which he‘{a/ v
& 2/ was printing, so that it read, Nan;\instead ofAHerr)\thus making the €%/
verse read “‘And he shall be thy fool” instead of “/nd he shall be thy a
¥ lord.” The word Jnot ,was omitted by Barker, the }(mg s printer in ,g
Englandin 1632, in prmtmg theseventh cdmmandmen}\ Hewasfined ©
@)~ 3000 on this account.

Example of corrected proof
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TRY YOUR HAND AT THESE o

® to visualize the character of a final report
¢ to develop a uniform style sheet
® to practice writing

1. For your own guidance and the information of your typist, you develop a
style sheet. Study Chapter 12. Then you write a memorandum of instruc-
tions to the typist, explaining the policy to be followed. In the statement
include attention to capitalization, names of persons and places, use of com-
mas, spelling, use of numbers for words and words for numbers, footnote
style, and bibliographical style.

2. You have completed a report of 36 typewritten pages. By the use of the
“Guide to Reproduction Methods,” decide the most economical method for
reproducing 50 copies. Then write a memorandum to your employer to
request such manifolding.

3. Write a letter to a printer in which you ask him to tell you from his ex-

perience with copy ten ways in which writers cause him trouble and make
costs excessive.

4. A friend wishes to copyright a map. He asks your advice. Write a letter of
explanation, suggesting the procedure in making application and the proper
form to be used.






Part Two focuses upon the language
fundamentals of report writing.

The discerning reader will recognize
some facets of his own style, and he will
profit by concentration upon the remedies
for weaknesses which he recognizes to be
his own.






WORDS

A WRITER WORKS WITH WORDS. IN BUILDING HIS REPORT HE CONTINUOUSLY
asks himself two questions: (1) “What am I trying to say?” (2) “What
word will say it best?” He is clear about the idea he wants to communi-
cate; he is careful to choose the proper word to express his thought
exactly. At Oxford University Professor Frederic Harrison used to give
his writing students this advice: “If you have something to say, all I have
to tell you is this: Think it out quite clearly in your own mind. Then put
it down in the simplest words that offer.” To find out the means by which
Gustave Flaubert achieved his powerful style, Walter Pater made a pains-
taking study of the French novelist’'s works. He came to the conclusion
that for Flaubert there existed but one way to express one thing, one
word to call it by, one adjective to qualify, one verb to animate it. “Flau-
bert,” he concluded, “gave himself to superhuman labor for the discovery,
in every phrase, of that word, that verb, that epithet.™

1 Lane Cooper, The Art of the Writer (Ithaca: Cornell University Press, 1952), p.

351
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ONE WORD WITH MANY MEANINGS

The 26 letters of the alphabet represent a series of signs which the eye
associates with sounds heard in the speech of English-language areas of
the world. From these symbols more than half a million words in the
English language are formed.

That one word may have a number of different meanings is a fact
which any reader of the dictionary well knows. In use, however, a word
has meaning only for those who agrec on it as a label. The word as chosen
must be appropriate to convey meaning within the human situation in
which it is used. A preacher expounding “The Words,” by which he means
the Holy Scriptures, communicates an entirely different meaning, as
Figure 9.1 makes clear, from the daughter who explains to her date that

Meaning 1n context of Referent
experience of persons
communicating

Britisher

"My word!" interjection
Modiste up-to-the
""last word" minute style
Teacher

"a word with you" short talk
Speaker
"'say a word" brief comment
Friend

"Give me your word"  honor, promise

Persons awaiting
decision
""What's the word ?" decision

Policeman

'word of warning" caution

Mother .
"I got word" news

Preacher
"THE WORD" Scripture

4 letters of alphabet - sign

Doorkeeper
"'the word ?" password

Wife
"T'1l have the last
word" decision

Daughter
"Father's word is law" last authority

Fig. 9.1. Multiple meanings of one word
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“Father’s word is law.” For their complete meaning words depend upon
the situation in which they are used. This relationship of the meaning of
a word to the environment and circumstances of its use is known as
coniext.

