Business Reports in English

Jeremy Comfort
Rod Revell
Chris Stott

% CAMBRIDGE

7% UNIVERSITY PRESS

2t




EFL-U anjsus . | -‘
i 28,2
Acc No: 89253 <G 253

CAMBRIDGE UNIVERSITY PRESS
Cambridge, New Yark, Melbourne, Madrid, Cape Town, Singapore, Sao Paulo, Delhi

Cambridge University Press
The Edinburgh Building, Cambridge CB2 8RU, UK

www.cambridge.org
Information on this title: www.cambridge.org/9780521272940

© Cambridge University Press 1984

This publication is in copyright. Subject to statutory exception
and to the provisions of relevant collective licensing agreements,
no reproduction of any part may take place without the written
permission of Cambridge University Press.

First published 1984 CO MF UT EEL\; ED

27th printing 2007
Printed in the United Kingdom at the University Press, Cambridge
Library of Congress catalogue card number: 84—1890

British Library Cataloguing in Publication data
Comfort, Jeremy

Business Reports in English

1. English language — Business English

2. English language — Text books for foreign
speakers

3. Business report writing
L Tidle TI. Revell, Rod
111, Stott, Chris
808066651021 PE1128

ISBN 978-0-321-27294-0 paperback




CONTENTS

Acknowledgements
Teacher’s introduction
Student’s introduction
Overview

Unit 1 Collecting the information
Unit 2 Using graphs and statistics
Unit 3 Selecting and organising the
material
Unit 4 Presenting findings
Unit§ Concluding and recommending
Unit 6 Summarising
Appendix

Key
Glossary

Topic
Administration
Productivity
Personnel

Finance

Marketing and sales

General business

Routine writing tasks

Report organisation and strucrure

N T



DEDICATION

To Chris Stott, tragically killea in Seprember 1981, whose idea this book was
and who did much of the ground work,

ACKNOWLEDGEMENTS

We would like to thank our colleagues at York Language Training Lid who gave us the
time and space to complete this book, and particularly Trish Srorr for her help in proof
reading and for her critical eye.

The authors and publishers wmﬂd like to thank the following people and teaching
centres for their help in pilotng this marerial, and for providing valuable feedback
before publication.

David Ward-Perkins, Acces, France

Sheila Sirey, Communications in Business, France

Jim Corbetr. Key English Language Services, Sweden
Linda Baker, Kodak-Pathe, France

Jon Leckey, ARAMCO, Saudi Arabia

Malachy Scullion, Saudi Arabian Airlines, Saudi Arabia
Henricus Verweljen, SPIDI, Austria

Book designed by Andrew Weall and Associates

Wi



TEACHER’S INTRODUCTION

USES OF THE COURSE

Business Reports in English is designed for two target groups who need or will need 1o

read and write business reports:

I Practising managers and secretarial personnel in fields such as administration,
export, finance, general business, marketing, personnsl and production.

2 Business studies students,

The entry level for both groups is intermediate to upper-intermediate.

The course can be used in the classroom and/or for scli-study. It is sequentially ordered

and thercfore should he worked through from the beginning. It can be used as:

L A mam course in report reading and writing,

2 A supplementary component of a general business English course. l

If students have to deal with specialised reports in their jobs, Business Reports can be

used for the core of the course with students supplying examples from their own work

for study alongside this book. In this way the teacher can point out the parallels bet-

weenl the principles exemplified in this book and the students’ specific needs as applied

to their jobs.

DESIGN OF THE COURSE

The course teaches the skills of repart reading and writing using a system of organis-
ation applicable to any native speaker report writer. Thus the unit headings reflect the
logical steps in writing a reporr, from “Collecting the information’ through to *Sum-
marising’ and ‘Appendix’.

The underlying methodology of the course is that the students should be presented with
task-oriented activities that are both challenging and authentic in the ficld of business,
Using this approach, the student is taken through rthe following stages in each unir:

1 He or she is lorced to read and think abour the content of the report or extract.

2 He or she has to think abour the structure and organisation of a report.

3 He or she has to think about the language used to express the content.

4 He or she has to apply this knowledge to the skill of writing a report.

The extracts from the reports have been adapted from authentic sources {company
reports, project reports, personncl reports, ete.) and selected to represent certain busi-
ness areas {see Contents),



Teacher's introduction

COURSE ORGANISATION

There are six units, an appendix, a key and a glossary.

Units 1-6

1

s

Reading and understanding

The student is required ro read a number of report extracts which exemplify a stage
in a report. He or she then has to answer questions which require both global and
detailed understanding, There are two main types of question:

1 Target (to be answered while reading and providing a purpose for reading).

2 Comprehension (after reading).

The latter type range from questions seeking information to much more interpretive
questions.

Tasks

This secrion looks at vartous aspects of the reading skills used in the previous sec-
tion and applies them in 2 different context. The student is required to interpret and
organise information in both textual and diagrammatic form, Often this involves
transfer of information from text to diagram (a graph, charrt, rable, outline, ete.) or
VICE VETrsa.

Language practice

Language concepts and structures (see Overview on p.5} which the student has been
exposed to in the previou$ two sections are here explained and exploited. Most of
the exercises are sentence based.

Writing

Finally the student is required to apply what he or she has learnt ar both sentence
and paragraph level. There is a variety of writing exercises including:

— model paragraphs;

— eXpansion of notes;

— completion of paragraphs;

— sequencing of sentences into paragraphs.

Appendix

Like any appendix, this does not follow the organisation of the previous units but con-
sists of supplementary tasks for practising writing personnel reports, memos and
minutes. It also contains checklists for report writers.

Key

It is important to point our to students that the answers given in the key may not always

2
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Teacher's introduction

be the only correct versions, since writing of this type must allow students a certain
amount of freedom. If they are unsure about the acceptability of an answer, they should
refer to the teacher. Model answers are indicated by M <€

Glossary

This contains difficult words from the report extracts with the page number of their
first appearance and a simple explanation/paraphrase of the meaning in the context of
the report.

The units

Each unit provides approximately seven hours class or home study work, making a 50
hour course. Much of the work requires teacher monitoring rather than teacher instruc-

tion.
As the course deals with the task of report writing step by step, it is important that

the students see the relationship between each stage. To clarify this, it may be useful to

refer to the sections in the Appendix on ‘Report organisation and structure’ and ‘Ap-
proaching the task’ (pp.68—69).

Reading and understanding

The students are given a role in the report reading activity, There is no reason why they
shouldn’t work in pairs or small groups reading and then discussing their answers to
the questions, especially since many of the questions seek Interpretive answers. They
can then compare their answers with the key and ask the teacher for guidance where
there s a discrepancy. Refer students to the glossary where necessary but encourage
them to try and understand the meaning of new words from the context.

Tasks

The tasks will promote discussion and again students working in pairs or small groups
can approach the problems as a team.

Language practice

The exercises in this section will need expanding to give further practice. For example,
the students can be asked to find additional examples of use in the texts of the previous
two sections.

Writing
Note that the key for this section often only provides a model answer. Students whose

main duty is report writing will certainly need more practice and the exercises in this
section should provide a springboard for more extended report writing projects.

NE For some exercises and tasks, a pocket calculator will be useful.



STUDENT’S INTRODUCTION

This course 1s designed for:

1 Practising managers and secretarial personnel in fields such as administration,
export, finance, general business, marketing, personnel and production,

2 Business studies students.

The level is intermediate ro upper-intermediate.

SELE-STUDY

The whole course can be followed on a self-study basis.

Introduction At the beginning of each unit, the purpose of the unit and its
rtlutmnshlg to other units 15 explained (for an overall picture see
the Appendix 'Approaching the task’ p.69).

Readingand understanding | You will be given 1 role and asked one or two general questions,
= Read rhmugﬁ-u the whole section to answer these,

Read the section again and then answer the detailed questions

which follow. Check your answers with the key.

Lse the glossary as little as possible. Trey to unri&rsrand Tew

words from the context,

These will farce you to think more about the function of part of
a report, Check your answers with the key after you have
completed each task.

I Tiashs

Language practice In this section, you will be given practice in language vou have
seen in the previous two sections. Normally you will be given a
model sentence (an example) an which to base VOUr own
sentences,

Weiting Now, you will practise wriling paragraphs. Notice that there i
aften more than one correct version. The key only provides a
model [ M 1,
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1

COLLECTING THE
INFORMATION

This first unit is about an important stage in writing an effective report — putting
together the information. If you want to write a good report, you must be able o use
the resources that are available and decide which information is useful and which is

not.

1.1 READING AND UNDERSTANDING

In this section you will see four sets of information. You have to decide the Importance
of this information for the reporting task below. =

Your company, Interbloc Inc., is a large manufacrurer of industrial machinery. You
work as Assistant Manager in the Supply Department of Interbloc’s London headquar-
ters. You have been asked by the Finance Manager to write the following report.

Terms of Eeference:

1 To investigate the range of photocopying equipment on the market in
order 1o make recommendations for the purchase of new machines for the

HQ offices.

¢ To establish the relative costs of renting, buying and leasing
photocopying equipment and to make recommendations.

You have begun your investigation. So far, you have assembled four pieces of infor-
mation. Read through these four pieces of evidence (A, B, C and D) and answer any

questions that come before or after each one.

1 In deciding the relevance of some information, it is important to distinguish who it
was written for. Was the following extract written for:
a) photocopying equipment manufacrurers?

b) general readers?
c) office supervisors?

d) purchasers of photocopying equipment?

A ARTICLE FROM OTFFICE EQUIPMENT SURVEY

It is essential to get the correct machine for
the volume that is required. In order to do
this, it is necessary to obtain accurate
estimates of the number of copies you
make. A large proportion of companies
who have replied to the Office Equipment
Survey have not made proper estimates.
The result is that they are running the

6

wrong machine or are below minimum
billing. ;

We asked Charles Sands, a business
equipment consultant, to suggest a simple
method of checking copy costs, He told us,
‘First, establish the monthly cost of your
machine as £x. Over three years this is, say,
3.3% of capital cost. For example, a
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Reading and understandine

machine purchased for £2,670 gives a Taking a machine at £88 'a month doing
monthly cost of £88. Alternatively, work 7,000 copies, this works out at 2.5p per
out a figure based on your own financial copy. Or, for 3,000, it equals 4.2p per copy.
method. Because of high maintenance | And then, of course, there's the paper,
costs, a formula of £x + 1.25p per copyis | too.’

equired so as to cover most machines.

