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FOREWORD
To the Students:
         Learning is a continuous process. Writing can be one of the most challenging parts of it. To improve the chance for success, it’s always a good idea to prepare you in this area.
EN 2004 is designed to help you achieve the objectives of technical

writing such as; clarity, conciseness, accuracy, organization and ethics
Hence, this book comes with commitment to train and prepare you

for good works and responsible citizenship. It makes you aware of the need to make full use of your skills in reaching out to others.

                    It is hoped that after you have learned all the concepts and skills taught in this book you will come out more prepared and confident to face more difficult challenges in real world.

This Book belongs to:

Name: ………………………………………...
Year Level: ……………………………………
Teacher’s Name: ………………………………
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แผนการสอนประจำหน่วย
ชุดวิชา  ENGLISH 2004
หน่วยที่ 1 หลักการของอังกฤษธุรกิจ
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4.4.2  วิเคราะห์องค์ประกอบของจดหมายธุรกิจ การนำเสนอจดหมายธุรกิจใน 3 รูปแบบ
EN 2004
Unit 1:

The Nature of Business English

Topics:

A. The Seven C’s of Business Letter Writing

B. Parts of a Business letter

C. Business Letter Format

Objectives:
The students should be able to:

· know the seven requirements of a good business letter.

· identify the parts of a Business letter.

· describe the parts of a Business letter.

· write each part of the business letter correctly.

· analyze and learn the format of a business letter.

· differentiate the tree business letter format.

Outcomes:
      The students are expected to:

· consider the seven C’s in writing their business letter.

· write an effective business letter.

· write a business letter in three different format.

Teaching Activity Program:

· Discussion on the seven C’s of business Letter Writing.
· Analyze of the Parts of the Business Letter.
Presenting the Three Format of Business Letter.

Unit 1 
The Nature of Business English
In technical-writing courses, the main focus is typically the technical report, due toward the end of the semester. Just about everything you do in the course is aimed at developing skills needed to produce that report. Of course, some technical-writing courses begin with a resume and application letter (often known as the cover letter), but after that you plan the technical report, and then write a proposal in which you propose to write that report. Then you write short technical papers where you get accustomed to using things like headings, lists, graphics, and special notices—not to mention writing about technical subject matter in a clear, concise, understandable way that is appropriate for a specific audience. 

The Seven C’s of Business Letter Writing

Effective letter boils down to knowing why you are writing a letter, understanding your reader’s needs and then clearly writing what you need to say. Every letter should be clear, human, and helpful as a friendly as the topics allows. The best letters have a conversational tone and read as if you were talking to your reader. In brief, then the Seven-C’s letter writing. You should be 

· Clear

· Complete
· Concise
· Creative
· Considerate
· Correct
· Credible
1. Be clear: have a definite purpose for writing and make sure it is clearly communicated up front. Be bold and connect quickly. In the midst of the typhoon we needed to be clear on our commands or risk adverse reactions to the sea. 

2. Be complete: include all the necessary facts and background information to support the message you are communicating. Partial instructions would not work if we were to survive. Our captain had to make sure we saw the complete picture. 
3. Be concise: keep in mind the reader's knowledge of the subject and their time constraints. Convey the information as quickly and easily as possible. Keeping it concise (or short) was a life saver, more so when you needed to react immediately to a changing sea or wind pattern. 

4. Be creative: use different formats (vs. straight narrative) to communicate your message. Q & A format, graphics, Idea lists, etc. Sometimes hand signals were needed when the wind and the sea drowned out our ability to hear. 

5. Be considerate: keep your reader's needs in mind as you write. Ask yourself, 'Why should my reader spend time reading this?' Make it worthwhile for them to do so! We were motivated to survive, to listen and to act. Keep in mind your audience or reader might not be as receptive. 

6. Be correct: by checking all your information is accurate and timely. Double- check your spelling, punctuation and grammar. Proof read it before you send it! We couldn't afford to make mistakes, our lives depended on it! 

7. Be credible: strive to present yourself from a position of reliability and competence. Write to reinforce your message and make it more believable. We needed to trust that our captain, with his experience in the US Coast Guard knew what he was doing and was telling us for our own good. 
Business Letter

A business letter is more formal than a personal letter. It should have a margin of at least one inch on all four edges. It is always written on 8ฝ"x11" (or metric equivalent) unlined stationery. 

Parts of a Business Letter 

Date

The date line is used to indicate the date the letter was written. However, if your letter is completed over a number of days, use the date it was finished in the date line. When writing to companies within the United States, use the American date format. (The United States-based convention for formatting a date places the month before the day. For example: June 11, 2001. ) Write out the month, day and year two inches from the top of the page. Depending which format you are using for your letter, either left justify the date or center it horizontally. 

Sender’s Address

Including the address of the sender is optional. If you choose to include it, place the address one line below the date. Do not write the sender’s name or title, as it is included in the letter’s closing. Include only the street address, city and zip code. Another option is to include the sender’s address directly after the closing signature.

Inside Address

The inside address is the recipient’s address. It is always best to write to a specific individual at the firm to which you are writing. If you do not have the person’s name, do some research by calling the company or speaking with employees from the company. Include a personal title such as Ms., Mrs., Mr., or Dr. Follow a woman’s preference in being addressed as Miss, Mrs., or Ms. If you are unsure of a woman’s preference in being addressed, use Ms. If there is a possibility that the person to whom you are writing is a Dr. or has some other title, use that title. Usually, people will not mind being addressed by a higher title than they actually possess. To write the address, use the U.S. Post Office Format. For international addresses, type the name of the country in all-capital letters on the last line. The inside address begins one line below the sender’s address or one inch below the date. It should be left justified, no matter which format you are using.

Salutation

Use the same name as the inside address, including the personal title. If you know the person and typically address them by their first name, it is acceptable to use only the first name in the salutation (i.e., Dear Lucy:). In all other cases, however, use the personal title and full name followed by a colon. Leave one line blank after the salutation.

If you don’t know a reader’s gender, use a nonsexist salutation, such as "To Whom it May Concern." It is also acceptable to use the full name in a salutation if you cannot determine gender. For example, you might write Dear Chris Harmon: if you were unsure of Chris's gender.
Body

For block and modified block formats, single space and left justify each paragraph within the body of the letter. Leave a blank line between each paragraph. When writing a business letter, be careful to remember that conciseness is very important. In the first paragraph, consider a friendly opening and then a statement of the main point. The next paragraph should begin justifying the importance of the main point. In the next few paragraphs, continue 
justification with background information and supporting details. The closing paragraph should restate the purpose of the letter and, in some cases, request some type of action.

Closing

The closing begins at the same horizontal point as your date and one line after the last body paragraph. Capitalize the first word only (i.e., Thank you) and leave four lines between the closing and the sender’s name for a signature. If a colon follows the salutation, a comma should follow the closing; otherwise, there is no punctuation after the closing. 

Enclosures

If you have enclosed any documents along with the letter, such as a resume, you indicate this simply by typing Enclosures one line below the closing. As an option, you may list the name of each document you are including in the envelope. For instance, if you have included many documents and need to insure that the recipient is aware of each document, it may be a good idea to list the names.

Typist Initials

Typist initials are used to indicate the person who typed the letter. If you typed the letter yourself, omit the typist initials.

Business Letter Format

Most students admit to having learned in junior high school or in high school about writing business letters and about conventional formats for them. When it comes down to writing them, however, all too many students seem not to know how and to be unwilling to look up the forms (or perhaps they don't have a reference about using English). This web page was prepared so that you would have an easily obtained description of what to do. 

When a business that has letterhead stationery writes a business letter, the first page of the letter uses paper with the printed letterhead and succeeding pages, if any, use matching quality and color sheets without the letterhead. A business with very good quality printing might generate the letterhead graphic with an image embedded in a word processor document. An individual normally won't use letterhead stationery and won't attempt to fake it. An attempt at letterhead that produces a tacky result or that conveys pompousness produces effects that you want to avoid. 

In a business letter, everything that you "type" should be in the same typeface and in the same font size. You should use "formal English" and you should very carefully check your grammar and spelling. You should arrange things neatly. You should consider the appearance of the letter "at arm's length" as well as close up -- use white space to produce an attractive sheet. 

In a conventional business letter you should see these parts, in order top to bottom: 

· A return address 
This item is the postal address of the author of the letter. Each line of it is left justified -- either at a tab stop that puts the information toward the right side of the page or at the left margin. Normally the return address is at the top of the page, but you can move it down a little to improve over-all appearance. Do not put email addresses here -- if you need to convey an email address, do it in the body of the letter. 
· The date 
This item is the date of the letter. It is aligned with the return address. Formerly there was never whitespace (blank lines) between the return address and the date, but some current styles allow blank lines. 
· An inside address 
This item duplicates what goes on the envelope. It has the formal name of the intended recipient of the letter and that person's postal address. Each line of the inside address is left justified at the left margin. No email addresses appear here. You can put blank lines between the date and the inside address to fill the page better and to improve the "arm's length" appearance. 
· A salutation 
This item formally addresses the recipient. If the addressee is not a friend, you should write "Dear Mr. Brown:" or "Dear Mrs. Smith:" or "Dear Ms. Jones:" or "Dear Dr. Greene:" or the like. A letter to a close associate might say "Dear Mike:" or "Dear Sally:” 
There is at least one line of white space between the inside address and the salutation. You can put a little more to improve the over-all appearance. 
Before the days of political correctness a letter to an organization would begin "Dear Sir:" or "Dear Sirs:" or "Gentlemen:" -- for example, if the envelope were addressed "Personnel Director, XYZ Company, City, State" you might do this. These days you should probably make an effort to get a name, but... 
· The body of the letter. 
The body is single spaced. 
Ordinarily the body contains more than one paragraph. Avoid both extremely short and very long paragraphs. 
You can use either indented paragraphs (in which the first line is indented more than the rest) or block paragraphs (in which all lines begin at the left margin). With block paragraphs you must leave extra white space between paragraphs -- one blank line or one "empty paragraph" is often used, but you can also use Word's extra space before or after paragraph option (Format --> Paragraph...); the extra space should probably not exceed the size of an empty paragraph. With indented paragraphs, extra space between paragraphs is common, but optional. Indented paragraphs should be avoided if the return address was aligned at the left margin. 
Special effects like bulleted lists and paragraphs whose left and right edges are both indented should be used very sparingly -- avoid them as much as you can. Likewise, consider whether having your paragraphs fully justified (both left and right edges squared off) will make the letter look too much like a form letter or piece of junk mail.

· A closing 
This item is something like "Yours truly," or "Sincerely,". It is normally vertically aligned with the return address. (See the examples.) 
· Space for a handwritten signature. 
· Typed name of letter author 
This item is aligned with the return address, date, and closing. Leave enough white space above it for a (handwritten) signature. If you have a job title and this letter is being written as part of that job, it is common to type the job title directly below the typed name (single spaced). An individual writing a letter normally doesn't include a job-title line. 
· cc:/Typist/enclosures 
An individual writing a letter usually omits these items. 
It is assumed that you will keep a copy of the letter. If you are supplying copies to people other that the addressee, it is common to put a "cc:" list at the bottom left of the last page ("cc" originally stood for "carbon copy" to). When the letter is prepared by a professional typist, it is common for the initials of the typist to be supplied at her bottom. If there are enclosures, that fact is often noted there too. 

Examples

A business letter with the return address to the right and using indented paragraphs.
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1. Use bold for interface elements that function like commands (for
example, the Exit button).

2. Use bold for menu opions that get you to commands (for example,
File—Open).
3. Use the — symbol to abbreviate menu traversal.

4. Use Courier New for example text that users type in (for example,
myfile.doc).

Use ialics for variables—placeholder text for which users substitute
their own information (for example, filename.doc).

Hyphenation

1. Individual wwords. Turn automatic hyphenation off. Do not hyphenate
words except in tight places like tables or graphics.

Componnds. Mr. Hyphen (Sterlin) will keep the hyphenated-
compounds list. Use only those in his lst, and submit new ones to him
for approval and inclusion on the list. (Hyphenate compounds only
when they modify [for example, “back-up copy”], not when they act
as nouns or verbs (for example, “to back up your files”).

Terminoloy

1. Use only the words in graph_project.dic. Sterlin approves all new
words for that database.

2. Use the same word for the same object, same process, or same action.
No elegant variation, please!





A business letter with the return address at the left margin and using block paragraphs.
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The Block Form

1707 Guernesey Lane

Austin, TX 78759

6 June 1997

John G. Holloway

Brackenridge Hospital 

4505 W. Tom Thumb Ave. 

Austin, TX 78703

Dear Mr. Holloway:

I am writing in response to your classified ad in the Austin-American Statesman for Assistant Director of Materials Management. Based on my experience and continuing education, I believe that I am qualified to fill this position.

For the past four years, I have been employed in the materials divisions with two different manufacturing companies, XETEL Corporation and Fisher Controls International. My experience there has ranged from controlling, buying, analyzing, to planning materials.

Currently, I am attending night school at Austin Community College where I lack only nine hours to complete my Associate Degree in Business Administration. When I complete this degree, I hope to return to St. Edward's University to complete my course work for a degree in Technical Business.

Brackenridge Hospital and the Children's Hospital supply such a vital service to the Travis county area that I would be proud to be a part of your team. I hope to get a chance to discuss my qualifications and goals with you. I can be reached at (512) 877-0991 after 5 p.m.

Sincerely yours,

John M. Owens

Encl.: resume

Semi - Block






 3303 West Valley Cove 

                                         


Round Rock, Texas 78664 

                                         


August 5, 1990

Personnel Assistant

JD Employee Credit Bank of Texas 

P.O. Box 32345 

Austin, Texas 78745

Dear Personnel Assistant:

I am writing about your newspaper ad in the August 1 Austin-American Statesman concerning your need for an experienced programmer in the database environment.  I believe that I have the qualifications and experience that you are looking for.

As for my experience with database programming, I have worked for the past year as a programmer/analyst in the Query database environment for Advanced Software Design.  In that capacity, I have converted a large database that was originally written in a customized C language database into the Query database environment.  I am currently working on a contract with Texas Parks and Wildlife to make major modifications to its existing Query database application.  On both of these assignments, I have also served as customer contact person.

Related to this database-programming experience is the work I have been doing to write and market an automated documentation utility for Query database applications.  This product was written using a combination of C, Pascal, and Query programming languages.  I was responsible for the authorship of the Pascal and Query programs.  The Pascal programs are completely responsible for the user interface and system integration management.

Enclosed you will find a resume, which will give you additional information on my background and qualifications.  I would welcome a chance to talk further with you about the position you are seeking to fill.  I can be reached by phone between 9:00 a.m. and 6:00 p.m. at (512) 545-0098.






Sincerely,

                                        


Virginia Rementeria

Encl.: resume
Alternative Block Letter
Green Tree Freight Co., Inc.
Columbus, Ohio 45453
(315) 565-6789
March 26, 19XX 

Mrs. Phoebe F. Hughes
Complete Table, Inc.
P.O. Box 3132
Austin, TX 78703 

Subj.: March 24 letter about damaged freight 

Dear Mrs. Hughes: 

I have just received your March 24 letter about the damaged shipment you received through Green Tree Freight and regret the inconvenience that it has caused you. 

From your account of the problem, I am quite sure that your request for the $240 adjustment on the damage to the 2 crates of Valjean Cristal stemware will be granted. A certain amount of breakage of this sort does unavoidably occur in cross-country shipping; I am sorry that it was your company that had to be the one to suffer the delay. 

I must remind you to keep the damaged crates in the same condition in which you received them until one of our representatives can inspect them. That inspection should take place within 2 weeks. 

If all is in order, as it sounds to be in your letter, you can expect the full reimbursement within 2 weeks after our representative's inspection. I hope this unfortunate accident will not keep you from having merchandise shipped by Green Tree Freight in the future. 

Sincerely, 



David F. Morgan, Customer Relations
Green Tree Freight Co., Inc. 
Columbus, Ohio 45453
(315) 565-6789 

QUIZ
1. What is one of the problems in business today that result from poor listening skills?

a. Broken relationships

b. Short term memory

c. All of the above

2. You’re attending a conference and you’d like to have the card of a senior executive you meet. How do you get it?

a. You offer them your card and ask them for theirs.

b. You tell them you need their card so you can remember their name.

c. You create an opportunity and establish rapport with them and develop a specific reason for them to ask you for your card in hopes they will offer you theirs.

3. When making an entrance into an office with people working at their desks, it’s always best to:

a. Do your best to not draw attention to yourself.

b. Appear pleasant and greet people by saying hello to those at the desks.

c. Walk in a room and stand there and wait patiently for someone to look up and recognize that you need help.

4. If you want to make a good impression on a senior executive when you meet them for the first time, it’s best to:

a. Greet them and tell them about the project you’re working on so they’ll know what you are doing for the company.

b. Appear genuinely sincere and ask them questions about the company and how they became an executive for the company.

c. Appear pleasant and make brief short sentences that focus on them and wait for them to reply.

5. When making a business introduction between two people, the most important rule to remember is:

a. Say your own name before introducing the two people

b. Use the name of the most important person first in the introduction.

c. Repeat the names of the people involved in the introduction twice so they’ll remember each other’s names and their proper pronunciation of those names.

6. For leading a successful business meeting, your number one priority is:

a. Making sure you have good attendance and participation.

b. Keeping great notes and sending them to everyone after the
 meeting.

c. Creating tasks and accomplishing the agenda in the allotted time.

7. When giving a compliment, it’s best to:

a. Give a compliment to someone so that many people can hear the praise you are giving them.

b. Give compliments to everyone in the office so everyone receives regular praise.

c. Compliment specific behaviors regarding work, avoid personal compliments.

8. Regarding criticism in the workplace, remember to:

a. Give criticism privately so it won’t embarrass anyone.

b. Criticize only a person’s work related skills and avoid offering personal criticism.

c. Offer a patient critique and never criticize anyone.

9. Humor in the workplace is:

a. A great way to occasionally break the stress during a business day.

b. A way to show your character by demonstrating the areas you find humorous.

c. All of the above.

10. Anger is a complex emotion that occasionally surfaces in the workplace. When it does, the best way to deal with anger is to:

a. Train yourself to deal with anger and don’t express it during working hours.

b. Speak your mind regularly so it doesn’t build up.

c. Find outlets for your anger such as a walk during lunch, journaling, counting to ten. If you can’t resolve your anger, get help.

11. Office gossip destroys careers, however, if you’re only listening to gossip:

a. You are not guilty of gossiping, after all, you wee just listening and not passing it on.

b. You have a deeper understanding of the complex problems of your

associations and can offer help when necessary.

c. You’re just as guilty as the one who is telling you gossip.

12. If you walk into the office of a person you do not know, do you offer to shake their hand?

a. Yes. It’s important to be a gracious guest when entering someone’s office.

b. No. You enter their office slowly (with a pleasant expression on your face) and wait for them to offer to shake your hand; only then do you extend your hand for a handshake.

c. You introduce yourself first, and then you initiate a handshake with them.

13. If you are seated and someone approaches and offers to shake your hand, you should:

a) Stand up and shake the person’s hand.

b) Raise yourself slightly from your chair and shake the person’s hand.

c) Dismiss the handshake as an unnecessary formality and motion for the person to sit down and join you.

14. If you are considered a junior officer in your company and approach a senior officer, do you offer to shake hands?

a) Yes, it is an excellent opportunity to make create trust and rapport.

b) No. You wait for the senior officer to initiate the handshake.

c) You should only initiate the handshake if the other person is a man.
 Woman must be allowed to initiate handshakes according to their preferences.

15. When dealing with corporate politics, it’s usually best to:

a. Let people know where you stand on issues, so you can work toward what it is that you believe.

b. Create relationships with people who will side with you to create a corporate consensus against those who don’t agree with you.

c. Respect all people’s opinions and treat everyone fairly to help make the best decision for the success of the company.

16. Making small talk is vital for conducting business today because it:

a. Gives people an insight into your character.

b. Creates rapport with people and lets them know you’re human.

c. All of the above.

17. If you are running late for an appointment because your boss has called a last minute meeting, it’s best to:

a. Call immediately and reschedule the meeting for a later time or another day.

b. Try and go to both meetings even if you leave one early and arrive late for the other one.

c. Call and let the person’s administrative assistant know you’ll be an hour late for your scheduled meeting.

18. When you’ve been left in a waiting room for someone to come and collect you and take you to their office:

a. Use that time to look over the reports you’ve brought with you to give to them.

b. Use the time to relax and return calls or check your voice mail messages.

c. Do nothing except wait expectantly for the person to come and collect you.

19. Once you are in someone’s personal office, you can create a level of rapport by:

a. Asking those questions about their specific job function for their company.

b. Tell them about your specific job function within your company.

c. Make comments about the building, facility or some aspect of their office.

20. When you are a guest in someone’s office, it is best to:

a. Stay long enough so they can get to know you before you begin talking about business so they’ll learn to trust you.

b. Be brief. Offer them leave-behinds. Follow up when you say you will.

c. Answer questions you know they’ll ask (before they ask them) and provide them with a full educational opportunity about your product or service.

21. Someone in your office uses a wheelchair. When speaking to them, you:

a. Sit down so that you are at eye level with them so they won’t strain their neck.

b. Offer to push their chair every time you see them as an act of courtesy.

c. All of the above.

22. If you know that an individual operates on an auditory channel and you want to let them know about an upcoming meeting, what would you say to them?

a. “If you look closely, I think you’ll see the meeting is in the Oak Room.”

b. “I hear the meeting’s in the Oak Room. I’ve heard it has great acoustics.”

c. I’m so glad it’s in the Oak Room. I love the woodwork there.”

23. If an important call comes in when you are at a business lunch:

a. Take the call at the table and try to be quiet so you won’t disturb the other diners during the call.

b. Turn your phone off completely and collect your voice mail messages afterward.

c. Tell your associates at lunch that you’re expecting an important call, put your phone on vibrate mode and when the call does come, excuse yourself, leave the table and go to a place where no one can hear you. When you return to the table, thank your guest for allowing you to take the call and don’t apologize or talk about the nature of the call.

24. To master the art of networking:

a. Always take plenty of information with you about your product or service to take advantage of making a good sale or a promising business connection.

b. Take cards and talk to people with whom you might develop a meaningful and mutually beneficial relationship over time and who might eventually buy or refer your company’s product or services.

c. Gather as many cards as possible and when you get back to the office; send them all a formal business letter along with your company’s collateral material related to your product or service. Follow up with a phone call in two weeks time.

1. c, 2. c, 3. a, 4. c, 5. b, 6. c, 7. c, 8. c, 9. c, 10. c, 11.c, 12. b, 13. a, 14. b,

15. c, 16. c, 17. a, 18. c. 19. c, 20. b, 21. a. 22. b. 23. c. 24. b.
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                                                            แผนการสอนประจำหน่วย
ชุดวิชา  ENGLISH 2004
หน่วยที่ 2 ทฤษฏีขั้นตอนการเขียน
4.1  หัวข้อ

4.1.1  แนวทางปฏิบัติในการเขียน
4.1.2  ยุทธวิธีสำรับการเขียนบทวิจารณ์จากผู้ร่วมงาน
4.1.3  ยุทธวิธีสำหรับการเขียนโดยทำงานเป็นกลุ่ม
4.2  วัตถุประสงค์

นักศึกษาควรจะสามารถ

4.2.1  เข้าใจแนวทางปฏิบัติในการเขียนเพื่อที่จะเริ่มต้นในการเขียนงานได้
4.2.2  รู้ขั้นตอนและแนวทางปฏิบัติของการเขียนบทวิจารณ์จากเพื่อนร่วมงานและ
          การเขียนโดยเป็นกลุ่ม
4.2.3  เรียนรู้ยุทธวิธีสำหรับการเขียนบทวิจารณ์และการเขียนเป็นกลุ่ม
4.3  ผลที่คาดว่าจะได้รับ

นักศึกษาถูกคาดหวังว่าจะ

4.3.1  เรียนรู้แนวทางการปฏิบัติการเขียนเพื่อที่จะเริ่มต้นงานได้
4.3.2  สามารถนำยุทธวิธีมาใช้กับการเขียนบทวิจารณ์จากเพื่อร่วมงานและการเขียนแบบ
          เป็นกลุ่ม
4.4  กิจกรรมที่ใช้ในการเรียนการสอน
4.4.1  การอภิปรายยุทธวิธีสำหรับการเขียนบทวิจารณ์จากเพื่อนร่วมงานและการเขียนแบบ  
          เป็นกลุ่ม
4.4.2  วิเคราะห์ผลลัพท์ของการเขียนบทวิจารณ์จากเพื่อนร่วมงาน
4.4.3  ศึกษาขั้นตอนของการวางแผนในการเขียนแบบกลุ่ม
EN 2004
Unit 2:            Technical Writing Process

Topics:


A. Writing Process
B. Strategies for Peer Reviewing
C. Strategies for Team-Writing
Objectives:

The students should be able to:
· understand the writing process to begin a writing project.

· know the process of peer-reviewing and team-writing.

· learn the strategies for peer-reviewing and team-writing.

Outcomes:


The students are expected to:

· learn the writing process in order to begin a writing project.
· apply the strategies to come up with an effective peer-reviewing and team writing.
Teaching Activity Program:

· Discussion on Strategies for Peer-Reviewing and Team-Writing.
· Analyze results of a Peer Review.
· Study the Planning Stages for Team-Writing.
Unit 2

Technical Writing Process

The writing process takes you from the very beginning of a writing project—finding topics and analyzing audience and purpose—all the way to the end—writing and revising the rough draft. The following sections focus on the key phases of that process: 

Peer-reviewing (also called peer-editing) means people getting together to read, comment on, and recommend improvements on each other's work. Peer-reviewing is a good way to become a better writer because it provides experience in looking critically at writing. 

Team-writing, as its name indicates, means people getting together to plan, write, and revise writing projects as a group, or team. Another name for this practice is collaborative writing-collaborative writing that is out in the open rather than under cover (where it is known as plagiarism). 

Strategies for Peer-Reviewing

When you peer-review another writer's work, you evaluate it, criticize it, suggest improvements, and then communicate all of that to the writer. As a first-time peer-reviewer, you might be a bit uneasy about criticizing someone else's work. For example, how do you tell somebody his essay is boring? Read the discussion and steps that follow; you'll find advice and guidelines on doing peer reviews and communicating peer-review comments. 

Initial meeting. At the beginning of a peer review, provide your peer-reviewers with notes on the writing assignment and on your goals and concerns about your writing project (topic, audience, purpose, situation, type), and alert them to any problems or concerns. Alert reviewers to these problems; make it clear what kinds of things you were trying to do. Similarly, ask writers whose work you are peer-reviewing to supply you with information on their objectives and concerns. Specifically, give peer-reviewers information on any of the following about which you think there may be problems: 

Peer-reviewing strategies. When you peer-review other people's writing, remember above all that you should consider all aspects of that writing, not just—in fact, least of all—the grammar, spelling, and punctuation. If you are new to peer-reviewing, you may forget to review the draft for certain aspects: 

· Make sure that your review is comprehensive. Consider all aspects of the draft you're reviewing, not just the grammar, punctuation, and spelling. 

· Read the draft several times, looking for a complete range of potential problem areas: 

· Interest level, adaptation to audience 

· Persuasiveness, purpose 

· Content, organization 

· Clarity of discussion 

· Coherence, use transition 

· Title, introduction, and conclusion. 

· Sentence style and clarity 

· Handling of graphics 

· Be careful about making comments or criticisms that are based on your own personal style. Base your criticisms and suggestions for improvements on generally accepted guidelines, concepts, and rules. If you do make a comment that is really your own preference, explain it. 

· Explain the problems you find fully. Don't just say a paper "seems disorganized." Explain what is disorganized about it. Use specific details from the draft to demonstrate your case. 

· Whenever you criticize something in the writer's draft, try to suggest some way to correct the problem. It's not enough to tell the writer that her paper seems disorganized, for example. Explain how that problem could be solved. 

· Base your comments and criticisms on accepted guidelines, concepts, principles, and rules. It's not enough to tell a writer that two paragraphs ought to be switched, for example. State the reason why: more general, introductory information should come first, for example. 

· Avoid rewriting the draft that you are reviewing. In your efforts to suggest improvements and corrections, don't go overboard and rewrite the draft yourself. Doing so steals from the original writer the opportunity to learn and improve as a writer. 

· Find positive, encouraging things to say about the draft you're reviewing. Compliments, even small ones, are usually wildly appreciated. Read through the draft at least once looking for things that were done well, and then let the writer know about them. 

Peer-review summary. Once you've finished a peer review, it's a good idea to write a summary of your thoughts, observations, impressions, criticisms, or feelings about the rough draft. See the peer-reviewer note, which summarizes observations on a rough draft. Notice in the note some of the following details: 

· The comments are categorized according to type of problem or error—grammar and usage comments in one group; higher level comments on such as things content, organization, and interest-level in another group. 

· Relative importance of the groups of comments is indicated. The peer-reviewer indicates which suggestions would be "nice" to incorporate, and which ones are critical to the success of the writing project. 

· Most of the comments include some brief statement of guidelines, rules, examples, or common sense. The reviewer doesn't simply say "This is wrong; fix it." She also explains the basis for the comment. 

· Questions are addressed to the writer. The reviewer is double-checking to see if the writer really meant to state or imply certain things. 

· The reviewer includes positive comments to make about the rough draft, and finds no antagonistic, sympathetic ways to state criticisms. 
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Excerpt from a note summarizing the results of a peer review. Spend some time summarizing your peer-review comments in a brief note to the writer. Be as diplomatic and sympathetic as you can!

Strategies for Team-Writing

As mentioned earlier in this chapter, team-writing is one of the common ways people in the worlds of business, government, science, and technology handle large writing projects. 

Assembling the team. When you begin picking team members for a writing project, choose people with different backgrounds and interests. Just as a diverse, well-rounded background for an individual writer is an advantage, a group of diverse individuals makes for a well-rounded writing team. 

If you are the team leader, you might even ask prospective team members for their background, interests, majors, talents, and aptitudes. These following writing teams combine individuals with diverse backgrounds and interests: 

	Writing team 1
Project: xxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxx

         xxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxx

Team members            Backgrounds, skills, interests
xxxxxxxxxxxxxxxxx
xxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxx




xxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxx

xxxxxxxxxxxxxxxx
xxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxx




xxxxxxxxxxxxxxxxxxxxxxxxxxxxx

xxxxxxxxxxxxxxxxx
xxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxx




xxxxxxxxxxxxxxxxxxxxxxxx

xxxxxxxxxxxxxxx         xxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxx




xxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxx

xxxxxxxxxxxxxxxxxx
xxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxx




xxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxx


	Writing team 2
Project: xxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxx

         xxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxx

Team members            Backgrounds, skills, interests
xxxxxxxxxxxxxxxxx
xxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxx




xxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxx

xxxxxxxxxxxxxxxx
xxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxx




xxxxxxxxxxxxxxxxxxxxxxxxxxxxx

xxxxxxxxxxxxxxxxx
xxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxx




xxxxxxxxxxxxxxxxxxxxxxxx

xxxxxxxxxxxxxxx         xxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxx




xxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxx

xxxxxxxxxxxxxxxxxx
xxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxx




xxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxx


Planning the project. Once you've assembled your writing team, most of the work is the same as it would be if you were writing by yourself, except that each phase is a team effort. Specifically, meet with your team to decide or plan the following: 

	Planning Stages

· Analyze the writing assignment. 

· Pick a topic. 

· Define the audience, purpose, and writing situation. 

· Brainstorm and narrow the topic. 

· Create an outline. 

· Plan the information search (for books, articles, etc., in the library). 

· Plan a system for taking notes from information sources. 

· Plan any graphics you'd like to see in your writing project. 

· Agree on style and format questions (see the following discussion). 

· Develop a work schedule for the project and divide the responsibilities (see the following). 


Much of the work in a team-writing project must be done by individual team members on their own. However your team decides to divide up the work for the writing project, try for at least these minimum guidelines: 

· Have each team member responsible for the writing of one major section of the paper. 

· Have each team member responsible for locating, reading, and taking notes on an equal part of the information sources. 

Some of the work for the project that could be done as a team you may want to do first independently. For example, brainstorming, narrowing, and especially outlining should be done first be each team member on his own; then get together and compare notes. Keep in mind how group dynamics can unknowingly suppress certain ideas and how less assertive team members might be reluctant to contribute their valuable ideas in the group context. 

After you've divided up the work for the project, write a formal chart and distribute it to all the members. 
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Chart listing writing team members' responsibilities for the project 

Scheduling the project and balancing workload. Early in your team writing project, set up a schedule of key dates. This schedule will enable you and your team members to make steady, organized progress and complete the project on time. As shown in the example schedule, include not only completion dates for key phases of the project but also meeting dates and the subject and purpose of those meetings. Notice these details about that schedule: 

· Several meetings are scheduled in which members discuss the information they are finding or are not finding. (One team member may have information another member is looking everywhere for.) 

· Several meetings are scheduled to review the project details, specifically, the topic, audience, purpose, situation, and outline. As you learn more about the topic and become more settled in the project, your team may want to change some of these details or make them more specific. 

· Several rough drafts are scheduled. Team member’s peer-review each other's drafts of individual sections twice, the second time to see if the recommended changes have worked. Once the complete draft is put together, it too is reviewed twice. 
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Schedule for a team writing project
When you work as a team, there is always the chance that one of the team members, for whatever reason, may have more or less than a fair share of the workload. Therefore, it's important to find a way to keep track of what each team member is doing. A good way to do that is to have each team member keep a journal or log of what kind of work he does and how much time he spends doing it. 

At the end of the project, if there are any problems in the balance of the work, the journal should make that fact very clear. At the end of the project, team members can add up their hours spent on the project; if anyone has spent a little more than her share of time working, the other members can make up for it by buying her dinner or some reward like that. Similarly, as you get down toward the end of the project, if it's clear from the journals that one team member's work responsibilities turned out, through no fault of his own, to be smaller than those of the others, he can make up for it by doing more of the finish-up work such as typing, proofing, or copying. 