WORD DIFFERENCES

As the writer searches for the right word, he discovers that there are
many differences, not only in the dictionary definitions, but in the over-
tones and implications of a word. “What is the difference between this
word and that one?” Here is a catalog of eighteen possible differences tied
up in a single word. There may for example be differences

. between the genceral and the specific

. between shades of meaning

. in emphasis

. in implication

. in application

. in connotation

. in emotional effect

. in levels of usage

. between literary and colloquial usage

10. in effects of prefixes and suffixes

11. inidiom

12. in British and American usage

13. between borrowed and native words

14. between literal and figurative uses

15. between concrete and abstract uses

16. between technical or occupational uses and popular uses
17. in aspects of action

18. between local or provincial usages and general usage.?

OO0 ULk oo

CONNOTATION OF WORDS

One of the most uscful working differences between words comes
about because of the fact that a word denotes and connotes. The denota-
tion of a word is its litcral meaning as a writer finds it in the dictionary.
Usage adds something real but intangible, an overtone, an emotional
pattern which is implied in its use. This quality of a word—its “added”
meaning in context, its connotation—is clearly illustrated in the dual usage
of the word “hang”: “If we don't hang together, we shall hang sepa-
rately.”

The connotations of words, with their vivid and emotional aura, have
practical consequences. Public accountants have discovered, as Jennie
Palen has pointed out, that words and phrases with unpleasant connota-
tions—“error,” “mistake,” “wasted time,” “shortage,” “carelessness,” “in-
efficiency,” and “refusal”—can become fighting words. Criticism in reports,

» <

2 The American College Dictionary (New York: Random House, 1947), p. xxviii.
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accountants know from experience, are welcomed when they dwell “on
the cure rather than on the crime.” By choosing words with the right
connotation, auditors may approach the problem tactfully and thus pave
the way to the solution. They use words which have positive rather than
negative connotations and thus avoid causing irritation. Instead of writ-
ing:

Too many accounts are carried in one ledger, and, as a result, a great deal of
time is wasted in looking for errors at the end of the month.

the experienced and tactful accountant, aware of the connotation of
words, says:

Much of the checking incident to balancing can be avoided if the accounts are
divided into several sections with a controlling account for each section.3

The International Union, United Automobile, Aircraft, and Agricul-
tural Workers of America, CIO, as a part of its trade union educational
activities points out to its members that words can “convey meaning” and
that they “can also convey feeling.” In its effective letter-training program
the New York Life Insurance Company emphasizes the fact that words
evoke emotional response. A clerk wrote this letter:

Dear Mr. Blake:

We cannot comply with your request of March 4 for a health conservation ex-
amination. In rejecting your request we should like to point out that we never
give such examinations since we are prohibited by law from doing so.

The letter creates an unfavorable emotional effect by the use of such
words as “cannot,” “rejecting,” “never,” and “prohibited.” “Can you imag-
ine,” asked the New York Life Insurance Company Public Relations De-
partment, “how Mr. Blake felt about the company after reading this
letter? Not only is the over-all emotional effect completely negative but
the writer (and thereby the company) has been defensive, abrupt, and
downright discourtcous.” The supervisor substituted positive for nega-
tive words and rewrote the letter to read:

Dear Mr. Blake:

We always appreciate an opportunity to be of service to our policyholders. It
is with regret, therefore, that I must tell you that the company does not offer
health conservation examinations.

The reason for this is that most people who desire such an examination
naturally expect diagnosis and advice. This might be construed as the practice
of medicine which, by law, we are not permitted to do.

I hope you will give us a chance to be more helpful to you another time.*

3 Jennie M. Palen, “Pointers on the Technique of Writing Audit Comments,” New

York Certified Public Accountant, February 1951, p. 84.
4 Effective Letters (New York: New York Life Insurance Company, 1951), pp. 13-16.
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From these illustrations it can be seen that some words arouse an emo-
tional reaction. The New York Life Insurance Company explains that
“some words will affect you agreeably and that others will not. You will
like some words, you will dislike others. And still others may have no
emotional effect on you at all.” The company uses the phrase plus words
to describe words which people like and minus words to describe those
which people do not like. To demonstrate how certain words have a
personal, emotional power to make people “feel” positively or negatively,
one need only take the pencil and put a plus or minus sign after the words
in Figure 9.2 as they affect him.”

