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is useful if the table of contents serves as a miniature summary. For you as
a writer, the advantage is that you can be certain that the main message of
the report will escape nobody, even if readers only open it for the first time
during a meeting.

TITL€TæVAGUE

2 Froblems

3 Quality investigation

5 Conclusion

TITLE MORE INFORMATME

2 Problems associated with the re{se
of milk bottles

3 Body scans by customs are
below par

5 Conclusion: increasing the user-
friendliness of the GP information
system can save lives

2 Indicate the connection between chapters and sections
Vague titles not only have the disadvantage that it is difficult to predict the
content of the section but they also obscure the connection between
chapters and sections. Compare the following examples:

CtrA/NEC7?ON UNCIE4R

2 Measures

2.1 Material
2.2 Ramps

CONNECITON CLEqR

2 Speed reduction measures for
Marconi Square
2.1 Replacing asphaft by cobble

stones
2.2 Construction of speed ramps

ln the first example, the reader has to really use his imagination to get an
impression of what the chapter is about. The titles say nothing about the
connection between the sections and the readers will be unable to
determine whether the chapter is relevant to them or not. The second
example leaves far less to the imagination and there is less chance of
wrong expectations about the text.

Avoid chapter titles that consist only of a repeat of the section titles. The
chapter title should indicate what binds the sections together, and
consequently, why they fall within the same chapter.

@NNECI'ON UNCIEqR CENNFCT'ON CLÉ'IR

4 Locks and bridges
4.1 Locks
4.2 Bridges

4 \4hter work activities
4.1 Renovation of locks
4.2 Widening of bridges

@ Noordhoff Uitgevers bv

ii

58
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L Do not create.more -th:la'|"e.e.'fl:'1,, n"."r*', to make the text
-o 

diuition into chapte.rs 31',::":ï 
'l',"L 

rS.S.+.1'2) will be

â"îà,,'0i",0"t1,'?lï::i::'^î,ii,':",:i:ii:,1,".Hjt.il,l'',lll,m
counterproductive. rne 

ff;;'l;;,r-;1nî_:î?lî". by other means: for
should limit vourselt-t".;;"" 

"ï*er 
subdivision, ou ::Tj-T;.::ïtJL".

Lach section yg" jll.lu*Oered headin'is or srmply paragraphing the te)

instance, bY using unn

2 Asubdivisi""'f"l,ff;[::ï:lXifîi,li: i;ità.'" or conte.nts A 
.'p" 

nài inu"ouce a subdivi']:-",:t"1i'"i1';;; ;;i;. rhe same holds ror

subdivision implies a division into two or more

:ffi ili;; i nto ch apte rs 
3 îX ::i:i;*"^:ï11, l,ïi,ï#i.,tn n,n 

"u
Hffill;:i;i"':ii:TË' 'n""io 

n""î'-1"^;content), 
ir can be vrewed as

are (and if there is only a single subsection oÏ corttut'r1' rr vv" --

i' iil!,it"o single subdivision'

D
INCORRECl SUBDIV'SION

Division into one Part

3 Tant< cleaning" à.;' ine veroeex method

4 Economic feasibility

Disguised division into one Part

3 Tank cleaninÉ.:

3.1 lntroductign
à.â inà verbeek method

3.3 Summary

CORRECT SUBDIVISION

No subdivisions
à"i*n l'"".ing according to the

Verbeek method

4 Economic feasibility

Subdivision in more Paits

3 Tank cleaning" à;'ine veræeto method

à.2 rn" Bristolmethod

(.

s'2'4 Give chapteïî,"#îlî+'1#*s:uln;"J':"J "
The table of contents Y#'ffi;l"rs and sectio
the report if the titles ot

i;î"ï* ot in" totlo*ing four instructions'