Setting up a style guide or style sheet. Because the individual sections will be written by different writers who are apt to have different writing styles, set up a style guide in which your team members list their agreements on how things are to be handled in the paper as a whole. These agreements can range from the high level, such as xxxxxxxxxxxx, all the way down to picky details such as xxxxxxxxxxxx. See the example of such a project style sheet. 

Before you and your team members write the first rough drafts, you can't expect to cover every possible difference in style and format. Therefore, plan to update this style sheet when you review the rough drafts of the individual sections and, especially, when review the complete draft. 
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Excerpt from a style guide for a writing project. The items listed represent agreements team writers have made in order to give their paper as much consistency as possible.

Reviewing drafts and finishing. Try to schedule as many reviews of your team's written work as possible. You can meet to discuss each other's rough drafts of individual sections as well as rough drafts of the complete paper. When you do meet, follow the suggestions for peer-editing discussed in the previous section of this chapter, "Steps for peer-reviewing." 

A critical stage in team-writing a paper comes when you put together into one complete draft those individual sections written by different team members. It's then that you'll probably see how different in tone, treatment, and style each section is. You must as a group find a way to revise and edit the complete rough draft that will make it read consistently so that it won't be so obviously written by three or four different people. 

When you've finished with reviewing and revising, it's time for the finish-up work to get the draft ready to hand in. That work is the same as it would be if you were writing the paper on your own, only in this case the workloads can be divided up. 
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                                                                             แผนการสอนประจำหน่วย
ชุดวิชา  ENGLISH 2004
หน่วยที่ 3 ทฤษฏีรูปแบบการเขียน
4.1  หัวข้อ

4.1.1  การแนะนำสำหรับรูปแบบการเขียนที่ดี
4.1.2  ตัวชี้นำสำหรับทฤษฏีรูปแบบการเขียน
4.2  วัตถุประสงค์

นักศึกษาควรจะสามารถ

4.2.1  เข้าใคคำแนะนำทฤษฏีรูปแบบ  การเขียนที่ดี

4.2.2  ใช้ตัวชี้นำในทฤษฏีรูปแบบได้อย่างมีประสิทธิภาพ

4.2.3  เข้าใจวัตถุของการชี้นำทฤษฏีการเขียน
4.3  ผลที่คาดว่าจะได้รับ

นักศึกษาถูกคาดหวังว่าจะ

4.3.1  ตระหนักถึงความสำคัญของการชี้นำในทฤษฏีการเขียนได้เป็นอย่างดี
4.3.2  สามารถแนะนำความแตกต่างและตัวตัวชี้นำในการเขียนมาใช้ได้
4.4  กิจกรรมในการสอน

4.4.1  การแนะนำทฤษฏีรูปแบบการเขียน

4.4.2  การอภิปรายทฤษฏีการเขียนที่มีหลายรูปแบบ

4.4.3  การอภิปราย / การเขียนการชี้นำทฤษฏีการเขียน
EN 2004
Unit 3: Technical Writing Style

Topics:

A. Suggestions for Good Writing Style

B. Guidelines for Technical Writing Style
Objectives:


The students should be able to:
· Understand the tips in having a good writing style.
· Go through the guidelines in Effective Technical Writing Style.
· Understand the goals of the guidelines in Technical Writing.
Outcomes:


The students are expected to:

· Realize the importance of following the guidelines in Technical Writing.
· Apply the different suggestions and guidelines in writing.
Teaching Activity Program:

· Introduction to the Technical Writing Style.
· Discussion of the different suggestions for Technical Writing.
· Discussion/Writing the Guidelines in Technical Writing.
Unit 3

Technical Writing Style

Introduction

There are newspapers, legal, scientific and scholastic writing stylebooks; this is a technical writing stylebook for writing procedures to accomplish specific goals. 

Procedures can be as simple, as instructions for removing the child-proof cap from an aspirin bottle; as personal, as assessing the worthiness of credit applicants; as timely, as tuning a car engine; as complex, as troubleshooting a computer network. To avoid problems, procedures must be both accurate and easy to follow 

Technical writing has its requirements. Words are selected to be easily understood by people who don't speak English well. Sentences are short and very descriptive with few assumptions of knowledge and experience. Punctuation supports the possibility that each procedure can be read to someone by telephone. Composition assumes that the reader will be performing the procedure, step-by-step, with someone like a supervisor or customer watching! 

When a reader is pressured to perform in a timely manner, he or she is more interested in how than why. And when options must be assessed, hunting for critical decision-support information affects the outcome; more time is required and errors are more likely to result. How your writing helps a reader to deal with these problems is a question of style. 

A professional writer develops his or her own style and adapts it to each project. This publication presents my ideas for writing step-by-step procedure and troubleshooting support documentation of all kinds. After thirty years of technical writing, I am still experimenting and learning, so expect revisions and new topics to be added in future editions.

Writing for highly structured electronic and print publication requires some new and revised compositional styles--which are presented here. If you find that some of the ideas are controversial, we can discuss them by email. Alternative ideas and techniques of merit will be presented and credited if requested. 

My goals here are to provide a framework for writing complex technical documents that are interesting, sufficiently detailed and in the least amount of space.

Technical writing should be clear and concise. Flowery wording and complicated sentence structures lead to unreadable prose. Particularly apt images and elegant construction make reading a pleasure. Here is a list of suggestions for good style. 
Be Direct and Forceful.

Simplicity

The phrase "x can be considered to be a y" is best replaced by "x is like a y." The construction "it is the x that frobs the y" should be written as "the x frobs the y." In the same vein, "we refer to x as frobbing y" should be "we say that x frobs y." 

Strengthening

Abstract nouns and gerundives are weaker than gerunds/participles, which are in turn weaker than verbs. Try to strengthen weak constructs. For example, "John saw the eating of the pizza" should be written as "John saw them eat the pizza." "Association with pigs’ leads to filth" should be "If you lie down with pigs, you get up filthy." 

Weak Adjectives and Adverbs

Many adjectives and adverbs add little to the sense of a sentence. It is often wise to remove the adjectives "mere," "basic," "essential," "major" and "fundamental," as well as their adverbial forms. Some adjectives are advertisements without substance. Unless you explain what you mean, don't use words like "advanced," "powerful," "sophisticated," "flexible," or "special." 

Weak Verbs

Certain verbs, notably "make," "do," and "perform," are often used in situations where a much better verb can be found. For example, "The priest did a check after the penitent made his confession" is best recast as "The priest checked after the penitent confessed." Likewise, "I can't make a determination on the basis of one symptom" should be written as "I can't base a determination on one symptom," or, even better, "I can't determine it from one symptom." If you find that most of your meaning is in your nouns, and very little is in your verbs, you should be using stronger verbs. A symptom is excessive use of "is" and "are." 

Double Negatives

Remove double negatives. Replace "not dissimilar to" with "similar to". Replace "no different from" with "similar to" or "the same as". It is sometimes better to replace "not less than" with "greater than or equal to", even though the replacement is wordier. 

Self-Heckling

Don't contradict yourself within the same sentence in which you make a positive statement. Wait until a later sentence. 
Be Clear.

Tense, Mood, and Voice

Tense: Use the present tense unless there is overwhelming needs to use something else. If necessary, you can say "others have shown"; you should not say "others showed". 

Mood: Use indicative instead of imperative ("x" instead of "note that x" or "recall that x"), which forces the reader to take some action. "x" actually turns out to be stronger in most cases. Also, avoid "would"; "is" is usually better. 

Voice: Try to avoid the passive voice. Active is clearer and more direct. 

Latin Abbreviations

It is often better to use "for example" and "that is" instead of "e. g." and "i. e." . Likewise, "and so forth" is better than "etc." . 

Technical Terminology

When you have introduced a technical term for some concept, always use precisely the same term every time you need that concept. Do not introduce synonyms, with the sole exception that you may introduce a standard abbreviation. 

That and Which

I find it useful to distinguish between "that" and "which." If the subordinate clause helps to define the noun, that is, is essential and could not be removed, then it is appropriate to use "that" and to use no commas to separate the clause. Often the word "that" serves as the direct object of the subordinate clause. In this case, the word "that" may often be discarded. If the subordinate clause adds extra information of a non-defining nature, that is, is parenthetical and could be removed, it is appropriate to use "which" and to separate the subordinate clause with commas. 

Demonstrative Adjectives

The words "this", "these” and "the same" always require a noun. Example: "This result could be written as "this technique results in great savings." Similarly, "it" and "they" should always have a clear antecedent. 

Word Choice

Try to choose the most specific word that covers your subject. For instance, "Welshman" is more specific than "European", which is more specific than "person", which is more specific than "mammal." 
Some Specific Suggestions: 

· Don't confuse "legal" (in compliance with the law) with "valid" (in compliance with some constraint). 

· Don't confuse "its" (possessive form of "it") with "it's" (contraction for "it is"). 

· Write "because" instead of "as" if you are showing a causal relationship. 

· Write "although" or "whereas" instead of "while" if you are describing a contrasting example. 

· Don't say "issue" when you mean "problem" or "difficulty". 

· Don't say "as such" when you mean "therefore" or "so". 

· Write "different from" or even "different to" instead of "different than", which is unacceptable. 

· Don't use "while" or "meanwhile", which position events in a time line, to mean "but" or "however". 

Comparisons

Don't say that something is "better", "faster", or greater in any fashion unless you explicitly indicate against what you are comparing it. For instance, don't say "The syntax of this language makes it easier to read." 

Be Grammatical.

Citations

Citations should be considered parenthetical (even though the parentheses may be square brackets), and must be grammatically separate from the sentence. 

Plurals

Certain words derived from Greek and Latin have irregular plurals: criterion -- criteria; medium -- media; datum -- data. The word "data" as a singular noun is gaining acceptance. The other plurals should never be used where a singular form is wanted. 

Punctuation

Punctuation is never preceded by spaces, except for the dash, which should most likely be avoided anyhow, and the left parenthesis. Punctuation is always followed by one space, except for the left parenthesis, which has no spaces, the period at the end of a sentence, which has two spaces, and the colon, which sometimes has two spaces. Colons are followed by two spaces and a capital letter if what follows is a clause; they are followed by one space and a lower case letter otherwise. A clause is a sentence or fragment that has both subject and verb. Independent clauses within the same sentence are separated by semicolons. (Example: "I came to my senses; the dawn had risen.”) Dependent clauses (those introduced by conjunctions, like "since," "and," or "but”) are introduced by commas. Do not separate the subject and verb of a clause by a comma. If quoted text needs to end with punctuation, place the punctuation inside the quotes unless the quoted text is a technical term and the punctuation must not be mistaken as part of that term. Do not put any punctuation at the end of a section heading unless the heading constitutes an entire sentence. 

Two-Word Adjectives

Two-word adjectives require a hyphen between the two words. An adverb followed by an adjective need not have a hyphen (but be consistent). Never place a hyphen between an adjective and its noun. 

Articles near Abbreviations

If a concept is abbreviated, for example, AC for "abbreviated concept," then when AC is used as a noun, it requires no article, but when it is used as an adjective, it requires an article if one would be needed without AC. For example, "AC" requires no article, but "the AC method" does require an article. A heading, such as "AC structure", does not require an article. This rule is natural for native speakers of English, but very difficult for some others. 

Other Hints
Roadmaps

You don't need to say that Section 1 does x, Section 2 shows y, and so forth. The reader can refer to the table of contents. 

In Terms of

The phrase "in terms of x" should only be used if x is an area of discourse that has terms (that is, a special vocabulary) and if the following discussion actually uses those terms. I prefer to avoid the phrase altogether. 

Etc.

Lists should not be terminated by "etc." . Most lists start with "for example," so there is no point in indicating that more examples exist. 

Verbing Nouns

Some nouns may be used as verbs, like "to picture a scene." Making nouns into verbs can lead to hideous barbarisms, however. For example, "we have no more space to office people," "his presence impacts us severely," and "to dialogue with someone." The same discussion applies to adjectives used as nouns, and more generally, to words being used inappropriately. Such misuse is typical of the intentional obscurity of bureaucratic jargon. 

Gendered Pronouns

Gendered pronouns can be difficult to remove, but the effort is worthwhile. Often "his" or "her" can be replaced by "the" or "a personal" or "an individual." Unfortunately, replacement by "one" sounds strange. To say "s/he" or to replace "man" by "person" is still grating to most readers, although this language is becoming more acceptable. 
Metapotamy (changing horses in midstream)

Try not to break parallel structures by deviating from syntactic parallelism. For example, don't write: "It seems good, it sounds good, and its appearance is pretty." Likewise, don't switch between active and passive when you can make two halves of a thought correspond? For example, don't say: "Painting houses preserves them, and houses are also beautified by shrubbery." Instead, say: "Painting houses preserves them and shrubbery beautifies them." 

Parenthetical Remarks

Try to avoid parenthetical remarks. If they are worth making, they are most likely worth placing in regular sentences. 
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Guidelines for Technical Writing Style


There are two distinct goals: (1) write each sentence so it is lively and easy to read and (2) write each sentence so it works together harmoniously with those that surround it. 

Clear and Direct Style 


To develop a clear and direct style, think about how you would say the idea in conversation (few people speak bureaucratese, but many of us write it). Develop a conversational style. This is not advice to "write as you speak"; but it is advice to think about how you'd say something first, then adapt that to your written communication. 
. Eliminate inflated language. 

Every word requires work from your readers, so make the task of reading as easy as possible for them by substituting one word for several wherever possible. 

	Inflated
	
	Concise

	


	along the lines of
	
	like

	at this point in time
	
	now

	because of the fact that
	
	because

	by means of
	
	by

	due to the fact that
	
	because

	for the purpose of
	
	for

	for the reason that
	
	because

	in order to
	
	to

	in spite of the fact that
	
	although

	in the event that
	
	if

	in the final analysis
	
	finally

	until such time as
	
	until


I. Keep related words together in your sentences. 

There are two key facts about the way we read. 

In English, word order indicates meaning. For example, consider the following: 

"The woman in the seat hit the man." (1) 

"The woman hit the man in the seat." (2) 

At times, we can't decode the message without additional information. Consider the following: 

"We sent a note about the proposal to Dr. Chester." (3) 

(Does this mean "We sent a note about the proposal which was made to Dr. Chester" or "We sent a note to Dr. Chester about the proposal"?) 

Usually this is an issue of slowing down your readers rather than totally confusing them. But confused readers are frustrated and irritated readers. 

Keep related words together because readers' short-term memory can only hold 5-9 bits of information at a time. Consider the following: 

"A simple account of this mechanism, showing that it acts as a stopper to an underground chamber filled with vapor under pressure until the steam accumulates to such a point that the pressure is released and the water is ejected upwards, is given in Appendix 1." (4) 

(Most of us have to read the sentence again to find the subject of the verb is given -- "A simple account.") 

II. Focus on action and actors. 

II. Action in verbs. In other words, put the action in verbs rather than in other parts of speech. 

II. Nominalization. One way to spot sentences which don't express action in the verbs is to look for an important word that ends in one of these suffixes: 

-sion, -tion, -ment, -ing, -ion, -ance 

"We reached the conclusion that the observed decrease in grain size from the Beryl to the Bruce field suggests that the source of the fan or fans may have been towards the southwest." (5) 

Solution: "We concluded that the observed decrease in grain size from the Beryl to the Bruce field suggests that the source of the fan or fans may have been towards the southwest." (6) 

"We would like to make a recommendation that the upper oceanic crust be more thoroughly investigated." (7) 

Solution: "We recommend that the upper oceanic crust be more thoroughly investigated" (8) 

II. To Be Sentences. A second way to spot sentences which don't express action in the verbs is to look for sentences whose main verb is a form of to be (am, is, are, was, were, being, been, to be). 

"This procedure is a protection against reinfection." (9) 

(The main action is protecting, but the main verb is is.) 

Solution: "This procedure protects against reinfection." (10) 

"It is interesting to note that the crater lake at Poas entered a phase of continuous geysering in its final stage of existence in early 1989, which appeared not unlike the boiling of liquid in a pan, and is more suggestive of the second mechanism than the first." (11) 

(The main action is entered, but the sentence's main verb is is.) 

Solution: "Interestingly, the crater lake at Poas entered a phase of continuous geysering in its final stage of existence in early 1989, which appeared not unlike the boiling of liquid in a pan, and is more suggestive of the second mechanism than the first." (12) 

How to solve this problem 

II. First, identify the main action of the sentence. Ask yourself, "What is happening in this sentence that is really crucial?" In sentence (9), for example, protecting is the main action. 

II. Second, identify the actor. In sentence (9), the actor is "this procedure." 

II. Third, start to say a sentence that begins with the actor and then immediately tell us the main action: "This procedure protects-" 

II. Use verbs in the active instead of in the passive wherever possible. 

The passive voice moves the thing acted upon by the verb into the subject slot, thus relegating the actor either to a weak position (object of a preposition) or to no position (left out of the sentence entirely). At times, of course, the passive is exactly what you should use. For instance, consider the following: 

"The field experiments were successfully conducted." (13) 

The chances are that who conducted those experiments is either too obvious to mention (our graduate assistants) or is simply not important enough to state. Hence this is a good time to use the passive. 

"The conclusion is reached that the extreme sensitivity of seismic velocities to changes in total porosity and aspect ratio distribution explain both age and depth dependence of compressional wave velocity in upper oceanic crust." (14) 

(Here the passive hides an important actor and so is ineffective.) 

Solution: "We concluded that the extreme sensitivity of seismic velocities to changes in total porosity and aspect ratio distribution explain both age and depth dependence of compressional wave velocity in upper oceanic crust." (15) 

III. Emphasize what is most important. 

III. Place key information at the end of the sentence (key information is italicized): 

"The department's performance has been superb in all areas. (16) 

Solution: "In all areas, the department's performance has been superb." (17) 

(Move less important information to the front) 

III. Place key information in the main clause. Consider the emphasis in the following two sentences: 

"Although significant variations are found in details of any specific locale studies, a composite image of upper crustal structure at a variety of scales can be developed." (18) 

"Although a composite image of upper crustal structure at a variety of scales can be developed, significant variations are found in details of any specific locale studied." (19) 

III. Explicitly tell what information is key: 

"Economists pointed to three important causes of the stock market's decline: uncertainty about the outcome of next month's election, a rise in inventories of durable goods, and -- most important -- signs of rising inflation." (20) 

Sentences Work Together Harmoniously 

. Smooth the flow of thought from sentence to sentence. 

. Avoid needless shifts in topic: 

"Our department's new inventory system reduces our inventory costs considerably. Thousands of dollars have already been saved by this system." (21) 

(This is an unnecessary shift in topic from system to thousands.) 

Solution: Our department's new inventory system reduces our inventory costs considerably. It already saved thousands of dollars." (22) 

. Use transitional words (these should be placed at beginning of sentence). Here are some examples: 

Also, although, as a result, besides, but, consequently, even though, for example, for instance, further, however, in addition, in contrast, in fact, in other words, moreover, nevertheless, next, first, second, similarly, therefore. 

. Use echo words (the comment of one sentence becomes topic of next and should be placed at beginning of sentence). Consider this example: 

"The angular rates for the rotation poles were estimated by modeling isochron sequences apparently unaffected by ridge jumps, and the location of the pole was determined by matching fracture zone trends. The southern fracture zone of each piece of lithosphere was considered to govern the location of its rotation pole. For example, the pole locations for Pacific-Farallon spreading from chrons 13 to 10 were generally determined by the trend of the Murray FZ." (23) 

I. Vary sentence length and structure. 

Usually, aim for sentences between 12-25 words long. Let's reconsider sentence (12): 

"Interestingly, the crater lake at Poas entered a phase of continuous geysering in its final stage of existence in early 1989, which appeared not unlike the boiling of liquid in a pan, and is more suggestive of the second mechanism than the first." (12) 

Solution: "Interestingly, the crater lake at Poas entered a phase of continuous geysering in its final stage of existence in early 1989. This stage appeared not unlike the boiling of liquid in a pan, and is more suggestive of the second mechanism than the first." (24) 
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Unit 4: Technical Writing Application

Topics:

A. Common Types of Application Letters

B. Common Sections of  Application Letters

C. Checklist of Common Problems in Application Letters

D. Memorandum and Informal Reports

Objectives:

The students should be able to:
· understand the common types of application letters.

· understand the common sections of application letters.

· analyze the checklist of common problems in application letters.

· analyze memorandum and informal reports.

Outcomes:


The students are expected to:

· be knowledgeable in writing an Application letter.

· be precise and effective in writing the different sections of an application letter.

· be aware of the common problems in application letters.

· write a good memorandums and informal reports.
Teaching Activity Program:

· Discussion on the Common Types and Sections of Application letters.

· Analysis of Sample Memorandums and Informal Reports.

Unit 4

Technical Writing Application

 In many job applications, you attach an application letter to your resume. Actually, the letter comes before the resume. 

The role of the application letter is to draw a clear connection between the job you are seeking and your qualifications listed in the resume. To put it another way, the letter matches the requirements of the job with your qualifications, emphasizing how you are right for that job. The application letter is not a lengthy summary of the resume — not at all. It selectively mentions information in the resume, as appropriate. 

Be sure to check out the example application letters accompanying this chapter: 

	Example application letter 1: Technical writing intern
	Frames
	Nonframes
	Plain

	Example application letter 2: Science editorship
	Frames
	Nonframes
	Plain

	Example application letter 3: Database programmer
	Frames
	Nonframes
	Plain

	Example application letter 4: Quality assurance manager
	Frames
	Nonframes
	Plain

	Example application letter 5: Programmer/analyst
	Frames
	Nonframes
	Plain


Common Types of Application Letters

To begin planning your letter, decide which type of application letter you need. This decision is in part based on requirements that employers may have, and in part based on what your background and employment needs are. In many ways, types of application letters are like the types of resumes. The types of application letters can be defined according to amount and kind of information: 

· Objective letters — one type of letter says very little: it identifies the position being sought, indicates an interest in having an interview, and calls attention to the fact that the resume is attached. It also mentions any other special matters that are not included on the resume, such as dates and times when you are available to come in for an interview. This letter does no salesmanship and is very brief. (It may represent the true meaning of "cover" letter.) 

· Highlight letters — Another type of application letter, the type you do for most technical writing courses, tries to summarize the key information from the resume, the key information that will emphasize that you are a good candidate for the job. In other words, it selects the best information from the resume and summarizes it in the letter — this type of letter is especially designed to make the connection with the specific job. 

How do you know which to write? For most technical-writing courses, write the highlight letter. However, in "real-life" situations, it's anybody's guess. Try calling the prospective employer; study the job advertisement for clues. 

Common Sections in Application Letters

As for the actual content and organization of the paragraphs within the application letter (specifically the highlight type of application letter), consider the following common approaches. 

Introductory paragraph. That first paragraph of the application letter is the most important; it sets everything up — the tone, focus, as well as your most important qualification. A typical problem in the introductory paragraph involves diving directly into work and educational experience. Bad idea! A better idea is to do something like the following: 

· State the purpose of the letter — to inquire about an employment opportunity. 

· Indicate the source of your information about the job — newspaper advertisement, a personal contact, or other. 

· State one eye-catching, attention-getting thing about yourself in relation to the job or to the employer that will cause the reader to want to continue. 

And you try to do all things like these in the space of very short paragraph — no more than 4 to 5 lines of the standard business letter. (And certainly, please don't think of these as the "right" or the "only" things to put in the introduction to an application letter.) 

Main body paragraphs. In the main parts of the application letter, you present your work experience, education, training — whatever makes that connection between you and the job you are seeking. Remember that this is the most important job you have to do in this letter — to enable the reader see the match between your qualifications and the requirements for the job. 
There are two common ways to present this information: 

· Functional approach — this one presents education in one section, and work experience in the other. If there were military experience, that might go in another section. Whichever of these sections contains your "best stuff" should come first, after the introduction. 

· Thematic approach — this one divides experience and education into groups such as "management," "technical," "financial," and so on and then discusses your work and education related to them in separate paragraphs. 

If you read the section on functional and thematic organization of resumes, just about everything said there applies here. Of course, the letter is not exhaustive or complete about your background — it highlights just those aspects of your background that make the connection with the job you are seeking. 
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Common sections of application letters
You can organize the letter thematically or functionally the same way that you can the resume. 

Another section worth considering for the main body of the application letter is one in which you discuss your goals, objectives — the focus of your career — what you are doing, or want to do professionally. A paragraph like this is particularly good for people just starting their careers, when there is not much to put in the letter. Of course, be careful about loading a paragraph like this with "sweet nothings." For example, "I am seeking a challenging, rewarding career with a dynamic upscale company where I will have ample room for professional and personal growth" — come on! give us a break! Might as well say, "I want to be happy, well-paid, and well-fed." 

Closing paragraph. In the last paragraph of the application letter, you can indicate how the prospective employer can get in touch with you and when are the best times for an interview. This is the place to urge that prospective employer to contact you to arrange an interview. 

Background Details in the Application Letter

One of the best ways to make an application letter great is to work in details, examples, specifics about related aspects of your educational and employment background. Yes, if the resume is attached, readers can see all that details there. However, a letter that is overly general and vague might generate so little interest that the reader might not even care to turn to the resume. 

In the application letter, you work in selective detail that makes your letter stand out, makes it memorable, and substantiates the claims you make about your skills and experience. Take a look at this example, which is rather lacking in specifics: 

	As for my experience working with persons with developmental disabilities, I have worked and volunteered at various rehabilitation hospitals and agencies in Austin and Houston [say which ones to inject more detail into this letter]. I have received training [where? certificates?] in supervising patients and assisting with physical and social therapy. Currently, I am volunteering at St. David's Hospital [doing what?] to continue my education in aiding persons with developmental disabilities. 


Now take a look at the revision: 

	As for my experience working with persons with developmental disabilities, I have worked and volunteered at Cypress Creek Hospital in Houston and Capital Area Easter Seals/ Rehabilitation Center and Health South Rehabilitation Hospital in Austin. I have received CPR, First Aid, and Crisis Intervention certificates from Cypress Creek Hospital. Currently, I am volunteering at St. David's Hospital assisting with physical therapy to persons with developmental disabilities in the aquatics department. 


Checklist of Common Problems in Application Letters

· Readability and white space — are there any dense paragraphs over 8 lines? Is there comfortable 1-inch to 1.5-inch margins all the way around the letter? Is there adequate spacing between paragraph and between the components of the letter? 

· Page fill — is the letter placed on the page nicely: not crammed at the top one-half of the page; not spilling over to a second page by only three or four lines? 

· General neatness, professional-looking quality — is the letter on good quality paper, and is the copy clean and free of smudges and erasures? 

· Proper use of the business-letter format — have you set up the letter in one of the standard business-letter formats? 

· Overt, direct indication of the connection between your background and the requirements of the job — do you emphasize this connection? 

· A good upbeat, positive tone — is the tone of your letter bright and positive? Does it avoid sounding overly aggressive, brash, over-confident (unless that is really the tone you want)? Does your letter avoid the opposite problem of sounding stiff, overly reserved, stand-offish, blase, and indifferent? 

· A good introduction — does your introduction establish the purpose of the letter? Does it avoid diving directly into the details of your work and educational experience? Do you present one little compelling detail about yourself that will cause the reader to want to keep reading? 

· A good balance between brevity and details — does your letter avoid becoming too detailed (making readers less inclined to read thoroughly)? Does your letter avoid the opposite extreme of being so general that it could refer to practically anybody? 

· Lots of specifics (dates, numbers, names, etc.) — Does your letter present plenty of specific detail but without making the letter too densely detailed? Do you present hard factual detail (numbers, dates, proper names) that make you stand out as an individual? 

· A minimum of information that is simply your opinion of yourself — Do you avoid over-reliance on information that is simply your opinions about yourself. For example, instead of saying that you "work well with others," do you cite work experience that proves that fact but without actually stating it? 

· Grammar, spelling, usage — and of course, does your letter use correct grammar, usage, and spelling? 

Memorandums and Informal Reports
· Memoranda

Memoranda are brief, informal reports used to establish a record. They generalize the communication process by transmitting the message from one or more authors to one or more recipients. E-mail messages typically take the form of memoranda. 

The memorandum is among the most versatile of organizational documents. From brief research reports and progress reports to trip reports and thumbnail proposals, the memo form is widely used to communicate technical and administrative information. Memoranda are written for numerous internal purposes--for example, to request information, to make announcements, to outline policies, and to transmit meeting minutes. Thus, in most organizations, memos play a crucial role in establishing a record of decisions, requests, responsibilities, results, and concerns. 

The Memo Heading

The distinctive element of the memorandum is its heading, which is used to frame the message in a very accessible and transparent manner. 
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This information sets out the context of the message and should be detailed enough to make the context very clear. 
The Memo Body

Generally, organize the topics of the memorandum in order of importance, with the key statements first and the details further on. The memorandum should normally begin with a brief summary statement, in one or two sentences, identifying the key topic and the scope of the memorandum. 
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· Writing Informal Reports

Informal Reports

Generally, if the organizational roles of the writer and reader(s) are close, an informal report is often more appropriate than a formal report. Usually you write an informal report if you have regular contact with your readers because it's likely that they already know the background. 

As a result, the need for intensive documentation and detail is sidestepped. This regular contact also means that your tone can be informal; however, informal doesn't mean chatty and personal. Informal reports can be written as memos, letters, or short reports (without front matter or end matter). 

Format 

Memo Header 

To:  (name and title of target audience) 
From:  (name and title of writer: remember to sign or initial) 
Date: 
RE: 
CC: (distribution list when necessary)

Introduction  [no heading necessary] 
Discussion sections [varies with purpose of report] 
Conclusion 
  

Parts of an Informal Report 

Reports are written for many different reasons and use two basic formats. One is the long or formal report and the short or informal report. But EVERY report, like every letter, essay, or article has 3 main parts: Introduction, Discussion sections, Conclusion. These reports follow the same format as the memo but are longer and more comprehensive. Because they are longer than one or two pages, reports also include such formatting elements as headings, bulleted or numbered lists, and graphs and charts or tables. 

The introductory section includes 3 parts: 

1. A statement of the problem or situation, 
2. The task assigned to the writer and the scope of the project. 
3. Purpose of the report and forecasts for the reader the topics of the report.

Finally, when appropriate, the introduction ends with the conclusion or recommendation reached by the writer. 

An introduction for a proposal might read: 

XYZ Company has been troubled recently by an ineffective inventory control system. I propose to investigate this system at the South Side Branch. This report discusses the problem, research methods, possible solutions, and a budget and schedule for the research.

[Notice that the introduction has no heading. Headings for introductory sections are optional.] 
An introduction for a final report that includes a recommendation might read: 

XYZ Company has been troubled recently by an ineffective inventory control system. Task Force A has researched the problem to identify possible causes and solutions. We have limited our investigation to the South Side Branch. This report discusses the problem, research methods, alternative solutions, and presents our recommendation and details of implementation. 

Task Force A recommends the reorganization of Warehouse management to include inventory supervisor whose staff will be responsible for all inventory records.

Another aspect of report writing that is somewhat different from other business communications is the reading patterns of various audiences. Remember that most memos and reports have a target audience, but a number of secondary audiences who must be accommodated. Some of the readers will skim the report. If I am the finance officer, for example, I will be more interested in the cost of the change and the return in the investment than the research methods or the details of the problem. I might read the budget section very thoroughly, yet only skim the other sections. If I am skeptical of the cost effectiveness of a recommended solution, I will go back and read what other solutions were considered. 

In other words, the report, particularly the discussion sections, may not be read in a linear way—from the first word progressing to the last. Therefore, the writer must be certain the report is comprehensible when read in that manner. Each section must work together as part of the whole report, but a reader should be able to read one section and understand the context. An example of the first section of a discussion follows. 
  

Description of the Problem 
For the past two years, south Side Branch has recorded higher than normal inventory losses. Employees reported that many items shown to be in stock are not and other items were reordered when there was no need. The costs of these inventory mistakes have increased steadily for the past eight quarter.

Notice how the first sentence of the section "Description of the Problem" provides the context of the report (inventory loss, South Side Branch). If each section of a long or short report contains a contextual reference, a reader will be able to skim a report and read pertinent sections without having to refer back to the introduction for its context. 

Anytime you use a list, or graphic or visual representation, you should introduce that list or visual and explain its purpose to the audience. 
  
Mission of Parks and Recreation Advisory Board 

The mission and goals of the Parks and Recreation Advisory Board (PRAB) include 

    provide and maintain playgrounds and other outdoor facilities for city residents.
    sponsor recreational programs for both children and adults. 

    maintain centers for indoor activities.
Finally, the conclusion of a report, depending on its purpose, should remind the reader of any action needed, ask for a response, indicate a willingness to answer questions, and provide contact information. 
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                                                          แผนการสอนประจำหน่วย
ชุดวิชา  ENGLISH 2004
หน่วยที่ 5  การรายงานที่เป้นทางการ
5.1  หัวข้อ

5.1.1  แผนการอย่างคราว ๆ ของทฤษฏีการเขียนรายงานเป็นทางการ

5.1.2  ตัวอย่าง หัวข้อของเนื้อหา การรายงานที่เป็นทางการ
5.2  วัตถุประสงค์

นักศึกษาควรที่จะสามารถ

5.2.1 เข้าใจจุดประสงค์และเนื้อหาของแต่ละหมวดหมู่ในการเขียนรายงานที่เป็นทางการ

5.2.2  ระบุได้ชัดเจนเกี่ยวกับตัวอย่างของรายงานที่เป็นทางการ

5.2.3  วิเคราะห์เนื้อหาของตัวอย่างแต่ละรายงานที่เป็นทางการ
5.3  ผลที่คาดว่าจะได้รับ

นักศึกษาถูกคาดหวังว่าจะ

5.3.1  มีความรู้อย่างดีเกี่ยวกับหมวดหมู่ในการเขียนรายงานที่เป็นทางการที่มีความแตกต่าง
         ได้เป็นอย่างดี

5.3.2  เรียนรู้ความแตกต่างของเนื้อหาของตัวอย่างรายงานที่เป็นทางการ
5.4   กิจกรรมที่ใช้ในการสอน

5.4.1  อภิปรายวัตถุประสงค์และเนื้อหาของจดหมายที่เป็นทางการแต่ละหมวดหมู่ได้

5.4.2  วิเคราะห์เนื้อหาของรายงานที่เป็นทางการ
EN 2004
Unit 5: Formal Reports

Topics:

A. General Outline of Formal Technical Reports.
B. Contents of a Typical Formal Reports.

Objectives:

The students should be able to:
· understand the purpose and contents of each section of a formal technical report.