A General Motors Corporation engineer submitted a report manu-
script with a foreword which read like this:

The power output of the ABC engine is far below what an engine of its size
should be capable of producing.

The critical and negative connotation of the statement rubbed the ABC
engineer the wrong way. When the sentence was redrafted in a more
diplomatic and factually exact wording it read:

The ABC engine was originally designed with endurance and smoothness as the
primary considerations. To obtain these features with a proper consideration of
the remaining factors of performance, the specific power output was purposely
held rather low.

This statement, being both truthful and courteous, inspired confidence
in the rest of the report.

Opposite each word in the following list write down your immediate reaction
to it. If you like the word (if you think it is a good word), make a plus sign
after it. If you do not like it, mark it with a minus.

abandoned —  disaster — negligence
ability distinction — . oversight
admirable — __ effective ——___ premature
apology —  extravagant —  sketchy
authoritative —_ fault substantial
biased fear unfair
blame fraud untimely
benefit — faith useful
commendable — jinsolent wise
complaint —_____ initiative weak
confidence — — Joyalty —  wrong
death long-winded

g:%»wd from EFFECTIVE LETTERs (New York: New York Life Insurance Company, 1951), pp.

Fig. 9.2. Example of plus and minus words
5 Ibid., pp. 8-9.



132 WORDS
“*MAP” AND “TERRITORY”

A word, it can be seen, evokes an image of something which the mind
conceives to exist in the real world. This picturc-of-the-world exists as a
result of experience in communication. The images which the words evoke
mm the mind become the actual world in which the person lives. When
the word and its image in the mind accurately describe the objects and
relationships with their qualities in the real world, then understanding
is clcar and the process of communication is exact. If, on the other hand,
the pattern in the mind does not accurately describe the object, it can be
misleading and condemn a person, as far as that image is concerned, to
live in a partially false world. The situation is like that which would exist
if a motorist followed an inaccurate map; he would come to the wrong
destination because the map did not correctly describe the territory to be
traveled.

In recent years the study of the science and meaning of words has
developed rapidly. Specialists in the subject arc called “semanticists.”
“Semantics,” as the study of the science and meaning of words is known,
makes much use of the two terms “map” and “territory.” Territory means
the real object in the external world. Map means the conception in a
person’s head of what the real world is like. 1t exists as a configuration
of meaning. Confusion in thought arises when words used to describe
“territory” fail to awaken a common pattern of meaning. When James
Brown and his wife, Anna, signed a memorandum acknowledging receipt
of fifty dollars from John and Michael Hurley in part payment for “a
house and lot situated on Amity Street, Lynn, Massachusetts,” they were
talking about their own home. But when James Brown died, Anna Brown
attempted to keep possession of the house and lot on the grounds that the
words “a house and lot” in the memorandum did not specifically describe
the location. There were many houses and lots on Amity Street, the widow
argued. Within the context of the agreement nevertheless, the court ruled
that “a” meant “my” and rendered judgment for the Hurleys.® Writing, it
is obvious, must be clear so that one cannot only understand; it must be
so clear that one cannot misunderstand.

SEMANTIC CONCEPTS

Attention needs to be given to a few representative concepts to show
how they can be used to help make ideas clear. The subject is a broad
one and should be followed up by the readings suggested at the end of
the chapter. Industry has found the subject of semantics to be very prac-
tical indeed. The International Union, United Automobile, Aircraft, and
Agricultural Workers of America, CIO, issues pocket handbooks and study
manuals entitled Semantics for Shop Stewards and How They Lie Scien-

8 Hurley v. Brown, 98 Massachusetts 545,
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tifically. In its training program the New York Life Insurance Company
gives detailed attention to the application of semantics and what it calls
the “humanics” of language. An iron foundry holds classes for supervisors
and foremen with the study of semantics included as a unit of instruction.
The science of semantics has established itself as a branch of knowledge
with practical applications at the shirt-sleeves level of industry.

