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TodayToday’’s Agendas Agenda

•• Purpose and components of IRPurpose and components of IR
•• Qualities of sound investigationsQualities of sound investigations
•• Principles of technical writingPrinciples of technical writing
•• Principles of document designPrinciples of document design
•• Final Assessment of KnowledgeFinal Assessment of Knowledge
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You Be the Auditor…

How would you rate……….
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Our investigation reports ... 
Can be easily understood by people outside my organization.   A B C D F

Reflect a logical process.

 

A B C D F

Follow the prescribed investigation process according to the local SOP.
A B C D F

Have easily identifiable sections.

 

A B C D F

Contain clear and concise information.

 

A B C D F

Clearly show disposition of the product. 

 

A B C D F

Display the names of investigation members.

 

A B C D F

Can stand on their own.

 

A B C D F
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What’s the Difference?

Academic  vs.   Technical

Writing
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Tools of the Trade

Readability Statistics - Word ’03, ’07 & ‘10

6
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The Statistics ”Story”

1. Numbers

2. Averages

3. Readability 

7- 9
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Caution!

• Use readability statistics as a guide - not a 
master!

• It’s an easy to use, objective tool

However, it can create a monotonous, dull 
document if it’s your only tool.
There are different readability tools out there,   
that can give slightly different results.
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Investigation Reports
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Within your Quality System
• Provides a record that can be understood.
• Allows a variety of audiences to evaluate the information.
• Allows a variety of audiences to access the information.
• The IR documents the events, the investigation and the results.
• The IR demonstrates the quality of the investigation process.
• Demonstrates compliance with regulations.

15

R – Record

E – Evaluate

A – Access

D – Documents

Q – Quality

C - Compliance

Purpose of an Investigation Report 
(IR) 
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Five Qualities of a Sound 
Investigation

1. Well-documented 
2. Unbiased
3. Timely 
4. Thorough
5. Scientifically Defensible

16
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Three Patterns

17 - 18

Chronological
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Components of IR

19

Question Section                   
• Highlights Executive summary
• What happened Overview
• How was it investigated    Investigation
• Conclusion / results  Summary
• Did the actions work  Follow up
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Who Are You Writing To?

20

• Who are your readers?
• How informed are they about the report 
subject?

• What decision will they need to make after 
reading your report?

• How much time will they take to read the 
report?
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Common Audience Characteristics

22

Most readers…
• are NOT eagerly awaiting your document.

• suffer from information overload.

• don’t enjoy being challenged.

• don’t know the situation as well as you do.

• want to find information easily and quickly.

Can you relate?



©
20

09
P

at
hW

is
e,

 In
c.

Basics of Technical Writing

23

• Clear
• Concise

• Cohesive

http://www.istockphoto.com/stock-video-14250856-businessman-with-documents.php?st=53680f1
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Clear 
“easy to read… easy to understand”

24

The audience may not have the 
background that you do.

The more complex your subject 
matter is, the more clear your 
writing needs to be.
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What’s in Your               ?

Five “clear” principles.
1. Active voice.
2. One and two syllable words.
3. Abstract nouns root words.
4. Specific words.
5. Tone.

24
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Interpret This Paragraph

25

Try It!
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Clear Principle 5 
Tone

36

• Avoid emotional words.
• Avoid inflammatory writing.
• Do not assign blame.
• Do not assess liability.
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Clear Principle 5 
Tone

36

• Abbreviations
• Technical Terms
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Basics of Technical Writing

41

• Clear

• Concise
• Cohesive
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Concise 
“efficient”

Step by Step process = 
10 -12 word sentences

Average length of 
sentences = 15-20 words

> 20 words = lack of 
conciseness
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Use your 
readability 

statistics as a 
tool for concise.

42
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What’s in Your               ?

Five “concise” principles.
1. Eliminate redundancies.
2. Delete words that add no value.
3. Replace “be” verbs with action verbs.
4. Replace phrases with single words.
5. Write affirmatively.

43
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Concise Principle 1 
Eliminate Redundancies - Doublets 

“Just say it once”

44

What other doublets have you seen?
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Concise Principle 4 
Replace phrases with single words

47

At this point in time - Now

Has the ability to - Can

Change the phrases to single words

What other “word wasters” have you seen?
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Basics of Technical Writing

51

• Clear

• Concise

• Cohesive
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What’s in Your               ?

