Методичні рекомендації

до виконання контрольної роботи

Контрольна робота № 7
Завдання до контрольної роботи подані у восьми варіантах. У 8 семестрі студенти виконують контрольну роботу № 7. Студент самостійно обирає варіант контрольної роботи. Номер варіанту роботи відповідає номеру студента в списку групи (студент під номером 9 обирає 1 варіант і т.д.). Контрольна робота перевіряється викладачем лише у разі її реєстрації на кафедрі іноземної філології НН ГМІ НАУ.

Студент отримує позитивну оцінку у разі засвоєння навчального матеріалу, написання контрольної роботи, відвідання всіх практичних занять та активної участі під час них.
Вимоги до оформлення:

1. Обов’язкова титульна сторінка.

2. Шрифт – 14, всі поля – 2 см.

3. Друкуєте спочатку англійський текст, потім переклад.

4. Завдання 2 i 3 виконується у стовпчик:

Insurance – страхування
5. Завдання 4

Питання – відповідь.

Варіант 1

І. Translate into Ukrainian
The Memorandum
The memorandum, or memo, is used for written communications between offices or departments. Memos range from formal to informal, from one or two sentences to many pages. A memo may be a handwritten note to an employee confirming a meeting, a congratulatory notice to the company football team, or an extended explanation of a company policy.

Generally, memos tend to be short and topical. They deal with routine company matters, serving as written reminders or announcements of important policies events, and procedures. Memos are often used to confirm information that has been discussed in conversation, to record telephone messages, to make requests, to commend employees, to report information, or to transmit documents. Some firms use preprinted memo forms for routine correspondence outside the company—to order supplies or to confirm a delivery date, for example. Faxed communications frequently take the form of memos.
A memo, like all business correspondence, should be clear and concise. Make sure that the memo includes all relevant information as to time, place, date, order number, and so on. It is not necessary to add introductory or concluding remarks as in a business letter.
On some occasions, even for correspondence within an office, a letter may be more appropriate than a memo. A memo announcing the winner of a regional sales competition would be appropriate, but the employee should also be sent a personal letter of congratulations. Serious criticisms or censure of an employee should always come in a private letter, not in a public memo. A memo becomes part of the company's public record and any information of a private nature should be communicated through a phone call or personal meeting.
The Memorandum Form. Most firms use a standard form — either an off-the-shelf preprinted form or a company-designed form that may be programmed in a computer. This form may have preprinted lines or blank spaces after the guide words TO, FROM, DATE, and SUBJECT. Some firms use company letter​head stationery, sometimes on lesser-quality paper.
Parts of the Memorandum. Indicate on the letterhead stationery that the correspon​dence is a memo by typing Memorandum flush on the left margin or centered three or more spaces beneath the letterhead. This title may also appear all in capitals and it may be underlined for emphasis.
Receiver's Name. The receiver's name appears on the first line after the guide word to, and the salutation is omitted. Name alone is often sufficient, but especially in larger organizations, title and department or division may be included. Sometimes an address is helpful. Several forms, in either upper or lower case, are acceptable:
TO: Maria Hoza
Frequently, memos are addressed to a group of employ​ees, a department, or a division:
To: Patient Account Staff 

TO: ALL EMPLOYEES
Sender's Name. The sender's name appears on the second line under the guide word from. Sometimes the sender will also be identified by title, position, or department, especially if the memo is a policy statement. To emphasize that the memo represents the company's views, not just those of the person sending it, the writer may omit his or her personal name and use only the division or department. Several styles are acceptable:
FROM: ROBERT GOLDBLATT
From: Robert Goldblatt, Director of Admissions
From: Director of Admissions
FROM THE ADMISSIONS DEPARTMENT
Date. The date is usually placed flush on the left margin under either from or subject. Three forms are acceptable for indicating the date of the memorandum:
Subject Line. The subject line should make clear the purpose of the memo. A glance at the subject line should instantly tell the person receiving the memo what the message concerns. It will also facilitate filing or placing the information on a calendar. The subject line is frequently capitalized. The Latin word Re, meaning "thing," may be used in place of "Subject":