You should also be able to extract important details. Answer the following questions:
2 What is most important when buying a photocopier?

3 Why do many companies have the wrong machine?

4 How much is it nccessary to allow per copy above the cogt of the machine?

5 If the cost of a machine is £95 per month, what is the copy cost for 5,000 copies?

6 The second piece of evidence is the tapescript of an interview you had with Mrs
Clarke, Office Supervisor in the Sales Department. During the interview, Mrs Clarke
commented on the following aspects of the AX20 photocopier used in her office:
aj speed
b} situation
¢} breakdowns
d) quality
e) noise
While you are reading the tapescript, decide which of these factors is not relevant to
your enquiry.

B INTERVIEW WITH MRS CLARKE

I: Mrs Clarke, I'd like some information about the AX20
photocopier used here in this office. For example, its
efficlency . . . suitability?

C: The worst thing, as far as I'm concerned, isits position. It's
placed very close to my desk and it also blocke the filing
cabinets. It's very difficult for people . ..

: I see. How long does it take o do a copy? -

C: I'mneot sure exactly, but it's extremely slow. And there always
seem to be a lot of people waiting to use it. And more
important, it's always breaking down.

: Can you be more specific on that last point?

C: I know the machine is unreliable becausge I hed to call the
engineer f'ive times last month,

: Yes, that's significant. What other disadvantages are there?

C: Well, I feel it's an extremely noisy machine . . . much noisier
than the 1asi one we had and the quality is not good elther.

: The quality?

C: Yes, according to'my records, there were over 8% spoilt copies

in June and nearly as many as that the monthbefore . . .

|_|

[

|_|

H
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Umit 1 Collecting the imformation

When deciding on the relevance of information, it is important to judge the value of
opinions. Answer the following questions:
7 In Mrs Clarke’s opinion, what is the most disadvantageous thing about the photo-
copier?
8 What evidence does Mrs Clarke give for poor quality?
9 What evidence does Mrs Clarke have for slow copy time?
0 Which of the following pieces of information would it be useful to obtain from Mrs
Clarke:
a) personnel permitted to use the photocopier?
b) type of documents photocopied?
¢) number of photocopies done per day?
d) type of copy paper used?

1

The next piece of evidence s much more factual.

C SUMMARY OF PREVIOUS REPORT MADE BY THE PURCHASING DEPARTMENT AT
INTERBLOC HQ TN JULY 197§

The purpose of this report is to assess the relative costaof copy
facilitles based on different methods of payment. The methods
examined are:

1 Rental 2 Leasing 3 Buying

1.1 The rate of rental depends on copy volume. On an AX20 at the
inimum rate of 3,000 copies per month, the price 15 2.9p per
copy, excluding paper. At 10,000 copies & month, the rate is
1.75p. A totel of £175.

2.1 On a five year lease, the monthly charge, depending on tax
relief, is approximately £44.13. In additicn, 1.1p percopy is
reguired for maintenance and service. On 3,000 copies, this
amounts %o £77.13 a month. On 10,000, it is £154.13.

3.1 The capital cost of buying, after tax, is £1125.60. Over five
years, that is £18.76 amonth. Add running costs of 1.1p per
copy and this gives a monthly total of £51.76 for 3,000 copies
end £128,76 for 10,000.

11 When leasing, what does the machine charge depend on?
12 Which method gives the cheapest copy cost?
13 What is the copy cost at 3,000 copies per month when buying?

8
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Readmg and understandng

14 The fourth piece of evidence has been provided by Mr Madson of the Accounts
Department at Interbloc. It is a written statement of his views. While you are read-
ing the statement, decide if Mr Madson 1s:

a) putting forward an argument against renting?
b} putting forward an argument against buying?
¢) purting forward an argument for leasing?
d} putting forward an argument for renting?

[0 MR MADSON'S STATEMENT

The question. of whether o lease , et of buy s
very complicaled . 1€ very much depends on the tax
and cash poslion of @ company. Bub one tuug is
clear ; our present pohey @ buying & undise
Because tus type of equipmwent &

wproowg, i€ B ary o wake fiequent
changes T IF you owu a apier, u have 1 <l it
The twuble & that thae K 3 very poor warket
for uged wadimes . A secondany point & that
Wrbloc 5 @ large company that dees uot need
1o buld up s assets ia this sy or havwe a dobt
on the talance sheet. At the same time ,the
advantags of laasimg hawe beewm overstaled. H
companies :ife regarded leasing as @ moans GF%
awidumg tax. W fack, it owly postpones it . The
company wust face g tax pill i the end . The ouly
ay o aved wakaag paywent i or e caupauy to
o on leasmg at an iucreasing rate..

15 What is Mr Madson’s principal argument against buying?

16 What have many companies misunderstood about leasing?

17 What causes companies to go on leasing at a higher level?

18 Now look back at the terms of reference on page 6. Which of the following would
vou like to know more about?
a) costs of renting, buying and leasing equipment
b) the range of photocopying equipment on the market
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1.2 TASKS

In this section there are four passages from reports. In the first two (A and B), you must
decide if some statements are facts or opinions.

1.2.1 Fact and opinion

When we prepare or read a report it is important to recognise what are facts and what
are apinions. For example, Mrs Clarke, the Office Supervisor, told you:
' feel it’s an extremely noisy copier.’
This 1s clearly only Mrs Clarke’s opinion. She gives no evidence in support of her state-
ment. But she also said:
‘According to my records, there were 8% spoilt copies in June ...’
This evidence 1s fact.
Such expressions as:
In my view
in my opinion
It seems to me
tell us that the speaker is only giving an opinion.
Now read the following passage and complete the table after it.

A ATTENDANCE AT TRAINING COURSES

The company certainly has a problem with staff attendance at
special training courses. This is particularly true for the
supervisors' afternoon college courses. The college has reported
as 1ittle as 30f attendance on some courses, I think there are a
number of reasons for this situation. First of all, I have the
feeling that the course isnot made interesting or relevant for our

taff. Secondly, the timing of the course on Friday afternoons is
not suitable because the trainees are tired at the end of the week,
A further point is the distance of the college from the factory. It
is nearly one hour's journey. And finally, it ismy view that many of
the supervisors attending these courses are not suitable for them.
The work is too hard for them.

Information Fact{y)  Opinion {¢)

1 Poor attendance at supervisors’ course
2 Course not interesting or relevant

3 Course badly time-ta%lcd

4 College too far from the factary

5 Supervisors not good enough for course

10
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Tasks

Now read the following passage and complete the table below i,

B COMPANY SUGGESTION SCHEME

The present Suggestion Scheme at International Trucks has been & failure. This is
evidenced by both the low number of suggestions made in 1982 {26) and the low
number of successful suggestions (5). Above all, this failure 1& gue, it seems to
me, to the low state of siaff morale at the moment. There sre & number of other
reasons. First, thers sre no guidel ines for making suggestions which would make it
easier for the staff. Second, the revards for suceessful suggestions (L20-£100)
have not increased for five years, Lastly, it is my view thes the Suggestion Schems
Committee isnot suitable and does not have the confidence of the staff,

| Information

Fact (v)

Opinion (/)

S

I Supgestion Scheme z failure

2 Failure due to low state of staff morale

3 Lack of guidelines

4 Low rewards for successful suggestions
| 3 Unsuitable commitree

1.2.2 Precise descriptions

It is important that we describe things exactly in a report. For example, ‘The room’s
floor avea is 120 square metres’ is a precise statement but ‘The room is rather big' only
gives us an opinion about the size of the room,

Read the following passage and complete the table below it

THE BERTA 641

The Berta 6-41 is a very economical
photocopier with wvery low service
requirements. \We can safely say that it
has the copying facilities of much larger
machines. Yet it is compact, lightweight
and extremely stylish. For example, it
weighs only 22kg and its overall

dimensions are 74x 43 x 21 cm. There are
no sheet handling probiems with the
machine because the paper is loaded in
cassettes of 100 sheets. The time for the
first copy is only 11.4 seconds. All in all,
the Berta 6-41 is a refliable machine and
good value for money.

Satement on:

Precise /)

Imprecise /) |

1 Economy
2 Service requirements

3 Comparison with larger machines

6 Handling
7 S,
8 Reliability and value
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1.2.3 Propositions and evidence

In the following passage a main proposirion is presented. This proposition 15 supported
by evidence. What the evidence is based on is also stared.

Read the passage and complete the table below it.
PRIVATE TELEPHOMNE CALLS

—

Management is concerned at the increasing use of COMpany
telephones for private calls by staff. There has been a large
increase in the number of local calls made by staff, as registered
during a recent check, Secondly, there has been a 229 increase in
company telephone bills this year (allowing for price rises). This
increase incosts is not the result, asour recent survey has shown,
of 1) business growth or ii) changes inbusiness communication.
Finally, many customers have complained that our 1ines are
frequently busy. Staff are reminded that there are public pay
phones in the building for private calls.

Proposition Increasing number of private calls
Fridence ;) [EPUSUPPRRRORIL I - | S lines busy
Based on check telephone hills ot

1.3 LANGUAGE PRACTICE

1.3.1 Comparing

Study the table below in which three photocapiers are presented.

Specifications Zenton 403 | Arrow 2C | Berta 6-41 |
1 Price (L) 1,595 1816 1,600
2 First copy time (secs) 8.4 9.0 11.4
3 Ouiput {(no/hour) 600 750 300
4 Weight (kg) 38 34 22
5§ Width (cti) 70 68 74
& Reliability i i i = iideg

12
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Language practice

Notice how we can make statements abour:
Price:  The Berta copier 15 more expensive than the Zenton, but less expensive than the
Arrow. The Arrow is the most expensive and the Zenton is the least expensive.
First copy time: The Arrow is faster than the Berta, but slower than the Zenton. The
Zenton 1s the fastest and the Berta is the siowest.
Choose from the following adjecrives to make sentences for 3-6:
high, reliable, heavy, deep, low, wide, narrow, light.
Remember, adjectives of more than two syllables, such as expensive, always use #ore/
less ... than and the mostileast ... .