· identify the contents of a typical formal report.

· analyze each content of a typical formal report.

Outcomes:


The students are expected to:

· be knowledgeable about the different section of a formal technical report.

· learn the different contents of  a typical formal report.

Teaching Activity Program:

· Discussion on the purpose and contents of each section of a Formal Technical Report.

· Analysis on the Contents of a Formal Report.

Unit 5
Formal Reports

The following outline of a complete technical report and is more comprehensive than what is typically found in any single report. Certain sections may be combined or deleted entirely, depending on the requirements. The contents of each section, however, will not vary. For more extensive discussion of the contents in each section, the reader is referred to technical writing textbooks.  Every report is different, but a general format that works well is outlined below. Descriptions of specific sections follow.

The general outline of a formal technical report is as follows:

The purpose and contents of each section are described below.

Outside Cover Page

This is much like the cover of a book and should contain the name of the experiment, your name, Group number, other team member(s), "ChE 382 Lab", Semester, date experiment was performed, and date report was submitted. The paper used for this cover page should be a slightly heavier weight than the other pages of the report.

Letter of Transmittal

The purpose of a letter of transmittal is to make reference to the assignment of the report, the letter of instructions, the custom which makes the report necessary and also to highlight some of its contents for the individual reader. Thus, it should point out specific sections of the report that should be studied in detail by the recipient. In contrast to the body of the report, the writer's personal opinions may be expressed in the letter of transmittal. The letter is written in an informal business style; e.g. personal pronouns are in order. The letter is normally as brief as possible.

Title Page

The title page normally includes:

· The complete title. 

· The name of the person to whom the report is submitted 

· The name of the writer and co-workers. 

· Organization publishing the report. 

· Date of submittal. 

Identify the project with a descriptive title. Indicate names of all participants, date of submission, and dates when experiments were conducted.

Title Block

All formal reports must have a title block giving the name of the report, author(s) and location where the work was performed, the date, and distribution list for the report.  The title of the report should be descriptive.  For example, “Comparison of Experimental and Theoretical Ion-Exchange Resin Mass Transfer Properties” is much more descriptive than “Ion Exchange.”

Abstract

Summarize the important results. The abstract must be self-contained: do not refer to figures and tables located in other sections of the report. Do not include tables, figures, and equations, unless absolutely necessary. Do not assume that the reader will unambiguously identify undefined symbols. Be precise and succinct. Do not exceed one page. The Abstract should be written with great care because it is a most important part of the Final Report and will have a very large impact on the grade assigned to the work.

Abstract (15) - One-paragraph synopsis of the project experiment, including objective, equipment description & conditions, results (actual numbers where possible), and conclusions. The abstract must be written in prose style with complete sentences.

Write a 100 to 200 word abstract.  The abstract must be concise, clear, and informative.  The first few sentences will typically contain information on what was studied as part of the investigation, any critical background information, and the crucial element(s) of the experimental apparatus or procedures.  The next couple of sentences state specifically your experimental results, if they agree with theory, and your conclusions.  In many reports, the abstract is the most critical section of the entire report. This may be the only section most people read so whatever impressions you want to convey, the abstract is the place to shine.

The purpose of the abstract is to immediately acquaint the reader with the actual content of the report. The abstract in short paragraph summarizes the main purpose and method of the investigation as well as the principal facts and conclusions reported. Specifically, an abstract should: 

· Introduce the subject matter to the reader. 

· State what was done.  

· Briefly state the major results (quantitative values, if possible). A discussion of results is rarely included in the abstract. 

Summary

The summary is a brief statement about the purpose of the study and the general method of approach, followed by a synopsis of all the principal facts and results developed in the body of the report.

While the abstract tells the reader if the report falls within the reader's range of interest, the summary tells the reader of the report's entire contents in brief form. The summary should be comprehensive in that it should cover all phases of the investigation, but it should not go into minor details in any particular phase.

The emphasis and point of view reflected in the summary should be the same as that developed in the main body of the report; no material should be introduced which does not appear in expanded form in the main text. Specifically the summary should:

· Introduce the reader to the background and the purpose of the investigation. This does not mean a review of the literature but simply the "why" of the investigation. 

· State what was done and what the report covers. 

· State how the results were obtained. 

· Give important results which relate to the purpose of the investigation. Be specific and give quantitative information. Avoid qualitative statements and generalities. Recognize the achievements of the objectives established in the introduction. 

· Present logical conclusions easily related to the information contained in the detail sections. Exclude the development of new ideas not presented in the body of the report. 

· Present statements with regard to future action where appropriate. Develop intelligent and practical recommendations commensurate with the conclusions. Hypothetical conclusions are left to the discussion section. 

· Include appropriate summary statements so as to make the closing relatively independent of the body of the report. 

The summary is often the most important and useful section of the report. It is the major, and sometimes the only, part of the report read by upper management.  It is a compromise between brevity and completeness and must be a “stand-alone” document.

The summary is not a duplication of text from other sections. It is a brief, precise, factual, and explicit description the objective or rational for the work, background (including previous projects), purpose of the work and other key points (relevance to the business), results, and the intended applications of the results (recommendations). The summary may be only a few short paragraphs and numbered statements. In any case, it should not exceed one page in length.

Present sufficient information so the readers will have an understanding of the work that has been done, even if they do not see the rest of the report. Write with your audience in mind. Make certain the benefits of the recommendations are stated clearly, together with the required action.

The summary should be on a separate page of the report.

Table of Contents

In the table of contents list every title and heading in the text and the number of the page on which it appears.

A table of contents should appear in every formal report.  Include each major subsection and its page number.  Note that the page number of the table of contents is not given in the table of contents. 

Write a complete list of the sections used in the report with page numbers designating the first page of the section.  Use "heading" and "figure" fields throughout your report so that you may simply use the "Insert table of contents" function in Word to automatically create the Table for you.

	CONTENTS OF A TYPICAL FORMAL REPORT

 

Title Block and Abstract

Summary

Table of Contents

List of Tables

List of Figures

Introduction

Conclusions, Recommendations, and Auxiliary Issues

Results and Discussion of Results

Safety

Environmental

Experimental Detail

Experimental Accuracy and Precision

References

Nomenclature

Appendices

Sample Calculations

Error Analysis

Complete Set of Tabulated Experimental Data

Laboratory Notebook Pages


Lists of Figures and Tables

After the table of contents, list all tables and figures, including sketches, graphs, and photographs, separately.

Introduction

This section introduces the reader to the material you will present.  Even if you are writing the report to a person who asked you to do the study, it may have taken months to complete the project tasks/ experiments.  A reminder of the original intent (purpose) of the study is needed.  State the objectives of the project/experiment.  Also emphasize briefly why the project/experiment is important; if you cannot convince the reader at this point that your work is worth reading, it may never get read.  Very briefly include any especially pertinent historical information on the subject under investigation, experimental work done on the subject, etc.

The introduction of a formal technical report prepares the reader for the body of the report and may include any or all of the following:

· Present a statement of the subject being considered - Nature of the study 

· Clarification of the subject of the report 

· Define the purpose and objectives of the report 

· Explanation of the need for the investigation – a statement of the status and purpose of the study and the relationship to the business needs of the enterprise 

· Scope of the investigation 

· Clarify the circumstances or conditions associated with the developing subject 

· Background for the work: 

- References to previous or related work 

· - Long-range and short-range objectives 

· Summarize the highlights of the information presented in the detail sections 

· Focus attention on the key conclusions and recommendations 

· Define the plan or organization of the report 

The introduction should inform the reader of the problem, objectives, and approach. Indicate reasons for doing the work and status. Provide background information by briefly describing prior relevant work. How complete the findings are.

Conclusions, Recommendations, and Auxiliary Issues

Conclusions are statements reflecting an increased factual understanding of a subject or phenomenon. Recommendations are action items that should be taken because of these conclusions. Conclusions and recommendations may be presented in two separate sections, if desired.

Conclusions

The conclusions are a series of numbered statements which answer the questions posed when stating the purpose of the project. Conclusions include only pertinent information and are based solely on data within the report. 

Present conclusions in order of importance, in either paragraphs or a list. This section should not contain any supporting data or any of the reasoning leading to the conclusions. That information is properly presented in the discussion section.

Tell what specific conclusions you have drawn based on the results you presented in the previous section.  The confidence you feel in your conclusions and how you have reached them should be fully discussed.  The conclusions should be neither over-stated, nor under-stated.  Provide key conclusions relative to the objectives of the experiment and summarize the most important numerical data.

Recommendations

Recommendations are a logical extension of the conclusions. Often, the conclusions will imply that certain actions should, or should not, be taken. Recommendations are a brief, explicit summary of these action items. Recommendations for action are often conditional or should carry a caution. State these auxiliary issues.

The recommendations are specific definite proposals for future work, (e.g. suggested changes in equipment, study of new variables, or possible experiments in related fields). Like the conclusions, the recommendations are usually listed by number and consist of only a sentence or two.

Suggestions for additional work or modifications of current procedures, equipment, etc. are appropriately stated here.  What have you learned from performing the experiment or analyzing the data that could be improved for the next experimenter?

NOTE:  Conclusions and recommendations are often placed after the results section, because conclusions and recommendations follow logically from the discussion of the results. However, we have chosen to adopt an action-oriented business format and place the conclusions and recommendations before results and discussion of results. Managers and business teams often prefer to skim the details for consistency and comprehensiveness. They can be effective in this approach, if they know the path the results should follow and what supporting items should be present. The technical depth and accuracy is still required in the results and discussion of results for those wanting to pursue the details and check the accuracy and credibility of the work.

Literature Survey

This section of the formal report is also known as "Previous Work", Theory", "History", "Background", etc. In a technical report, it is seldom possible to review the theory and practice of a given problem exhaustively. However, it is possible to discuss the principal contributions. The aim should be to critically evaluate previous work and show what is known about the problem.

In presenting the literature survey, attention should be directed to the development of the theoretical principles. However, do not explain elementary theory or derive equations which are available in standard texts or in the literature cited. If an equation of the author's own derivation is used, its derivation should be given in a theory section. 

In a few pages, give the reader the theoretical and experimental background necessary to understand the underlying science and engineering involved.  Provide theoretical background and assumptions for the equations and correlations used to analyze the data.  All equations must be numbered.  References to pertinent papers or books should be given here.  Avoid extraneous theory, but instead explain clearly the theory pertaining to your experiment- assume the reader is technologically proficient.

Theoretical principles are stated in the present tense, while references to the experimental work of others are given in the past tense.

Detailed Sections (Body of the Report)

The body of the report will consist of detailed sections which depend on the nature of the report. Descriptions laboratory experiments and process design specifications are examples of what might be included in these sections. 

1. Approach (Experimental Design) 

2. Observations (Presentation and Discussion of Results) 

Apparatus and Procedures
Describe the experimental apparatus and procedures used in great detail.  A clearly drawn illustration is essential to help explain the setup (see discussion of Figures in the next section). The equipment diagram can be a line (not necessarily 3-D) drawing.  It need not be, and often should not be, pictorial.  Show equipment items, the flow of materials, and all control (manipulated) valves and other important valves, such as inlet steam, cooling water, etc. on your diagram.  It is critical to identify all measurement points for temperatures, flow rates, pressures, etc. and all sampling points.  Neatness and professionalism, or their lack, are very apparent here. Use French curves, straight edges, and templates, or preferably computer software.  Avoid freehand sketching unless absolutely necessary. Equipment diagrams should be original work; they should not be supplied from a previous lab group's report.

The equipment diagram should go hand in hand with a description of the apparatus and the procedure.  Describe the apparatus in the text.  For the procedure, clearly describe what you did.  Another engineer should be able to duplicate your experimental data from the information you provide, using a similar, though not necessarily identical, piece of equipment.  Any equipment, valves, etc. mentioned in the procedure should be shown on the equipment diagram.  This section should be written in prose; it should not be a list.  Likewise it should NOT be written as an "instruction manual" Do not merely copy instructions from lab book!

 

Experimental Detail

Briefly, summarize the pertinent experimental and analytical background, equipment, procedures, and significant details.

 

Results

This is where your data is presented.  Clarity here is of the greatest importance.  Results should usually be reported using a few, well-constructed graphs of an appropriate type, along with supporting descriptive text, i.e. this section should be written out, not just a collection of graphs. Look in journal articles or refer to writing guides on the ERES page if you are uncertain of proper format. The figures should allow the reader to see trends in the data, and use them for reference while reading your "Discussion" section.  Take the time to format figures in the clearest possible way and remember the old adage that "a picture is worth a thousand words".  Include any models, literature data, correlations, etc. on the same graph for later discussion.  Use data points for data only and include error bars; models and correlations should appear as lines. Include captions below your figures, and be sure to number them.  Numerical results must include estimation of error to be meaningful! 

Include all tables and graphs that document your final results. Include all relevant information so that you can later refer to these figures in the Discussion section to support your conclusions. If possible, present the results in the same order that you listed the objectives. Do not discuss the significance of the results - this can be done in the discussion section. Include only final results that satisfy the objectives of the experiment; lengthier tables and intermediate figures should be included in the Appendix. Introduce the reader to each figure and table with a brief paragraph indicating what variables are plotted or tabulated. Each figure and table must have a unique number and a title or caption.

A paragraph description of data obtained. Most results will be in the form of tables and figures which are included here. Be sure to put titles/headings on figures & tables. All "raw data" should be put into Appendix. Tables might include final calculated data, list of parameters evaluated, etc. Figures should include Arrhenius, concentration/ time, vapor/liquid composition plots, etc.

This is where your data is presented.  Clarity here is of the greatest importance.  Results should usually be reported using a few, well-constructed graphs of an appropriate type, along with supporting descriptive text, i.e. this section should be written out, not just a collection of graphs. Look in journal articles or refer to writing guides on the ERES page if you are uncertain of proper format. The figures should allow the reader to see trends in the data, and use them for reference while reading your "Discussion" section.  Take the time to format figures in the clearest possible way and remember the old adage that "a picture is worth a thousand words".  Include any models, literature data, correlations, etc. on the same graph for later discussion.  Use data points for data only and include error bars; models and correlations should appear as lines. Include captions below your figures, and be sure to number them.  Numerical results must include estimation of error to be meaningful!

Discussion

The discussion tells the reader what you have found out.  Refer to your results.  If applicable, discuss the effect changes in the experimental variables had on the results. Compare your results with theoretical predictions, correlations, literature values, etc.  Explain or account for any differences.  An analysis of the sources and magnitudes of errors is appropriate.  In the discussion, be quantitative.  Also, provide physical insight into your results.

All equations, etc. must be numbered and referred to.  The reader must not have to wonder how any value was obtained or calculated.  Questions like: How were your calculations done?  What was measured and what was calculated? must be clearly answered.  Any ambiguity will be considered a wrong result.

Discuss the significance of each result documented in the Results section; address each table and figure in the order that they were presented. Use the available theory to explain why the relevant variables behaved in the observed fashion. 

 This is the main section and it should describe in detail the work that was done. It should be subdivided as necessary to improve clarity. Possible subheadings include the following:

· Background

· Literature Review

· Theory

· Development of Methods of Analysis

· Laboratory Equipment (process and analytical)

· Experimental Procedures (preparation of materials, experimental design, startup and shutdown, etc.)

· Results

· Industrial Applications

Write a 1-2 page overview concerning the potential industrial applications of the equipment and process studied.

 

Discussion and Interpretation of Results (including statistical and error analysis)

The principal function of this section is the presentation of results (experimental, computational, abstract reasoning, etc.), and their interpretation.

The exposition of results and interpretation should follow a logical order, even though this may not be the chronological order of the study.  The author can use a logical order to lead the reader through the reasoning process used in designing the project and interpreting the results.

Conclusions and recommendations should be included at the logically appropriate points in this textual development. This is particularly important since, although they will be reiterated in other sections, they will be separated from the supportive context in a brief summary form.

This section may briefly describe the procedures used in the work. If the procedures themselves represent the major thrust of the document (as in the description of a new analytical method), they can be covered in detail. In some cases, the author may wish to stress the results, but the procedural details are important enough to be carefully documented in the report. In this case, a detailed description of the procedures should be relegated to a separate section and the reader directed to this fact in the discussion.

During the development of the discussion section, the author may want to cite important numerical results.  A useful way to do this is to insert a table in the text at the point at which it is cited.  It should be as short as possible, containing only those facets of the results being alluded to at that point in the text.  Such a table may represent an abstract of a more extensive one in an attachment or appendix.

The same device may be used to include a graphic aid at some pertinent point in the test of the discussion.  The figure may be a simplified version of a graph or diagram in an appendix.

Difficulties encountered, sources of error, reliability of the data, comparison with (and deviation from) expected values, etc. Recommendations could be included here.

Discussion

The discussion tells the reader what you have found out.  Refer to your results.  If applicable, discuss the effect changes in the experimental variables had on the results. Compare your results with theoretical predictions, correlations, literature values, etc.  Explain or account for any differences.  An analysis of the sources and magnitudes of errors is appropriate.  In the discussion, be quantitative.  Also, provide physical insight into your results.

All equations, etc. must be numbered and referred to.  The reader must not have to wonder how any value was obtained or calculated.  Questions like: How were your calculations done?  What was measured and what was calculated? Must be clearly answered.  Any ambiguity will be considered a wrong result.

 Experimental Accuracy and Precision
Include purity of materials, accuracy of measurements, precision of analyses, etc. in a propagation of error method to reveal the uncertainty on the results and recommended actions.

Safety

General considerations for this section include statements of the safety concerns and consequences and descriptions of how the experimental design addresses these concerns and consequences.  Discussions of items that were considered but were found not to be a concern are also important.

Discuss the hazards of materials, equipment, and procedures and potential personnel exposure to toxic or hazardous materials. Outline recommended personal protective equipment.

Environmental

Discuss any emissions and proper disposal of wastes. Discuss how experimental procedures were designed to minimize environmental impact and to maximize conservation of resources.

Industrial Applications

Write a 1-2 page overview concerning the potential industrial applications of the equipment and process studied.

Acknowledgements

This section expresses appreciation to those who aided in work. Perhaps they provided the original idea or plan, gave helpful suggestions, or assisted with routine analyses. Such acknowledgment is not mandatory, but it is courteous and a positive assurance of help in the future.

Nomenclature

Usually it is desirable to define symbols in the text of the report in the order of their appearance. Where this practice becomes confusing to the reader or laborious for the writer, the symbols may be arranged in alphabetical order in a table of nomenclature. The symbols are arranged in alphabetical order. First the Roman letters followed by Greek letters and then special symbols. The accompanying definitions must include the proper units.

If the report contains many equations with many terms, the terms (with units) should be identified at the end of the report. A report with a few simple equations having only few terms can be identified completely within the body of the report. It is up to the author to judge when a separate nomenclature section is required

List all variables (symbols) found in your report, what the variable represents, and the dimensions or units of the variable.  Use the format in Energy and Fuels or AIChE Journal.  Give units that are used by you for all variables.  If dimensionless, say so.  List in alphabetical order with Greek letters grouped together at the end also in alphabetical order.

References

A list of references should be collected into a reference list arranged alphabetically by author. Refrain from including any references which are not specifically mentioned somewhere within the report. Complete citations should be given.

List all the literature sources that are cited in the report. 

This section should include all reference materials which were used to develop the project and which form the basis for conclusions and recommendations. List only those references used in the report and give complete information so that reader has no problem finding the reference. The references should be listed alphabetically by the last name of the first author.

The most common method of bibliographic notation in chemical engineering is to put the author's last name and the year of publication in the sentence where the reference occurs, using parentheses as needed. For example, you might write the following sentence: “Colburn and Hougen (1933) first demonstrated how to include the effects of the non-condensable gas in designing a condenser for a vapor containing a non-condensable gas.” For two authors, include the last names of both authors; for three use the first author's last name and “, et al.”

Footnotes for tables in the body of the report or in attachments should be included at the bottom of the tables.

Use the format in AICHE Journal. References are listed at the end of the report in a single section headed "References".  They should be in alphabetical order by lead author.  Only references actually cited in the report should be listed.  Be very specific; give edition and page number for books.  Do not cite Perry's Handbook; Perry's is often a great place to start and will refer you to important literature on a topic.  Get this literature at the library and cite it. Give the complete citation.  References should be cited in the report as (last name of author, year).  If two authors: (name and name, year).  If more than two: (lead author name, et al, year).  I will give extra credit for exceptional finds.

Attachments/Appendices

In the appendices are presented experimental data, supporting calculations, and any other information or material not conveniently included in the body of the report.  Include information that, though relevant, is not necessary to mention in the body of the report to support the experimental design plan. Include additional appendices as needed. 

· Preliminary Design Report 

· Data Book ("Blue Book") 

· Calculation Sets? Calculation files  

 

* Tables with intermediate results 

* Computer printouts 

Typically, appendices in a formal report may include (1) safety and toxicity information, (2) detailed sample calculations using data obtained in laboratory, (3) professional quality tables of all data (both calculated and observed), (4) error analysis stating the errors involved in the experimental measurements and their anticipated affect on the results, and (5) copies of the relevant laboratory notebook pages.

Raw data, sources of data if other than that generated by your group, sample calculations for each parameter evaluated, etc.

The appendices contain materials not included in the main body of the report but relevant to it.  In particular, this includes calculations, derivations, calibration curves, computer programs, and other such items.  Four items (shown below) are specifically required.

The report body should be a readable and rather fast moving document. A reader may want to duplicate or expand the work, or to dig deeply into the subject matter, and will study the appendices. These should include supplemental detailed material that supports items presented in the main body of the report. Appendices are numbered with capital letters and are listed in the Table of Contents as separate entries with the title of each appendix.

Tables.

Large groupings of data should be included as attachments.  Shorter tables, essential to the flow of information, may be included in the discussion section.

Figures.

Drawings and figures should be large enough so the reader can easily follow them and contain a level of detail appropriate to the project.

Sample Calculations.

All calculations used to make a decision in the laboratory report should be included in an appendix so the work can be reproduced.  Lengthy computer programs or printouts may be stored electronically and referenced in the laboratory report by directory and file name.

Sample calculations for all results, graphs, etc. showing how you got your results.  This section is critical.  It must be clear and unambiguous as to where all values come from.  Cite references for correlations and values for physical properties (i.e., thermal conductivity).  State assumptions.  Check assumptions whenever possible.  Calculations can be handwritten if clear, but computer-generated equations are preferred.  Ease of following, clarity, source of all numbers used, and completeness (not ambiguous) are more important than word-processing skills.

One sample of every engineering calculation must be shown. This is often most conveniently done by taking a single run and showing how the results are obtained from the tabulated data. This section is very important for your grade. It must be clear.  All equations should be numbered if needed for reference in the text.  It might be useful to think of this section as a textbook that you are writing for a beginning student.

Note on equations: If you cannot make correct symbols on a word processor, write equations by hand clearly in good format rather than use written expressions like "delta T" or "INT" for an integral sign.  Such unconventional expressions are never used.  In other words, if you cannot type the equation as it should actually look in a textbook or technical journal, then write it clearly by hand in correct form, rather than invent new or substitute symbols.
Give one example of each calculation that leads to a result reported in the document. Include one calculation for each figure or table reported in the Results section. Introduce each calculation with a brief paragraph indicating to the reader which specific point in a figure or entry in a table is being calculated. These calculations are samples only and must be annotated. Extensive calculations should be included in the Appendix under the Calculations Section. The Sample Calculations section should then include appropriate references to the Appendix. 

 

Error Analysis

Pertinent Communications

Verbal agreements concerning issues included in a laboratory report should be e-mailed among the members of the discussion group, and included in an appendix of the report.

Overall Long Report Specifications

The report should be bound with a plastic spiral with front and back covers.  They should have a professional look about them. All written lab reports are due at the start of the laboratory class two weeks after performing the experiment.  The Teaching Assistant will collect the reports and give them to the professor for grading.  Late reports are unacceptable, and 10 points will be deducted per day late. The internal contents should consist of all sections listed on the following page. Lab reports must be typed.  Only the equations and calculations in the Sample Calculations section may be hand written if necessary.

SAMPLE FORMAL REPORT
Letter of transmittal
April 11, 2000

Mrs. P.J. Colbert

Marshalltown Community College

3700 South Center Street

Marshalltown, IA 50158

Dear Mrs. Colbert:

Enclosed is the proposal report entitled "Cable Television vs. Satellite Dish Service." This report discusses the differences between cable television and satellite dish service in a residential environment.

The majority of the research for this report was obtained from my current job with Golden Sky Systems, Inc., a DirecTV satellite dish sale and programming office. The remaining research contains interviews with local area businesses that support either satellite dish service or cable television. As a customer service representative, this subject is of particular interest to me. This report addresses issues that any potential consumer would have when purchasing cable television or satellite dish services.

Thank you for all of your consideration and assistance in putting this report together.

Sincerely,

Rebecca J. Walther

Enclosure: Final report

 
 SAMPLE FORMAL REPORT--Title Page
Cable Television vs. Satellite Dish Service

 By

Rebecca Walther

 MEN113 – Technical Writing on the Internet

Marshalltown Community College

Marshalltown, Iowa

April 25, 2000

 

SAMPLE FORMAL REPORT--Table of Contents

Table of Contents

	
	List of Illustrations
	iv

	
	Abstract 
	v

	
	Introduction
	vi

	
	Cable Television
	1

	
	Description
	1

	
	Initial Cost
	1

	
	Picture Quality
	2

	
	Programming Packages
	2

	
	Available Services
	3

	
	Satellite Dish Services
	4

	
	Description
	4

	
	DirecTV 
	7

	
	Dish NETWORK
	8

	
	Package Variations
	9

	
	Programming Options
	10

	
	Available Services
	11

	
	Recommendations
	12

	
	Works Cited
	13

	
	Appendix
	14

	
	Cable Television Brochure
	14

	
	DirecTV Brochure
	18

	
	Dish NETWORK Brochure
	19


 

SAMPLE FORMAL REPORT

List of Illustrations

	
	Figure 1. Single LNB satellite dish arrangement 
	6

	
	Figure 2. Dual LNB satellite dish arrangement 
	7

	
	Figure 3. DirecTV vs. Cable Television
	9

	
	Figure 4. DirecTV vs. Dish Network
	10


 

SAMPLE FORMAL REPORT
Abstract
Technology has brought television watching into a different perspective. Programming can be brought to you through an off air antenna, cable television, or satellite dish service. Determining which one of these services is best suited to you can be a difficult decision to make. As a customer service representative for a local satellite dish company, I have customers that are confused about the differences between cable television and satellite dish service. I take my job seriously and make it my moral obligation to each consumer to make sure that they are thoroughly informed by the time they leave.

The information in my report is based on each individual service and what services and options they contain. I will conclude the report with any recommendations that are for or against each option when selecting how television services are viewed.

SAMPLE FORMAL REPORT

Introduction

The report "Cable Television vs. Satellite Dish Service" presents the differences between cable television and satellite dish service in a residential environment. It is presented from a satellite provider’s point of view.

The information enclosed is intended to explain and inform consumers of their options when choosing between both services. The report is broken into two major sections. Topics covered will be cable television and the satellite dish services provided by DirecTV and DISH Network.

CABLE TELEVISION

In a society where television is almost a necessity, we are required to make a decision on what kind of television programming we are going to watch and where we are going to get it from.

Cable television is a service that is brought to you from your local cable television company. In Marshalltown, Iowa AT&T Cable Services (formerly TCI) is our only choice of cable television.

Description

Cable television, as its name implies, is provided through a wire that is installed at your residence. You may already have cable installed at your home, but require the services and converter box to provide you with the programming. Reception is uninterrupted by trees, buildings and other surface obstacles.

The programs that cable television provide are transmitted to communication satellites that orbit the earth at a fixed position 22,300 miles above the earth. These television programs are brought to your home via hundreds of miles of cable, either strung on the same poles that carry your telephone or electric service, or buried underground.

Initial Cost

In the Marshalltown area you can generally expect to pay anywhere from $21.50 to restart or reconnect a residential installation to $39.95 or higher for an unwired residential installation depending on how much needs to be done at the time of installation. In addition to the installation costs, you are charged monthly for the converter with optional service, the remote control, the digital converter, and the digital remote. See Appendix page 15.

A charge for upgrading or downgrading your programming at any time is also tacked onto the bill. The type of service and the length of time that requires a trip for the technician to come out to your home will determine how much the service cost will be.

As the cost for cable television keep increasing more subscribers are looking into other alternatives. Over the last several years the cost for cable television has risen at an average of six percent annually.

Picture Quality
The picture quality provided by your local satellite company is generally better than off-air reception of broadcast television, since television signals travel to your home by cable rather than through the air.

The picture quality can only be as good as the transmission from the satellite you local cable company utilizes. I have found, from previous experience, that in the Marshalltown area the picture is generally snowy and blurry.

Programming Packages
Cable television services are brought to you in several different package options. The minimal service that may be purchased is the basic service. Basic service may be purchased alone or with any optional service(s). All programming package contents are determinate of where you reside and whom you get your service through.

The basic service includes 12 channels ranging from channel 2 through channel 13. This package carries only your basic local network channels, such as ABC, NBC, CBS, FOX, PAX, WGN, and PBC.

Expanded basic is just that, the basic package plus various other channels. A total of 33 channels are provided by this package.

The premium channels: HBO, Showtime, Cinemax, Starz!, and Encore can be provided at an additional charge or be integrated into any of the other program packages.

You can receive up to 83 stations, including the movie channels. The pricing for all of these packages ranges from $8.08 to $61.95 a month depending on the service you choose. These costs do not include any fees or taxes that may be infringed upon you by the company providing the service to you, not to mention the monthly rental fee incurred with the converter and remote. For more information see the Appendix pages 14 through 17.

Available Services
You can receive a monthly cable television guide for approximately $2.50 per month, or you can utilize the on-screen guide that comes with the digital cable television packages.

Digital cable provides 18 additional special interest channels. You will also receive several pay-per-view channels and 10 digital music channels. The on-screen guide that comes with the digital cable also allows you to set reminders for programs you don’t want to miss, and comes with an optional parental control.

All digital packages include basic, expanded basic, digital, Starz! and Encore.

Coming soon to the Marshalltown area: AT&T@Home. You will be able to receive the Internet better and faster via cable due to the larger bandwidth (size) of the cable. The plan is in the works and your local AT&T Cable Company hopes to bring this new service to our area by January 2001.

 

SATELLITE DISH SERVICES

Two major competitors for satellite dish service are DirecTV and Echostar, also referred to as Dish NETWORK in this paper. Primestar used to be a competitor until DirecTV bought them out in January of 1999. The channel selection and customer service base of Primestar has been slowly migrated into the DirecTV database since the merger. DirecTV and Dish NETWORK are two completely separate providers of satellite programming, but are very similar in other aspects.

Description
Satellite dish services are in competition with cable television. Service is brought to the satellites through film studios, news organizations and other broadcasters. These service providers then digitally transmit the signals 22,300 miles in space to a grouping of high-power satellites. Because the satellites are geosynchronous no adjustment will be necessary to change channels because everything comes from the same location in the sky. The dish never has to track the satellite, so there’s no waiting for the picture to come in. From there the digital signals then go into your receiver where they undergo extensive processing to determine if you are authorized to have access to them. The signals are then reconverted into high quality video and audio that you can enjoy on your television.

Satellite providers do not have the legal right to provide you with your local network stations, as the cable companies do. You must go through an extraneous eligibility requirement check to see if you are even eligible to receive the national feeds that are provided to subscribers from the East and West Coast. To be considered eligible the local broadcast signals must be either unavailable or of such poor quality you cannot receive them via an off-air antenna.

Before you purchase a satellite system you must make sure that you can mount the satellite dish on the outside of the house. Both satellite providers’ equipment requires a clear view to the south from where you intend to mount the dish, since the satellite orbits over the equator. The satellite cannot be set up in an area where there are buildings, hills, or even trees blocking the view. Apartment dwellers are allowed to have a dish mounted onto their balcony, but they must also take care to have a clear shot.

Before you can subscribe to satellite programming, you must first purchase the dish and the receiver at a considerable price. The dish is about 18" in diameter and the receiver, or decoder, is about the size of a video cassette recorder. The satellite system can be professionally or self-installed. Cost can be a great factor because most companies want their money up front for the equipment. The programming is generally billed at a later date.

Satellite programming is not like cable television. If you want more than one television hooked up to the same receiver, then they will all have to watch the same station. The reason for this is that the digital signal cannot be split off to another television until after it travels through the receiver. To receive two different satellite programs at once, you need a dual low-noise block (LNB) converter and a second receiver, all at an additional charge, of course. Figure 1 and Figure 2 illustrates what a single and dual LNB look like. If you take a close look at Figure 2, you will notice that both television sets have a different channel on them; whereas, in Figure 1 both television sets have the same channel on them as described.
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Figure 1. Single LNB satellite dish arrangement
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Figure 2. Dual LNB satellite dish arrangement
DirecTV

DirecTV first launched its services in the summer of 1994. The DirecTV system became the fastest selling consumer electronics product ever to enter the market.

The DirecTV broadcast facility is located in Castle Rock, Colorado. It is a two-story, 55,000 square foot building with integrated office, shipping, and receiving areas. The facility is operational 24 hours a day, seven days a week and houses one of the largest uninterrupted power supply (UPS) systems in the world.

You can receive first rate customer service through the many call centers that DirecTV supports. Because of DirecTV’s recent acquisition of Primestar and US Satellite Broadcast (USSB), customer service has become increasingly difficult to manage as the expansion of their consumers has increased by about fifty percent. In the past DirecTV has concentrated mainly on increasing their subscriber volume, but due to legislative action that was taken against the satellite companies, they have not paid attention to the little things that need to be taken care of.

