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Unit 1

Research Reports For Busi-

ness And Technical Writing

The Index of this Unit( A # 7.4 8 % 3])

1. Learning Target - ooomemmmmenen (P1) | V1. Model Test of Band 6 +oovovee o ¥ P
4 . Bachground Tnformation of the Text oo | VB. Detailed Explanation of the Exercises

................... { P2 P Y = -2 )]
(1. Sememary of the Text - - [ P3| VUl Detaifed Explanation of the Test - { P160)
IV. Key Words and Expressions {P3) | X, Chinese Versions -+ e { P252)
V. Difficult Sentences oo (P10Y

I . Learning Target

| ). Key Words and Expressions

Words presentation; obstacle; relevance ; subject;
data; duplicate; hypothesis;  antithetical;
validity approve ; drapt; mathodical ;
transtion ; mechanical; sacrifice;

Expressions . make up;take on;write up;get down

{1) precise , accurate , exact

.2) procedure  process

(8} agsessment ; judgment , evaluation

14) graph , diagram, design , sketch

(5) personal ,individual ,subjective

\6) encounter, meet with,come across, meet up with, bump in-
to, chance upon{ happen upon) | pick up

(71 economy , economics , economical , personal , personnel , pro-
tession , professional
skilled , skillful

(81, encounter happen upan,come across , meat with, meet up with , pick up,

‘1.




bump into
Il y. Grammar
I . Adveriial clause
2. Subjunctive mood in *it' clause
l ). Reading Skills
=7 __Exposition Article
An article of illustrating should be considered as exposition article { explanation
article. The purpose of the text is very precise—1o teach people to write a standard
report in a more effective and efficient way despite professions ( fields ). Thus ,as it
displays . subtitles are used in following some introductory sentences . " Elements of
the research paper”; “ style of research reports”; " Conclusion”. Their usages
make the whele text complete ,and the views of author are reascnable and orderly,

II . Background Information of the Text

1. Wayne Losano

English author .born in Macheslar in England, , former chairman of the Depart-
ment of Communications and General Studies at the Queensland Institute of Tech-
nology in Australia. Most of his works are about writing skills.

. Styles of writing

(=

Adticles can be classified into four kinds based on the writng purpose; De-
scription, Narration , Exposition, Argumentation. However . various writing skills are
frequently used to organize parts of an article as a whole passage. Moreover . there
are many limes for four styles of writing imegrating to make clarity in one's views
and to make the article persuasive. For examples: people can add to his/her cwn
opinions in describing an event, or list several specific cases in expressing his per-
sonal ideas. . .

A research repon belongs 1o the style of a formal, fairly long and well-docu-
mented composition that explores certain tactual or theoretical questions and pres-
ents the results of one's research.

3. The humanities

It refers to the subjects of study such as literature , language , philosophy and

history concerned with the idea and actions of humans.
4. Figures of Speech

A fixed and specialized pattern of language to depart the usual form of linguis-
tic to raise the language effect, containing Simile, Metaphor , Personification , Hyper-
bole , Antithesis , Irony , Repetition, Parallelism , Pun---etc.

.2,
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. Summary of the Text

With the rapid development of commerce and technology , variety of reports on
various fields becomes more and more important because of its practicatl and leading
functions in people’s real lives. As a fact, writing a report not only can help one organ-
ize some unique ideas ,but further mare lead one to realize the feasibilities of making
them into good use.

We may find it a really tough job to write research reports. In the essay, the au-
thor offers some excellent advices on how to make the task less difficult and the re-
port more effective. At first, he dwelt on the importance of reseasch report writing . in-
dicating " Without ability to write a report, an individual will encounter many chstacles
in school and on the job. " Then, he illustraled the arrangement of four main sec-
tions-—problem section which should contain several raising question ; procedure sec-
tion. which shows the specific data or information to carry oul the studies ; result sec-
tion which conceals the trulh of the research. Third, the author pointed out the sense
of using language characterized by clarity ,accuracy and completaness. Last he con-
cluded “a kind of positive attitude,an orderly process and a reasonable writing ap-
proach can lead to a well-written research report. ™

Writing an effective and efficient research report requires three main elements—
a standard , well-organized slructure of writing.a suitable style of report and a positive
attitude on writing. Among them, a standard structure is of the most importance for its
teaching people the exact way of setting up a formal pattern of research report writ-
ing. It consists of problem section ,in which a hypothesis should be raised ; procedure
secton which displays the track of proofs; result section, which comes to a conclu-
sion. Besides,a suitable style focusing on accurate, clear and complete language
should be also attached great importance. for it prevents you from wandering away.
To be the case, holding a positive attitude on writing usually makes a good habit of
writing— not to write down all the useful data or information as soon as possible.