1.3.2 Reason and purpose

We can express our reasons by using expressions such as because of, owing to and dye
to. For example:

[ RESULT i—REASGN
The failure of the Suggestion Scheme'is due to'the low level of reward,

We can express purpose by using expressions such as m order to and so as to.
SITUATION FURMOSE
The company continued leasing in order to avoid making tax payments.

Use the following to make & sentences, linking each of the statements with one of those
on the right. '

Result/Situation — Reason!/Purpose
1 A report was made postpone tax payments
2 The training centre was established difficult trading conditions
3 The report was a failure assess the relative costs of photocopiers |
4 The training course was cancelled in order to | poor maintenance facilities ,
5 Output went down because of | imprecise terms of reference |
6 The photocopier was inefficient low staff attendance '
7 They leased the machine the low level of supervisory knowledge

| 8 Efficiency was increased | improved training methods

1.3.3 Cause and effect

Notice how we can link pairs of sentences to show cause and effect.

I—- CAUSE EFEECT:
[neffective management | ]Ecmr proﬁg

Management was ineffective which resulted in / caused poor profits.

EFEECT CAUSE
EIT@;Ur profits Ilneffcctivc managernentl
Poor profits resulted from / were caused by ineffective management.

Now link the following ideas in a similar way:

1 Imprecise terms of reference unsatisfactory report
2 Low demand expensive product
3 The high level of leasing higher level of taxation
4 Lack of interest in the Suggestion  low staff morale
Scheme
5 The success of the report careful planning
6 The unsuitable photocopy service poor maintenance of equipment
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1.4 WRITING

In this section you will be given practice in writing the first stage of a report — the terms
of reference.

1.4.1 Terms of reference
Study the following table,

Subject Purpose
1 Photocopying equipment on market Recommend new machines for HQ offices
2 Supervisors' training course Recommend new methods of training
3 Rei\!tive costs of renting, buying and Establish most efficient method
leasing photocopiers
4 Company Suggestion Scheme Identify problems with present scheme and

recommend new scheme

Staff use of company telephones for private | Assess the scale of this practice
calls
Management trainees” introductory course | Determine the reasons for high failure rates and
recommend improvements

Ly

L2 5 ]

Nortice how we can use this rable to write out terms of reference, e.g. sentence 1:

The purpose of this report is to investigate the photocopying equipment on the market
m order to recommend new machines for all the HQ offices.

Write similar sentences for 2—6. Remember that expressions such as i order to and so
as to will help you.

14
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USING GRAPHS AND
STATISTICS

This unit deals with the use of illustrations (graphs, tables and charts) in a report. llius-
trations can be used to make a point in the text of the report. They must always be
clear, simple and relevant to the objectives of the report.

2.1 READING AND UNDERSTANDING

In this section, you will see a range of illustrations. You have to decide on the relevance
of these illustrations to the reporting rask outlined as follows:

You work for a team of management consultants. You have been asked by your client,
National Telecom, to prepare a report on productivity in the telecommuni-
carions industry. Here are your terms of reference;

1 Tomake international comparisons in order to assess factors
influencing levels of productivity.

2 To compere up-to-date information on productivity in different
telecom sectors with levels of telephone traffic,

3 To assess methods of measuring productivity with a view to
recommending the most ef'fective method.

1 Look at the two graphs that follow. Which of these sentences about them are true?
a) There is a direct relation between telephone density and GNP,
b) The higher the GNP, the higher the telephone density.
c) GNP forecasts are a reliable way of predicting increases in telephone density.,
d) GNP is the only factor affecting telephone density.

A INTERINNATIONAL COMPARISONS

Fig. 1 Telephone density

15
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Telephones per 100 inhabilants

GNP per inhabitant (in US $)

Fig. 2

Now answer the following detailed questions about the graphs,

2 On what basis are the countries arranged in fig. 1?

3 In fig. 2, the horizontal axis represents GNPfinhabitant. What does the vertical axis
represent?

4 What does the solid line represent in fig, 27

16
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Reading and understanding

Now look ar the following graph in which telephone density (telephones per 100
inhabitants) is plotted against telephone productivity (telephones per member of tele-
phone company staff),
5 Which of the following statements are true?

a) Telephone density in Morlanda is lower than in Sweden and the USA.

b} Telephone productivity is lower in Morlanda than in Sweden and the USA.

c¢) The forecast shows that density and productivity in Morlanda will catch up with

Sweden and the USA.
d) There is a direct relationship between productivity and densiry.
¢} Telephone density 1s the only factor affecting productivity.

B TELEFHONE DENSITY AND PRODUCTIVITY

Fig. 3

Now answer these detailed questions:
6 What is the carliest year represented on the graph?
7 What is the most recent year for which actual figures are given?

8 What does the broken line represent?

17
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The tfollowing table shows how productivity in National Telecom developed in the
periad 1968-1980.
8 Which of the following interpretations are correct?
a) As overall business productivity increased, telephone density also increased.
b) As manpower productiviry increased, telephone density increased.
¢ Engineering manpower productivity increased at the same rate as total relecom
manpower productivity,

C PERCENTAGE CHANGE PER ANNUM

1968<9 1973-4
to to 1979-80
1973-4 1975-9

Outputs
1 Revenue {at constant tariff) 8.4 10.3 9.6
2 Total stations 4.6 6.6 8.1
3 Total connections 4.0 7.0 8.7
4 Local calls 6.6 7.8 11.6
5 Trunk calls 12.6 14.0 11.4
6 Engineering work 0l 8.8 8.3
Inputs
7 Expenditure (at constant prices) 5.6 6.4 6.7
8 Telecommunications manpower 2.6 3.6 0.8
g Engineering manpower 4.0 2.0 1.4
Productivity
1+7  Overall (revenue/expenditure) 2.6 3.6 2.7
1+8 Telecommunications manpower s 7.8 10.0
6+ % Engineering manpower .1 6.2 6.7
Table 1

Now answer the following questions:
10 What type of telephone call increased most during the period 1968-1980¢
11 How is the overall business productivity calculated?
12 How 1s telecom manpower productivity calculated?
13 How is engincering manpower productivity calculated?
14 Now laok back at the terms of reference on page 15. Which of the terms of
reference do the figures illustrate?
a} Fig. 1.
b) Fig. 2.
&) Fre.3.
d) Table 1.
15 Which of the illustrations would you change to a different format (table —
graph, graph — rable) in order to make the points more clearly?

18
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2.2 TASKS

[n this section, you must interpret text and illustration by transferring information from
rext to illustration and from one type of illustration to another.

2.2.1

Read the following text and transfer the information in it to the graph that follows.

EXTRACT FROM MINUTES OF FRODUCTION MEETING, APRIL 1981

Mr Dodds, Production Manager, reviewed 1980. He stated that demand
exceeded supply for most of the year. In January, mainly becauge af
the Christmas break, production fell below target by 150 units,
This meant that the early part of February was spent in clearing
the backlog of ocrders. To do thig, the factory worked at full
capaclty for the whole month and reached a total of 890 units. It
dropped s1ightly in the following two months (by 40 units) and
ievelled off at around 8§30 in May and June. July was our bugiest
month. Production peaked at 980 units before dropping to 80 units
below the annual average in August. Once the summer holiday period
ended, production climbed gradually $o reach 800 again in
September and it actually met our target in October, The last two
months of the year were dogged by maintenance problems angd by an
industrial dispute at the end of November. The figure for November
was well below average at 670 and December was only slightly
better at 690,

22,2

Transfer the information in this table to the line graph that follows it,
PERCENTAGE INCREASE/DECREASE IN COMPANY TRAINING AND PROTIT 19781283

Year 76 75 B0 21 B2 &3

Frofit +5.5 +3.4 6.0 sk 1.2 6.8
Technical training +2.0 +1.6 +0.7 -0.3 -1.3 +0.8
Hanagement training +3.0 +2,2 3.1 +2.,9 +1.6 w4, 0

19
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Use the following lines when you transfer the information:
profit

technical training __ management training

|2 i — e e T

2.2.3
Decide which of the two illustrations best represents the following text.
WASHBRIGHT LTD SALES REPORT (EXTRACT)

The sales force has grown rapidly during the last five years. At
the same time, in-service training has been maintained for our
more senior sales staff. The results of our policies can be seen in
the marked increase in market share which our products have
gained:

Detergents Up by 3% to a total market share of 23%. Of particular
note is the fact that our new product, 'Biowash',
captured 10% of the market by itself.

Soaps Up by 2% to a total market share of 154, with 'Saviux'
capturing 3% of the market,

Toothpaste Up by 4% to a market share of 28%, with 'Fillfres!
capturing 4% of the market,

T T e T B P e e . S R
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30+

20

10+~

BIOWASH

Fig.2 19759

2.2.4

Transfer the information in this text to the pie chart that follows.

COMPANY TRAINING EXPENDITURE

In 1981, spending on training will increase in most sections of
the company although, as the figures make cleer, the amounts for
Produet and Line management will not be as high as in 1980. The
former will have £33,000 alloceted, the latter £22,000. Personnel
in the Marketing and Research and Development departments were
often unable to take part in in-service training in 1980 because
of unusually heavy workloads. To compensate for this, we plan to
make large increases in thelr training budgets for 1981. £20,000
and £25,000 will be spent on Marketing and R & D respectively.
Finally, supervisory staff will have the same amount allocated as
this year. Total expenditure will be increased by £8,000.

e T N N T A e
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1880 ) Mafketiﬁg

Supervisory staf

H&D

1981

H&D

Product management

2.3 LANGUAGE PRACTICE

[n this section you will practise language that is useful in statistical writing.

2.3.1 Amount and difference
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In 1979, the price of oil stood at $1.5.