SUBJECT: PARKING LOT ASSIGNMENTS 

SUBJECT: Parking lot assignments
Signature. Most memos are not signed, but the sender may place initials after his or her name in the FROM line. In longer or more formal memorandums, the FROM line is sometimes omitted, and the sender's identity (typed name and position and full signature) is placed at the end of the message.
Typist's Initials. Usually the initials of the typist are not included, but in longer memos they may be typed two spaces after the end of the message, in the same form as in a letter.
Enclosures and Copies. Copies and enclosures are included as end notes in the same form as they would be in a letter. Instead of listing copies, you may be asked to use preprinted memo forms which include ROUTING or a list of names. Each reader will sign his or her initials to acknowledge having read the memo and then pass it on to another person on the list.
II. Suggest the Ukrainian equivalents of the phrases below:
routine company matters; reminder; to record telephone messages; to transmit documents; relevant information; concluding remarks; insurance policy; to lease parking space; on-street parking; to walk three blocks; inconvenience; log-term benefit; new facility; to outweigh, to be out of stock, retail outlet to commend, censure, to go into effect, underwrite, to enrol, viability, parking lot / place, shuttle service, assigned place
IIІ. Suggest the English equivalents of the phrases below:
відведене місце, місце стоянки автомобілів, вступити в дію, життєздатність, цензура, приймати на страхування, тут: розвозка (рух туди й назад), реєструвати, попередній звіт; поінформованість про ваші товари; надійність; статистичний аналіз; назва вашої фірми була представлена в кінці переліку; не зважаючи на; перевага/ віддання переваги
ІV. Answer the questions:

1. For what purposes are memorandums written?

2. What parts does a  memorandum consist of?

3. What are the requirements to writing receiver’s and sender’s names?

4. What are the forms for indicating the date of the memorandum?

5. What does the subject line indicate?

6. Where is the sender’s identity (name and signature) placed?

7. In what cases are the typist’s initials included?

8. What does the word “routing” mean in memos?
Варіант 2

І. Translate into Ukrainian
Sample Memorandum 1

Company policy

TO:               All full-time, salaried employees

FROM:        Arthur H., Chairman of the Board
SUBJECT:   New health-insurance coverage
DATE:         February 2, 2007

The Board of Directors of Moffett Publishing is pleased to announce that a new insurance policy offering comprehensive health coverage for all full-time, salaried employees and their immediate families will go into effect on April 1.
Transamerica Health will underwrite this much-improved policy. Representatives from Transamerica will be visiting us in March to explain the policy and to enrol employees and their families.
I am pleased that the Board has agreed to contract for this excellent coverage. We believe that this policy will ensure the economic viability of our company while giving our employees and their families the best protection possible. 

(signature)
Company Policy Change

Sample Memorandums 2
To :  Sales Staff 

From:  Tony Svoboda 

Date: June 6, 2007 

Re:  PARKING FOR PERSONAL VEHICLES      
As you know, construction of the new sales office is scheduled to begin this spring. During construction we will not be able to use our west parking lot. We have arranged to lease parking space for company vehicles at the Collestor Company lot across the street. Beginning March 15, however, those of you who drive to work will have to make other arrangements for parking your personal vehicles.

Limited on-street parking is available on Tigelman Street, or you may wish to use the municipal lot at Town Centre and walk the three blocks to the office. We will arrange morning and evening shuttle service from the office to this lot.
I apologize for the inconvenience, but I am sure that you will agree that the long-term benefits of the new facilities will greatly outweigh any temporary problems. When the construction is completed, we'll have a nicely landscaped parking lot with bright lighting and an assigned space for each staff member.