The discussion which follows deals with seven semantic concepts re-
ferred to as (1) abstracting, (2) dating, (3) directive language, (4) indexing,
(5) orientation, (6) ritualistic language, and (7) slanting.

1. Abstracting. Words are specific and general. As the mind moves from
the concrete to the class of objects of which the concrete is but one ex-
ample, it generalizes. By leaving out characteristics the mind can include
more and more concrete instances in a single category. Semanticists call
this process of leaving out characteristics abstracting. The writer is con-
stantly climbing the ladder from the specific to the general and descend-
ing from the general to the specific. Awareness of the process of abstract-
ing is important to the writer. Manipulation of words in the process of
abstracting and generalization, in fact, can lead to a lawsuit, as the
analysis of the action of Hurley against Brown in the courts of Massachu-
setts (Figure 9.3) makes clear.

General

Property “class

Real Estate

on Amity St.,
Lynn, Mass.

House and lot located General Class: The Human Race
at 96 Amity Street,
Lynn, Massachusetts
Specific
Tocation Concrete example: Charles Waldo Haldeman, III

Fig. 9.3. Steps in process of abstracting: from specific to general

2. Dating. The study of semantics also helps the writer make his ideas
clear by calling attention to the technique of dating. Events, persons, and
objects exist in time; they also change with the passage of time. When
time is an important factor, dating gives a sharper distinction to the com-
munication process. The writer needs to say when a statement was made,
at what time something happened. The Anglo-Iranian Oil Company 1956
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became an entirely different organization from the Anglo-Iranian Oil
Company 1934. A congressman making a speech in Chicago condemned
the Soviets. When confronted with a statement which he had made favor-
able to Russia, he asked his heckler:

“When did I say that?”

“In 1943,” answered the heckler.

“That’s right,” said the congressman. “In 1943 the United States and the
Soviet Union were allies in war.”

Russia 1956 was not Russia 1943.

3. Directive language. A third concept used by the semanticist refers
to words which influence and control future events—maps of territories-
to-be. Advertising men urge their wares, the parson preaches eternal life,
the politician promises to reduce taxes, the judge sentences the thief to
prison, Mother tells Johnnie to run to the store and get some bread. Lan-
guage conirols behavior; it influences future action.

4. Indexing. By “indexing,” the semanticist means the identification of
individual persons and things within a general class. A firm in 1930 estab-
lished a uniform vacation policy allowing three weeks to all staff and em-
ployees. An officer of the firm reported to the president:

Our vacation (3 weeks) now, I understand is not exceptional. It was when
instituted—no longer is. I think we have several alternative plans to choose
from. Here are some to start the ball rolling:

1. Four weeks for everybody.

2. Four weeks for everybody, but no more than three weeks in a row for
anybody (in fact, some places make it mandatory that one week of the four
be taken during the winter months).

3. Four weeks for everybody as a basic vacation time, but for the Policy
Committee members and departmental heads and key personnel the fol-
lowing schedule: 8 weeks of work and then 1 week off. Accumulation of
no more than 2 weeks for these people, however. This comes to a little
over 5 weeks vacation for key personnel. This one’s on the theory that
key people can’t be spared for more than two weeks running, but they
also get a hell of a lot more tired, and their efficiency will be increased by
regular periodic times off.

4. Four weeks for everybody: two weeks mandatory in winter; two weeks in
summer.

5. Three weeks for everybody but key personnel; four weeks for key per-
sonnel.

6. Three weeks for everybody.

When the vacation plans are “dated” it is discovered that Vacation Plan
1930 is not as satisfactory as Vacation Plan 1955. If a writer indexes, he no
longer deals with just a vacation plan uniformly applied to all personnel.
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He finds that he is discussing vacation plans, plural. He is thinking about
six different vacation plans:

V; ... 4 weeks for everybody
V., ... 4 weeks for everybody, but no more than three weeks in a row for
anybody

and so on down to
Vi - . . 3 weeks for everybody.

