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Why It Matters - Again

 To a significant extent, your work evaluations, 

both formal and informal, will be based on how 

well you write. This is especially true in offices of 

inspectors general because IGs are judged on the 

basis of their written reports and communications.

 Simply put, writing well is a key component to 

your professional success.
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Objectives

 Review editing techniques

 Identify and be able to prepare various other 

types of OIG correspondences other than 

“reports”
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Professional Standards
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 OIG Written Communications are by way of “reports plus.”

 Inspections usually involves pre and post written 

communications.

 Not all inspections may result in a report.

 All OIG written communications must reflect the highest 

degree of accuracy and professionalism, therefore, 

editing/internal quality control and assurance are essential.
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Why?
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Basic Rules

 Keep it simple.

 A smooth, narrative tone is best. The 
correspondence should not be a challenge to 
read.
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How do we ensure we tell a Good Story?
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TOOLS

 Dictionary, style manual, spell-check, editing tools of 

software.

 Policies and Procedures (To ensure consistency and 

quality).

 Templates.

 Experience and distance are also helpful.

10



Set Yourself Up for Success

 Reviewing a report is a systematic and thorough process 
of evaluating the report.

 Content – Accuracy, Completeness, “Wordiness”

 Message

 Formatting 

 It takes patience and the application of a set of principles, 
consistently applied during the review process. 

 To ensure consistency and quality of report writing across staff, 
organizations should adopt policies and procedures for report 
writing. (This may include a customized style guide or the 
identification of a preferred style guide.)
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What IS a good story?

(Characteristics of a Well-Written Correspondence)

 Accurate

 Objective and Balanced

 Significant and Useful

 Timely

 Complete yet Concise

 Clear and Simple

 Persuasive
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ACCURATE
 Any inaccuracy (big or small) in any OIG 

correspondence may cast doubt on the validity of the 
whole inspection and have a damaging effect on the 
credibility of the OIG. 

 A quality assurance review, supervisory review, 
editing, and proofreading should all be designed to 
ensure that correspondences are accurate.
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OBJECTIVE AND BALANCED

 Presented in a fair and objective manner 
and contain sufficient information to give 
the reader proper perspective. 

 Do not exaggerate or personalize. 

 Tone of the report should be 
constructive. 
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SIGNIFICANT AND USEFUL

 It must clearly state the “so what?” 
question for multiple audiences (Mayor, 
City Council, Department Head, and 
general public).

 Who should read this and why?
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TIMELY

Should be issued as promptly as possible to 
make them available for timely use by 

those in positions to effect change (Mayor, 
City Council, Department management, 

other interested parties.)
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COMPLETE YET CONCISE
 The correspondence should contain sufficient 

information to facilitate the reader’s 
understanding issues and calls to action.

 However, the correspondence should also be 
as concise as possible and avoid excessive 
detail or repetition that may confuse or 
disinterest the reader.
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Conciseness

Care should be taken to achieve a 
balance between completeness 
and conciseness.

Give the reader WHAT they 
need WHEN they need it.
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Editing is a process that 
removes all those unnecessary 

words that take up large 
amounts of space but add 

nothing of any real significance 
to the meaning of a message.
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Editing is a process that
removes all those unnecessary

words that take up large 
amounts of space but add 

nothing of any real significance 
to the meaning of a message.
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CLEAR AND SIMPLE
 Reports should be written as clearly and simple as 

possible.

 Use ACTIVE voice.

 Avoid jargon or unnecessary words.

 When technical terms or abbreviations are used, they 
should be defined in the text or in a glossary of terms.

 Graphs, charts, maps, and other visual aids should be 
used to the extent they facility the readers’ interest and 
understanding.
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Organizing Information

Writing that is easy to read is hard to write.

Writing that is hard to read is easy to write.
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Organizing Information

Brainstorm messages

Identify unifying theme
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Who is the Audience?
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Audience
 Take the reader’s knowledge-level of the subject matter into 

account. Is the knowledge-level extensive or limited?

 Is the terminology/jargon familiar to the reader? If not, 
consider substituting more common language or explaining the 
terminology or jargon.

 What reading level are you writing for? Microsoft Word 
Spell Check  Options  Readability Statistics
 Grade Level

 Reading Ease

 Percent of Sentences that are passive
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Active Voice

 Where you know the doer of an action, use active voice.  For 

example, 
− “the clearance forms were destroyed by the guidance counselors” –

passive voice

− “the guidance counselors destroyed the clearance forms…” – active voice

 Where you don’t know the doer, you may use passive voice but 

it’s good to try to avoid it.  For example, 
− “The clearance forms were destroyed but we were unable to determine 

how this occurred” – passive voice

− “We could not determine how the clearance forms were destroyed” –

active voice
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Active Voice - “Avoid the Zombies”
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1. Find the verb.

2. Add “by zombies” after the verb.

3. Does the sentence make sense?

• Yes – Passive Voice 

• No – Active Voice



Active Voice - “Avoid the Zombies”
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The report was written (by zombies).

Sue wrote the report. 

Ten invoices were submitted (by zombies).

The vendor submitted ten invoices.

Policies and procedures were approved (by zombies).

Management approved the policies and procedures.



PERSUASIVE
 Reports should be written in a convincing manner.

 Conclusions and recommendations should follow 
logically from the evidence.

