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When writing, the 
planner’s job is— 

to identify what is 
significant 
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give it due measure  
(shape, impact, 
potential) 
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and give order to 
actions that will 
shape the future 
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colleagues 

community 

developers 

boards 

council 



colleagues: clear outcomes and actions 

community: aspirational story, reassuring about 
change 

developers: specific and accurate direction 

boards: shortcut it, decision points 

council: tight and supported argument, decision 
points 
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PALS 
   
  professor 

  community client 
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PALS 
   
  professor: are you listening?! 

  community client: what should we do? 
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madman: author, ideas 

architect: argument, paragraphs 

carpenter: craft, sentences 

judge: audience, mechanics 

how to start and how to finish 
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explore ideas throughout the process 

engage with complexity  

avoid “guilt by association” 

looking for story 

madman finds ideas 
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keep calm  
and  

rewrite 

Promote U, Kousoulas: Report Writing Bootcamp



that:   

is obvious 

avoids confusion 

clarifies the essential 

provides context 

architect provides structure 
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steps in a process    point of view 
chronology      issues/solutions 
questions/answers    compare/contrast 
cause and effect     FAQs 

           hierarchy 

appendixes, websites, cover memos 

structures 
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structures 

tables of contents 
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summaries 

Exec	Summary:	I	don’t	want	to	read	the	whole	report	

Abstracts:	should	I	read	this	report	

Introduc<ons:	I	want	to	read	this	report	
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Introduction  
Cities across the country and around the globe are recognizing their 
responsibility to prepare for a changing climate, and the District is no 
exception. In recent years, we have seen how climate change is already 
impacting us with record-breaking heat waves, flooding caused by rising sea 
levels and heavy rains, and the destructive 2012 derecho storm.  

These events are sobering reminders that without action, increasingly severe 
weather events will threaten to disrupt our power grid, harm our economy, 
and cost lives.  

Recognizing the need to prepare and adapt, the Sustainable DC Plan 
established a goal to make the District more resilient to future climate 
change. Climate Ready DC is the District’s strategy for achieving this goal 
while helping to ensure that our city continues to grow greener, healthier, 
and more livable.  
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refine elements to help the reader navigate 

choose the right words 

write unencumbered sentences 

use simple and specific language 

carpenter fills in details 
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 Critical Lane Volume is calculated mathematically 
using the following variables for a particular 
intersection: (a) throughput and conflicting 
movement traffic volume data, (b) geometric 
configuration information, and (c) traffic signal 
phasing specifications.  

plain language? 
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speedbumps 

 Critical Lane Volume is calculated mathematically 
using the following variables for a particular 
intersection: (a) throughput and conflicting movement 
traffic volume data, (b) geometric configuration 
information, and (c) traffic signal phasing 
specifications.  
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is this better? 
Critical Lane Volume should be calculated using three 
traffic measures found in the Department’s Intersection 
Traffic Count Database: 

•  traffic volume (including through and turn 
movements) 

•  number of lanes at an intersection 
•  traffic light timing.  

(online at: www.   ) 
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jargon vs. technical terms 
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jargon vs. technical terms 
Jargon is empty words, to the point of cliché, that 
you might use in any topic, but that don’t 
specifically advance understanding of a topic 

Technical terms are the terms of art of a given 
profession that not everyone might know 
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vague planning words 
livability                       security 
connectivity                quality of life 
sustainability               public realm 
amenity components    activity centers 
community centers      the core 
gateway        diversity 
problem/issue      network 
hierarchy        blueprint   
pedestrian safety improvements 
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check meaning 
use/utilize        continual/continuous   
simple/simplistic    comprise/compose 
effect/affect      economic/fiscal  
insure/ensure/assure   alternate/alternative 
complement/compliment 

    
use neutral language 
avoid redundant words 
check spellcheck 

watch out for common errors 

Promote U, Kousoulas: Report Writing Bootcamp



punctuation, grammar, spelling 

editing! 

judge questions and refines 
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why edit?  
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who, where, when 

developmental, substantive, copy 
editing, proofreading 

editing is a layered process 
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sets up a framework that: 

provides direction for the writer 

ensures approach serves the purpose 

exposes information gaps 

developmental edit 
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ask yourself: 

is the intention clear and supported 

is the intention met by language and style 

are ideas presented in a logical sequence 

substantive edit 
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Mountainside Today   
  The most significant new development in this area in the past 15 
years has been the consolidation of the Family and Home Office (FHO) 
headquarters at the City Government Center (CGC) at White Rock (see 
Map 2). The FHO occupies 130 acres on the Market Street side of the 
CGC, and construction of the campus has been underway since 2001. 

  New residential developments include three townhouse communities 
built since 2000 – Gateswood and Parliament Square off James Lane and 
Seaton Square off Boxwood Drive.  
  The “big box” Orchard Center on Apple Tree Road opened in the late 
1990s, the restaurant-oriented Eastech Village Corner on Tech Road 
opened in 2006, and there are two new hotels, Marriott Garden Inn and 
Hilton Courtyard. Two office buildings were built on Peach Orchard 
Drive in the Eastech Business Park in the 2000s.  

substantive edit 
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to: 
eliminate convoluted language 

ensure language is not offensive 

ensure proper and consistent usage 

ensure data and facts are correct and 
illustrative 

copy edit 
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style sheet 
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 As part of the CPC program—a cooperative agreement between 
the University of Easton and The City of Elmo—the Economics of 
Preservation class at the U conducted a broad analysis of the 
economic impact of the City of Elmo’s local historic district.  Our 
investigation included such varied topics as the value of residential 
and commercial properties, the tourism industry, historic tax credits, 
rehabilitation projects and the City budget.   

 The City of Elmo’s population is currently 65,239. The City has 
grown over time and the local historic district has also grown with 
the City. The Elmo Historic District contributes greatly to the 
popularity of the Elmo as a tourist destination by creating a strong 
sense of place. Tourism adds variety to a public service oriented 
economy. The City should acknowledge its commendable reputation 
as a tourist destination. 
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preps for production 

checks grammar 

checks punctuation 

deals with mechanics  
(e.g., page numbering, heading levels) 

proofreading 
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techniques: 

read backwards 

read aloud 

divide and conquer 

proofreading 
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     Traditionally, master Plans seek to balance the 
recommended land-use densities (at buildout) and the 
transportation infrastructure needed to support the 
planned development.  

  Butx traffic congestion in the eastern County—
particularly on U.S 39 - has been a long-standing problem 
and previous master plans have acknowledged that 
difficulty of achieving balance. The 1981 Master Plan 
stated that” ...projected demand for roadway capacity in 
the planning area cannot be satisfied.” (see page 158) A 
wile later, the 1997 Mountainside Master Plan confirmed 
that this statement was still true and stated, “It will not be 
possible to add sufficient capacity through roadway 
improvements alone” (page 87).  
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layout, trim size, fonts, cover, logos, 
title, TOC, pages, headings and 
subheadings, chapter breaks, pull 
quotes, charts, tables, sidebars, photos 
and illustrations, maps, captions, web 
links and appendixes 

document elements 
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document elements titles  

Promote U, Kousoulas: Report Writing Bootcamp



document elements layout  
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document elements fonts 
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cover 

document elements covers  
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document elements  
headings and subheadings 
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document elements photos 



document elements maps 
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document elements tables 
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to identify what is significant—be open, be 
flexible, find the story—be a madman 

give it due measure—wrestle with your 
information and express the relationships—be an 
architect and carpenter 

and give order to actions that will shape the 
future—assemble, edit, be consistent and clear—
be a judge 