Sample Memorandums 3
INTEROFFICE MESSAGE
TO:               Kathy Ballenger, Inventory
FROM:         Grady Kearns, Payroll
RE:               Back order PY-77-71
DATE:          28 August 2007
On August 20 I asked the supply department to deliver three boxes of 3.5-inch  disks (10 per box), inventory number C-14.  I received a notice from you on August 21 that you were out of stock on this item but delivery was expected on August 23.
Have you received this shipment? We urgently need the disks. If we do not have them in-house, I will need to make arrangements for a purchase order so that I can buy them from a local retail outlet.  Please call me at extension 91.

Sample Memorandum 4

To              Department managers

From          The Chairman

Topic          Donald Crayford

Date            26 November 20….

Strictly Confidential

Please sign to confirm receipt.

Donald Crayford has decided to retire from his position as Chief Executive on 20 December this year. We have considered several candidates for his replacement, but no firm decision has yet been reached. However, we hope to make a confidential announcement by the end of this week at a private meeting of department managers.

Jessica Renfrew

Thomas Dillon

Francesca Amis

William Thornton

Travis Shiran

IІ. Suggest the English equivalents of the phrases below:
погана система збуту; пилосос; електричний камін; холодильник; створити графічне зображення результатів опитування (перевірки, спостереження) фабричної марки у вигляді діаграм; провідні магазини, хвалити; цензура; вступити в дію; приймати на страхування; заносити до списку; реєструвати; життєздатність; місце стоянки автомобілів; рух туди й назад; тут: розвозка; відведене місце
ІІІ. Suggest the Ukrainian equivalents of the phrases below:

routine company matters; reminder; to record telephone messages; to transmit documents; relevant information; concluding remarks; insurance policy; to lease parking space; on-street parking; to walk three blocks; inconvenience; log-term benefit; new facility; to outweigh, to be out of stock, retail outlet; to retire from one’s position; Chief Executive; to consider candidates for smb’s replacement; to reach decision; to make confidential announcement; by the end of this week; private meeting.
IV. Answer the questions:
1. Why would you not send this memo by email?

2. Why do you think the memo is strictly confidential?

3. What are the department managers asked to do?

4. When will the Managing Director's successor probably be announced?

5. Which words in the memo have a similar meaning to the following?

a) secret

b) a number of 

c) people hoping to get a job

Варіант 3

І. Translate into Ukrainian
Sample Memorandum 6

Industrial change

      This memo describes a change in the workplace. 
To             All supervisors

From        The Chief Executive

Date         6 February 20….

Subject    New machinery

As part of the company's expansion programme, we are introducing RS 1OO and DS100 machines which will increase productivity and reduce costs, thus making us more competitive in overseas markets.

The new machinery will not in any way affect job security, and there will be opportunities for retraining for all production staff.

A full consultation process has taken place with the Union, and cooperation has been agreed in installing and maintaining the new machines.

Please call a meeting of your team members on Wednesday morning at 9.30 a.m. to inform them of these changes.
Sample Memorandum 7

Redundancies

To             All employees

From        The Chief Executive

Date         15 July 20…

Subject    Cutting output and redundancies 

Following the meetings last week I am writing to confirm that, with regret, we have to announce a 10% reduction in the workforce. The reason is that rising production costs and a fall in demand for our products have caused the company to run at a loss for the past three years.               The fall in demand is a result of continuing stagnation in the industrial sector.

We are now, therefore, in a period of consolidation, and we hope that the necessary reduction can be achieved by voluntary redundancy and early retirement.

Those employees affected will meet individually with their managers over the next two weeks.

