Напрям підготовки «Документознавство та інформаційна діяльність»

2 курс, 3 семестр

Методичні рекомендації

до виконання контрольної роботи

Контрольна робота № 2
Завдання до контрольної роботи подані у восьми варіантах. У 3 семестрі студенти виконують контрольну роботу № 2. 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

I. Translate into Ukrainian.

Data and Information 

Data are facts, events, transactions and so on which have been recorded. They are the input raw materials from which information is produced.
Information is data that have been processed in such a way as to be useful to the recipient.
Data Characteristics
Data are facts obtained by reading, observation, counting, measuring, weighing etc. which are then recorded. Frequently they are called raw or basic data and are often records   of the day to day transactions of the organisation. For example; the date, amount and other details of an invoice or cheque, payroll details, the output of a machine or shift.

Data are derived from both external and internal sources and whilst most external data are in readily usable and concrete forms ─ for example, bank statements, purchase invoices ─  internal activities require appropriate measuring and recording systems so that facts can be captured.
Much of cost accounting, stock control, production control and similar systems would fall into this latter category.

 Frequently, considerable attention is given to the methods of processing data whilst the quality of the source data is mistakenly taken for granted. If the source data are wrong any resulting information will be worthless. The following is the practical example of source data inaccuracies.
In order to meet quotas, interviewers working for an opinion survey company just filled in the questionnaires themselves without actually interviewing people. (The opinions recorded in the questionnaires were used to decide marketing plans for a new product.)
What is Information?
Information is data that have been interpreted and understood by the recipient of the message. The user not just the sender is involved in the transformation of data into information. Data which have been analysed, summarised or processed to produce a message or report only becomes information if it is understood by the recipient. It is the user who determines whether a report contains information or just processed data.

Accordingly it is vital for the producers of reports and messages of all types to be aware of the user’s requirements, education, position in the organisation, familiarity (or otherwise) with language and numeracy and the context in which the message will be used.

II. Suggest the Ukrainian equivalents of the phrases below:

to obtain facts; raw data; records of the day to day transactions of the organisation; the output for a machine or shift; measuring and recording system; the facts can be captured; to fall into the category; external and internal sources; to meet quota; to fill in the questionnaire; source data inaccuracy; recipient of the message; to be aware of the user’s requirements; familiarity with language.

III. Find English equivalents to the following words and phrases from the text:

знання мови; заповнити анкету; підпадати під категорію; продуктивність роботи машини/зміни; одержувач повідомлення; необроблені дані; виконувати квоту; неточність вихідних даних.

IV. Answer the questions:

1. Distinguish between data and information.

2. How is data transformed into information?

3. What sources can data be derived from?

4. Distinguish between external and internal sources of information.

Варіант 2
I. Translate into Ukrainian.

What is IT?

There are few aspects of life nowadays which are unaffected by IT. In the office, factory or at home, visiting a bank, supermarket or garage and in many other places IT is used to carry out transactions, provide information, record data, make decisions and perform an every increasing range of tasks.

A useful definition of IT is: 

‘the acquisition, processing, storage and dissemination of vocal, pictorial, textual and numeric information by a micro-electronics based combination of computing and telecommunications’.

The main motivation for investing in information technology during the 1980s was to reduce costs, improve productivity and become more competitive and efficient. During the 1990s there is a need to develop more interlinked processes, and share information both within the organization and among trading partners at home and abroad. The advent of global trading requires information to be shared between trading partners, nationally and internationally. In addition, the move to open systems and uniform standards for Electronic Data Interchange (EDI), Interpersonal Mail (IPM) and Electronic Funds Transfer at Point of Sale (EFTPOS) is causing changes in the way companies interact and exchange information with their partners, suppliers and customers worldwide.

Electronic trading, however, is firmly based in certain industries, particularly in the food retail markets. This have been achieved by optical scanning.

The use of optical scanning at the point of sale by leading supermarket chains has improved customer service by reducing queues and providing itemized bills. In addition, the sale of the item is recorded for stock control and the inventory has been reduced. This forces stocking further up the supply chain, and stock replenishment cycles are faster.

Computers are not essential for MIS but properly used they can be invaluable. Jobs best suited to computerisation are those with the following characteristics: accuracy and speed important, high data volumes, and a degree of repetition.

The division between computer and human tasks is constantly changing. Tasks previously requiring managerial expertise and judgement become worthwhile computer jobs.      