7 Make titles informatiutS, 
in Ourin"ss texts. On occasion you may have

Onlv use informative titles ln t':^'ll":.""'À*ion 
title. This seems a

ir.ioïôn"iratters" or "General" as a sectronou'i..'"i" 
elsewhere in the

;;;";;;i t"lution for the things that vou :Tt;i* 
""nt"* 

and give the

il;i. ili-it is not' such titles say nothing uot 
on,u become useful iT you

reader nothing ro go on. Vague titles like tn"t";]|'J;àt',n" *uo" ,n
add informative elements: for example' "Other

stocks and bonds'"

You will aid readers with little time if you include the main conclusion of a

chapter in that chapter,.'ftî;.t;'*; "à"" 
ot uouirà-rv t"porrs in particular' it
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4 Formulate titles uniformly
Give chapters that are similar in content similarly worded titles. Even
though dissimilar titles will not directly lead to lack of clarity, it is preferable
to replace them by consistent and similar titles. For example:

NON-UN/FORM NTLES UNIFORM TITLES
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Finaily, do not sive a-'îii:iÏ"'ffiîJli"î'iï"':::,H Ï",,i'::i" "
îffiïî:ffiiÎ"'iiffË1ffi;ftil;i;;;dàrs 

rrom rooking at the other

CONNECIION UNCLEAR

5 ComPuterizing administration
' ilt'ïo,.n'nisiration: computerization

s.â svtt"*t management

sections as well

the Point'

CONNECI/ON CLEAR

5 ComPuterizing administration" 
à.i 'rn.tulling hardware and software

5.2 SYstems management

5 Evaluation test Global Positioning
System (GPS)

5.1 Positive aspects

5 Evaluation test Global Positioning
System (GPS)

5.1 Advantages of GPS: field workers
satisfied

5.2 Disadvantages of GPS: sensitive
to interference

5.3 Conclusion: install GPS

possible

5.3 Pressure groups protest against A4 Mid-Delfland

5.3

Stylistically, the last version may be, le^ss elegant' but it has hardly lost any

of its clarity' Howevlr' things can be carried too far:

Protests pressure groups A4 Mid-Delfland

Thistitlecanbereadinanumberofways:itmightrefertoprotestsagainst
the Pressure grouPS themselves'

5.2 What are the drawbacks of GPS?

5.3 Consideration leads to advice to
implement GPS

GÉ) Division into paragraphs

Some writers automatically press the enter key at the end of each
sentence. A text that originates in this way is like an IKEA chest to self-
assemble: all the parts are there but they have to be put together in the
right way. Unlike IKEA customers, the readers of the report have not asked
for a semi-finished article but a problem-free and ready-to-use text.

Other writers suffer from an unwarranted fear of the enter key. Pages
without lines of white are not conducive to further reading, however. you

could compare it to a cupboard with locked doors: you cannot see at a
glance what is in it. A locked cupboard may arouse curiosity about its
contents but a business text without a division in paragraphs seldom has
that effect on readers.

Making a good division into paragraphs that show at a glance what subjects
are treated is essential to an effective text.

These general rules will be dealt with in the following subsections

5.3.1 Make a list of questions for each section
You can derive your division into paragraphs from a list of questions that
you have drawn up before writing each section. The provisional table of
contents in the work schedule is a good point to start from. Put not only

?,. J'*:ï ff ,ïg :ï:ï:: : 3"'" i[" i;'J le ":':': 
s urri c i e nt i nro r m ati o n rro m

the titles: the comprehe;;;i"tu of titles is more important than their

length. lt is an art to tinOiiife' tÀut u'" at the same time informative and to

D Complicatecl sentences are not suitable as titles:

A description of the objections to the planned construction of the A4 Mid-

Delfland lodged bl, o'"'#; ;;;;pt inir'oing tt't" unui'ontent movement and
5.3

5.3

citizens

ldeally, a title should not take up mole lhln 
one line' The previous title can

easilv be tuo" t'ioit"lf1lîtry mentioning the essential points:

