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Introduction 

At som e tim e o r othe r mos t o f u s fin d ourselve s face d wit h th e 
task o f makin g a  submissio n eve n i f i t i s onl y a t a n intervie w 
or a  meetin g attended . Submission s o f thes e kind s wil l 
usually b e a  shor t an d straightforwar d accoun t callin g fo r n o 
more tha n a n orderl y arrangemen t o f relevan t fact s whic h 
should b e clearl y presented . Thes e submission s lik e thos e 
at meeting s o f club s an d societie s an d i n business , generall y 
on matter s o f routine , ar e ofte n mad e orally . 

But i n business , whethe r o f governmen t o r th e privat e sector , 
the submissio n ma y involv e length y investigatio n an d researc h 
and the n assum e th e proportion s o f a  smal l book . Bu t 
whatever th e natur e o f th e submission , th e objec t i s alway s 
the same : t o presen t i n adequat e for m relevan t factua l 
information, an d sometime s conclusion s an d recommendations , 
as a  guid e t o actio n t o b e taken . Th e for m take n b y the sub -
mission wil l var y wit h it s lengt h an d subject-matter , bu t 
there ar e certai n genera l principle s commo n i n thi s for m o f 
communication. 

Types o f submission s 

Written report s fal l int o tw o c lasses ; routin e an d special . 
Many submission s fo r day-to-da y busines s ar e routin e an d 
deal wit h matter s tha t periodicall y occu r e .g . report s o f a 
departmental hea d o n th e wor k o f hi s departmen t ove r a 
period o f time . Presentatio n o f thes e submission s create s 
no specia l problem . Man y routin e submission s ar e i n fac t 
made o n pre-designe d form s whic h simplif y th e wor k o f 
preparing an d presentin g them . 

Special Submission s ar e different . The y ar e no t submitte d 
as a  matte r o f genera l practic e bu t ar e onc e onl y a d ho c 
reports calle d fo r t o provid e informatio n o n matters o f par t i -
cular interes t an d concern . The y cove r ever y conceivabl e 
situation i n whic h thos e askin g fo r th e submissio n ar e 
interested an d o n whic h informatio n i s sought . The y rang e 
from report s tha t ar e n o more tha n replie s t o request s fo r 
information neede d t o brin g a  manage r up-to-dat e wit h 
development t o thos e whic h involv e prolonge d investigatio n 
undertaken fo r th e purpos e o f helpin g t o shap e policy . 
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They ma y a r i s e fro m routin e submission , wher e a  situatio n 
revea led b y tha t submissio n cal l s fo r specia l act ion . The y 
may b e i n summar y for m an d consis t o f a  singl e shee t o r the y 
may b e detai le d an d exten d ove r man y pages . The y ma y b e 
made b y individua l member s o f staf f o r b y a  grou p o r b y 
spec i a l i s t s . The y ma y b e mad e b y committee s speciall y 
appointed t o invest igat e i s sue s o f wide-rangin g significance . 
Many governmen t r e p o r t s a r e o f th e las t name d typ e an d 
sometimes exten d t o hundred s o f page s bu t eve n so , th e 
genera l p r inc ip le s underlyin g the i r compilatio n a r e th e sam e 
as thos e o f othe r specia l r e p o r t s . 

Note Fo r submission s b y committee s th e styl e o f presenta t io n 
will usual l y cal l fo r th e replacemen t o f th e f i rs t pe rso n 'I'  o r 
'We' b y th e pe r sona l thir d -  "th e Council " o r "th e Committee " 
They shoul d b e signe d b y al l th e members . Th e Chairma n 
signing f i r s t , th e S e c r e t a r y las t an d th e remainin g member s 
in alphabetica l o rde r o f names . 

P repa ra t i on 

The f irs t ste p i n p repa r in g a  submissio n o f an y kin d i s t o 
make sur e yo u kno w exactl y wha t i s wante d -  i n othe r word s 
you mus t b e c l ea r abou t you r Te rm s o f Reference . 