An example is the now widespread use of ‘credit scoring’ in banks: An applicant for a loan fills in a detailed questionnaire and the answers are input into a computer. The program carries out a series of checks and tests and decides whether or not the loan should be granted. Previously all loan applications required a managerial decision which is now needed only for unusual requests, large loans or industrial applications.

When contemplating the introduction of IT the reactions of users and the people affected by the system must be considered. In general people dislike change and can feel threatened by new systems especially those that use technology with which they are unfamiliar. There is inertia and consequently a slower rate of acceptance of new IT based systems than system designers of IT manufacturers like to acknowledge. For example there have been repeated forecasts that the use of credit and debit cards, ‘smart’ cards and ‘electronic purses’ will bring about a cashless society. However a research study in 1993 by Girobank and Research Surveys of Great Britain found that the everyday use of cash had actually increased over the past few years and that over 85% of payments in retail outlets were made in cash with over £19 billion of cash in circulation. Furthermore over 80% of those polled predicted that there would be little or no change to their personal use of cash over the next 5 years.

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

invaluable; high data volumes; degree of repetition; worthwhile computer job; an applicant for a loan; to fill in a questionnaire; the answers are input into a computer; to grant a loan; loan application; repeated forecasts; to bring about a cashless society; retail outlet; cash in circulation; to feel threatened; to share information; the advent of global trading; to reduce queues; to cause changes at the point of sale; further up the supply chain.

III. Find English equivalents to the following words and phrases from the text:

скорочувати черги; роздрібний ринок збуту; призводити до виникнення безготівкового суспільства; робота, яку варто виконувати на комп’ютері; надавати позику; особа, яка подає заявку на отримання позики; численні прогнози; заявка на отримання позики; готівка в обігу.

IV. Answer the questions:

1. In what areas of life are IT used?

2. Define IT.

3. What is the main motivation for investing in information technology?

4. What are the characteristics of the jobs best suited for computerisation?

5. Why is there a slow rate of acceptance of new IT in society?

6. What did the polled people predict about their personal use of credit and debit cards and “electronic purses”?

7. What are the advantages of electronic trading?

Варіант 3
I. Translate into Ukrainian.

Telecommunications

Some of the more important facilities which can be classed under the general heading of telecommunications are telex, electronic mail, voice mail, networks, tele-conferencing, data/facsimile transmission and electronic data interchange (EDI).

Telex
This old slow communication system is used by over one million installations in the world. It will still have an important part to play in the first few years of the electronic office, before replacement systems take over. 

The message is typed on screen (or on paper tape on older machines). When ready it is transmitted to a receiving terminal which answers back, confirms the receipt of the message.                                                                                   
Electronic Mail (E-Mail)
This is a system in which messages are communicated by electronic means rather than by paper based communication. Messages are displayed on a desk top terminal and incoming and outgoing messages are filed electronically, if required. Obviously there is a considerable time saving and there is the safeguard of certain delivery. A form of electronic mailing, the telex is less flexible than the newer systems for internal purposes. Electronic mail facilities are increasingly being combined with computing, word processing and telephone capabilities in one integrated work station.
A development of e-mail is where the sender transmits the message over the telephone network to a central computer which allocates disk storage to act as an electronic mail box for each user. Using a password for security purposes the user can then collect the message when required.
Voice Mail
These systems enable the caller’s spoken message to be recorded in a ‘voice mail box’. This can then be accessed by telephone by the user, say a representative or service engineer in the field. The main advantage is cheapness but the system does not allow two-way conversations which are, of course, possible using mobile telephones or radio links.
Networks
Networks are communication systems which link together computers, storage devices, word processors, printers and even the telephone system of the firm. Within the one organization, especially on one site, networks are known as Local Area Networks (LAN).   

The key feature of a LAN is that the systems are linked by direct cables rather than by general telecommunication lines. In consequence LANs do not need modems. A modem is a device to convert digital signals, as used in computers, to analogue or wave form signals used in the telephone network.
When networks are extended they are known as Wide Area Networks (WANs). WANs are usually larger than LANs, cover a wider geographic area and use the general telecommunications network. They thus require modems between the terminals and computers and the telephone lines.
Finally, mention should be made of Internet, the global information network sometimes called the ‘information superhighway’. With suitably powerful work stations information complete with sound and video pictures can be accessed. At a more basic level anyone with a personal computer, a modem and a subscription to one of the many subscription services can access an enormous range of social, current affairs and reference information available on Internet and can use the world-wide E-mail facility.
The most important part of the Internet as far as most business users are concerned is called the World Wide Web. The Web is the multi-media publishing side of the Internet. Web sites are interactive documents or ‘pages’ which can be called up on a computer screen and can utilize print, pictures, graphics, sound and moving images. By accessing the unique web address, users can find information about companies, products, services and even individuals.
II. Suggest the Ukrainian equivalents of the phrases below:

incoming and outgoing messages; voice mail box; to call up; safeguard; electronic mail box; paper based communication; storage device; subscriber; subscription; subscription services; security purposes; password; to take over; reference information; to allocate disk storage; installation;