Oil prices rose by $0.3 in 1980.

Oil prices rose from $1.5 to $1.8 in 1980.
There was an increase of $0.3 in 1980.

2,000,000

1,800,000 -
1,600,000
1,400,000
1,200,000
1,000,000

¢ €6 9 9

At the beginning of the year, unemployment stood at 1,400,000.

Unemployment rose by 350,000,
Unemployment rose from 1,400,000 to 1,750,000 during the year.

There was an increase of 350,000,

Now look at this graph showing sales and complete the sentences thart follow.

1 In February, sales increased ......... $80,000,

2 The following month, there was a further increase ......... $20,000.

3 In April, they remained constant ......... $100,000.

4 In the next two months, they dropped ......... $40,000.

5 As a result of this fall, they were back ......... $60,000 in June,

6 The next three months saw a steady rise ......... $120,000 in September.
7 This was followed by a dramatic fall ......... $40.000 in October.

8 Sales rose in December to finish the year ......... $100,000.
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2.3.2 Quantity

Countable (units) | Not countable (mass)
barrels oil
reports information
| many machines much  machinery

tew Typewriters | litele office equipment
desks ! furniture
employees ManpoOwer

Sttuation — Explanation

The price of oil is low | because | too much  oil is being produced.

since
Salaries are high as too few  qualified employees are available,

Link the following situations and explanations in the same way.

1 The typists are overworked .voveveveeeeeeeeeonnn, reports are being written.

2 Capacity is limited .............co.cccccceeucnn... machinery is being repaired,

3 The employees are worried .......ooooeveeveereersr. information has been given.

4 We must increase iNVeSIMENT .ueuwunineeeens ke money has been spent.

5 Railway fares are rising .....ccccevvrivennen... «+eee. PASSENGETS are using trains,

6 There is no need for overtime .......cooovverorvvmnnno., orders have been received
recently.

2.3.3 Graph description

rapid

dramatic

sharp

increase decrease
steady rise fall
moderate goup drop
small grow declina
slight
—— " gradual

an upward trend

th a peak
1

o reach a plateau

/—-» to level off fluctuations

. constant =
" to remain constant

]

a downward trend
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Language practice

Use the intormation in this graph to complete the sentences that follow:

1 As the graph shows, there was an woocveiiccnceceseen in sales.

& dn Janary: gales i :

3 1o Febraanysabescusninonasnmnsiai

4 before they .., BTN swr s apmncnnsiniy st wgHES ol SR ;
5 There Was 3 ... N April

B TR oo S S to

Fl: o e S of 20,000 in May.

2.4 WRITING

In this section, you will practise:
— writing short paragraphs related to certain illustrations;
— writing numbers in full.

2.4.1 Referencing illustrations

Remember to be clear about referencing the illustrations in the text of the report. Note
the following expressions:

As is shown ‘ in Fig. 1 The first columnirow
As can be seen | in Table 2 Of particular note
(See Fig. 3) NB (nota bene = note well)
The figure ‘abowﬁbefﬂw
on the leftiright

Now complete the text related to the following table;
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| 1377 1978 1979 1980 1951 1932 1983 |
| Chemical | 100 105 106 108 105 109 112 |
3 100 108 109 111 111 113 121 |
Uperators | 100 106 109 115 113 115 117§
Enginecys | 100 108 109 109 103 110 114 |

The table ....oocooeeveicnciiccnn, illustrates developments in productvity during the
Period 1977-1983. ....ccnmmesicsermsisasssnerasiny THE FIISE cuvevnvorsresernacconsemenmsnsesmareny. £OT
the year 1977, represents a base year. The four oueee........ sssseanssnsery 0N Tor each

department, demonstrate that productivity has risen steadily throughout the company,
except for a slight drop in 1981 when there was an unusually high wage increase.
sesrinressaissasenanneenns 18 the marked improvement for our sales force from 82 1o 83.

fEsREsiwama

2.4.2 Representing numbers
Note the following points;

For numbers below ten, words arc preferable to numerals:
Not There were § files missing from the cabinet.
Use There were five files missing from the cabinet,

Use numerals for page numbers, dates, figures, addresses and with %:
Not -One-, Trwenty-third July, fig. six, Four New Street, six%.
Use -1-, 23 July, fig. 6, 4 New Street, 6%.

Do not use numerals for ordinate numbers:
Not This is the 2nd report on the subject in 6 months.
Use This is the second report on the subject in six months.

Do not use two numerals in succession:
Not 12 10 man teams.
Use Twelve ten-man teams.

Do not use numerals at the beginning of a sentence:
Not 15 people were injured in the accident.
Use Fifteen people were injured in the accident,

Do not use numerals for round number estimates:
Not Roughly 200 employees were made redundant.
Use Roughly two bundred employees were made redundant.

Correct the following paragraph:

Absenteelsm has reached its highest level for 6 years. 3 years ago we had an

dverage absentee level of four per cent, Despite our proposals, laid down in the

nd 5-year productivity plan, absenteelsm has risen to around three hundred

workdays lost per year.

Adistressing feature of sbsenteeisn here is that only about 100 of the workdsays

lost were of ficially reporied, i.e . the absentee telephoned or sent & doctor's

note, The other sixty-i'ive per cent gave no reasons for their absence.

We recommend that a new elause be added to the Contract of Employment, Pera. twe,

PEEe three:

'Employess who are absent without leave will have their earnings reduced by an
amount equivelent to the number of hours lost.!
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SELECTING AND
3 ORGANISING
THE MATERIAL

This unit deals with the selection and organisation of material for the final repart.
When the writer has assembled all the relevant material, he or she shouid be able to
form some opinions. It is then necessary to decide how much information is needed
in the report to support these opinions. Too much information will hide the point, too
little information will not convince the reader,

3.1 READING AND UNDERSTANDING

You have been asked by your Personnel Director to review your company’s existing
recruitment procedure. This is shown in fig. 1.

I job vacancy {
L) Y
i job description prepared

internal advertisement —|

no suitable internal
applicant

advertised externally

—

references foliowed up

short-list produced !

panel interview

applications sored

internal applicant
recommended

] present employer's
reference

interview

I iob offered }4_ final selectionboard :

Fig. I Recruitment procedure

Terms of reference: to assess the recruitment procedure with a view to shortening the
process and thus cutting costs. You have assembled all the informaion you need about
the procedure and have come to the following conclusions:

— External advertising should only be carried out by job agencies.

— References should only be taken up on short-listed candidates.

— Panel interviews should only take place at the final selection stage,
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Now read through draft réport A and, keeping in mind the three conclusions above,

decide 1f 1t says:

a) nothing

b) too little

¢} the nght amount
d) too much

DRAFT REFORT A

trade journals

job descriptions
length of interview
follow-up references
duration of procedure

I W U B N

Job Vacancy

Job Description

| Internal Advertising

| Externel Advertising

Reference Follow-up

fanel Interview

Ffregent Enployer's
fieference

final Selection Board

There have been 20 job vacancies during the last
year, of which 15 have been due to retirement
and f'ive to nev posts,

For the {ive new posts, the relevant
departnents were asked to preduce full job
descripiions. Ineach case, this delayed
advertising by two to three wesks.

Fifteen of the posts produced internal
applicetions. For five of these, the internal
candidetes were rejected impediately and the
procedure pasged To external applications. Of
the other ten, I'ive more were rejected on the
advice of thelr departmerts. Of the remaining
five, only two were offered the post and just
one accepted.

A total of 19 posts were eventually advartised
externselly. These adveriisements vere placed in
nationel and trade journals as well g through
Job sgencies.

fn average of 80 applications were received
for each post advertised in this way. Un
average, 60 applications came fromnational
newspaper advertising, 10 from irade journals
and 10 from job ageneles. OF the eventual
successful candidates, 16 resulted from job
ereney sdvertilsing.

fnaverage of 50% of epplicetions were followed
up by requesting references. On the basis of
these, short-lisis of between 10 and 15 wara
produced.

The short-1isted candidates were intervieved
by & panel of three mangpers which ineluded the
Personnel Manager, & Departmental Director and
the immediste superior.

In sverage of three present employers
were contacted at this stage for esch vacaney.

Posts ware offered to the 20 first-choice
candidates and secepted by 19 of them. In the
one other case, the reserve (Second choice)
candidate was ol fered and accepted the post.
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Reading and understanding

What do the following refer ta?

Example: ... of which ... {line 2). Answer: ‘which’ refers to the ‘20 job vacancics’,
6 Ineach case, ... (l.6) 10 These advertisements .. (.17

7 . thisdelaved ... (L6} 11 ..inthisway. {.21)

8 .. five of these ., (1.9 12 .atthis stage ... (L36)

9 ..oftheotherien... (L12) 13 _.the one other case .. (1.39)

Now read through draft report B
decide if it says:

a; nothing
b) too little

and, still keeping in mind the three conclusions,

14 trade journals
15 job descriptions

o the Hghtampint abour 16 length Dimtfrview _
_ 17 follow-up of references
d) too much .
! 18 duration of procedure
DRAFT REPORT B
Numbercfvacancies Filled internally Filledexternally

20

1 19

Table 1 Internal v. E rternal Reorultment

National Jourmals

Trade Journals Job Agencles

received

Applications

ouccessful
candidetes

Applications

received

ouceessl
candidates

Applications

received

Suceessful
candidates

1140

2

130

1

194

16

Teble 2 Methods of External Advertia ing

43 can be seen from Table 1 above, external advertisin

method of external recruitment.

and 10% at the final selection board stage,

nas been

much more effective than internal advertising. In addition, Table
2 clearly shows that the Job agencies are our most effective

An average of 85 men hours was spent on recruitment for each post,
40% of this time was spent on sorting applications, 30% on
following up and responding to references, 20% on interviewing




Unit 3 Selecting and organising the material

3.2 TASKS

3.2.1

Selection of material will be easier if the information you have assembled 15 well-
orpanised. Read the following, badly-organised, text and then complete the task.

