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et g Y i tive. The
ver ndiv dua ing will be counterproduc :

ving € i paragraph a headtng . r N .

e ]m:a LOO :)usy and it will be more difficult to see the b oad lines

text will beco

- ivisions?
How can you bring about the right number of subdivisi
ow

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.

Is

more than three [eves - e the text
; ch" "'?3:1 f;?c:t:hapters and sections is necessary to mak

A divisi

2) will be TITLE TOO VAGUE TITLE MORE INFORMATIVE
. 4.1.2) Wi
: ing too many levels (5.3 - -
accessible, b”t.::: r?riic;ggder will lose track of the whote.tTf(\isllsl‘;"hgv?;hi 0 2 Problems 2 Problems associated with the re-use
counterproduct! rself to three levels in the table of conten Smeén.s: or | e T of milk bottles
should llmlt you create a further subdivision by other me the text. 3 Quality investigation 3 Body scans by customs are
each section You 888 1 4 headings or simply paragraphing below par
instance, by using un 5 Conclusion 5 Conclusion: increasing the user-
, ist of at least two parts ) friendliness of the GP information

2 A subdivision should con Sflsrt] (Z)f one part to the table of contents. A o
Do oL Intrath B 5 Suzfjwslisé?\ . 1to two or more parts. The same halds

P H i i
subdivision implies @

system can save lives
subdivision into chapters and sections.

i t all. Introductions,
i tions or do not divide a iy = |
o elther ) secuon e speecton Feonen stsecmn iegggd as 2 Indicate the connection between chapters and sections
: e eh i t can be viewe |
o inere 1o nly a single subsection of content), |
| are (and if there 1S ©
il |

Vague titles not only have the disadvantage that it is difficult to predict the
vision ' content of the section but they also obscure the connection between
- a disguised single subdivision-

chapters and sections. Compare the following examples:
|
Wl

CORRECT SUBDIVISION
| l - INCORRECT SUBDIVISION TN —
it No subdivisioqs o s
II o > Tobesk s d 2 Measures 2 Speed reduction measures for
\ ? 51 o d LTS methog\ - 18, W Marconi Square
= - 2.1 Material 2.1 Replacing asphalt by cobble
4 Economic.-feas’lbihty i e 2
pagm oo Subdivision in more parts e
Disguised dfvfgjgn into one par il e
S 31 The Verbee
3.4 Introduction

o~ |
rheek method 3.2 The Bristol method |
3.2 The Verbeek metho

' In the first example, the reader has to really use his imagination to get an
3.3 Summary 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
ive chapters and sections clear tlt‘?ds. of the content of example Ieaves' far less to the imagination and there is less chance of
5.2.4 Give ill only give the reader a good idea o7 | v clear wrong expectations about the text.

The table of Cont*?trl\;i Vc?f tr?e Z:hapters and sections are sufficiently -
the report if the i

1R

Take note of the following four instructions.

Avoid chapter titles that consist only of a repeat of the section titles. The

chapter title should indicate what binds the sections together, and
i consequently, why they fall within the same chapter.
1 Make titles informathie business texts. On occasion you may have q Yy, why they P
i ative titles In . . is seems a |
‘ Only u“se rl‘nf:):;tters" or “General” as a section tlt!e' Eﬁle elsewhere in the -
used “Othe ion for the things that you cannot inc - and give the CONNECTION UNCLEAR CONNECTION CLEAR |
comenieniiey 2 Such titles say nothing about the conten S o
it i t. Suc usefu . I
| report. Bt 118 19 Vague titles like these only become U2 -/ C 4 Locks and bridges 4 Water work activities
reader nothing to B2 on.t - for example, “Other aspects of the tra 4.1 Locks
add informative elements: J ;
stocks and bonds.”

JCKS 4.1 Renovation of locks l
4.2 Bridges 4.2 Widening of bridges

T i i e I a- \ COnC‘USlOn ot a
YOU Wl“ ald eade S Wlth htﬂe t| el you |nC‘UdeV|t ey | ‘ l l ' |
h Y i ¥ e “Ue In he case o1 a p .

C apte in that C apte S t C dvisor epol s pa ticular t
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e as that used for the whqle
ion in the section is the same as

Finally, do not give a section the same titd
from looking at the other

that the informat
ter. It could suggest :
i::fin the whole chapter and might stop readers

sections as well.