Protests by pressure groups against the A4 Mid-Delfland

lf you want to shorten it even more' a title in telegram style is also

RULES OF THUMB FOR A GOOD DIVISION INTO PARAGRAPHS
1 Make a list of questions for each section and use this as a basis

for the division into paragraphs.
2 Do not deal with more than one subject per paragraph.
3 Start each paragraph with an announcing or stating topic sentence.
4 Group your paragraphs if they are connected.
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PARAGRAPHS THAT ARE 1O0 LONG: MORE THAN ONE SUBJECT

At what stages ofthe product cycle is Design for recycling needed?
Environmental protection starts at the design table: attention to the way a product is
manufactured is at least as important as making the product suitable for recycling.
what can be achieved in the production phase? The production process should be
such that there is little waste (scrap) remaining, or, if this is not possible, that the
waste can be r+used. The recycling phase should start at the end of the product's
life cycle. This is only possible if it is clear what materials have been used in the
various parts: this should be marked on those parts. Finally, there is the waste
phase. At the moment it is only possible to recover raw materials from bulk waste to
a limited extent. There is some doubt about whether it is feasible to develop
processes to recover all kinds of materials from waste. Design for recycling is, as yet,
hardly ever applied in industry. The German manufacturer BMW...

PARAGRAPHS ÏHAT ARE lOO SHORT: EACH SENTENCE tS A SEPARATE pARAcRApH

At what stages of the product cycle is Design for recycting needed?
Environmental protection starts at the design table: attention to the way a product is
manufactured is at least as important as making the product suitable for recycling.
What can be achieved in the production phase?
The production process should be such that there is little waste (scrap) remaining, or,
if this is not possible, that the waste can be re-used.
At the end of the life cycle of the product the recycling phase can start.
That is only possible if it is clear what materials have been used in the various parts;
this should be marked on those parts.
Finally there is the waste phase.
At the moment it is only possible to recover raw materials from bulk waste to a
limited extent.
There is some doubt about whether it is feasible to develop processes to recover all
kinds of materials from waste.
Design for recycling is, as yet, hardly ever applied in industry. The German
manufacturer BMW..,

GOOD DIVISION OF PARAGRAPHS: PARÀGRAPH cROUPtNc

At what stages of the product cycle is Desrgn for recycling needed?
The design phase: environmental protection starts at the design table. Attention to

the way a product is manufactured is at least as important as making the product
suitable for recycling.

The production phase: what can be achieved in this phase? The production
process should be such that there is little waste (scrap) remaining, or, if this is not
possible, that the waste can be re-used.

The recycling phase: occurs at the end of the life cycle of the product. This is only
possible if it is clear what materials have been used in the various parts. This should
be marked on those parts.

I
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the questions but also thÎ'"":1"-t:'iin catchword form)into your list of

questions' This will r.nafe the uun'n'onîà* a question list to written out

paragraphs a lot easter'

Wewillillustratethiswithanexamplethatwillcomeupagaininthenext
sections.nrrîî"và"r.,àretowrite;;;;;""oisepo[utionintheoffice
where you *",r' ,J" *,'te a section-aooi,ii-r'à noi"e coming.into the office

from outside' such as traffic noise' ffte flstot questions looks like this:

'se Pollution in office buildings?

1 What external sources of noise can cause nolr

' '. 
t 

"ffi"noise: 
cars' railways' planes

, ion"l,ol""J|jilri:i:uul." there regarding the amount of external noise that is

- 
oermitted in an office?'. 