Succinctly related to DirecTV is NRTC, which stands for National Rural Telecommunications Cooperative. NRTC is a company which was founded on the vision that rural communities across the nation, such as ours, would have access to the same modern telecommunications services enjoyed by urban residents. All over the United States there are rural communities that receive DirecTV programming through NRTC. Marshall and Hardin counties in Iowa are among over 900 of those communities.

I consider NRTC a middleman company before DirecTV, as the program options and rules and regulations apply differently for them. With NRTC, you have to purchase your premium movie packages such as HBO, Showtime, Cinemax, The Movie Channel, and The Sundance Channel separately. Depending on whether or not you like this option can determine whom you will choose to be your satellite provider.

DirecTV provides a wide range of satellite receivers reproduced by several different manufacturers, such as Hughes Electronics, Sony, Toshiba, RCA, and Thompson Consumer Electronics.

DirecTV’s services range from your basic channels, to bilingual services, to sports galore, and movies, movies, movies. You can view up to 55 pay-per-view movies every night. Direct ticket events, such as Major League Baseball, NFL Sunday Ticket, professional soccer and hockey can also be viewed at an additional cost. These are generally seasonal events and must be purchased separately.

Dish NETWORK
Dish NETWORK is a satellite service that is provided by Echostar. When the company originally formed it was called Echostar, but most people today refer to it as Dish NETWORK because its trademark symbol has a Dish NETWORK symbol on it rather than Echostar.

Echostar Communications Corporation was founded in 1980 and is located in Littleton, Colorado. Echostar is a single, convenient source for equipment distribution, sales, installation and service. Unlike its counterpart Dish Network provides for every aspect of the technology that they provide. All you have to do is call one number for programming, technical assistance, and product information.

Dish NETWORK is a terrific source for bilingual services. It can provide services in almost any major language across the world. Of course, these services come at an additional cost to the consumer, but the prices are not too extravagant.

If you plan on moving Dish NETWORK will move your dish for you and reinstall it at your new home for a special rate. Because DirecTV is a territorial company, you would have to arrange to have your satellite system reinstalled at your new residence.

Package Variations
 

Figure 3. DirecTV vs. Cable Television

	DIRECTV vs. Average Digital Cable

	Channel Type
	DIRECTV
	Average Digital Cable System

	Total Channel Count
	215
	140

	Total Video Channels
	184
	116

	Total Variety Channels
	70
	69

	Analog Basic
	--
	70

	Digital Basic
	70
	15

	Premiums Total
	33
	24

	Analog Premiums
	--
	6

	Digital Premiums
	32
	18

	Digital Adult
	1
	Varies

	PPV Total
	50
	23

	Analog PPV
	--
	1

	Digital PPV
	48
	22

	Adult PPV
	2
	Varies

	Sports Nets
	31
	Varies

	Sports Packages
	8
	Varies

	Total Audio Channels
	31
	24

	Analog Audio
	--
	0

	Digital Audio
	31
	24


 

Figure 4. DirecTV vs. Dish Network 

	DIRECTV vs. Dish Network

	Channel Type
	DIRECTV

Total Choice $31.99
	Dish Network

Top 100

$28.99

	Core Package
	
	

	Variety Channels
	51
	53

	Music Channels
	36
	35

	Sports Channels
	5
	5

	Movie Channels
	5
	5

	Additional Service Choices
	
	

	Premium Movies
	33
	23

	Regional Sports Networks
	23
	22

	Sports Packages
	8
	1

	Pay Per View
	50
	12

	Broadcast Networks
	8
	14


Programming Options

DirecTV and Dish NETWORK have very similar program options. The prices for DirecTV range from $19.99 to $80.99. These costs do not include any fees, pay-per-view movies, or extra amenities. DirecTV’s channel lineup totals to over 300 channels including pay-per-view channels, sports channels and the integration of channels from the Primestar and USSB merger.

Dish NETWORK has the opportunity to offer up to 500 channels with their new DISH500 series of receivers and equipment. With a normal satellite dish you will only be able to receive up to 200 channels with their equipment.

Dish NETWORK has three basic program packages. The DISH500 Top 150 is $39.99 per month, the Top 100 package is $29.99 per month, and the Top 40 package is $19.99. Compared to Dish NETWORK are DirecTV’s two basic program packages including Select Choice for $19.99 per month and Total Choice for $31.99 per month. They offer 47 and 97 channels respectively, not including the 55 pay-per-view events that are shown daily. For more information on these packages, see Appendix pages 18 through 20.

Both companies offer the general channels plus religious, sports, music, and broadcast channels. Dish NETWORK also offers international channels at a monthly rate, and DirecTV offers professional sports that can be purchased seasonally. The professional sports include ESPN GamePlan (college football), ESPN Full Court (college basketball), MLB Extra Innings, MLS/ESPN Shootout, NBA League Pass, NFL Sunday Ticket, NHL Center Ice, and 22 out of market regional sports channels.

All of the sports are shown according to availability depending on where you live. For example, if you reside within 75 miles an NFL team, such as the Kansas City Chiefs or the Washington Redskins, and the game was not sold out within 72 hours of it being aired on national television, then you may not receive them via satellite because they would be considered your local team.

Both DirecTV and Dish NETWORK also offer a variety of adult channels. These may be purchased by the month, 12-hour period of time, or by the movie.

There are also many channels designed just for the family. Learning channels plus other amazing channels can be found with either satellite company. The variety of channels and the quantity of channels will just astound you.

Available Services
Each company can provide additional services. Both companies offer web-based Internet services that can be received nationally. Separate or additional equipment is required for these services to be available to the consumer.

Local dealers or retailers that each company has signed up provide equipment repairs and installations. How much the services rendered will cost will be entirely up to each retailer.

Recommendations
As technology changes, society is also forced to change. With these changes comes the responsibility of making choices that we do not always like. A reason we do not like making decisions is because we do not know everything about everything. To make a long term decision about how you want you television services provided to you is not an easy one, but hopefully, with my help it has made your job a little easier.

My recommendations for or against cable television and satellite dish service would have to be a little bit of both. I would recommend purchasing the satellite dish system and looking into purchasing one of those new digital antennas that can pick up your local network stations from the affiliates satellite. This way you can retain your beloved network stations and have high quality sound and picture at the same time.

If you prefer not to go to the trouble of putting up an antenna, then I would suggest keeping the basic cable television package and hooking it up in the back of the receiver of either one of the satellite companies.

These could get to be more that what you want to pay in the long run, so think of what your needs are now and what they might be in the future. You may just want to wait to make any kind of decision now, because what you really want might just be coming around the corner. Technology is funny that way.
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Unit 6: Formatting

Topics: 

A. Letters and Memos

B. Resumes

C. Letters of Application after the interview

D. Reports

E. Press Releases

F. Minutes of the Meeting

Objectives:

The students should be able to:
· Understand the formatting of letters, memos, and resumes, letter of appreciation, reports, press releases and minutes of a meeting.

· Write different letters with a correct format.

 Outcomes:


The students are expected to:

· Be knowledgeable in the format of letters such as memos, resume, and letter of appreciation, reports, press releases and minutes of the meeting.
· Apply correct formatting in writing different letters.

Teaching Activity Program:

· Introduction to different letters.

· Discussion on the formatting of different letters.

Unit 6

Formatting

Letters and Memos 

Letters and memos are common documents in business writing. They are flexible in that they can either be composed of a few lines of information or encompass a longer report or proposal. They can vary in style or tone, depending on the purpose and on the reader. 

However, letters and memos have some standard format criteria to which each writer should conform. 

Letters 
• Generally, letters are documents that leave the business, program, or institution. Thus they need precise and complete identifying information. 

• Use either the block format (all elements lined up on the left margin with white space between elements and paragraphs) or the traditional format (writer's address and closing indented but all other elements lined up on the left margin). 

• Single space your letter unless it is very long. If the letter is more than one page, use double spacing or space and a half. In this case, include page numbers as well. 

ª Use standard 8.5 x 11 inch paper with a 1.5 inch margin all around. 

• If the letter is very short, center it on the page. 

•Be sure that the business letter includes the following elements: 

writer's address if you are not using letterhead,
 date,
inside address as it appears on the envelope (person's name preceded by "Mr.", "Ms. ", "Professor" , "Dr.",
title of office, full street address 
salutation ( Dear Professor Rock:) followed by a colon
body of letter ( several short paragraphs)
close (2 spaces below the last line of the letter)
signature (leave 3 spaces after the close)
typist's initials (if typed by someone else) following the writer's initials
a note about enclosures, if there are any
a note about copies to others, if there are any

•Try not to abbreviate in a formal business letter. For example, write out "street" instead of abbreviating it to "st."

Memos
•Memos are the internal documents of a company or program.

•For the most part, memos are short and focused.

•Memos are aligned on the left margin. 

•Single space memo text unless the memo is very long. Most memos are not.

•Some businesses have pre-printed memo sheets that employees write or type on, but if your workplace doesn't use these, then use this conventional heading. 

· To: 

· From: 

· Date: 

· Subject :( or Re :) 

•Generally, memos are not signed although some writers choose to initial them at the bottom or over the heading.

Professional e-mail

•Professional e-mail follows business correspondence conventions rather than informal "chat" guidelines.

•Keep your professional e-mail informative, brief, and focused.

•Make the screen easy to read by using short chunks of information and white space.

•Use a specific subject line to help the reader.

•Try for a business-like tone and a slightly formal style rather than a personal and casual style. 

•Take time to revise professional e-mail. It's all too easy to send an e-mail that might sound too informal or irritable or abrupt.

•Always remember that your e-mail is not private. It remains in electronic form even after you've deleted it, and it can be forwarded anywhere with one click.

Résumés
Resumes are meant to present you and your qualifications in a carefully edited form and to help you get a job interview. Therefore, a great deal of writing and revision goes into 1-2 pages.

All successful resume and application letter writing begins with the writer's analysis of the employer, the job, and the writer's skills, education, and goals. The employer is investing time in finding the right person, so it's the writer's job to show the employer the information he/she is looking for. There are good on-line guides as well as print resources to help job seekers. These basic guidelines will get you started or remind you of key points.

Remember that many job seekers today have a print resume and a scannable resume, as well as a resume that will e-mail. Develop a system for keeping these files separate and for knowing which the more current version is.

Avoid using wizards or templates to create your resume. They are difficult to edit, they do not e-mail or scan well, and you can do just as well with a Word program.

Use the table tool instead of the tab feature on your Word program to control cells of information on the page of your print resume.

Avoid flashy formatting, photographs of yourself, colored paper, and fancy fonts. Most professional-looking resumes use chunks of text, standard fonts, and white space to make the page easy to read.

Expensive paper isn't necessary nor must you have a resume professionally printed. Do use paper that's at least 20 lb. and preferably 24 lb. Use this for your letter of application, too. White is fine, but cream, pale blue, or pale gray are appropriate, if you wish.

Be as concise as possible. For most people, this means a one-page resume. On the other hand, it's important to present all the relevant information about yourself so writers who have extensive experience will have longer resumes. The key is to think about what your prospective employer will find important. Curriculum vitae (sometimes called CVs) are conventional for academic settings. These are very long documents.

Choose an organizational style that best suits the situation:

The chronological method that presents all your experience from the present and into the past or the skill-based style that organizes your experience in terms of the skills you think the employer will want/need.

Chronological resumes do well at revealing a long, solid work record; however, they don't always show your most relevant skills. Skill-based resumes show relevant skills and experience; however, people starting out may not have a great amount of experience to show.

For most resumes, use active verbs that portray you positively and energetically.

If a job listing has a specific file number, be sure to use that number in your letter of application or your professional e-mail.

Resumes have conventional sections. 

· Contact information is at the top in slightly larger font. It includes your full name, addresses, telephone number, e-mail if you have it and you are able to check it often.

· A career objective states specifically what sort of job you are seeking. Many resume writers omit this if they can't focus on a specific job, but it can help.

· Education is one of the key sections that employers want to see. List your education (degree, institution, estimated date of graduation, major, minor, and concentrations, GPA, if it's high, Dean's List, internships, special training or seminars). Omit high school. Some employers will want to see a short list of your relevant coursework.

· Technology skills should be next if you think these skills will be important to your prospective employer.

· Employment entries should list the title of your position, the name of the place you worked and the town/state where it's located (but not the street address), and the dates that you worked there. Emphasize relevant employment, and compress irrelevant employment, if you wish.

· Activities, honors, and interests are fine, if you have room. These items often fill out a picture of you as an employee.

· If you have life experiences or skills that don't fit conventional headings, make up your own. Employers may be interested in categories headed Community Service, Volunteer Work, Military Experience, Language Skills, Technical Skills, Workshops and Conferences, or Special Certification, etc. 

· Put references on a separate sheet that is identified as yours. Give each person's full name, title, position, institution, address, phone number. It's OK to use personal or character references, but be sure to indicate that. Ask your references for permission to list them, and be sure to send them a current copy of your resume so they can speak specifically about your qualifications.

· (It's acceptable to put references on your resume if you have lots of white space to fill, but most professionals don't.) 

Scannable Résumés 

Many employers use optical scanners to sort through resumes. By programming the electronic database to search for key words, employers can find a select population of applicants.

•For scannable resumes, use specific nouns when possible.

Example: Instead of "supervised", say "Supervisor of 8-12 year old children 

•Use standard serif and san serif fonts in 11-12 points 

Example: Times, Palatino, Helvetica, Arial

•Avoid italics, underlining and bolding. Don't use shading, borders, or iconic symbols.

•Avoid tracking, leading, or kerning the text. 

•Send a resume printed on one side only on white, 8.5 x 11 inch paper.

•Avoid folding or stapling the resume. 

•Use the keywords from the language of your profession. Be specific about types of software or licensing/certification.

•Use standard address format at the top and put each phone number on its own line.

E-mailed Resumés
•Create a Text Only version of your resume and include it after the body of your e-mail message. Many employers will not want it as an attachment.

•Substitute asterisks or plus signs for bolding, underlining or bullets.

•Use a series of dashes to separate sections.

•Be sure your resume is not more than 65 characters across the screen.

•Left margin justification for everything reduces the possibility that your resume will look scrambled.

•Sending a resume in a PDF file is an alternative only if you have access to this application and you are sure your prospective employer will have a PDF reader.

•Don't just e-mail the resume. Follow the conventions of application letters by sending professional e-mail applications. Write an appropriate e-mail and add a row of asterisks; then paste in your Text Only resume and references, if they are requested. Be sure to ask if the prospective employer would like a print copy of your resume, too.

Resumes on the Web

Increasingly, services will offer to post your resume on a large database. Some job seekers also have their own Web pages. To convert your resume to a Web presentation, consult the provider of the service.

Letters of application

Letters of application are meant to get the prospective employer to read your resume closely. Don't just repeat your resume verbatim. The letter of application is your first chance to establish yourself as a responsible, friendly, qualified professional.

•Help your prospective employer understand why he/she should interview you.

In the short first paragraph, say specifically for which job you're applying and where you heard about it. Include any file numbers or ID numbers listed in the job advertisement. Show that you know something about what the job entails and something about the employer. Do a little research!

The second paragraph of the letter should move directly to the qualifications you have that fit the job.

The third paragraph should mention additional qualifications or skills that pertain to the job. 

In the final paragraph, you close by requesting an interview and giving specific information about where and when they can reach you.

•Proofread your letter of application. Errors will not persuade the employer to give you an interview.

•Check the style and tone. Don't grovel, but don't be arrogant either. Don't beat around the bush. Show confidence and enthusiasm, and be polite.

•Do not send a resume without a letter of application, no matter how brief the letter might be. Even if the employer says "just drop off a resume," take a moment to write a short letter.

Letters of appreciation after the interview

It is an excellent idea to send an appreciation letter after you've had an interview. It shows the prospective employer that you have good interpersonal skills and that you understand the value of the time he/she has invested in you just by interviewing you. An appreciation letter can also add a piece of information you've forgotten to give.

•Keep follow-up letters short. Don't repeat the interview.

•Acknowledge anything done for you (a meal, a tour, paying for your plane tickets, complimentary books or software, etc.). Say "thank you"; they probably didn't have to do these things for you, but they're extending themselves out of courtesy for you as another professional.

•Keep the style and tone appreciative but professional.

•Don't send more than one note, and only send that one to the chief interviewer.

Proposals

Proposals are persuasive documents that propose an idea or solution that meets a problem or takes advantage of an opportunity. Proposals can vary in length and complexity and in style.

At times they are quite formal. In this case, they are solicited by the agency or business. Then an RFP (Request For Proposal) is issued publicly, and specific criteria are available.

At other times, proposals are communications that extend a legal agreement about services or arrangements that are already in place. Again, specific criteria will be important.

Proposals can also be unsolicited and/or informal. In these circumstances, the writer offers his/her idea or solution or service in response to what he/she perceives as a need or opportunity.

In all cases, a writer should take his/her cue from the criteria set forth by the granting agency or program. When an RFP is issued or a set of criteria (or guidelines are sent out, a writer seeking funding will pay close attention to the categories set forth by the granting agency and to the precise language used to describe the categories and criteria.

When the proposal is unsolicited and thus no criteria are advertised clearly, the writer should analyze the goals of the person or program from whom he/she seeks approval. Even the most informally offered suggestion must meet the resources, the desired outcomes and the values of the person or group in charge.

Regardless of the level of formality and complexity, though, proposals answer the same basic questions. The grantor of funds or approval must be persuaded. Thus proposals must answer the following questions for the reader/grantor:

· What is this document about? 

· What is the background or history of this situation? Why is it necessary and/or how has this situation come about? 

· What are the specific details of this plan/idea/program/solution? What are the desired outcomes and the specific objectives that will help achieve those? 

· Who is going to carry this out and what are his/her qualifications? 

· What methods will he/she use to carry out this plan? 

· What schedule of implementation does he/she plan? 

· Are there other resources needed in order to achieve this plan? 

· How much will it cost? 

It's clear that some proposals will require all these categories of information and possibly more while other proposals will not require this level of detail. Generally, proposals that require detail will indicate this clearly in the RFP or in the criteria set forth. 

Proposals can be submitted in lengthy report format or even in letters and memos, if the proposals are short and informal. However, writers will use headings and sub-headings when appropriate. Proposals submitted in formal report format require a cover sheet when indicated by the granting agency, or, at the least, a cover letter or letter of transmittal.

Reports

In the workplace, reports carry complex information for readers who must use it to answer questions or solve problems. Reports vary widely, of course. They can be very short--a letter or progress report memo--or they can be complex documents with tables of contents, lists of tables and figures, appendices, an index, and multiple informational graphics.

Reports are usually read by multiple readers who probably will have varying levels of knowledge and education as well as different values and different agendas. Written reports often are kept as reference materials, thus these multiple readers may be sifting through the information at different times and contexts.

Regardless, reports, like proposals, must answer certain questions for the reader (s) if they are to be useful and successful. Readers want to know:

· What is this report about? Background? 

· Are the facts here reliable, accurate, complete, current? 

· Is the writer credible? The methodology sound? 

· Specifically, what does this report tell the reader? How can the reader use it? How is it relevant? 

· What does the writer recommend that the reader do? 

Although short reports can be submitted in letter or memo format, formal and lengthier reports have structural conventions as well as rhetorical conventions. Formal reports usually include these structural elements:

· a letter of transmittal or a cover letter from the writer to the primary recipient; 

· a title page that includes an informative title, the date, any file or project numbers, the writer's name and institutional affiliation and perhaps (depending on the subject area and recipient ) an abstract; 

· front matter that includes the table of contents, a separate list of tables and figures, acknowledgements; 

· the body of the report that begins with an executive summary; 

· the back matter which may include appendices, an index, and/or other material that the reader may want to consult but is too lengthy to include in the body of the document. 

Reports longer than a page have page numbers and often headers. Reports are double spaced with usual margins on white paper. They may or may not be bound, depending on the institution's or agency's stylistic choices. Sometimes, in very formal reports, the letter of transmittal will be bound into the front of the report. 

Press releases

Press releases are sent to TV-Radio or newsprint media when there is an event or news that is of interest to the general public. Press releases follow a journalistic style; they are concise, and they answer the basic Who? What? When? Where? and How? questions. Other stylistic decisions are made based on the qualities of the organization and on the occasion.

A few basic guidelines will help you if you're unused to submitting press releases.

Press releases should be headed with the logo or letterhead of the organization, the release time (Example: " For immediate release" or "For release July 14, 2000) and the name and phone number of the person to contact for more information.

A press release should begin with a headline.

The lead of a press release should include most of the Who/What/Where/When/How information. The more important information should come first since an editor will cut from the bottom up as he/she fits the release to the existing space.

The press release should be double spaced.

If the release is more than one page, the writer should type - MORE- at the bottom of the page.

At the end of the release, the writer types -30- to indicate that this is the end of the text.

Black and white photographs are usually welcome by print publications. If you send one, write the name and address of the person to whom it should be returned on the back of the photo. Also write out the name of who/what is in the photo. It's a good idea to suggest a caption, too, and paperclip your b/w photo to the typed caption.

Minutes of meeting

Minutes of a meeting require the ability to listen, analyze, synthesize and record the more important actions taken at a meeting. Minutes of meetings vary depending on the formality of the meeting. However, the goal of minutes of meetings is to make sure that there is a written record of the organization's actions and that someone not present at the meeting could understand what went on at the meeting. 

Formal minutes:

Formal minutes follow the formal agenda by which the meeting was run. Consult the agenda.

Formal minutes begin with a heading that includes the name of the group; the phrase "Minutes of the month/day/year meeting, and a list of those present.

Formal minutes summarize the reports that were given and all the motions made and votes taken. The writer should be sure to record that made the motion and the specific vote count.

In formal minutes, the recorder or secretary gives his/her name and the date.

Informal minutes:

Informal minutes can be much less conventional.

In informal minutes, it is a matter of style as to whether or not the names of all those present are noted. However, the date of the meeting and the name of the person taking the minutes are essential.

When there is no formal agenda or usual structure, then the recorder follows the discussion of the meeting, summarizing important discussions and decisions. The recorder must be careful to be specific enough
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7.1 หัวข้อ

7.1.1  รายงานการศึกษาความเป็นไปได้

7.1.2  รายงานการแนะนำ
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Unit 7: Recommendation and Feasibility Reports

Topics:

A. Feasibility Reports

B. Recommendation Report

C. Evaluation Report

D. Typical Contents of the Recommendation Report

E. Schematic view of Recommendation and Feasibility Reports

F. Organizational plans for Feasibility and Recommendation Reports.

Objectives:

The students should be able to:
· understand a recommendation feasibility and evaluation report.

· analyze a recommendation and feasibility reports.

· identify the organizational plans for feasibility and recommendation reports.

Outcomes:


The students are expected to:

· to write their own recommendation, feasibility and evaluation reports.

· Be knowledgeable in analyzing and writing recommendation, feasibility and evaluation reports.

Teaching Activity Program:

· Discussion on Recommendation Feasibility and Evaluation Reports.

· Analysis on Sample of recommendation and Feasibility Reports.

Unit 7

Recommendation and Feasibility Reports

In this chapter, you study a loosely defined group of report types that provide a studied opinion or recommendation, and then you either write one of your own or format and finish one from text that your instructor makes available to you. 

Be sure to check out the example feasibility reports available with this chapter: 

	Example 1: Sport Utility Vehicles
	Frames
	Nonframes
	Plain

	Example 2: Laptop Computers
	Frames
	Nonframes
	Plain

	Example 3: Fire Ant Control
	Frames
	Nonframes
	Plain

	Example 4: Blood Glucose Monitoring Systems
	Frames
	Nonframes
	Plain

	Example 5: Uninterruptible Power Supply (UPS) Systems
	Frames
	Nonframes
	Plain

	Example 6: First Telescope Purchase
	Frames
	Nonframes
	Plain

	Example 7: Voice Recognition Software
	Frames
	Nonframes
	Plain


Some Rather Fine Distinctions...

There is a loosely defined category of reports that is very important in technical writing. These reports are variously called feasibility reports, recommendation reports, evaluation reports, assessment reports, and who knows what else. They all do roughly the same thing—provide carefully studied opinions and, sometimes, recommendations. There are some subtle differences among some these types, but there are absolutely no universally agreed-upon names for them: 

· Feasibility report: This type studies a situation (for example, a problem or opportunity) and a plan for doing something about it and then determines whether that plan is "feasible"—which means determining whether it technologically possible and whether it is practical (in terms of current technology, economics, social needs, and so on). The feasibility report answers the question "Should we implement Plan X?" by stating "yes," "no," but more often "maybe." Not only does it give a recommendation, it also provides the data and the reasoning behind that recommendation. 

· Recommendation report: This type starts from a stated need, a selection of choices, or both and then recommends one, some, or none. For example, a company might be looking at grammar-checking software and want a recommendation on which product is the best. As the report writer on this project, you could study the market for this type of application and recommend one particular product, a couple of products (differing perhaps in their strengths and their weaknesses), or none (maybe none of them are any good). The recommendation report answers the question "Which option should we choose?" (or in some cases "Which are the best options?) By recommending Product B, or maybe both Products B and C, or none of the products. 

· Evaluation report: This type provides an opinion or judgment rather than a yes-no-maybe answer or a recommendation. It provides a studied opinion on the value or worth of something. For example, for over a year the city of Austin had free bus transportation in an attempt to increase rider ship and reduce automobile traffic. Did it work? Was it worthwhile?—these are questions an evaluation report would attempt to answer. This type of report compares a thing to a set of requirements (or criteria) and determines how well it meets those requirements. (And of course there may be a recommendation—continue the project, scrap it, change it, or other possibilities.) 

As you can see, these distinctions are rather fine; and they overlap. In real-world writing, these types often combine—you might see elements of the recommendation report combine with the feasibility report, for example. Of course, the writers of these reports don't care which type they are writing—and well they shouldn't! They're trying to get a job done. 

Typical Contents of the Recommendation Report

Whatever shade of feasibility or recommendation report you write, whatever name people call it—most of the sections and the organization of those sections are roughly the same. Now remember! Your specific writing project may not require all of these sections, nor in the order shown here—plus you may need other sections not mentioned here. 

The structural principle fundamental to this type of report is this: you provide not only your recommendation, choice, or judgment, but also the data and the conclusions leading up to it. That way, readers can check your findings, your logic, and your conclusions and come up with a completely different view. But, more likely, they will be convinced by all your careful research and documentation. 

Introduction. In the introduction, indicate that the document that follows is a feasibility report (or whatever it is called). Instead of calling the report by name (which might not mean anything to most readers), you can indicate its purpose. Also, provide an overview of the contents of the report. 

For some feasibility reports, you'll also be able to discuss the situation and the requirements in the introductions. If there is little to say about them, you can merge them with the introduction, or make the introduction two paragraphs long. 

Technical Background. Some feasibility reports may require some technical discussion in order to make the rest of the report meaningful to readers. The dilemma with this kind of information is whether to put it in a section of its own or to fit it into the comparison sections where it is relevant. For example, a discussion of power and speed of laptop computers is going to necessitate some discussion of RAM, megahertz, and processors. Should you put that in a section that compares the laptops according to power and speed? Should you keep the comparison neat and clean, limited strictly to the comparison and the conclusion? Maybe all the technical background can be pitched in its own section—either toward the front of the report or in an appendix. 
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Schematic view of recommendation and feasibility reports
Remember that this is a typical or common model for the contents and organization—many others are possible.
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Schematic view of recommendation and feasibility reports—continued. Remember also that these sections need not all be included; they can be combined; and they can appear in varying orders.

Background on the Situation. For many feasibility reports, you'll need to discuss the problem, need, or opportunity that has brought about this report. If there is little that needs to be said about it, this information can go in the introduction. 

Requirements and Criteria. A critical part of feasibility and recommendation reports is the discussion of the requirements you'll use to reach the final decision or recommendation. If you're trying to recommend a laptop computer for use by employees, there are likely to be requirements concerning size, cost, hard-disk storage, display quality, durability, and battery function. If you're looking into the feasibility of providing every ACC student with an ID on the ACC computer network, you'd need define the basic requirements of such a program—what it would be expected to accomplish, problems that it would have to avoid, and so on. If you're evaluating the recent program of free bus transportation in Austin, you'd need to know what was expected of the program and then compare its actual results to those requirements. 

Requirements can be defined in several basic ways: 

· Numerical values: Many requirements are stated as maximum or minimum numerical values. For example, there may be a cost requirement—the laptop should cost no more than $900. 

· Yes/no values: Some requirements are simply a yes-no question. Does the laptop come equipped with a modem? Is the car equipped with air conditioning? 

· Ratings values: In some cases, key considerations cannot be handled either with numerical values or yes/no values. For example, we might want a laptop that has an ease-of-use rating of at least "good" by some nationally accepted ratings group. Or we may have to assign a rating ourselves. 

The term "requirements" is used here instead of "criteria." A certain amount of ambiguity hangs around this word; plus most people are not sure whether it is singular or plural. (Technically, it is plural; "criterion" is singular, although "criteria" is commonly used for both the singular and plural. Try using "criterion" in public—you'll get weird looks. "Criteria’s" is not a word and should never be used.) 

The requirements section should also discuss how important the individual requirements are in relation to each other. Picture the typical situation where no one option is best in all categories of comparison. One option is cheaper; another has more functions; one has better ease-of-use ratings; another is known to be more durable. Devise a method by which you can pick a "winner" from situation where there is no clear winner. 

Discussion of the Options. In certain kinds of feasibility or recommendation reports, you'll need to explain how you narrowed the field of choices down to the ones your report focuses on. Often, this follows right after the discussion of the requirements. Your basic requirements may well narrow the field down for you. But there may be other considerations that disqualify other options—explain these as well. 

Additionally, you may need to provide brief descriptions of the options themselves. Don't get this mixed up with the comparison that comes up in the next section. In this description section, you provide a general discussion of the options so that readers will know something about them. The discussion at this stage is not comparative. It's just a general orientation to the options. In the laptops example, you might want to give some brief, general specifications on each model about to be compared. 

Category-by-Category Comparisons. One of the most important parts of a feasibility or recommendation report is the comparison of the options. Remember that you include this section so that readers can check your thinking and come up with different conclusions if they desire. This should be handled category by category, rather than option by option. If you were comparing laptops, you'd have a section that compared them on cost, another section that compared them on battery function, and so on. You wouldn't have a section that discussed everything about option A another that discussed everything about option B, and so on. That would not be effective at all, because the comparisons must still be made somewhere. (See below for a schematic illustration of these two approaches to comparisons.) 

Each of these comparative sections should end with a conclusion that states which option is the best choice in that particular category of comparison. Of course, it won't always be easy to state a clear winner—you may have to qualify the conclusions in various ways, providing multiple conclusions for different conditions. 

If you were doing an evaluation report, you obviously wouldn't be comparing options. Instead, you'd be comparing the thing being evaluated against the requirements placed upon it, the expectations people had of it. For example, Capital Metro had a program of more than a year of free bus transportation—what was expected of that program? Did the program meet those expectations? 
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Schematic view of the whole-to-whole and the part-by-part approaches to organizing a comparison. 

Unless you have a very unusual topic, use the part-by-part approach. 

Conclusions. The conclusions section of a feasibility or recommendation report is in part a summary or restatement of the conclusions you have already reached in the comparison sections. In this section, you restate the individual conclusions, for example, which model had the best price, which had the best battery function, and so on. 

But this section has to go further. It must untangle all the conflicting conclusions and somehow reach the final conclusion, which is the one that states which is the best choice. Thus, the conclusion section first lists the primary conclusions—the simple, single-category ones. But then it must state secondary conclusions—the ones that balance conflicting primary conclusions. For example, if one laptop is very inexpensive and has poor battery function, but another is rather expensive but has good or even excellent battery function, which do you choose, and why? The secondary conclusion would state the answer to this dilemma. 

And of course as already mentioned, the conclusions section ends with the final conclusion—the one that states which option is the best choice. 

Recommendation or Final Opinion. The final section of feasibility and recommendation reports states the recommendation. You'd think that that ought to be obvious by now. Ordinarily it is, but remembers that some readers may skip right to the recommendation section and bypass all your hard work! Also, there will be some cases where there may be a best choice but you wouldn't want to recommend it. Early in their history, laptops were heavy and unreliable—there may have been one model that was better than the rest, but even it was not worth having. 

The recommendation section should echo the most important conclusions leading to the recommendation and then state the recommendation emphatically. Ordinarily, you may need to recommend several options based on different possibilities. This can be handled, as shown in the examples, with bulleted lists. 

In an evaluation report, this final section would state a final opinion or judgment. Yes, the free-bus-transportation program was successful, or at least it was, based on its initial expectations. No, it was a miserable flop—it lived up to none of its minimal requirements. Or, it was both a success and a flop—it did live up to some of its requirements, but did not do so in others. But in this case you're still on the hook—what's your overall evaluation? Once again, the basis for that judgment has to be stated somewhere in the requirements section. 

Organizational Plans for Feasibility and Recommendation Reports

This is a good point to discuss the two basic organizational plans for this type of report: 

· Traditional plan: This one corresponds to the order that the sections have just been presented in this chapter. You start with background and criteria, then move to comparison, and end with conclusions and recommendations. 

· Executive plan: This one moves the conclusions and recommendations to the front of the report and pitches the full discussion of background, criteria, and the comparisons into appendixes. That way, the "busy executive" can see the most important information right away, and turn to the detailed discussion only if there are questions. 
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Example outlines of the same report. 

One using the standard approach; the other, the executive approach. Notice in the executive approach that all the key facts, conclusions, and recommendations are "up front" so that the reader can get to them quickly. In large reports, there are tabs for each appendix. 

Revision Checklist for Feasibility and Recommendation Reports

As you reread and revise your feasibility or recommendation report, watch out for problems such as the following: 

· Write a good introduction in which you indicate the situation and the audience and provide an overview of the contents. 

· State requirements—those factors that influence the decision or the choice of options. (And remember to state how important requirements are in relation to each other.) 

· Indicate how the field of options was narrowed to the ones being compared. 

· Organize the comparison of the options using the point-by-point approach. Don't use the whole-to-whole approach. 

· At the end of each comparative section, state the best choice in terms that point of comparison. 

