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———— UNIT 1

Research Reports for Business
and Technical Writing

INFORMATION RELATED TO THE TEXT seousmmmneavarens

1 statistical technique ... used to evaluate the significance of the findings
the method used to calculate how far a sample can be trusted to give a reliable
picture of the broader population from which the sample was selected

2 eliminate the need for wordy transitional devices ...
Here “transitional devices” refers to words, phrases or sentences which lead
the discussion from one topic to another. The author argues that time and
space can be saved by using a heading such as “Discussion”, as this does away
with the need to say something like “Having completed the report of the find-
ings of this study, we can now turn our attention to a consideration of the con-
clusions which can be drawn from them.” In practice, however, reports often
combine both types of transitional device.

3 prewriting
This is the name the author gives to the activity of writing down all the ideas
you have on a subject before you start your research. This makes clear what
needs to be done and renders the subsequent writing of the research report
easier to begin as you approach the task with something aiready written down
that can be built upon.

INTRODUCTORY REMARKS -

A research report is usually a formal, fairly long and well-documented composition
that explores certain factual or theoretical questions and presents the results of
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one’s research.

The preparation of a research paper gives you practice in critical reading and
weighing evidence, practice that is valuable not only in college courses but in what-
ever you may do outside of and after college. Furthermore, it provides experience
in the use of documentation. Finally, you will learn a subject more thoroughly if
you have to sift evidence, organize various kinds of material, and then explain it to
others by means of written exposition.

You may find it a tough job to write research reports. In the essay the author
offers some excellent advice on how to make the task less difficult and the report
more effective.

LANGUAGE POINTS  seoescssssmsssmsss

1 encounter: meet with; come across
Examples:

— You must consider all the difficulties you will encounter in carrying out the
plan.
— It is not necessary to look up in a dictionary every new word you encounter
as the meaning will often be clear from the context.
(In technical writing single verbs are usually preferable to their corresponding
phrasal verbs. The frequent use of the latter is characteristic of informal, col-
loquial style. )
2 obstacle: thing in the way that stops progress or makes it difficult
Examples:
— A regional accent is often a serious obstacle to finding a good job and to
status mobility.
— Fear of change is the greatest single obstacle to progress.
3 on the job: at work; tending to one’s work or duty
- Examples:
— My brother received his most valuable training on the job.
— His uncle died on the job while repairing a street lamp.
4 make (great) demands on: require; call for
Examples:
— This arduous task makes great demands on my time.
— Living together may make emotional demands on each member of the fami-
ly.
5 data (pl. for datum): facts or information given from which other facts may
be worked out
Examples:
— All the data has / have been fed into the computer.
— I’'m afraid I had insufficient data to work out all the statistics you wanted.
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Note that “data” is now coming to be used as an uncountable noun, as in
“This data is very interesting.” However, many people do not like this use
of the word.

the intended reader: the reader you have in mind when writing the standard re-

search report

You use “intended” to describe the thing you are trying to achieve or person

you are trying to affect.

Examples:

— The intended target had been a military building.

— It seems likely that General Rocha was the intended victim.

intend: have as a plan or purpose; plan; mean

Examples:

— She intends to go back to work after she has had her baby.

— I had intended leaving the party before midnight but stayed rather later.

— It is intended that all new employees will receive full training.

break down into: divide into

Example:

— Chemicals in the body break down our food into useful substances.

precise: stated clearly and accurately; exact

Examples:

— The bunker’s precise location is a closely guarded secret.

— The wallet was found at the precise spot where he had left it.

— Precise details about the project are not available as yet, but we do know
that it will cost more than $ 100, 000.

underlying: forming the basis or foundation of ; essential

Examples:

— The underlying principles of our foreign policy are sound.

— Her essay is badly written, but the idea underlying it is good.

set out: begin a course of action; have (sth.) as an aim or intention

Examples:

— It is reported that the government has set out to reform the courts.

— He set out to break the record for the Channel swim.

... there should be an explanation of the significance ...:

Like passive constructions, impersonal structures do away with the necessity

for using a pronoun as subject of the verb. Without the use of these structures,

such pronouns as “I” or “we” would become repetitive and call too much atten-

tion to the author, affecting the objective tone considered suitable for this

kind of writing.

Significance: importance

Examples:

— The examples of those great people strikingly illustrate a profound psycho-
logical truth, the significance of which can scarcely be overestimated.
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— The discovery of the new drug is of great significance to people suffering
from heart diseases.

... the effect ... of fast foods on the health of the American teenager:

Fast food is hot food that is prepared and served quickly after you order it.

Such food often contains preservatives and fats that are considered by some to

be harmful to health. Nevertheless, eating out at fast food restaurants remains

popular with many American teenagers.

relevance: connection with what is being discussed or considered

Examples:

— It is now believed that Smith’s theories do not have much relevance to the
market-oriented economy.

— What you say has no relevance to the subject.

regulation: rule or restriction made by an authority

Examples:

— We have to observe a million petty regulations on the way we do business.