Law on Sound Pollution

. Buitdin$ regulations

t.. .l

5.g.2 Do not treat more than one subiect per paragraph

tf vou use the question "il;'; 
t*i' you tun be sure that you will not be

ctealine with more th"" ;;";;;siion tuno therefore not more than one

.rËi".il per paragraph' For example:

CONNECTION QUÉSTION LISÎ - PARAGRAPH

Question lse pollution in office buildings?

i"Wf,"t external sources of noise can cause nol

. traffic noise: cars' railways' planes

. industrial noise

Paragaph , -..r^-^^r ^nica rhâ? cause noise pollution in offices are

ïnfi.n::;:ïl'.",'#,îi:l$1ffiï:.'l;.;!i.i;;;5"âîv.'o,ra'orair
traffic. lndustrial noise t5'""iît'v tt""o ov i"d;;rLil;àttutiont but also bv road

works or building Projects'

Some questions may elicit such an elaborate answer that one paragraph is

not sutricient. rt u pu'ucâpiîi"u'"n' t: q:::1""1:il:lt"$i:ti&T 
"

ir.iio ot a page, say) you should check whether n

subject has been oi,tus'uJ' lf this is the case' vou should divide the

bigger paragraph into u *^n"' of smaller on"' thut each deal with an

aspect of the topic. Y"" ;;;";; ciear Ûrat il't"y ut" connected in terms of

"Ànt"nt 
by placing them in a paragraph group'

The length of a paragraph is also dependent, on the layout of the text'

Paragraphs in a text in lotu*n' should be shorter than when the text

covers the whole width of the Page
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POSTULATING TOPIC SENTENCE

ÏopicsentencefirstRoomsthatreverberateatothaveso-called,hardacoustics',it ià"*. iil." these, the reverberation time is a too long

because of insufficient noise absorption' Sparsely furnished

iooms wittt hard floor, wall and ceiling coverings (plaster'

tiles, stone, brick, hard floor surfaces) create particularly

hard acoustics'

The question rist can form a good basis for producing topic sentences

RELATIONSHIP QUESTION LIST - TOPIC SENTENCES

Questions list
1 What external sources of noise can cause noise pollution?

. traffic noise; cars, railways' planes

. industrial noise

2 What regulations are there regarding the amount of external noise that is

permitted in an office?

o Law on Sound Pollution

. BuÎldinS regulations

rigiffJ;iii::ii;iË:se can be externarcauses of noise poilution in offices'

2 Regutation" ,eguroingitï;;ri of external noise that is permitted inside an

office are taid down ,À in" ir-î. Noise pottution and in building regulations'

fiiËfi[ïffi:ïl1i""''" selg'?Jo" llâtcan 
cause noise porlution in orrices'

2 The following regutations deal with tne amouniof external noise that is permitted

in an office.

You can also indicate the connection of a topic sentence with previous

paragraphs by usin$ t'g'"iÀgtiiÀubtrons' A few of these are listed in the

next table.

rABLE 5.1 Signalling
sentence

Connection

enumerative firstly, secondly, lastly; first, then' The second step in the Production Process is

subsequentlY
pouring the moulds.

on the one hand, on the other hand; as Despite these Problems, we have succeeded

contrary in develoPing a good simulation Programme'
opposed to; nevertheless

because, for, as a consequence, since; this Consequently flotation techniques are

elucidating
as such unsuitable for this location'

explains/means;
The next example illustrates this well'

explanatory for exam ple, for instance, such as, b1l way of

explanation , characteristic of

@ Noordhoff Uitgevers bv

64

ffitr:#*:#ïî"ti:,,::is,t"âïFîffi 
Ë;*iî".,fi i*ï:;"'Ëiiii''

î:îîi""ï:::'J$îî'r: 

;; hardu ever Sppried 
in industry rhe German

**rug61g$g*ffiN1ff

D
loPlcsENfENcÉHIDDEN ^ aarreÊ 3

Cause 1 - topic sentence @fiect)- cause t:-'*'"" t

ffiffi$;nffit ,;ffi**illffi
(.

ll'iffi i l'i ï::' 
th€ha n tic i'at or, to Pic

w e ca n'' 
1 "îlJi :#J." il:Jir:' ;i

sentence thz

ï::',"'-"'- 

--" 

"

t;":x::lli::'nr,r*'iîi;:îifi*;ff :$?ffiÏ':;Jl':'ile':'