· Include a summary table, if possible, in which you summarize all the key data in table form. (For example, see the summary table in the laptop computer recommendation.) 

· Provide technical background, if necessary for understanding the comparative discussion. 

· Discuss the background on the problem or opportunity—what brought about the need for the report. 

· Include strong sections of definition, description, or both, as necessary, using the guidelines on content, organization, and format in the chapters on definition and description. 

· Include a conclusions section where you restate all the key conclusions from the comparison section. 

· State secondary conclusions in the conclusions section—and based them on requirements that you state in the requirements section of the report. 

· State a final conclusion in the conclusions section—one that states which is the best choice. 

· Include a recommendation section where you make the recommendation. Briefly mention the key factors influencing the recommendation. 
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EN 2004
Unit 8: Proposals

Topics:

A. Definition of proposals.

B. Types of Proposals

C. Typical Scenarios for the Proposal

D. Common Sections in Proposals

E. Schematic View of Proposals

F. Organization of Proposals

G. Format of Proposals

H. Revision checklist for Proposals

Objectives:

The students should be able to:
· Understands the meaning of proposals.

· Identify the types of proposals

· Know the scenarios and common sections in Proposals.

· Analyze the schematic view of proposals

· Understand the organization of proposals

· Know the format of proposals

· Understand the revision checklist for proposals

Outcomes:


The students are expected to:

· Have a wide knowledge on analyzing and writing proposals.

· Write correctly and effectively own proposals.

Teaching Activity Program:

· Discussion of definition, types, scenarios and sections of proposals.

· Analysis of schematic View of Proposals.

Unit 8

Proposals

This chapter focuses on proposals—the kinds of documents that get you or your organization approved or hired to do a project. While this chapter focuses on proposals in general, see the section on proposals for documentation projects for the specifics of getting hired to write technical documentation. 

For illustrations of the discussion you are about to read, see: 

	Example proposal 1: Employee Wellness Program
	Frames
	Nonframes
	Plain

	Example proposal 2: Proposal to Write the Operation and Maintenance Manual for the M-16A2 Rifle
	Frames
	Nonframes
	Plain

	Example proposal 3: Academic Proposal
	Frames
	Nonframes
	Plain

	Example proposal 4: Nursing Staff Handbook on Communication and Swallowing Disorders in the Elderly
	Frames
	Nonframes
	Plain

	Example proposal 5: Corporate Standards Manual
	Frames
	Nonframes
	Plain

	Example proposal 6: Student Guide for Solving Engineering Mechanics Problems
	Frames
	Nonframes
	Plain


Some Preliminaries

As you get started, make sure you understand the definition we're using for proposals. Also, make sure you understand the proposal assignment—not to write just any proposal but one that, at least in part, propose to write something. 

Real proposals. To begin planning a proposal, remember the basic definition: a proposal is an offer or bid to do a certain project for someone. Proposals may contain other elements—technical background, recommendations, results of surveys, information about feasibility, and so on. But what makes a proposal a proposal is that it asks the audience to approve, fund, or grant permission to do the proposed project. 

If you plan to be a consultant or run your own business, written proposals may be one of your most important tools for bringing in business. And, if you work for a government agency, nonprofit organization, or a large corporation, the proposal can be a valuable tool for initiating projects that benefit the organization or you the employee-proposer (and usually both). 

A proposal should contain information that would enable the audience of that proposal to decide whether to approve the project, to approve or hire you to do the work, or both. To write a successful proposal, put yourself in the place of your audience—the recipient of the proposal—and think about what sorts of information that person would need to feel confident having you do the project. 

It's easy to get confused about proposals, or at least the type of proposal you'll be writing here. Imagine that you have a terrific idea for installing some new technology where you work and you write up a document explaining how it works and why it's so great, showing the benefits, and then end by urging management to go for it. Is that a proposal? No, at least not in this context. It's more like a feasibility report, which studies the merits of a project and then recommends for or against it. Now, all it would take to make this document a proposal would be to add elements that ask management for approval for you to go ahead with the project. Certainly, some proposals must sell the projects they offer to do, but in all cases proposals must sell the writer (or the writer's organization) as the one to do the project. 

Types of proposals. Consider the situations in which proposals occur. A company may send out a public announcement requesting proposals for a specific project. This public announcement—called a request for proposals (RFP)—could be issued through newspapers, trade journals, Chamber of Commerce channels, or individual letters. Firms or individuals interested in the project would then write proposals in which they summarize their qualifications, project schedules and costs, and discuss their approach to the project. The recipient of all these proposals would then evaluate them, select the best candidate, and then work up a contract. 

But proposals come about much less formally. Imagine that you are interested in doing a project at work (for example, investigating the merits of bringing in some new technology to increase productivity). Imagine that you visited with your supervisor and tried to convince her of this. She might respond by saying, "Write me a proposal and I'll present it to upper management." As you can see from these examples, proposals can be divided into several categories: 

· Internal, external. If you write a proposal to someone within your organization (a business, a government agency, etc.), it is an internal proposal. With internal proposals, you may not have to include certain sections (such as qualifications), or you may not have to include as much information in them. An external proposal is one written from one separate, independent organization or individual to another such entity. The typical example is the independent consultant proposing to do a project for another firm. (The proposal that begins on page is an example of an internal proposal; the one beginning on page is an example of an external proposal.) 

· Solicited, unsolicited. If a proposal is solicited, the recipient of the proposal in some way requested the proposal. Typically, a company will send out requests for proposals (RFPs) through the mail or publish them in some news source. But proposals can be solicited on a very local level: for example, you could be explaining to your boss what a great thing it would be to install a new technology in the office; your boss might get interested and ask you to write up a proposal that offered to do a formal study of the idea. Unsolicited proposals are those in which the recipient has not requested proposals. With unsolicited proposals, you sometimes must convince the recipient that a problem or need exists before you can begin the main part of the proposal. (The proposal that begins on page is an example of an unsolicited proposal; the one beginning on page is an example of a solicited proposal.) 

Other options for the proposal assignment. It may be that you cannot force your report-project plans into the proposal context. It may be that you cannot force your brain into imagining a proposal scenario. There is the option of writing the straight academic proposal—you address it to your instructor and make no pretence of realism. See an example of this type of proposal. Talk about this option with your instructor—there may be other requirements or a difference in the way it is evaluated. 

Typical Scenarios for the Proposal

It gets a bit tricky dreaming up a good technical report project and then a proposal project that proposes at least in part to write that report. Here are some ideas: 

· Imagine that a company has some sort of problem or wants to make some sort of improvement. It sends out a request for proposals; you receive one and respond with a proposal. You offer to come in, investigate, interview, make recommendations—and present it all in the form of a report. 

· Some organization wants a seminar in your expertise. You write a proposal to give the seminar—included in the package deal is a guide or handbook that the people attending the seminar will receive. 

· You want to write a business prospectus for the kind of business you intend to start up. Imagine that you want a top-quality prospectus and don't have the time or expertise to prepare one; therefore, you send out request for proposals to professional consultants. You change hats and pretend you are Business Startup Consultants, Inc., and send your other self a proposal to do the job. Your proposal accepted, you (as Business Startup Consultants, Inc.) write the prospectus. 

· Some agency has just started using a fancy desktop-publishing system, but the documentation is giving people fits. You receive a request for proposals from this agency to write some sort of simplified guide or startup guide. 

Common Sections in Proposals

The following is a review of the sections you'll commonly find in proposals. Don't assume that each one of them has to be in the actual proposal you write, nor that they have to be in the order they are presented here—plus you may discover that other kinds of information not mentioned here must be included in your particular proposal. 

As you read the following on common sections in proposals, check out the example proposals starting on page . Not all of the sections discussed in the following will show up in the examples, but most will. 

Introduction. Plan the introduction to your proposal carefully. Make sure it do all of the following things (but not necessarily in this order) that apply to your particular proposal: 

· Indicate that the document to follow is a proposal. 

· Refer to some previous contact with the recipient of the proposal or to your source of information about the project. 

· Find one brief motivating statement that will encourage the recipient to read on and to consider doing the project. 

· Give an overview of the contents of the proposal. 

Now remember: you may not need all of these elements, and some of them can combine neatly into single sentences. The introduction ought to be brisk and to the point and not feel as though it is trudging laboriously through each of these elements. 

Take a look at the introductions in the first two example proposals listed at the beginning of this chapter, and try to identify these elements. 

Background on the problem, opportunity, or situation. Often occurring just after the introduction, the background section discusses what has brought about the need for the project—what problem, what opportunity there is for improving things, what the basic situation is. For example, management of a chain of daycare centers may need to ensure that all employees know CPR (maybe new state guidelines have been enacted about CPR certification). An owner of pine timber land in east Texas may want to get the land productive of saleable timber without destroying the ecology. (The section entitled "Need for a Wellness Program," in example proposal 1 (listed at the beginning of this chapter) is a good example of this.) 

It's true that the audience of the proposal may know the problem very well, in which case this section might not be needed. Writing the background section still might be useful, however, in demonstrating your particular view of the problem. And, if the proposal is unsolicited, a background section is almost a requirement—you will probably need to convince the audience that the problem or opportunity exists and that it should be addressed. 

Benefits and feasibility of the proposed project. Most proposals discuss the advantages or benefits of doing the proposed project. This acts as an argument in favor of approving the project. Also, some proposals discuss the likelihood of the project's success. In the forestry proposal, the proposer is recommending that the landowner make an investment; at the end of the proposal, he explores the question of what return there will be on that investment, how likely those returns are. In the unsolicited proposal, this section is particularly important—you are trying to "sell" the audience on the project. 
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        Schematic view of proposals. Remember that is a typical or common model for the contents and organization—many others are possible. 
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Schematic view of proposals—continued. Remember too that each of the specific sections shown here may not be necessary in your proposal and that the order shown here may not be entirely right for your proposal. 

Description of the proposed work (results of the project). Most proposals must describe the finished product of the proposed project. In this course, that means describing the written document you propose to write, its audience and purpose; providing an outline; and discussing such things as its length, graphics, binding, and so forth.) In the scenario you define, there may be other work such as conducting training seminars or providing an ongoing service. Add that too. 

Method, procedure, theory. In most proposals, you'll want to explain how you'll go about doing the proposed work, if approved to do it. This acts as an additional persuasive element; it shows the audience you have a sound, well-thought-out approach to the project. Also, it serves as the other form of background some proposals need. Remember that the background section (the one discussed above) focused on the problem or need that brings about the proposal. However, in this section, you discuss the technical background relating to the procedures or technology you plan to use in the proposed work. For example, in the forestry proposal, the writer gives a bit of background on how timber management is done. Once again, this gives you the proposal writer a chance to show that you know what you are talking about, and build confidence in the audience that you are a good choice to do the project. 

Schedule. Most proposals contain a section that shows not only the projected completion date but also key milestones for the project. If you are doing a large project spreading over many months, the timeline would also show dates on which you would deliver progress reports. And if you can't cite specific dates, cite amounts of time or time spans for each phase of the project. (See the examples of the schedule section in the examples proposals listed at the beginning of this chapter. 

Qualifications. Most proposals contain a summary of the proposing individual's or organization's qualifications to do the proposed work. It's like a mini-resume contained in the proposal. The proposal audience uses it to decide whether you are suited for the project. Therefore, this section lists work experience, similar projects, references, training, and education that show familiarity with the project. (See the examples of the qualifications section in the examples proposals listed at the beginning of this chapter.) 

Costs, resources required. Most proposals also contain a section detailing the costs of the project, whether internal or external. With external projects, you may need to list your hourly rates, projected hours, costs of equipment and supplies, and so forth, and then calculate the total cost of the complete project. With internal projects, there probably won't be a fee, but you should still list the project costs: for example, hours you will need to complete the project, equipment and supplies you'll be using, assistance from other people in the organization, and so on. 

Conclusions. The final paragraph or section of the proposal should bring readers back to a focus on the positive aspects of the project (you've just showed them the costs). In the final section, you can end by urging them to get in touch to work out the details of the project, to remind them of the benefits of doing the project, and maybe to put in one last plug for you or your organization as the right choice for the project. 

Special project-specific sections. Remember that the preceding sections are typical or common in written proposals, not absolute requirements. Similarly, some proposals may require other sections not discussed above. Don't let your proposal planning be dictated by the preceding discussion. Always ask yourself what else might my audience need to understand the project, the need for it, the benefits arising from it, my role in it, my qualifications to it What else might my readers need to be convinced to allow me to do the project? What else do they need to see in order to approve the project and to approve me to do the project? 

Organization of Proposals

As for the organization of the content of a proposal, remember that it is essentially a sales, or promotional kind of thing. Here are the basic steps it goes through: 

1. You introduce the proposal, telling the readers its purpose and contents. 

2. You present the background—the problem, opportunity, or situation that brings about the proposed project. Get the reader concerned about the problem, excited about the opportunity, or interested in the situation in some way. 

3. State what you propose to do about the problem, how you plan to help the readers take advantage of the opportunity, how you intend to help them with the situation. 

4. Discuss the benefits of doing the proposed project, the advantages that come from approving it. 

5. Describe exactly what the completed project would consist of, what it would look like, how it would work—describe the results of the project. 

6. Discuss the method and theory or approach behind that method—enable readers to understand how you'll go about the proposed work. 

7. Provide a schedule, including major milestones or checkpoints in the project. 

8. Briefly list your qualifications for the project; provide a mini-resume of the background you have that makes you right for the project. 

9. Now (and only now), list the costs of the project, the resources you'll need to do the project. 

10. Conclude with a review of the benefits of doing the project (in case the shock from the costs section was too much), and urge the audience to get in touch or to accept the proposal. 

Notice the overall logic of the movement through these section: you get them concerned about a problem or interested in an opportunity, then you get them excited about how you'll fix the problem or do the project, then you show them what good qualifications you have—then hit them with the costs, but then come right back to the good points about the project. 

Format of Proposals

You have the following options for the format and packaging of your proposal. It does not matter which you use as long as you use the memorandum format for internal proposals and the business-letter format for external proposals. 
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Excerpts from two proposals, one internal, the other external. These examples integrate the cover letter (or memo) and the proposal proper into one continuous document. 

· Cover letter with separate proposal: In this format, you write a brief "cover" letter and attach the proposal proper after it. The cover letter briefly announces that a proposal follows and outlines the contents of it. In fact, the contents of the cover letter are pretty much the same as the introduction (discussed in the previous section). Notice, however, that the proposal proper that follows the cover letter repeats much of what you see in the cover letter. This is because the letter may get detached from the proposal or the recipient may not even bother to look at the letter and just dive right into the proposal itself. (This format is illustrated in below.) [image: image19.png]PROPOSAL
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Excerpts from a proposal that uses a cover letter. The proposal proper uses a title at the top of the page and repeats some of the contents of the cover letter (in case the letter is separated from the proposal). A cover memo would work the same way as the business letter does in this example. 

· Cover memo with separate proposal: In this format, you write a brief "cover" memo and attach the proposal proper after it. The cover memo briefly announces that a proposal follows and outlines the contents of it. In fact, the contents of the cover memo are pretty much the same as the introduction (discussed in the previous section). The proposal proper that repeats much of what's in the cover memo. This is because the memo may get detached from the proposal or the reader may not even bother to look at the memo and just dive right into the proposal itself. (See the illustration above and just picture the letter reformatted as a memo.) 

· Business-letter proposal: In this format, you put the entire proposal within a standard business letter. You include headings and other special formatting elements as if it were a report. (This format is illustrated in the left portion of a previous illustration.) 

· Memo proposal: In this format, you put the entire proposal within a standard office memorandum. You include headings and other special formatting elements as if it were a report. (This format is illustrated in the right portion of a previous illustration.) 

Special Assignment Requirements

Remember that the assignment for this unit serves several purposes: (1) to give you some experience in writing a proposal; (2) to get you to start planning your term report; (3) to give your instructor a chance to work with you on your report project, to make sure you've got something workable. For the second and third reasons, you need to include to include certain specific contents in (or with) your proposal, some of which may not seem appropriate in the proposal proper. If it doesn't fit in the proposal proper, put it in a memo to your instructor as is done in first example proposal listed at the beginning of this chapter. 

Here's a checklist of what to include somewhere in the proposal or in an attached memo to the instructor: 

· Audience: Describe the audience of the proposal and the proposed report (they may be different) in terms of the organization they work for, their titles and jobs, their technical background, their ability to understand the report you propose to write. 

· Situation: Describe the intended audience of the proposal: who they are, what they do, what their level of knowledge and background on the proposal topic is. Describe the situation in which the proposal is written and in which the project is needed: what problems or needs are there? who has them, where are they located? 

· Report type: Explain what type of report you intend to write: is it a technical background report? a feasibility report? Provide enough explanation so that your instructor can see that you understand the type of report. 

· Information sources: List information sources; make sure you know that there is adequate information for your topic; list specific books, articles, reference works, other kinds of sources that you think will contribute to your report. 

· Graphics: List the graphics you think your report will need according to their type and their content. (If you can't think of any your report would need, you may not have a good topic—do some brainstorming with your instructor.) 

· Outline: Include an outline of the topics and subtopics you think you'll cover in your report. 

Revision Checklist for Proposals

As you reread and revise your proposal, watch out for problems such as the following: 

· Make sure you use the right format. Remember, the memo format is for internal proposals; the business-letter format is for proposals written from one external organization to another. (Whether you use a cover memo or cover letter is your choice.) 

· Write a good introduction—in it, state that this is a proposal, and provide an overview of the contents of the proposal. 

· Make sure to identify exactly what you are proposing to do. 

· Make sure that a report—a written document—is somehow involved in the project you are proposing to do. Remember that in this course we are trying to do two things: write a proposal and plan a term-report project. 

· Make sure the sections are in a logical, natural order. For example, don't hit the audience with schedules and costs before you've gotten them interested in the project. 

· Break out the costs section into specifics; include hourly rates and other such details. Don't just hit them with a whopping big final cost. 

· For internal projects, don't omit the section on costs and qualifications: there will be costs, just not direct ones. For example, how much times will you need, will there be printing, binding costs? Include your qualifications—imagine your proposal will go to somebody in the organization who doesn't know you. 

· Be sure and address the proposal to the real or realistic audience—not your instructor. (You can use your instructor's name as the CEO or supervisor of the organization you are sending the proposal to.) 

· Watch out for generating technobabble. Yes, some of your proposal readers may know the technical side of your project—but others may not. Challenge yourself to bring difficult technical concepts down to a level that nonspecialists can understand. 

· Be sure to include all the information listed in "Special assignment requirements." If it doesn't logically or naturally fit in the proposal itself, put it in a memo to your instructor. 

 Technical Writing      

  Progress Reports

	                                                                             แผนการสอนประจำหน่วย


ชุดวิชา  ENGLISH 2004
หน่วยที่  9   ทฤษฎีการเขียนรายงานความคืบหน้า

9.1 หัวข้อ

9.1.1  หน้าที่และเนื้อหาของรายงานความคืบหน้า

9.1.2  การเลือกเวลาที่เหมาะสมที่สุดและรูปแบบของรายงานความคืบหน้า

9.1.3  รูปแบบขององค์ประกอบสำหรับการรายงานความคืบหน้า

9.1.4  การแก้ไขปรับปรุงรายการสำหรับรายงานความคืบหน้า
9.2  วัตถุประสงค์

นักศึกษาควรจะสามารถ

9.2.1  เข้าใจหน้าที่และเนื้อหาของรายงานความคืบหน้า

9.2.2  เข้าใจระบบการเลือกเวลาที่เหมาะสมที่สุดและรูปแบบของการรายงานความคืบหน้า

9.2.3  รู้รูปแบบขององค์ประกอบสำหรับรายงานความคืบหน้า

9.2.4  เข้าใจรายการสำหรับรายงานความคืบหน้า
9.3  ผลที่คาดว่าจะได้รับ

นักศึกษาถูกคาดหวังว่าจะ

9.3.1  มีความรู้อย่างดีในเรื่องหน้าที่และเนื้อหาของรายงานความคืบหน้า

9.3.2  มีความแม่นยำหรือความถูกต้องในการเขียนรายงานความคืบหน้า

9.4  กิจกรรมที่ใช้ในการสอน

9.4.1  ความหมายของคำศัพท์

9.4.2  การวิเคราะห์ของรูปแบบ

9.4.3  การวิเคราะห์ของเนื้อหา
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UNIT 9: Technical Writing Progress Reports

Topics:

A. Functions and Contents of Progress Reports

B. Timing and Format of Progress Reports

C. Organizational Patterns for Progress Reports

D. Revision Checklist for Progress Reports

Objectives:

The students should be able to:
· Understand the functions and contents of progress reports.

· Understand the timing and format of progress reports.

· Know the organizational patterns for progress reports.

· Understand the checklist for progress reports.

Outcomes:


The students are expected to:

· Be knowledgeable on the functions and contents of Progress Reports.

· Be precise in writing their own Progress Reports.

Teaching Activity Program:

· Definition of terms

· Analysis of format

· Analysis of content

Unit 9
Technical Writing: Progress Reports
A progress report is simply what the name implies - a report, usually brief, explaining the progress you've made on a given project or set of projects. In this course, you'll write at least one progress report for your major research project.

Progress reports can take different forms, including brief verbal reports at your weekly or monthly staff meetings, periodic emails to your supervisor and covering all of your current projects, formal reports for clients marking various milestones in the project, and so on.

This module outlines the basic components of a progress report. As with any document, though, these components are only a starting point. Before you write such a report, you need to analyze your audience to determine what information they need, and design your report accordingly

You write a progress report to inform a supervisor, associate, or customer about progress you've made on a project over a certain period of time. The project can be the design, construction, or repair of something, the study or research of a problem or question, or the gathering of information on a technical subject. You write progress reports when it takes well over three or four months to complete a project. 

Functions and Contents of Progress Reports

In the progress report, you explain any or all of the following: 

· How much of the work is complete 

· What part of the work is currently in progress 

· What work remains to be done 

· What problems or unexpected things, if any, have arisen 

· How the project is going in general 

Progress reports have several important functions: 

· Reassure recipients that you are making progress, that the project is going smoothly, and that it will be complete by the expected date. 

· Provide their recipients with a brief look at some of the findings or some of the work of the project. 

· Give their recipients a chance to evaluate your work on the project and to request changes. 

· Give you a chance to discuss problems in the project and thus to forewarn recipients. 

· Force you to establish a work schedule so that you'll complete the project on time. 

Note: Be sure to check out the example progress report: 


	Example progress report 1: Construction Handbook for a Mycological Grow room
	Frames
	Nonframes
	Plain

	Example progress report 2: Database Development
	Frames
	Nonframes
	Plain

	Example progress report 3: Debugging Techniques with Scheme
	Frames
	Nonframes
	Plain

	Example progress report 4: Quartz Etch Rate Project
	Frames
	Nonframes
	Plain

	Example progress report 5: Therapeutic Electrical Stimulation Therapy (TES) for Children with Cerebral Palsy
	Frames
	Nonframes
	Plain


Timing and Format of Progress Reports

In a year-long project, there are customarily three progress reports, one after three, six, and nine months. Depending on the size of the progress report, the length and importance of the project, and the recipient, the progress report can take the following forms: 

· Memo—A short, informal report to someone within your organization 

· Letter—A short, informal report sent to someone outside your organization 

· Formal report—A long, formal report sent to someone outside your organization 

Take a look at the discussion in Format of Proposals. You can use the same format on progress reports as you can on proposals: memo, letter, separated report; or cover memo or letter with separate report. 

Organizational Patterns for Progress Reports

The recipient of a progress report wants to see what you've accomplished on the project, what you are working on now, what you plan to work on next, and how the project is going in general. To report this information, you combine two of these organizational strategies: time periods, project tasks, or report topics. 

Time Periods. A progress report usually summarizes work within each of the following: 

· Work accomplished in the preceding period(s) 

· Work currently being performed 

· Work planned for the next period(s) 

Project Tasks. Practically every project breaks down into individual tasks: 
	Project              

Individual tasks
Building municipal       Measuring community interest

ball parks on city-     
Locating suitable property

owned land               
Clearing the property

                            
               Designing the bleachers, fences, etc.

Writing a report         
Studying the assignment

              


Selecting a topic

              


Identifying the audience of the report

              


Narrowing the topic

              


Developing a rough outline

              


Gathering information

              


Writing one or more rough drafts

              


Documenting the report

              


Revising and editing the report draft

              


Typing and proofreading the report

              


Putting the report in its final package


Report Topics. You can also organize your progress report according to the work done on the sections of the final report. In a report project on co combusting municipal solid waste, you would need information on these topics: 

	Topics to be covered in the final report
1.  The total amount of MSW produced

    —locally

    —nationally

2.  The energy potential of MSW, factors affecting its


    energy potential

3.  Costs to modify city utilities in order to change to


    Co combustion


For each of these topics, you'd explain the work you have done, the work you are currently doing, and the work you have planned. 

A progress report is a combination of two of these organizational strategies. The following outline excerpts give you an idea of how they combine: 

	Progress report A        Progress report B       Progress report C
Task 1                              Work Completed         Topic 1

     Work completed         Task 1                                Work completed

     Current work                Task 2                               Current work

     Planned work               Task 3                               Planned work

Task 2                              Current Work               Topic 2


     Work completed          Task 1                             Work completed

     Current work                 Task 2                            Current work

     Planned work                Task 3                             Planned work

Task 3                               Current Work              Topic 3

     Work completed           Task 1                             Work completed

     Current work                  Task 2                            Current work

     Planned work                 Task 3                             Planned work


The following illustration shows an example of the project-tasks approach with subheadings for time periods; the one after that shows the time-period approach with subheadings for report topics. 

	Brine Drainage Tube Modifications

During this period, we have continued to work on problems associated with the brine drainage tubes.

     Previous period. After minor adjustments during a month of operation, the drainage tubes and the counter washer have performed better but still not completely satisfactorily.  The screen sections of these tubes, as you know, are located at variable distances along the height of the washer.

     Current period. The screen portion of the brine drainage tubes have been moved to within 5 feet of the top of the pack.  So far, no change in counter washer performance has been observed. Production statistics at the end of this month (February) should give us a clearer idea of the effect of this modification.

     Next period. Depending on the continued performance of the

screen in its current position in relation to the top of the pack, we may

move the screen to within 3 feet of the top of the pack in the next period of testing.  Although the wash ratio was greater with greater screen height, the washing efficiency seems to remain relatively constant as the production vs. compressor KW data for all screen locations so far has seemed to follow the same linear curve.


Progress report organized by project tasks and time periods 

	WORK COMPLETED

As of this time, I have completed almost all of the research work and am putting the sections of the final report together. Here is a breakdown of the work that I have done so far.

Development of the Bottle

In the development section of my report, I have written a technical description of a typical PET soft-drink bottle. It is very complete and gives the reader a good idea of what the product should look like and able to accomplish.

Favorable Properties

The section of the report describing the properties of PET is finished.

I have chosen four physical properties that many raw materials containers are tested for, and I have shown how PET withstands these tests.

Manufacturing Processes

For the section on manufacturing processes, I have done research to help me recommend one particular production method for PET bottles.  Here, I have described this chosen method and have explained exactly how a plastic bottle is produced on an assembly line.

Economics

I have finished work on half the economics section of this report. So far,

I have written an economic comparison of the use of plastic and glass bottles.

PRESENT WORK

Right now I am mainly involved in determining just which areas of my report are lacking information. Also, I am continuing my work in locating financial information on PET bottles.

Manufacturing Processes

In the manufacturing section, I am currently . . .


Progress report organized by time periods and report topics 

Other Parts of Progress Reports

In your progress report, you also need (a) an introduction that reviews the history of the project's beginnings as well as the purpose and scope of the work, (b) a detailed description of your project, and (c) an overall appraisal of the project to date, which usually acts as the conclusion. 

Introduction. Review the details of your project's purpose, scope, and activities. This will aid recipients who are unfamiliar with the project, who do not remember certain details, or who want to double-check your approach to the project. The introduction can contain the following: 

· Purpose of the project 

· Specific objectives of the project 

· Scope, or limits, of the project 

· Date the project began; date the project is scheduled to be completed 

· People or organization working on the project 

· People or organization for whom the project is being done 

· Overview of the contents of the progress report 

	     I am now submitting to you a report on the progress that I have made on my research for your company, Ginseng Cola.  Immediately following the January 15 acceptance of my firm's bid to study the advantages of bottling your soft-drink product in plastic bottles, I began investigating all areas of the project.

     In the following sections of this progress report, you will be informed on the work that I have already accomplished, the work I am now involved in, the work left to do, and finally an overall appraisal of the how the project is going.


Example introduction to a progress report 

Project Description. In most progress reports, include a project description to review the details of your project for the recipients: 

	PROJECT DESCRIPTION

Here is a review of the purpose and scope of this project.

Purpose. The original investment plan of this corporation includes only long-term, low-risk investment in corporate bonds and U.S. securities.

This project was designed to answer questions about the potential of short-term, high-dollar investments, particularly those suited to the future expansion of this company's investment plan.

Scope. The report will cover basic definitions of stocks and options as well as reasons for and against these two investment strategies. The report will be broken down into four areas:

· Mechanics of stocks and options

· Comparisons of stocks and options

· Example investment scenarios

· Recommendations for an investment plan




Example project description from a report 

Conclusion. The final paragraph or section usually reassures audiences that all is going well and on schedule. It can also alert recipients to unexpected changes or problems in the project. 

	OVERALL APPRAISAL

The project to recommend PET production is coming along well.  I have not run into any major problems and have found plenty of material on this subject.  However, I have not heard from Mr. Simon Juarez of 

PET Mfg., who is sending information on PET production methods used in several plants in the Southwest.

I can foresee no major problems that will keep me from submitting my report to you on the contract date. In fact, I may be able to get it to you a few days earlier than planned. In general, I am finding that the PET bottle is an even more attractive packaging idea than had seemed in our earlier discussions.  Full details on this, however, will appear in the final report.

Sincerely,

Steven C. Crosswell

Process Engineer

C & S Engineering


Overall appraisal used as conclusion to a progress report 

Revision Checklist for Progress Reports

As you reread and revise your progress report, watch out for problems such as the following: 

· Make sure you use the right format. Remember, the memo format is for internal progress reports; the business-letter format is for progress reports written from one external organization to another. (Whether you use a cover memo or cover letter is your choice.) 

· Write a good introduction-in it, state that this is a progress report, and provide an overview of the contents of the progress report. 

· Make sure to include a description of the final report project. 

· Use one or a combination of the organizational patterns in the discussion of your work on the final report. 

· Use headings to mark off the different parts of your progress report, particularly the different parts of your summary of work done on the project. 

· Use lists as appropriate. 

· Provide specifics-avoid relying on vague, overly general statements about the work you've done on the final report project. 

· Be sure and address the progress report to the real or realistic audience-not your instructor. 

· Assume there will nonspecialist reading your progress report. But don't avoid discussion of technical aspects of the project—just bring them down to a level that nonspecialists can understand. 

    Oral Reports

	                                                                             แผนการสอนประจำหน่วย


ชุดวิชา  ENGLISH 2004
หน่วยที่  10  รายงานที่ใช้คำพูด
10.1 หัวข้อ

10.1.1  ข้อมูลโดยทั่วไป

10.1.2  ขั้นตอนในการรายงานที่ใช้คำพูด

10.1.3  การวางแผนการรายงานที่ใช้คำพูด

10.1.4  องค์ประกอบพื้นฐานในการรายงานที่ใช้คำพูด

10.1.5  แผนการการทำให้ดีเพิ่มขึ้นในการรายงานที่ใช้คำพูด
10.2  วัตถุประสงค์

นักศึกษาควรจะสามารถ

10.2.1  เข้าใจการตระเตรียมและการนำเสนอของรายงานการรายงานที่ใช้คำพูด

10.2.2  แยกแยะขั้นตอนในการรายงานที่ใช้คำพูด

10.2.3  วางแผนการรายงานที่ใช้คำพูดอย่างมีประสิทธิภาพ

10.2.4  รู้องค์ประกอบขั้นพื้นฐานของการรายงานที่ใช้คำพูด

10.2.5 รู้แผนการสำหรับการทำให้ดีเพิ่มขึ้นในการรายงานที่ใช้คำพูด
10.3  ผลที่คาดว่าจะได้รับ

นักศึกษาถูกคาดหวังว่าจะ

10.3.1  มีความรู้อย่างดีในการรายงานที่ใช้คำพูดได้

10.3.2  มีความฉลาดในการวางแผนรายงานที่ใช้คำพูด

10.3.3  มีความยินดีที่จะรับแผนการใหม่ ๆ ในการรายงานที่ใช้คำพูด
10.4  กิจกรรมที่ใช้ในการสอน

10.4.1  อภิปรายขั้นตอนข้อมูลโดยทั่วไปและการวางแผนรายงานการใช้คำพูด

10.4.2  ร่วมกันทำแผนการที่จะเพิ่มเติมให้ดีขึ้นจากการรายงานที่ใช้คำพูด
EN 2004
Unit 10: Oral Report

Topics:

A. General Information

B. Steps in Giving Oral Report

C. Planning an Oral Report

D. Basic Parts of Oral Report

E. Ideas for Enhancing Oral Reports

Objectives:

The students should be able to:

· Understand the preparation and presentation of the oral reports.

· Identify the steps in giving oral reports.

· Plan an effective oral report.

· Know the basic parts of an oral report.

· Know the ideas for enhancing oral reports.

Outcomes:


The students are expected to:

· Be knowledgeable in giving oral reports.

· Be smart in planning an oral report.

· Welcome ideas to enhance oral reports.

Teaching Activity Program:

· Discussion on General Information steps and planning an oral report.

· Sharing ideas to enhance oral reports.

Unit 10
Oral Report

· Preparation of the Oral Report


· Presentation of the Oral Report
General Information
The oral presentations will be 20 minutes long, plus 5 minutes left for questions at the end. The presentations need to be prepared on transparencies. Copiers, ink-jet printers, and laser printers can all be used to print on transparency media. Please note that transparency media compatible with one device are not generally compatible with the others. An overhead projector and a pointer will be provided at the presentations.