IІ. Suggest the Ukrainian equivalents of the words and phrases below:

company’s expansion programme; to increase productivity; to reduce costs; competitive; overseas market; to affect job security; retraining; production staff; installing and maintaining new machines; to call a meeting; rising production costs; fall in demand; to run at a loss; continuing stagnation; voluntary redundancy; early retirement.
IІІ. Find English equivalents to the following phrases:

друкуйте текст через два інтервали; не ризикуйте; двозначні слова; зрозуміти сутність інформації; смужка/клаптик/шматок паперу; дати надходження товарів; у довільному порядку; товари, які скоро з’являться; сформулювати коротке речення; зробити короткі нотатки на смужках паперу, припинення трудової діяльності до настання пенсійного віку; підвищення витрат на виробництво; працювати зі збитками; добровільне звільнення; падіння попиту.
IV. Answer the questions:

1. Why are the machines being introduced?

2. What does the Chief Executive mean by: The new machinery will not in any way affect job security?

3. Who have Management consulted about the introduction of the machines?

4. Which words in the memo have a similar meaning to the following?

a. make smaller

b. influence

c. learning new skills

5. Why is the company reducing the size of the workforce?

6. How many people will be affected?

7. What does voluntary redundancy mean?

8. When will those affected be informed?

Варіант 4

І. Translate into Ukrainian
Sample Memorandum 8

This faxed memo is to the staff of a company that is about to be taken over. In these circumstances it is essential to explain exactly what is happening and what is going to happen, as employees will naturally want to know about their job security. Notice how the main points are carefully laid out, and that the memo is written almost immediately after the takeover to prevent rumours spreading.

To           All branches

From      J.L. Bedix, Chairman

Date        21 October 20…

Subject   Control of Bedix Calculators by Prendall Industries

You are probably aware from reports in yesterday's press that Bedix Calculators has been taken over by Prendall Industries and is now part of the Prendall Group.

Details of the takeover and how it will affect employees will be sent to everyone before the end of the week. However, this memo is being circulated to reassure you of the following:

1. There will be no redundancies as a result of the takeover, although there will be some reorganization.

2. Reorganization will take place over the next year. Prendall intend to expand Bedix Calculators' production in order to make us a major electronic component supplier to their own industries.

3. Salaries and other terms and conditions of employment will not be affected.

4. Management positions will not be affected, although external consultants will be looking at our methods of production with a view to improving efficiency.

5. Bedix Calculators will retain its own name and identity, and fulfil all contracts and obligations it was committed to prior to the takeover.

Further information will be made available through supervisors and union representatives in due course.

Signature

ІI. Suggest the Ukrainian equivalents of the words and phrases below:

to take over; takeover; job security; to lay out; to prevent rumours spreading; to reassure smb. of smth.; redundancy; electronic component supplier; conditions of employment; to improve efficiency; to fulfil all contracts and obligations; to be committed to; prior to the takeover; a company, that is about to be taken over; to retain one’s name.

IIІ. Find English equivalents to the following phrases:

компанія, яка в недалекому майбутньому буде поглинена; запобігати розповсюдженню чуток; поглинати; поглинання однієї компанії іншою/придбання контрольного пакету акцій; переконувати когось у чомусь; бути зобов’язаним; скорочення штатів.

IV. Answer the questions:

1. What is the purpose of the above memo?

2. When will reorganisation take place? What will it involve?

3. What is mentioned about redundancies, conditions of employment and management positions in the above memo?

4. What is mentioned about contracts and obligations?

V. Translate into English:

1. Ми розглянули декілька кандидатур на заміщення вакантної посади директора-розпорядника.

2. Нова техніка буде сприяти підвищенню продуктивності праці та зниженню собівартості продукції, що зробить нас більше конкурентоспроможними на зарубіжних ринках.

3. У результаті реорганізації умови працевлаштування і рівень заробітної плати не зміняться.

4. Наша компанія збереже свою назву і виконає усі зобов’язання, які вона взяла на себе ще до поглинання компанії.