Three “cohesive” principles.
1. Transitions.
2. Repeat key words.
3. Old to new.

52
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Secrets of Document Design

57
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Two Levels of Technical Writing
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Appearance 

Content
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Notice:  Pursuant to policy 456723, all employees are hereby notified of 
their rights and obligations regarding correctness of periodic 
compensation.  All inquiries regarding such compensation, the time and 
attendance reports upon which it is based, the federal and state tax 
amounts withheld, the Social Security tax withheld, and state 
employment insurance tax withheld, and deductions for payments for 
insurance benefits and other purposes must be presented in person or by 
a legally empowered representative of the employee within 10 days of 
issuance of such compensation to an employee payroll adjustment 
representative in room 2333 of the administration office building during 
the hours of 9:30 am – 11 am and 2:30 pm – 4 pm on any day Tuesday 
through Friday, excluding official company holidays.  In the event such an 
inquiry cannot be resolved to the satisfaction of the inquirer and the 
EPAR at the time of the initial inquiry, this policy requires a written 
response by the employee payroll representative to the inquirer within 
five official workdays.  Should the inquirer determine that such response 
is not acceptable, a notice of appeal of payroll adjustment response must 
be filed with the director of payroll within 8 official working days of the 
date of response.

60

Enjoy…..
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To:  All Employees 
From:  Director of Payroll 
Date:  August 15, 20XX 
Subject:   Paycheck Accuracy
Please be sure to check the following information on your pay stub:

•Time and attendance reports 

•Federal and state tax amounts withheld

•Social Security tax withheld 

•State employment insurance tax withheld

•Deductions for insurance benefits 

If you have questions, please see a payroll representative within 10 days of receiving your 

 
check.  The payroll office location and current hours are below:

 Administration Office Building, Room 2333 

 
Office Hours:  9:30 am – 11 am; 2:30 pm – 4 pm, Tuesday through Friday
If your questions cannot be resolved during your visit, the following steps are required:

1 Payroll representative must respond to you in writing within five   working days  

2

 

If you are dissatisfied with this written response, you may file an appeal with the 

 
director of payroll within 8 days

What’s Changed?

61
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1. Single-spaced Paragraphs
2. Headings
3. Lists
4. Tables
5. Graphics
6. Typefaces, Type Styles and Type Sizes
7. White Spaces

What’s in Your               ? 

7 Elements of Document Design

63
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1. Single-spaced Short 
Paragraphs

• 6 - 7 sentences - max
• “chunk” information 

What’s in Your               ?

63
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What’s in Your               ?

64

2. Headings
• Show the “flow”
• Organize information
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3. Lists
• Bulleted
• Numbered  

What’s in Your               ?

65
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What’s in Your               ?

66 - 67

4. Tables

Tips on How to Make a Reader-Centered Table
• Use extra space to help organize your table
• Emphasize important information to stand out. 
• Sort the row and column headings so that your 

headings are organized in common groups 
• Include only necessary information.Consider dividing 

a table into more separate tables if it is too large. 
• Provide a border around the table for contrast.



©
20

09
P

at
hW

is
e,

 In
c.

5. Charts and Graphs

What’s in Your               ?

68



©
20

09
P

at
hW

is
e,

 In
c.

What’s in Your               ?

69

6. Typefaces, Type Style and 
Sizes

• Serif
• Sans serif
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What’s in Your               ?

70

7. White Space
• Passive Space
• Active Space 
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The Complete Package

72

Keep an organized, dedicated folder/binder for 
each investigation.
File documents in appropriate sections.
Use a checklist to ensure completeness.
“Connect the dots” within the story.
Include origination information for all data.
Create an executive summary.
Use the origin of the complaint as the cover 
sheet.
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Why an Executive 
Summary

• An audience’s attention is at it’s peak at the 
beginning of the report.

• Provides a quick overview and a sense of 
where the report is headed.

• Readers decide early on if a report is credible.
• Readers decide early if a report is worth 
reading.

73
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Questions
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Thank You 

For any additional information please 
contact:

Nate Conover
PathWise Inc
(703)217-0191
nathanc@pathwise.com
www.pathwise.com

mailto:nathanc@pathwise.com
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