General Structure of Inquiry Reports

1. Opening

· With a few sentences, state the issue or issues being discussed and generally what the opposing positions are to that issue or issues.

2. Summary of first document, article, author or pro side
· Identify and discuss 2 major pieces of evidence, ideas or points made by those that support the pro side.

3. Summary of second document, article, author or con side
· Identify and discuss 2 major pieces of evidence, ideas or points made by those that support the con side.

4. The writer’s analysis

· Present your own position on the issues or issue. You must also defend your position giving the reasons why you take the position you do. Use examples, quotes, statistics or other information to support your claim.

5. Roughly ¼ to 1/3 of your paper should be an analysis of the first position and the same for the second position. Anywhere form 1/3 to ½ of your paper should be used for your own analysis.

6. The paper should be approximately 1 page single spaced or 2 pages double spaced.

Principles in Writing Issue Reports

1. Use transition words at the beginning of paragraphs to allow your writing to flow more smoothly.

Ex.  
Accordingly

For Example

On the other hand


Also


For instance

Otherwise


Another

Furthermore

Similarly


As a result

However

Such as


At last


In fact


Then


Consequently

Moreover

Therefore


Finally


Nevertheless

Thus
2. Revise and Rewrite
· Revising is part of writing. Few writers are so expert that they can produce what they are after on the first try. Ask someone to proof read what you have done. Look for writing that is difficult to understand or difficult to follow. Be clear as well as concise in your writing.

3. Do not overwrite

· Rich ornate writing is hard to read, digest and generally bad.

4. Use all accepted rules of grammar and spell correctly

· If you are not sure about a rule of grammar or a spelling, you are expected to look it up.

Elementary Principles of Writing
1. Make the paragraph the unit of composition
· Ordinarily a subject requires division into topics, each of which should be dealt within a paragraph. As a rule, begin each paragraph wither with a sentence that suggests the topic or with a sentence that helps the transition.
2. Use the active voice

· The active voice is usually more direct and vigorous. Brevity is usually a by-product of the active voice.

· Passive




· “Jack was running”

· Active

· “Jack runs”

· Passive

· “There were a number of dead leaves lying on the ground”

· Active

· “Dead leaves covered the ground”

3. Put statements in positive form

· Make definite statements. Avoid hesitating noncommittal language.

· “He was not very often on time” vs. “He usually came late”

4. Omit needless words
· Good writing is concise. A sentence should contain no unnecessary words, a paragraph no unnecessary sentences.
· the questions as to whether 
vs. 
whether

· there is no doubt that 

vs. 
doubtless

· he is a man who


vs. 
he

· the reason why is that

vs.
because

· owing to the fact that

vs.
since

5. In summaries, keep to one tense.

· In summarizing articles, a writer will normally use the present tense. Whichever tense is chosen, the writer should use it throughout. 