PREOMOTION PROCEDURES

411 managers should have a promotion review every two years. This
does not mean that promotion cannct take place in the interim.
However, promotion is normally gained after the promoticn review
session.

The procedure for conducting a prometion review is that the
promotion review panel meets efter having received 50Ps
(5tandards of Performance) from all departments. Before asking
the employee in for an informel interview, the review panel meet
and discuse each employee. The panel should analyse not only the
employee's past record but also his or her potential in the
future. This will mean that the panel must have previously
obtained up-to-date information on promotion possibilitles. When
they have done all this, they can invite the employee to an
informal interview.

The informal interview should aim to assess the employee's own
expectations and ambitions. Having completed this session, the
panel should meet privately to decide on recommendations which
are finally submitted to the Board.

W\

These six stages are in the wrong order. Put the identifying letter for each stage in one
of the boxes so that they are in the correct order:

a) review panel second meening d) recommendations to Board
b) informal interview , ¢) receive promotion possibility update
c) review panel first meeting f) receive SOPs

1 2 3 - 5 ‘ 6

W g ‘—-h-— e
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3.2.2

Selection and organisation will also be simpler if paragraphs have suitable headings,
Look at the paragraphs from this report and decide which of the headings after rhe
report they best come under.

REPORT ON PROJECT 5518 IN ZIMBABWE

a) Contracts were binding under botn British and local law. In
particular, terms for breach of contrant were glven in both
currencies.

b) All personnel going to work overseas had a full medical cheok-
up. Inoculations, where necessary, were given well in sdvance
of departure,

¢) All accounts were submitted at the end of each month, They were
processed in the normal way.

d) Travel back to the UK was pald for by the company once g year. In
addition, 50% of fares were paild in special cases in which
there was i1l health or a death in the family.

e) A1l disputes concerning personnel were settled in the country
of operation.

Wm
. |

1 Expenditure J L 2 Legal aspects ‘ 3 Health

2.3

It will also be easier to select material if the assembled information is well classified.
Read this text and complete the organigram that follows.

REORGANISATION OF PERSONNEL DEPARTMENT

The Personnel Department was reorganised at the beginning of the
year. Lines of communication and responsibilities were clarified
under the new strueture.

The Personnel Director kept overall responsibility for the
depariment. However, instead of two large sections under him,
Administration and Flanning, there were, in the new structure,
four sections: Recruitment, Training, Payments and (areer
Development. Each of these sections contzins both adninistrative
end planning functions.

The firet section, Recruitment, has & staff of 10, headed by the
Recruitment Manager. Besides internal and externsl recruitment,
thelr responsibilities include the writing of job deseriptions
and a share of the manpower planning.
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Managsr.

Selecting and organising the material

¥y administrative role but is

This latter responsibility is elso the concern of the Training
section. It has a staff of five, including the Training Manager,
They are responsible for both in-house and external training at
all levels within the company, from management training for senior
staflf down to technical courses for the Works Department.

The Payments section has & largel
also involved in planning and implementing new salary structures
and bonus schemes. The work of 1ts staff of seven consists mainly, {
however, of administering the payment of wages, salaries and
pensiens to present and former employees.

Lastly, Career Development deals with employees' career
development from recruitment to retirement. They have two staff
who are responsible for updating computerised personnel records
and another twe who work closely with the Training sectionon
manpower planning. They are headed by the Manpower Planning

B e T L W N S

Aecruitment {10)

Intermal and
— external
recruitment

e} ]

—Administration

32

— External training

— Updaling records




Langiage practice

3.3 LANGUAGE PRACTICE

3.3.1 Classification

Main and sub parts
N

n\{ / \\/

e

.. COMSIstsOf ...
.. includes .

Hierarchical structure
abovelbelow
on the same level

=
—
I:%i: headed by
: |—]
1 3 =23

Additional parts

besides ... .
i ) not only ... but
| - also ...

.. tsmadeup of ...

... can befis broken down into ..
--- can belis divided into ...
... can befis separated into ...

overfunder
at the top
at the bottom

in addition to ...
...also...

Examples: The Personnel Department is divided into five sections.
One section, Training, consists of five staff.
The Division is headed by an Executive Director. Below him, there arc three

line managers,

There are six other directors on the Board i addition

Director.

Use the organigram to help you complete the following sentences:

Finance Department

— New accounling methods

— Pension/hezlth schemas

to the Ma naging

Accourts (8) | Budgeting (4) ’ Salaries (10)
]
-— Monthly accounts — Forecasis — Salaries/wage payments
— Annual repor — Annual report — Tax
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1 The Finance DEpHi‘[IHCIJt rersaressannenenenenenss. DY thie Finance Director.,

2 Iovoniesinsssmsrviversrens THEEE SECHIGHIE.

3 5 . the monthly accounts, the Accounts section shares responsibility
lor th{_ annual report.

4 The Budgeting Section .........omecsssrns four members of staff.

5 They are responsible ....cviiiviiiunninn.. for forecasts ......ccovue............. for the annual
report.

6 The Salaries section, which ......cccccecocvee.n.n. 10 staff, deals with salary and wage
payments.

[ e . these payments, it .......c.cceveeeneee.... has responsibility for tax and

pemton and hea]th schemes.,

3.3.2 Active and passive

USE  Compare these two sentences:
Active: The Promotion Review Panel meets and discusses each candidate.
Passive: Each candidate is met and discussed (by the Promotion Review Panel),
Notice how the passive is used to emphasise the candidate instead of the Promotion
Review Panel,
FORMATION  Active: ... meets and discusses ...

Passive: ... is met and (is) discussed ..,

Now put the verbs in the following description in the active or the passive.

The Information Services Department v vvvvvnuwnnnen
(divide) into two sections. The first, Statistical
DELE, vevererrennss (provide) information froma
data bank for all other departments. The second,
BURHOPL SaPUIaaE, . vases o nsnewe (deal) with
requests for specific information. Wnen & request
............. {receive), one member of the team
............. (allocate) to the task and then
............. (carry out) all the necessary
research.

‘The department . c cvuvveennan (staff) by five
informetionofficerswho .. covivennn.. (work) as a
team, Ateamleader (v ovivineanes (appoint) fora
sixmonth period. He or she is respongible for
ellocating tesks within the group, The position of
teamleader . cvv e rrnoies (rotate) so that each
member of the Broup v v v vrennes., (act) ag leader
at some stage.

3.3.3 Noun phrases

Reports are often formalised by using noun phrases.
Example: We propose to advertise externally.
External advertising is proposed.
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Langieape practice

Make noun phrases for the following sentences in a similar way:

1 We recommend that employees retire at the age of 65,

A i 0F 65 15 recommended.

We need a manager responsible for developing careers.

A o 15 neaded.

We suggest that posts are advertised by job agencies.

cesieesreninnnenees 15 SUEEESTE,

4 We would prefer to train staff internally.
cossisinesnnnen... WoUuld be preferred.

5 We should cost advertising in national newspapers.
seesmemensesinnivanins SNOUID be costed.

6 We must request senior management to make recommendations,
crserecsannnneenens. NUSE be requested,

7 We recommend that material is collected carefully.

cereernsesnnns 1§ TECOMmended.

We advise you to select the material well.

simisecnus s 18 2 avised:

=2

Lad

oo

3.4 WRITING

3.4.1 Writing notes

Read this paragraph and complete the outline:

1f the working week is shortened, there will be some immediste and
some long-term effects. One of the immediate effects will be an
increase in overtime worked. This will mean a rise in labour costs
per productionunit, One of the long-term effects will be a
decrease in the flexibility of the work-force because employees
will be more confined to their own work-places, Consequently,
there will be a decrease in work experience and exchangs,

| —— veernnrmenesanreranss BETECTES

Bt R AR P AN RN T RS EE s R + R

B s O echs
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Unit 3 Selecting and organising the material

3.4.2 Information sequence

Use the following flow chart to help you complete the text that follows.
A COMPLAINTS PROCEDURE

supervisor deals
with the mmplawrﬂ

kas Cuunul rnakes

Works Guurm[ requests
remmmendatlm to Board

wntten mplmnt

Directurs I:Irscuss i jﬁtg Wnrk,s Cnum:rl :nfnrmed

complaint T r:-f dec:smn

TWhen 8 SUPEIVISOL weoeeerieeeereesessenns e sessens I L
OF  ssmsmasusassssmygensisomuneninnees = - TIHRL DROOW sessissoicsss s i ot .. before
e cemsesrnessssansnsnssnenness [he employee. Having discussed the complaint, the Works
Countil eieisiniiiicnnnienees o HEFE thEY L iviiiiiiiine s ceeseseveensennenn a0d then
......... SUNPRURI—: . )T LR s T T A
Look at these time sequence markers: First, ...

Then ...

When ...

Before ...

After

Having ...

Finally, ...
and at these reference words:  This/these

They/he/shefit

Complete the following passage:
B NOTICE PROCEDURE

va o vews « WhlTtennotlee 18 given, the supervizor passes . ....., Yo the
Factory Manager. ........will........askthe employee for an informal
chatabout it ......... formally sceepting ....... . .,..... accepted
notice, the Factory Manager must inform the Personnel Department. ......
check their records and inform the employee how much holiday ........ is
due. +....0.+.Cantakehisholiday........orafter the end of his

notiee. ......., the employee mugt remember to return his work sheet
s v wwu v e o 8 18AYVES,



4 PRESENTING FINDINGS

The findings are the main part of the report. When the material has been selected and
organised, you must present the findings as clearly as possible. You must decide
whether & formal or informal style and personal or impersonal tone are appropriate.

4.1 READING AND UNDERSTANDING

As you read the following report, decide how much the findings meet the objectives of
the introduction. Also decide whether the report is organised chronologically (accord-
ing to time) or logically (according to a sequence of ideas).

CONFILENTIAL RERDRT OM FLNANCE DTRECTOR 5. EART

Intradustion
This Tepert eims to Bs=ess the performance of 5. Hevs, Finanes Dlrestor, during the year 1951, In
partleular, it aims torevievhis actlons and decisions in the fo Liewing aress:

&) Generel Tinsnaiel contral

by Budgesary control

o) 5talf relations
Findings
3. Hars was appeinied Finanelal Directop inJanvary 1981, He had previously been Chief Azcotntant in the
acmpany.

