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Write a report for future work
BikE, RER

Introduction | o

ViR, leitra

To get a good job is not a piece of cake at all (T, A& % ) . As you will learn soon,
there are many things involved in job hunting (# T{E) . Among them, your ability in report
writing ( 5384 8E4 ) is surely an important one. On the other hand, it is also true that there
are reports and reports, and we can't expect to learn them all (REHBZF, T E&HERE) . Ina
situation like this, a more sensible way is to choose commercial reports as a starting point ( &£
Bk NS, SSAREHEEX).

KEBEITTHBTN “FHRER” (miniparts) HEY, FERNBRR: 46 “RESH, THEFR” ME
M, BiRE. EOX. GLEE. NEE. FRE. 25 IFER.
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P~/ Report writing 53k \SZ sign translation ##5&
(R®0- Quick reading E X \Wy, Writing task %51k
\E\W Correcting & translating %4%4& \\E),f: Answers to questions XE R

V\PVL; Phrase tips %142i&

&)

n Report writing A
| p
B £ |

Basic knowledge for report writing
Jo o] B 3F R 47

1 Two types of report &N

Generally speaking, there are two types of reports: formal ones and informal ones ( IE
R E5IEFRIRE ) . Formal reports are usually for big projects that need good research ( &
ZIEFEIATNE ) . A formal report follows a definite format ( EE4# 3 ) and consists of the
following three parts:

a. Pretext M HXA

b. Body text IF3X3CA

c. Post-text XEXA
2 Similar body part EXXJL#R

Each of the above parts consists of more things than we can discuss here. A better
way to organize our discussion is to choose something that is shared by formal reports
and informal reports. And this is the body text of a report. This part not only describes
methods and procedures used in a report ( FTA77A 5% ) , but also includes results and
conclusions ( FTBZER 5% ) . Moreover, it also gives you space to make suggestions as
well ( BEZ(8, 242 ) . Based on this understanding, primary elements in the body
text can be summarized as follows ( R & T EHHRAE ) :

a. Introduction 3|

b. Analysis and discussion 4 #riit

¢. Results and conclusions 512

d. Suggestions Eil

' Part of this section is based on the reports entry ( #4334 ) in The Business Writer's Handbook by G. J.

Alred, C. T. Brusaw & W. E. Oliu (Boston: Bedford/St. Marin’s, 2006).
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3 Detailed knowledge F&Rikik

Concerning the body text, we will say more about each of these four parts so that you

can start your report writing in a comfortable way.

a. The introduction part states the purpose and scope of your report ( R4 B 558
El ) . You may begin it with these lines: This report discusses...the issue of... ( &Kk
H9i8 -8B ) , The purpose of this report is to... ( KIREMEHZ - )

b. The discussion and analysis section gives more details of your work (SCIRTEHT ) .
To make your statements more convincing and persuasive ( RIL S5, Hiik
71) , you may use tables and figures to show important points in your report ( I5
HE®R, NMBES) . These lines are useful to catch your readers’ attention: Some
important things we found in our survey are... ( KIMMNEEZENRTEH - ) ., To know
more about it, we did a survey... ( AT #H—37 @iER, T T B ) and As is
shown by the table below, we may... ( tIFRFBPRB=, AT )

c. The conclusion section is a place to report your results and findings. Common
phrases used at the beginning of this part are: All in all, ... ( 2&fmE, - ), In
sum, ... (BRmE=z, ) , Based on what has been said above, some conclusions
we can make are... (T FRER, HANFHNERZE )

d. The suggestion section states your good ideas for others to follow. You can start
this part by saying: / suggest that we improve our product quality by... ( Bi &L
K= @EE ) or It is suggested that better services should be provided... ( iR
KBRS )

QO

Quick reading
Ik d

Two articles are given below. One is a summary report by an experienced writer ( 51k
%3 ), while the other is an informal report by a green hand ( 51£#F ) . We believe that
a quick reading of them will make your work easier and more interesting.

Minireports

W EEs “RE”
Where there is a company, there will be reports (EATMESERE ). As a
future employee in a global company ( EfR NSRRI ), report writing

is a skill you should have. Informal reports are what you will meet quite

often in your work. Informal reports have a wide coverage ({FRSERE/ =) -




Happy English Writing

RFFBESE

Progress reports (#E#RE ), activity reports (;EEIIRE ), trip reports ( HER
&), trouble reports (ZFE#IRsE ) , letters sent outside your company ( SMNEEH) ,
memos ( &% ) or e-mails sent to your boss, colleagues and clients ( &iXEF].
BEE. EFNHEFB{4 ) all belong to this type of reports.

A progress report offers information concerning a research project, its
status, working schedule, budget, and so on (#RIE, #BIRK, Tk, 2&%M
") .

An activity report is about the progress of an ongoing project ( ZEWIHE ) .
This report is written around a familiar project and submitted quite often
so it is more informal than a progress report (E2H /ZINME, ZXIEX, EHE
fE).

A trip report is a record of a business trip and its results (HZEIExS
HROK) -

A trouble report has to do with bad things, and it wusually provides
information concerning an analysis of accidents, equipment or health
problems ( FHCIR, REWE, BREOA) .

Coming to this point, we are sure that you know what informal reports
are. ‘If you want to be a qualified employee (4RI ), you need to write
numerous reports. You can start your trip of report writing by first reading

a business report by a student writer like you.

A plan for starting net an Internet business
ML 7R
By Eva

1 Introduction

1. Qur aim

We want to be one of the met—providers Internet business
providers ( AR ) to students of our university.

2. Our service

We are going to establish our site on the campus network (#
M ), where the students can see the pictures of most of the
goods (@& ) and their prices. They can order things by sending
us the order form via email or text (MIEREELREITE) . The
goods will be delivered directly to their doors in Yess fewer

than 6 hours. The average price will be lower than other stores
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on campus.