A breakdow n o n th e followin g l ine s i s helpfu l a t th e p r e p a r a t -
ory s tage : 

1. Wha t a r e you r t e rm s o f r e fe rence ? Wh y i s th e submissio n 
n e c e s s a r y ? 

2 . Wh o a r e th e potentia l r e a d e r s ? 
3 . Wha t i s t he i r background ? 
4 . Wha t d o the y kno w o f th e subject ? 
5 . Wha t a r e you r sou rce s o f information ? 
6 . Identif y thos e source s whic h yo u propos e t o u s e . 
7 . Ho w wil l th e submissio n affec t r e a d e r s ? 
8 . I s i t confidentia l o r r e s t r i c t e d i n c i rculat ion ? 
9 . Wha t consequence s ma y th e r epo r t have ? 

10. Wha t financia l a spec t s a r e involved ? 

S o u r c e s o f Informatio n 

Collecting an d assemblin g re levan t informatio n i s th e 
foundation o f al l goo d r e p o r t - w r i t i n g . Informatio n upo n 
which on e ca n dra w whe n writ in g a  r epo r t i s o f 3  k inds : 

1. tha t whic h i s r eco rde d e . g . books , a r t i c l e s , journal s 
documents, file s o f cor respondenc e an d s o on . 

2 . tha t whic h i s invest igate d e . g . throug h ques t ionnai re s 
in te rv iews an d conversa t ion s wit h pe r son s wh o hav e 
exper t knowledg e o r f i rs t -han d expe r i ence . Thes e woul d 
include managers ,employees , spec i a l i s t s , an d an y o ther s 
whose exper ienc e an d opinion s hav e re levanc e t o th e 
r e p o r t . 

3 . tha t whic h i s d i rec t i . e . throug h persona l observa t ion , 
t e s t s an d exper iments . 
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Some submission s ma y b e s o shor t tha t th e p r o c e s s e s o f 
collecting an d organizin g th e dat a an d wri t in g th e r e po r t ca n 
be performe d a s a  singl e operat io n bu t a t th e othe r extrem e 
there i s th e length y r epo r t extendin g t o man y page s tha t ma y 
involve spendin g a  lon g tim e i n collectin g f ac t s , groupin g an d 
in te rpre t ing the m befor e th e w r i t e r ca n si t dow n t o w r i t e . 

Organizing th e Mate r ia l 

Once th e mater ia l i s col lected , th e nex t ste p i s t o collat e i t . 
Two p rocedu re s a r e involved : 

1. t o br in g togethe r r e l a t e d fact s an d idea s an d grou p the m 
into sect ion s unde r definit e head ings . 

2 . t o a r r a n g e th e sectio n i n th e o r d e r i n whic h i t i s suppose d 
to b e p r e s e n t e d . 

Once collatio n i s complete d i t i s eas y t o vie w th e situatio n a s 
a whol e an d a s s e s s th e valu e o f i t s componen t e lements . Thi s 
may revea l tha t som e o f th e informatio n include d i s un -
n e c e s s a r y an d tha t o the r informatio n i s inadequat e an d need s 
to b e r e in fo rced . 

Forms o f P resen ta t io n 

Le t t e r for m Shor t submission s ma y b e i n th e for m o f a  l e t te r 
add re s sed t o th e person(s ) a t whos e reques t o r o n whos e 
ins t ruc t ions th e r epo r t i s made . Th e mechanica l s t ruc tu r e 
will no t diffe r fro m tha t o f th e o rd ina r y bus ines s l e t t e r bu t 
the subjec t headin g mus t b e include d abov e th e bod y o f l e t t e r . 

Subject mat te r wil l b e a r r ange d i n th e followin g o r d e r : 

1. a  r e f e renc e t o th e r eques t fro m th e r e po r t 
2 . th e method s o f investigatio n use d 
3 . th e w r i t e r ' s finding s 
4-. th e conclusion s draw n 
5 . th e recommendation s made , i f thes e ha d bee n reques te d 

In th e openin g pa rag rap h brie f mentio n wil l b e mad e o f th e te rm s 
of r e f e r e n c e , followe d b y th e forma l statemen t tha t th e submiss -
ion i s bein g made . The n wil l com e a  statemen t o f th e source s 
consulted th e enqui r ie s mad e an d an y othe r method s use d t o 
a sce r t a in th e f a c t s . Thes e wil l b e a r r ange d i n o r d e r followe d 
by a  statemen t o f th e conclusion s d r awn . Shoul d th e te rm s o f 
r e f e r ence cal l fo r recommendat ions , thes e wil l conclud e th e 
r e p o r t . 

