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Front Matter and End Matter
in Long Documents
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DOCUMENTATION
A long document must be easily accessible and must accommodate users with different interests. Preceding the report is front matter: The cover, title page, letter of transmittal, table of contents, and abstract give summary information about the content of the document. Following the report (as needed) is end matter: The glossary, appendices, and list of works cited can either provide supporting data or help users understand technical sections. Users can refer to any of these supplements or skip them altogether, according to their needs.

Cover

Use a sturdy, plain cover with page fasteners. With the cover on, the open pages should lie flat. Use covers only for long documents.

Center the report title and your name four to five inches below the top of your page. (Many workplace reports include the company name and logo instead of the report author’s name).

THE FEASIBILITY OF A TECHNICAL MARKETING CAREER:
AN ANALYSIS

by

Richard B. Larkin, Jr.

Title Page

The title page lists the report title, author’s name, name of person(s) or organization to whom the report is addressed, and date of submission.

The title announces the report’s purpose and subject by using descriptive words such as “analysis,” “instructions,” “proposal,” “feasibility,” “description,” “progress.” Do not number your title page but count it as page i of the front matter. Center the title and all other lines (Figure 25.1).

Letter of Transmittal

Include a letter of transmittal with any formal report or proposal addressed to a specific reader. As a gesture of courtesy, your letter might


•
acknowledge those who helped with the report


•
thank the recipient for any special assistance


•
refer to sections of special interest


•
discuss the limitations of your study, or any problems gathering data


•
discuss possible follow-up investigations


•
offer personal (or off-the-record) observations


•
suggest some special uses for the information


•
urge the recipient to immediate action

The transmittal letter is tailored to a particular audience, as is Richard Larkin’s in Figure 25.2. If a report is being sent to a number of people who are variously qualified and bear various relationships to the writer, individual letters of transmittal may vary.

Begin your letter by referring to the user’s original request, and introduce your report by name. Briefly review the reasons for your report or include a short abstract. Maintain a confident and positive tone. Indicate pride and satisfaction in your work. Avoid implied apologies, such as “I hope this report meets your expectations.”

In the body section, include items from the above-mentioned list of possibilities (acknowledgments, special problems). Although your abstract or executive summary will summarize major findings, conclusions, and recommendations, your letter gives a brief and personal overview of the entire project.

End on a positive theme: “I believe that the data in this report are accurate, that they have been analyzed rigorously and impartially, and that the recommendations are sound.” Express your willingness to answer questions or discuss findings. Show how the reader can get in touch quickly with the writer.


NOTE
For college reports, the letter of transmittal usually follows the title page and is bound as part of the report. For workplace reports,  the letter usually is not bound in the report but is presented separately.

Table of Contents

Help readers find the information they’re looking for by providing a table of contents. In designing your table of contents, follow these guidelines:


•
List front matter (transmittal letter, abstract), numbering the pages with lowercase roman numerals. (The title page, though not listed, is counted page i.) Number glossary, appendix, and endnote pages with arabic numerals, continuing the page sequence of your report proper, in which page 1 is the first page of the report text.


•
Include no headings in the table of contents not listed as headings or subheadings in the report; the report may, however, contain subheadings not listed in the table of contents.


•
Phrase headings in the table of contents exactly as in the report.


•
List headings at various levels in varying type styles and indention.


•
Use leader lines (……..) to connect headings to page numbers. Align rows of leader lines vertically, each above the other.

Figure 25.3 shows the table of contents for Richard Larkin’s feasibility analysis.

With some word-processing programs you can generate a table of contents automatically provided that you have assigned styles or codes to all of the headings in your report. If your word-processing program does not have this feature, compose the table of contents by assigning page numbers to headings from your outline. Keep in mind, however, that not all levels of outline headings appear in your table of contents or your report. Excessive headings can fragment the discussion.

List of Tables and Figures

Following the table of contents is a list of tables and figures, if needed. When a report has four or more visuals, place this table on a separate page. List the figures first, then the tables. Figure 25.4 shows  the list of tables and figures in Larkin’s report.

Abstract or Executive Summary

Reports are often read by many people: researchers, managers, executives, customers. For readers who are interested only in the big picture, the entire report may not be relevant. Many readers who don’t have the time or willingness to read your entire report will consider the informative abstract the most useful part of the material you present. In addition to the Chapter 11 guidelines for summarizing information, follow these suggestions for preparing your abstract1:


•
Make sure your abstract stands alone in terms of meaning.


•
Write for a general audience. Readers of the abstract are likely to vary in expertise, perhaps more than those who read the report itself; therefore, adjust the vocabulary to suit the intended reader. When you send report copies to readers with varying levels of expertise, write a different summary for each type of reader.


•
Add no new information. Simply present the report’s highlights.


