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Why Report-Level Literacy Matters

- Reports are decision tools; i SRR (
readers skim and search \

- Technically correct reports
still fail if structure
mismatches readers

- Common issues: buried
conclusions, unclear action,
weak structure CLARITY

REPORT cONRROL PANEL

AUDIENCE

- Core test: can each
reader act or decide?




Report Anétomy ahd Structural Patterns

- Major sections: summary,
context, method, findings,
analysis, recommendations

- Three report types:
informational, analytical,
recommendation-oriented

- Patterns: inverted pyramid,
problem-to-resolution,
evidence-to-conclusion

@) - Structure guides reader

@ scanning; workplace puts

conclusions first




Executive Summaries That Actually Decide

8@ BUILT AROUND A DECISION

Ik
S,

- Stand-alone decision document,
not an abstract

qP3
@ .

- Open with headline finding,
recommendation, quantified stakes

@ - Lead with insight, not methodology j@:
_j - Length rule: no more than :j
10% of the report —

000 - Wri ision- . 000

SeR Written for decision-makers; e e

abstracts are for researchers

@ BUILT AROUND METHOD

- Stand-alone decision document,
not an abstract

- Open with headline finding,
recommendation, quantified stakes

- Lead with insight, not methodology

- Length rule: no more than |
10% of the report

- Written for decision-makers; |
abstracts are for researchers

READER LENS OVERLAY

What do
Ineedto =P

decide?

g e E‘L’I?Jnifnré“ihe
l;tr?é I\:ﬁ\lggt A recommended
i path?

What are the
risks and
trade-offs?

What do |
need to do
next?




Characteristics of Strong Technical Reports

EVIDENCE

- Clarity: precise language, concrete subjects,
active voice

- Scannability: descriptive headings, [
tables, captions, short paragraphs

- Evidence traceability: claims traceable b
to data and sources :
- Audience calibration: layered documents :
serving mixed readerships |
----7 CONCLUSION

- Consistency: terminology, units,
formatting, citation style




| Common Technical Writing Pitfalls

EXECUTIVE Summary N\ ) S o =) Overloaded executive
-3 5 summaries bury the decision

BACKGROUND - Passive-voice sprawl and

vague subjects

— — — — — —

ANALYSIS
- Jargon and acronyms
without first-use definitions

RECOMMENDATIONS Datad hart
- Data dumps: charts

without takeaways

REFERENCES

- Inconsistent units, labels,
terminology, and citations

- Recommendations
disconected from evidence

—— e —— — —

HO® @ @



\ Voice, Precision, and Sentence-Level Clarity -

O - Default to active voice; PASSIVE TANGLE

name the actor and P R e e P & P i e e
responsibility It is widely believed that improvements to tre system were made :
by the team, which resulted in increased efficiency and better outcomes !
) = “...__..¥ that are supported by various data that were collected. w...____ ‘
- Replace vague intensifiers e W e n e -
with measurable, speciic =~ T
data
ACTIVE REWRITE .
X Free.ver.bs from The team 5 which and supported by
nominalizations; implemented system | increased | delivered better | the data the team
avoid "there is" openers improvements . efficiency | outcomes collected.
. I I A
- Calibrate certainty:

"suggests" beats "proves”
for honest limits

EVIDENCE-TO-CONCLUSION CHAIN

- Vary sentence length for
scanning, not effect

ACTOR ACTION EVIDENCE CONCLUSION
Who did it What they did What supports it What it means




Evidence, Data Presentation,

and Interpretation

Gk tagampandsiansis B TABLE: EXACT VALUES ¥ FIGURE: TRENDS & PATTERNS

specific evidence, not impressions -====

- Tables for exact values;
figures for trends and patterns

- Captions state takeaway;

=
=____
@

visuals stand alone TAKEAWAY (TABLE): @ TAKEAWAY (FIGURE):
Exact values show the detail The trend indicates a consistent
behind the finding. pattern over time.
- Respect units, rounding,
significant figures, and
confidence intervals EVIDENCE-TO-CONCLUSION CHAIN
EVIDENCE INTERPRETATION CONCLUSION

- State limitations openly;
don't hide uncertainty

©E0®0®dO

Collect and present » Analyze patterns, * /7 Derive actionable
reliable data clearly explain meaning, recommendations

and accurately. and acknowledge grounded in evidence.
uncertainty.

STRONG DECISIONS START WITH STRONG EVIDENCE.