Варіант 5

І. Translate into Ukrainian

Minutes

       Minutes are a written record of the transactions and reco-mmendations of a meeting. They are usually taken by a secretary or committee member. The minutes are filed as permanent record of the meeting. Copies are passed to the participants and other interested parties prior to their reconvening. Minutes must be clear, precise, and accurate.
When taking minutes, be sure to bring sufficient pens and note-taking paper. Your company may also want you to record the meeting with dictation equipment. The minutes should contain only major topics and recommendations, not every point that was discussed. Since some speakers may not stick to the subject, you may have to rearrange the material when preparing the minutes. Keep your handwritten notes on file for verification. The typed minutes are an organized and condensed version of the meeting. The tone should be formal and objective, reporting the major points and the names of the persons making them.
After the minutes are completed, they are usually first passed to the chairman or president for approval and then circulated to the participants as well as to absent members. The minutes should be submitted as soon as possible and distributed prior to the next meeting of the group. At the next meeting each member will have a copy of the minutes; as a first order of business, the minutes will be amended or corrected, and approved by vote. The secretary then signs the minutes with the notation, approved.
Each organization follows a house style in minutes. Informal minutes may be a simple chronological summary of what transpired in the meeting. For legal or organizational reasons the minutes may be typed as a formal report, reflecting an agenda or a prearranged plan. Importantly, the minutes should follow a uniform format meeting after meeting.

Parts of Minutes
Title
Several styles are acceptable. A topic heading is direct and easy to read. Type "Minutes" either at the left margin or center of the page. The name of the committee or organization, the type of meeting, date, and place may follow it.

Minutes: Wordsworth Literary Society, Monthly 

Meeting, November 23, 2007
Or you may begin with a complete sentence conveying information as to the reason for the meeting, the name of the group, the date and place of the meeting:
The annual meeting of Friends of Northwood 

Hospice was held on August 3, 2007, in the 

board room of Riverdale Hospital, 

Farmingdale, NY.
Attendance

The minutes should list the names of those who attended meeting beginning with the presiding officer
Present: Sol Terry Reaper, chair; Lucinda
McAdams, Julie Mendoza, Su Ling, and
Angela Suarez 

Chairperson Lillian Goldblum presided with
forty-two members in attendance. 

President Steven Valente welcomed ninety-seven
delegates to the plenary session.
Approval of Minutes
A short statement should be made noting any corrections or amendments to the reading of the minutes of the pre​vious meeting. The name of the person making the motion for approval of the minutes should be stated:
William Stetson moved that the minutes be approved. The motion was seconded and carried.

Report
The text can take several forms. Informal minutes will just summarize chronologically the major points discussed at the meeting. Formal minutes will break down the discussion into subtopics based on the meeting's agenda, oral reports, or subjects discussed. The headings, placed against the left margin, may be underlined, boldfaced, or italicized for emphasis:
Treasurer's Report
Treasurer's Report 

Treasurer's Report
After all agenda matters have been covered and all reports presented, space will be reserved for Unfinished Business or New Business.
Date of Next Meeting
A statement of the time and place of the next meeting may be placed at the end of the report or at the beginning (after the attendance). This information may be capitalized to capture the reader's attention.

NEXT MEETING: 7:30 PM, JANUARY 4, 20…

AT BOARD ROOM, VALLEY NATIONAL

BANK, WAYNE, NJ

IІ. Find English equivalents of the phrases below:
скликати збори; вести протокол зборів; дотримуватися теми; швидкозшивач; схвалити / затвердити голосуванням; передавати, розсилати; особа, яка головує; пропозиція (на зборах); схвалення; підтримати пропозицію; прийняти пропозицію; порядок денний; виділяти жирним шрифтом; виділяти курсивом; друкувати великими  літерами
ІII. Suggest the Ukrainian equivalents of the phrases below:

written record; transaction; note-taking paper; to record the meeting with dictation equipment; to rearrange the material; handwritten notes; condensed version of the meeting; pass to the chairman; participant; to capture the reader’s attention.

IV. Answer the questions:

1. What is minutes?

2.  What are  the essential parts of minutes?

3. What topics should any minutes contain?

4. What does the title of minutes contain?

Варіант 6
І. Translate into Ukrainian

Report Writing

     You will find reports in the out-trays of managers everywhere: reports to the board, monthly reports, research reports and scores of other types of reports. Even a memo is often simply a short form of report.

     The two main types of report are: 

 – Regular reports, which companies prepare monthly, quarterly, or annually and which give information, e.g. about sales, income, credit status, or the company's performance.

