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Unit One

RESEARCH REPORTS FOR BUSINESS AND
TECHNICAL WRITING

Understanding New Words From Context Or Word Part Clues
Directions: Read the following sentences carefully and then choose the one word or
phrase below each sentence that has the same meaning as the italicized
word or phrase.A The italicized words and phrases are to appear in the text
of this unit.
1. Obviously these are all factors affecting smooth operation, but the underlying
problem i still to be identified. T B
a. operational \ " b. fundamental -
c. operating . d. ‘undgrneath
2. If you can convince the interviewer of ydui special qualiﬂcations, your chance of
" being accepted will be greatly enhanced. :
a. appreciated | b. encoufaged
c. frustrated d. increased ,
3. Initially his book did not receive much attention, but two weeks after the critic’s
review ai)peared in the newspapers, it climbed éo the best sellers’ list.

a. At first b. First of all
c. At first sight d. From the first
4. Growing economic problems‘were highlighted by a slowdown in oil output.
a. accounted for b. worked out
c. made prominent d. taken for granted

5. Names, ages, and other data about the class are written in the teacher’s note-
book.

a. birthdays b. facts
c. birthplaces d. columns
6. The committee reported its findings after a thorough investigation.
a. things that are found b. decisions
c. results of an enquiry ' d. files

7. Shortly after she was given the injection, her complexion took on colour and her
- limbs became warm.
a. began to have b. brought back



¢. resulted in d. added to

8. The critic’s assessment of the book is that it is beautifully written.
a. comprehension b. recommendation
c. admiration d. judgment

9. The foreign minister would reveal nothing about his recent tour of the Middie
East beyond what had already been announced at the press conference.

a. asfor b. in addition to
c. along with , d. in relation to
16. Mr. Dane went through his daughter s essay carefully. to eliminate slang words
from it. .
a. reduce b. exchange
c. remove d. exhibit

About The Author And The Selection o

Wayne Losano was born in Manchester, New Hdmpsfure in 1040 Former chair-
man of the Department of C ommunlcatlons and General Studies at the Queensland
Institute of Technology in Austraha he is the author of numerous articles on technical
writing. This article was written in 1980. Our selecuon 1s taken from Readings /m Te-
day’s Writers edited by Steven H.Gale, and abrldged v

Writing research reports for Lollege or work is often found far more dlfﬁcult than
it needs to be. The author offers some excellent advnce on how to make the task easier
and the report more impressive and effective. He descrlbes each of the steps to be fol-
lowed in presenting the report: mtroduung the problem being investigated, reviewing
the work of other writers on the subject, describing the way the study was carned oul.
reporting the information it unwvered and dlscussmg the wnder algmf canc; of what
was discovered.



TEXT

RESEARCH REPORTS FOR BUSINESS AND
TECHNICAL WRITING

Wayne Losano

A surprising amount of one’s time as a student and professional is
spent reporting the results of one’s research projects for presentation to
teachers. managers. and clients' . Indeed, without basic research skills and
the ability to present research results clearly and completely. an individual
will encounter * many obstacles in school and on the job. The need for some
research-writing ability is felt nearly equally by college students in all fields,
engineering and science as well as business and the humanities. Graduate
study often makes great demands on the student’s research- writing skills.
and most professions continue the demand; education, advertising and
marketing ?', economics and accounting, science and engineering, psycholo-
gy, anthropology ', the arts, and agriculture may all require regular re-
porting of research data.

ELEMENTS OF THE RESEARCH PAPER

The standard research report, regardless of the field or the intended
reader, contains four major sections. These sections may be broken down
into a variety of subsections, and they may be arranged in a variety of
ways, but they regularly make up the core of the report.

Problem Section. The first required section of a research report is the
statement of the problem with which the research project is concerned. This
section requires a precise statement of the underlying question which the re-
searcher has set out to answer. In this same section there should be an

l- client / klaient,” n. a person who receives professional advice from a lawver, accountant.
cte.

2 encounter vt. meet with (sth. bad, esp. a danger or a difficulty)

3 marketing n.  (the study of) the processes by which goods are sold

o' anthropology n.  the scientific study of the nature of man. including the development of his

body. mind. and society

15
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explanation of the significance — social, economic, medical, psychological,
educational, etc. — of the question; in other words, why the investigation
was worth conducting. Thus, if we set out, for example, to answer the ques-
tion “What is the effect of regular consumption of fast foods on the health
of the American teenager?” we must explain that the question is thought to
have significant relevance to the health of this segment®of the population
and might lead to some sort of regulations on such foods.

A frequent subsection of this problem section is a review of past re-
search on the topic being investigated. This would consist of summaries of
the contributions of previous researchers to the question under considera-
tion with some assessment of the value of these contributions. This
subsection has rhetorical®usefulness in that it enhances the credibility of
the researcher by indicating that the data presented is based on a thorough
knowledge of what has been done in the field and, possibly, grows out of
some investigative tradition.