2 Analysis and discussion
1. Market survey
There are over 10,000 students in our university, which
enjoys the best network environment in China, and all the
students can use the campus net in their dorms. This forms
a large potential market on—the;;et. To know more about our
potential customers, we did a questionnaire investigation ({7 (9]
BREE, TREEME) .
2. Questionnaire survey
A questionnaire form was made, which 4meludes included the
following questions for students to answer:
a. Is there a computer in your room?
b. How often do you surf on the Internet?
c. How do you select a store? Please choose one from the
following three:
i Low prices
ii. Convenience (such as close location) (#IB{IE )
iii. Others reasons
d. If we establish a campus Internet business, wii¥ would
you buy things there?
e. If you do did, what wii¥ would you buy?
f. What way of paying would you like most?
I By cash only after seeing the goods
ii. By Credit Card or third-party payment such as
PayPal or Alipay (B=AXMERX, W “NE" F “XfM
£ )
iii. Through your account (M) in our company
3. Data analysis
Twenty students took part in the questionnaire survey. The
results of—the—survey are reported as follows:
a. The percentage ( B4tk ) of computers in the dorms is 100%.
b. 98% of the students asked investigated surf on the net at

least once every day.
c. About 67% of the students choose stores according to

i+ts their location. About 21% say that they wiiE* would
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go to another store if they know that the price is more

expensive here.

d. 100% of the students will buy articles of everyday use.
60% will buy foods, such as instant noodles, and 46% of
them want to buy stationery items, such as papers and
polebooks . ‘Sums studenbe. faygest ue ko Baovils Baye Do Iy
goods when we introduce this net shopping service.

e. All of the students choose the first way of paying. About

60% say that they wii¥ would consider start opening an

account ( FFIZM ) in the company if they feel
of—the—company is reliable and satisfactory.

3 Conclusions

the service

we can see that almost all the

_______________________________________________ -

1
students whose dormitories are connected to the campus net have

2 and 4,

frequent contact with the net. As a generation that is easy to!

accept new things, they have no difficulty imaccede—to—accessing),

This situation offers a

the new way of purchase purchasing.

favorable background for net sales on campus.
Some 67% of the students pay more attention to convenience,

which 4s mostly referred refers to the store’s location. This

can explain why stores near students’ living areas sell so well

even when their prices are much higher than the average of the

market. To take a kind of instant noodles, Tongyi 100, as an

example, the unit price in the store nearby No. 8 Dormitory

is RMB 1.9, whereas in the School Supermarket, it is RMB 1.7.

However, since mo—ome—tikes students do not like to go too far

for just a package of instant noodles, they have to pay 11.76%

more for every one they buy. Thus, if we set our average price

at 5% higher than the School Supermarket and offer delivery
service, it will be very attractive to students.
4 Suggestions

Based on the above discussion, we believe that if we start a
net-business like this, we eam could make a profit. Here are our
suggestions for starting a business like this:

1. We should set our sales on everyday necessities,

convenient food and stationery ({HEHMHEEKXR) .

#tiF: Suggest
A ] Tadvise,

VST S 3
“EE+FRE
T R
VASkthat3] 5 #9
OEEY S
ik, KW
F kK B A

1) fesuggest
¥ Hadvise;

2) BRREXK
541/;&.43: They
suggest that we
should provide
more daily goods.

#tiE: Change
to letters. The
questions

above are not

numbered but
marked with

!Jcﬂmrs,such as

a) (HeF41h
HOF A RIE
FH, AR Fe
L@y ARz s
ERF-K) .
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2. Before we set up our fame and faith, we will have to
collect money by everyday trade we make (R HEZES5BEEL) -

3. The prospect for establishing accounts for our consumers

is very optimistic (Bi=+49FM) .

Professor’s comments and suggestions

It's a nice project, small but attractive. Below are some questions | would like you to think about

before you really want to start this business:

1. How about the cost of your employees ( @ T T # ) ? If you take their payment into
account, can you still make money by your net service?

2. How about the diversity of your service ( [R55HIZ Tt ) ? If you include a book store
service in your project, you'll have a bigger market.

3. In your title use “Internet” and not “net”, as it is possible for readers to think you are talking
about some kind of net. The general rule is to be careful about using slang abbreviations,
especially in a business report ( #3I2EBWVIRET, FARBERERT IR, &%
=) .

4. One difficulty in English is the so-called conditional mood ( E#iE= ) . This means that
situations marked by “if” must use would rather than will, or could rather than will. Look in
your report above and you will see these usages ( 1A% ) .

5. Also, near the end of the conclusions section, you use the pronoun “no one”, which is
singular ( 223 ) . Later in a sentence, you must use “his or her” instead of ‘their”. The

altemative ( &#{E;% ) is to change “no one” to “no students”, and then you can use ‘their”.
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Correcting & translating
% 43 A

TBEEHREY, BRAHWPART . ATINERZMNNSERAD), BAVERTRMES, H#E
FANFIKEK, RERLBESIEERMMFIAS,

1 FE%Y: TENGF, ESBEBIBEE, Betl.

a. Research originated the human being’s curiosity ( ¥3(» ) , so doing research may

be a kind of instinct ( —FhZABE ) .

b. These are methods for improve your English.

c. Doing research on your field can help you enrich your knowledge ( FZ41iR ) .

d. There was a small factory in city which was hired 40 to 50 workers.

e. Atthe moment, | was thought it the high salary ( &% ) , then | decided to stay.

f. Plan of net sales ( TT1%iR & H94R )

g. As a generation that is easy to accept new things, they have no difficulty in accede

to the new way of purchase.

h. They always think more thoughtful than others, in other words, they always spend

more time on doing more research than others.