 – Ad hoc or special purpose reports, which are written to describe or explain a programme, e.g. the introduction of a new company programme, or the result of a credit investigation.

    Every manager has to write reports occasionally and most have to write them frequently. Reports are a standard management tool without which it would be impossible to function effectively. Despite this, most managers are expected to write reports without any training whatsoever. But the difference between a good report and a bad report can be the difference between achieving your objective and failing to achieve it. It can be the difference between impressing your superiors and disappointing them.

     Тhe key stages of report writing, from the moment you receive the brief until the final document is ready to send off to the person for whom it was written. These stages are:

• Setting the objective

• Researching and organising the information

• Structuring the report

• Writing in a clear style

• Using correct English

• Adding the finishing touches

Setting the objective

    The first thing to do when you are asked to produce a report is to set a clear objective for it. A clearly written objective has a number of important benefits:

• It helps you decide what information to include or leave out 

• It helps you prepare the report appropriately for the reader

• It makes it easier to write the report

Questions to help you set the objective

•   Who is going to read the report?

•   Why do they want it?

•   What aspects do they want to know about?

•   What do they not want to know?

•   How much do they know about the subject?

    If you are writing a report for the sales department about new products in development, for example, your readers will want the information so that they can let customers know what products are in the pipeline, and perhaps get customer feedback to help fine tune the products. They will therefore want to know about the benefits to customers of the new products; they won't need to know which suppliers you're planning to use. And you can refer to existing products, or draw comparisons with them, confident that the sales people need no explanations – they know as much as anyone about your current product range.

    Once you have thought through the answers to all these questions, you should be able to put together a concise sentence that explains your objective simply and clearly. How about: To update the sales department on forthcoming products?                          That’s all very well, but it's rather a broad brief. Let's narrow it down a bit: To update the sales department on information for customers about forthcoming products. We'll try again, making it even more specific this time: To update the sales department on information for customers about forthcoming products, focusing particularly on the benefits to customers.

    Once you've written down the objective, show it to your boss or whoever asked for the report. Get them to agree that the report you think you are writing is the one they think they asked for.

ІІ. Find English equivalents of the phrases below:
лоток для вхідної/ вихідної кореспонденції; два десятка; короткий письмовий виклад справи; на даний випадок; система постачання; приводити у відповідність; приводити у відповідність з вимогами сучасності; інформаційний бюлетень фірми; довідник; зіставляти, порівнювати інформацію.
ІІІ. Suggest  the Ukrainian equivalents of the phrases below:

to set a clear objective; to put together a concise sentence; forthcoming products; broad brief; to draw up a list of general topics; in random order; product launch dates; to put research material in a pile; slip of paper; to speed up; scraps of paper; jot down notes on  slips of paper; bits of paper; ready-made.
IV. Answer the questions:

1. What types of reports do you know?

2. What are the key stages of report writing?

3. Why is it important to set a clear objective for a report?

4. What questions will you have to answer to set the objective?

Варіант 7
Researching and organising information

І. Translate into Ukrainian
There are four steps in this process:

1. Decide what information you need    

• Refer to your objective and draw up a list of general topics

• Write these down in any random order for now

• List subtopics under these general headings

    Our objective is: To update the sales department on information for customers about forthcoming products, focusing particularly on the benefits to customers.

Now you can draw up a list of general areas to cover that looks something like this:

•  Description of products

•   Comparisons with competitors' products

•   Key benefits to customers

•   Sales support

•   Brochures/literature

•   Supplementary information

    Once you've done this, you can start to list individual topics under each of these headings. For example, under supplementary information you might include:  

 •  Product launch dates  

 •  Prices

 •  Delivery times

 •  Guarantees

2. Collect the material
There are three main sources you can go to for information:

•   Material from inside your organisation (e.g. sales brochures, newsletters, regular reports, minutes of meetings, other people's reports)

•   Publicly available material (from books, directories, the press, trade associations, government departments, competitors)

•   Information you get from talking to people (customers, experts, suppliers)

3. Collect the information
    So you've gathered together all your books and brochures, reports and interview notes. Start by putting all your research material in a pile on one side of the desk. Write a summary of each point you want to include on  a separate slip of paper, with a note of where to find  the information in full. You don’t need to write down the details, just the main points. This stage can be speeded up if you make notes on a word processor, since you just print everything out and then cut up the paper so that each main point is on a separate slip. You’ll have dozens of scraps of paper on your desk. These scraps hold all the information you need for your report.