•
Present your information in the following sequence:



a. Identify the issue or need that led to the report.



b. Offer the key facts, statistics, and findings—the material your reader must know.



c. Include a condensed conclusion and recommendations, if any.

The informative abstract in Figure 25.5 accompanies Richard Larkin’s report.


NOTE
This item can be called many different names including summary, abstract, informative abstract, executive summary, executive abstract, or report synopsis.

Glossary

A glossary alphabetically lists specialized terms and their definitions. A glossary makes key definitions available to laypersons without interrupting technical readers. Use a glossary if your report contains more than five or six technical terms that may not be understood by all audience members. If fewer than five terms need defining, place them in the report introduction as working definitions, or use footnote definitions. If you use a separate glossary, announce its location: “(See the glossary at the end of this report).”

Follow these suggestions for preparing a glossary:


•
Define all terms unfamiliar to an intelligent layperson. When in doubt, overdefining is safer than underdefining.


•
Define all terms that have a special meaning in your report (“In this report, a small business is defined as . . .”).


•
Define all terms by giving their class and distinguishing features, unless some terms need expanded definitions.


•
List all terms in alphabetical order. Highlight each term and use a colon to separate it from its definition.


•
On first use, place an asterisk in the text by each item defined in the glossary.


•
List your glossary and its first page number in the table of contents.

Figure 25.6 shows part of a glossary for a comparative analysis of two natural childbirth techniques, written by a nurse practitioner for expectant mothers and student nurses.

Appendices

Add one or more appendices to your report if you have large blocks of material or other documents that are relevant but will bog readers down if placed in the middle of the report itself. (Page 600 shows an appendix to a budget proposal.) Items that belong in an appendix might include


•
complex formulas


•
details of an experiment


•
interview questions and responses


•
long quotations (one or more pages)


•
maps


•
material more essential to secondary readers than to primary readers


•
photographs


•
related correspondence (letters of inquiry, and so on)


•
sample questionnaires and tabulated responses


•
sample tests and tabulated results


•
some visuals occupying more than one full page


•
statistical or other measurements


•
texts of laws and regulations

Do not stuff appendices with needless information or use them unethically for burying bad or embarrassing news that belongs in the report proper. In preparing your appendices, follow these suggestions:


•
Include only relevant material.


•
Use a separate appendix for each major item.


•
Title each appendix clearly: “Appendix A: Projected Costs.”


•
Use appendices sparingly. Four or five appendices in a ten-page report indicates a poorly organized document.


•
Limit an appendix to a few pages, unless more length is essential.


•
Mention the appendix early in the introduction, and refer to it at appropriate points in the report: “(see Appendix A).”

Users should be able to understand your report without having to turn to the appendix. Distill essential facts from your appendix and place them in your report text.


Improper
The whale population declined drastically between

Reference
1986 and 1997 (see Appendix B for details).


Proper
The whale population declined by 16 percent from

Reference
1986 to 1997 (see Appendix B for statistical breakdown).

Documentation

In the endnotes or works cited pages, list each of your outside references in alphabetical order or in the same numerical order as they are cited in the report proper. See Appendix A for discussion.

Exercises


1.
These titles are intended for investigative, research, or analytical reports. Revise each inadequate title to make it clear and accurate.


a.
The Effectiveness of the Prison Furlough Program in Our State


b.
Drug Testing on the Job


c.
The Effects of Nuclear Power Plants


d.
Woodburning Stoves


e.
Interviewing


f.
An Analysis of Vegetables (for a report assessing the physiological effects of a vegetarian diet)


g.
Wood as a Fuel Source


h.
Oral Contraceptives


i.
Lie Detectors and Employees


2.
Prepare a title page, letter of transmittal (for a specific reader who can use your information in a definite way), table of contents, and informative abstract for a report you have written earlier.


3.
Find a short but effective appendix in one of your textbooks, in a journal article in your field, or in a report from your workplace. In a memo to your instructor and classmates, explain how the appendix is used, how it relates to the main text, and why it is effective. Attach a copy of the appendix to your memo. Be prepared to discuss your evaluation in class. 

What to include in a letter of transmittal

Figure 25.1  Title Page for a Formal Report

Figure 25.2  Letter of Transmittal for a Formal Report

How to prepare the transmittal letter

How to prepare a table of contents

Figure 25.3  Table of Contents for a Formal Report

Figure 25.4  A List of Tables and Figures for a Formal Report

How to prepare an informative abstract

1My thanks to Professor Edith K. Weinstein for these suggestions.

Figure 25.5  Informative Abstract

How to prepare a glossary

Figure 25.6  A Partial Glossary

What an appendix might include

How to prepare an appendix

For more exercises, visit
<www.ablongman.com/lannon>