Tabula r for m I f a  submissio n i s length y a  schemati c a r r a n g e -
ment i n whic h mater ia l i s c lassif ie d an d groupe d unde r head -
ings an d sub-heading s simplifie s th e r e a d e r s ' t a s k wh o ca n 
see a t a  glanc e wha t th e differen t sect ion s a r e about , p a s s 
quickly ove r thos e tha t d o no t concer n hi m an d concentra t e o n 
those whic h do . Capi ta l s , numera l s , l e t t e r ing , underscor in g 
a r e al l employe d a s device s fo r p resen t in g differen t item s 
with varyin g deg ree s o f emphas is . 
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P a r a g r a p h for m Fo r ve r y lon g submiss ions , i t i s sometime s 
better t o follo w th e simpl e arrangemen t o f pa rag raph s 
grouped unde r sectio n headings . 

Writing th e submissio n 

Skill i n wri t in g mean s abilit y t o p re sen t subjec t mat te r 
c l ea r ly an d i n a n in teres t in g manner . I n writ in g o f 
submissions accurac y i s paramount . 

A wel l wri t te n submissio n mus t hav e th e followin g qua l i t i es : 

1. Completenes s I t mus t b e complete . Everythin g mus t b e 
invest igated whic h fall s unde r th e te rm s o f r e f e r e n c e . 
Fac t s mus t b e carefull y col lected , in te rpre te d honestl y 
and th e w r i t e r mus t dist inguis h betwee n fact s an d 
opinions. Whethe r th e finding s a r e favourabl e o r 
o therwise th e evidenc e o f whic h conclusion s a r e mad e 
must b e bot h adequat e an d r e l i a b l e . 

2 . Clar i t y Clea r writ in g i s th e produc t o f c l ea r thinking . 
A submissio n wil l hav e c la r i t y onl y i f fact s an d idea s a r e 
p resen ted i n a n o rde r l y manner . Th e languag e i n whic h 
it i s wri t te n mus t b e grammaticall y flawless  bu t easi l y 
unders tood . I f i t i s bein g wri t te n fo r a  special ize d fiel d 
the re ' shoul d b e n o objectio n t o usin g tha t r e g i s t e r o f 
language. 

3 . Concisenes s cons i s t s i n usin g a s fe w word s a s possibl e 
to e x p r e s s wha t ha s t o b e sa id . Th e essen t ia l poin t i s 
economy i n th e us e o f w o r d s . I n othe r word s bombas t 
hackneyed express ion s an d circumlocatio n shoul d b e 
avoided. 

4 . Readabil i t y I t mus t b e r e a d a b l e . Nothin g wri t te n wil l 
get a l t e re d i f i t i s pedes t r i an . I t i s no t enoug h fo r 
presenta t ion t o b e c l e a r , i t mus t b e a t t rac t iv e -  i n a 
form an d i n t e rm s tha t captur e at tent ion . N o wri t te n 
submission i s o f an y us e un les s i t i s a t leas t a t t rac t iv e 
enough t o ge t a  r ead ing . 

Checking th e submissio n 

Having wri t te n th e submission , i t shoul d b e checke d careful ly . 
The wr i t e r ( s ) mus t mak e su r e tha t th e informatio n i s factuall y 
unas sa i l ab l e , appropr ia te l y groupe d an d logicall y a r r a n g e d . 
Spel l ing , g rammar , an d punctuatio n a r e a r e a s fo r considerat ion , 
In th e p r o c e s s o f checkin g th e wr i t e r ( s ) shoul d empathiz e wit h 
the r e a d e r t o v isual iz e th e impac t o f th e submission . 

The component s o f a  forma l submissio n 

1. Th e c o v e r . Wher e submissio n wil l b e handle d a  numbe r o f 
t imes a  dist inct iv e an d protec t iv e cove r i s needed . 
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2 . Tit l e page . Thi s show s th e t i t l e , th e nam e o f th e perso n 
p repar ing th e submission , th e nam e an d nea r l y alway s 
the positio n o f th e pe rso n t o who m i t i s a d d r e s s e d , a 
r e fe rence numbe r o r code , an d th e dat e o f completion . 

3 . A  summar y of  th e con ten t s , itemizin g th e sect ion s o f th e 
submission, wit h th e pag e r e f e r ence s t o th e r i gh t . An y 
appendices wil l b e identifie d i n a  s imila r way . 