This method of indexing to distinguish among units within a class helps
a writer to identify the exact thing he is talking about.

5. Orientation. Semanticists use the concepts of two-valued and multi-
valued orientation. The former concept refers to the human tendency to
make judgments on the basis of two mutually exclusive values such as
good and bad; the latter explores the possibilities on the whole continuum
between the mutually exclusive extremes.

A superintendent made this report to his boss:

Couch in the Girls’ Room: If it would fit, I see no objection to it. I've always
wondered, though, why they never had such things in men’s rooms too. It's
part of the “women are fragile” myth, I'm afraid.

The problem was stated as two-valued orientation—either a couch or no
couch at all, the decision depending upon the mechanical problem of
whether the existing couch would fit the space. A multi-valued approach
to the couch problem would have been to study the need for the couch.
Perhaps the plant required more than one couch. Or perhaps some of the
employees nceded medical attention. Or perhaps some particular types
of work were too strenuous for long periods of concentration.

6. Ritualistic language. A good many of the words people use are
threadworn recitations and reiterations of emotionally-toned verbal for-
mulas which cast a spell of finality over the discussion. Implicit in rituals
which sound so familiar to the ear is the sanction of some group and the
feeling that the words are supported by some law of the universe. The
Communist speaks of the “system of exploitation by which peoples have
been enslaved and robbed throughout the centuries.” If a writer is on the
watch, he will catalog a long list of ritualistic language which communi-
cates nothing new and directs its words toward vague and intangible refer-
ents. He wants to avoid this kind of lingo.

7. Slanting. By this term semanticists refer to favorable or unfavorable
details selected for their power to lead to a bias on the issue discussed.
A writer can avoid bias not merely by an honest objectivity but also by
presenting the pros and cons of a debatable proposition and then basing
his own position on sound reasoning.
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SPEECH LEVEL PITCHED TO AUDIENCE

Words men use, like the clothes they wear, are appropriate for some
occasions and unsuited for others. A husband would wear neither a white
tie nor overalls to church. A woman would not dress in a kitchen apron to
attend a formal dinncr or shop at the supermarket in an evening gown.
Language, like dress, has codes of appropriateness for particular purposes.
Just as clothes are classified as formal and informal, words are classified
by the levels of their usage as

1. formal literary English
2. colloquial English
3. illiterate English

In planning a report a writer must decide the speech level on which he
is going to write—whether in formal literary or in colloquial English. Once
he has chosen his level, he must stick to it consistently throughout his
manuscript.

In formal literary English the United Business Service explains how to
use its weekly reports to increase business and investment profits. It says:

DECIDE YOUR OBJECTIVE

The first step in p]anning your investment program is to appraise your present
investments and decide upon the type of account best suited for your purposes.
The following are the three broad classifications of accounts into which most
investors’ requirements fall:

SPECULATIVE ACCOUNTS—Here profit is the primary aim.

BUSINESSMEN'S ACCOUNTS-This classification is less speculative than
the first. As the name implies, risks are considered to be about the same as
those assumed in an average business operation.

INVESTMENT ACCOUNTS—This type of account is designed for stability
and income with a minimum of risk. Commitments are normally in investment-
grade stocks and bonds.

Archie Comic Publications, in the level of speech appropriate to its kind
of business, reports to worried advertisers about the impact of television
on comics readership. In colloquial English it says:

We could “fancy” this presentation up—
but since you want FACTS—

not tricky charts and bombastic
statements—

here’s the story—NET.