CONNECTION CLEAR

CONNECTION UNCLEAR |

5 Computerizing administration )
5.1 Installing hardware and softwar

5.2 Systems management

izi dministration
Computerizing a =
’ 5.4l Administration: computerization

| 5.2 Systems management

i be short and to the point ) o o from
?h T!::\e;: ":Eil:g is that readers are able to obtain sufficient informati
' e

the point.

Complicated sentences are not suitable as titles: |

onstruction of the A4 Mid-

| i ject he planned ¢ |
| | 53 Al 4 ObJeCt;anSrcfjpts inzluding the environment movement and |
lodged by pressu
- Dle_h‘land g |
| I' citizens

t take up more than one line. The previous title can

s e it noby only mentioning the essential points:

easily be made shorter

i id-Delfland
53 Protests by pressure groups against the A4 Mid-De

‘ itle i is also
If you want to shorten it even more, a title in telegram style ‘

possible:

d-Delfland

5.3 Pressure groups protest against A4 Mi

i tan
the last version may be less elegant, but it has hardly lost any

Stylistically, arried 100 far:

of its clarity. However, things can be ¢

5.3 Protests pressure groups A4 Mid-Delfland

protests against

This title can be read in a number of ways: it might refer 10
the pressure groups themselves.
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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-UNIFORM TITLES UNIFORM TITLES

5 Evaluation test Global Positioning 5 Evaluation test Global Positioning

System (GPS) System (GPS)

5.1 Positive aspects 5.1 Advantages of GPS: field workers
satisfied

5.2 What are the drawbacks of GPS? 5.2 Disadvantages of GPS: sensitive

to interference
5.3 Consideration leads to advice to Conclusion: install GPS

implement GPS

5.3

@® 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.

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.

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
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1 What external seurces of
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St ons but also the ar swers ( n CatChWO'd ‘0 m) IntO yOUl' llSt 0‘

e transition from a question list to written out

questions. This will make the
paragraphs a lot easier.

with an example that will come up again in the next

have to write a report on noise pol!utign in the ofl;If;e
rite a section about the noise coming into the o f
guestions looks like this:

We will illustrate this
sections. Assume you

here you work. You W . :
\fl\;om ofitside. such as traffic noise. The list of

Ly, 5 e
noise can cause noise pollution in office buildings?

. traffic noise: cars, railways, planes
» industrial noise :

2 What regulations are there regarding
permitted in an qfﬁc—_:'e? .
« Law on Sound Pollution
. Building regulations

[...

the amount of external noise that is

j h

5.3.2 Do not treat more than one subject pe:\ ptar:Ug\rN?r‘, -
Yo tion list as a basis you can be sure thaty

o jon (and therefore not more than oné |

dealing with more than one questio |

subject) per paragraph. For example: |

CONNECTION QUESTION LIST - PARAGRAPH

estion . ' :
guWhat external sources of noise can cause noise po

. traffic noise: cars, railways, planes
» industrial noise

ution in office puildings?

Paragraph

The two main Source: e
affic noise and industria S€e, | _ ® ool

g:fft;c. Industrial noise is not only caused by industrial

works or building projects.

. : g ep oo o
s of external noise that cause noise pol(;p;;o?c':\do::ﬁe; 2 i

Al ffic noise can be caused by roac,

il stallations but also by road

t such an elaborate answer that onniop:zr?f;ip: is

ot sufficient. If a paragraph threatens to become 100 |ong0$] e o
?hird of a page, say) you should check whether more tlt']\zgld e
subject has been discussed. If this is the case, ytl:]utsaach it o
bigger paragraph into a number of smaller ones tha ! In torms o
aspect of the topic. You can make clear that they aré

content by placing them in a paragraph group.

Some questions may elici

nt on the layout of the text.

i nde
The length of a paragraph is also depe e S Eihe o

Paragraphs in a text in columns should be
covers the whole width of the page.
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PARAGRAPHS THAT ARE TOO LONG: MORE THAN ONE SUBJECT

At what stages of the 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 re-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 THAT ARE TOO SHORT: EACH SENTENCE IS A SEPARATE PARAGRAPH

At what stages of the 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 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: PARAGRAPH GROUPING

At what stages of the product cycle is Design 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.
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at, ft . nossible to recover r@wW