If the project has a primary author, the primary author should present the results, discussion, and conclusions of the project. This is expected to take (approximately) the last 10 minutes of the presentation. The first 10 minutes should be devoted to introducing the project and to discussing the experimental design the group followed and the apparatus and materials used. These first 10 minutes should be equally divided among the other group members.

If the project does not have a primary author, each member of the group should present for a similar length of time. The topics covered by each person are up to the group to decide.

Writing and giving an oral report can make anyone nervous! Follow the steps below to help take the worry out of it.


To write an oral report, follow the steps below:
· Choose a topic that interests you. You can write about a favorite hobby or animal, an issue you feel strongly about or a person you admire.

· Decide on the purpose of your oral report. What do you want your audience to remember?

· Find out who your audience is. An oral report that you prepare for an adult audience will be different from an oral report that you prepare for classmates.

· Write down questions about the topic that pops into your mind. Chances are your audience will ask the same questions.

· Research and collect facts and details about your topic.

· Organize your oral report! You want your oral report to be easy to understand and follow.

· Download an idea organizer to help you plan your oral report.


· Write a title for your oral report.

· Write an introduction. Tell your audience what you will be speaking about. Use a question, a personal experience or a joke to get your audience interested in hearing your oral report.

· Think about the main points of your oral report and write them down.

· End your oral report by restating your main points.

· Once you have finished writing your oral report, be sure to review your writing.

In many ways, planning an oral report is similar to planning a written report.

· Choose a subject that is interesting to you. What do you care about? What would you like to learn more about? Follow your interests, and you'll find your topic. 

· Be clear about your purpose. Do you want to persuade your audience? Inform them about a topic? Or just tell an entertaining story? 

An oral report also has the same three basic parts as a written report.

· The introduction should "hook" your audience. Catch their interest with a question, a dramatic tale or a personal experience that relates to your topic. 

· The body is the main part of your report, and will use most of your time. Make an outline of the body so that you can share information in an organized way. 

· The conclusion is the time to summarize and get across your most important point. What do you want the audience to remember? 

RESEARCH!
It's important to really know your subject and be well organized. If you know your material well, you will be confident and able to answer questions. If your report is well organized, the audience will find it informative and easy to follow.

Think about your audience. If you were listening to a report on your subject, what would you want to know? Too much information can seem overwhelming, and too little can be confusing. Organize your outline around your key points, and focus on getting them across.

Remember—enthusiasm is contagious! If you're interested in your subject, the audience will be interested, too.
Rehearse! 

Practicing your report is a key to success. At first, some people find it helpful to go through the report alone. You might practice in front of a mirror or in front of your stuffed animals. Then, try out your report in front of a practice audience-friends or family. Ask your practice audience:

· Could you follow my presentation? 

· Did I seem knowledgeable about my subject? 

· Was I speaking clearly? Could you hear me? Did I speak too fast or too slow? 

If you are using visual aids, such as posters or overhead transparencies, practice using them while you rehearse. Also, you might want to time yourself to see how long it actually takes. The time will probably go by faster than you expect.

Report!

· Stand up straight. Hold your upper body straight, but not stiff, and keep your chin up. Try not to distract your audience by shifting around or fidgeting. 

· Make eye contact. You will seem surer of yourself, and the audience will listen better, if you make eye contact during your report. 

· Use gestures. Your body language can help you make your points and keep the audience interested. Lean forward at key moments, and use your hands and arms for emphasis. 

· Use your voice effectively. Vary your tone and speak clearly. If you're nervous, you might speak too fast. If you find yourself hurrying, take a breath and try to slow it down. 

Nerves

Almost everyone is nervous when speaking before a group. Many people say public speaking is their Number 1 fear. Being well prepared is the best way to prevent nerves from getting the better of you. Also, try breathing deeply before you begin your report, and remember to breathe during the report. Being nervous isn't all bad-it can help to keep you on your toes! 

One last thing

Have you prepared and practiced your report? Then go get 'em! Remember: you know your stuff, and your report is interesting and important.



Preparation of the Oral Report

The oral report should comprise the following:

(1). Title transparency 
(2). Introduction
(3). Materials and Methods
(4). Results and Discussion
(5). Conclusions

The purpose - that is, what needs to be communicated - of each section is identical to the written report. However, there are significant differences in how an oral presentation is organized:

  Formal headings to identify the sections of an oral presentation are not required. 

  The title page should identify the full name of the project, the name of the principal author (if applicable), and the names of the other (collaborating) group members.

  In contrast to a written report, in an oral presentation the stating of results and their analysis and discussion are often done concurrently. Even if full discussion of results is not given immediately, a brief mention of how the results will be used later assists the audience with comprehending their significance and in anticipating what is to come.

  In an oral presentation, information is best conveyed through visual content (graphs, drawings, illustrations), accompanied by a clear verbal explanation provided by the speaker. A transparency can include some written text, but it should be kept to an absolute minimum. Short descriptive phrases work better than long sentences. Bulleted lists can be used to organize short phrases or short sentences, if appropriate. There should be no paragraphs of text. The speaker carries the responsibility of explaining what is shown; the audience should not be expected to read this explanation from the transparencies.

  Ideally, a transparency has a single purpose (ex. description of apparatus, discussion of a graph, comparison of different data sets, description of a data analysis method, presentation of conclusions, etc.). Overcrowded transparencies that strive to cover multiple topics will most likely be confusing to the audience. Before an overhead is designed, its purpose should be clearly identified.

  The length of an oral presentation is limited. Foremost, the presentation must focus on a clear depiction of the most important information. Details that do not meaningfully contribute should be left out. Deciding what to include requires subjective judgment. It should be kept in mind that the audience can always ask for more detail if they wish.

  Letters and numbers must be sufficiently large so that the audience can read them. Generally, no font smaller than 14 points should be used. Depending on the setup of the projector and the size of the presentation area, larger font may be needed.

  Table, graph, and figure guidelines are similar to those for the written report. Particular attention should be paid to ensuring that lines on graphs are thick enough to be easily visible and that the quality of figures is sufficient to resolve. Always, all graph axes must be labeled and the units of measure shown if applicable. To minimize the reading load placed on the audience, captions should be kept as brief as possible.

  Citations to the work of others are generally displayed directly on the transparency on which that work is referred to by the speaker, not on a separate page at the end of the presentation. Often, it is sufficient to list the authors, the title (name of book or journal), and the year of publication, though full citations can be used if desired.

  A rough rule of thumb is that a transparency will require two minutes of explanation. Therefore, for a 20 minute presentation, about 10 transparencies should be prepared.

Planning and Preparing Visuals for Oral Presentations

Prepare at least one visual for this report. Here are some ideas for the "medium" to use for your visuals: 

· Transparencies for overhead projector—for most college classrooms and, in fact, business conference rooms, the overhead projector is the best way to show things to the whole group. Design your visual on a sheet of blank paper, then photocopy it, and then get a transparency of it. You may have access to equipment like this at your work; most copy shops can make transparencies for you; and your instructor can make transparencies for you, given a few days lead-time. 

· Poster board-size charts—another possibility is to get some poster board and draw and letter what you want your audience to see. If you have a choice, consider transparencies—it's hard to make charts look neat and professional. 

· Handouts—you can run off copies of what you want your listeners to see and hand them out before or during your talk. This option is even less effective than the first two because you can't point to what you want your listeners to see and because handouts take listeners' attention away from you. Still, for certain visual needs, handouts are the only choice. 

· Objects—if you need to demonstrate certain procedures, you may need to bring in actual physical objects. Rehearse what you are going to do with these objects; sometimes they can take up a lot more time than you expect. 

Please avoid just scribbling your visual on the chalkboard. Whatever you can scribble on the chalkboard can be neatly prepared and made into a transparency or poster board-size chart, for example. Take some time to make your visuals look sharp and professional-use a straightedge, good dark markers, neat lettering or typing. Do your best to ensure that they are legible to the entire audience. 

As for the content of your visuals consider these ideas: 

· Drawing or diagram of key objects—if you describe or refer to any objects during your talk, try to get visuals of them so that you can point to different components or features. 

· Tables, charts, graphs—if you discuss statistical data, present it in some form or table, chart, or graph. Many members of your audience may have trouble "hearing" such data as opposed to seeing it. 

· Outline of your talk, report, or both—if you are at a loss for visuals to use in your oral presentation, or if your presentation is complex, have an outline of it that you can show at various points during your talk. 

· Key terms and definitions—a good idea for visuals (especially when you can't think of any others) is to set up a two-column list of key terms you use during your oral presentation with their definitions in the second column. 

· Key concepts or points—similarly, you can list your key points and show them in visuals. (Outlines, key terms, and main points are all good, legitimate ways of incorporating visuals into oral presentations when you can't think of any others.) 

During your actual oral report, make sure to discuss your visuals, refer to them, guide your listeners through the key points in your visuals. It's a big problem just to throw a visual up on the screen and never even refer to it. 



Presentation of the Oral Report
Organization and clarity are the key ingredients of a solid presentation, but good delivery can make it outstanding. 

  The speaker's attitude should be professional. It is important to be open to the questions, suggestions, or comments from the audience. If a question is beyond the speaker's ability to answer fully, the best answer possible should be given. There is nothing wrong in admitting the limits of one's knowledge, saying, for example, "We have not yet considered that.." or "That's a good point, we should go back and examine it in greater detail...". Criticism, when justified, should be accepted gracefully and learned from. Incorrect criticism should be politely explained away by clearly stating how the particular objection is inapplicable or can be remedied.

  It is good practice to remind the audience of key facts as needed - especially if a central idea pertinent to the current discussion was already shown several transparencies ago.

  The textual content of a transparency should not be read word for word by the speaker - the audience should be allowed to read it for themselves. Instead, the speaker should describe the content of the transparency in their own words so as to best enhance the effectiveness of the presentation.

  Speech should be inflected. Speaking in a monotone makes it easy to lose the attention of the audience. 

  Posing questions, even rhetorical ones (i.e. ones the speaker plans to answer), to the audience will stimulate thought and serve to better retain attention.

  Making eye contact with the audience also helps retain their attention.

  An animated speaker, up to a point, will enliven the presentation. An overly animated speaker becomes more interesting than the presentation.

  If a blackboard is available, it is perfectly acceptable to draw on it to supplement the transparencies in conveying the subject matter.

Delivering an Oral Presentation
When you give an oral report, focus on common problem areas such as these: 

· Timing—Make sure you keep within the 7-minute time limit. Anything under 6 minutes is also a problem. Do some rehearsals, write a script, or find some other way to get the timing just right. 

· Volume—Obviously, you must be sure to speak loud enough so that all of your audience can hear you. You might find some way to practice speaking a little louder in the days before the oral presentation. 

· Pacing, speed—sometimes, oral presentations that are a bit nervous talk too fast. All that adrenaline causes them to speed through their talk. That makes it hard for the audience to follow. In general, it helps listeners to understand you better if you speak a bit more slowly and deliberately than you do in normal conversation. Slow down, take it easy, and be clear. 

· Gestures and posture—watch out for nervous hands flying all over the place. This too can be distracting—and a bit comical. At the same time, don't turn yourself into a manikin. Plan to keep your hands clasped together or holding onto the podium and only occasionally making some gesture. As for posture, avoid slouching at the podium and leaning against the wall. 

· Verbal crutches—watch out for too much "uh," "you know," "okay" and other kinds of nervous verbal habits. Instead of saying "uh" or "you know" every three seconds, just don't say anything at all. In the days before your oral presentation, practice speaking without these verbal crutches. The silence that replaces them is not a bad thing—it gives listener’s time to 
· process what you are saying. 

Ideas for Enhancing Oral Reports
Many oral reports are ineffective not because they lack good content but because they are presented in a way that does not connect with the audience. Here are some of the basics for a good report, followed by a list of enhancements. 

Basics of a Good Presentation

A good oral presentation should include the following: 

1. Planning, Preparation, Structure. To avoid a rambling, stream-of-consciousness talk that goes nowhere, take the time and effort to plan your presentation, put it into an orderly shape, and learn it well enough that it can be delivered effectively. A good way to understand why preparing adequately is important is to think about what makes a terrible presentation: 

· reading the whole thing from a script, or worse, rambling off the top of the head 

· mumbling through 

· saying "um" a lot 

· speaking too fast 

· speaking without pauses 

· looking down, not making eye contact 

· standing in one place, holding the lectern with a death grip 

· never gesturing or looking alive 

If you think about it, you will see that these errors are all caused by a lack of planning, preparation, and structure. Planning your talk, rehearsing it to become familiar with it, practicing your enunciation and volume, organizing until the presentation is clear and logically structured--these steps will help prevent the terrible from occurring. 

2. Communication. To communicate well, be sure that you 

· speak loudly and clearly 

· pause between ideas and do not speak overly fast (or too slow) 

· make eye contact with the audience 

· use your time well 

· use visual aids 

· gesture and move around some 

3. Credibility. This is the issue of character (or ethos as the Greeks called it). Provide some evidence that you are worth listening to. Those who introduce speakers provide some background that builds credibility, as do biographical notes for books, which list the author's credentials. For an oral report, you have less of an opportunity to establish your credibility, but here are some things that will help: 

· dress seriously so that you will be taken seriously 

· provide support or authority for claims and information 

· make visual aids look professional 

· be accurate and exact with quotations, names, dates, and facts 

Oral Report Enhancements

Your oral report can be made more vital, interesting, and compelling (as well as more understandable) by using some of the following enhancements: 

1. Overhead Transparencies. Transparencies can be used to present outlines, tables, graphs, pictures, photographs, illustrations, and cartoons. Any photocopier can make a black and white transparency, and most office stores have copiers that can make color transparencies. Of course, you can make a black and white one and color it in with transparency marker pens. Blank transparencies can be used to sketch ideas or make notes (again, in color, using color pens). Often effective is using a previously made transparency (copied in black or in color) and annotating as you talk. Connect ideas with arrows or lines, circle a key word or concept, and underline an important phrase or sentence. 

2. Slides. Take some photographs with slide film and create a presentation. Titles can be included easily by using a word processor to print them in large headline size and photographing them close up. Hand drawn titles will also work, but look less professional. Slides provide an opportunity to bring in large-scale outdoor scenes into your presentation. These might be natural scenes (trees, meadow, lake) as a backdrop for some comments or special illustrations (factory, product, people engaged in activity). 

3. Video. Show some professional, purchased video clips, tape some interesting segments from TV, or borrow a video camera and shoot some custom material. Many news magazine shows and educational programs sell tapes of their programs. Most video stores have specialty sections that carry useful program material from public broadcasting or other sources. If you film your own material, you can include interviews with people, "man on the street"           surveys of opinion or reaction, or simply background shots similar to what you might do with slides: a photo of a factory making or packaging some product, or even of consumers eating, walking, reading, etc. 

4. Charts. Use some spreadsheet software or graphics software to create some organization charts, tables, or diagrams. Blow these up for putting on poster board (an enlarging copier can help here, as can a photo service), or photograph these for your slide show or video presentation. Do not create charts that are too small and do not do something that looks amateurish. 

5. Graphs. Use a spreadsheet or graphics package to create some graphs. Use a color printer or hand color them after you enlarge them. A computer display would be ideal, since you can project the graphs on a screen. 

6. Drawings. Find or create some line art or other kinds of drawings of things, places, people, or ideas. There is a lot of old etching art available to illustrate your talk. 

7. Photographs. You can buy a throw-away camera with film for just a few dollars. Get prints, have enlargements made or make color copies to include in a handout. Photographs can be printed very large and hung or mounted individually, pasted on poster board, collected in a portfolio, or used in a document or handout. 

8. Posters. If you have artistic talent, you can draw a poster. If you cannot draw, you can still paste cut-outs from magazines, use stencils, spray paint, or attach charts and graphs rather than projecting them. Remember, though, that a poorly done poster is probably worse than none at all. 

9. Sound. Add music or sounds to your presentation. You can record sound effects like traffic, bird chirps, crashing noises, narration, singing, instrumentals, or factory noise. Use a cassette recorder or portable stereo for playback. Additionally, while not as effective as a video interview, sound-only interviews can be recorded and portions played at intervals during your presentation. 

10. Mock-ups and Models. Build a mock up or a working model of your project, city, device, experiment, technique, process, or object. Remember there are clay, papier mache, casting plaster, wood, metal, wires, cardboard, tape, glue, paint, fabric, and more. Toothpicks, hot glue, newspaper, and some paint can make almost anything. 

11. Props. Even ordinary items can be used to help people visualize your ideas or attach your concepts to something concrete. If a can of hairspray or a shoe or a CD helps illustrate something, bring it in and show it. Remember that the classroom is usually a rather austere environment separated from most of the physical attributes of the outside world. So when you bring in a piece of this outside world--a board, a plant, a tool, a consumer product--the item will gain special attention and can be used to connect an idea to something visual and familiar. And even if you are really cute, people like to have more to look at than just you while you talk. 

12. Experiments and Demonstrations. Design an experiment that will illustrate something. The experiment can be realistic (like a model of a volcano to show how volcanoes erupt) or metaphorical, just to illustrate a concept (like cutting one string after another between two objects, to illustrate the gradual separation of parent and child). 

13. Skit. Get a few friends together and write a skit that will illustrate an idea. Show how your idea works in the lives of people, how they respond to it, and so on. A skit can also be used for exposition, just to tell information about something. Three people speaking two sentences each will probably be more interesting than one person speaking six sentences. Skits are great for demonstrating concepts in sociology, psychology, philosophy, anthropology, business, and education. And they can be used very effectively for recreating events in history, law, and literature. 

14. Costume. Think of a costume as a one-person, minimalist skit. You can dress up as a particular person (famous or infamous), or in a particular style. Quite effective is the two-in-one costume, where one costume is worn over another and then removed at the appropriate time, during a "before and after" presentation. 

15. Computer Demonstration. If you are presenting to a small class or have projection capability, you might use a computer to present a slide show (using PowerPoint or similar program), graphics display, multimedia presentation, or software demonstration. You can show a database search, Web The more senses you engage, the better opportunity you have to make a lasting impression on your audience. Eyes and ears are of course going to be reached, but what about touch (pass around your props), or taste (bring something to eat or drink), or smell (perfume, fruit)? presentation, or even some real-time video. 

16. The Five Senses. 
17. Handout. Compile an outline, some illustrations, diagrams, cartoon, descriptions, or any other useful information and make copies for everyone in class to look at and keep for future reference. Handouts make presentations tangible and more memorable, and the fact that something is in print lends an aura of solidity to the information. 
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Unit 11: Letters

Topics:

A. Overview

B. Letter Format

C. Letter Parts

D. Sample Letters

Objectives:

The students should be able to:

· Understand the importance of letter for communication and other purposes.

· Understand the commonly used layouts for letters.

· Identify and describe the parts of a letter.

·  Analyze the different samples of letters.

Outcomes:


The students are expected to:

· Have a bigger picture on the importance and purpose of a letter.

· Write an effective letter for communication.

Teaching Activity Program:

· Discussion on the format and parts of a letter.

· Analysis of Sample Letters for different purposes.

Unit 11
Letters

Overview 
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On a daily basis, you'll write letters, memos, or (most often) email to directly communicate with others and provide them with what they want or need to know. 

Although many people don't consider correspondence a writing situation that needs the same focused attention as, say, a formal report or proposal, writing an effective letter, memo, or email requires many of the same steps involved in longer forms of communication. 

As with any form of technical writing, you should establish your purpose, narrow the scope of your message, and outline or organize your writing to state the points in the order that will be most effective for your reader. 

Letters are formal documents used to establish communication or to formally acknowledge the transmittal of information. Typically, you'll use letters when communicating with people outside your company. 

For example, formal projects often begin with a letter of transmittal addressed to a specific reader formally delivering the contents of the report. 

Although more formal, letters are considered more personable because of the specifics of the greeting, the tone and the signature line. 

Traditionally, people used letters for: 

· requests or inquiry 

· claims 

· adjustments 

· orders 

· sales 

· credit 

· collections 

· goodwill 

· announcements 

· records of agreement 

· follow-ups to telephone conversations 

· transmittal of other technical documents and 

· job applications 

Letter Format

When you choose to correspond via letter, you need to realize that letters come with a long tradition of formal expectations about parts and layout. Understanding which layout to use can make a significant impression on the overall effect of the message of your letter. 

For example, if you chose a less formal or personal layout for a letter of inquiry for a research position with a governmental agency, your layout does not match the purpose of your communication. Many readers won't bother to read a letter that looks unprofessional.

Because many people within business and industry expect certain formats or layouts for specific types of letters, you have to have a good working knowledge of these formats. Only then can you best match your layout with your intended message. 

The most commonly used layouts for letters are: 

· full block (often called block) 

· semi-block (often called modified semi-block) 

· and simplified or some variant of the three 
Letter Parts
Most letters commonly include the following eight parts: 

· a heading 

· a date line 

· an inside address 

· a salutation 

· a body 

· a complimentary close 

· a signature 

· and when necessary, end notations 

Some letters also include one or more of the following: an attention line, a subject line, an enclosure line, and a copy line. 

When using letters as your means of correspondence, make sure you include the necessary parts in a clear, correct and professional manner. 

Heading 

The heading contains an address, a phone number, and an email address. Often headings are set up using a specific company logo. In these cases, the heading may also include the company name.   

1234 South Main Street
AnyTown, AK, 12345
(999) 555-5555
emailus@company.com 

Use letterhead or a formal heading for the first page, but do not number it. 

Use blank paper for subsequent pages carrying over the name of the recipient, the page number and the date in the upper left-hand corner. For example: 

Ms. Susan Thompson
Page 2
July 12, 20XX 

Date Line 

When the letterhead is pre-printed, place the date two lines below the letterhead. When using blank paper rather than a letterhead, your address and the date form the heading. Order the date line as follows: month (spelled out to avoid confusion), day and year. 

Inside Address 

The inside address consists of the following, in order: the recipient's name, position, organization and business address. 

You can include titles such as Professor, Dr. or Honorable if you know them, but if you're unsure, use Mr. or Ms. (unless you know that the recipient prefers Mrs.). 

If the position title easily fits on the same line as the name, put it there. Add a comma after the name and before the position title. 

In the address, be sure to spell out the full name of the organization exactly the way that the organization does: for example, United Postal Services calls itself UPS. 

Be sure to include the complete mailing address: street number and name, city, state, and zip code. 

Attention Line 

Attention lines are optional; use them when you can't address your letter to a particular person because you don't know the name of the person who holds the position in the company. 

Place the attention line two lines below the inside address. E.g.

Their Company
Their Address

Attention: Director of Personnel

Subject Line 

Depending on the nature of your correspondence, the recipient may find it helpful if you specify the subject of your letter. 

The subject line is optional and usually contains either a project number (for example, "Subject: Project 007") or a brief phrase that describes or defines the subject of the letter (for example, "Subject: Price Quotes for Internal Security Systems Analysis").

Place the subject line either two lines below the inside address or two lines below the attention line. 

Their Company
Their Address

Attention: Director of Personnel

Subject: Order 12345

Salutation 

In many cases, you'll omit the attention and subject lines, and instead place the salutation two lines below the inside address. The following chart lists appropriate salutations for various situations. 

	Salutation 
	Situation 

	Dear Dr. Anderson: 

Dear Technical Director: 
	The Preferred options:
If name is known 

When position only is known 

	To Whom It May Concern: 
	Use this salutation only if you absolutely have to. This can appear impersonal and it may help to go with an attention line instead. 

	Dear Ladies and Gentlemen: 

Dear Sir or Madam: 
	Avoid using this salutation; it sounds too much like the beginning of a speech. 

Avoid if possible; sounds a bit old fashioned. 


To avoid more awkward forms of salutation, simply place an anonymous call to the place you will be sending the letter and ask the name of the recipient. 

Body Text 

Begin the text of your letter two lines spaces below the salutation. The body text usually includes 

(1) a brief introductory section-generally five lines or fewer-that identifies you, your subject and your purpose; 

(2) one or more body paragraphs that contain the details of your message; 

(3) a conclusion that sums up the contents and encourages action. 

Keep body paragraphs short (usually nine lines or fewer) and design the text to make key information easily accessible (bullets, lists, headings, etc.). 

When setting up the body of a letter single-spaces text within the body of the paragraphs and double-spaced between paragraphs. 

Complimentary Closing 

The most common closings are "Sincerely" ,"Cordially" or "Respectfully". 

Place the closing two line spaces below the last line of text

Choose a closing that parallels the level of formality used in your salutation. 

In two word closings such as "Sincerely yours", and "Yours truly", capitalize the first word only. 

Place a comma after the complementary closing. 

Signature 

Type your full name on the four line spaces below the complimentary close. Sign your name, in ink, above the typewritten name. If applicable, include your title or position under your typed name. 

Sincerely, 

John Brown 

John Brown
Personnel Manager 

End Notations 

An identification line, enclosure information or copy information may all appear after the signature. 

The identification line lists the initials of the people who wrote or dictated the letter (in capital letters), signed it (lower case), and transcribed or typed it (lower case). Use / marks between initials. E.g. ABC/xyz indicates that ABC dictated the letter and xyz typed it. 

The enclosure line informs the reader of any provided enclosures. If you are providing enclosures, you can write "Enclosure" or "enc." (Without quotation marks) at the bottom of the page flush with the left margin. You should also indicate the number of enclosures ("Enclosure: 2." or "enc.2."). 

Use cc (carbon copy or courtesy copy) indicates other possible recipients of the letter.

Sample Letters:
· Letter of Inquiry

1102 West 30th
Lawrence, KS 66321
August 4, 1999 

Dr. Maria Gomez-Salinas
Director of the Diabetes Clinic
St. David's Hospital
1000 Greenberg Lane
Wichita, KS 66780 

Dear Dr. Gomez-Salinas: 

I am writing you in hopes of finding out more about how the new Glucoscan II blood glucose monitoring system, which a representative at Lifescan informed me that your clinic is currently using. 

Originally, I saw Lifescan's advertisement of this new device in the January 19XX issue of Diabetes Forecast and became very interested in it. I wrote the company and got much useful information, but was recommended to write several current users of the system as well. 

For a technical report that I am writing for a technical writing class at Johnson County Junior College, I need some help with the following questions: 

1. How often does the Glucoscan II need to be calibrated in practical, everyday use conditions? 

2. How accurate is the Glucoscan II compared to other similar systems that your patients have used? 

3. What problems do your patients experience with this new device? 

The Lifescan representative indicated that your clinic is one the leaders in implementing new technology for diabetics, and therefore I am eager to hear from you. In the report I will acknowledge your contributions, and I will send you a copy of the completed report if you wish. 

Thank you for your time, and I hope to hear from you soon. 

Sincerely, 

Anita Teller Student, Medical Technology
Johnson County Junior College 
· Letter of Complaint/ Adjustment

Document Makers
2398 Red Street
Salem, MA 34588
March 10, 2001 

Thomas R. Smith
Drivers Co.
3489 Greene Ave.
Olympia, WA 98502 

Dear Mr. Smith: 

I was very disappointed to read your letter of August 17 dealing with the issue of incorrectly produced publicity leaflets. As someone who values your business, I have already begun to find a solution to resolve this problem. 

My top photographer will call you to arrange an appointment at your earliest possible convenient to re-take photos in full color. Also, we will deduct another 15 percent of the bill for the misunderstanding. Thank you for your patience. 

Sincerely, 

(Signature here) 

Richard Brown
President 

RB/sp 

· Letter of Order

May 23, 1999 

Mr. Jack Brown,
Director
Used Books Online
Seattle, WA 98795 

Dear Mr. Brown: 

Would you please send me the following used books via COD? According to your Web site, orders need to include the title, author, and publisher. 

	Title 
	Author 
	Publisher 

	"Driving Home" 
	Peter Lawford 
	Jackson and Co. 

	"Christmas Myth" 
	Margaret Smith 
	Smoothers 

	"Landscaping for Fun" 
	Janet Patterson 
	Nature Ltd. 


Thank you very much, 

(Signature here) 

Fred Finkleham,
Professor, OUS 

FR/to 

· Letter of Sales

Document Makers
2398 Red Street
Salem, MA 34588
March 10, 2001 

Thomas R. Smith
Drivers Co.
3489 Greene Ave.
Olympia, WA 98502 

Dear Mr. Smith: 

Are you having trouble getting your important documents formatted correctly? If you are like most business owners, you have trouble finding the time to economically produce good-looking documents. This is why it is important to have a specialist take care of your most important documents. 

At Documents Makers, we have the skills and experience to come in and help you make the best possible impression. May we stop by and offer you a FREE estimate of how much it would cost to get your documents looking great? If so, give us a call at and set up and appointment with one of your friendly operators. 

Sincerely, 

(Signature here) 

Richard Brown
President 

RB/sp 

· Letter of Announcement

[image: image21.jpg]A CrrY oF ORLANDO
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August 22, 2005

Brian Balut, President
Sawtek, Inc.

1818 South Highway 441
Apopka, FL 32703

Dear Mr. Balut:

| would like to take this opportunity to congratulate you on being selected as a
Top 100 Company for Working Families in Central Florida by the Orlando
Sentinel.

This honor illustrates your commitment to offering programs that create a flexible
work environment, help employees achieve both their personal and professional
goals, and show appreciation and recognition for a job well done.

| applaud your efforts for creating a family-friendly workplace for the citizens of
Central Florida. Congratulations!

Sincerely,

(Gudly L

Buddy Dyer
Mayor

BD/lab

ORLANDO CITY HALL ¢ 400 SOUTH ORANGE AVENUE « P.O.BOX 4990 ¢« ORLANDO, FLORIDA 32802-4990
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· Letter of Transmittal
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Australian Goverament

30 Scptember 2003

‘The Hon Alexander Downer MP
Minister fo Foreign Affairs

The Hon Mark Vaile MP
Minister for Trade.

Qe Miacspers,

Itis my pleasure to present 10 you the Annual Report of the Department of
Forcign Aflairs and Trade for 2002-03.

“The report has been prepared in accordance with section 63 of the Public
‘Seruice Act 1999. Subsection 631 of the Public Service Act 1999 requires
that, after the end of the financial year, the Secretary of a department must
give'a report to ministers on the departments activitics, for presentation to
the Parliament,

‘This year, the report has again been divided into two volumes, Volume 1
being the report of the Department of Forcign Affairs and Trade proper
(DFAT) and Volume 2 the report of the Australian Agency (or International
Development (AusAID). This division reflects the distinctive nature of the
work of the (o organisations aind assists readers to locate more casily the
information they seck.

In presenting the annual report,  take the opportunity (o acknowledge the
professionaliem and dedication with which my collcagues in DFAT and
AuSAID have advanced the interests of Australia and Australians.
internationally over the past year.

Aot Duicrcly
Abtibon Cutrn

Ashton Calvert

. Caay Bila,Baron ACT 0221wt emas Tlsbone: 02261472 Tustat: 0262732081




 Job Application      

           Materials


	                                                                             แผนการสอนประจำหน่วย


ชุดวิชา  ENGLISH 2004
 หน่วยที่ 12  หลักฐานในการสมัครงาน

12.1  หัวข้อ

12.1.1  เอกสารที่จำเป็นต้องมีโดยทั่วไป

12.1.2  จอหมายของผู้สมัคร

12.1.3  ตัวอย่างของจดหมายสมัครงาน

12.1.4  ทำอย่างไรในการส่งใบสมัครให้มีประสิทธิภาพ

12.1.5  ทำอย่างไรในการเติมข้อมูลในใบสมัครงาน
12.1.6  คำแนะนำในการหางานให้มีประสิทธิภาพ
12.2  วัตถุประสงค์

นักศึกษาควรจะสามารถ

12.2.1  เข้าใจเอกสารที่จำเป็นโดยทั่วไปในการสมัครงาน
12.2.2  เข้าใจวิธีทางที่จะเขียนจดหมายสมัครงาน

12.2.2  วิเคราะห์รูปแบบ / ตัวอย่างของใบสมัครงาน

12.2.3  เข้าใจวิธีที่ถูกต้องในการกรอกใบสมัคร
12.3  ผลที่คาดว่าจะได้รับ

นักศึกษาถูกคาดหวังว่าจะ

12.3.1  เขียนและออกแบบจดหมายสมัครงาน

12.2.2  มีความรู้อย่างลึกซึ้งในการเขียนจดหมายสมัครงานได้อย่างดี

12.2.3  เปรียบเทียบและเขียนรูปแบบคำยาวและคำสั้นได้
12.4  กิจกรรมที่ใช้ในการสอน

12.4.1  อภิปรายรูปแบบและข้อบังคับของเอกสารที่ต้องเตรียมใบสมัครงาน
EN 2004
Unit 12: Job Application Materials

Topics:

A. General Requirements of the document.

B. Letter of Applicant

C. Choosing a Resume Format

D. Sample of Resume

E. How to submit an Effective Job Application

F. How to fill out a Job Application

G. Preparing your Application Materials

H. Tips for an Effective Job Search

Objectives:

The students should be able to:

· Understand the general requirements of a document

· Understand the effective ways in making a letter of application

· Analyze the format/sample of Resume

· Understand the proper way of filling-out and submitting a job Application

Outcomes:


The students are expected to:

· Write and design their own resume and letter of application.

· Be knowledgeable in writing an effective resume and application letter.

Teaching Activity Program:

· Discussion on Format and Requirements of a document.

Unit 12

Job Application Materials

For this course project, you will write and design a résumé and the letter of application. You will produce these documents as application materials for an actual workplace job or an internship for which you are now qualified—not one for which you will be qualified in the future. (To write an effective résumé and letter of application, you must be qualified for the position you seek. No one succeeds in applying for a job for which they do not have the required qualifications.) With your instructor’s permission, you may also write the letter of application and résumé for entrance into a graduate program. 