In guiding people to invest their money, a writer does not use the same
level of English that he works on to sell advertising in comic magazines.
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WHY TECHNICAL COMPOSITION IS GOOD WRITING

In addition to the literary and colloquial levels of usage, a writer on a
proper occasion uses technical language. If one analyzes technical compo-
sition, one discovers that the qualities which make it good writing are
(1) exactness of symbol in pointing to its referent, (2) concreteness of nouns,

Language Habits Classified According to Degrees of Dignity and
Situations of Use. * —£ = Y

Y

X Z
l’

X—formal literary English, the words, expressions, and structures one finds
in serious books

Y—colloquial English, the words, the expression, and the structures of the in-
formal but polite conversation of cultivated people

Z—illiterate English, the words, expressions, and structures of the uneducated
b, ¢, and e—overlappings of the three types of English

c—that which is common to all three; formal literary English, colloquial
English, and illiterate English

b—that which is common to both formal literary English and colloquial
English

e—that which is common to both colloquial English and illiterate English

a, d, and f—those portions of each type of English that are peculiar to that par-
ticular set of language habits.

e Adapted by courtesy of the publishers from THE AMERICAN COLLEGE DICTIONARY, copyright 1947
by Random House, Inc. (textbook edition by Harper & Brothers).

Fig. 9.4. Speech levels
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(3) action of verbs, (4) descriptive power of nouns, and (5) the use of
adjectives only to achieve precision in statement. Study this sentence:

1. Exterior
inspection
disclosed
serious

brick
disintegration
in the

north and east
walls.

® NP U ®

©

Take another example:

1. Treatment

2. with

3. hydrochloric acid
4. left

5. aresidue

6. of

7. 0.7 per cent

8. probably consisting of corundum.

adjective for precise statement only
noun describing what was done
action verb

important qualitative adjective
concrete adjective

noun describing process

adjectives for precise identification

noun describing process
preposition introducing
concrete noun

action verb

concrete noun
preposition introducing
exact quantitative noun
concrete noun

Excellent though its nature, technical reporting can easily fall into in-
sipid statement characterized by the use of the passive voice and forms
of “to be” as verbs. When statement moves beyond the purely technical
vocabulary, it often becomes vague, unfocused, and weak.

Here is a passive construction which could easily be stated in the active

voice:

Attempts to prepare a more basic hydrate were unsuccessful.

Rewritten in the active voice it reads:

Attempts to prepare a more basic hydrate failed.

Here is another passive construction:

A number of anhydrous barium aluminates are reported in the literature, but
only three may be considered definitely established; namely, 3 BaO.Al,O3.

Rewritten in the active voice, this sentence reads:

Although literature reports a number of anhydrous barium aluminates, only 3
Ba0.Al, 0y, and BaO.6Al, 04 stand as definitely established.

The writer has saved six words.
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RESCUE OF TECHNICAL STATEMENT FROM JARGON

In writing reports on technical subjects for general reading the writer
faces his most difficult assignment. Thinking today becomes more exact
and more technical at the same time that need for widespread understand-
ing is most urgent. The egg man must understand government regulations.
The mother must know the fundamentals of defense against atomic at-
tack. The farmer must understand the uses of artificial insemination. Mr.
Average Man needs to understand and to use what Mr. Technical Man
knows. The translation of technical and specialized language into every-
day speech becomes a most important task of the report writer. A general
report must speak to the general audience; the report writer must write
“into” heads and not “over” them.

Technical language can often be restated in language which the layman
can understand by giving the technical words an everyday meaning. Take
the following example:

TECHNICAL

Vitamin A is a fat soluble compound,
the function of which is concerned
with the maintenance of the epithelial
structures of the body and the pres-
ervation of normal physiology in the
eyc. The carotenes which constitute
the chief precursors of the vitamin A
of normal human nutrition are formed
in plants and must be converted by
the body into vitamin A before they
become available either for immediate
nutritional needs or for storage in the
body. Certain animal products are ex-
cellent sources of free vitamins.