For the First Lhree menths 1o hle nev position Mr Hars vorked alonpeide Mr Gwent; his predecessor. At his
firzt Generel Mansgement Meeting, he vas ssked how he sav nisTole in the eompeny. He replled thet ne
thought bls prlvary responsibil ity vas fo exert tight Financlal control particelecly on 'Tunning costs! |

Inhpril 1961, ke subnitted a flrst quarter Minanclal report which olready showed 6 allght decresse in
CUTTENE COS%E, AL thisaseting, the Merketlnp Direntor commented thet 2he fpring advertising campalign had
boen deleyed oy the Flrence Depariaent's slowness in approving the expenditure,

InJune 1981, two Junior mesbers of the Filhanse Depertment resigned and went to work forone of cur
competitors.

The second quarter finanelal report shoved costs running cons ideratly below Fopeeast. The Marketing
Direvtor compleined at the Managenent Mesting that his advertising budget had-again been restricted, Tre
prablem wes in petiing Murds from the Finance Depertment,

Ir the falleving month, F, Flynn, the Flnence Director's sssistant, asked to be moved to anothas
fepartment. He seid he could sot vork any Longer w4 th Mr Hart.

InOctober, HrHart presented his 1962 budget, Thls vas haged on pesabnigtic forecssts for sales, enda
pianned 18% redustion in renning soete and 5% reduction in flyed cogts, The thicd auerter flnenelel repors
had shown & marked drop In incoms matehed by an ever sherper drap incoste,

In November 1981, the Marketing Director resigned seyitiz: '1# he steys, 1 0. | T4 was undesstood Shet he
was speaking about the Finanes Dlrector, Final flgures for the year shoved & pood Level of profitabil ity
(81lightly higher than expected ) but an alarming dowmward trend inaales,

G2 =] O Ln P Lad el e

What experience did Mr Hart have for this job?
For how long did Mr Hart work alone in 19817
What did he consider his main duty?

In which area did he have most success?

How many staff left the department during the year?

Why did the Marketing Director leave?
In what other way could these findings be presented?

What style is the report written in:
a) formal or informal? b) personal or impersonal?
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Unit 4 Presenting findings

4.2 TASKS

4.2.1

Read the following chronological biodata and then reorganise them logically under the
headings below.

George Henry Moore a } Dateofbirth 13.5.53
b ) Primaryschool 5B-64
¢ ) Tonsilitisoperation 64
d ) JunlorChessChampion 64
e ) Secondaryschool 64-71
f ) TraineeEngineer, AFBLtd 71-73
g ) PolytechnieofNorthLondon 73-76
h ) DiplomainElectronics 76
i} ElectronicsEngineer, AEBLtd 76-78
J ) MarriedtoAnnaMaple 77
k ) LondonBusinessSchool T8-79
1 ) DiplomainBusinessStudies 79
m ) 4weeks inhospitel after rock-climbing

accident 79
n ) Birthofdaughter, EmilyJane 79
o ) SalesEngineer, TelelecLtd 79-81
p ) SeniorSalesEngineer, Teleleclid 81~

Headings: Personal details / Education / Qualifications / Work experience / Health /
Hobbies

4.2.2

Read this tapescript of a finance meeting. Complete the two versions of the report that
follow the tapescript.

Mr Field: Interest rates are 1ikely to fall. There's no

{Finance Director) way those guys in the States are golng to keep themso
high.

Mrs Powers: Tou may be right, but I doubt if they'll come

(Accounts Manager) down very soon. Afterall, American banks are never
in a hurry sbout these thinga,

MrField: Oh, Idon'tlmow. I reckonwe could see adropof 1or
even 134 early next week.

¥rs Powers: Surely not. The most ve can expect ig 1% and not for at
least amonth. Ithink. ..

Mr Keen: We don't seem to be getting anywhere. Let's

(Chairman) move on to the next point.
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Tasks

EXTRACT FROM REPORT ON FINANCE MEETING: 19.12.582

[NTEREST RATES

a) The short term future of ....c.vevvveeceeneo.. was discussed. Opinions varied as to both
sevssrnsinscnnersnnens A0A DY i interest rates would fall. Tt was suggested
that they would fall by between ...ooooveevevennnenn. and oo % 1IN
csbisirmrnnmmrnmssnnessar WEEI LD crsscmarsamasernipmusson month’s time.

b} We discussed the probable drop in interest rates. ...ooocervcveieevnenan. believed that
there would be a 1 to 1%% fall within the next week whereas ..o,
thought there would be a maximum fall of %% and not for at least one month,

What difference do you notice berween two versions? Which of them do you prefer and

why?

4.2.3 Style

Match the following extracts from reports with the styles listed on the right.

I Ithink we should go ahead and invest in this project. a) impersonal, formal
If we don’t, we'll be missing a golden opportuniry. and very sure

2 Investment in this project is imperative. Failure to b} personal and
invest would mean a missed opportunity. unsure

3 No time should be wasted in advertising the post. ) impersonal and
Any delay will certainly result in less efficiency. VEry sure

4 Weshould consider advertising the post. If we don’t, d) personal and
it could lead to a reduction in efficiency. informal

Now consider which of the following features are present in the above extracts:
|

1 2 3 4

Personal pronouns

Passives

[diomatic phrases

| Expressions of certainty
Expressions of possibility

4.3 LANGUAGE PRACTICE

4.3.1 Impersonal reporting

Here are some useful expressions for reporting meetings or discussions impersonally.

Topicisubject X was discussed,
X was considered.
Opinion Ir was felt that ...

Opinions varied about ..,
Different opinions were expressed about ...



Uit 4 Presenting findings

Agreement!disagreement It was agreed that ...
There was no agreement abour ...
Recommendation [t was suggested that ...

It was recommended thar ...
It was proposed that ...
Concliesion It was concluded that ...
No conclusions were reached abour ...
It was decided that ...

Now report the following statements:
1 We've been talking for several hours about levels of investment.
2 Most of us think that we should increase our investment in the manufacruring sec-
0T,
We have heard a wide range of opinions on the subject of trade with China.
So we all agree that the advertising budpet should be increased by 5%.
Mr Stevens has suggested that we double our spending on TV advertising.
[ personally recommend that we leave it at the same level.
We don't seem to be able to reach agreement on the question of advertising.
| propose we postpone this matter until next week.
We all feel that we have spent enough time on this question.
We agreed with Peter when he said that we should allow more time for this ques-
rion at the next meeting.

[ TN B =B [ R O e

=t

4.3.2 Personal reporting

Here are some guidelines for reporting meetings personally:

Present |—>-| Past |

‘1 think the Financial Director should resign.’
—» He said he thought the Financial Director should resign.

| Future ‘will' —| Conditional ‘would’|
‘Prices will level off next year.”
—» She said that prices would level off next year.

[ Past l—b-| Past perfect i

‘Sales reached a peak in August last year.’
—» He reported that sales had reached a peakin ...

Verb changes

Ouestion changes | Use of ifiwhether |
‘Do you think prices will increase?”
—» He asked us if we thought prices would increase.
—» He asked us whether we thought prices would mcrease,

“When do you expect sales to improve?’
—» He asked us when we expected sales to improve.

Now write a report based on this extract from the tapescript of the finance meeting:
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Unit 4 Presenting findings

6 Before INterest rates ....oceee.. i 1978, there ................. {be} a drop.

7 Prior to their bankruptey in 75, Fentons Ltd ................. (lose) a lot of their market
share in the early 70s.

8 A new agregment ................ i1 1979 after the employees ................. (vote) against

strike acrion.

4.4 WRITING

4.4.1 Continuity and reference

Organise the following sentences to compose two paragraphs under the heading below.

1 In particular, the Marketing Director complained frequently of difficulty in receiving
funds for advertising campaigns.

2 Financial results during the year 1981 indicate Mr Hart's ability to reduce costs sig-
nificantly.

3 There is evidence to suggest that Mr Hart’s control over departmental budgets was
also very rigid.

4 Furthermore, the Finance Director’s budget forecasts for 1982 were considerably
lower than other departmental budgets.

5 By the end of the year, they had dropped significantly below forecast levels.

6 This is evidenced by the downward trend in running costs throughout the year.

a) General Financial Control b) Budgetary Control

Now look back at the ccmﬁdcntial report in 4.1 (p.37) and extract relevant infor-
mation under the heading (c) Staff Relations. Write this up as a paragraph.

4.4.2 Paragraphing

Here are some complete and some incomplete sentences in the wrong order. Reorder
them so that they create two well-formed paragraphs, one for the whole group, the

other for the UK.

.. while the rest was due to external disputes ...
Non-European subsidiaries showed a nise to 16%.
In Europe, the German company’s results were much better ...

.. such as the transport strike in May.

.. while severe problems were still faced by our companies in France and the UK.
Industrial disputes have contributed largely to the drop in operating profits in the UK.
Operating profits in the whole group have increased by 3% to an average of 7%.
Internal disputes accounted for £3m ...
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MrTField: I feel the bank's lending policy must change, In the
present economic elimate we should be helping more
small companies.

Mrs Powers: [ agree, but the problem is thet small companies are .
often afraid to approach the banks for a loan. '

Mr Field: Do you think so? I met a 1local businessman recently
who was trying to ralse capital for investment in new
machinery, He had tried the banks and found their
terms very unfavourable,

Mrs Powers: Yes, I'msure that there are some small firms that
would like to borrow fromus but there are many others
who won 't come near us. Have you seen the latest
borrowing figures?

Mr Field: No, I haven't, but . , . r
Mr Keen: Well, it seems we should improve things in two ways.
Firstly our image and secondly our actual lending
terms.,

4.3.3 Past perfect tense

There are two major uses: a) in reporting speech (see previous exercise)
b} in reporting the distant past

distant past past present

= S < -
‘Dreviously’ ‘March 1980’ now’

»Mr Smith was appointed in March 1980. He bad previously been our Chief Ac-
countant.