Your job packet will include three documents:


a cover memo to your instructor 
a letter of application
a résumé 

To complete this project successfully, you will need to meet the general requirements for the packet and the specific requirements for the cover memo, the résumé, and the letter of application. 
[image: image23.png]


NOTE: The letter of application is submitted to the employer in front of the résumé; consequently, it is discussed below before the résumé. However, you may find it easier to develop the descriptive information for the résumé first. Then, you can analyze what that information means for the specific job in the letter application.
General Requirements
The general requirements of the document are as follows:
Select a job description to use as a target for your résumé and letter of application in the job packet. Choose a job description that matches your current qualifications. Look for a job description that includes detailed information about the job and the qualifications sought, as well as information about the employer. See if the employer has a website so that you can find out more about the employer’s likely interests and preferences in job candidates.
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NOTE: If you are not yet qualified for a job in your profession, you can use the job description to apply for an internship related to that job. 

Write a cover memo to your instructor in which you supply a detailed description of the position for which you are applying. Include a complete citation for the source of information for the job announcement and a detailed list of qualifications required for the position.

For the final copy of the résumé and letter of application that you submit to your instructor for a graded evaluation, use laser-quality print and a grade (quality) of paper appropriate for application materials.

Paper clips the cover memo to the letter of application and résumé. 

Cover Memo
Write a cover memo that introduces your job packet to your instructor. The specific requirements for the cover memo are as follows: 

· State the purpose of the memo. 

· Identify the job you have targeted in your letter of application and résumé and the URL or source where you located the job description. 

· Provide a complete list of qualifications required for the position. 

· Include a brief description of the organization posting the job. Be sure to identify information that influenced how you developed the content of your documents. 

· Analyze the strategies you used to develop a résumé and letter of application that were appropriate for the job description and organization. In your discussion, provide references to specific elements in your résumé and letter of application. 

· Format the memo in a MS Word file. 

· Use descriptive headings to indicate the content of the major sections and to make sections easy to distinguish and locate. 

Minimum Length: 1 page


Letter of Application
Write a letter of application that analyzes how your experiences, credentials, and accomplishments make you qualified for this particular position within this specific organization. Your letter of application should meet the following minimum requirements: 

· Use an appropriate letter format (block or modified block) with single-spaced paragraphs and double spaces between paragraphs. Follow all of the formal conventions for letter writing, including an appropriate salutation and closing. 

· Use adequate margins (minimum of one inch on all four sides) and create a well-balanced page. 

· Organize the content so that it includes a minimum of 4 major paragraphs: an opening paragraph, a paragraph about your education, a paragraph about your work experience, and a closing paragraph. 

· Use appropriate forecast statements and topic sentences to develop a cohesive argument. 

· Use a length appropriate for the position. For most undergraduate students seeking an entry-level position or an internship, a one-page letter is appropriate. 

· Use an appropriate tone. Be confident without sounding arrogant; sound personable but professional. 

· Carefully and meticulously edit your letter for grammar, spelling, punctuation, and usage. 
Sample of Application Letter

Mr. George Gilhooley 
XYZ Company 
87 Delaware Road 
Hatfield, CA 08065 
(909) 555-5555 

Date: April 12, 2004
Dear Mr. Gilhooley, 

I am writing to apply for the programmer position advertised in the Times Union. As requested, I am enclosing a completed job application, my certification, my resume and three references. 

The opportunity presented in this listing is very interesting, and I believe that my strong technical experience and education will make me a very competitive candidate for this position. The key strengths that I possess for success in this position include: 

· I have successfully designed, developed, and supported live use applications 

· I strive for continued excellence 

· I provide exceptional contributions to customer service for all customers 

With a BS degree in Computer Programming, I have a full understanding of the full life cycle of a software development project.

I also have experience in learning and excelling at new technologies as needed. 

Please see my resume for additional information on my experience. 

I can be reached anytime via my cell phone, 555-555-5555. Thank you for your time and consideration. I look forward to speaking with you about this employment opportunity. 

Sincerely, 

Patricia Meyer

Résumé 
Develop a résumé that organizes and describes your experiences and qualifications. Your résumé should meet the following minimum requirements:

· Create a custom design for your résumé in Word. Do not use the résumé templates in Word. Most have design flaws, and, moreover, the templates will be immediately recognizable to employers as such. 

· Structure your résumé around the topics typically included on résumés: contact information, education, work experience, skills, other interests, and references. 

· Use headings for the major divisions of your résumé, and use a combination of other visual elements, including subheadings, white space, and formatting, to make your résumé components easy to recognize and locate. 

· Carefully and meticulously edit your résumé for grammar, spelling, punctuation, and usage. 

· Use a length appropriate for your experience. For most undergraduates with limited work experience, a one-page résumé is appropriate. 

· Choosing a Resume Format

Next you must determine what type of resume format to use. There are three basic types: chronological, functional, and a combination of the two. The following sections will explain what each of these types are and when to choose one type over another. 

· Chronological Resume

The chronological resume is probably the one with which most people are familiar. On it, work experience is listed in reverse chronological order (most recent job first). The period of time during which you were employed is listed first, followed by the name of the employer and then the employer's location. A description for each job is also included. Following work history is a section on education. If you are trying to show career growth, a chronological resume may be the way to go. If your most recent job is store manager, while the one before that is department manager, and the one before that is sales clerk, you can show a history of promotion. However, if your work history has been spotty or if it has been stagnant you shouldn't use a chronological resume. If you are changing careers, a chronological resume is not for you either. 

· Functional Resume

A functional resume categorizes skills by function, emphasizing your abilities. This is useful if you are changing careers and want to show how you can transfer your skills. As stated previously, it is important to show prospective employers what you can offer them. A functional resume does just that. A functional job objective is given first, followed by several paragraphs, each discussing a different job function. Examples of functions are: Supervision and Management, Accounting, and Writing and Editing. Begin with the one you want to emphasize most. If you are customizing your resume for different employers, you can change your functional job objective as well as the order in which you list the functions. However, if you don't list your previous jobs, the person reviewing your resume may be suspicious. 

· Combination Resume

A combination resume is exactly what it sounds like — it combines a functional resume with a chronological one. An objective is listed at the top, after your name and address, of course. Following that are paragraphs describing job functions. A section titled "Employment Experience" comes next. That is where the chronological part of the resume comes in. List employers and dates in this section. Do not offer further descriptions here as you have already described your abilities in the functional part of this resume. This is a useful format if you are changing careers but have a solid employment history. I also find it useful if your job duties on a single job were very diverse and you want to stress your various abilities. If you spent a long time at one job but moved up through the company, you might want to use a combination resume.
Sample of Resume (Curriculum Vitae) 
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Objective

Education

Technical Skills

Awards
and Activities

Employment

Outside
Interests

« Iam seeking employment or an intemship appling my killsin 2D character
‘animarion, Flash animation, storyboarding, voice acting, and character design.

« 20002003, Savannah Colege of At and Design, BFA Computer Arts
* 1997:2000, Greentfield Community College, Associates of Media Arts

* Iam fluent in such programs as Adobe Photoshop, Adobe Premiere,
Adobe After Effects, Macromedia Flash, Macromedia Director,
'Macromedia Dreamuweaver, Macromedia Fireworks, Animo, Protools,
and Sound Edit 16

« President of the Classical Animation Socity at Savannah College
of Art and Design 2002-2003

« Vice-President 2001-2002

« Nominated for Who's Who in American Colleges and Universites 2003

« Planned and consiructed the CAS extibit for the Savannah Sidewalk Arts
Festival 2002, 2003

« Chosen to animate a 30-second in-house commerical for Hewlett-Packard
November 2002

« Studio assisant to authorfilusirator Krisin Nicholas in *Knitting for Baby™
Summer 2002

* Theatre - performing roles in “Anything Goes”, *Lil Abner", and “Table
Manners" 1999-2000. Directed a one-act play 2000

« llusrator for Children's Story Hour on communicy television in Greenfield,
MA 1997

« Associate Account Executive
CellularONE | Uricel
Greenfield, MA
1997-2000, summer 2004
« Warehouse Assistant
American Traders Can-Am Trading Co Inc.
Greenfield, MA
(Distributors in canoes, tobaggins, snowshoes...
2001-2004 (school breaks)
« Stone wall buider
Pratt Brothers’ Entrepreneurs
Summer 2002
« Customer Service Representative
Chatham County Aquatic Center
Savannah, GA
2001

« Sking, runnine, hiking mountains of New England, theme parks,
performing arts, improv, and voice acting




How to Submit an Effective Job Application

1. Carefully read the "who may apply" section to make sure you are eligible to submit an application. 

2. Read the entire job announcement and job application process first. We have included lots of information to help you in this process. 

3. Follow all directions. Answer all questions accurately, provide relevant information and submit all required forms/materials: by the published closing date to the proper address listed on the job bulletin. Post marked application materials are not accepted. 

4. Keep a copy of your application materials for your records. 

5. If you have any questions, call the contact person listed on the job announcement. 

6. Allow us 6 weeks to provide you with a written receipt of your application. 

7. Remember, failure to submit complete application materials in a timely manner to the proper location may result in your application not being considered. 

How to… FILL OUT A JOB APPLICATION

If you are a job seeker, you will probably have to fill out one or more application forms. You should know that employers do read the forms, and that the way you prepare the application can make a big difference in getting an interview and being hired for the job.

Be Prepared
Make sure you know the correct names, dates, places and other information you will need. It may be helpful to create a sample application to bring with you when you apply for a job, in case you must fill out an application form on the spot.

Ask If You May Take A Blank Application Home
Filling out the form at home can be easier as you are able to take your time and do a good job. If possible, ask for an extra form, just in case.

Read The Form
Before you start writing, look for instructions that say "use pen only" or that tells you to list information in a certain order.

Be Neat
Use a pen or, if you take the form home, you might want to type the information in. If you need to correct a mistake, use correction fluid.

Answer All Questions Completely And Correctly
Know proper dates, addresses and how to spell names and places. Don’t make up answers.

Be Positive
List what you have been doing, not what you haven’t done. For example, if you have been unemployed for a period of time, show the work you have been busy with, such as going to school, managing a household or doing carpentry on your home. If paid experience is not specified, list any volunteer jobs or activities that can show your skill and ability to work.

Be Clear
Know the position title you are applying for and the right salary range. You may have to do some research to find this information. The Employment Center can probably help you. Also, most application forms ask when you will be available to start work. Be prepared to answer this question.

Alert References Beforehand
List people whom you have checked with and who have agreed to give a reference. There are two kinds of references, 1) Character or Friend, 2) Employer. Do not use relatives as references.

Re-read the Application When You Are Finished
Make sure you correct any errors or omissions. Check your spelling. Then, hand it in or mail it. If you are mailing the form, it is a good idea for you to make a copy for yourself and to note the date you sent the application. Also, when mailing an application, be sure to send a cover letter re-stating your interest and qualifications.
What’s Required? 

Job Seekers are required to apply. A separate application must be submitted for each position you wish to be considered for. During the on-line process you will complete, save and submit a standard employment application. You will then have an opportunity to attach cover letter, resume and up to three additional documents to your on-line materials. 

We recommend that you have the following information available before you begin the application process:

· Education History 

· Employment History 

· References 

· Electronic copies of your cover letter, resume and any other documents you may want to include in your application packet. 

We strongly encourage applicants to customize their materials to address the unique qualifications of each position for which they apply.

Tips for an Effective Job Search

Review Job Listings Frequently

We add new jobs to our listings regularly. 

Pay Close Attention to the Qualifications Section 

You should customize your application materials to show how your skills and experiences match the requirements and responsibilities outlined in the qualifications section of the job posting. If you don't have the direct skills listed in the qualifications section, but feel that your skills or experiences are transferable, then clearly state that in your application materials. 

Proofread Your Application Materials Carefully
If possible, have a friend or colleague proofread it for you as well. Remember that your application materials don't just represent your qualifications, job experience and accomplishments. They also represent your writing skills, the quality of work that you can produce, and your attention to detail. Show your potential employer you’re very best, right from the start of your search. 

Be Aware Of Initial Review Dates
Make every effort to submit your materials before the Initial Review Date to ensure consideration by the hiring unit. 

Be Patient
There is some large institution with many units, each of which has its own recruitment timetable. It can take up to four weeks from the Initial Review Date for you to hear from the hiring unit. Please set your expectations accordingly. 
Maximize Your Options 

Continue to apply for all the jobs that interest you and that you are qualified for. This is particularly important given the long recruitment cycle - while you're waiting to hear back from one unit, you could wind up being hired by another! 

Visit Web Sites of Individual Units 
Individual unit web sites often contain useful information, not only about the job you're interested in, but about the unit's work environment, mission, organization, etc. Learning about the individual unit will begin to give you a sense of whether you and that unit are a good "fit". It will also help you tailor your application materials and is invaluable information when preparing for an interview. Often units provide links to their web sites at the bottom of a posting. 
Attend Free Application Workshop
Learn to locate available jobs, understand the applicant screening process, and increase your chances of getting an interview. These workshops are free and open to the public.

 Using Visual Aids      



	                                                                             แผนการสอนประจำหน่วย


ชุดวิชา  ENGLISH 2004
หน่วยที่  13  การใช้อุปกรณ์หรือเครื่องมือที่เห็นได้

13.1 หัวข้อ

13.1.1  การตระเตรียมการนำเสนออุปกรณ์หรือเครื่องมือที่เห็นได้อย่างมีประสิทธิภาพ
13.1.2  ขั้นตอนในการเตรียม
13.1.3  ทดสอบรูปแบบหรือการออกแบบ แบบที่นำเสนอไป
13.2  วัตถุประสงค์

นักศึกษาควรจะสามารถ

13.2.1  เข้าใจความสำคัญของการนำเสนอด้วยเครื่องมือที่เห็นได้อย่างมีประสิทธิภาพ

13.2.2  รู้ขั้นตอนที่มีประโยชน์ในการเตรียมเครื่องมือที่เห็นได้อย่างมีประสิทธิภาพ

13.2.3  รู้รูปแบบหรือการออกแบบการนำเสนอที่มีประสิทธิภาพ
13.3  ผลที่คาดว่าจะได้รับ

13.3.1  จัดหาข้อมูลข่าวสารที่ซึ่งมีประโยชน์ในการทำเครื่องมือที่เห็นได้อย่างมี
            ประสิทธิภาพได้เป็นอย่างดี

13.3.2  มีความคิดริเริ่มและเต็มไปด้วยความคิดริเริ่มในการทำเครื่องมือในการเห็นหรือการ
            นำเสนอของตนเองอย่างดี
13.4  กิจกรรมที่ใช้ในการสอน

13.4.1  ความหมายของคำศัพท์

13.4.2  การแปลเส้นกราฟ

13.4.3  การทำการใช้อุปกรณ์หรือเครื่องมือ / การนำเสนอ
EN 2004
Unit 13: Using Visual Aids

Topics:


A. Presenting Effective Presentations with Visual Aids

B. Tips in preparing Visual Aids


C. Testing the design of your Presentations

Objectives:

The students should be able to:

· Understand the importance of effective presentations with Visual aids.

· Know the helpful tips on Preparing Visual aids

· Know the effectiveness of the design for presentation.

Outcomes:


The students are expected to:

· Be equipped in information that can be useful in making an effective visual aids.

· Be creative  and resourceful in making their own visual aids or presentations.

Teaching Activity Program:

· Definition of terms

· Interpreting Graph

Making Visual Aids/ Presentations
Unit 13

Using Visual Aids

Presenting Effective Presentations with Visual Aids
INTRODUCTION

The purpose of this discussion is to provide basic, comprehensive information to assist you in developing effective presentations. The use of visual aids, coupled with good public speaking skills, work hand-in-hand to create effective presentations. Your speaking style and stage presence are personal talents that you can refine with much practice and experience. Each aspect of effective presentations, however, could not be detailed in this discussion. Instead, much emphasis is given to visual aids which are essential to all successful presentations.

DESIGNING THE PRESENTATION

There is no secret to developing an effective presentation. Establishing your objectives, planning and organizing your material, and using appropriate visual aids are the essential ingredients. The recipe for effective presentations calls for all three ingredients, and you must use them in the order in which they are presented here. By establishing your objectives first, you can prepare material that supports each objective. The use of visual aids will move you further along toward your objectives by illustrating and emphasizing your ideas more effectively than words alone. Let's begin, then, at the beginning: As you start to design your presentation, you must ask yourself, "What do I want to accomplish by making this presentation?"

Establishing the Objectives

For any successful presentation, you must know your objectives. It is these objectives that drive your presentation and move the audience to your end goals. Your end goals may be that the attendees take a particular action, adopt a new perspective, or respond to facts and information. Establishing these goals requires careful planning. The key to designing your presentation is determining these objectives. After all, they become the foundation upon which you’re content, organization, and visual aids are built.

Establishing the objectives for your presentation requires an analysis of your own goals, as well as your audience's needs and expectations. By considering the nature of your audience, you can more easily determine what you will present and how you will present it. An audience analysis will enable you to:

· Select appropriate points of emphasis in your presentation 

· Develop a useful level of detail 

· Choose and prepare appropriate visual aids 

· Create a tone that is sensitive to your audience's circumstance 

Your presentation will ideally form a bridge between something you have and your audience wants. Let the audience analysis influence the form of information presented so you can create this bridge.

Planning and Organizing Your Material

When you have determined the characteristics of your audience, then you are ready to plan and organize your material. The tips listed below will assist you in tailoring your approach accordingly. Keep in mind that the use of visual aids will help to produce effective one-way or two-way communication. Many factors are involved in choosing these visual aids, and the type of interaction you want to develop with the audience will influence your choice.

Planning Your Material 

· Do not wait to prepare your presentation while on you way to the training session. You cannot do your best at presenting or persuading by "winging it." 

· At a minimum, prepare an outline of goals, major issues to be discussed, and information to be presented to support main themes. 

· Limit content to your major point and no more than five key supporting points. 

· Analyze your audience. Prepare your content considering such things as whether they are likely to be friendly or unfriendly, lay or technical in their background, and whether they want only to listen or to respond and contribute. 

· Select appropriate visual aids and a presentation style that will be effective in the physical setting for your training session. 

Organizing Your Material

When organizing your material, consider an "old chestnut" of public speaking – “Tell 'em what you're going to tell 'em; tell 'em; and tell 'em what you told 'em.” This recommendation: 

· Recognizes the importance of reinforcement in adult learning 

· Completes the communication for the listener 

· Informs people who arrive late of what they missed 

· Recognizes the importance of organization, highlighting, and summarizing main points for the audience 

· Serves to clarify main themes for the audience at the end of the presentation 

Using Visual Aids

Visual aids help your presentation make things happen. Visual aids help you reach your objectives by providing emphasis to whatever is being said. Clear pictures multiply the audience's level of understanding of the material presented, and they should be used to reinforce your message, clarify points, and create excitement.

Visual aids involve your audience and require a change from one activity to another: from hearing to seeing. When you use visual aids, their use tends to encourage gestures and movement on your part. This extra movement reinforces the control that you, the speaker, need over the presentation. The uses of visual aids, then, are mutually beneficial to the audience and you.

Visual aids add impact and interest to a presentation. They enable you to appeal to more than one sense at the same time, thereby increasing the audience's understanding and retention level. With pictures, the concepts or ideas you present are no longer simply words - but words plus images. The chart below cites the effectiveness of visual aids on audience retention.
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People tend to eye-minded, and the impacts visual aids bring to a presentation are, indeed, significant. The studies, below, reveal interesting statistics that support these findings: 

· In many studies, experimental psychologists and educators have found that retention of information three days after a meeting or other event is six times greater when information is presented by visual and oral means than when the information is presented by the spoken word alone. 

· Studies by educational researchers suggest that approximately 83% of human learning occurs visually, and the remaining 17% through the other senses - 11% through hearing, 3.5% through smell, 1% through taste, and 1.5% through touch. 

· The studies suggest that three days after an event, people retain 10% of what they heard from an oral presentation, 35% from a visual presentation, and 65% from a visual and oral presentation. 

The use of visual aids, then, is essential to all presentations. Without them, the impact of your presentation may leave the audience shortly after the audience leaves you. By preparing a presentation with visual aids that reinforce your main ideas, you will reach your audience far more effectively, and, perhaps, continue to "touch" them long after the presentation ends.

ADDING THE VISUAL DIMENSION

Visuals add an important dimension to a presentation, and you, the speaker, must capitalize on this dimension. It is critical that you prepare visual aids that reinforce your major points, stimulate your audience, and work well in the physical setting of your presentation.

Visual aids and audio-visuals include a wide variety of communication products, including flip charts, overhead transparencies, slides, audio-slide shows, and video tapes. Demonstrating a process or simply passing around a sample of some equipment or model are also effective way to clarify messages visually. If visual aids are poorly selected or inadequately done, they will distract from what you are saying. The tips listed below will help you in the selection and preparation of visual aids.

Tips on Preparing Visual Aids
· Start with at least a rough outline of the goal and major points of the presentation before selecting the visual aid(s). For example, a particular scene or slides may trigger ideas for the presentation, providing the power of images. Do not proceed too far without first determining what you want to accomplish, what your audience wants to gain, and what the physical setting requires. 

· Each element of an audio-visual product - a single slide or a page of a flip chart presentation, for example, - must be simple and contain only one message. Placing more than one message on a single image confuses the audience and diminishes the potential impact of visual media. Keep visual aids BRIEF. 

· Determine the difference between what you will say and what the visual aid will show. Do not read straight from your visuals. 

· Ask the audience to read or listen, not both; visual aids should not provide reading material while you talk. Rather, use them to illustrate or highlight your points. 

· Give participants paper copies of various graphic aids used in your presentation. They will be able to write on the paper copies and have them for future reference. 

· Assess your cost constraints. An overhead transparency presentation can always be used in a formal environment if 35 mm slides are too expensive. 

· Account for production time in your planning and selection process. Slides must be developed, videotape edited - you do not want to back yourself against a wall because the visuals are not ready. You can often get production work done in 24-48 hours, but it is much more expensive than work that is done on an extended schedule. 

· Use local photographs and examples when discussing general problems and issues. While a general problem concerning welding safety, for example, may elude someone, illustrating with a system in use at the site can bring the issue home. 

· Use charts and graphs to support the presentation of numerical information. 

· Develop sketches and drawings to convey various designs and plans. 

· When preparing graphics, make sure they are not too crowded in detail. Do no over-use color. See that line detail, letters, and symbols are bold enough to be seen from the back of the room. 

· Do not use visual aids for persuasive statements, qualifying remarks, emotional appeals, or any type of rhetorical statement. 

· If you have handouts, don't let them become a distraction during the presentation. They should provide reinforcement following your address. Consider giving them out after the presentation, unless the audience will use them during the presentation or will need to review them in advance of the presentation. 

· Practice presenting the full program using graphic materials so you are familiar with their use and order. If you use audio-visual materials, practice working with them and the equipment to get the timing down right. 

· Seek feedback on the clarity of your visuals and do so early enough to allow yourself time to make needed adjustments. 
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The question of what to use and how to choose is an excellent one. The next several pages will help you answer this question by identifying the advantages and limitations of each type of visual, as well as the development techniques required in preparing each. By looking at these pros and cons, you can more easily decide what will work best for your presentation.

Flip charts are quick, inexpensive visual aids for briefing small groups. The charts, felt-tip markers and graphic materials are readily available, and with a modest ability at lettering, the presenters can compose the desired visual aid in-house.

Flip Charts: 

· Help the speaker proceed through the material 

· Convey information 

· Provide the audience with something to look at in addition to the speaker 

· Can be prepared prior to, as well as during, the presentation 

· Demonstrate that the speaker has given thought to his or her remarks 

· Can be used to record audience questions and comments 

· Can be converted to slides 

Limitations: 

· May require the use of graphics talent 

· Are not suitable for use in a large audience setting 

· May be difficult to transport 

When Developing Flip Charts: 

· Each sheet of paper should contain one idea, sketch, or theme. 

· Words, charts, diagrams, and other symbols must be penned in a large enough size to be seen by people farthest from the speaker. 

· In general, make each letter at least 1/32" high for each foot of distance from the material. For example, a 1-inch letter is legible from 32 feet, and a 2-inch letter from 64 feet. Divide the distance from the back of the room to the visual by 32 to determine the minimum size of letters. 

· Use block lettering, since it is easiest to read. Use all capital letters, and do not slant or italicize letters. 

· Use and vary the color. Also, check from a distance to make sure the color works well and is not distracting. 

Overhead Transparencies

Overhead transparencies are useful for audience settings of 20 to 50 people and can be produced quickly, easily, and inexpensively. Any camera-ready artwork, whether word charts, illustrations, or diagrams can be made into transparencies using standard office paper copiers. 

· Most manufacturers of paper copiers offer clear and colored acetate sheets that run through copying machines like paper, but transfer a black image into acetate for use as overhead transparencies. 

· The standard transparency size is 8=" x 11''. The only piece of hardware required is an overhead transparency projector. 

· Overlay transparencies provide a good cumulative presentation. 

· Speaker can use an overhead projector with significant light in the room, thereby enabling the speaker to maintain eye contact with the audience. 

Limitations: 

· The projected image size is sometimes too small to be seen from the back of a large room. 

· Often, the image does not sit square on the screen, as the head of the projector is tilted to increase the size of the image. 

· It is difficult to write on the transparency while it is on the projector. 

· Sometimes the projector head gets in the audience's way. 

· Some speakers feel captive to the machine, because they must change each transparency by hand. 

When Developing Overhead Transparencies:

· To add color, simply cut a piece of colored acetate gel, available at art stores, to the shape and dimensions needed to highlight a particular part of a transparency. The second (or third) color is taped to the edges of the transparency with clear tape, or glued over an area with clear invisible adhesive such as spray adhesive. 

· Permanent and/or water-soluble ink color marker pens are available for use in hand-coloring parts of an overhead transparency. 

· Overhead transparencies can be developed during a presentation by marking on acetate sheets with water-soluble or permanent transparency pens. The same approach can be used to add information to existing transparencies. In both cases, a damp tissue can be used to wipe information off a transparency that has been marked with water-soluble ink. 

· When removing a transparency from the machine during the presentation, slide the next immediately underneath it to achieve a smooth transition. Don't leave the screen blank with the light on. 

· A 45-degree angle to the audience is the most effective location for an overhead projector and screen. This provides for the least obstructed view. Ideally, set the projector on a table lower than the surrounding tables or platforms to make it less imposing. 

· Transparencies with too much information - especially typed pages designed for a printed piece and transferred to acetate - are confusing. Keep transparencies simple. 

· When typing words for transparencies, use bold typing elements such as HELVETICA and capitalize. 

· Consider making use of a laser printer that can produce good quality transparencies in a variety of bold type styles. These printers, coupled with desktop or portable personal computers are widely available, and prices have dropped significantly. The quality of type and variety of type styles make this a superior option when compared with transparencies done on an office typewriter. If resources permit, color printers are also available. 

Posters

Posters are prepared graphic devices that can be made of a variety of materials and media - photographs, diagrams, graphs, word messages, or a combination of these. Posters work best in smaller audience sizes. 

· Posters are permanent and portable. 

· Posters can be simple or very elaborate. 

· Posters can be used alone or in a series to tell a story. 

Limitations: 

· Posters tend to contain too much detail. 

· Transporting them can be difficult. 

· The more elaborate posters require extensive preparation and can be quite costly. 

When preparing posters: 

· Each poster should contain one message or theme. 

· Words, charts, diagrams, and other symbols must be penned in a large enough size to be seen by everyone in the room. 

· Use all capital letters, and do not slant or italicize letters. 

· Use and vary the color. Also, check from a distance to make sure the color works well and is not distracting. 

35 Millimeter Slides

35 mm slides enliven a presentation for virtually any size audience. They can project a professional image, are relatively inexpensive to produce, and if necessary, can be produced quickly. 

· Slides have high credibility with audiences because viewers looking at photographic slides taken in the field often feel that seeing is believing. 

· The only hardware required is a slide projector and a screen. Slide programs are easy to package in slide trays. 

· Changes in slides or in their sequencing can be done rapidly to meet changing conditions or audiences. 

Limitations: 

· Slides cannot be made using a photocopying machine. Therefore, they require more time and money to produce than overhead transparencies. 

· The lights must be dimmed more for slides than for overhead transparencies. 

· Slides require a great deal of preparation and rehearsal. 

When Developing a Slide Presentation: 

· Use the outline or text of your talk to note places for appropriate visuals. 

· The best slide programs often mix field photographs with slides of charts, graphs, and other supporting images. 

· Catalog and categorize slides, and place a date, location, and other relevant information on each slide. 

· Vendors can make word slides and illustrations by computer, though they tend to be costly.

Audio-Slide Show

Audio-slide shows are self-contained programs having pre-recorded sound tracks that are coordinated with slides by use of electronic synchronizers. The recording tape includes electronic signals that activate a connected slide projector so that an image appears simultaneously with the appropriate voice message, music or sound effects. Audio-slide programs can serve audiences ranging from a handful to a couple of hundred people. 

· For a fraction of the cost of films, audio-slide programs can achieve many of the same program needs. 

· They can impart considerable information because color and a wide array of audio-techniques and visual images can be used. 

· If multiple projectors are used with dissolve units that allow images to "fold" into one another, even a sense of movement can be created. 

· They usually can be produces in-house, equipment is accessible, and they offer a presenter the flexibility of changing slides to meet the needs of specific audiences. 

Limitations: 

· Time must be allotted for developing script, sound-track, title and credit slides, visuals, and for production. 

· Each presentation requires securing and assembling proper equipment synchronizer, tape recorder, projector(s), and screen(s). 

· Good maintenance must be given to slides so that a warped slide doesn't malfunction and throw off an entire presentation. 

When Developing a Program: 

· Identify all components to the program and possible resources to assist in developing these components (e.g., photo lab, recording studio, slide library, graphic artists, and a person who has prepared similar programs). 

· Make an initial contact with resource personnel to see what services they can provide, time frames and their scheduling requirements. 

· Develop a tentative production schedule. 

· Prepare a script or a story board and carry this script with you. 

· Photograph or borrow slides of scenes that emphasize your points. Also, gather charts, drawings, books, or other resource materials pertinent to the subject which may be photographed or reproduced graphically as slides. 

· Keep images to one message per frame. 

· Test-run the slide-tape show with enough time to replace slides that are unclear. 

· Secure permission to use commercial or otherwise copyrighted music or material. 

· Keep credit slides to a minimum and use simple design for clarity. 

Videotape

Videotape electronically carries both a picture and a sound track. Its features of sound, movement, vivid image, color, and variety hold an audience's attention the way film does. Videotape can be used to program an entire presentation, or to support a speaker's remarks by highlighting certain topics.

Limitations: 

· Videotape productions can be expensive to create and require experienced production teams. 

· In large meetings, the audience may not be able to see the monitor. (If resources permit, video projectors are available.) 

When Developing Videotape: 

· Practicing with the equipment by filming, as well as showing, is the best way to overcome hesitancies about its use. 

· To cover the basics if you are brand new to video use, budget yourself a one hour session with an experienced video producer, whether amateur or professional. University extension programs and the local cable T.V. station are good places to check for a no-cost session. Discuss your ideas. Your budget will determine whether you should tape on your own or have a professional make the videotape. 

· Composing and editing a 15-minute video production can easily consume dozens of hours whether you do all of the work or contract to have part of it done. In order for this kind of investment to pay off, it usually means that the final product should be viewed by a large audience or multiple audiences. Consider the facilities available before choosing to use videotape. 

TESTING THE DESIGN OF YOUR PRESENTATION

When you have prepared the visuals you want to use in your presentation, you must practice using them. Do a practice run in full, preferably with someone you know well and with someone you do not know well. Alternatively, use a video or audio tape recorder, or a mirror.

If you are making a group presentation, do a complete practice run in full. A practice run will ensure that each presentation builds on the previous one and that all the points are covered. These colleagues can also provide valuable feedback. The tips below will help you make the most out of your practice runs: 

· Seek feedback at the point when you have your material well organized but not committed to memory. This will enable any needed changes to be incorporated easily. 

· This feedback should include an evaluation of the presentation's length, logic, clarity, and interest level; the speaker's rate of delivery, voice level, and conversational pattern; and the usefulness of the visual aids. 

Once you are satisfied with the content of your presentation, make sure that the technical supports are in place or lined up: 

· Check with the meeting organizer to make sure the equipment you need will be there. 

· If at all possible, arrive at the location of your presentation an hour early to check your equipment and room arrangements. Practice using your visuals with the equipment provided. Make sure that you know where the on/off switch is and make arrangements to have the lights dimmed, if necessary. 

Rehearsal is a fundamental step in developing and refining effective presentations. Practicing your presentation and working closely with the meeting organizer to secure the necessary technical supports will assist you in making a smooth performance.
\
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Unit 14: Minutes of Meetings

Topics:

A. How to record Useful Meeting Minutes

B. Meeting guidelines

C. Sample of Minutes

D. How to take the minutes Of a Meeting

E. Tips In Writing the minutes of a meeting

Objectives:

The students should be able to:

· Understand how to record useful meeting minutes

· Understand the meeting guidelines

· Analyze the Sample of minutes

· Know how to take note the minutes of the meeting

· Consider the tips in writing the minutes of a meeting

Outcomes:


The students are expected to:

· Be knowledgeable in writing minutes of a meeting

· Follow the key elements in having a meeting

· Write a useful, precise, and accurate minute of a meting.

Teaching Activity Program:

· Definitions of Terms

· Discussion on meeting, guidelines, ways and tips for Effective Minutes of a meeting.

· Analyzing and Writing Minutes of  a meeting.

Unit 14

Minutes of Meetings

Minutes of meetings form a historical record of a group's work. They serve as a record of decisions and details when people's memories fail or when they disagree. They remind people of assignments they've taken on and deadlines they need to meet. They inform those not present of what happened at the meeting. They give future members of the organization a way to build on past successes and avoid reinventing the wheel.

Some groups designate one person to take the minutes at every meeting; others rotate the job. Do what works best for your group, as long as the information gets recorded and preserved somewhere.

The minutes of a meeting should include the following (if they apply to your particular group and your meetings):

· date, time and place of meeting 

· list of people attending, and any members who were absent 

· time the meeting was called to order 

· approval of the previous meeting's minutes, and any amendments 

· summary of reports, announcements, and other information shared 

· proposals, resolutions, motions, amendments, a summary of the discussion, and final disposition (if you are using formal parliamentary procedure, record who made the motion and who seconded it) 

· time of adjournment 

· next meeting date, time and location 

· name of person taking the minutes. 