III. Find English equivalents to the following words and phrases from the text:

комунікаційна система, глобальна інформаційна мережа, величезний діапазон, покривати територію, ключова риса, цифровий сигнал, голосова пошта, вхідні i вихідні повідомлення, слово-пароль, двобічна комунікація, основна перевага, гнучкий, користувач, доступ, підтвердити отримання повідомлення.
IV. Answer the questions:

1.What facilities can be classed under the heading of telecommunications?

2. What elements do networks link together?

3. What is a LAN?

4. What is a modem?

5. What is WAN?

6. What is the World Wide Web? What type of information can users find there?

7. What are the advantages of electronic mail over the ordinary post?

Варіант 4
I. Translate into Ukrainian.

Unfair Dismissal

There is a statutory right in English law not to be unfairly dismissed from employ​ment, as provided by s. 94 Employment Rights Act 1996. An employee normally requires at least one year's service with his or her employer in order to be eligible to pursue an unfair dismissal claim. This qualifying period does not apply however in discrimination cases (such as dismissals based on race, sex, disability, sexual orientation or religious/belief discrimination). There is a three-month limitation period (commencing from the date of dismissal) for issuing a claim for unfair dismissal. The venue for hearing unfair dismissal claims is known as an Employment Tribunal (ET).
                                    The law of unfair dismissal
To defend an unfair dismissal claim an employer must firstly satisfy the Employment Tribunal that the employee was dismissed for a legally acceptable reason. This includes for instance conduct, capability (including ability or professional qualifications) and redundancy.
A large percentage of unfair dismissal claims are defended on the basis of the employer contending that the dismissal was justified on the first of these grounds, namely conduct. In order for a dismissal on the ground of conduct to be fair in law as opposed to unfair, it must be a reasonable response to the conduct in question.
Alternative possibilities should have been considered by the employer (such as a written warning or demotion as opposed to dismissal).
If the ET determines that the reason for dismissal does not come within s. 98 of the Employment Rights Act then it will make a finding of unfair dismissal. If however it is satisfied that dis​missal was for one of the legally acceptable reasons it will then consider whether the dismissal was fair in all the circumstances. This involves consideration of whether the employer adopted a fair procedure in the course of dismissal. Includ​ing for instance taking into account whether:


•A disciplinary hearing was held prior to dismissal


•The employee was provided with the opportunity to explain his or her version of events


•The employee was provided with a right of appeal
An Employment Tribunal is empowered to award damages for losses such as loss of earnings and other benefits (e.g. health insurance) to a Claimant successfully estab​lishing a claim for unfair dismissal.

II. Suggest the Ukrainian equivalents of the phrases below:
to be unfairly dismissed from employment; unfair dismissal claim; to be eligible to pursue an unfair dismissal claim: to issue a claim for unfair dismissal; dismissal claim; to be dismissed for a legally acceptable reason; dismissal on the ground of conduct; written warning; to adopt a fair procedure in the course of dismissal; right of appeal; to be empowered to award damages for losses; loss of earnings;

III. Find English equivalents to the following words and phrases from the text:
законне право; звільняти з роботи; позивач; наполягати, доводити; робити висновок; пониження на посаді; скорочення штатів; кваліфікація; суд з трудових справ (Великобританія); поведінка; здібність, придатність; прийнятний; той, що має право; неспроможність; порушувати (позов); виставляти претензію.
IV. Answer the questions:

1. What period of service is required for an employee to be eligible to pursue an unfair dismissal claim?

2. When must an unfair dismissal claim be issued?

3. Where is an unfair dismissal claim heard?

4. What are the legally acceptable reasons for dismissal?

5. What alternative possibilities opposed to dismissal can be considered by the employer?

6. What  dismissal is considered to be unfair?

7. What is mean by ‘to adopt a fair procedure in the course of dismissal’?

8. What is an Employment Tribunal empowered to award?

Варіант 5
I. Translate into Ukrainian.