4 . A n int roduct ion , p resent in g th e topi c deal t wit h o r th e 
problem inves t iga ted . 

5 . Th e mai n bod y o f th e submission , present in g dat a an d 
d iscuss ing i t ,wi t h i l lus t ra t iv e ma te r i a l . 

6 . Conclus ions , evaluatin g th e da ta . 
7 . Recommendations . 
8 . Appendices , supplyin g supplementar y ma te r i a l , table s an d 

c h a r t s . Th e pag e sequenc e i n whic h item s occu r i n th e 
main r e p o r t shoul d b e maintaine d throughou t al l appendice s 
and c h a r t s . 

Submission Chec k L i s t 

Pu rpose 

Is th e purpos e o f th e submissio n mad e c l e a r , mor e pa r t i cu l -
a r ly a s show n i n th e t i t l e , introductio n an d summary ? 

Information 

Does th e submissio n giv e al l th e informatio n requ i re d b y th e 
t e rms o f re fe rence ? 

Does i t mee t th e need s o f th e r e a d e r ? 
What quest ion s a r e l ikel y t o a r i s e i n h i s mind ? 
Which o f thes e ha s th e r e p o r t anticipated ? 
Has an y i r r e l evan t informatio n bee n included ? 
Is th e technica l leve l o f th e informatio n appropr ia te ? 

Introduction 

Does th e introductio n explai n th e scop e o f th e submission ? 
Does i t defin e i t s l imits ? 

Accuracy 

Are al l th e statement s accura te ? T o wha t degree ? 
Have sou rce s an d authenticatio n bee n provided ? 
Are t h e r e an y poss ib l e ambiguities ? 

S t r u c t u r e 

Is th e subjec t a r r ange d i n th e appropr ia t e logica l sequence ? 
Is th e sentenc e s t ruc tu r e c l ea r ? 
Are th e p a r a g r a p h s o f reasonab l e lengt h i n re la t io n t o th e 

length o f th e r epo r t ? 
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Does th e paragraphin g reflec t th e developmen t o f th e infor m 
ation an d ideas ? 

Has th e righ t balanc e bee n struc k betwee n th e variou s part s 
of th e report ? 

How appropriat e ar e they ? 
What referenc e t o the m i s mad e i n th e bod y o f th e report ? 
Are al l th e mai n point s clearl y made ? 

Style 
Is th e repor t fre e fro m pompou s phrase s an d cliches ? 
Is th e approac h positiv e rathe r tha n negative ? 
Does i t hol d th e interes t o f th e write r himsel f throughou t 

his re-readin g o f it ? 

Display 

Is ther e reasonabl e econom y o f pape r an d expression ? 
Are conclusion s an d recommendation s arrange d neatl y 

and clearly ? 
Are th e variou s section s summarize d sufficientl y fo r th e 

reader? 
Are th e heading s an d sub-headin g s right ? 
Have visua l aid s bee n introduce d wher e appropriate ? 

Language 

Is th e repor t fre e fro m grammatica l e r rors ? 
Is th e vocabular y to o abstract ? 
Are an y meaningles s phrase s introduced ? 
Is th e pac e th e righ t one ? To o fast ? To o slow ? 
Is th e repor t tryin g t o accomplis h to o much ? 
Is th e ton e adopte d toward s th e reade r th e righ t one ? 

Illustrative matte r 

Does eac h diagra m conve y it s meanin g clearly ? 
How wel l i s th e associatio n betwee n tex t an d illustratio n 

established? 
Do the illustration s giv e th e essentia l minimu m o f 

explanatory wording ? 
Are th e table s use d mentione d i n th e tex t o f th e report ? 

The effec t 

Is th e surve y o f th e subjec t matte r concise ? 
Has th e purpos e bee n achieved ? 
Can on e describ e i n som e detai l ho w i t ha s bee n achieved ? 
Has th e draf t bee n thoroughl y edited ? 
Is th e write r reasonabl y satisfie d wit h th e report ? 

11.6 


	Submissions to Committees
	Introduction
	Types of Submissions
	Preparation
	Sources of Information
	Organizing the Material
	Forms of Presentation
	Writing the Submission
	Checking the Submission
	The Components of a Formal Submission
	Submission Check List