@ Noordhoff Uitgevers bv
66

5.9.4 The paragraph group

Automatically inserting 
" 

iin" ot white after each paragraph mav T"31.11*
uî, àr" ou"tiooking an important way of structurjng: the paragraph group'

inl'. " 
g.rp ot pu'ug'u[rltin"taie closely related in terms of content

and are separated oV a new iine' with or without indentation' Lines of white

àre used to separate paragraph groups'

ilr* ;Àiengtisrr writeË hard-iy ever use this approach; normally they

only use indented Paragraphs'

lf you have made a question list for the writing of a chapter and you need more

than one paragraph to answer a question' then the obvious solution is to

create a paragraph group' A paragraph group starts with a question that covers

the whole of the paragrapfr gioup' you could also use a heading for this'

Say you are writing a report on recycling techniques and are workin$ on a

"Àâpn"t 
about design for recycling (DFR)' One ofthe questions on your

question list is:

Which stages in the cycle of a product requires DFR?

. production stage: as little waste/scrap as possible

. product stage: recycling onfV possible if the compounds/materials used in the

product are clearlY recognizable

. waste stage: is ,"pur"ùn from the waste products (as opposed to separate

collection) still possible and feasible?

Possible ways of dealing with these points:

. The shortest way is answering the question in one sin$/e paragraph'Îhe

assumption here is that yourieaders know what is entailed by the

different stages that you describe, maybe because they have been

described in an earlier rePort'

.lfyouexpectthereaderstoWantmoreinformationaboutwhathappens
at each stage, you could also deal with each question in separate 

.

paragraphs.This would mean four paragraphs: one in which you raise

ihe ;uestion (in other words a paragraph that is at the core of the

paragraphs) and one for each of the three stages'

. You could also choose Io group your paragraphs' ln this case' each stage

will be dealt with in a sepàrate paragraph group: in the first paragraph

you could explain what the stage involves and in the next one the place

of DFR at that stage' ln this vaiiant it is advisable to use an unnumbered

heading to make sure the readers do not lose sight of the broad outline'

A division into paragraph groups makes it easier for the readers to read

globally or selectively, toi" to than if only lines of white are used' Because

theWriterhasalreadygroupedtheinformationthereaderWillgetapicture
of the broad outline more quickly and be able to find information more

quickly too since large sections of text can be skipped'

We will illustrate this using two longer examples, one in which there is a

line of white after each paragraph and one in which the paragraphs that

belong together are grouped.

Read the topic sentences in the next example only. Look for those
paragraphs that deal with ways of combating noise pollution.
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TEXT WITHOUI PARAGRAPH GROUPING

Two sources of external noise can cause noise pollutioninside an office building: traffic noise and industrialnois.e. lt is not possible to generalize about which source
Sroiuges the most pouurioÀ oecause iÀi.ïiii'oup"no onthe individuat situation of the office nuifàing.'fhis wiffbecome ctear if we look at Ûre two slui""rîf'noiru rnoruclosely.

Firsily, road traffic can ,

ou i r o ing,À ;i i ; ;;**."i::i:Tf":iï J,? J#ï 
" """:, 

lot oj inconvenience, as will offices that are close toshopping malls, especially from arr.n" oî,r"r,""suppties to the shops. secondry, ;;;.r",l;ie'"?n 
"urrun.oise 

.pot 
I ution., a tthough trr is ts rega rj"i,u"'iuing,ur.

of an inconvenience than road traffic noise. nnaf fV,aeroplane noise; for offices tnat are tocaiuo'nuur. O,g,r,paths of aeroptanes this is often in" ,"lriiroiof noisepollution.

l:9::lii?t noise is not just noise creared by industriatrnstallations: it includes noise caused ovl"iioi""
activities or road works. These ,r*, Àà*Ë".i "",itemporary, whereas industrial inst;ltaii;;;;r;;;e
permanent inconvenience.