Disciplinary Warnings
(verbal and written)

A warning can serve as the basis for a disciplinary interview, which can, in turn, lead to dismissal. There are many grounds on which an employer can sack an employee. To be fair, however, he/she needs to explain the reason for dissatisfaction and give the employee an opportunity to improve.

Below are some comments from bosses in disciplinary interviews and some extracts from written warnings. Match each reason for the warning with an item from each box.
	Reason for the warning

	Poor work
	6
	d
	Poor attitude
	
	
	Delay
	
	

	Behaviour
	
	
	Punctuality
	
	
	Housekeeping
	
	


                             Comments from interviews

1. You've been late twice this week. I talked to you before about this and made clear, I hope, that this is not acceptable.

2. I am sure that I don't need to remind you that we agreed that the report would be ready by Friday afternoon. I am disappointed that the deadline came and went without any sign of the report and no explanation from you.

3. We cannot accept rudeness from any of our employees. I don't just mean with customers, but with colleagues and suppliers.

4. We have noticed that you just don't seem interested in your work. This creates a bad atmosphere in the office.

5. The PCs  were left on again yesterday. Please make sure that this doesn't happen again.

6. In general I have to tell you that I am not satisfied with your work. I have also had a number of comments from other members of staff that you are not doing the work to the standard that we expect.

                                          Written warning

a I understand from Patrick Standish that you were rude when dealing with a customer. I must emphasize that I shall not hesitate to take disciplinary action against you in the event of any recurrence.

b Despite my instructions to the contrary, you are failing to arrive punctually for work. I find it annoying and disappointing that I should be required to write this. Please understand that if this continues it will certainly result in disciplinary action being taken against you.

c Despite specific office instructions to the contrary, some of you are failing to switch off your computer equipment before leaving the office at the end of the day. Quite apart from aspects of security, such careless habits reflect badly on the department as a whole, and the individuals concerned in particular.

d I wish to draw your attention to the manner in which you are currently dealing with your responsibilities.

e I must emphasize that this is just not acceptable, and I require you to bring about an immediate and marked improvement in your attitude.

f Since I have heard nothing from you, I am forced to assume that there are no reasons for this delay ─  and I find this most disappointing. Please ensure that the completed document is with me by Monday morning.

II. Suggest the Ukrainian equivalents of the phrases below:

to make clear; it is not acceptable; to fail to arrive punctually for work; to remind; to be disappointed; the deadline came and went; to be rude when dealing with a customer; to take disciplinary action against smb; in the event of any recurrence; to bring about an improvement in your attitude; to make sure; to the contrary; to fail to switch off computer equipment; I am not satisfied with your work; to draw attention; to deal with smb’s responsibilities;

III. Find English equivalents to the following phrases:

попередження; підкреслювати, надавати особливого значеня; уривок; привертати увагу; переконатись у чомусь; покращити відношення; відноситися до своїх обов’язків; у разі повторення; ужити дисциплінарні заходи проти когось; адміністративно-господарська робота; невтішний; грубість, нечемність, невихованість; що викликає розчарування; пояснювати; навпаки; прикрий; незважаючи на; повторення чогось.

IV. Answer the questions:
1. What can a warning serve for?

2. What are main reasons for the warning?
3. Who needs to explain the reason for dissatisfaction and give the employee an opportunity to improve&

Варіант 6
I. Translate into Ukrainian.

MIS (Management Information System) Definition

By this stage there should be an awareness of the distinction between data and information, the characteristics which make information usable by the manager and the way that information can create value. With this background it is a useful point to re-emphasise what is meant by a management information system:

It is a system using formalised procedures to provide management at all levels in all functions with appropriate information, based on data from both internal and external sources, to enable them to make timely and effective decisions for planning, directing and controlling the activities for which they are responsible.

An MIS is usually efficient at providing regular formal information from routine transaction data, for example, relating to stock movements, sales, production and so on. However, the MIS may be rather rigid and less able to deal with relatively unpredictable information, especially from outside the organisation or that required by strategic management. Also, formal systems are poor at providing the behavioural context of information i.e. the less tangible characteristics mentioned earlier. Fortunately there is another information system in every organisation which helps to overcome these problems; the informal system.

The Informal System

Informal communication takes place at all levels from discussions, telephone calls, meetings, observation and so on. The informal network is flexible and can convey nuances which are lost in formal communications.

Informal networks are speedier and can cater for local problems more readily than formal MIS. There is research evidence that at higher levels of management informal channels, particularly concerned with external information, are of greater importance than the formal MIS. The information specialist is prone to exaggerate the importance of written information compared to face-to-face conversation even though research evidence confirms its importance.