V. Key words and Expressions

1. presentation n.
a. the way 1o which sth. is offered/shown
e. g This soap is lixe all other scaps but women buy it because of the pretti-
ness of its presentation « its color,smell,and wrapping paper etc. }
b. the act of putting forward/offering, a talk,speech, report etc. ) for considar-
ation or acceptance

- 3-




1.

e. g. The presentation of this report ought to be in greater detail and in clea-
rer language.
[ derivation] present vt.
e.qg. He presented the prizes at the school sports day.
| would like to present my apologes for being late for the last mesting.

e. g This report ought to be presented in two days.
obstacle n.
something which prevents action, movement or success
e. g. She found that her family was an obstacle to her work.

They tried to put obstacles in the way of our marriage.

. relevance . the state of being connected with the matter al hand/be of impor-

tance or significance to the matter at hand
e. . What is the relevance of your argument 1o the matter we are discussing?
What he has said has no relevance to our topic.
[ derivation] relevant adj.
a. connected with the subject
e.g. | know he is rich but it's not relevant to what we are doing.
b. connected with
e.g. The man's colour isn't relevant to whether he is a good lawer or nat.
[ antonym Jirrelevant adj.

. subject n.

a. the thing that is dealt with or represented in a piece of writing,wark of art, etc.
€. g. The subject of her book is sailing.
b. something being talked aboul or considered
8. . The budget has been the subject for much more debate.
¢. a branch of knowledge studied, esp. in a system of education.
e. g. History is my favorite subject at school.
d. a person or animal to whom something is done in an experiment.
&.g. An experiment to study the effects of smoking, with mice as the subjects
adj. a.tending or likely to have
€. g. He is subject to ill health. { =often becomes il)

The arrangemets are subject fo change { =may be changed! at short
nofice.
b. to be governed by or be dependent on
e. g. All such gatherings are subject to the laws on political meetings.
v. 10 bring under firm control ; not allow to have free allowance ;1o cause to experi-
ence or suffer

4.
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e. g They subjected the neighbouring tribes to their rule.
We were sujbected to a good deal of ill-mannered abuse.
The scientists subjected the products to a number of rigorous tests.
[ derivation] sub.under, below, interior
e. g. subjective ; subjection submarine, submit, subordinate, subplot, subsection,
subsidiary , suburban . subway
5. data p.facts,information
e. g. The data are/is all ready for examination.
The data for the project has been collected.
6. duplicate n. something that is exactly like another:a copy of something
e. g. If you lost your key .l can give you a duplicate.
adj. identical; with two corresponding parts; doudled
e. g. duplicate keys for the front Hoor
vt make an exact copy of something [ a letter . docunent et. | ;double

hypothesis n an idea which is suggested as a possible way of explaining
facts , proving an argument, etc.
e.g. If we accept this hypothesis. it may provide an explanation for the recent
changes in the weather.
He put forward the hypothesis that the bones belonged to an extinct type of
reptile.
[ derivation] hypotheses; hypothetical
5. antithetical adj. directly and completely opposed
e. g. Those two ideas are absolutely antithatical to each other.
[ derivation ] antithesis
€. 9. Smallness is the antithesis of largeness.
9. validity n. the state of being effective, well-based  having fcrce
€. g. | would question the validity of that assumption,
[ derivation} valid adj.
a. effective; ( of arguments . reasons,etc. ) well-based,sound;
b. (law} written or done in a proper manner so that a court of law would agree
with it
e.g. a valid excuse for arriving late
a train ticket valid for three months
a valid passport
invalid adj.
10. approve .

a. o have a favourable opinion,esp. of a course of action or type of behavior:re-
+ 5.
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gard as good, right, sensible, etc. .
e. g.| don't approve of smoking in bed/of pecple who smoke in bed.
b. to agree officially to
€. g. The equipment must be bought from a supplier approved by the company.
The city council approved the building plans.
[ derivation] approval n. favourable opinian or judgment ; official permission
e.g.l hope ﬁ'nat the arrangements meet with your approval.
We can't slart building without the council's approval.
The audience showed its approval by cheering loudly.
disapproval n.

. draft

n. a, the first rough and incomplete form of something written , drawn , or plarned
€. g I've made a first draft of my speech for Friday,but it still needs a lot of
waork.
b. a written order for money to be paid by a bank, esp. from one bank to an-
other
e g:to get money from Pairs to Rome by bank draft
v. to make a draft of
e.g. to dratt a letter to the bank manager

. methodical adj. doing things carefully, using an orderly system

e. g. a methodical parson

[ derivation] methodically adv.