 Information presented should be sufficient to 
persuade the reader of the significance of the 
findings, the reasonableness of the conclusions, and 
the importance of taking action to correct any 
identified deficiencies.
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Conclusion or Summary

At times, you may wish to use a conclusion or 
summary that precedes the recommendations.  

Conclusions should be brief and summarize the 
problems in a way that leads the reader to “buy into” 
the recommendations that will follow.  Conclusions 

do not have to summarize the entire finding and 
should be written in a fashion that leads the reader to 
the actions required to correct the reported problems.
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EDITING

31

1. Edit for ORGANIZATION

3. Edit for READABILITY

4. Edit for ERRORS

5. Edit for FORMATTING

2. Edit for CONTENT



1. Edit for ORGANIZATION

 Does the document accomplish its 
objective?

 Is the message of the report clear?

 Is the organization logical?
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2. Edit for CONTENT

Red Flags:

 Opinions presented as evidence

 Interview notes presented as findings

 Unsubstantiated leaps of logic

 Inappropriate tone

 Loaded words
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3. Edit for READABILITY

 Use acronyms or abbreviated terminology if title 

appears often.

 Use word modifiers instead of phrases 
 (“a well- trained contract specialist…” versus “a contract specialist who 

was well trained…”). 

 Singular nouns take singular verbs (the panel of 

specialists “was” instead of “were”…); plural nouns 

take plural verbs  (data “were” instead of “was”). 

 Avoid mixing tenses in the same sentence (“OCP 

awards 10,000 contracts annually and negotiated with 

1000 contractors.”). 34



4. Edit for ERRORS

 Spelling and grammatical errors.  Run spell check and 

read the finding out loud to check for grammar and use of 

the correct word.

 Make certain definitions of subject-specific terminology 

is accurate and based upon a reliable source.

 Ensure that attribution is used. (There is a big difference 

between “Department staff have not made a mistake in in 

the last year,” and “Department staff stated that they have 

not made a mistake in the last year.”)
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4. Edit for ERRORS

 If using data in a table or chart, check the addition, 

subtraction, or other calculations to ensure they are 

accurate.

 If information appears in more than one place – does 

it match?
 Table to Narrative

 Finding to Summary

 Body of Report to Appendix

 Title of Finding to Table of Contents
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5. Edit for FORMATTING

 Does it look good?
 Headings (Same hierarchy = same font/style)

 Bulleted lists

 White space

 Graphics

 Tables

 Paragraph and line spacing

 Visual Continuity

Above all, is it consistent?
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ConsisteNcy
1. Complete a “Hands Off” read,

• Read for the “story” of the 

inspection.

• let inconsistencies take your attention.

• For instance, what do you notice about 

this slide?
38



KEEP IT SIMPLE
“The positive appeal of a visual object depends 

not so much upon the objective standards 
against which said object is measured, nor upon 

the image said object records upon the retina 
and optic nerve, as it does upon the cerebral 
interpretation of the image recorded by the 

organ of vision of that individual who observes 
said object.”
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KEEP IT SIMPLE
“Experience has demonstrated that 

the total aggregate or corporeal 
substances that may emanate 

transplendency, do not of necessity 
represent an embodiment of precious 

metallic element ochre.”
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KEEP IT SIMPLE

“A condition characterized by 
tardiness is more desirable than 

one that is systematically 
marked by eternal 

absenteeism.”
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Miscellaneous 
Correspondences



The purposes of OIG correspondences other than 

reports of inspection goes back to the mission of 

the OIG to:

 Promote efficiency, effectiveness, economy, 

compliance

 Prevent fraud, waste, abuse, mismanagement, 

misconduct
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Why?
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What are some other types of 

correspondences?



Basic Rules

 What are you wanting to get across?

 Who is your audience?

 What format of correspondence best fits 
what you want to communicate?

 Keep it simple.

 Tell a story.
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Characteristics of a Well-Written

Correspondence

 Accurate

 Objective and Balanced

 Significant and Useful

 Timely

 Complete yet Concise

 Clear and Simple

 Persuasive
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Conciseness

Care should be taken to achieve a 
balance between completeness 
and conciseness.

Give the reader WHAT they 
need WHEN they need it.
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CLEAR AND SIMPLE
 It should be written as clearly and simple as possible.

 Use ACTIVE voice.

 Avoid jargon or unnecessary words.

 When technical terms or abbreviations are used, they 
should be defined in the text, footnote or in a glossary of 
terms.

 Graphs, charts, maps, and other visual aids should be 
used to the extent they facility the readers’ interest and 
understanding.
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Organizing Information

Writing that is easy to read is hard to write.

Writing that is hard to read is easy to write.
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Who is the Audience?

50



Audience
 Take the reader’s knowledge-level of the subject matter into 

account. Is the knowledge-level extensive or limited?

 Is the terminology/jargon familiar to the reader? If not, 
consider substituting more common language or explaining the 
terminology or jargon.

 What reading level are you writing for? Microsoft Word 
Spell Check  Options  Readability Statistics
 Grade Level

 Reading Ease

 Percent of Sentences that are passive
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Examples
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Examples
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Examples

55



Examples
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Examples

57

Press Release



Examples
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Examples
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Examples
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Examples
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Examples
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Examples
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Examples
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Questions/

Comments