Procedures Section. The second major section of the research report
details, with as much data as possible, exactly how the study was carried
out. This section includes description of any necessary equipment, how the
subjects®were selected if subjects were used, what statistical®technique was
used to evaluate the significance of the findings, how many observations
were made and when, etc. An investigation of the relative effectiveness of
various swim-strokes® would have to detail the number of swimmers
tested, the nature of the tests conducted, the experience of the swimmers,
the weather conditions at the time of the tests, and any other factors that
contributed to the overall®experiment. The goal of the procedures section
is to allow the reader to duplicate®the experiment if such were desired to
confirm, or refute, your findings.

Results Section. The third, and perhaps most important, section of the
research report is the presentation of the results obtained from the investi-
gation. The basic rule in this section is to give all data relevant to the

@ segment n. a part or section

® rhetorical. /ri'torikal /'  a.  concerned primarily with style or effect

® subject n.  apersonor thing chosen to experience sth. or to be studied in an experiment
@ statistical a. Bl Fi-em

® swim-stroke n. astyle or method of swimming

overall a. including everything

@ duplicate vr. repeat exactly; make an exact copy of

. 4 [



research question initially asked. Although, of course, one’s natural tenden-
cy might be to suppress any findings which do not in some way support
one’s hypothesis®, such dishonesty is antithetical®to good research re-
porting in any field. If the experiments undertaken®fail to prove anything,
if the data was inadequate or contrary to expectations, the report should be
honestly written and as complete as possible, just as it would be if the hy-
pothesis were totally proven by the research. - ,

Discussion Section. The final required section of a research report is a
discussion of the results obtained and a statement of any conclusions which
may be drawn from those results. Of primary interest in business and tech-
nical research reports is the validity@of the results as the bases for company
decisions: Will our planned construction project meet federal environmen-
tal guidelines and be approved for building? Will this new program attract
skilled personnel to our company? Will this new oil recovery technique be
financially feasible? "Thus, the discussion section of ‘the research report
must evaluate the research results fully: were they validly obtained, are they
complete or limited, are they applicable over a wide range of
circumstances? The discussion section should also point out what ques-
tions remain unanswered and perhaps suggest directions for further re-
search.

STYLE OF RESEARCH REPORTS ,

Research reports are considered formal professional communication.
As such, there is little emphasis on a lively style, although, of course, there is
no objection to writing that is pleasing and interesting. The primary goals
of professional communication are accuracy, clarity®, and completeness.
The rough draft of any research report should be edited to ensure that all
data is correctly presented, that all equipment is listed, that all results are
properly detailed. As an aid to the reader, headings®indicating at least the
major sections of the report should .be used, and all data. should be

(0 hypothesis / hai'pa@isis/ n. a suggested explanation that has not yet been proved to be true
@ antithetical a. opposite to and unable to exist together with

® undertake vr. set ahout: begin

@ validity n. truth or soundness

® clarity n. clearness

heading n. the words written as a title at the top of a piece of writing, or at the top of each

part of it
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presented under the proper headings. In addition to their function of sug-
gesting to the reader the contents of each section, headings enhance the
formal appearance and professional quality of the report, increase to some
degree the writer’s credibility by reflecting a logical and methodical®ap-
proach to the reporting process, and eliminate the need for wordy
transitional devices between sections. :

Research data should be presented in a way that places proper empha-
sis on major aspects of the project. For different readers different aspects
will take on different degrees of importance, and some consideration shoyld
be given to structuring research reports differently for different audiences.
Management, for example, will be most concerned with the results of a re-
search project, and thus the results section should be emphasized, probably
by presenting it immediately after the problem section and before the pro-
cedures section. Other researchers would be most interested in the proce-
dures section, and this should be highlighted in writing up research projects
for publication in professional journals or for presentation at professional
conferences. For non- technical readers and federal agencies, the implica-
tions of the results might be the most important consideration, and empha-
sis should be placed on the discussion of the report for this readership.

For additional clarity and emphasis, major results should be presented
in a visaal format®— tables, charts, graphs, diagrams — as well as in a ver-
bal one. -

Beyond checking the report for clarity and accuracy in the presentation .

of technical data, the author of a research report should review for basic
grammatical and mechanical accuracy. Short sentences are preferable to
long in the presentation of complex information. Listings should be used to
break up long passages of prose and to émphasize -information. The re-
search writer should try to use the simplest ‘possible language without sacri-
ficirig the professional quality of the report. Although specialized terms can
be used, pretentious®jargon®should be avoided. A finished research report
should be a readable and useful document prepared with the reader in
mind. ‘

® methodical / mi'Gddikel/ 4. done according to a method; orderly; systematic
@ format n. the general plan or arrangement of sth.
® pretentious * a. trying to appear to be important when it is not

> jargon n. the technical words used by experts to discuss their subject

. 6 )
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CONCLUSION

Although we struggle with research reports in high school, dread them
in college, and are often burdened by them in our professional lives, learn-
ing to live comfortably with them is a relatively easy task. A positive atti-
tude (i.e., one that sees the oral or written presentation of research results
as of equal importance to the data-gathering process) ; an orderly approach
which includes prewriting (i.e., before any actual research is done, the re-
searcher should try to get dovwn on paper as much about the subject under
investigation as possible) and a formal research report structure as the
framework for the investigation; and a reasonable approach to the actual
writing process including editing for accuracy and clarity, will help one to
produce effective research reports efficiently.