- - moment, it 1S only possible cover

) : . we final phase: At the , ft is Ol POOR L out whether .
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e
3 gtart each paragraph with 2 to_plc se:\t:?tﬁ S
o no want to Know quickly what a section deals i e e
S of each paragraph. writers should the'refore rr::lain .the A
s:;'f?rﬁiimaﬁon of a paragraph is contained pr :;c‘l:::t: e i
- n informative first sentenr_:e is call s
seﬂ;enz:;as:::nfp'.e the topic sentence 1S l.n .the middle of the paragfap!
l:'\;k?ng both global and selective reading difficult.
TOPIC SENTENCE HIDDEN
— se 3
Cause 1 — topic sentenceé (effect) — cause 2 — cau | :
en { - .+ that might prove
is findi N iences from the past tha _ 2]
ol +o base his findings on experience e Bt
P.' “SR‘ an-a‘fstnhlgas:':qslméﬁnns'. As such, exact gsﬂmates are1 ti:;r:i%s:;bllm A
u“r?:ﬁgé:se the technigue is still so un;estgu: in hr:\:g;; :rai e 12t s
mo! cause € ue 1S B sk estimates in ge ral can b ;
ea stors, for instance) that ris _ 1) e
nucl_ear r'e?p}o:;ér'to-kéep his study managed e.th‘f._ﬂsk 3“:3::9\/& he can never be
tentatwe& t::ny Eenti" gencies that might jead to accidents _ )
P cor cies the .
:li.?:: %hat his judgement I this regard is correct
i icipatory topic
i ntences. Firstly, the anticipa
identify two types of topic s€ . et
\g:n:::c‘e that indicates what the paragraph will deal
ANTICIPATORY TOPIC SENYENCE e
; ' 4 risk analyst cannot make
e are three reasons why a risk analySt 0L fol on
fopic SIS - T'ne::ei;té éStfmates. Firstly, he hae: to b,aa_e_..his_. ﬁt:?ah;}ge 2
acc eﬁenée"s from the;-:past'ma’.t_.mnght prove qm_’f.l_ 'stili o
:ﬂaure situations. As well as this, the technlquei:esar S0
untested in many situations (in the case qf‘ quz a2
actors, for instance) that _rtsk_;gstimaggs_.-_n g i stuﬁy.
regardeti as tentative. Finally, 1n--or:;i_9r to K:ie?e ga’rd e
maﬁa-geabia. the ﬁsk.-analyst also - _s_tots BH'owevar;'-he o
contingencies that migt)t:le'ad to acciden re.g'a O itact.
never be sure _théit-his-:.gudge went in this regal _

i ins the main
The second type is the postulatfng topic sentence that cc;ntgt:onastmg o
information of the paragraph. with the rest of the paragrap

an exp\anation' or support for the statement:
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POSTULATING TOPIC SENTENCE

Topic sentence first Room

STRUCTURING 65

s that reverberate a lot have so-called “hard acoustics.”

in rooms like these, the reverberation time is a too long
because of insufficient noise absorption. Sparsely furnished
rooms with hard floor, wall and ceiling coverings (plaster,
tiles, stone, brick, hard floor surfaces) create particularly

hard acoustics.

The guestion list can form a good basis for producing topic sen

RELATIONSHIP QUESTION LIST - TOPIC SENTENCES

Questions list

tences:

1 What external sources of noise can cause noise pollution?

. traffic noise: cars, railways, planes
« Industrial noise

2 What regulations are there re
permitted in an office?
» Law on Sound Pollution
» Building regulations

Postulating topic sentences

1 Traffic and industrial noise can

2 Regulations regarding the amoun
office are laid down in the Law on Noi

Anticipatory topic sentences

1 There are two types of noise generators tha

2 The following regulations dea
in an office.

You can also indicate the connec
paragraphs by using signalling for

garding the amount of external noise that is

be external causes of noise pollution in offices.
t of external noise that is permitted inside an
se Pollution and in building regulations.

t can cause noise pollution in offices.
| with the amount of external noise that is permitted

tion of a topic sentence with previous
mulations. A few of these aré listed in the

graphs

Example topic sentence

The second step in the production process is
pouring the moulds.

Despite these problems, we have succeeded
in developing a good simulation programme.

next table.
TABLE 5.1 Signalling formulations indicating a connection between para
Connection Signalling formulation
enumerative firstly, secondly, lastly; first, then,
subsequently
contrary on the one hand, on the other hand; as
opposed to; nevertheless
elucidating pecause, for, as a consequence, since; this

explains/means, as such

Consequently flotation techniques are
unsuitable for this location.

for example, for instance, such as, by way of

explanatory
explanation, characteristic of

The next example illustrates this well.