EVERYDAY

Vitamin A helps to protect against in-
fection. A is one of the vitamins
needed for growth and for healthy
teeth, bones, and nerves. Vitamin A is
important for good skin and good lin-
ings to nose, mouth, and organs
throughout the body. You get vitamin
A by eating ripe yellow and green
vegetables and some red ones—toma-
toes, for example—also from liver, but-
ter, and eggs. Bright colors in food
are often, though not always, like
flags signaling with yellow, green, or-
ange, or red, “This way for vitamin
A

Professor 1. A. Richards shows how to take a difficult passage from a
philosophy book and translate the technical jargon into basic English. A
paragraph from page 94 of Ralph Barton Perry’s book, Shall Not Perish
from the Earth™ reads:

There can be no doubt of the profound antithesis between totalitarianism
and the traditional creed of Americans. As these four ideas, uniformitarianism,
anti-intellectualism, tribalism, and technologism, give meaning to totalitarian-
ism, so do their opposites define democracy, as a whole composed of individ-
ualism, rationalism, universalism, and moral purposiveness.

7 New York: Vanguard Press, Inc., 1940.
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Professor Richards translates this technical lingo into an understandable
version which reads like this:

There will be no doubt that “totalitarianism” is the very opposite of those
ways of belief and of living which have been handed down to us from the
American past. Four ideas together make up “totalitarianism.” They are:

1. Uniformitarianism—the idea that all men are as complctely the same as
possible, in the interest of society

o

. Anti-intellectualism—the idea that men are to be guided through their un-
controlled feelings, and chiefly through their desires, hates, and fears, not
through thought and reason

(o)

. Tribalism—the idea that the group is to be given the belief that they are
somehow all of the same blood, a better blood than any other, and that
it is right for men of this higher blood to have power over all others

4. Technologism—the idea that power, especially machine power and control
of natural forces, is the great end, and that man is the servant of power.

The opposites of thesc ideas together make up democracy. They are:

1. Individualism—the belief that man’s end or good (the thing for him to go
after) is to become as completely himself as possible, with the fullest de-
velopment of all his powers in all the ways that will let him get on with
other men for his good and their good as men living together in society

2. Rationalism—the belief that thought and reason—not feeling or desires—are
the right guides for man in all his decisions

8. Universalism—the belief that the good of every man—not of oneself only
or of any group, but of all men equally whoever they are—is the right end
to be kept in view in all men’s doings

4. Moral Purposiveness—the belief that all other purposes and all uses of
power are only important as instruments in the great design of putting
men into harmony with one another for their common good.®

USE OF PLAIN, HOMELY, WORKING WORDS

No matter what level of language usage he selects, the writer in his
choice of words comes face to face with the problem of stylish words
versus working words. Working words are plain, homely, direct words
that get in the harness and pull the load. Stylish words rise above the
working level with a halo of sophistication which has no place in report
writing. Here are examples of stylish words translated into working words
for the straight speech which report writing requires.?

8 1. A. Richards, Basic English and Its Uses (New York: W. W. Norton & Com-
pany, 1943), pp. 124-25.

9 Examples taken from Milton Hall, Getting Your Idea Across Through Writing
(Washington: Federal Secunity Agency, 1950), pp. 18-19.
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accorded

aggregated

angle

approximately

assist

attains the age of

at the time

be cognizant of
beverage

commence

comprise

conducted

deem

dwell

effect an improvement
feasible

forenoon

for the reason that

give consideration to
hold in abeyance

in cases in which

in cases of

whenever, wherever
indicated

initiate

in order to

interrogate the claimant
is applicable

majority

necessitate

not later than June 30, 1957
on and after July 1, 1957
per annum

presently

prior to

promulgate the regulation
provision of law
purchase

pursuant to our agreement
reflected

specified

subsequent to

sufficient

transmit

under the provisions of
utilize

. s
‘
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WORKING WORDS
given
totaled
fish
about
help
becomes
when
know, be aware of
drink

begin

include

led

think

live

improve

possible

morning

because

consider

wait, postpone action

years of age

when, where

told

start

to

ask him

applies

most

require

before July 1, 1957
after June 30, 1957
a year

now

before

issue the regulation
law

buy

as we agreed
shown

named

after

enough

send

under

use

When a writer uses a working word in place of a stylish word, he take
the affectation and stiffness out of his style. He frees himself from the

prim, starchy, fussy, spinsterish mold.
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AVOIDANCE OF WEASEL WORDS

As a result of office tradition, imitation, and superstiticus fear of chang;
in style, many writers, and especially those in government, use wease
words. A weasel word is an insipid phrase placed in a sentence to acqui
the writer of any responsibility for a statement. By the use of weasel word:
a writer attempts to wiggle out of a position of accountability for an obser
vation, conclusion, inference, or prediction. Weasel words usually worl
in partnership with the irresponsible passive voice, the subjunctive mood
or the conditional tense. Here are some examples of weasel words:

It is too early to say whether . . .