Notes
1. the humanities (L. 7) : subjects of study such as literature, philosophy and history
concerned with the ideas and actions of humans
2. rhetorical usefulness (L. 34) : Rhetoric is the art of choosing the way of saying
something that will influence others most successfully. By “ rhetorical
usefulness” the author means that people will be more willing to believe the re-
port writer once he has given them the idea that he knows his subject well.

Comprehension Questions

Why is it important to acquire some research-writing ability?

What are the four required sections of a research report?

What should the research writer focus on in the Problem Section?

What is the purpose in writing the Procedures Section?

Why does the author think the third section is the most important of all?

What should the researcher do with the evidence that does not support his ideas?
In what way are results different from conclusions?

Explain the role of headings in a research report.

What determines the order of sections or the emphasis placed on the sections?

P X N AW~

Topics For Discussion
1. Explain briefly the function of the four major sections of a research report.
2. From the point of view of a student, do you think that the author’s advice is use-
ful or not? Give your reasons.

Vocabulary Work

I. Replace each of the italicized parts in the following sentences with a1 word or

. 7 .
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phrase from the text:

Recently there have been a few noteworthy results of research in this field.
Contrary to expectation, they met with little resistance to the plan. -
The collecting of information is usually for scientific and statistical purposes.

The fundamental cause of his success was his ability to work for long hours with-

out feeling tired.

The growth of a city often adds to the value of land close to it.

- This project will cost a lot of money at the beginning but will eventually make a

great deal of profit.

7. There isn’t much they can do for him, besides giving him their sympathy.

11.
12.

13.

14.

15.

16.

17.

18.

19.
20.

The biography emphasized the general’s military years.

. The neighborhood has acquired a fresh look since the new park was built.
10.

The expedition has now returned, and its members are beginning to weigh and in-
tegrate the evidence gathered in the field and at the base.

. Fill in the blanks with words or phrases given below. Change the form where nec-

essary.
take on hypothesis findings
undertake eliminate duplicate
overall make demands on validity
break down

Water readily into hydrogen and oxygen.

Archeological discoveries strengthened the that Troy (i 3R%F% ) once
existed. '

industrial production was up by 49 per cent compared with 1980.
If the director keeps them like that, some of them will leave.
One has to ‘detailed investigations and studies before being able to draw a
definite conclusion.
Their cast much light upon the burial customs of the Indian tribes of that
area. -
You don’t know enough about the subject to question the of my
Statements.
Miss Robin went through the typescript carefully, to all errors from it.
Worded like that, the sentence _____ arhetorical flavour,
Once is enough; don’t ___ the mistake.
Study the meanings of the phrasal verbs listed below and then complete each of
the following sentences with an appropriate phrasal verb in its proper form:

live by: make a living from (sth. or doing sth. )
live for: have as a reason for living; give most attention to *
live on: have as one’s only food; live at the cost of (sb. else)

8 .



21.
22.

23.

24.

25.

26.
217.

28.

29.
30.
31.
32.

33.
34.
35.

live out: live till the end of

live through: remain alive in spite of or through the time of (sth. )

live up to:' act according to; do (what is expected or promised)

live with: learn to accept (sth. unpleasant); put up with

We have a high regard for Mr. Powell because he always his principles.

During the Long March the Red Army men often had to - tree bark and

grass.

The old lady who spoke to us the other day two wars and three revolu-

tions.

Miss Johnson tried to teaching English, but it did not bring a good

enough income.

He seems to only his music, and does not care about his family’s

needs.

Do you think the old man the month?

Fred his brother for nearly a year; it hardly seems fair when he is able to

work.

It’s hard to the knowledge that he is a failure.

get across: (cause to) become understood or accepted

get along: advance; form or have a friendly relationship ( with
sb.)

get around / round: (of news) spread; move freely, travel

getaround / round to:  find time for (sth. or doing sth. )

getat: mean; reach and discover

getby: pass; continue to live, often in spite of difficulties

get down: record (sth. )in writing

get down to: begin to give serious attention to

get over: recover from; deal with; control

get through: reach (sb.) by telephone; finish

Miss Green returned to work after she her illness.

Here’s a telephone message I ____ foryou.

The news soon that the firm was closing down.

He his points to the students with the help of gestures and il-

lustrations.

How Mr. Holmes in his new job?

How can I while you stand in the way?

I've been thinking of giving my room a thorough cleaning, but with so many

. 9 .



