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[ The Demand for Reports 1
: What is a report? Who writes reports?

Wha reads reports? What makes a good

report writer? Guiding principles. Assign-
ments.

CHAPTER 2
Letter and Memorandum 9

The letter of inquiry. A nswering an in-
quiry. The letter of instructions. The letter
report. Notes on form and style. Sum-
mary. Exercises.,

hm Readability. Accuracy. The paragraph.
ience. Sentence unity. Sentence clarity. Sentence economy.
tyv. Sentence accuracy. Mechanical considera-
'::.:’Cap:’talization. Hyphenation. Spelling. Num-

77

m Mﬂ support. Length and form. Periodic report
«ogress report plans. Investigative report plans. Plans for

recommendation reports. Representative report
 Assignments. Exercises.

- pld ultmdumons Letter of transmittal. Cover letters.
Summaries. Epitome. Abstract. Conclusions
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4. CONSTRUCTIO] REPORT: Wilson Lock, T ennessee
 Yailey Authority, Construction Progress.

3. MONTHLY REPORT—RESEARCH AND DEVELOPMENT: American
Potash & Chemical Corporation,
4. ONE-PAGE STATUS REPORT: Department of the Army.

TION REPORT: New York Central System.
TIGATIVE REPORT: U/.S. Bureau of Mines.

211
Ab iat, ons. 2. Capitalization, 3. Compounding and Hyphen-
pelling. 5. Preferred Usage (Glossary). 6. The Handling
F Numbers. 7. Punctuation. 8. Letter Form.
[ the reader looks for. Whas You have to offer. The letter it-
elf. The contract. Evidence. Close. The data sheer.
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