He went through the thousands of books methodically , one by one.

method n.a planned way of doing something ; proper planning and arrangement

e.g. The bank has intrcduced a new method of calculating the interest on loans.
There is not much method in the way they do their accounts.

- transition n. the act of changing or passing from one form ., state . subject , or

place to another
e.g. A peaceful transilion from colonial rule to self-government
[ derivatives] transmit n. the going or moving or gaods from one place to angther
e.g. A transmit lounge in the airport
The goods were damaged in transmit.
[ derivation] trans-.across . moving . change from one state to another
€. g transport ; fransparent ; lransplant
transmit ; translate ; transmute ;

transpire ; ranspolar ; transpose

. mechanical adj

‘6.
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. make up /take on/ write up/get down

a. of or moved , worked .or produced by machinery
e.g. A mechanical digger often done without thought or feelng;
b. (done) from habtt rather than wil
e.g. He was asked the same queston so many times.that the answer be-
came mechanical

{ derivation] mechan-.concerming with machine
mechanic 0. ;mechanics n. ;mechanism n.
mechanistic adj. mechanize v.
e.g. The clock doesn't go.there's something wrong with the mechanism.

the mechanism of brain;the mechanism of local government

. sacrifice v

a. to make an offering of | something or someone ) as a sacrifice , esp. by killing it
ceremonially
e. g. The high priest sacrificed the goat on the altar.
b. to lose or give up, esp. for a good pumose or 1o gain a desirable result
e. g It is the company's policy 1o sacrifice short-term profite for the sake of long-
term growth.
She has sacrificed herself to save the drowning child.

make up:form as a whole; constitute
e. g. Farming and mining make up the most of the country's industry.
The committee is made up of all the representatives trom all the universities.
take on.begin o have ( a quality or appearance ) ;assume
e. g. His face took on a worried expressing.
e.g This kind of insects can 1ake on the colour of their surroundings.
write up:to write again in a complete and useful form
e.g. | am going to write up my notes.

get down. write record { usu. quickly or with difficulty )
e.g. Get down every ward he says,
precise/accurate/exact
precise: exact in form, detail, measurements , time , etc. ; sharply clear;too careful
and correct in regard to the smaliest details
e. g. He made some very precise calculations.
At the precise moment that | put my foot on the step the bus started.
My new television set gives precise pictures.
A lawyer reeds a precise mind.

A scientist must be precise in making tests.

A L T b b i s . e
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She is a very precise old lady with precise manners.
accurate ;careful and next, exactly correct
e.g. This is an accurate statement/account of what happened.

This is an accurate copy.

Most people admire accuracy in work
exact:a. [ esp.of things that can be measured) correct and without mistakes

b. marked by thorough consideration or careful measurement of small de-
tails of fact

e. g. The exact time is three minutes and thirty-five seconds past two.

He is a very exact watchmaker who will do a good job.

. pracedure/process

procedure ;the method and order of direciing business i an official meeting, a
law case, etc.

€. . 5o much time was spent on agreeing procedure at our first meeting that we
didn't start any actual business until our second.

process; connected set of natural actions or events that produce continuation or

gradual change, and over which humans have Iittle control

e.g. Coal was formed out of dead forests by a long slow process of chemical
change. They are trying to extend the range of goods they sell and in the
process tc appeal to a new type of customer,

. assessment/judgment/evaluation

assessment: the act of assessing, forming opinions;a judgment or opinion
2.g. Whal is your assessment of this state of affairs”
judgment:an opimon; the ability to judge correctly
e. g. | want you to form a judgment of his ability.
He has good/weak judgment.
She makes too many emors (= mistakes | of judgment. -
evaluation. the act of evaluate
e.g. an example or result of this;a careful judgment
What is your latest evaluation of the situation in that country
graph/diagram/design/sketch
graph:a planned drawing, such as a curved line, which shows how( usu. two)
different values are related to each other
e.g. This graph shows how the cutput of products has increased over the last
five years.
diagram :2 plan or figure drawn to explain an idea.
e. g. David drew a diagram to show us how to get to the post office.

. 8-
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design.a patlern showing how something is to made.
e. q. 1 like the design of your watch.

sketch:a drawing which is drew not carefully.

e. g. The workers followed the enginger's sketch.

. personal/individual/subjective
personal:
e, g. That is my father's personal chair,
The letter was marked™ personal. "
The minister made a personal visit to the scene of the fighting.
individual .
e.g. Each individual leaf on the tree is different.
She has her own individual style of doing things.
Individual attention must be paid to every fault in the material.
subjective .
e.g. These are only your subjective ideas . not facts.
22. economy/economics/economical
economy:
e. 9. We are trying to make a few economies.
We had an economy drive in order to save money for our holiday.
The new oil that we have found will improve the aconomy.
ECONOMICS:
e. g. She s studying economics at callege.
The econemics of the scheme need to be looked al very caretully.
economical :
e. g. An economical little car that doesn't use much fuel.
It's more economical to travel by car than by train if you've got a large fami-
by.
23. encounter/ meet with/ come across/ meet up with/ pick up/ bump
inte
encounter.