    If you are producing a regular report, you can jot down notes on slips of paper, or small index cards, all the time. If you do this for, say, a monthly departmental report, it makes the job of writing it really quick. When the time comes to produce the report, you just pull out all your bits of paper from your drawer or box, and there's your information, ready-made.

4. Sort it into groups
    Organize these slips of paper into logical groups, usu​ally between four and a dozen of them. At this stage, the groups you put the information into needn't relate to the final structure of the report.

Structuring the report

Whether the report is short or long, the structure will be similar.
Title – this should explain exactly what the report is about.
Introduction – this should summarize the content and references of the report, i.e. what it will cover, why it is being written, and possibly the methods used to collect the information. Often it is easier to write the introduction once the body of the report has been completed, when the writer's ideas are clearer.
Main body – the section, in which the topic of the report is examined, will include the facts you have collected and your sources. These can be either primary sources, which are direct interviews and questionnaires, or secondary sources such as books, magazines, and newspapers.

Conclusions – are the ideas you have formed from the evidence examined in the main body of the report. Whereas facts are objective statements, conclusions interpret and comment on the facts and draw together the different aspects of the situation as you see it. 
Recommendations. You may or may not have been asked for recommendations. If you have, you should explain that the conclusions lead you to recommend a particular course, or courses, of action. You might also predict the outcome of following, or not following, a particular course of action.
Headings. In a short report you might need only a few headings or even no headings at all. However, in a longer report a more complicated numbering system might be used. Long reports may be made up of many different sections. It is best to include a contents list with page numbers for easy reference. They may also include tables, graphs, lists of references, and acknowledgements thanking people who have helped in the writing of the report. There may also be an appendix giving extra information not required in the main body of the report, e.g. a copy of a questionnaire, transcripts of interviews.
Summary. Busy people do not always have time to read all the reports they receive, especially if they are very long or do not affect them directly. However, it may be useful or important for them to know the gist of what the report contains, and so it is a good idea to include a brief summary of not more than one page at the beginning of your report. The summary should explain why the report has been written and contain only the main findings, conclusions, and recommendations.

    Remember that the structure is there to help the reader to:

•   Follow the information easily

•   Take in the information and understand it

•   Go back later and find any information quickly if they want to recap

ІІ. Find English equivalents of the phrases below:
лоток для вхідної/ вихідної кореспонденції; два десятка; короткий письмовий виклад справи; на даний випадок; система постачання; приводити у відповідність; приводити у відповідність з вимогами сучасності; інформаційний бюлетень фірми; довідник; зіставляти, порівнювати інформацію; 
ІІІ. Suggest  the Ukrainian equivalents of the phrases below:

to set a clear objective; to put together a concise sentence; forthcoming products; broad brief; to draw up a list of general topics; in random order; product launch dates; to put research material in a pile; slip of paper; to speed up; scraps of paper; jot down notes on  slips of paper; bits of paper; ready-made; 
IV. Answer the questions:

1. Give example of setting an objective.

2. What are the steps of researching and organising information?

3. What are the main sources of information for report writing?

4. What does it mean “to collate information”?

Варіант 8

І. Translate into Ukrainian

Writing in a clear style

    Overall style
The important thing is to make the style suitable for your readers; after all, you're writing the report for them, not yourself. Your own natural style is likely to be appropriate for most of your readers, but there are some people for whom you may need to adapt your usual style: people with a more traditional style of English; people with a more modern style than yours; people for whom English is not the first language; people with dyslexia or other reading difficulties.