© Noordhoff Uitgevers bv
|

5.3.4 The paragraph group
Automatically inserting a line of white after eac
you are overlooking an important way of structuring: the paragraph group.

i lated in terms of content
his is a group of paragraphs that are closely re : . { :
;nd are sgefparated by a new line, with or without indentation. Lines of white

are used to separate paragraph groups. _ .
pPlease note: English writers hardly ever use this approach; normally they

only use indented paragraphs.

h paragraph may mean that

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

——*
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TEXT WITHOUT PARAGRAPH GROUPING

Ihevign fir eyl

:wummmmmaunm
POMmslizn innlde 8ik office building: Iraf;

[ Two sources
Sources of i
e U i ther_nal noise can cause noise pollution
e ke i o | ofiice building: traffic noise and industrial
#baut which Bsnirce produces tha mosr 4 neise' 't is nOt i . i
:yrecr:“sfe Hhis il depend on Ihe el :‘:l: .rﬂd . ] poss;ble . generallze o e i
w:.f:lcfwius'fu'?f;m"ebmeﬁf’e"fof:.;' s { 31 luces the most pollution because this will depend on
m bezr_ndfvtdual §ituatfon of the office building. This will
: come clear if we look at the two sources of noise more

Fiestly, 0sd batte can caung i ngin. A difice
budkingg that 1n wituated Leakde & freswny will

if you have i ‘ :
than one paragraph to answer a question, then the obvious soiut_lon is to “m“:mm:mmm“ i
s with a question that covers ety
! Hnp con chime nobse wltion, afthosgh this i

create a paragraph group. A paragraph group start ' :
the whole of the paragraph group. You could also use a heading for this.

Say you are writing a report on recycling techniques and ar.e working on a
chapter about design for recycling (DFR). One of the questions on your

question list is:

Which stages in the cycle of a product requ_i'res DFR?

production stage: as Ilttjg--waste/scrap-as-_-po.ss_yble vy
product stage: recycling only possible if the compounds/materials used in the
product are clearly recognizable ~ e
waste stage: is separation 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
assumption here is that your readers know what is entailed by the
different stages that you describe, maybe because they have been
described in an earlier report.
« If you expect the readers to want more information abqut what happens r
at each stage, you could also deal with each question in §eparate .
paragraphs. This would mean four paragraphs: one in which you raise '
the question (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 to group your paragraphs. In this case, each stage
will be dealt with in a separate 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. In this variant it is advisable to use an unnumbered

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

gle paragraph. The

A division into paragraph groups makes it easier for the readers to read
globally or selectively, more so than if only lines of white are used. Bgcause
the writer has already grouped the information the reader will get a picture
of the broad outline more quickly and be able to find information more
quickly too since large sections of text can be skipped.

PRGN ws Dok fons of st Incotmeresce than ( r
e e o e :::ﬁéli):; roﬁd trafﬁ}: ¢an cause traffic noise. An office
_ g that Is situated beside a freeway will experience

WTes 1N ite. lecated monr Fghl pathe of
dercplaces e o the wiest Tyee 'of noisa

| .: r:gt Oi;i_naonveni'e.zneg.‘ as will offices that are close to
[ PRINg malls, especially from trucks deliveri
| supplies to the shops. Second : ng
only temporary, whereas indusidal fatafistisis noi X p L ECondly, a ra||Way line can Ealae
" J oise pollution, although this is regarded as being le
g less

pofdion

Induslrial noise s nol just noise created b |
Fidunirol insbatistionie: i mesortes kg cousad by
bullding aclivities or road works. These a. hirees,

of an inconve'nience than road traffic noise. Finally
aeroplane noise: for offices that are located near f'light

paths of aeroplanes this i /
e A s often the worst type of noise

What s asiom con De Tabwe 10 mduce ha oot
S nalio: et priitales. it e oiica? W whaa
O witts walr inuitanon, puss insutition and the
itiavigticn of moesble Earls such ps Hnars g
W, iy Dhat cnder |

| e ineteral. Avcttine way bs b sitas Py
mm‘mmmmwmwmrhmu

| Wty can e EmutMod by fitey the PO wall with
S maatelil S Dhis mee Batedd I Appnndis 7. ’

e e s 'Irr:(sj;is';(;al no.ls_e.|s not just qoise created by industrial
m;-‘;mr R A waliations: it includes noise caused by building
e o ,&“‘LLT:’::?&':JJ: activities or road works. These are, however, on|
temporary, whereas industrial installations ,ro (}:I/
Permanent inconvenience., ey