Studies found that as much as 80% of a chief executive’s time was spent in verbal communication.

The formal and informal channels should not be viewed as competitors but as complementary facets of the total information network in the organisation.

Information in Organisations

So far information has been viewed in a neutral objective manner but it is not always treated thus in organisations. People in organisations jockey for positions, protect territories and seek to dominate others and information is used to help these aims as well as the more obviously beneficial purposes.

In general, the possession of information gives power so people wishing to retain or enhance status and position sometimes restrict access to information which they possess. Examples include the specialist department that refuses to distribute information before a meeting, the use of ‘confidential’ and ‘restricted access’ filters etc. Sometimes the total pool of information is restricted in some way, causing bias and distortion. Undesirable facts or those which refute a popular viewpoint may be downplayed or suppressed. 
II. Suggest the Ukrainian equivalent of the phrases below:

face-to-face conversation; to cater for; relatively unpredictable information; to seek to dominate others; prone to exaggerate; possession of information; the total pool of information; to jockey for positions; external information; to downplay; to suppress; distinction between data and information; formal and informal channels; to distribute information; to restrict access to information; competitors; a popular viewpoint.
III. Find English equivalents to the following phrases:

групові інтереси; спростовувати поширену точку зору; поточна інформація про угоди; утримувати або посилювати статус; рух товарів; обмежувати доступ до інформації; керівник високого рангу.

IV. Answer the questions:

1. Define a management information system.

2. What are the formal and informal systems of information? Characterize both of them.

3. What does possession of information provide?

4. Why is access to information restricted in many organisations?

Варіант 7
I. Translate into Ukrainian.

Changes Affecting Organisations

Coping with change is the primary task of manegement and the MIS which support them.
   Areas of change include; greater competition, faster pace, new technologies and methods, globalisation, employment patterns:
• More competition: All types of organisations face greater competitive pressures.
      • Faster pace: The faster pace of society and business is apparent in many ways. New models of all types of manufactured goods have shorter life cycles, this in turn means that product development must also be speeded up. The knowledge and training that people have rapidly becomes obsolete because of changing requirements. Existing work patterns and practices need to be updated more or less continuously to keep pace, current information rapidly becomes out of date, technology seems to change month by month and so on. 
      • Increased globalisation: Because of lower trade barriers, faster transport and communi​cations, and the easier flow of capital, there is a world market in manu​factured and agricultural products and raw materials such as oil, coal, iron ore etc. In addition, banking and financial services operate on an international scale. The effect of these developments is that there is increased competition for virtually every  product, commodity or service. There is a further problem with the global marketplace, that of volatility. Currencies, markets and political environments change continually and often unpredictably. The global marketplace has caused dramatic changes in the location of certain types of manufacturing businesses. Many Western firms have set up manufacturing plants in various parts of Asia and China to take advantage of lower labour and overhead costs with obvious consequences for domestic manufacturers.
The process is not just one way. For example, Japanese, Korean and American firms have established factories in the UK making cars, televisions, computers and domestic appli​ances in order to secure an entry into the lucrative European market. This inward investment has several advantages for the UK. Firstly there are the direct employment and financial effects of the new factories. In addition there are indirect but more important benefits arising from the introduction of more efficient management practices, and higher quality and productivity standards.
      • Changing Employment Patterns: A long term change in employment is taking place in Britain and other developed countries. There are now many more part-time workers or workers on temporary contracts. More women are employed than men and organisations are seeking to gain flexibility and lower costs by shrinking their core work-force of full-time employees and employing sufficient part-time or temporary workers to cope with fluctuations in demand. In many firms just-in-time inventory management is now accompa​nied by just-in-time labour. In addition, changes in manufacturing techniques, the growth in the use of technology and other changes in the work place have increased demand for skilled/educated personnel at the expense of the unskilled. This means that many unskilled workers are now effectively unemployable even in boom times. Although a number of these changes no doubt benefit the individual organisation when considered in isolation there are wider, social costs. These include; greater stress and insecurity, a growing gap in incomes between those in work and those unemployed, a sense of alienation from society by the long-term unemployed, poorer health, possible increase in crime etc.