Use this table to complete the sentences that follow.

Subject Distant past Past
Mr Kent Chairman of Atlas Holdings retired m 1982
Profits £3.4min 1968 £2.5min 1969
Rationalisations over-capacity in factory introduced in 1970 |
Company pension scheme | a good year in 1971 started in 1972
Costs effects of o1l crisis stabilised last year
Interest rates dropin 1977 rosein 1978
Fentons Ltd drop in market share in early 70s | bankrupt in 1975
New agrecment vote against strike _ signed in 1979
1 Before Mr Kent ................. 1n 1982, he ................. (hold) the position of Chairman
for six vears.
2 Profits ..ccccccveeeee. £2.5m in 1969. The year before they ................. {reach) £3.4m,
3 Rationalisations ................. in 1970 to deal with the over-capacity which .................
(build up).
4 The comipany, having ... (have) @ good yearin 1971, . cueeaniras (set up) a
pension scheme in 1972.
5 After the company ... (recover) from the effects of the oil crisis, costs
sissreasns-LGSE JEAT;
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CONCLUDING AND
5 RECOMMENDING

This unit deals with two separate stages in a report, the conclusions and the recom-
mendations. However these two stages are connected logically. Conclusions are
drawn when the findings have been analysed. Recommendations are practical
courses of action based on the conclusions.

5.1 READING AND UNDERSTANDING

You work for an agricultural machinery manufacturer, Ferton PLC. You have been
asked ro write a report with the following terms of reference: to investigate the reasons
for a drop in Ferton tractor sales in Morlanda in order to recommend action to recap-
ture market share.

Your investigation revealed the following sales statistics:

Your findings can be stated as follows:

a) The total volume of sales dropped.

b) There was a very significant drop in sales during the summer months.
¢} The trend for the year was almost identical to the previous year.

Based on these findings and on the other evidence you conclude thar the poor sales are
due to the following factors: )

a) The recent entry onto the market of a new competitor, [DC Tractors.

b} The main agent takes his holiday during the summer months,

¢} The agent’s deputy made few contacts during this period.

d) The usual seasonal influences.

1 What is the purpose of the investigation?

2 In which months did sales reach their peak:

3 In which month did sales have their low point?

4 Which of the following seasonal factors would explain the trend?
a} Farmers generally buy tractors in the first three months of the year.
b) Government subsidies to farmers are paid out in April,
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c) Farmers buy a lot of machinery during the summer harvest months.
d) A lot of farmers replace their tractors after heavy use in harvest months.
¢} A lot of farmers buy tractors during the ploughing season (November and
December).
5 Which of the following recommendations seem both logical and appropriate?
a) to make a comparative study of Ferton and JDC Tractors
b) to improve the product available in Morlanda
¢ to increase advertsing during the summer months
d) to replace the present agent
e to persuade the agent to take less holiday in the summer
f) to discuss the work of the deputy agent with the main agent
e} to increase promotion just before subsidies are paid out
h) to pay the agent more commission

You are the Marketing Research Manager for JDC Tractors. You have been asked to
report on the prospects for sales in Morlanda in 1983, Your terms of reference are:

— to forecast sales for the three tractors in the product range

— to assess the strength of established manufacturers

— to make necessary recommendations for the forecast to be realised

You have drawn up the following projections and, based on them, vour recommen-
dations:

Promoticn

Promotion should concentrate on our middle range tractor (JDC 80)
while stock levels of the top of the range product (JDC 90) could
eagily be reduced to lower levels. A more aggressive advertising
campaign to stress the JDC product advantages over ocur main
competitor, Ferton PLC, might be considered.

Pergonnel
It is algo recommended that agency contracts should not be renewed

and that two salesmen be recruited for direct selling once the
agency contracts have expired.




Reading and understanding

Why should promotion efforts concentrate on the JDC 80?2

Why can [DC 90 stock levels be reduced?

Why do you think Ferton PLC sales are likely ro continue falling?

Which of the following conclusions support the recommendations above?

a] Itis likely that the JDC 80 will continue to be the model in greatest demand,
b} Sales of the JDC 60 are expected to rise gradually.

¢) Sales of the JDC 90 will remain constant in 1983.

d} Our main competitor, Ferton PLC, relies on agents to sell its products.

e

f)

WD ] O

QOur agents contributed less than 10% during 1982.
Ferton's products will probably lose market share in 1983,

5.2 TASKS

521

Complete the key and graph by referring to the following conclusions taken from a
sales report dated 12.3.82.

CONCLUSLONS

— Sales of tennls equipment have been consistently higher in the
summer months (July and August).

— Our change in pricing policy for golf equipment led to a rapid
increase in sales from the beginning of 1980,

— Football equipment sales have continued to drop since the
Furopean Cup in the summer of 1980,

— Sguash equipment salesthave risen gradually in line with the
expansion of the market since 1980.
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.22

On the basis of the f:nm'lu::;_inns in 5.2.1, you have been asked to recommend appro-
priate action. Match up Action, Product and Purpose in the following table,

Action | Product Purpose
, 1 Sponsorship of winter a) golf equipment w) reverse downward trend

indoor championships

2 Continue competitive b) tennis cquipment | x) boost all-vear-round sales

ricing policy

3 {:rr:—Eumpr:un Cupsales | ¢) squash equipment | v) prepare for gradual increased
campaign demand in expanding marker

4 Increase the number of | d) foothall Z) maintain rate of sales
distribution outlets equipment increase i

3.2.3

Complete the findings in this report after reading the conclusions and recommen-
dations it makes,

Findings

Record of F. Jones, junior salesman:
F. Jones  Total (10 salesmen)

Repeat business £1,400,000
New clients £550,000
Lost clients £220,000 |
Conelusions

Jones's performance 1ast year was above average. He achieved 10%
higher results than average with existing customers. His success
in cold-contact selling is shown by the £75,000 worth of new
business. However the loss of £33,000 of existing business
indicates amajor weakness in his after-sales strategy.

Recommendetions

Jones should be sent on an after-seles training course at the
earliest pogsible date.
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5.2.4

Use this breakdown to complete the conclustons.

Tasks

Mational
adwvertising
£30,000

Contacts through
existing clients

£110,000

: _lT_; = A . /(A
— i i :
Y I P %’J“L“m
il B P N
Mew S { Hecommendations —
business J \ by existing clignis
ﬂm J ~.,\ £30.000
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— telephone mailshot } -
: ___|_ -\\ £5,000 \ £40,500 v ]
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Unit 5 Concluding and recommending

Conclusions

1 e, from new customers who know our existing clients accounts for
meore than hall our new business.

2 As far as direct marketing is concerned, the work of ........oooeeeveneness is the most
productive and cost-effective.

3 irmreieiiiinnnenn arze relatively unsuccessful with an approximate 3:1 revenue/cost
ratio.

4 In cold-contact marketing .........ccccoriererminns has given us the best return while

crsennessnnannaannnns 15 DOTh Our least productive and least cost-effective.

Which of the following recommendations are appropriate?

1 All efforts must be made to maintain good contacts with existing clients.

2 The appointment of a client relations manager might be considered in view of the
large proportion of new business through existing clients.

Spending on national advertising should be increased.

A closer examination of the returns from national adverasing 1s recommended.

The telephone should be our main channel for cold-contact selling.

We should concentrate on the use of telex for cold-contact selling.

A more integrated cold-contact selling strategy might be attempred.

] O b odn L

5.3 LANGUAGE PRACTICE
5.3.1 Degree

We can modify statements about change by using adjectives or adverbs which indicate
the degree of change:

Quantity Impact
considerahly significant / ly
a great deal marked / ly
very much noticeable / 1y
alot
rather Accuracy
somewhat exactly
quite a lot preciscly
a hit almost
a little nearly
shightly roughly
: approximately

Use the information in the following bar charts to complete the sentences:

Tennis eguipment

o)

FEEE )
1

e
(Fadl]
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Football equipment

il

I
]

LERI? LT

RO R

o [ ]

~ Golf equipment

NN 8 5 e =
F M A JTA g

| Squash equipment

Sales of tennis equi pment were ,,............... higher in July and August.

They were ................. lower in December than in November,

Therewasa ... downward trend in foothall sales over the year.
December sales were ..., half our January sales,

In fact our December sales were ..., 33Y%% down on the June figure,
Golf equipment sales grew ... . in the first three months,

From April onwards, there was oo manssinssingiiG upward trend,

By December they were weeeressenns treble the January tigure,

Squash sales hada ... slower rate of increase than golf sales.
However sales improved ..., over the last three months,

1
)
3
4
5
6
7
8
9
0

i
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Unit 5 Concluding and vecommending

5.3.2 Probability

When forecasting we can indicate chances of reaching certain targets in the following
Way:

Certain ... will (definitely) reach ...
(100%] ... are sure to reach ...

... are certain to reach ...
Probable ... are likely to reach ...
\more than 60% certain) ... will probably reach ...

.. should reach ...
.. are expected to reach ...

Possible ... may reach ...
{more than 30% certain) ... will possibly reach ...

... could reach ...

... might reach ...
Imprrobable ... probably won'treach ...
tless than 30% certain) ... are unlikely to reach ...
Certain ... will (definitely) not reach ...
[0%) . ar¢ certain not to reach ...

Use this bell curve to complete the sentences that follow:

e.g. Turnover may exceed £12,5m.

1 TOrtaver . sums i Sl A4 il

2 TUNOVEL . ..icsiiieiasniiensnississsesics fall below £10.5m.

3 TULROVEL 1vevesrrserererresserenseneanenensenss £ xc2ed £13.0m.

4 TUMNOVEL ..ooevveerissseensseernssssseesssensee 1101 to drop below £10.0m.
5 Tamyover . oassamandinasaesonly reachE13 bm;

B TUTTOVEL voiiveserirrseereresmeranseesnsesnses E¥CN hir £12.5m.
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5.3.3 Recommendation

| r . - = - ;
Reconimended action - | Conclucion!Fin ﬁfn!_g

“¢% National advertising must be stopped
771 ltis strongly recommended that nationa]
advertising isthe stopped

National advertising should be stopped

: the high cost.
It ts recommended that telephone

i
the poor results.

selling ts/be stopped :;}Ew the success of
“* It s advisable to reduce telephone indirect marketing,
selling

The appointment of 2 client relations
manager could/might be considered

Recommendartions: *** = strong ** = neutral ¥ = weak

Use the following table to make similar sentences by linking the recommended actions
on the left to the conclusions/findings on the right. Each conclusion/finding has three
appropriate courses of action.