    Use ordinary English

Stick to everyday language when you write – you should write pretty much as you speak, apart from avoiding slang and extreme colloquialisms. For example:

•  Avoid stilted language

•  Refer to yourself as I, or 'we' if you are writing on behalf of a group or department

•  Address the reader as 'you'

•  If you're giving examples of types of people, alternate examples of men and women

•   Use 'he or she' or 'he/she' "

Use examples

Your readers can interrupt and ask you to repeat something that they don't understand, as they could if you were talking to them. So you need to be sure that they understand what you're saying first time. If there's any chance that your readers might need an example, give them one. It never hurts to give examples, so play it safe and supply plenty of them.

Phrasing
•   Use short sentences  –  average about 20 words and don't go over 40 words

•   Keep paragraphs short   on an A4 page they should be wider than they are deep

•   Don't use jargon -–  an everyday word to you may be jargon to your readers

•   Don't use cliches -– give hard facts instead

Words

•   Use short words when you can

• Use active rather than passive verbs – have the subject of the sentence do something, rather than have something done to them

• Use concrete rather than abstract nouns – 'car' rather than 'transportation’

• Don't use pompous or legal terms such as 'hereinafter'

• Don't use neutral words – say 'improve' rather than 'change'

• Avoid tautology – two words meaning the same thing, such as 'round circle'

• Be careful with ambiguous words  – such as 'quite'

Using correct English

 Vocabulary           

    It's very important to use the right word for what you're trying to say. If you misuse a word and your readers know you've got it wrong, their opinion of you and your report is almost guaranteed to go down. You may feel this is unfair – but that's the way it is. So if you're in any doubt at all about the correct use of a word, look it up. Don't take a chance.

Spelling

It is important to check if you're not certain how a word is spelt. Computer spell checks are unreliable, so always ask someone else whose grammar and spelling are good to look through an important report for you. 

Adding the finishing touches

Layout

•   Double space your text, and leave fairly wide margins

•   Use plenty of headings and subheadings

•   Number sections if you think this will help the reader

•   Use lists rather than continuous text where you can

•   Keep the design clean and simple

Appendices
Use an appendix for any supplementary information, to keep the main body of the report brief

Charts and graphs
For component comparison use a pie chart. To compare two groups of components use two 100% bar charts.

    Report writing is one of the really central management skills, and one that many managers never really learn at all. This has a number of benefits for you personally:

1. You should start to find that your written recommendations get accepted more often. That's one of the effects of well written reports. 

2. Even your regular reports, updates and memos will reflect well on you. Both your bosses and your own team will judge you by the written material you produce, and they will start to see you as efficient, organised and clear thinking – a pretty good reputation to have.

3. If you're in a large organisation, it's only a matter of time before someone further up the organisation notices you because of a particularly well put together report. It’s surprising how many successful managers can date one or more of their crucial steps up the career ladder to a particularly impressive report they wrote that caught the eye of someone influential.
II. Suggest the Ukrainian equivalents of the words and phrases below:

to place a contract; to supply smb. with components; to escort; to explain production procedures; to be as helpful and informative as possible; company’s expansion programme; to increase productivity; to reduce costs; competitive; overseas market; to affect job security; retraining; production staff; installing and maintaining new machines; to call a meeting.

III. Find English equivalents to the following phrases:

компанія, яка в недалекому майбутньому буде поглинена; запобігати розповсюдженню чуток; поглинати; поглинання однієї компанії іншою/придбання контрольного пакету акцій; переконувати когось у чомусь; бути зобов’язаним; скорочення штатів, припинення трудової діяльності до настання пенсійного віку; підвищення витрат на виробництво; працювати зі збитками; добровільне звільнення; падіння попиту.
IV. Answer the questions:

1. What would you advise managers who have to write reports regularly?

2. What is the structure of a report?

3. What information does each section contain?

4. What are the advantages of a properly structured report?