II. Suggest the Ukrainian equivalent of the phrases below:
coping with change; work pattern; to operate on an international scale; to change continually and unpredictably; to set up manufacturing plants; to secure an entry into the lucrative European market; introduction of more efficient management practices; quality and productivity standards; domestic manufactures; core work force; to cope with fluctuations; to update; just-in-time labour; manufacturing techniques; demand for skilled/ educated personnel; at the expense of; long-term unemployed; 
III. Find English equivalents to the following words and phrases from the text:
основна робоча сила; запровадження ефективніших управлінських практик; призвичаювання до змін; стиль/методи роботи; призвичаїтись до коливань; забезпечити доступ до вигідного європейського ринку; попит на досвічений / освічений персонал; приводити у відповідність до вимог сучасності, модернізувати; часи пожвавлення ділової активності; зарубіжні інвестиції, залучені до даної країни; працівник, який працює повний робочий день; непрацездатний.
IV. Answer the questions:
1. What major internal and external changes are taking place with which organisations have to deal?

2. What is globalisation?

Варіант 8
I. Translate into Ukrainian.

Perception

From the viewpoint of MIS this can be defined as the understanding a person gains from the communication of a message in written or verbal form, or from observing a situation.
The process of perception is individual and varies from time to time. People attach meanings to messages and situations in accordance with their attitudes, experiences and value systems. In general people see and understand what they want to see and under​stand.
The significance of this for information providers is that they must know what the recipient expects to see and hear. They must become familiar with the language, terminology and experience of the recipients otherwise true communication will not take place.
Language and Perception
Much of the output of information systems use language so the way this is perceived is of importance to information specialists. Much of our thought is verbalised so that our behaviour, and that of others with whom we wish to communicate, is likely to be influenced by how we verbalise a situation and not purely by what we see.
The most reliable way of ensuring that a word is taken to have the same meaning by both the sender and receiver of a message is to show or demonstrate the object, action or property being named. This is the reason why samples are required when purchasing and why demonstrations and exhibitions are held. Many abstract words and concepts cannot be supported in this way even though they may represent matters of critical importance to the manager concerned.
Technical Terms
When technical terms and abstract words are used it is necessary for the information specialist to ensure that mutually agreed and acceptable definitions exist otherwise misunderstandings will occur and true communication cannot take place.
Technical terminology, or jargon, is often used within the same organization, profession or group. It can be a useful shorthand way of communicating between ‘insiders’ but the danger is that the habit persists even when communicating to non-specialists.

Numeric Data and Perception
Much of the output of an organisation’s MIS is in the form of numerical data, for example; sales forecasts, production statistics, all forms of accounting statements, statistical analyses of all types and so on.                    
It is important that the common causes of misuse of statistical and numeric data are understood by both the suppliers and users of the data. These include: 
• Incorrect definition or conception of the problem.
• Inadequacy of original data 

• Subjective errors caused by the inclusion in the guesswork without making it clear  to the recipient of the processed data that the results are not based entirely on objective, verifiable facts.

• Analysis by inappropriate techniques and methods.
• Poor presentation of results. As with language, numeric and statistical data must be presented in a manner appropriate to the manager who will receive them. This  requires a detailed knowledge by the information specialist of the manager’s level of numeracy and the purpose for which the data are required.
• Inaccuracy and misconception. Nothing destroys a manager’s confidence in the information source more swiftly than for him to find errors in the calculations. Well organised procedures, perhaps computer based, and the use of checks will help to avoid this problem. Misconceptions of what the data and statistics refer to are usually caused by poor or non-existent definitions of the terminology used.

Graphs, Charts and Diagrams
Graphs, charts and other forms of visual presentations are useful devices for highlighting trends, summarising information and showing comparisons. They are based on numeric data and often appear as a supplement to more detailed reports. Properly used graphs and charts, can increase understandability of numeric reports.
II. Suggest the Ukrainian equivalent of the phrases below:

to verbalise a situation; shorthand way of communicating; the habit persists; numeracy; charts; in accordance with; attitudes, experiences and value systems; to be influenced by; sender and receiver of a message; matters of critical importance; technical terms and abstract words; accounting statements; errors in the calculations.
III. Find English equivalents to the following words and phrases from the text:
сприймання, усвідомлення; сприймати, усвідомлювати; теорія ймовірності; графік, діаграма; неправильне розуміння, уявлення; процес сприйняття; поведінка; неточність; небезпека; цифрові дані.
IV. Answer the questions:

1. What is perception? Why is it important?

2. What are the ways to ensure that a word has the same meaning for both the sender and receiver of a message?

3. What is necessary for the information specialist to ensure when using technical terms and abstract words?

4. What are the common causes of problems when numeric data are used?