Recommended action Conclusions/Findings

| 4} Commission market research into
agricultural equipment buyers **

b) Examine feasibility of using aur 1 High turnover in
own salesmen *# sales staff

¢} Improve after-sales care =7

e Raise rares of commission *

e} Increase number of [ollow-up 2 Loss of exisung clients
sales calls * **

f; Raise rates of commission *

. E:I Increase salesmen’s salaries 3 Low retarn from loreign

| h) Investigate competitors” agents

; salesmen’s salaries *#

il il Reconsider rates of commission **

5.4 WRITING

5.4.1

Rewrite the following report extract under these three headings:
1 Findings 2 Conclusions 3 Recommendations

Cur Area Manager in Morlanda has reporied
distribution difficulties in the north of the

country, an area affected by floods during the —

last few months. There have been 22 truck @H lﬂ.ﬁe{f'

breakdowns and these have resulted in complaints / O e
5 “ r e
E r‘ -‘ c
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Unit 5 Conelieding and recommending

about poor dellvery times. On the other hand,
there have been no problems with delivery times in
the south. In fact, there is evidence that the
warehouse there is both overstocked and
overmanned. It is obvious that the major
geographical differences between the north and
the south were not taken into account when
planning the distribution network in Morlanda. In
view of thls, the feasibility of warehousing more
goods in the north should be considered. Another
problem which the Area Manager has reported is
diffieulty in obtaining prompt payment for goods
del ivered. Evidence of this can be found in the
annual accounts which indicate that £25,000 was
owed at the end of the year, Small customers are
largely to blame. In two cases, customers have
gone bankrupt and this has resulted in bad debts
of £45,000, The Area Manager concludes thaet this
'problem will continue as long as the economy is
depressed. He suggests that a penalty clause
should be included in all delivery contracts.

5.4.2

Use your version of the last report extract as a model to write up the following notes
into the District Manager’s report,

FINDINGS
Production proHlems

n tha east [stvikes (6 stoppages [ 20% belovs production target
. the wast (4o stiikes [ (0% above target and overcapacity

Personne! problents

Piffraulty i recraitivent [ porsoune! fudget- : £10,000 fov kb
acvertiments [ low salary 13tes 2.9. maintepance avd electrics!
enginees | ouly £1so per month +SKc
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CONCLUSIONS

- diffevences m working anditians tetieen asst and west

- unatrective. Slaries compavd with otfer loal companies
RECOMMENDATIONS

g term - mprovenent of warking conditions 1 the east
ShorC term ! rechuchion of prockiction targets u the et
short term : mcrease . production tangets i the west
fong term : mcresse i salaries of technical persome|

lorng term « improvement h empbyes bouetitS

Whriting
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6 SUMMARISING

A summary is a short statement of the content of a longer document. It can act as the
introduction to a report, as an indication to the reader whether it is of interest or as a
tfime-saver for readers who do not have time to read the whole report.

6.1 READING AND UNDERSTANDING

You work for a team of management consultants. You have been asked by your boss
to produce a summary of the problems faced by your client, a recruitment agency. Here
are the findings of the team who were asked to report on the viability of the company.
1 Read through the following section and decide which two key financial indicators
(important financial results) are considered.

Finance

In the period 1975-80, annual turnover inereased by 75% from
£200,000 ta £350,000. Since 1980 turnover has fallen by elmost 10%
to a level of £316,000 at the end of 1982. Profitability during the
first period did not show the same rate of increase. Profits rose
from £6,000 in 1975 (3% of turnover) to £17,500 in 1980 (5% of
turnover). Moreover in the last two years they have fallen
dramatically to just £5,500 recorded at the end of 1982,

On the assets side, the company has continued to be
undercapitalised with most investiment in the above seven year
period going to & large advertis ing budget — 18% of turnover in
1980.

A competitive prieing policy was introduced in 1975 whereby
olient fees were discounted in 43% of all cases. This was coupled
witn inereased spending on national advertising (an average of
£200 per week in 1975 rising to over £1,200 per week in 1980).

MW\——/\//\//\/\/V\’\"—‘%
This extract also deals with two other aspects of the company’s finances. What arc
they?

What time period does the report consider?

There are two phases in this period. What are they?

Why has there been little capiral investment in the company?

What percentage of turnover was spent on national advertising in 19757

Now read the next page of the findings. As you read, note down management and
non-managemment positions,

[
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Reading and understanding

Management Structure and Functions :

The company has three directors, two of them with Ho direct day-
to-day invelvement in the running of the business. The third
director, Mr Charles Kitchener, is also the Managing Director. He
ig responsible for the three major policy areas of the company:
finance, sales and personnel. Under him, there is s General Office
Manager, responsible for salaries, administration, etc.; an
Accounts Manager; a Client Relations Manager; and six Recrultment
Manegers who deal direct with client companlies. The actual
recruitment interviews are carried out by six junior

| recrulters/intervievers. In addition, there is a full-time
secretary/receptlonist.

There is & monthly Board of Management meeting at which major
decislone are taken. Besides the Managing Director, the Office,
Leoeounts and Client Relations Managers and at least one
Recruitment Manager must be present at these meetings. IT is clear
£rom the minutes that all non-directors heve an advisory rather
then a decision-making role.

e B e gl gy T

8 What is the ratio of management to non-management staff?

9 Whar is the minimum number of people present at the Board of Management meet-
ing?

10 Who makes the decisions at these meetings?

11 What are the main areas of policy dealt with in the following extract?

Promotion

s mentioned above, the MD is ultimately responsible for
advertising and sales decigions. However, the six Recruitment
Managers have day-to-day responsibility for holding onto existing
clients and finding new ones. '

The new pricing policy, referred to earlier, was the gubject af a
major direct merketing campaign in 1975/76, The Recruitment
Managers were given the power to discount client fees by a maximum
of 30%. It wag at the diseretion of these mnagers how much was
offered to individual elients. Analysis reveals that 43% of
olients were offered diseounts, 54% of these the full 30% while
the rest varied between 15 and 30%. Prospective clients were also
offered discounted rates of 20% for the first year of business.
However, in practice many of these new c¢lients continued to pay
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Unit 6  Summarising

12
13

14
15
16
17

less than the advertised fees after the firat contract year was
QVeTI.

The main means of attiracting new clients was the uge of national
newspaper advertising which, as has already been shown, expanded
rapidly during the second half of the seventies, The target for
this advertising has always been UK-based companies. The effects
of the recession in the late seventies and early eipghties led toa
marked downturn in the number of contracted new clients and the
loss of some existing business. On the other hand, there is
evidence Vo suggest that many other recruitment agencies nave
survived the recegsion by turning to luerative foreign markets,
especially the Middle East where recruitment demand remains high,

In the first line, there 15 an indication that you are going 10 read information vou

have already seen. What is the expression that indicates this? '

There are two more cases where information is repeated. Whar expressions are used

to indicate this repetition?

What percentage of clients were paying advertised rates during their first vear?

What percentage of clients were offered less than a 30% discount?

Which external factor contributed to the downturn in business in the early eightics?

Now read this final extract and calculate for 1982:

a) The total salaries and benefits paid to management staff (excluding non-
working directors and taking an average of Recruitment Managers’ Salaries)

b) The rotal salaries and benefits paid to non-management staff.

c) The total commission paid out.

36

Salary and Benefit Rates

The directors' galaries smounted to £15,000 each in 1982,
In addition, Mr Kitchener was paid a management fee of
£10,000. These salaries kept pace with inflatlon in the
period 75-80 but were fixed at £15,000 for two years in
1980, If business starts to improve, these salaries will
be raised to match the Inflation rate over the last two
years. The General Office and Accounts Managers were paid
£9,000 and £8,500 respectively in 1982. The Client
Relations Manager also received £3,000 but, in addition,
was pald a commission of £5,000 based on client fees.




Reading and understanding

Basic salaries for the Recruitment Mansgers were in the
range £6,500 to £8,000 depending on age and experience.
However, on top, all six have benefitied considerably
from the increased retes of commission introduced in
1978. These were increased from 8% to 15% on total client
fees and resulted in an aversge annual commission per
manager of £8,000 in 1982. It is worth noting that if
this Ilncrease had been more moderate, profitability
would have kept pace with the rapid rise in turnover. The
Junior recruiters receive a basic salary of £6,000 plus
overtime payments if more than four hours per week are
worked, and travel allowance 1f they live more than ten
kilometres from the office. These extra payments amount
to an average of £1,000 per annum each. The secretary's
present salary is £5,000.

——m

e o

18 Why were the directors’ salaries fixed at £15,000 in 19807

19 How much was the Accounts Manager paid in 19827

20 How much is the basic salary for the most senior Recruitment Manager?
21 Why did profitability not keep pace with the rise in turnover?

You have now summarised, in note form, the following main points:
Turnover:  rapid rise followed by decline

Profitability: gradual rise followed by decline

Advertising mainly national; rapid increase in costs

Pricing: big discounts 75-82

Staffing: ratio 10:7 management to non-management

Decisions:  only MD

Pay: ratio4:1 (approx.) management to hon-management; large increase in
COMMISSIons

On the basis of these, it is now possible to write two draft summaries:

Summery (draft 1)

has started to decline. Throughout the past seven years the

company has restricted itself to regular nationel newspaper
gdvertising and a very competitive pricing policy. On the
perscnnel front, although there are three more managers than
'workers', decision-making is the Managing Director's sole

After a period of repid growth between 1975 and 1980, the company

company has had low profits. As far as promotion is concerned, the

respensibility, The pay structure also reveals that the directors
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