What measures can be taken to reduce the amount ofnoise that penetrates into the ori."i wu'ii]iioearwitrr
wall insulation, glass insulation unO th" in"rËtion ofmovable parts such as doors ano winoows,l,"l"ihut oro"r.

Walls can be insulated by filling the hollow wall withinsulation material. Another *uy i, to 
"ti".f., ""i."reducing materials to the insidé waff . ffie mosi suitablematerials for this are listed in Appendix 2. --

Glass constitutes a weak point in the facade. Doubleglass does not always provide oetter noisl insiiation
than single glass. This has to do with the fruq*n"y ofthe pane: double glass sometim". .onu"y, iË"'vibrations from outside
Forsound'";,,",,";J;J';fi -i:"*-y,tiï,;i?$:",:1"""
panes of grass is important. onry use gtass irrai is morethan 8mm thick or use speciat ,ôrnopioàirÀ Jru"..

becâuse this wiil depend on the

once building: ralfic noise a.d

office bùitding. This wiil become
sourcês otnoise nore ctosety

F'rsttx.oad ûâffc càn ca6e ûdflc noise. An ôff.coûro'ng rhét is sûùèred besrde 
" 

re""* .,,
e\per en.e à tot otr.conlerrence,.s wil oficês lh.i
àre .rose ro shoppin8 rn.iJs, especratry nom rù.Lc
oerue.inB supphes to lhe shops Secordly, a ràilwd!

nôise po[ù!on. annoupn rn*,.
regarded as bêing tess oi an inconvefiefce rhan
rôad iiâffr. .o5e Fnàtr, aeroptane noiser rôr
offices lhâr ére tocared neèr frsht Daths ;r
êeropianes thjs is ofren fte worst rype oi noisc

lndustial noise is nol jùst noise

buildi.gacrivftiesorroadworks. rhese
only tenpôrary whereas indùsriiat
provide perhanent inconvenjence,

What medsures can bê bheû to redL(e lhe arhounr
or .oise rhâr penerGtes rnto the ofi.e? wê sh)il
deàl \1ilh kà[ rnsutato., glàss insutaron and ilrF
insùlâtion ôt hovàblê pa.ts suclr às doors i.d
!i.doks, rn thèt ordêL

Wâlls can be insutated by iJt ng thp holôv wail w]th
insulâlon malenat. Anorher way rs tô a(a.h n. <ê
redlcng màler.ts to lte rnside wàil. The mô<r
sLiràbte matenàts to, this arè tisled,n Ap0endrr 2

Glàss constil!les à seèk pornl in Ihe facade
Oouble Clèss does not always nrôvidê beiler nôi<ê
rnsulâtion lhân siryb grass. This hôs lo do ùilh thê
iiequency of rhe pane: doubte gtass somehes
(onveys the vbrarons ftom oùtsrde nrore sûofolv
tr ân singre clàss. ror souno rnsuaron. rie,hi.hness of rhe rndvidLàt pà.es of Êtass iq
rmpoilant, Onty use gtâss rhât is nrore thân ahnj
thick ô. ùse speciat soundproofinggtâss.

In the above exampre you have to peruse every paragraph before you findthe right one. lf paragraphs.are grorouJ, ,Àiùl immeoiatety become a toreasier and the text is ress time-àonrrming to%ad. you onry have to readthe topic sentence of paragraph groups tu"r*uv. àrtu, a line of white) to findwhat you are looking for:
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To make the text more accessible (for example, by announcing the
contents of a section, or to sum up elements that will be dealt with in
greater detail).