RS e viteatices from outside tral stoegy
e wingle glass. Por snd  isujntien, the
Wicknelis o the lndhidual panes of AN e
Eeitand, Oy une gass that i e than B

Mmumwmﬂmqmn

F\;\:;:; ;r;]ezsures can be taken to reduce the amount of |
1018€ that penetrates into the office? We shall deal with |
wall i_ns_u_[;_ayfon._ glass insulation and the insulation m:N | |
movable parts such as doors and windows, in that order |

'?Valls:c__an be insulated by filling the hollow wall with '
_ngulanon material, Another way is to attach noise- '
reducing materials to the inside wall. The most Suitable

materials for this are listed in Appendix 2.

_G{Ias:s c‘;:nstfg:tes a weak point in the facade. Double
glass gloes not always provide better noise insulation
than single glass. This has to do with the frequency of
the pe'me': double glass sometimes conveys the ki
vibrations from outside more strongly than single glas
For sound insulation, the thickness of the individual L
phanes of glass is important. Only use glass that is more
than 8mm thick or use special soundproofing glass.

We will illustrate this using two longer examples, one in which there is a the righ
e of white after sach paragraph and one in which the paragraphs that easief t one. If paragraphs are grouped, things immediately become a lot
and the text is less time-consuming to read. You only have to reag

belong logethe are g s lwthat !'0“ are fOOl(fng for‘
0 ed g g ( y whit ) t |nd

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




' external NC se noise pollution greater detail).
et Two sources of extern iss cau-sse and industrial
T s Gl eadaennd 0 CHISE "::m -ins’id‘eiéan'--OfﬂcE bu“dmg1 : _f_afﬁc noi
mﬂ-muﬁ-mtbww LLELC ANl

of norwa ot Elesal

O ety fobd Latf can cse "‘“‘""’"‘":
boside A iy v

aiticn bong that (4 seusied ke et
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TEXT WITH PARAGRAPH GROUPS

s L i t which source
Joise. It is not possible to generalize about
"mamsicgésme most polution because this il depend on
e 'ihd'[\ilﬂliﬂ situa'h of the office building. This will

become clear if we look at the two sources of noise more

closely.

. e Wy 1o i ks

Fireilty, anmlane nette: fo ofhces Tl ale locitad
ear fight puine of seropisnas this 15 o De

LT of s PRt

w\lm:mrmu s ot nuise crantist by oustest
staations: L ichaes maiss cased by e
acthities o foad ek, Thove o, howeer, iy
mmporary. whaeman iustinl etaaipons provice
paranATA BComvenince.

Whal medgares €An b Lakee 10 Tekuce he ARG
o milag that penetiotes into fhe offca? Wo hal
okl wilh wa inpolatien, gloss insulatien tiod Ihe

o blp parts such @6 oo id

1ot inpinint by fing o Do wal
nlmw matelel, Another way 18 10 attach
ot edcing Mabarals o ta logide wall. Th mioe!
suslablo maialn for s ave Tated n Agpendi 2

G constitstes @ wedk paiil i Ihi facade.
Deutile gana does ot ivys ol BiRtle Bo8

oadloton than singie gss. T 1as 0 o wih tho. |

froquescy 6 U pav: Goctie @aps somtimes
cormey. the irationd. rom culside st SIGNEY
e s For sound nsulatica, Vi

raffic can Ci traffic noise. An office

Firstly, road traffic can cause nois¢ _
builfiiingihat is situated beside a freeway will expenince
a lot of inconvenience, as will offices that gre _close 0
shopping malls, especially from trucks delivering

ipplies to the shops., ] .
gi?;ndly. arailway line can cause noise pollution,
although this is regarded as being less of an
neonvenience than road traffic noise.
]r;'cg;\;;-aémblaﬁa noise: for offices that are located ne?r
'ﬂig;ﬁt prathé of aeroplanes this is often the worst type 0
..I - ST ion- ' .
norsl:d?lzl':ztal noise is not only noise created‘by industrial
lns’taila’tlahsﬁ.ft includes noise caused by bUIldmlg
activities or road works. These are, hoyvever, only
témpOréry' whereas industrial installations provide
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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

For well-organized enumerations, observe the following:

1 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:

ENUMERATION WITH TOO MANY ELEMENTS

Standard procedure for indicative environmental research.

o Determine the date for carrying out the field work and the number of days needed
for the field work.