€. g. He encountered many difficulties.
Tomormow we will encounter the enemy.
He encountered an old friend on the road.

meat with

8. g. He met with an accident on the way home.

cOme across:

e. g. 've just come across a beautiful poem in this book.

i 3 R . o s it



| came across an old friend in the park.
meet up with;
e.g. On my trip 1o London. | met up with some interesting people.
pick up;
e.g. You may be able to pick up a girl at the dance.
bump into .
e. 9. | bumped into an old friend in town yesterday.

V. Difficult Sentences

1. an individual will encounter many obstacles in school and on the job ¢ L.5) .8 person
will meet with a lot of difficutties when he studies and works.

2. Grodugte study often makes great demands on the student’s sesearch writing skills (L.
8) ; Graduate study usually requires the student 1o have the research and writing
abilities.
make demands on/of. require , call for
e.g. | <now that they make the most unreasonable demards on you.

. These sections may be broken down into a variety of subsections,and they may be ar-
ranged in o variety of ways but they regularly make up the core of the report. (L. 16 .
These sections can be divided into many subsections, maybe they are arranged in

different ways . but they regularly constitute the core of the report,
break down:to separate into different kinds or divide into types
e. 9. The figures must be broken down into several lists.

4. This sectlon requires a precise statement of the underlying questicn which the researcher
has set out to answer {L.21.This parl requires the researcher to state exactly the
basic guestion that is to be answered.

5. In this same section there should be an explanation of the significance -sociul,eoo-
nomic, medical, psychological . educational , elc. —of the questioa (L. 22 ;In the same
part the author must explain the significance of the questicn from the angles of so-
ciety , econemics . medicine . psychology , education and so on.

6. Thus . if we set out. for le . 1o the

question “ What is the effect of regular
consumption of fost food on the health of the American teenager-” we must explain
thet the question is thought to have significant relevance 1o the health of this segment
of the population and might lead to some sort of regulations on such foods. | L.
25) ;... we must explain that the question is thought to have significant relevance
to the health of this segment of the popultion. . . we have to make it clear that peo-
ple think the guestion has something significant to do with the health of this part of
the population

.10 .
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A frequent subsection of this problem section is a review of past research on the fopic
being investigated (L. 31) . A small part of this problem section is usuvally 10 review
the past research that is being carried out about this topic.

This wouid consist of summorles of the contributions of previous researchers to the
guestion under consideration with some assessment of the volue of these coniributions.
¢ L2y, This would consist of summaries of the previous contributions on the
guestion atter considering the values of them and mentioning them in the report.
... grows out of some invesfigative tradition (L. 37) .comes from a certain tradition
of investigation.

. The second major section of the research report detoils . with as much data as possi-
ble , exactly how the study wos corried out | L. 391 . The second main part of the re-
search report states precisely how the study was investigated in more detail and
with as much information as possible.

- The goat of the procedures section is Yo ollow the reader fo duplicate the experiment if
such were desired ta confirm or refute your findings ( L. 48) . The aim of the proce-
dures section is to let the reader copy exactly the experiment if he wished to prove
or denounce your findings.

. If the experiments undertaken foil to prove anything . i the daota was inadequate or con-
trory lo expectctions  the report should be henestly written and os complete os possi-
ble, just as it would be it the hypothesis wera totally proved by the research. (L.57).
If the experiments you are performing couldn't lead you to what you estimated be-
lore . if the information or data in your report is not enough o opposite to your
thoughts before, you should be honest to write the facts down as complete as
possible . just at it would be.

- Of primary Interest in business and technical research reports is the valldity of the re-
sults ¢s the bosis for company decisions ( L. 63 ) . In business and technical research
reports the truth of the results is what people are mainly interested in and the
foundation for a company to make decisions on.

- Wil this new ofl recovery technique be financiglly feasible; | L. 67 Will this new oil
recovery technique be possible in financeY

. The discussion section should also point out what questions remein unanswered and
perhops suggest directions for further research. (L. 71 The discussion section
should also contain the discussion of those unanswered questions and making a
suggestion on them.

- As such there is limle emphasis on a lively style  although. of course , there Is no ob-
jection Yo writing thot is plecsing and interesting [ L. 76 ) . Therefore , a lively style
needn't be stressed . though to write pleasingly and interestingly is sure nat to be
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