Motions and resolutions should be recorded verbatim and should be read back during the meeting to make sure they have been accurately transcribed.

Summarize the discussion, capturing key points and decisions reached. When someone takes on an assignment, a deadline is set, or other important agreements are reached, make sure to record them. This will serve as a reminder when the minutes are read later on.

Separate fact from opinion. Facts are objective and indisputable; opinions are personal views. Take this sentence: "The low turnout for the event could be due to poor advertising." Whose idea is this? Attribute opinions to their source (e.g. "Jane suggested that..." or "The group concluded that...")

Sometimes, it can be helpful to distribute the minutes before the next meeting. This gives people a reminder of assignments and deadlines, as well as when and where the next meeting is.

Distribute copies and read the minutes near the beginning of the next meeting. Any corrections or additions should be recorded in the minutes of that meeting. The group should then approve the minutes, meaning that they agree that they are accurate and complete, either as read or as amended.

How to Record Useful Meeting Minutes

Do your hands cramp up at the thought of recording meeting minutes? Do you question what information you should record and what you should leave out? You’re not alone. Most of us have sat through a meeting madly scribbling what we thought were minutes only to find out later that we’ve missed essential information or that the notes were never used.

Why Meeting Minutes Matter
Don’t give up, meeting minutes are important. They capture the essential information of a meeting – decisions and assigned actions. They keep attendees on track by reminding them of their role in a project and clearly define what happened in a group session. How many times have your colleagues been confused or in disagreement about what happened in a meeting? With minutes to refer to, everyone is clear.

What most people don’t know is that meeting minutes shouldn’t be an exact recording of everything that happened during a session. Minutes are meant to record basic information such as the actions assigned and decisions made. Then, they can be saved and used for reference or background material for future meetings relating to the same topic. 

The following instructions will help you take useful and concise meeting minutes.

Before the Meeting
If you are recording the minutes, make sure you aren’t a major participant in the meeting. You can’t perform both tasks well. 

Create a template for recording your meeting minutes and make sure you leave some blank space to record your notes. Include the following information:
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Date and time of the meeting
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The purpose of the meeting
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The meeting lead or chair’s name
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Assigned action items
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Decisions made

· Before the meeting, gather as much information from the host as you can. Ask for a list of attendees, as well as some information on the purpose of the meeting. This way you won’t need to scramble to understand what’s going on while you’re recording notes. 

Decide how you want to record your notes. If you aren’t comfortable relying on your pen and notepad, try using a tape recorder or, if you’re a fast typist, take a laptop to the meeting.

· During the Meeting
As people enter the room; check off their names on your attendee list. Ask the meeting lead to introduce you to meeting attendees you aren’t familiar with. This will be helpful later when you are recording assigned tasks or decisions.

Don’t try to record notes verbatim – it’s not necessary. Minutes are meant to give an outline of what happened in the meeting, not a record of who said what. Focus on understanding what’s being discussed and on recording what’s been assigned or decided on. 

Record action items and decisions in your template as they happen – don’t wait until after the meeting to pull them out of your notes or you could make a mistake. If you don’t understand exactly what decision has been made or what action has been assigned, ask the meeting lead to clarify. 

· After the Meeting
Review the notes and add additional comments, or clarify what you didn’t understand right after the meeting. Do this while the information is fresh in everyone’s mind. Type your notes out in the template you created before the meeting – this will make the notes easier for everyone to read and use.

When you’re writing out your notes, use some of the following tips from the International Association of Administrative Professionals (IAAP). 

[image: image33.png]


Number the pages as you go so you aren’t confused later. Remember, though, that the minute-taker is responsible for providing good flow. Don’t force yourself to write the minutes in the actual chronological order of the discussion - it may not work.
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Focus on action items, not discussion. The purpose of minutes is to define decisions made and to record what actions are to be taken, by whom and when. 
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Be objective. Write in the same tense throughout and avoid using people’s names except for motions or seconds. This is a business document, not about who said what.

[image: image36.png]


Avoid inflammatory or personal observations. The fewer adjectives or adverbs you use, the better. Dull writing is the key to appropriate minutes. 
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If you need to refer to other documents, attach them in an appendix or indicate where they may be found. Don’t rewrite their intent or try to summarize them.

When you finish typing the minutes, ask the meeting lead to review the document for errors. Send the final copy of the minutes to attendees right away. Keep a copy of the notes (and the template) for yourself in case someone wants to review them later.

Recording meeting minutes ensures that the decisions and actions resulting from a meeting aren’t lost or forgotten. By taking the time to record proper meeting notes you’ll make sure the time and effort that goes into a meeting isn’t wasted.

Meeting Guidelines

Key elements to running a meeting: 

1. Plan 

· Have a meeting objective. What is it intended to achieve? 

· Create an agenda. Solicit items of interest from others, if appropriate. Make sure agenda items are specific enough to clarify the issues to be discussed. Add more detail to those that are ambiguous or need background information. 

· Cancel regularly scheduled meetings if there is nothing to discuss. 

2. Inform 

· Communicate. Make sure everyone knows why you are meeting, what you hope to accomplish, and what information they are expected to bring to the meeting. 

· Distribute an agenda. Allow the meeting participants to prepare by distributing the agenda ahead of time. 

· Include everyone who should be there, but do not over-extend invitations. Meetings tend to be more successful with a fewer number of people. 

3. Prepare 

· Prioritize the agenda in a logical sequence. 

· Allocate time on the basis of importance. Have a time limit. 

4. Structure & Control 

· Organize the meeting in stages. Present information first, followed by interpretation/discussion, then decisions and action items. 

· Control the flow. Keep participants from jumping from one area to another. Keep participants on task. 

5. Summarize & Record 

· Take meeting minutes. Summarize discussion items and decisions. 

· Distribute minutes to confirm action items. 

· Keep a record of minutes. 
Sample of Minutes

HONG KONG UNIVERSITY OF SCIENCE AND TECHNOLOGY




Department of Computer Science and Engineering




    Department Meeting

Minutes of the 43rd Department Meeting of the Department of Computer Science and Engineering held on 26 April, 1997 at 10:05 a.m. in Room 7332, Conference Room, 7/F, Phase I, Academic Complex, Hong Kong University of Science and Technology, Clear Water Bay, Kowloon, Hong Kong.

     Absent on leave:         Dr. Helen C Shen

     Absent with apologies:   Dr. Zhaoping Li

                              Mr. Ricci Ieong

                              Mr. Terry Lau

                              Mr. Frank Luk

                              Dr. David Rossiter

                              Miss Mandy Chan (student representative, UG-Yr3)

                              Miss Eva Chen (student representative, UG-Yr3)

                              Mr. Cyril Kwok (student representative, UG-Yr3)

                              Mr. Eric Hui (student representative, UG-Yr2)

                              Mr. Dickson Tong (student representative, UGYr1)

                              Mr. Peter Yang (student representative, UG-Yr1)

With the exception of the above, all faculty members of the Department attended the meeting. In addition, Dr. Matthew Yuen, Associate Dean of Engineering, and Miss Angela Yu (recorder) were also present.

1.   APPROVAL OF MINUTES OF THE LAST MEETING

     1.1. Minutes of the last meeting were approved as an accurate record.

2.   DISCUSSION OF TEACHING (QUALITY CONTROL PROCESS)

     2.1. Background

          2.1.1     The Chairman highlighted the background leading to this brainstorming session on teaching/learning issues. Subsequent to the formal release of the TLQPR report in early April, a special session was held by the Senate in which members exchanged their opinions on various issues related to the teaching/learning quality of the University, and special attention was given to address issues brought up in the Report by the TLQPR panel.  It was decided then that a number of follow-up sessions be held by the Senate with a view to formulates positive actions in response to the Report. Before the next special session is held, departments/schools are requested to convene special meetings to canvass opinions of their faculty in general so that constructive ideas can be gathered for further consideration by the Senate.

          2.1.2.    It was stressed that the purpose of the discussion is not to address the specific comments in the Report.  The Report should be taken as a stimulus that leads to our self reflection on teaching performance - what we have done so far in teaching and what should be done to improve ourselves.  It is not the intention of the UGC to intervene with our teaching by conducting this TLQPR exercise - we have full autonomy in our teaching responsibility. The UGC and the TLQPR visit were intended to help us setting up the framework for teaching/learning quality control assurance and to improve the quality of teaching and learning.

     2.2. Discussion

          2.2.1.    The Chairman kicked off the discussion by sharing his thoughts on teaching with the faculty.  He attempted to formulate his self-evaluation as a teacher by asking himself the following questions:

               
    -  Have we gone over our student evaluation comments?

               
    -  Have we used them constructively?

                    -  How often have we visited our tutorials/labs?

                    -  Have we helped our TAs if they are inexperienced in teaching?

                    -  How often have our TAs attended our lectures?

                    -  How often have we met with our TAs to plan/discuss?

               
    -  How often have we and other section instructors met to plan/discuss?

                    -  Have we reviewed the A-Level syllabi when we teach entry-level course?

                    -  Have we reviewed the syllabi of the prerequisites to our courses?

                    -  Have we reviewed the courses to which our course is a prerequisite?

                    -  Have we worked out the exam paper ourselves beforehand?

                    -  Have we worked out the assignments ourselves beforehand?

                    -  Have we approached students in our class and asked for feedback?

                    -  Have we visited our computer labs in the evening before project due dates?

                    -  Have we given help sessions to those who are behind inaddition to the three lectures?

                    -  Have we mumbled to ourselves walking out from our class,

                       "I should have prepared better?"

          2.2.2     While discussing the validity of the above questions, one member pointed out that although they were good questions for the faculty to ask themselves in evaluating their own teaching performance as individuals, they failed to address the major weakness in our teaching process as identified in the Report.  The deficiency in the teaching of HKUST is seen as an absence of a structured, orderly and systematic approach to monitor the teaching programmes of its departments.  Each department carries out its teaching responsibility in a different way, and there is no central co-ordination in the assurance of teaching quality. 

4.   ADJOURNMENT OF MEETING

     4.1 There being no other business, the meeting was adjourned at 1:15 p.m.

May 11, 1997
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How to Take the Minutes of a Meeting

The minutes of a meeting are a record of what happened, what was decided, and what actions will be taken as a result of the meeting. They should be written for every meeting, and presented at the next meeting or beforehand. Minutes should be written in the third person, for example, the minutes should say "The Court of Honour decided..." instead of "We decided...". Minutes need not be typed on a computer. Readable handwriting is fine. The body of each topic should include the important points of the discussion and what action will be taken along with who will take the action and when it will be done. Someone who has never been to the meeting should be able to understand the minutes. Below is a generic set of minutes which shows the general format. 

The minutes should start with the name of the committee that met and when and where the meeting was. 

· Attendance

Everyone who is at the meeting must be mentioned in the attendance along with their position and contact information. 

· Opening

State who opened the meeting (the Chair), at what time, and any other details, such as the explanation for the absence of people. 

· Minutes of the Previous Meeting

The minutes of the last meeting should be read. Any changes or errors should be noted. The minutes have to be approved by the table. 

· Reports

Every executive member, chair of a subcommittee, or Patrol Leader should have the opportunity to report here on what they or their committee has been up to. 

· Old Business

Any topic of discussion which has been discussed before is done as part of Old Business. 

· New Business

Any topic that has not been discussed before should be discussed under New Business. 

· Adjournment

This section should include who closed the meeting, at what time, and the time and details of the next meeting, if one has been planned. 

So, you were just elected secretary of that board you sit on? How do you complete the most important part of your job, the writing of the minutes? They are a record of what was decided and proposed. Many secretaries give themselves too much work by inserting far too much detail in the minutes. 

Steps

1. Bring a notebook or laptop with you. Make sure that it is something you are comfortable working with. If you will be writing minutes often, it may be advisable that you buy a decent book rather than taking your son's "Winnie the Pooh" binder. Also, it is advisable that you have a good pen. Some seasoned secretaries would also suggest using a pencil instead. 

2. Head a paper with columns for name and contact information. Put a note on the top of the page indicating that the paper should be returned to you. Pass it around the table, as soon as the chairperson calls the meeting to order. You will be able to refer to this record in order to document attendance. 

3. Call the Meeting to Order the president will say "At 6:00PM on Friday, February the 31st, 2007, I call the meeting to order." Note on your piece of paper the time the meeting was called to order. 

4. Read The Agenda Since you are the secretary, you will have prepared a draft agenda. The president will ask you to read it. After you have done that say "I move the adoption of this agenda. Note on your piece of paper that the draft agenda was read and that you moved for adoption (no seconder is needed). Note either motion carried or motion failed. 

5. Read the Draft Minutes the president should ask you to read the minutes from your last meeting. It is essential that you have them with you. They can be distributed beforehand or you can read them right there and then. After you are done say "I move for the adoption of these draft minutes." No seconder is required. Note who made the motion and note either motion carried or motion failed. 

6. Listen to the Other Reports after that the treasurer and some committees may have a report to make. Make sure at the end of the meeting, they give you a copy of their report. Note who read them, and whether the motion either carried or failed. 

7. Record the Old Business this is anything that needed a follow up from last meeting. Did someone need to write a letter? Was it sent? Note anything that was done or not done and by whom. 

8. Record the New Business When someone has an issue to address they will make a motion. For example "I move to give 100$ to the editors of this wikiHow." It is important that you write down the exact words! 

9. Note who made motions, seconded motions and whether or not they passed or failed. Also, write down who has to do what. 

10. Note what time the meeting adjourned. 

11. Write down any points of order, points of information, etc. 

12. Leave out unimportant detail. If an amendment is made, you do not have to write that someone proposed making an amendment. Just make sure, if it is passed, that it is in the main motion when you write it down. 

13. Make Sure You Have Everything You Need After The Meeting Adjourns 

· Who sent regrets? 

· Who was there? 

· All the reports. 

· Location of the meeting. 

14. Type up the minutes. Don't put in it "Member A said he did not agree." or "The treasurer gave an excellent report." You must not put the debate into the minutes. Even if you spend 3 hours debating something, only put who made the motion, the exact wording and whether it passed or failed. 

15. Distribute your draft. Once you have typed them, send them out to members. But remember, until they are approved by the organization, they are only draft minutes, subject to change at any time. 

Tips

· It is a good idea to sit as close as possible to the chair of the meeting as this will allow you to hear everything and to ask for clarification without having to raise your voice. 

· Make note not only of the concerns, but also of any accomplishments discussed in the meeting. 

· Write things as they happen. For example, if someone said something about one subject, then you moved on to another issue, but something else happened about the first subject, don't group them together. 

· Make sure you have the correct name spellings, contact email addresses and telephone numbers. 

· Remember, minutes are very important. They are saved and might be referred to for years and years to come. If it is a legal matter, someone's reputation may depend on it. 

· Remember, even though you are taking notes, you may still participate in the debates. 

· Have people write down their motions. This will save you the trouble of having to phrase things so as to meet other's ideas. 

· Read certain parts of Robert's Rules of Order, such as the section on being a secretary. 

· Keep these minutes filed in a safe place. 

· Consider learning shorthand or using a laptop for the taking of the minutes. 

· Don't give yourself too much work by putting too much detail in the minutes.
Warning: 

· Don't be afraid to interrupt and ask for a clarification.
· Try and send out copies of the minutes as soon as possible. 

· Type up your draft as soon as possible. 
       Sentence      
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ชุดวิชา  ENGLISH 2004
หน่วยที่  15   โครงสร้างของประโยค
15.1 หัวข้อ

15.1.1  การเขียนถูกหลักไวยกรณ์รูปประโยค

15.1.2  ปัญหาทั่ว ๆ ไปของการเขียนรูปแบบประโยค

15.1.3  ประโยคและส่วนย่อย,ความแตกต่างในการใช้ในแต่ละอัน

15.1.4  ความผิดพลาดที่เป็นหลักการเขียนรูปประโยค
15.2  วัตถุประสงค์

15.2.1  เข้าใจประโยคที่ย่อย ,ประโยคที่มีกิริยามากกว่า 1 ,ความสอดคล้องทางไวยกรณ์ในประธานกิริยา และประโยค
5.2.2  แสดงใจความสำคัญและข้อมูลข่าวสารเกี่ยวกับทางเลือก

15.2.3  อ่านและเน้นเสียงคำได้อย่างถูกต้อง

15.2.4  อภิปรายและเข้าใจใจความสำคัญของการสนทนา
15.3  ผลที่คาดว่าจะได้รับ

นักศึกษาถูกคาดหวังว่าจะ

15.3.1  แสดงความคิดเห็น สนทนาเกี่ยวกับโลกวันนี้

15.3.2  ระบุ อภิปรายใจความสำคัญของข้อมูลข่าวสารในวิธีการแก้ปัญหา

15.3.3.  เรียนรู้การเน้นคำและการเน้นย้ำคำนั้นๆ 
15.4  กิจกรรมที่ใช้ในการสอน

15.4.1  ฟังบทสนทนา
· เริ่มต้นการฟัง
· คำศัพท์
· การฟังที่สมบูรณ์
· กิจกรรมการฟัง
EN 2004
Unit 15: Sentence Construction

Topics:

A. Writing complete, Grammatically Correct Sentences

B. Common Sentence Problems

C. Sentences and Fragments: The Differences and when to Use Each  One

D. Major Sentences Errors

Objectives:

The students should be able to:

· Understand sentence fragments, Run-on sentences, Subject-verb agreement and Parallel Structure
· Write complete and grammatically correct sentences
· Identify common sentence problems
· Differentiate sentence and fragments
· Identify major sentences errors.
Outcomes:


The students are expected to:

· be knowledgeable in writing complete and grammatically correct sentences.
Teaching Activity Program:

· Definition of Terms
· Sentence Analysis
Unit 15
Sentence Construction

Writing Complete, Grammatically Correct Sentences

· Sentence Fragments 

· Run-on Sentences 

· Subject-Verb Agreement 

· Parallel Structure
There are four main problems that prevent people from writing complete, grammatically correct sentences. These problems include: (a) the sentence fragment; (b) the run-on sentence; (c) lack of subject-verb and pronoun-reference agreement; and (d) la ck of parallel structure. 

Sentence Fragments

A fragment is a sentence which is not complete, and therefore not grammatically correct. Sentence fragments are problematic because they are disjointed and confusing to the reader. There are three main causes of fragments: (a) a missing subject; (b) a missing verb; (c) "danger" words which are not finished. 

There are three ways to check for sentence completeness:

1. Find the subject. A subject is the noun or pronoun about which something is written. To find the subject of a sentence, identify who or what is doing the action. If there is no subject, the sentence is a fragment. Consider the two examples below.

"The student felt nervous before the speech."
"Thought about leaving the room." 

The first sentence above is complete, because it contains both a subject and a verb. The subject of this sentence is the student. The sentence contains a subject which answers the question, "who or what felt nervous?" The second sentence is a fragment, because there is no identifiable subject. The sentence does not contain a subject which answers the question, "who or what thought about leaving?" To correct the second sentence, one could write: "He thought about leaving the room." Alternatively, on e could combine the two sentences to form one complete sentence: "The student felt nervous before the speech, and thought about leaving the room."

2. Find the verb. A verb is the action word in a sentence. Verbs express action, existence or occurrence. To find the verb in a sentence, identify what happened. If there is no identifiable action, the sentence is a fragment. Consider the two examples below.

"Many scientists, such as Einstein, think in strange ways."

"Many scientists think in strange ways. Einstein, for example."

This first example above has one complete sentence followed by a fragment. "Einstein, for example" is a fragment because there is no verb. "Einstein" serves as the subject (he is the one doing something), but the rest of the sentence does not express wh at action he is taking. The second example is a complete sentence. In this case, the sentence contains both a subject (scientists) and a verb (think). Alternatively, one could write the following: "Many scientists think in strange ways. Einstein, for example, could not tolerate more than one bar of soap in his home." In this case, there are two complete sentences. In the second sentence, the subject is Einstein and the verb is "could not tolerate."

3. Check for "danger" words. A danger word is one which introduces a thought that requires a follow-up phrase. Such words are sometimes called "cliff-hangers" because they begin a statement, but leave it "hanging" without a finish. Consider the phrases below.

"If you come home..."
"When the rain falls..."
"Because he is mean..."

The danger words in the sentences above are "if," "when" and "because." When these words are used at the beginning of a phrase, they require a follow-up phrase to conclude the thought. 

Example: If you come home on time...then what? 
Correct: If you come home on time, I will buy you a present. 

Example: When it rains...what happens? 
Correct: When it rains, the gutters become clogged.

Example: Because he is mean...what is the result? 
Correct: Because he is mean, I will not take a class from him.

Danger words are helpful when writing sentences, but one must be sure to include a concluding phrase when these words are used.

Commonly used danger words include: after, unless, although, how, as if, when, because, where, before, while, if, until, once, so that, since, whether. 

Run-on Sentences

A run-on sentence is one which actually contains two (or more) complete sentences without the proper punctuation to create separate sentences. There are two common forms of the run-on: (1) the "comma splice" in which a comma is inserted between two comp lete sentences where a period should actually be used; (2) a lack of punctuation where a semi-colon or period is needed.

Incorrect Examples - The Comma Splice

John is a musician, he plays the guitar for a living.
The girl walked home, she decided not to ride the bus.
He could only guess at the number of guests who attended the party, the entire yard was filled with people.

In each of the examples above, the two sentences are incorrectly joined by a comma, thus "splicing" two complete sentences together into one run-on sentence. To correct these run-on's, the comma should be replaced by a period, thus creating two separate sentences, as shown below.

Correct Examples

John is a musician. He plays the guitar for a living.
The girl walked home. She decided not to ride the bus.
He could only guess at the number of guests who attended the party. The entire yard was filled with people.

Incorrect Examples - Lack of Punctuation

There is a problem with the television however no one is available to fix it.
Nobody knows what really happened the policeman said there was a fight.
That is the problem when people have conflict they attack each other personally.

In each of the examples above, some type of punctuation is needed to separate the two parts of the sentence: either a semi-colon or a period. 

Correct Examples

There is a problem with the television; however, no one is available to fix it. 
There is a problem with the television. However, no one is available to fix it.

Nobody knows what really happened; the policeman said there was a fight.
Nobody knows what really happened. The policeman said there was a fight.

That is the problem when people have conflict; they attack each other personally.
That is the problem when people have conflict. They attack each other personally.

Subject-Verb Agreement

In order for a sentence to be grammatically correct, the subject and verb must both be singular or plural. In other words, the subject and verb must agree with one another in their tense. If the subject is in plural form, the verb should also be in plur al form (and vice versa). To ensure subject-verb agreement, identify the main subject and verb in the sentence, then check to see if they are both plural or singular. Consider the examples below.

Incorrect examples - Subject-Verb Agreement

"The group of students are complaining about grades."
The main subject in this sentence is "group," which is singular. The main verb is "are complaining," which is plural.

"A recipe with more than six ingredients are too complicated."
The main subject in this sentence is "recipe," which is singular. The main verb is "are," which is plural.

"The facts in that complex case is questionable."
The main subject in this sentence is "facts," which is plural. The main verb, "is," is singular.

"The people is wearing formal attire."
The main subject in this sentence is "people," which is plural. The main verb is "is wearing," which is singular.

Correct examples

"The group of students is complaining about grades."
"A recipe with more than six ingredients is too complicated."
"The facts in that complex case are questionable."
"The people are wearing formal attire."

A variation of the subject-verb agreement is pronoun-reference agreement. In the case of pronoun-reference agreement, all of the pronouns should agree with one another in singular or plural tense. Consider the examples below.

Incorrect examples - Pronoun-Reference Agreement 

"A manager should always be honest with their employees."
The subject in this sentence, "manager," is singular. The corresponding pronoun, "their," is plural. 

"Organizations must be careful about discriminating against its employees."

The subject in this sentence is "organizations," which is plural. The corresponding pronoun, "its," is singular. 

"If you really care about somebody, let them make their own choices."
In this sentence, the pronoun "somebody" is singular, but the corresponding pronouns, "them" and "their" are plural.

Correct examples

"A manager should always be honest with his (or her) employees."
"Organizations must be careful about discriminating against their employees."
"If you really care about somebody, let him (or her) make his (or her) own choices."

Parallel Structure

The parallel structure of a sentence refers to the extent to which different parts of the sentence match each other in form. When more than one phrase or description is used in a sentence, those phrases or descriptions should be consistent with one an other in their form and wording. Parallel structure is important because it enhances the ease with which the reader can follow the writer's idea. Consider the following examples.

Incorrect examples - Parallel Structure

Example One: "He is strong and a tough competitor."
Notice that "strong" and "a tough competitor" are not the in the same form. "Strong" and "competitive" are consistent in form.

Example Two: "The new coach is a smart strategist, an effective manager, and works hard."
Notice that "a smart strategist" and "an effective manager" are consistent with one another, but not consistent with "works hard." 

Example Three: "In the last minute of the game, John intercepted the football, evaded the tacklers, and a touchdown was scored."
Notice that the first two phrases in this sentence are consistent with one another: "intercepted the football" and "evaded the tacklers." However, the final phrase, "and a touchdown was scored" is not consistent with the first two phrases.
Correct examples

Example One: "He is strong and competitive."
Example Two: "The new coach is a smart strategist, an effective manager, and a hard worker."
Example Three: "In the last minute of the game, John intercepted the football, evaded the tacklers, and scored a touchdown."

Common Sentence Problems

Good writing does not exist without good sentences. Below are some of the more common problems with sentences written by students.

Mixed Construction: In general, a mixed construction occurs when a student begins one sentence and ends with another. Problems can occur on a grammatical level, when the mixed construction leads to improper subject-verb agreement or pronoun reference, or they can occur purely on the level of logic, where the sentence is technically correct, but makes no sense. For example: 

Incorrect: For most people who eat veal, they don't think about where it came from. 

Correct: Most people who eat veal don’t think about its origin. 

Subject-verb Agreement: Often, an intervening phrase or clause can lead to a lack of agreement between subject and verb. Correctly identify the subject and make sure the verb agrees in number. For example: 

Incorrect: One of the men who live in trailers want to move to a house. 

Correct: One of the men who live in trailers wants to move to a house. 

Misplaced Modifiers/Split Infinitives: Modifiers need to be close enough to the things they modify to prevent misunderstandings or lack of clarity. Infinitives with a modifier between "to" and the verb are often misunderstood. 

Incorrect: After completing the exercise, modifier use will be better understood. 
Correct: After completing the exercise, students will better understand how to use modifiers. 

Incorrect: I want to smoothly drive home. 

Correct: I want to drive home smoothly. 

Lack of Parallel Construction: Parallel ideas should be expressed with similar phrasing. Parallel construction, or its absence, can occur on many levels, from that of individual words to that of entire phrases and sentences. 

Incorrect: To be or living longer, that is the question. 

Incorrect: ‘Tis a far, far better thing that I do, than I have done before, and I will rest better, too. 
Sentences and Fragments: The Differences and When to Use Each One

A. THE BASIC PATTERN

Obviously, the basic pattern for a simple sentence is subject - predicate. 

	SUBJECT
	PREDICATE

	I
	feel sleepy.

	William
	came home from college yesterday.

	The children and I
	went to the zoo.


Both of these components can become more complex. The predicate, for instance, can be in two parts: the verb and the complement. If you need refreshers on these, see the Parts of Speech page. You can see that none of our examples above have only a subject and a verb because very few English sentences are that simple. Thus, a more useful way to think of this pattern is subject - verb - complement.

	SUBJECT
	VERB
	COMPLEMENT

	I
	am
	sleepy.

	The children and I
	went
	to the zoo.


These are simple sentences, and because they can stand alone they are also independent clauses. These are combined with other independent clauses or dependent clauses or phrases to create more complex, meaningful, interesting sentences. 



B. CREATING MORE COMPLEXITY THROUGH COORDINATION (COMPOUND SENTENCES)

The first way to think about creating more complex sentences is through coordination: using two items of equal weight within the sentence elements or by joining whole independent clauses. For instance, in the following situations, we have added more items within the three sentence elements:

	SUBJECT
	VERB
	COMPLEMENT

	Sydney and I
	are cleaning
	Graham's room Saturday.

	You
	need
	to go to the store and the gas station.

	Carol
	called or wrote
	every Christmas.


You can also do this with two independent clauses to create a very common sentence structure:

We went through the store, and Sasha met us at the back door.
Yesterday was hot, but today it is cooler.
Notice that these are joined by "and" and "but." These are called coordinating conjunctions, and the resulting sentences are called compound sentences. Here is the whole list of coordinating conjuctions:

and, or, but, for, nor, yet, so
Be aware, too that there are some adverbs which can also connect two independent clauses:

We were going to see Carmen; however, Grant got sick that day.
I have to leave right now; otherwise I will miss my plane!

Here is the list of conjunctive adverbs:

accordingly, also, anyway, besides, certainly, consequently, conversely, finally, furthermore, hence, however, incidentally, indeed, instead, likewise, meanwhile, moreover, nevertheless, next, nonetheless, otherwise, similarly, specifically, still, subsequently, then, therefore, thus
Note that some punctuation (a comma or semi-colon) is necessary to use between the two clauses to reinforce the independent nature of the clauses.

The two elements on either side of these conjunctions should both be independent clauses, so make sure that you have the full subject-predicate form on either side when you use them.

The final way to join two independent clauses without adding a word is with a semi-colon (like this); for that discussion see the Other Punctuation page. 



C. CREATING MORE COMPLEXITY THROUGH SUBORDINATION (COMPLEX SENTENCES)

Even more complexity of meaning can be created in sentences by using subordination, that is, by using an independent clause joined with word groups (individual words, phrases or clauses) that modify the independent clause but take a less important place in the sentence than the independent clause. Whew! These are called complex sentences; let's look at this in practice:
Peter has been distraught since Wendy left.
Although I was with you all day, I never noticed your new haircut.

Because of the bad weather, we must stay in today.

"Since Wendy left" modifies the main part of the sentence by specifying when this happened to Peter. "Although..." gives more information about my ignorance of your hairstyle. "Because..." explains why we must stay in. Notice the first two of these are clauses because they contain a subject and predicate, and the third one is a phrase because it does not. All of them are modifying subordinate elements in the sentences, however.

Also note that, as in coordination, in subordination there are specific words which start each of these dependent modifiers. Here is the list of subordinating conjunctions:

after, although, as, as if, because, before, even though, if, in order that,
rather than, since, so that, than, that, though, unless, until, when, where, whether, while

There are other adverbs which also introduce subordinate elements and indicate the relationship between the parts of the sentence:

how, what, whatever, which, whichever, who, whom, whoever, whomever, whose, why
These may also be used with phrases or clauses:

Whomever you choose, you must do it today!
Note in these situations that you only need to add a comma when the modifying element comes before the main part of the sentence.

The major thing to remember about subordination is that you are using these elements to modify the main part of the sentence, thus choose your conjunction/adverb and your structure accordingly so it achieves your desired effect. 

D. RECOGNIZING AND USING FRAGMENTS

1. When NOT to use them.

A sentence fragment is a group of words which is used as a sentence but does not have the subject-predicate form described above. Why are your writing instructors always telling you not to use these? The answer lies in the differences between written and spoken communication. We are always using fragments in speech, and our conversations would be pretty cumbersome if we always spoke in full sentences:

Are you going to school today?
Yes, I am going to school today.
What time will the bus be picking you up?
The bus will be picking me up at about eight o'clock.
Even though written communication may not be as lengthy as these examples, it is still necessary for the sake of clarity and style to spell out our ideas more fully. If you are not sure if you have written a sentence or a fragment, try the following test:

FRAGMENT TEST

· If there is NO VERB -- it is a fragment.

· If there is NO SUBJECT -- it is a fragment.

· If it is a SUBORDINATE CLAUSE OR PHRASE STANDING ALONE NOT MODIFYING AN INDEPENDENT CLAUSE -- it is a fragment.

Subordinate clause fragment: Because we are leaving the next day. 
No verb fragment: The left side of the screen.
There are two easy ways to fix unwanted sentence fragments:

4. Hook the fragment on to the sentence nearby which it is modifying.
Because we are leaving the next day, we want to visit the Louvre on Tuesday.
5. Turn the fragment into a sentence by adding the missing parts.
The left side of the screen only showed Mulder's face.
1. When you SHOULD use them

There are specific and limited instances when sentences fragments are effective writing. Make sure that you have one of these purposes in mind when you spot a fragment in your proofreading.

· For emphasis: The most dangerous place in your house? Not the bathroom or even your kitchen. Your garage. 

· As a transitional element: Next, the facts. 

· Answering a question: When will the bus be picking you up? About eight o'clock. 

· In an exclamation: Yikes! Five babies!

If you are not doing one of these things, fix the fragment as directed above.



E. MAJOR SENTENCE ERRORS

Aside from fragments, there are a couple of major errors that writers make in sentence construction. The problem with all of these is that they do not accurately depict the relationship between the two clauses, and that can cause misunderstanding for your reader. Do you see any of these in your writing?

· Fused sentences: these are two complete sentences -- two independent clauses -- that have no joining words or punctuation between them:

It was the twelfth of July Sally was still looking for a job.
· Comma splices: these are two complete sentences that are only joined with a comma.

Marla will fly out of Minneapolis, I will meet her in Chicago.
· Run-on sentences: two complete sentences joined together only with a coordinating conjuction:

The tickets have always been sold that way and he has never explained why.
You can fix these problems in various ways, depending on what you want the sentence to mean:

· You can make the sentence into a proper compound sentence by including both the comma and the coordinating conjunction or adverb. This will indicate an equal relationship between the two ideas:
It was the twelfth of July, and Sally was still looking for a job.

· You can use a semi-colon to make the reader think about the two ideas together but not in relationship to one another:
It was the twelfth of July; Sally was still looking for a job.

· You can make one of the clauses a subordinate clause to specify a modifying relationship in the sentence:
By the twelfth of July, Sally was still looking for a job.

Notice that there are slightly different shades of meaning in each of these sentences, so you need to ask yourself what exactly you want the sentence to say.

Now that you understand the types of sentences, you might want to move to the next page for some assistance in created Varied Sentences
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