For well-organized enumerations, observe the following:

7 Limit the number of items in an enumeration
It is difficult to get an overview of an enumeration that consists of more
than about six elements. The reader will be unable to remember the steps
of the procedure described below:

ENUMERATIOI{ WI}I TOO MANY ELEMENTS

Standard procedure for Indicative environmental research.
. Determine the date for carrying out the field wor:k and the number of days needed

for the field work.
. Collect further information about the tenain to be investigated if there is

insufficient knowledge of that tenain.
. Determine where the drillings and the gauge tubes have to be located, when the

ground water samples have to be taken and where the collected samples are to be
examined.

r Fill in an "order environment fieldwork" form, make a site drawing and copy a map
of the area for the field squad so that they know what has to be done and where.

r Have the field squad explore the terrain to see whether problems are likely to
occur during the execution of the task. lf necessary make adjustments to the task
in consultation.

r Perform the fieldwork: do the drillings, note down observations about the samples
taken, place the gauging tubes, fit in the drilling locations and pump the gauging
tubes dry.

. Take groundwater samples (usually a week laGr), measuring the pH, electrical
conductivity and temperature at the same time. The samples should be sent to
the laboratory for analysis.

r The drawing office draws soil profiles on the basis of observations.
. Draw a conclusion about the type and extent of pollution (if any) and provide

recommendations about whether to treat the pollution and/or remove its source.

2 Grouped parts within an enumeration
lf the enumeration threatens to become too long it is worthwhile tryingto
look for the related parts of the enumeration. This will give the readers
more of an overview of the enumeration and hence they will be able to
remember the information better.

a
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T EXl WT H P AN AGFIIP'I GROUPS

Two sources of extemal noise cause noise- pollution

#d" ;;fnce buildingl: traffic noise and industrial

;;#.li;;;.possibrè to generarize Lryut $l:h source

ffi;;ilh;to"t pott'tioi because this will depend on

iffiffiouJ.itu.tion ottlt* om"" buitding' This will

il"cJfiej;;;it *" r*t atthe two sources of noise more

closelY.''"Ër'",," road traffic can cause trafrlc noise' An office

orir,iinJ'tiuris situated beside a freeway will experience

a lot of inconvenience, as will offices that are close to

ïilË-#tts, especiattv from trucks delivering

supplies to the shops'

;Ë;it;" railway line can cause noise pollution'

i[nliËii'*'. is reearoed as being less or an

in"onuËniun e than road traffic noise'

H;il;'ààroo'ane noisé: for offices that are located near

flight paths ot aeroptanËs ifris is otten the worst type of

noise Pollution.
lndustrial noise is not only noise created.by jndustrial

in"iuil"tïnË' it i*tuo"" noise caused by building

".,iînâïài 
toàd works' These are', hawever' onlv

;#;;; ;ereas industrial instal I ations provide

permanent inconvenience'

What measures can be taken to reduce the arnount of

noise that penetrates into in" office? We shall deal with

#ilil;iln, gru*" in"utàtion and the insu.latiron of

movable parts such u" Ooott and windows.' in that order'

walls can u" in*uratJà ov filling the .l:!:i:,"" 
*'tn

in"riilion *"ierial' Another way is to attach norse

Hffi;ffi*âi" t" tt" insioé walt' rhe most suitable

ff;ri""*il;ir,it ut" listed in Appendix 2' 
,,

Glass constitute" uï"àr point in thg faf9.e' Double

Élass does not always orovidà better noise insulation

il:ï=îd; Ëittt' rnitiàt io oo with the frequencv of

#;;;;d"ble glass sometimes convevs the

"'àrà,î"* 
irom oùsioe more stronÉ'ly than.single glass'

For sound insulation' tft" tnicttnessof the individual

Ë;;-.t g';ts is important' Only use glass that is rnore

than 8mm thick or use special soundproofing glass'

5.3.5 Enumerate Yout Points
Enumeration is a very 

"Ëtur 
uno orderly way of presenting information' lt

creates a break in tn" t"*iïr't'trt in'tanirv altracts the reader's a^ttentlon'

But you will only u.ni"u" tnit iithe enumerations are not too extenslve'

When should you use enumeration for your points?