It would be difficult to estimate . . .
There may be a tendency toward . . .
It would appear that . .

It is believed that . . .

AVOIDANCE OF CLICHES

From the clergyman and the university president to the accoun
executive, from the research director to the corporation president, writer
too often use occupational words and phrases which are trite, outworn
commonplace, flat, and hackneyed stereotypes. Good report writing break
with the injection of provincial lingo into prose which ought to be distin
guished by the thoughtful choice of words. Here are some examples o
clichés:

I hope that this historic occasion will be the beginning of a new era whe
this institution will come into its own.

Let’s get down to brass tacks.

All things considered . . .

axe togrind . . .

at the psychological moment . . .

desire to make the world a better place to live in . . .
to make democracy live .

to explore every avenue . . .

a grave issue . . .

The matter is receiving our closest attention.

The writing on thewall . . .

REDUCTION OF GROUPS OF WORDS TO SINGLE WORDS
Here are some examples of economy in diction achieved by reducing
trite phrases to one good word:1°

of the order of magnitude of about
in the nature of like

10 Ibid., 21-22.
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along the lines of like
for the purpose of for
prior to before
subsequent to after
in connection with by, in, for
with respect to about
with reference to about
with regard to about
in the amount of for
on the basis of by, from
in accordance with by
on the occasion of when, on
in the event that if
in case of if
in view of the fact that since, because
for the reason that since
with a view to to
despite the fact that though
give consideration to consider
have need for need
give encouragement to encourage
make inquiry regarding inquire
comes into conflict conflicts
give instruction to instruct
is of the opinion believes
make an adjustment in adjust

is due in large measure to is due largely
information which is of a confidential nature = confidential information

AVOIDANCE OF TRADE FETISHES

Every trade has fetish words in its vocabulary. Habitual use has de-
veloped a superstitious devotion to these clichés. Legal writing offends
greatly, but cfforts to simplify legal vocabulary and to reduce the volume
of words proceed slowly. Some of the prolixity in legal writing goes back
to the time when Anglo-Saxon speech was in its infancy and meanings
were not yet crystallized. A great deal of it was contributed by the English
scriveners who earned their wages by the word—the more words the more
money. Veblen attributed the legacy of verbosity to a respectable status
of archaism and waste, legal style being reputable because the language
and structures were cumbersome and out-of-date.

In a single paragraph a judge used the word “said” 22 times. An excerpt
from the paragraph will illustrate the point.

As said train traveled southward the appellee knew said smoke would cover
said curve in said highway when said engine reached a point on said railroad
tracks opposite said curve unless said smoke was checked . . .11

11 Butlon v. Pennsylvania Railway Company, 57 N.E. (2nd) 444.
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MASCULINE STYLE

In his selection of words the writer strives to achieve masculine style.
Sir Arthur Quiller-Couch points out:

The touchstone of masculine style is its use of the active verb and the con-
crete noun . . . What would have become of Christianity if Jeremy Bentham
had had the writing of the Parables? . . . So long as you prefer abstract words,
which express other men’s summarized concepts of things, to concrete ones
which lie as near as can be reached to things themselves and are the first-hand
material for your thoughts, you will remain, at the best, writers at second-hand.
1f your language be jargon, your intellect, if not your whole character, will
almost certainly correspond. Where your mind should go straight it will dodge:
the difficulties it should approach with a fair front and grip with a firm hand
it will be seeking to evade or circumvent.12
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