— It has been announced that the company’s new health and safety regulations
will come into force in the new yeay.

investigate: try to discover (sth.) by detailed study, research, etc.; find out

and examine (all the facts about sth. ) in order to obtain the truth

Examples:

— We'll investigate ways of increasing profits.

— Gas officials are investigating the cause of an explosion which badly dam-
aged a house in Hampshire.

in that: because, inasmuch as

Examples:

— I like the city, but I like the country better in that I have more friends in
the country.

— The situation is rather complicated in that we have two managing directors.

enhance: increase (good things such as value, power, or beauty)

Examples:

— The moonlight enhanced the beauty of the scene.

— The book is enhanced with illustrative photographs.

thorough: complete and careful; not superficial

Examples:

— They did a thorough search of the area but found nothing.

— They failed to give a systematic and thorough description of the language as
it is actually used.

--. grows out of some investigative tradition: ... develops from an established

field of enquiry

evaluate: assess, form an idea of the amount or value of (sth.)

Examples:

— The adaptive individual appears to be able to examine and evaluate alterna-
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tive courses of action open to him before the need for final decision.

— The market situation is difficult to evaluate.

An investigation of the relative effectiveness of various swim-strokes would have to

de-tail ...:

This reduced conditional clause can be expanded as “If we wanted to investi-

gate the relative effectiveness of various swim-strokes, we would have to de-

tail ...”

overall: complete; including everything

Examples: :

— Can you judge what the overall demand will be?

— What is the overall cost of the scheme?

duplicate: copy or repeat exactly

Examples:

— Can you duplicate this document for me?

— In this way he duplicated his former success.

tendency: way a person or a thing tends to be or behave; trend

Examples:

— She showed musical tendencies from an early age.

— He has a tendency to exaggerate.

— Prices continue to show an upward tendency.

hypothesis (pl. hypotheses):

A hypothesis is an idea which is suggested as a possible explanation for some-

thing.

Examples:

— People have proposed all sorts of hypotheses to explain why the dinosaurs
died out.

— I have a hypothesis which I should like to test.

validity: truth or soundness

Example:

— No one can question the validity of his argument.

guideline: advice (usu. from sb. in authority) on policy

Examples:

— Following the accident the government is drawing up some new guidelines
about health and safety in schools.

— Staff have been issued with new guidelines for dealing with infectious pa-
tients.

approve: accept, permit or officially agree to

Examples:

— The Medical Research Council said it could not approve the use of the new
drug.

— We have to wait months for the government to approve our plan to build a
new airport.
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emphasis: special force or stress given to sth. to show that it is particularly im-

portant

Examples:

— The course puts an emphasis on practical work.

— One side argues that the emphasis in development should be placed on
smaller-scale, more technologically primitive factories that use more people
and less capital and energy.

objection:

(1) feeling of dislike, disapproval or opposition

Examples:
— I no longer have any objection to your going to see her.
— Objections to the project will be listened to sympathetically.

(2) reason or argument against

Examples: o
— Our main objection to the plan is that it would be too expensive.
— The only objection to hiring him is that he can’t drive. ya
accuracy: precision or exactness
Examples:

— The computer can predict changes with a surprising degree of accuracy.

— Still there is need to check the accuracy of the report.

ensure: make sure; guarantee

Examples:

— But with much greater attention than is presently given to ensuring the safe-
ty of the operation, the number of such accidents can be reduced signifi-
cantly.

— If you want to ensure that you catch the planc, take a taxi.

— Britain’s negotiators had ensured that the treaty which resulted was a signif-
icant change in direction.

eliminate: remove or take away

Examples:

— They believe that eliminating competition in sports and in society as a whole
would lead to laziness and vice rather than hard work and accomplishment.

— We must make government more efficient and more effective by eliminat-
ing unnecessary layers of bureaucracy and cutting administrative cost.

take on: begin to have (a quality, form, or appearance)

Examples:

— These insects can take on the colour of their background, so that their ene-
mies can’t see them.

— As the word was repeated over and over again, it began to take on a differ-
ent meaning.

write up:

When you write up something that has been done or said, you record it on pa-
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per in a neat and complete form, usually using notes that you have made.

Examples:

— The findings were written up into a report.

— I can’t come out this evening. I want to write up the notes I took at the lec-
ture.

federal agencies: organizations of the central government of the United States

that carry out special duties and tasks

visual: concerned with or used in seeing

Examples:

— There is much praise for her designs which have a strong visual appeal.

— Visual aids can often help you understand something better than just being
told about it.

beyond: besides, in addition to

Examples:
— Beyond that, there is nothing more I can say.
— Henry had no training beyond what he learned at school. oL

mechanical accuracy: referring to proper use of such mechanics as margin, in--

dention, capitalization, italics, syllabification and punctuation

preferable: more desirable or suitable

Examples:

— Surely, a diplomatic solution is preferable to war.

— He finds country life preferable to living in the city.

sacrifice: give up (sth.) in return for sth. more important; give up or lose,

esp. for some purpose or belief

Examples:

— It should be noticed that many women sacrifice interesting careers for their
family.

— One should be prepared to sacrifice his immediate needs to the long-term
goal.