. When the informationl' itpo'tunt for the reader (for examp'le' in-order

to elucidate steps within a p'o"""t' or to list the main conclusions)'

permânent lnconvenience'

:ï:ïï:'::#:ïîï:'î:'"''i"iïJHl
a""r tù *fr mrrarion' Aa$ h$btbn and rne

;sulallon or movable pads such as ooors drru

-^flî,îlff::'""J;"'"' 
" 

nilhe he hoilow warr

'.ilh hçùilon mare'al Anolhet wôy is b aGcn

..isereoucingmaorars ro ue insldeMll rhe.mosr

.,n.0'".utur'ut.'o"ntt ut" ilsled in Appenorr z'

êrâcq constltuFs â weak polnt h the lacàoe

n-ii" eru"" oo"" not "r*vs 
Fdldê bdEr nolse

:rni.Ï;m*i[":iil1"':r:;
,i--o"g" cn* Fot sound insulation rro

;hhkness or the ndivldual panes or gass b

r.oorunr' Onrv 's" 
eratt hat ls more lhan amm

thi;k or use spectal soundproofr ng glass

(.
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WELL-ORGANIzED ENuMERATION: PARTS GRoUPED

Shndard procedure for indicative environmenta,l research'

L PreParing the field work

- Determine tne Oate for carrying out the field work and the number of days

neeOeO for the field werk'
_ collect further inioimuuon about the tenain to be investigated if there is

insutficient knowledge of that terrain'

_ Determine wrrere iÀË drillings and the gauge tubes have to be located, when the

ground water sampil;;"-t" be taken and where the coltècted samples are to

be examined' !-^,^.ih^

- Fill in an "order environment fietdwork' form, make a site drawing and copy a

map of the ur"u to' tÀ" fietd squad so that they know what has to be done and

where.

2 Ftecution of the field work
_ Have the field 

"qràJ "rprore 
the terrain to see whether problems are likely to

occur during th" ;;;;;; ot ttre tasx' lf necessary make adjustments to the

task in consultation'

- Perform tne nefOwoif<: do the drillings' note down observations about the

samples taxen, piàcé the gaugng tubes' fit in the drilling locations and pump

the gauging tubes dry'

_ Take groundwatei samptes (usually a week later), measuring the pH, electrical

conductivity and temperature at the same time' The samples should be sent to

the laboratory for analYsis'

3 Analysis of the observations

- The drawing offlce àiaws soit profiles on the basis of observations'

- Draw a conclusion àOout tfre type and extent of pollution (if any) and provide

recommendation" 
"ooui 

*tluilrer to treat the potlution and/ or remove its

source.

3 Formulate the parts of an enumeration uniformly

To maintain an overview of an enumeration' the points should be

formulated and presented uniformly' Be consistent: for instance' your

points should either all be complete sentences or all incomplete ones; all

Vori-t*,"n""s should follow the same sentence structure'

NOT UN'FORM
UNIFORM

Relevant topographic details of Bangkok

and surroundings:
r little difference in elevation

. claYeY soil

Relevant topographic details of Bangkok

and surroundings:
. There is little difference in elevation in

the area.
. Clayey soil.

lf there is a part-sentence that introduces the enumeration' all of the

enumerated parts should be formulated so as to connect grammatically

with the sentence.
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1{OI UI{IFORMLY FORMULAÎED

The General lntelligence and securiÇ service (AlvD) has been assigned the new
tasks of:

' gatherin$ information about foreign countries. This task has been addect because
of the coming into operation of the Law on lntelligence and security services.r lt also has a role in the new system of surveillance and protection in the
Netherlands. This deals with protecting people and institutions in the Netherlands.

PARTS UNIFORMLY FORMULÀTED

The General lntelligence and security seryice (AlvD) has been assigned two new
tasks:
c Gatherln€, lnformatian about torcign countr'es. This task has been added because

of the coming into operation of the Law on lntelligence and security services.t Protecting, people and instltutlons in the Nethertands, The AlvD has been assigned
this task under the new system of Surveillance and Protection in the Netherlands.

{


