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WRITING A SEGMENTED REPORT

Many disciplines outside the humanities use headings and subheadings in order to give readers a chance to start reading wherever they wish.  

Writing Headings That Offer Readers Choices

The best headings prevent reading:  they offer excellent information about the content so that the reader can make a decision of whether or not to read that segment.  Your heading should be comprised of two parts:

· a topic, and

· a “so what?”

If you only use topics for headings, the reader won’t know your take on the subject.  You get these headings from summarizing the segment.  

Subheadings Can Make Your Writing Easier

Once you begin writing with segments, you’ll see a big advantage is the lack of transitions that you have to make in extended discourse.  The only caution in using subheadings is to be consistent:  if you boldface your major headings, then be consistent in what you do with the subheadings (e.g. underline or indent).

Structuring Your Segments

Every segment has a summary sentence or paragraph at the beginning, followed by explanations that use references to academic work.  What is the hardest thing to learn is to write the explanatory part first, and then summarize, put it into a sentence, and put it at the top.  This kind of writing is artificial or learned:  no one writes this way naturally.  It best suits the reader making decisions, not the writer.  

Forecast the Segments at the End of the Introduction

The last sentence of your introduction should identify the upcoming segments.  For example:  This proposal presents the current state of research in global imaging research, the project description, methods, budget, and timeline.

The Introduction Should Be Written Last

Segmented reports contain a summary of the report at the beginning, not at the end.  Therefore, write the introductory parts last.  Give readers 3 things in the introduction:  context (the situation prompting the writing), task (what you’re going to do about the situation or why it needs a report), and purpose (the purpose of this report).   Here are a variety of headings that could go in the introduction:

Introduction, Summary, Rationale, Statement of the Problem, Background.  Check with your instructor for which ones are used in your discipline.