— He sacrificed himself and so saved his country.

live with: learn to accept (sth. unpleasant)

Examples:

— I don’t like the winter, but we have to live with it, don’t we?

— You must live with the fact that you’re no longer as active as you were.

a positive attitude:

If you have a positive attitude towards something you consider it to be impor-

tant and worthwhile. The author feels that such a constructive approach to

presenting research results helps to produce better reports.
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The Beginning of A Carcer

INFORMATION RELATED TO THE TEXT sesmsmsmcsssonssssan

College Vacations

Apart from a variety of one-day public holidays, most colleges in America give
their students a vacation for a few weeks at Christmas, a spring vacation for a
week at the end of March, and a vacation lasting for two to three months in the
summer. Students tend to spend these different vacations in different ways. Typi-
cally the short spring vacation is treated as a time for relaxation and letting off
steam. Many students from the northern states, for example, head south for the
week to states like Florida in search of the sun and fun, often travelling together in
a small group that shares a car and hotel rooms. But over the long summer vaca-
tion most students take jobs to help support themselves.

Most of the vacation jobs that American students take are fairly unskilled and
require little or no training, such as washing dishes or stacking shelves in a super-
market. Some students travel in search of work to places where the demand for la-
bor is greater during the summer months, such as holiday resorts where they may
well end up doing the same sort of hotel restaurant work as Sylvia Plath. Others
are able to find work that enables them to live at home during the summer, per-
haps relying on family connections to get temporary jobs in the business where
their relatives work.

LANGUAGE POINTS
1 forward: send forward or pass on (letters, parcels, etc.) to a new address;
send

Examples:
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— When we moved house, we asked the people who took our old house to for-
ward all our post to our new address.
— We are forwarding you a list of the store’s latest men’s clothing, together
with prices.
insane: mad; mentally ill; extremely foolish or unreasonable
Examples:
— For the last ten years of her life Sarah was clinically insane.
— I don’t know what made Jane marry him — she must have been totally in-
sane.
Anyhow, psychologically, the moment couldn’t have been better:
Anyhow, your telegram came just at the right time to prevent me from feeling
bad about sleeplessness, tiring work, and want of money.
to top it off: (usu. introducing sth. undesirable) in addition to everything else
Examples:
— Zilla was overcome with grief. Her husband divorced her; then, to top it
off, she was dismissed from her job.
— Waiter, this restaurant is dreadful! The food is tasteless, it takes ages to
get served and now, to top it off, you try to overcharge us!
silver: spoons, forks, dishes, etc., for the table, made of silver or a metal
like it
Example:
— Burglars broke into the house and stole all our silver.
So, tips will no doubt ... less interesting:
As I am going to serve executives of the hotel in the “side hall” rather than
guests in the main dining room, I will get far less tips and have to wait on the
same (and therefore less interesting) people.
one of twe prize stories:
It would be more grammatical to say “one of the two prize stories”.
frankly:
(1) to tell the truth; speaking honestly
Examples:
— Frankly, I'm not very interested in your proposal.
— Quite frankly, I think that suggéstion is utterly ridiculous!
(2) in a frank manner
Examples:
— You can speak frankly to us.
— Tell me frankly what’s wrong.
Mother can keep her intersession money ... :
(Now that I have won the prize of $500,) Mother can have the money she set
aside to last me through the college vacation ...
At least I get a winter coat ...:
It would be more grammatical to say “At least I can get a winter coat ...”.
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Me! Of all people!:
Isn’t it surprising that I, rather than somebody else, should have been chosen
as a prize winner!
of all people: surprisingly; out of all the people who might be expected to be
present, to be able to help, to be suitable, etc.
Examples:
— To see George, of all people, in the Belmont Hotel!
— Of all people, the unsociable Mr. Wescott was appointed as public-relations
officer of the firm.
look up: improve or get better, esp. after being bad
Examples:
— The worst is over now, and things are beginning to look up.
— If trade looks up we may be able to have the shop painted next year.
.. even if my feet kill me after this first week ... :
This is a figurative way of saying “... even if my feet get too tired to move af-
ter the first week of work ...”.
companion: a person you spend a lot of time with either because you are
friends or because you are travelling together
Examples:
— Liz had been his constant companion for the last five years of his life.
— I asked my travelling companion what he thought of the situation in the
Balkans.
stuck in: unable to escape from (a disadvantageous position)
Example:
— She hates being stuck in her boring job, but can’t find another.
ratio: the amount or proportion of one thing compared to another
Examples:
— Mix sand and cement in the ratio of two to one.
— There is a ratio of three men to one woman in this factory.
drinking: using alcohol, esp. too much
gracious:
(1) (of persons and behavior) kind; polite and pleasant (esp. to sb. who is so-
cially inferior)
Examples:
— How could you be so rude when they were gracious enough to ask us to
dinner?
— It was gracious of him to make the offer.
— The princess always has a gracious smile for everyone she meets.
(2) marked by luxury, elegance and leisure
Examples:
— Fred drove through the gracious suburbs with the swimming pools and
tennis courts.