<> Analyzing a Worked Report Example

TR St sh e |
- Review a sample report
. . | <~ Clarifies intent |
section by section AP \§)  setsexpectations |
B Introduction ‘ | = for the reader.
B Analysis ( )
- Match structural patterns : pmmmmmmmmme , B, {:} SEiur;ports Hp
d I by, ™ vidence aligns
to the report’s purpose : : | T with objctives
e I
W Findings i Delivers insight 1
- Highlight strengths and = B 28 skesiwings
4 = meaningful.
their reader benefits B Recommendations | . y
| ; ; Drives action |
|\~ Recommendations
B Conclusion | 7 are practical.
& - Identify pitfalls that :
erode clarity and trust s T 7 & Risks clarity
May confuse or
| weaken trust.
‘ I
* » 1 1 |
$> - Decisions: keep, rewrite, Y
------ P
demote, or delete |

STRUCTURE LAYER  litetaltltt



Executives, Engineers, Analysts, and Operators

READER LENS
OVERLAY

|||E>. & Q

ANALYSTS ~ \/ OPERATORS

ONE REPORT,
MANY READERS

Accurate data can still
fail mixed readers

Executives: recommendation
first, risks, plain language

Engineers and analysts:
methods, assumptions,
traceable results

Operations: impact, failure
modes, scheduling, clarity

Use layered sections or
targeted summaries, not one
undifferentiated report

h



Tt = sl alnls Sl el

- The system ingests raw sensor streams, normalizes timestamps, il

—_— and applies a multi-stage filter pipeline to remove noise and : X

. . . . . e b. .
outllersl. Validated data is afggregated into hou_rly surrTmarles, ' REMOVED OR
SOURCE stored in the central repository, and made available via the | DE-EMPHASIZED
PASSAGE analytics service for downstream consumption. ; CONTENT
. >, b e T

&

:&% Executive Engineer/Analyst
AUDIENCE
ANCHOR
Decision: Approve deployment of Ingest raw sensor streams,
the data pipeline. It delivers clean, normalize timestamps, apply
; reliable data to the analytics multi-stage filters to remove noise
_:" service, enabling faster insights and outliers. Validate results,
e and better operational decisions. aggregate to hourly summaries,
REWRITTEN store in the central repository,
VERSION and expose via the analytics
service.
& S ¥ A & @ L
SHARED Data Quality  Downstream Data Quality  Downstream

ANCHORS Pipeline & Validation Use Pipeline & Validation Use

e Operations

Actions: Run the pipeline,
verify data quality, and monitor
outputs.

Timing: Continuous with
hourly aggregation.

Safety: Follow change control,
validate thresholds, and

escalate anomalies.

S @ %

Data Quality Downstream
Pipeline & Validation Use

- Rewrite one dense

technical passage
three ways

- Executive: lead with

decision and
bottom-line impact

- Engineer/Analyst:

keep method,
traceable data,
assumptions

- Operations: state

actions, timing,
explicit safety steps

- Compare versions,

then extract
reusable translation
rules



Review and Revision Workflow

= <% IO

—»| 2. EVIDENCE —> —»| 4.ROLE-BASED [—>|
1. STRUCTURE & CONTENT 3. STYLE REVIEW 5. FINAL RESET
Establish the Develop content Refine clarity, Separate technical Return with
right structure and support tone, and review from fresh eyes after |
with evidence consistency editorial review | a meaningful
pause
4 LS B i @ 4

Editing order: structure, then content and evidence, then style

Use a checklist for structural fit, evidence, audience alignment, consistency

Separate technical review from editorial review and final approval

Peer-review questions: Can an executive act? Can an engineer reproduce?

Return with fresh eyes after a meaningful pause

00000



Team Templates, Checklists,

and Quality Standards

Rigor-Aligned Report Templates

Build report-type templates _- S
that value decision-first LOW RIGER o SEDEMETIEOR

structure N {\\"
Differentiate rigor by risk: Vs
' \ P SN
low, medium, high 2 |
® ‘ ° °
® LJ ®
® ® ®
Use checklists for clarity, o °
terminology, visuals, '
traceability : . :
. ) SHARED CHECKLIST RAIL
De.ﬂne. rewewer roles, = Clarity | Terminology | Visuals | Traceability
exit criteria, approval records
000 REVIEW & APPROVAL RAIL
G, Reviewer Roles | ExitCriteria |  Approval Records

Adapt standards to real

team workflows, and keep i
them flexible LR EE L LEE LR ° ————————————————————

LAYERED DOCUMENT ONTOLOGY

From structure to standards to approval




| Action Plan: Applying Patterns and Removing Pitfalls

- Map session concepts to your
current reports and templates

| SECTION
- Adopt one structural pattern, | i CHANGES

remove one pitfall now

- Draft an action plan: structure,
style, review prompts

_ REVIEW
- Integrate changes into PROMPTS

existing team workflows

- Core rule: write for reader's
decisions, not writer's discovery @ DECISION PATH MULTIPLICITY




PersonWise.

PersonWise - Al digital-human course platform

Scan the code or click anywhere to watch this course live, with voice Q&A

personwise.ai/t/98a5abcb/public


https://personwise.ai/t/98a5abcb/public?entry_surface=public_courseware_pdf

