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Keep it simple - Write the same way that you would talk to a young but intelligent 
grandchild. You need to tell a story that is interesting enough to capture attention and 
simple enough to be understandable. Begin by stating why you are involved in telling this 
story and describe the characters who are involved. Use language that is easily understood 
and stay away from words that others might not know. Imagine that you are writing a story 
that will be found by historians hundreds of years from now. Would they be able to read it 
and not only know what you were talking about but also enjoy it? Sometimes, if I am stuck 
on a phrase or sentence, I will talk out loud. I begin with "What do I want to say?" and then 
answer as though I was asked the question by someone else. Then I write down my answer 
word-for-word. You see, the world is your audience - not just a judge, or a client, or a 
newspaper subscriber. You should be writing so that anyone could pick up your work and 
totally understand what they are reading. 

The journalistic approach - Have you ever heard of who, what, when, where and why? 
That is the way that journalists are usually trained to write their stories. You do not need to 
introduce the type of media sensationalism that is designed to capture the attention of a 
reader or listener, but you do need to have enough details so that the reader isn't left with 
too many questions because of missing information. Think about driving throughout North 
America on a family holiday. You will likely benefit greatly from having a map and watching 
for signs along the highway. A good introduction will be the map for your reader. It will help 
the person to know where they are going and what places they will pass along the way. 
Headings or divisions with numbering or bullets throughout the report are the highway signs 
that help your reader to know where they are as they travel. Make it easy for the person 
who has decided to travel with you by breaking up the journey with interesting stops along 
the way! 

Read aloud to yourself - When you have completely finished the work read it to yourself 
out loud. Use a slow and steady voice but always have an analytical ear. If someone was 
reading this report to you, would you understand what was being said? Are things organized 
in appropriate groups? Do you remember the lyrics to the Sesame Street song that asked 
"One of these things is not like the others? Which one is it? Do you know?" Challenge 
yourself to ensure that you have things that belong together in the same section. 
Remember, think like a child - with simplicity! 

Writing, whether it is in the form of fiction, newspaper articles, love letters or formal 
professional reports allows you to express yourself and relay your knowledge to others. It 
will be most welcome, however, if the words that you use tell an interesting story that the 
reader can understand and enjoy. 

And so, it is time for you to begin. Why don't you start thinking in the most widely accepted 
format for storytelling? Once upon a time.... 

 