» Collect further information about the terrain to be investigated if there is
insufficient knowledge of that terrain.
» 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.

« 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.
» Have the field squad explore the terrain to see whether problems are likely to
occur during the execution of the task. If necessary, make adjustments to the task
in consultation.
» 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.

of D iniduol panes o guas
m...:_mwwﬂmhm""""'-""
ek o Unt 3pecisl WOUMBROATAG LS.

——

permanent inconvenience.

—

D - . unt of
Nhat m ires can be taken to redl_.lce the amo f
“:;:nyr}lea?:éri‘etrateis into the office? We she;llﬂdeag:vuth
. tion. glass insulation and the insulation
insulation, glass insulation and the o
wmac:\lf;?)le parts such as doors and windows, in ‘t’:\;'t &r?her
Walls can be insuléted'by--ﬂ_lllﬂg-th_g_l}q_llgw: Al
k insulation material. Another way is to attac _nc; e e
réduéihg materials to the inside wall. Thg_ most St
materials for this are listed in Appendix2.
" Glass constitutes a weak point in the facade. 30
glass' ddés not always proviqé bettgr n_aise_:inspi_a__t_io.nof
than single glass. This has to do with the freﬂtluency
the pane: double glass sometimes conveys U _el L
| vibrations from outside more s’tronglyfttt}ﬂ‘an‘.:;;f{fI1 ;:ua_‘ )
oun tion. the thickness of the (NAIVICL:
| For sound insulation, .tp_e«_ thic e e e
nanes of glass is important. Only use gla
h ;:;::s ar?irt% thick or use special soundproofing glass.

» Take groundwater samples (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.

« 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

If the enumeration threatens to become too long it is worthwhile trying to
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
l remember the information better.

ts

.3.5 Enumerate your point: i
' EE’numeration is a very useful and orderly way of pres:ntmagdlgfg ?ttention.
\ creates a break in the text which instantly att_racts the ret. e ahio:
But you will only achieve this if the enumerations are not 1o

our points? .

hen should you use enumeration fory sor
\-N When the information is important for the Teader (for. examplle,ilgngl;

to elucidate steps within a process, of to list the main conclusions).
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WELL-ORGANIZED ENUMERATION: PARTS GROUPED

Standard procedure for indicative environmental research.
1 Preparing the field work
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— Determine the date for carrying out the field work and the number of days
needed for the field work.

_ Collect further information about the terrain to be investigated if there is
insufficient knowledge of that terrain.

_ 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 1o
be examined.

— 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.

2 Execution of the field work

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

— 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 later), measuring the pH, electrical
conductivity and temperature at the same time. The samples should be sent t0
the laboratory for analysis.

3 Analysis of the observations
— 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.

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 of all incomplete ones; all |
your sentences should follow the same sentence structure.

NOT UNIFORM UNIFORM

Relevant topographic details of Bangkok
and surroundings:

» little difference in elevation

« clayey soil

Relevant topographic details of Bangkok

and surroundings:

« There is little difference in elevation in
the area.

« Clayey soil.

If 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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NOT UNIFORMLY FORMULATED

The General Intelligence and i i
e Security Service (AIVD) has been assighed the new
e gathering i i
Ef then:f r;?;orgtaéion abqut foreign countries. This task has been added because
e com a‘gr:éllé':i operation of the Law on Intelligence and Security Services
g Th;s Z (;th;a new system _of Surveillance and Protection in the .
: als with protecting people and institutions in the Netherlands

PARTS UNIFORMLY FORMULATED

The General Intelligence and i i

tasks: g Security Service (AIVD) has been assigned two new
G 3 .

) 5: :;’gfggmi;?for':tanon about foreign countries. This task has been added beca

1 Prctactg ichie sha Wtk tions 4 S T Ty Servicas '
Protecting people and institutions in the Netherlands. The AIVD has been as: o
et odaan dener il daida e AIVD has been -
this task under the new system of Surveiliance and Protection in the Netheriands
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