18 Major Rules for Preparing Your Reports
Material from: Pechenik, A. J. 2004. A Short Guide to Writing about Biology, 5th ed. Pearson Education Inc., NY, pp. 5-14.
1. Work to understand your sources. 

2. Don’t quote from your sources – describe what others have done and the ideas they have presented in your own words – giving credit as appropriate.

3. Don’t plagiarise – even if you use your own words, credit your sources explicitly – see “Writing Rules 1 & 2” posted on Blackboard.
4. Like sailing, plot your course before you get too far from the port. Think first and then write; thoughtful revision follows.

5. Practice summarising information – it is an essential skill in professional life.
6. Write to illuminate using the simplest words and phrasing; avoid big words and technical vocabulary; focus on getting your point across.

7. Think of your audience as you write; this helps you write clearly and convincingly.

8. Support all statements of fact and opinion with evidence from your sources.

9. Be careful not to state your opinions as facts. Use statements like, “The article suggest..”, etc.  
10.  Allow time for revision; accurate, concise, successfully persuasive communication is not easily achieved.

11.  Stick to the point – delete irrelevant information no matter how interesting it is to you.

12.  Say exactly what you mean – don’t let readers guess what you are trying to say; they often guess incorrectly.

13.  Never make the reader back up – Take the reader and lead him or her through to the end, line by line, paragraph by paragraph. Avoid making the reader flip back a few pages or sentences.

14.  Never make the reader work harder than necessary. For example, by using statements like, “this information is clearly understood by all people”.
15.  Be concise – avoid using more words than you need for the job at hand – conciseness improves clarity.
16.  Proofread – avoid sloppiness – it might make the reader think you don’t take pride in your work; that your thinking is sloppy and that you do not value your reader’s time – be proud of what you have done!

17.  Pay attention to form and format: appearances can be deceiving - put your name, course name, quarter, leave appropriate margins, double-space, use only one side of each page and number all pages.

18.  Always save a copy of your paper before you send/submit assignment to the instructor. Things get misplaced! Backup your work on flash memory always!
************************************************************************
